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chapter 2

What Is In This Guide?

In the Global Add, Delete, & Change Guide, you learn about the global functionality available in The Raiser’s Edge.
For further information about Global Add, Delete, & Change, see the following.

¢ “Globally Add Records” on page 1

¢ “Globally Change Records” on page 31

¢ “Globally Delete Records” on page 55

¢ “Fields You Can Globally Add, Delete, & Change” on page 75

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

Help File. In addition to user guides, you can learn about The Raiser’s Edge 7 by accessing the help file in the
program. Select Help, The Raiser’s Edge Help Topics from the shell menu bar or press F1 on your keyboard
from anywhere in the program.

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Using Globally Add Records, The Raiser’s Edge 7 makes it easy to add information to a group of records in your
database. For example, instead of using valuable hours adding an appeal to each constituent record, you can add
the appeal to all or selected records with just one process and without opening every constituent record. You can
even send email messages to all or selected constituents. The Raiser’s Edge does not, however, check to see if
the information you add already exists in a record. The program adds the selected information to all records in
the specified group.

Warning: Before performing a global add, we strongly recommend you completely back up your database. To
successfully back up your data, you must first shut down the database.

After running the global add, you can view a control report, detailing all the changed records in your database
and explaining any exceptions. You can also create a query of the records included in the global add to use in
other functions of The Raiser’s Edge, such as Mail or Reports, and you can create an exception query, displaying
all records the program could not include in the global add.

Please be aware, once you add information to records, the records are permanently changed in your database.
Navigating in Globally Add Records

Warning: If you globally add records while a constituent record is open, an exception is generated and nothing
is added to the record.

The Global Add page contains the commands necessary to complete all global add functions. You can use a
variety of parameters to define a global add process.

To access the Global Add screen, click Globally Add Records on the Administration page.

i The Raizer's Edge =[5 1x]
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4 Back & Fnlward| Open in zeparate window
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FI 4 Home a =jlf=lile
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Recoids b Globally Write Off Pledges b Queue
Globally Delete b Corvert Pledges To Recurring Gifts b Data Enrichment Services
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Globally White OFF
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Convert Fledges
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Gifts:
Puost to General
Ledger
Duplicate
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Merge
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Security
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Hueue ﬂ see the Program Basics chapter of the Program Bagics Guide. LI

WWelcome to The Raiser's Edge 7 4

Warning: Security limitations may prevent some users from accessing Globally Add Records. See the Security
chapter in the Configuration & Security Guide for a information on establishing system security.

The Global Add screen appears.
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Global Add E

Add: IAction ﬂ

Y'ou may add an action to all or selected constituents or events. You may alzo
choose to send an e-mail az the action.

All constituents

[~ Send E-mail Message? (5 to each comsttuent € o group

Freference: IE-MaiI 'I

[° | &ddlactitr becorsttuents with ho e-mal

Action Information. . | haz not been entered

[ Create control report 7 Previess ) Print

[~ Create exception query

Add MNow | Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

The fields, buttons, options, and checkboxes on the Global Add screen change slightly, based on the type of
information you are adding. For example, if you select to add Action or Appeal information, the Send Email
Message? checkbox appears, allowing you to send an email message to all constituents included in the global add
process. Also, the title of the Information button in the middle of the Global Add screen changes based on the
type of information you choose to add. For example, if you add Action information, the button reads Action
Information; if you add Constituent Attributes, the button reads Attribute Information.

» Opening Globally Add Records

Note: When you establish security for The Raiser’s Edge, a user can be assigned to more than one group. If a
user belongs to multiple groups and one group has system level rights to records that the other does not, the
user does not have rights to those records. For more information about security, see the Security chapter in
the Configuration & Security Guide.

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

#4 The Raiser’s Edge
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Security
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‘Welcome to The Raiser's Edge 7 4
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2. Click Globally Add Records. The Global Add screen appears.

Add: IAction j

You may add an action to all or selected constituents or events. You may also
choose to send ah e-mail &5 the action.

i| All constituents

[~ Send E-mail Message? % to each canstituent € fogroup

Preference: I E-tdail % I

™| &dd action to corstitents with no e-mai

Achion Infarmation. .. | has not been entered

[v Create control report % Preview © Print

I~ Create exception guery

Add Mow | Cancel |

3. Select the type of information you want to Add, identify the records you want to Include in the
procedure, and enter the specific information you want added to the records. You can also select to run a
control report and create a query of records to which the information could not be added.

4. To add the selected information to the database, click Add Now. After you run the global add procedure,
you return to the Administration page.

Business Rules

Established in Configuration, business rules improve data entry speed and help verify the data is correct.

Note: For more information about business rules, see the Configuration chapter of the Configuration &
Security Guide.

With business rules, you can perform common tasks in two categories: those with predefined rules and those
with rules that you define. Predefined rules are for the most part set up by marking a series of checkboxes and
options. They govern a wide variety of functions, such as rules for adding gifts and what constitutes duplicate
criteria during searches.

User Options

Note: For more information about User Options, see the Program Basics Guide.

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you are
using. User options are login-specific, which means that if you log into any workstation using your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. You can establish user options by selecting Tools, User Options from the menu bar on the
shell of The Raiser’s Edge. The Options screen appears so you can establish certain user options for your
workstation.
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Parts of the Global Add Screen

The Global Add screen is essentially the same, regardless of the information you choose to add.

Global Add E

‘ add: I.t’-‘-.ction j

ou may add an action to all or selected constituents or eventz. vou may alzo
choose to send an e-mail az the action.

All constituents

[~ Send E-mail Meszage? (% (o cach comstiiuent € o goup

Freference: IE-MaiI "I

™| &ddaction bocorstitients with ho e-mail

Action Information... | haz not been entered

[¥ Create control repaort &+ Preview ¢ Print

[~ Create exception guery

Add Mo | Cancel |

However, when adding actions or appeals to records, you can include an email message, and option names
change slightly based on the information type you select. Also, the screen accessed when you click the
Information button changes based on the information being added. For example, if you are adding Actions and
you click the Action Information button, the New Action screen appears; if you are adding Memberships and click
the Membership Information button, the New Membership screen appears.

This section includes a general description of fields, buttons, checkboxes, and options you may find while working
on a Global Add screen. For specific instructions on completing the Global Add screen, see “Globally Adding
Records Basics” on page 22.

Add. In the Add field select the type of information you want to add to your records. For example, if you want to
add a phone call action to constituent records, select “Action” in the Add field; if you want to add a note to
constituent records, select “Notepad” in the Add field. The following information types are available in
Globally Add Records.

e Action e Appeal

e Business e Email

e Education/School e Bank/Financial Institution
e  Membership e Notepad

e Constituent Attributes e Constituent Codes

e Registrants for an event e Sponsors for an event

e Guests for an event * Proposal

¢ Assigned Solicitor e Volunteer Award

e Volunteer Checklist Items e Volunteer Time Sheet
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Add action to constituents with no email. If you add Action or Appeal information and you send an email
message, the Add action to constituents with no email checkbox appears. To add the action to constituents
regardless of whether they have an email address, mark this checkbox.

To include constituents who do not have email addresses in an exception query when you run the global add,
do not mark this checkbox. You can use this list of exceptions to easily identify constituents who did not get
the email message and notify them some other way.

Create control report. If you mark the Create control report checkbox, the program generates a report after it
runs the global add process. The report includes details about the affected records and a list of any records to
which the selected information was not added (exceptions). It also gives reasons for any exceptions. Select the
Preview option to view the report on your screen. Select the Print option to print the control report.

Note: We recommend creating an exception query so you can see which records could not accept the global
add.

Create exception query. If you mark the Create exception query checkbox, the program generates a query of
all records that satisfied the global add criteria but were not changed. You can use the query in other
functions of The Raiser’s Edge, such as Mail or Reports or to run the global add process again.

Event. If you are adding registrants, sponsors, or guests for an event, in the Event field, you must select the
event to which you are adding these participants. Click the binoculars to access the Open screen. From this
screen, you can locate the event in your database and click Open. You return to the Global Add screen, and
the event you selected appears in the Event field. You cannot add events from the Global Add screen.

Note: For more information about working with queries, see the Query chapter in the Query & Export Guide.

Include. Use the Include button to select records to include in the global add. You can add selected information
to all records in your database or use queries to select specific records to which to add information. If you
choose selected records, the Open Query screen appears. You must select an existing query and click Open or
click Add New to access Query and create a new query.

Selected Conztituents

Information. This button changes based on the type of information you select to add to records in your
database. For example, if you add an action, the button reads Action Information; if you add a membership,
the button reads Membership Information.

Send Email Message. If you select Action, Appeal, or Email in the Add field on the Global Add screen, you can
compose and send an email message to selected constituents. Mark the Send Email Message? checkbox. To
send an individual message to each constituent, select the to each constituent option. If a group email is
acceptable, with each constituent’s name appearing in the To field of the email message screen, select to

group.

Note: For more information about events, see the Event Management Data Entry Guide.

Update number invited. If you are adding registrants, sponsors, or guests to an event, mark the Update
number invited checkbox, and the program automatically updates the No. invited field on the General tab of
the event record.

Note: For more information about appeals, see the???? Guide.

Update number solicited. If you are adding Appeal information, mark the Update number solicited checkbox,
and the program automatically updates the No. solicited field on the General tab of the appeal record.
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Types of Information You can Add

Globally Add Records helps you maintain your Raiser’s Edge records. You can update a select group or all records
in your database in one simple process, without opening each record. Simply select the type of information you
want to add, the records to which you want the information added, and the information you want to add. The
Global Add screen takes you through each necessary step.

The exact steps included in the process vary, based on the type of information you want to add. For example, if
you want to add action or appeal information to records, in addition to selecting the records and entering the
information you want to add, you can also send an email message to the selected constituents. The email
message option is not available for the other information types.

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

This section includes a detailed explanation of the types of information you can globally add to records in
The Raiser’s Edge.

Actions

Warning: If you globally add records while a constituent record is open, an exception is generated and nothing
is added to the open record.

In The Raiser’s Edge, actions are the communications between you and your constituents as you go about your
fundraising activities. In your organization, these actions may include telephone calls, meetings, mailings, email
messages, and tasks.

On the Global Add screen for actions, select the constituent or event records you want to include in the global
add, if you want an email sent to the selected constituents, the action information you want added to the
records, and any reports and queries you want to generate.

Global Add E

Add: IAction ﬂ

Y'ou may add an action to all or selected constituents or events. You may alzo
choose to send an e-mail az the action.

 Inelude.. | Selected records from "Corporate Donors’

'?‘ % to each constituent € to group

Preference: IE-MaiI 'I

[ Add action to constitugnts with no e-mail

v Action Information.... | haz been entered

[ Create control repart &+ Previess ) Print

[+ Create exception query

Enter E-mail Mow | Cancel |

Note: For more information about actions, see the Actions chapter in the Constituent Data Entry Guide.

For example, several corporate donors are late paying the balance on a special pledge they made three years ago,
during your organization’s annual campaign. Because these are large amounts, your organization intends to
contact the donors individually. Using Globally Add Records, you can globally set up actions on all of these
corporate donors’ records in one simple process, without opening each record.
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Also, if you want to notify the constituents by email, you can compose and send the message to all or selected
constituents from the Global Add screen if you mark the Send Email Message? checkbox. To send an individual
message to each constituent, select the to each constituent option. If a group email is acceptable, with each
constituent’s name appearing in the To field of the email message screen, select to group.

Appeals

Appeals are the solicitations that bring in your gifts. These solicitations can include auctions, direct mailings, and
phonathons.

Note: For more information about appeals, see the Appeals chapter in the Campaigns, Funds, & Appeals
Guide.

On the Global Add screen for Appeals, select the constituent records you want to include in the global add, if you
want an email sent to the selected constituents, the appeal information you want added to the records, any
reports and queries you want to generate, and if you want to automatically update the number solicited.

Global Add E

Add: IAppeaI ﬂ

Y'ou may add an appeal ta all or zelected constituents and update the number
zolicited. “ou may aleo chooze to zend an e-mail az the appeal.

 lnclude.. |M| constituents

[ Send E-mail Meszage? + to each constituent € to group

Preference: IE-MaiI 'I

[ Add appeal to constituents with no e-mail

|V Appeal Infarmation.... I has been entered

[+ Create control repart ) Previess ) Print [~ Update number zolicited

[+ Create exception query

Enter E-mail Mow | Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, your organization mailed all constituents in your database a notice asking them to give to your 2004
Annual Appeal. However, this appeal is not currently associated with any constituent records. Using Globally Add
Records, you can add this appeal to the Appeals tab of all or selected constituent records in one simple process,

without opening each record. You can also send email messages to all your constituents, reminding them of the

appeal notice.

Business Relationships

Note: For more information about organization (business) relationships, see the Constituent Records chapter
of the Constituent Data Entry Guide.

With The Raiser’s Edge you can track constituents’ organization (business) relationships. The primary
organization (business) relationship is usually the constituent’s current employer. Employment information helps
you solicit matching gifts or corporate contributions from the employer. The program stores information such as
the organization name, industry, profession, job title, and income on the Business button of the Bio 1 tab, as well
as on the Relationships tab of the constituent record.
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Warning: The Raiser’s Edge does not check to see if the information you add already exists in a record. The
program adds the selected information to all records in the specified group.

On the Global Add screen for Business, select the constituent records you want to include in the global add, the
business information you want added to the records, and any reports and queries you want to generate.

Global Add E

‘ add: IBusiness j

'ou may add a primary businezs relationship to all or selected constituents. The
relationzhip will be added to each individual in the group without checking to see
if the relationzhip already exists.

Include... | Selected records from "Trapman _Associates’

+  Businesz Information... haz been entered

[¥ Create control repaort &+ Preview ¢ Print
[¥ Create exception guery

Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, you discover that 37 of your constituents are employed by Trapman & Associates. The company
indicates it matches gifts given by its employees to your organization. You have a query of all Trapman &
Associates employees. Using Globally Add Records, you can globally add the business relationship to this group
of constituents in one simple process, without opening each record.

Emalil

You can use Globally Add Records to send an email message to selected or all constituent records in your
database. The program uses the email address included with the constituent’s preferred address. This
information is entered in the Phones/Email/Links grid on the Bio 1 or Org 1 tab of the constituent record.

Global Add ]
Add: | E-mail |

Y'ou may send an e-mail meszage to all or selected constituents. The e-mail waill
be zent to each conztituent in the group who has a valid e-mail address.

. Include... |AII constituents

Send emall message % to each constituent € ta group
Preference: IE-MaiI 'I

[ Create control report &+ Previes ) Print
[ Create exception query

...., Cancel |
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Warning: The Raiser’s Edge does not check to see if the information you add already exists in a record. The
program adds the selected information to all records in the specified group.

To send a global email message, on the Global Add screen for emails, select the constituent records to which you
want to send the message, how you want the email sent to the selected constituents — one at atime oras a
group — and any reports and queries you want to generate. When globally sending email messages, exceptions
are generated if the constituent’s preferred address does not contain a valid email address.

Education/School Relationships

Warning: If you globally add records while a constituent record is open, an exception is generated and nothing
is added to the open record.

An education relationship is an association between a constituent and a school or educational institution. The
relationships serve to define the educational history of a constituent. You can track an unlimited number of
different schools, from grammar school to graduate school. A school relationship can have its own constituent
record or exist solely on the constituent record. If the school is a constituent in your database, the two records
are linked together, and they display on each other’s respective Relationships tab.

Note: For more information about the Global Add screen, see“Parts of the Global Add Screen” on page 5.

On the Global Add screen for Education/School, select the constituent records you want to include in the global
add, the education information you want added to the Relationships tab of the records, and any reports and
gueries you want to generate.

Global Add E

‘ Add: IEducationa’School j

T'ou may add an education/school relationship to all or selected constituents.
The relationzhip will be added ta each individual in the group without checking to
zee If the relatiohzhip already exists.

. Include... | Selected records from ‘Bozton School Alum®

|ZV Education Information... I haz been entered

[¥ Create control repaort & Preview ¢ Print
[¥ Create exception guery

Add Mo | Cancel |

Note: For more information about education/school relationships, see the Constituent Records chapter of the
Constituent Data Entry Guide.

For example, a Boston School alumni group completed personal information cards for your organization,
complete with basic biographical and educational information. However, not until after your volunteer enters the
constituent records for each member of this group, does he realize they are all Boston School graduates. Boston
School is already an organization constituent record in your database. Also, you created a query of the records
just entered. Using Globally Add Records, you can establish an education/school relationship between the
university and these new constituents in one simple process, without opening each record.
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Bank/Financial Institution Relationship

Note: For more information about bank/financial institution relationships, see the Constituent Data Entry
Guide.

Bank relationships are associations that your constituents have with banks or other financial institutions. Your
constituents may have checking or savings accounts at a particular bank, or they may ask you to automatically
withdraw funds on a monthly basis to pay a pledge. Tracking a constituent’s bank information makes monetary
transactions faster and easier for both you and the constituent. A bank must be listed in the Financial Institutions
section of Configuration before it can be added to a constituent record as a relationship. For more information,
see the Configuration chapter in the Configuration & Security Guide.

Global Add E

‘ add: IBank.n"FinanciaI Institution j

'ou may add a bank./financial inztitution relationzhip to all or zelected
constitugntz.  The relatiohzhip will be added ta each constituent in the group
without checking to zee if the relationship already exists,

. Include... |M| constituents

v Bank Information. .. haz been entered

[ Create control report &+ Previess ) Print

[¥ Create exception query

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

On the Global Add screen for Bank/Financial Institution, select the constituent records you want to include in the
global add, the bank information you want added to the Relationships tab of the constituent records, and any
reports and queries you want to generate.

Membership

Warning: Remember, The Raiser’s Edge does not check to see if the information you add already exists in a
record. The program adds the selected information to all records in the specified group.

If you have Membership Management, you can track multiple memberships and programs, produce reports to
analyze membership activity, print lists and directories of members, link gift records to membership records, and
perform specific mailing tasks, such as preparing membership cards and renewal notices. In addition, you can
perform membership transactions, including locating lapsed members, dropping members who have not
responded to renewal notices, upgrading or downgrading memberships, and renewing memberships for
members who want to remain active.

Note: For more information about memberships, see the Membership Data Entry Guide.
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On the Global Add screen for Membership, select the records you want to include in the global add process, the
membership information you want added to the Membership tab of the records, and any reports and queries you
want to generate.

Global Add E

‘ Add: IMembership j

'ou may add a new membership to all or selected constituentz. Thesze
memberzhips will be added to each constitugnt in the group based on the
memberzhip buzinezz rules in confiquration.

. Include... | Selected records from ‘Board Members’

v Membership Information... | has been entersd

[¥ Create control repart & Preview ¢ Print
[¥ Create exception guery

Add Mow

Cancel |

Note: For more information about the Global Add screen, see“Parts of the Global Add Screen” on page 5.

For example, your organization recently held its annual membership drive, and all Board Members agreed to
upgrade from Individual to Lifetime memberships. You have a query of all your Board Members. Using Globally
Add Records, you can add the new membership information to all the board members’ records in one simple
process, without opening each record.

Notepad

Note: For more information about notepads, see the Constituent Records chapter of the Constituent Data
Entry Guide.

In The Raiser’s Edge, notepads make it easy to maintain helpful pieces of information you hear about your
constituents and store unique information about your actions, events, gifts, and proposals. Each notepad has a
Date, Type, Title, Description, and Author. The notepad itself accepts free-form text and holds an unlimited
amount of information.

Warning: If you globally add records while a constituent record is open, an exception is generated and nothing
is added to the open record.
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On the Global Add screen for Notepad, use the Include button to select the type of records you want to include in
the global add: All Actions, All Constituents, All Events, All Gifts, or All Proposals. If you want to include on
selected records, select Selected. You can then select or create a query of records you want to include.

Global Add E

‘ Add: INDtepad j

ou may add a note to all or zelected constituents, The note will be added to
each constituent in the group.

. Include... | Selected records from "Trapman _Associates’

+  Motepad Information... haz been entered

[¥ Create control repaort & Preview ¢ Print
[¥ Create exception guery

Add Mow

Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, employees with Trapman & Associates, one of your matching gift companies, make it known they
prefer donating to specific projects. They do not like their money going for general operating expenses. You have
a query of Trapman & Associates employees. Using Globally Add Records, you can add this information to the
Notes tab of the employees’ constituent records in one process, without opening each record.

Constituent Attributes

Note: For more information about constituent attributes, see the Constituent Records chapter in the
Constituent Data Entry Guide.

In The Raiser’s Edge, attributes are the qualities, characteristics, and preferences you associate with a record
type. For example, constituent record attributes serve as a way for you to identify a constituent’s special
interests, dietary preferences, or mailing requests. Attributes may include hobbies, interests, activities,
committees, and important dates. One of the most useful aspects about attributes is their flexibility. You can
customize attributes to meet your organization’s specific needs. Attributes are initially created and defined in
Configuration. You enter constituent attribute information on the Attributes tab of the constituent record.

Note: For more information about setting up attributes Configuration, see the Configuration chapter in the
Configuration & Security Guide.
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On the Global Add screen for Constituent Attributes, select the constituent records you want to include in the
global add, the attribute information you want to add to the Attributes tab of the records, and any reports and
queries you want to generate.

Global Add E

‘ Add: ICnnstituent Attributes j

Tou may add congtituent attributes to all or selected congtituentz. The ules for
allowing or hiot allowing multiple identical attributes for a constituent will be
enforced.

Include... | Selected records from "Trapman _Associates’

W Abtribute [nformation... haz been entered

[¥ Create control repart & Preview ¢ Print
[¥ Create exception guery

Add Mow

Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, you learn 130 employees with Trapman & Associates, one of your matching gift companies, have
standard 9 a.m. to 5 p.m. business hours. Because this is a matching gift company, each employee has his own
constituent record, and you have a query of all Trapman & Associates employees. Using Globally Add Records,
you can add this information to the Attributes tab of the employees’ constituent records in one process, without
opening each record.

Constituent Codes

Note: For more information about constituent codes, see the Constituent Records chapter in the Constituent
Data Entry Guide.

Constituent codes define the relationship a constituent has with your organization. In other words, a constituent
code tells you why the constituent is in your database. Examples of constituent codes include Current Parent,
Friend, Major Donor, Prospective Donor, and Board Member. Each constituent record in your database should
have at least one constituent code listed. If you list more than one constituent code, always list the most
important active constituent code first. The Raiser’s Edge recognizes the first code listed as the primary
constituent code.
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On the Global Add screen for Constituent Codes, select the constituent records you want to include in the global
add, the code information you want added to the Bio 2 or Org 2 tabs of the records, and any reports and queries
you want generated.

Global Add E

‘ Add: ICnnstituent Codes j

T'ou may add congtituent codes to all or zelected constituents. The constituent
code will be added to each constituent in the group without checking to zee if the
code already exiztz on the constituent's record.

Include... | Selected records from "Trapman _Associates’

« Congtituent Code Information... | has been entered

[¥ Create control report &+ Preview ¢ Print
[¥ Create exception guery

Add How

Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, 130 employees with Trapman & Associates, one of your matching gift companies, expressed an
interest in volunteering for your organization. Because this is a matching gift company, each employee has his
own constituent record, and you have a query of all Trapman & Associates employees. Using Globally Add
Records, you can add this information to the Bio 2 tab of the employees’ constituent records in one process,
without opening each record.

Registrants for an Event

Registrants are the event’s players, team captains, coordinators, instructors, vendors and other businesses that
supply a service or product for the event, or any other person involved with the event.

Note: For more information about events and registrants, see the Event Management Data Entry Guide.
Globally adding registrations is available only if you have Event Management.
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On the Global Add screen for Registrants for an event, select the constituent records you want to include in the
global add, the registrant information you want added to the Participants tab of the event record, the event
record to which you want this information added, and any reports and queries you want to generate.

Global Add E

‘ Add: IHegistrants for an event j

r'ou may add a group of registrantz to a specific event and update the number
invited. All constituents in the group will be registered for the zelected event.

. Include... | Selected records from ‘Board Memberz 2004

Ewvent: IGle Toumament - 2004 ﬁl

+  Registrant Information. .. |has heen entersd

[¥ Create control repaort &+ Preview ¢ Print
[¥ Create exception guery
I~ Update number irvited

Add Mo | Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, your organization is holding its annual golf tournament. All of your Board Members register for the
event, and you have a query of their records. Using Globally Add Records, you can add the registration
information to all of their constituent records in one process, without opening each record.

Sponsors for an Event

A sponsor is an individual or organization sponsoring or representing a registrant or a group of registrants for an
event. A sponsor can pay all the registration fees, and the registrants can participate in the event as a group.

Note: For more information about events and sponsors, see the Event Management Data Entry Guide.
Globally adding sponsors to an event is available only if you have Event Management.
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On the Global Add screen for Sponsors for an event, select the constituent records you want to include in the
global add, the sponsor information you want added to the Participant tab of event records, the event record to
which you want this information added, and any reports and queries you want generated.

Global Add E

‘ Add: ISpnnsors far an event j

Tou may add a group of sponzorz to a specific event and update the number
invited. All constituents in the group will be registered for the zelected event.

. Include... | Selected records from ‘Dynamic Engineering. ..

Ewvent: IGle Toumament - 2004 ﬁl

+  Sponzor Information... |hasbeenentered

[¥ Create control repaort &+ Preview ¢ Print

[¥ Create exception guery
v Update number irvited

Add Mo Cancel |

Warning: If you globally add records while a constituent record is open, an exception is generated and nothing
is added to the open record.

For example, your organization is holding its annual golf tournament. A representative from Dynamic Engineering
called to let you know the company and its three subsidiaries want to sponsor participants in the tournament.
Dynamic Engineering and the subsidiaries are constituents in your database. Using Globally Add Records, you can
add the sponsorship information to all four records in one simple process instead of opening each record.

Guests for an Event

A guest is an individual or organization attending an event as an invitee (guest) of a registrant.

Note: For more information about events and guests, see the Event Management Data Entry Guide. Globally
adding guests is available only if you have Event Management.
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On the Global Add screen for Guests for an event, select the constituent records you want to include in the global
add, the guest information you want added to the Participant tab of event records, the event record to which you
want this information added, and any reports and queries you want generated.

Global Add E

‘ Add: IGuests for an event j

T'ou may add a group of guests to a zpecific event and update the number
invited. All constituents in the group will be registered for the zelected event.

. Include... | Selected records from "Trapman _Associates’

Ewent: IGle Toumament - 2004 ﬁl

v [FuestIntommation, . | haz been entered

[¥ Create control report &+ Preview ¢ Print

[~ Create exception guery
I~ Update number irvited

tefe] | i) | Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, your organization is holding its annual golf tournament. Trapman & Associates, a registrant of the
tournament, tells you it is bringing its employees as guests. Because Trapman is a matching gift company, its
employees are all constituents in your database, and you have a query of all their records. Using Globally Add
Records, you can add the guest information to all the employee records in one simple process, without opening
each record.

Proposals

A proposal is a formal plan detailing how your organization intends to win funds from a prospective donor, how
much financial support you expect, where the money will be used, and much more.

Note: For more information about proposal records, see the Prospect Data Entry Guide. Globally adding
proposals is available only if you have Prospect Research Management.



GLOBALLY ADD RECORDS 19

On the Global Add screen for Proposals, select the constituent records you want to include in the global add, the
proposal information you want added to the Prospect tab of the records, and any reports and queries you want
generated.

Global Add E

‘ Add: IF'leosaI j

ou may add a propozal to all or zelected congtituentz. The propogal will be
added to each caonstitugnt it the group.

. Include... | Selected records from "$500 Prozpects’

v Propozal Information. . haz been entered

[¥ Create control repaort & Preview ¢ Print
[¥ Create exception guery

Add Mow

Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, your organization, dedicated to fighting childhood diseases, researched a number of constituents,
trying to learn about their giving potential. You found 100 constituents you believe are good prospects to give
$500 each to your Annual campaign. You saved the records in a query. Using Globally Add Records, you can add
a proposal record to each prospect’s constituent record in one simple process, without opening each record.

Assigned Solicitors

Warning: If you globally add records while a constituent record is open, an exception is generated and nothing
is added to the open record.

You can assign a solicitor to a constituent, an individual or organization in your database, to win contributions to
your campaigns or funds. When you assign a solicitor to a constituent, you can enter specific information
concerning the solicitor’s assignment, including the length of the assignment and the solicit amount.

Note: For more information about solicitors, see the Solicitors chapter in the Constituent Data Entry Guide.
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On the Global Add screen for Assigned Solicitor, select the constituent records you want to include in the global
add, the solicitor information you want added to the Relationships tab of the constituent records, and any
reports and queries you want to generate.

Global Add E

‘ Add: I.l’-‘n.ssigned Salicitor j

Y'ou may add an aszigned zolicitor relationzhip to all or zelected congtituentz. The
1elationzship will be added to each constituent in the group without checking to
zee if the relationship already exists.

Include... | Selected records from "Trapman _Associates’

v Agzignment [nformation... | has been entersd

[¥ Create control report & Preview ¢ Print
[¥ Create exception guery

Add How

Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, constituent Mohammed Rahman works for Trapman & Associates. Mohammed is also a solicitor for
your organization. Because Trapman is a matching gift company, all of its employees have constituent records in
your database, and you have a query of the employee records. Using Globally Add Records, you can assign
Mohammed as the solicitor to all Trapman employees for one year, using one simple process and without
opening each record.

Volunteer Awards

Many organizations award volunteers for their loyal commitment and service. On the Volunteer tab of each
volunteer’s constituent record, you can build a history of service by tracking awards given to the volunteer. Each
award you add appears in the Awards grid. You can also designate the next award for which the volunteer is
tentatively scheduled and enter any comments you have concerning the next award. From Globally Add Records,
you can add volunteer award information to a number of constituent records all at the same time.

Note: For more information about volunteers, see the Volunteers & Jobs Data Entry Guide. Globally adding
volunteer awards is available only if you have Volunteer Management.
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On the Global Add screen for Volunteer Award, select the constituent records you want to include in the global
add, the award information you want added to the Volunteers tab of the records, and any reports and queries
you want generated.

Global Add E

‘ add: Ianunteer Award j

ou may add a volunteer award to all or zelected constituentz. The award will be
added to each caonstituent it the group.

Include... | Selected records from "Volunteered 200 hours'

v Award Information... haz been entered

[¥ Create control repaort & Preview ¢ Print
[¥ Create exception guery

Cancel |

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, your organization is a hospital. A group of exceptional volunteers each logged 200 hours working at
the patient information desk. They received their Volunteer Appreciation awards at the last hospital board
meeting. You have a query of their constituent records. Using Globally Add Records, you can add the award to
these volunteer records in one simple process, without opening each record.

Volunteer Checklist Iltems

A checklist contains the individual items you require a volunteer to complete before he can start a job. Checklists
are important when determining the jobs a volunteer can actually be assigned.

On the Global Add screen for Volunteer Checklist Items, select the constituent records you want to include in the
global add, the checklist information you want added to the Volunteers tab of the records, and any reports and
queries you want generated.

Global Add E

Add: IVqunleer Checklist [temsz ﬂ

You may add volunteer checklizt items to all or zelected constituentz. Theze
checklist items will be added to each congtituent in the group.

. Include. .. | Selected records from "May Yolunteers®

v Checklist Infarmation... haz been entered

[ Create control report &+ Previes ) Print

[ Create exception query

Cahicel

L
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Warning: If you globally add records while a constituent record is open, an exception is generated and nothing
is added to the open record.

For example, your organization is an aquarium and a new group of volunteers will start in May, volunteering with
the Turtle Talks Program. Before a volunteer can start work at the aquarium, he must complete a volunteer
orientation, attend the Preserving our Aquatic Environment seminar, and have a TB test. You have a query of the
May volunteers’ constituent records. Using Globally Add Records, you can add this information to all the
volunteers’ constituent records in one simple process, without opening each record.

Volunteer Time Sheets

Note: For more information about volunteers, see the Volunteers & Jobs Data Entry Guide. Globally adding
volunteer awards is available only if you have Volunteer Management.

A time sheet summarizes the hours a volunteer worked at a particular job on a particular date and calculates the
value of that time. You can globally add a volunteer time sheet to a group of volunteers.

On the Global Add screen for Volunteer Time Sheet, select the constituent records you want to include in the
global add, the time sheet information you want added to the Volunteers tab of the records, and any reports and
gueries you want generated.

Global Add E

‘ Add: Ianunteer Time Sheet j

ou may add a volunteer Time Sheet to all or selected constituentz. The Time
Sheet will be added to each constituent in the group.

. Include... | Selected records from ‘Clean Up Our Heighb. ..

v Time Sheet Information... | has been entersd

[¥ Create control repaort &+ Preview ¢ Brint
[¥ Create exception guery

Note: For more information about the Global Add screen, see “Parts of the Global Add Screen” on page 5.

For example, your environmental organization held its annual Clean Up Our Neighborhoods day. Several
volunteers with your organization worked all day mowing lawns on a block in their neighborhood. You have all of
the volunteers saved in a query. Using Globally Add Records, you can add the hours worked to their constituent
records in one simple process, without opening each record.

Globally Adding Records Basics

Note: You can globally add new Addressees/Salutations, using Globally Change Records. To access Globally
Change Records, click Admin on the Raiser’s Edge bar, and click the link. For more information about the global
change function, see “Globally Change Records” on page 31.
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Accessed through Admin on the Raiser’s Edge bar, Globally Add Records adds information to all or selected
records in your database. When you globally add information to records, the records are permanently changed.
The only way to retrieve the old record is by restoring you database from a backup.

Also, you can globally add records only if you are assigned the proper security privileges. Security is established in
Security, accessed through the Administration page. For more information on establishing security rights, see the
Security chapter in the Configuration & Security Guide.

Query Types

When globally adding information to records, you can select to include all records or selected records. If you
choose selected records, you must have a query of the records you to which you want the information added.
You create query files in Query.

Note: For more information about Query, see the Query & Export Guide.

Query performs two tasks. First, it segments your database based on criteria you define. Second, it groups
records for quick reference and use in other areas of the program, such as Globally Add Records.

You must also make sure the query type under which the records are saved is compatible with the record type to
which you want to add information. Selecting a specific query type instructs the program to select that particular
record type for inclusion in the query. Query types determine the field categories available to include in a query.

The following Add options and query types are compatible for use in Globally Add Records.

Add Options Query Type

Action Constituent, Individual, Organization, Event
Appeal Constituent, Individual, Organization
Business Constituent, Individual

Email Constituent, Individual, Organization

Education/School

Constituent, Individual

Bank/Financial Institution

Constituent, Individual, Organization

Membership

Constituent, Individual, Organization

Notepad

Constituent, Individual, Organization

Constituent Attributes

Constituent, Individual, Organization

Constituent Codes

Constituent, Individual, Organization

Registrants for an Event

Individual, Organization

Sponsors for an Event

Individual, Organization

Guests for an Event

Individual, Organization

Proposal

Constituent, Individual, Organization,

Assigned Solicitor

Constituent, Individual, Organization

Volunteer Award

Constituent, Individual, Organization,
Participant

Volunteer Checklist Items

Constituent, Individual, Organization,
Participant

Volunteer Time Sheet

Constituent, Individual, Organization,
Participant
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Globally Adding Information to Records

Warning: If you globally add records while a constituent record is open, an exception is generated and nothing
is added to the open record.

On the Global Add screen, depending on the information you select to add, you can select the constituent records
you want to include in the global add, send an email message to the selected constituents, enter the information
you want added to the records, and select the reports and queries you want generated.

Remember, The Raiser’s Edge does not check to see if the information you add already exists in a record. The
program adds the selected information to all records in the specified group.

» Globally adding information to records
1. On the Raiser’s Edge bar, click Admin. The Administration screen appears.

#a The Raiser's Edge (5] x]
File Edit “iew Go Favortes Taools Help

4 Back & Fnrward‘ Open in separate window
A TR

|Fq|1-' Home d Allo
|
b Systern Statistics b Post to General Ledger
T b Irnport ¥ Duplicats Constituents

b Globally Add Records } Merge Constituents
EE:;‘E’SA“ b Globally Change Records b Drop Lapsed Members
Globall Change: b Globally Delete Records b Security

Records b Globally Write Off Pledges b Queue
Globally Delete: b Convert Pledges To Recurring Gifts b Data Errichment Services
Records

Globally Wwrite Off
Pledges

Spstemn Statistics

Convert Pledges
Ta Recuring
Gifts

Fost to General
Ledger
Duplicate
Constituents
Merge
Constituents
Drop Lapsed ;I
Members ~ System Statistics =
Security

§ Provides you with a count of the records in your database. For more information about System Statistics
Queus ;I see the Program Basics chapter of the Program Basics Guide frm
P =l

‘Welcome to The Raiser's Edge 7 j

2. Click Globally Add Records. The Global Add screen appears.
‘ﬂddilhction j

You may add an action to all or selected constituents or events. You may also
choose to send ah e-mail &5 the action.

Include.... | All constituents

[ Send E-mail Message? % to each canstifuent € fogroup

Preference: I E-tdail g I

™| &dd action to eonstituents with noe-mail

Action Infarmation. .. | has not been entered

[v Create control report % Preview © Print
I~ Create exception guery

P i
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3.

Note:

In the Add field, select the type of information you want to add to your records. For example, if you want
to add a phone call action to constituents’ action records, select “Action” in the Add field; if you want to

add a note to constituent records, select “Notepad” in the Add field.

Use the Include button to select records to include in the global add. You can add selected information to
all records in your database or use queries to select specific records to which to add information. If you

choose selected records, the Open Query screen appears.

i+, Dpen Query
Find: | Queries j

Query Mame | Query Description | Type | Format | ;I @ Open |
Alurani with Class OF ... Blackbaud sample con... Caonstituent Dy namic Super Cancel |
Assigned Solicitor = =... Blackbaud sample con... Constituent Dwvnamic Supery
EBlank Primary Addres... Blackbaud sample con... Constituent Dvnamic Supery
EBlank Primary Salutation Blackbaud sample con... Constituent Dvnamic Supery
Board Members This query is being us... Constituent Dvnamic Super, -
Class of 1981 Constituent Skatic SUpery ul
Constituent Code = ... Blackbaud sample wit.,, Constituent Dvnamic SUpEr 5@ Add New |
Constituents with Def... Constituent Dy namic Supet .

rrabe Donars ki i Supe &l
Current Membership ... Blackbaud sample con... Constituent Dwnamic Supery
Ki ;l_l

Find Quenes that meet these criteria:

Query type: I <&l relevant typess - l

Query farmat:

Query name; I - l
Description: I - l

™ Show merged queries anly

Created On: I E|I
Created buy: I - l

-

®

I Exact match anly

@ Find Mow |
Mew Search |
Previous Search |

Expand Results |

You must select an existing query and click Open, or click Add New to
query.

access Query and create a new

For more information about queries, see the Query chapter in the Query & Export Guide.

Once you select or create a query, you return to the Global Add screen. The query name appears next to

the Include button.

Global Add

Add: I»’-‘«clion

I

“Y'ou may add an action to all or selected constituents or events. You may also
choose to send an e-mail as the action.

Selected records from 'Corporate Donors® )

| | Send E-mall Message? ' to each copstituent € o arous

Freference: I E-tail B I

el e e e = L e =

Action |nfarmatian. . | haz not been entered

W Create control report 8 Preview © Print

I~ Create exception query

Add Mow | Cancel
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5. If you select Action, Appeal, or Email in the Add field, you can compose and send an email message to
selected constituents from the Global Add screen. Mark the Send Email Message? checkbox. To send an
individual message to each constituent, select the to each constituent option. If a group email is
acceptable, with each constituent’s name appearing in the To field of the email message screen, select to

group.

Note: To include constituents who do not have email addresses in an exception query when you run the global
add, do not mark Add action to constituents with no email. You can use this list of exceptions to easily identify
constituents who did not get the email message and notify them some other way.

6. If you send an email message from the Global Add screen, the Add action to constituents with no email
checkbox appears. To add the action to constituents regardless of whether they have an email address,
mark this checkbox.

7. To enter the information you want to add to the selected records, click the Information button. The
name of the button changes, based on the type of information you are adding to the records. For
example, if you add Action information, the button reads Action Information; if you add Business
information, the button reads Business Information.

Also, the screen accessed by clicking the Information button changes, based on the type of information
you are adding to the records. For example, if you are adding Action information, the New Action screen
appears when you click the Action Information button.

% Global Add - Action =10l ]

File Edit Wiew Action Favorites Tools Help

E]Saveandtlose'lu|ﬂ||g' 2 -
¥ General |Attribgtes| ﬂotesl
‘ Name:l QI
Category: = P Cal € Meeting  Malng © Emal  Advocacy " Task/Other
Action l}'lﬂe:l j | il Q

; 4 kifiy | Mo users have been selected
Action date: ISJ1?£2DDE l
Set reminder for I I vl befarehand
Start hirne; I End time: I

Solicitors |N0 solicitors have been assigned Priority: ¢ High & Maomal Low

Statuz I j Campaigre I vInl
[~ Action completed onl EI Fund: I = I nl
Phane: I j Proposal: I !I
iew Track Templatel
| | 8n17/2005

For information about the screens accessed from the Information button, see the following guides.
¢ New Action screen - see the Actions chapter in the Constituent Data Entry Guide

¢ Appeal screen - see the Appeals chapter of the Campaigns, Funds, & Appeals Guide.

e Business screen - see the Constituent Records chapter of the Constituent Data Entry Guide

¢ Education/School screen - see the Education/School Relationships section in the Constituent Records
chapter of the Constituent Data Entry Guide

¢ Bank/Financial Institution screen - see the Bank/Financial Relationships section in the Constituent
Records chapter of the Constituent Data Entry Guide

¢ Membership screen - see the Membership Data Entry Guide
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Note:
add.

¢ Notepad screen - see the Notes section in the Constituent Records chapter of the Constituent Data
Entry Guide

e Constituent Attributes screen - see the Attributes section in the Constituent Records chapter of the
Constituent Data Entry Guide

¢ Constituent Codes screen - see the Adding miscellaneous biographical information on the Bio 2 tab
procedure in the Constituent Records chapter of the Constituent Data Entry Guide

¢ Registrant screen - see the Adding Participants section in the Event Management chapter of the Event
Management Data Entry Guide

¢ Sponsor screen - see the Adding Participants section in the Event Management chapter of the Event
Management Data Entry Guide

¢ Guest screen - see the Adding Participants section in the Event Management chapter of the Event
Management Data Entry Guide

* Proposal screen - see the Proposal section in the Prospect Information chapter of the Prospect Data
Entry Guide

¢ Solicitor Assignment screen - see the Solicitors chapter of the Constituent Data Entry Guide

¢ Volunteer Award screen - see the Volunteer Awards section in the Volunteer & Jobs chapter of the
Volunteer & Jobs Data Entry Guide

¢ Volunteer Checklist Iltems screen - see the Checklists on the Volunteer Tab section in the Volunteer &
Jobs chapter of the Volunteer & Jobs Data Entry Guide

¢ Volunteer Time Sheet screen - see the Time Sheets on the Volunteer Tab section in the Volunteer &
Jobs chapter of the Volunteer & Jobs Data Entry Guide

On the Global Add screen, a red check mark appears on the Information button, indicating the
information has been entered.

Global Add

W Action Infarmation... | haz been entered

I
|

EvierEmiion]  Concel |

If you mark the Create control report checkbox, the program generates a report after it runs the global
add process. The report includes details about the affected records and a list of any records to which the
selected information was not added (exceptions). It also gives reasons for any exceptions. Select the
Preview option to view the report on your screen. Select the Print option to print the control report.

We recommend creating an exception query so you can see which records could not accept the global

If you mark the Create exception query checkbox, the program generates a query of all records that
satisfied the global add criteria but were not changed. You can use the query in other functions of The
Raiser’s Edge, such as Mail or Reports or to rerun the global add process.
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10. If you selected Action, Appeal, or Email in the Add field and you are sending an email message, click the
Enter Email Now button. A message appears, asking if you are sure you want to add the action to the
selected records.

The Raizer's Edge B

@ Are pou zure you want to add thiz action to all of the selected records?

11. Click Yes to continue. If you marked Create exception query, the Save Static Query screen appears.
12. Enter a Query name and Description. The Query format defaults to “Static” and cannot be changed.
13. Mark Other users may execute this query to allow others to run this query.

14. Mark Other users may modify this query to allow others to change the query parameter file.

15. Click Save. The Email Message screen appears.

E-Mail Meszage E3 |

Subject: |

Send Mow Cancel

Note: If you are using a 32-bit email program, the screen for sending mail with that program appears.
Otherwise, the Email Message screen appears.

16. Enter a Subject and compose your message.

17. When you finish entering your message, click Send Now. A processing bar appears, tracking the global
add procedure. The Global Add Complete! screen appears when the process is complete. This screen
displays the Records Processed, information Added, and any Exceptions.
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18. Click Close. If you marked Create control report, the control report appears.

A3 New Global Add Report

)|« Tof1 y e Bl #l&| 2 =] T |#h|  Tewiz 00z 202

[_[=]x]

Previgw |

Global Add - Control Report

Number Processed: 1
Number Added:
Number of Exceptions: 2

Query typeiname: o querystecified - All covstitaents

Action Details

Action

Run Date: 1402001
Run By: Supervisr

Category.  Fhove Call

Type:
Date: 0142001
Statas:

Canpaign

Furd:

Serd e-muail? yes

Add writhoat e-mail? o

Exceptions:

Constituent Name i}

Exception Reason

Argels Danisl 12
Jasaph Darisl 1

19. From this screen, you can Print, Refresh, or Export the report.

o valid recipisrts specified
o valid recipiexts specified.

20. To close the report, click the “X” in the upper right corner. You return to the Administration page.
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The Raiser’s Edge 7 makes it easy to change information in a group of records in your database. For example, if
your telephone area code changes, you can perform a global change to replace the old area code with the new
one in all your records. You can save this information in a global change parameter file and run it again or modify
it later. You can make a global change in all records in your database or in a group of records you select.

Warning: Before performing a global change, we strongly recommend you completely back up your database.
To successfully back up your data, you must first shut down the database.

Because global changes are based on record types, changes must be made one record type at a time. For
example, you must change the area codes in constituent records, event records, and action records as three
separate global changes.

To record your change process, you can generate a control report. The report includes details about the changed
records and a list of any records not changed (exceptions). It also gives reasons for each exception. If you create a
query of records included in the global change, you can use the query in other functions of The Raiser’s Edge,
such as Mail or Reports. An exception query contains the records not changed by the global change process.

In Globally Change Records, you can perform a number of different operations: add, delete, copy, move, swap,
replace, partially replace, increase, or decrease values in a field you select. In addition, you can change an
attribute record, an assigned solicitor, a soft credit recipient, primary alumni information, and preferred
addresses.

Each global change procedure is based on a record type. You can globally change fields in any of the following
record types: constituent, event, membership, fund, campaign, appeal, gift, action, and job. Many of the record
types have subcategories. For example, a Constituent record type includes the following subcategories:
Organization/Business Relationship, Proposal, Individual, Organization, and Individual/Contact/Employee
Relationship. The record type and subcategory you select determine the fields available to change. For example,
if you select Constituent records, all fields included on the constituent record, such as fields related to
addressees/salutations, biographical, and address information, are available for the global change process. If you
select Proposal constituent records, only fields specific to the constituent proposal record, such as Amount
Asked, Amount Funded, and Deadline, are available for the global change process.
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Navigating in Globally Change Records

The Globally Change Records page contains the commands necessary to complete all global change functions.
You can use a variety of parameters to define a global change process. To access the function, click the Globally
Change Records link on the Administration page.

& The R r's Edge M= R

File Edit Wiew Go Favoites Toolz Help

4 Back & FDIWaId‘ Open in separate window

Hame

on ;I
b Systemn Statistics b Post to General Ledger

Tt P Import » Duplicate Constituents

Eiobaly Add b Globally 4dd Records b Merge Constituents

H;jc;,gg P Globally Change Records P Crop Lapsed Members

Gichally Change b Globally Delete Records b Security

Records b Globally wirite Off Pledges b Queus

Globally Delete b Comvert Pledges To Recurring Gifts b Data Enrichment Services

Records

Globally Wiite OIFf
Pledges

System Statistice

Convert Pledges
To Recuring
Gifts

Post to General
Ledger

Duplicate
Constituents

erge
Constitugnts

Drop Lapsed
Members System Statistics
Security

4 Provides you with & court of the records in vour databaze. For more information about System Statistics,
ueue :I . =ee the Program Basics chapter of the Program Basics Guide.
f

Fiobe Caeialooe,

‘wielcome to The Raiser's Edge 7

S S R

The Globally Change Records page appears.

#% The Raiser's Edge =2 1]
File Edit Wiew Go Favoites Toolz Help

4 Back & FDIWaId‘ Open in separate window

Hame

Administration Hew Channz (e Open | 3 Delete

System Statistice

g <All Types> ||| Mame Type Description Created Created by
ool ~-Constituent hange... Gift Feeplace Ackn
H;jc;rgs i-Constituent Print re,.. Membe... Print renewal,,, 06/20/2000 Supervisor
1ganization/Business Add Pri... Constit... Add Primary ... 06/2002000 Supervisor
roposal
Globall Delete dlivicusl
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Glabally Wiits Of rdividual/Contact/Em
Pledges —-Ewent
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To Recuring atticipant
Gilfs ~-Membership b
Engl to General - Membership
edger
g <-Fund
Duplicate
Constituents Fund_
EE --Campaign
Congliluents +~Campsign j
- - [~ Only shaw my global changes
Drop Lapsed
Members Globally Change Records =
Securty
Makes t easy to change information in & group of records in your database. For more information about

Quzue :I h Globally Change Records, see the Globally Change Records chapter of the Global Sdd, Delete, 8 Change J
-

Phmbe Foncialees, Records Guide

‘wielcome to The Raiser's Edge 7 A

The fields available for a global change procedure vary, depending on the record type in which you want to
change information.
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Note: Not all fields from all records types are available.

For example, if you want to change campaign attributes, you must select the Campaign category in the tree view

on the Globally Change Records page. All campaign record fields available for the global change appear in the
Available Fields box, including campaign attributes. Campaign attributes are not available in any other record
type. So, for example, if you select the Constituent category in the tree view on the Globally Change Records
screen, campaign attributes do not appear in the Available Fields box. They are not part of the constituent

record.

» Opening Globally Change Records
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. On the Administration page, click Globally Change Records. The Globally Change Records page appears.

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

Help

4 Back & Fnrward‘ Open in separate window

|FH|1J Home

Iﬁ Recaords

Administration
System Statistics
Import

Globally Add
Fecords

Globally Delete
Records

Globally \write Dff
Pledges

Convert Pledges
To Recuring
Gifts

Post to General
Ledger

Duplicate
Constituents

Merge
Constituents

Drop Lapsed
Members

Security

Queue
B
Moo Fediclae

‘Welcome to The Raiser's Edge 7

Hev Change (¢ ) Open | 3¢ Delete...

*.Constituent

i Constituznt
Organization/Business
Propazal

Andividual
Organization
Andividual/Contact/Em
ent

Event

~Participant
E-Membel:hip
~Membership
~'Fund

§ hFund
E-Eampaign
~Campaigh

«

[ |

Mame Type Created Created by
Change... Gift 20
Membe... Print renewal.., 06/20/2000 Supervisor

Constit... Add Primary ... 06f20f2000 Supervisor

Description

Replace Ackn.. 00 Supervisar
Frint re...

Add Pri...

I~ Only show my global changes

Globally Chanye Records

Rerners Guide

§ Makes it easy to change information in & group of records in your database. For more information about
Globally Change Records, see the Globally Change Records chapter of the Global Add, Delete, & Change

[ |
4

The tree view on the left of the page shows the types of records you can change. You can make global
changes to constituent, event, membership, fund, campaign, appeal, gift, action, and job records. For
more information about the global change process, see “Globally Changing Records” on page 46.

Note: You can globally change event information only if you have Event Management, membership
information only if you have Membership Management, and job information only if you have Volunteer

Management.

Saved global change parameter files appear in the grid on the right of the page. The grid provides the

name of the file, the file type, a short description, the date on which it was created, and who created the

file.

Above the tree view are the New Change, Open, and Delete links for globally changing records. Click
these buttons to create a new global change, open a saved global change, or delete a saved global

change.



GLOBALLY CHANGE RECORDS 35

3. Select a record type in the tree view on the left side of the screen and click New Change, the Global
Change screen for the selected record type appears.

Glohal Change - Action

File Edit Fawourtez Toolz Help

K ICI=IkE

Include... |AII Achtions

— Available Fields

— Selected Changes

=

-

Shaw: [ <Al felds>

- Conpleted
~Corpleted D ate

~End Time

~Fund

- Letter

- Lozation

~Motes

- Phone/E -mail

Tiority
~Start Tirme
i Shatug
T_',JDE -
Find | < HEmave | [Eritera | BrovwselEhanges |
[v Cieate control report € Prewiew € Print [ Create query of exceptions
[~ &utomatically add new table enties [ Create query of changed recards
Change How Cancel |

For detailed information about the components of the Global Change screen, see “Parts of the Global
Change Screen” on page 37.

After you globally change information and save and name the global change parameters, select File, Close
from the menu bar on the Global Change screen. You return to the Globally Change Records page, and the
new global change parameter file appears in the grid on the right side of the screen.

Toolbar for Globally Change Records

Note: You can set up a user option enabling you to view tool tips as you hold your cursor (hover) over each
item in the toolbar. Tool tips explain the function of each command. For more information about setting up
this user option, see the User Options chapter of the Program Basics Guide.

A toolbar is a row of buttons representing commands or functions in Globally Change Records. To save time, you
can use these buttons as alternatives to menu commands.

Save the current global change parameter file

Delete the selected global change parameter file

Run the selected global change
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Add this global change parameter file to your Favorites list

View properties for a selected global change

[2-]

Access help topics

Business Rules

Established in Configuration, business rules improve data entry speed and help to verify that data is correct.

Note: For more information about business rules, see the Configuration chapter of the Configuration &
Security Guide.

With business rules, you can perform common tasks in two categories: those with predefined rules and those
with rules that you define. Predefined rules are for the most part set up by marking a series of checkboxes and
options. They govern a wide variety of functions, such as rules for adding gifts and what constitutes duplicate
criteria during searches.

User Options

Note: For more information about User Options, see the Program Basics Guide.

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you are
using. User options are login-specific, which means that if you log into any workstation using your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. You can establish user options by selecting Tools, User Options from the menu bar on the
shell of The Raiser’s Edge. The Options screen appears so you can establish certain user options for Globally
Change Records.
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Parts of the Global Change Screen

The Global Change screen is essentially the same, regardless of the record type you select.

Global Change - Gift |

File Edit Favontes

"R

Help

12

Ihclhude. .. | All Gifts

— Awailable Fieldz

— Selected Changes

------ Bank
------ Campaion |d

------ Authorization code

il

Find | Select s |

S IGifts ﬂ Appeal |d: Add Celebrity Auction
= Gifts -
------ Acknowledge

<-F|emu:we| [Eriteria |

Browse Ehanaes

v Create control report

* Previews . Print

[~ Automatically add new table entries

¥ Create guery of exceptions

¥ Create query of changed records

i Change Mow Cancel

Only the list of Available Fields changes, based on the record type and subcategory you select on the Globally
Change Records page. All other fields, buttons, options, and checkboxes appear for all record types and

subcategories.

In the Available Fields box, you select the fields and parts of the record you want to change. For example, if you
want to add the Appeal Id “Celebrity Auction” to all gift records, select Appeal Id in the Available Fields box and
click Select. The Edit Change Parameters screen appears, from which you can search for the appeal. For more

information, see “Edit Change Parameters Screen” on page 41.



38 CHAPTER

In the Show field, you can narrow the list of available fields by selecting a specific type of field.

Global Change - Gift ]|
File Edit Fawortez Tools Help
ESE IDERS |

Include... |AII Gifts
— Avallable Fields ——— ~ Selected Changes

Show: [ Gift Atributes |

- Gift Attributes -

i Attribubes [

+-hyction tem
+--Beneficiary
+-Check routing
+-Depozit Date
+--Dianar Designation
+-Gift ranster date
i
+
i
+

+e-Gift-in-Kind Tope
+--Mamed Giving Opp =
H-- 0P Pravider

+0F Transaction |0 ;I

Eid | SEelet ->I <-F|emu:w'e| [Eritenia | Browee Ehanges

ik (% Preview " Print [¥ Create guery of exceptions
[~ Automatically add new table entries ¥ Create query of changed records
Change Mow Cancel

For example, if you are globally changing gift records, in the Show field, you can select “Gift Attributes”, and only
fields related to gift attributes appear. Select “<All fields>” to display all fields related to all gift records.

If you mark Create control report, the program generates a report after it runs the global change process. The
report includes details about the changed records and a list of any records not changed (exceptions). It also gives
reasons for each exception.

If you mark Automatically add new table entries, the program automatically creates new table entries for fields
changed that do not already have the table entry entered as an option. For example, you run the Globally Change
Records process, and you want to replace the Industry category entry “Arts” with “Arts and Music”, but “Arts and
Music” does not exist as a table entry for Industry in Tables. If you have security rights, you can mark the
Automatically add table entries checkbox, and Globally Change Records adds “Arts and Music” as a table entry
for Industry at the same time the change records process runs. For more information about tables, see the
Configuration chapter of the Configuration & Security Guide.

If you mark Create query of exceptions, the program generates a query of all records that satisfied the global
change criteria but could not be changed. You can use the query in other functions of The Raiser’s Edge, such as
Mail or Reports, or to run the global change process again.

If you mark Create query of changed records, the program generates a query of all records changed in the global
change process. You can use the query in other functions of The Raiser’s Edge, such as Mail or Reports.

Also common to all Global Change screens are the buttons, which help you select the information you need to
run the global change process.
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Include. Use the Include button to select records to include in the global change. You can change all records in
your database or use queries to select specific records to change. If you choose to change selected records,
the Open Query screen appears. You must select an existing query and click Open or click Add New to access

Query and create a new query.

All Gifts
Selected Gifts

Note: For more information about creating a query, see the Query & Export Guide.

Find. Use the Find button to search subcategories in the Available Fields box. The Find screen appears.

Find E3 |
Find what: |.-i'-.m|:|unt

Match: [whole field | W Matchcase

lFe | Fird Mest e |

For example, if you want to find the Amount field in a Gift record global change, enter “Amount” in the Find
what field. In the Match field you can specify that you want the “Whole field” name to match, “Any part of
the field” name to match, or the “Start of field” name to match. Mark Match case to make your search

case-sensitive.

Select. Use the Select button to move a highlighted field from the Available Fields box into the Selected
Changes box. When you click the button, the Edit Change Parameters screen appears, so you can select the
operation you want to perform. For example, if you highlight Appeal ID in the Available Fields box, the Edit
Change Parameter screen appears, allowing you to select to “Add”, “Replace”, or “Delete” the Appeal ID. For
more information about the Edit Change Parameters screen, see “Edit Change Parameters Screen” on

page 41.

Remove. Use the Remove button to remove selected fields from the Selected Changes box.

Criteria. Use the Criteria button to quickly return to the Edit Change Parameters screen after you select the
fields you want to change.

Edit Change Parameters |

Attributes

Qzration: FEENGRGERGGG—— |
Field | Yalue |
_ategory
Cescription
Short Desc.,
Date
Camments

Ok, I Cancel




40 CHAPTER

In the Selected Changes box, select the entry for which you want to view the change criteria. Click Criteria
and the Edit Change Parameters screen appears. For more information about this screen, see “Edit Change
Parameters Screen” on page 41.

Browse Changes. The Browse Changes button is activated only if you are copying, moving, swapping,
replacing, or partially replacing a field. With it, you can preview how a specific field change affects the
selected records before you actually run the global change. To activate the button, select a field entry in the
Selected Changes box. Click Browse Changes. A screen appears showing the records and how the change
parameters affect them.

Browse Selected Changes E3 |
Browsze changes in this field:

IF'hu:une number: Partial Replace 843 with 853 j

Marne Constituent ID Cld Walue Mew Yalue ﬂ

Mark. D, Adamson 3 543-795-6693 853-795-66938

Mark. D, Adamson 3 543-495-5569 853-495-5569
Jackson &, Holt 3l 843-469-1218 853-469-1218
Jackson &, Holt 3l (543 856-2233 (853 856-2233
Jackson &, Holt 3l 843-469-1218 853-469-1218
Claudia L, Tvery 36 843-766-1578 853-766-1578
Isabelle G, Matley 52 543-559-4578 853-559-4578
Isabelle 5. Matley 52 {543 495-5569 {853 495-5569
Lavern E. Mivens 56 543-589-7478 853-589-7478
Grace 1, Overstreet 55 543-551-4799 853-581-4799
Grace 1, Overstreet 55 843-723-9402 853-723-9402

anne . Sinclair 76 543-551-9543 853-581-9543

anne . Sinclair 76 (543 923-0019 (853 923-0019
anne . Sinclair 76 (543 519-2697 (853) 519-2697
anne . Sinclair 76 543-551-9543 853-581-9543
[:a\-'id Underwood 54 G43-554-954 1 853-584-954 1 - h

Cloge

Change Now. Use the Change Now button to process the global change. When you click Change Now, the Save
Global Change As screen appears, and you can name and describe the parameter file.

Cancel. Use the Cancel button to stop processing the global change. Be aware that any records already changed
cannot be undone. When you click Cancel, a warning screen appears, asking if you are sure you want to cancel
the global change.

Cancel Global Change? E3

Are pou zure you want to cancel the global change'?
Records already changed will remain changed.

j

Exit Change

To continue, click Resume Change. To stop the global change process, click Exit Change. You return to the
Global Change screen.
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Edit Change Parameters Screen

The Edit Change Parameters screen appears when you select a field in the Available Fields box of the Global
Change screen. For example, when you select Fiscal Year Starts from the Available Fields box on the Global
Change - Constituents screen, the following screen appears.

Edit Change Parameters
Attributes
Dperatior: [EEERRRRGGG - |
Field | Yalue I
Cakegory
Description
Short Desc,
Dake
Carmments
QK I Cancel

The screen contains an Operation field, where you select to add, replace, partially replace, delete, increase,
decrease, copy, move, or swap information in the field. Not all Operation selections are available for every type
of change.

Your selection in the Operation field determines which additional fields and checkboxes appear on the screen.
For example, if you select “Partial Replace” in the Operation field, the Partially replace field appears, allowing
you to enter what you want to partially replace. In the With field, enter what you want to replace the information
you entered in the Partially replace field with.

Common Checkboxes on the Edit Change Parameters Screen

The Edit Change Parameters screen includes three checkboxes common to several global change operations.

¢ Mark the Match case checkbox to make the change process case-sensitive (for example, to search only for
“South” and not “south”).

¢ Mark the Use pattern matching checkbox to use wildcard characters such as * and ? in strings of information
to be changed.

You can use the question mark symbol to replace a character. By typing a question mark within a word, you are
asking the program to search for every possible spelling of the word with the question mark in that specific
spot. More than one question mark is allowed within a word. For example, if you want to locate any
constituent with a last name such as Smith or Smyth you can use the criteria Last Name “like” Sm?th. The
program selects all constituents whose last name fits the pattern you described.

You can use the asterisk to replace a series of characters. For example, to locate all constituents with a last
name ending with the letters “son”, you can enter the criteria Last Name “like” *son. The program selects all
constituents whose last name ends in son (for example, Simpson, Henderson, or Michaelson).

¢ Mark the Find whole words only checkbox, and the program searches for whole words only when searching
for text to change
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Add

Note: You cannot copy, swap, or move fields that represent more than one value. For example, on a group of
constituent records, you cannot globally change “Address line 1” under “All addresses” using copy, swap, or
move because it represents address line 1 for all non-preferred addresses, not one specific address.

The Add global change function adds value to fields. This value can either replace the current value or make no
changes to the current data, depending on whether you check the Overwrite existing value checkbox on the Edit
Change Parameters screen.

¢ If you leave the Overwrite existing value checkbox unmarked, only empty fields receive the new value.
Non-empty fields are not modified.

¢ If you mark the Overwrite existing value checkbox, the program overwrites the values existing in the field. The
new value is added to empty fields and replaces the existing values.

For example, you are making a global change to add “Ms.” as a title. If you leave the Overwrite existing value
checkbox unmarked, “Ms.” is added only to records with no title defined. Records with “Mrs.”, “Dr.”, or any other
value remain unchanged.

If you mark the Overwrite existing value checkbox, the program replaces all titles with “Ms.”, regardless of what
the title was originally.

Some fields in The Raiser’s Edge, however, have multiple values. They are generally fields included in a grid,
allowing for multiple rows of data. Volunteer Type and Phone number, for example. For these type of fields, the
data-replacement rule is as follows:

¢ If you leave the Overwrite existing value checkbox unchecked, the new value is not written to any of the
many-to-one types of fields.

¢ If you mark the Overwrite existing value checkbox, then the specified value overwrites ALL existing values in
the designated fields. Blank fields remain blank.

Replace

The Replace global change function is available only for fields that use code tables (have predefined values). For
more information about code tables, see the Configuration chapter of the Configuration & Security Guide. The
Replace function searches for records that exactly match the value (Partial Replace searches for values that
contain the value.). You cannot leave the Replace field blank for the replace function.

For example, to replace the value in the State field from “GA” to “SC”, in the Replace field, enter “GA”. In the
With field, enter “SC”. The program changes the state to SC in these records.

Partial Replace

Note: The Partial Replace function is not available for code table fields. For more information about code
tables, see the Configuration chapter of the Configuration & Security Guide.

The Partial Replace global change function searches for records containing the selected value. (Replace searches
for records exactly matching the value.) You cannot leave the Replace field blank for the partial replace function.
To make the search case sensitive (for example, to search only for “South” and not “south”), mark the Match case
checkbox.

For example, you can use the Partial Replace global change function to change area codes for records in a query.
Because the entire phone number, including area code, is part of a field, you can replace part of the phone
number (the area code for first three digits) with a new value. You can partially replace 803 with 843. Any records
in the query with a phone number starting with 803 have those numbers replaced with 843. The remainder of the
phone numbers in the query remain unchanged.
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Delete

The Delete global change function deletes any value in the selected fields containing the value you specify in the
Delete field.

For example, your organization no longer requires a minimum age of 16 for selected jobs in your database. You
can delete the age requirement by entering “16” in the Delete field.

Increase/Decrease

The Increase or Decrease global change function increases/decreases values in fields containing a numeric value
by an exact amount or percentage. When increasing/decreasing values by a percentage, you specify the number
of decimal places to which the final value should be rounded. For fields containing a date value, you
increase/decrease the date by a specified number of days, weeks, months, or years. Increases and decreases take
into account different length months and leap years.

For example, increasing by one day replaces 07/06/2004 with 07/07/2004, or 07/31/2004 with 08/01/2004.
Decreasing by one week replaces 07/08/2004 with 07/01/2004, or 06/02/2004 with 05/26/2004. Increasing by
one month replaces 07/13/2004 with 08/13/2004, or 01/30/2004 with 02/29/2004 (the last day of the next
month).

Copy

The Copy global change function places the entire value of the source field into a compatible target field. In the
Copy to field, click the binoculars to select the target field.

The value in the target field either makes no changes to the current data or replaces the current value, depending
on whether you mark the Overwrite existing value checkbox.

¢ If you leave the Overwrite existing value checkbox unmarked, only empty fields receive the new value.
Non-empty fields are not modified.

¢ If you mark the Overwrite existing value checkbox, the program overwrites existing values. The new value is
moved into empty fields, and it replaces values in fields with existing values.

Swap

The Swap global change function places the entire value from the source field into the target field, and the
original value of the target field into the source field. In the Swap with field, click the binoculars to select the
target field.

Move
The Move global change function places the entire value of the source field into the target field. Move also

deletes the value from the source field. In the Move to field, click the binoculars to select the target field.

The value in the target field either makes no changes to the current data or replaces the current value, depending
on whether you mark the Overwrite existing value checkbox.

¢ If you leave the Overwrite existing value checkbox unmarked, only empty fields receive the new value.
Non-empty fields remain unchanged.

¢ If you mark the Overwrite existing value checkbox, the program overwrites existing values. The new value is
moved into empty fields, and the new value replaces existing values in fields with values.
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Record Types You can Globally Change

Globally Change Records helps you maintain your Raiser’s Edge records. You can update information in
constituent, event, membership, fund, campaign, appeal, gift, action, and job records. Each record type appears
as a category on the Globally Change Records page. The larger record types, such as Constituent, include
subcategories, allowing you to make changes to specific constituent record types: Constituent,
Organization/Business Relationship, Proposal, Individual, Organization, or Individual/Contact/Employee
Relationship. The categories determine the fields available for the global change procedure. For example, if you
want to globally change Address Attributes, you need the Constituent category, if you want to change participant
Shirt Size options, you need the Participant subcategory available under Event.

Constituents

Constituents are individuals or businesses who support your organization by contributing time, money, and
resources. You can make global changes to constituent records in your database. For example, if a bank changes
its name or is acquired by another bank, use Globally Change Records to change the bank name in one process
instead of making the change to each constituent record individually.

You can create a constituent global change parameter file for the following categories: Constituent,
Organization/Business Relationship, Proposal, Individual, Organization, Individual/Contact/Employee
Relationship. The list in the Available Fields box changes based on the category you select. For example, if you
want to change a part of the constituent record — Addressee/Salutations, Aliases, Address Addresses — select
the Constituent category; if you want to change part of a Proposal record — proposal attributes or fields such as
Amount Asked or Ratings — select the Proposal category.

Events

Events are occasions such as golf tournaments, banquets, or dances you use to raise funds. You can make global
changes to event records only if you have Event Management. For example, due to building renovation, you need
to book a different auditorium for several events. Use Globally Change Records to change the location in the
event records in one process instead of making the change to each event record individually.

You can create an event global change parameter file for the following categories: Event and Participant. The list
in the Available Fields box changes based on the category you select. For example, if you want to change a part of
the event record — Event Attributes or fields such as Capacity or Goal — select the Event category; if you want to
change part of a participant record — Participant Attributes or fields such as Solicitor or Status — select the
Participant category.

Memberships

Membership records help you track multiple memberships and programs; produce reports to analyze
membership activity; print lists and directories of members; link gift records to membership records; and perform
specific mailing tasks, such as preparing membership cards and renewal notices. You can globally change
information on membership records only if you have Membership Management. For example, to extend the
expiration date of your student memberships, use Globally Change Records to change the expiration date in one
process instead of making the change to each membership record individually.
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Funds

Funds are the specific financial purpose of gifts given to your organization. For example, your organization can
have a Building Fund, Acquisition Fund, or General Operating Fund. Funds identify the financial accounts in which
gifts and pledges should be recorded. You can globally change information in fund records in your database. For
example, to change the end date for all funds having outstanding expenses, use Globally Change Records to
change the date in one process instead of making the change to each fund record individually.

Campaigns

Campaigns are your overall objectives for raising money. For example, you can have a New Building Campaign, an
Endowment Campaign, or an Annual Giving Campaign. You can set up a campaign to include information, such as
goals and start and end dates; and use this information to create summaries and reports to analyze the progress
and success of the campaign. You can also identify the funds and appeals which make up the campaign. You can
globally change information in campaign records. For example, to change the end date for all campaigns having
outstanding expenses, use Globally Change Records to change the date in one process instead of making the
change to each campaign record individually.

Appeals

Appeals are the solicitations that bring in gifts to your organization.You can set up appeals such as direct mailings,
phonathons, exhibits, and newsletters to track the number of constituents you solicit for each appeal. You can
also define a default benefit given to those who donate to an appeal (such as a coffee mug, t-shirt, or newsletter
subscription) and how much each benefit costs your organization. You can globally change information in appeal
records. For example, to change the end date for all appeals having outstanding expenses, use Globally Change
Records to change the date in one process instead of making the change to each appeal record individually.

Gifts

Note: To remove regular supporters who have missed payments consecutively from future mailings,
transaction files, etc., you can create a query using the Number of Consecutive Missed Payments field. Then
you can use this query to globally change the appropriate recurring gift records’ status to Terminated.

A gift record contains detailed information about a donation given to your organization by a specific constituent.
This information includes the gift date, amount, and type; the solicitor responsible for obtaining the gift; and the
campaign, fund, and appeal. Gift records are designed to store all information relating to a single gift in one place.
Each gift donated to your organization has a separate gift record. You can globally change information in gift
records. For example, to replace the appeal on a group of gifts, use Globally Change Records to change the
appeal in one process instead of making the change to each gift record individually.

Actions

Actions are the specific steps you take toward securing a donation from a constituent. They may include
meetings, mailings, telephone calls, and email messages. Actions allow you to build a history of the contacts and
communications involved in creating a successful relationship with a constituent. In addition to tracking
meetings, phone calls, and mailings, The Raiser’s Edge can automatically remind you days, weeks, or months
before an action is scheduled to occur. You can globally change information in a group of action records. For
example, to change the location of a meeting with a group of your organization’s volunteers, use Globally Change
Records to change the meeting place in one process instead of making the change to each separate record.
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Jobs

Jobs are tasks or miscellaneous pieces of work assigned to volunteers in your organization. From a job record, you
can enter a category and position for the job, the start and end dates, whether or not you allow mandated
volunteers to be assigned to the job, and you can mark the job as completed when it is finished. You can enter the
type of volunteer needed for the job, a complete job description, and the minimum age your volunteers must be
before they can be assigned to the job. If the job is for a particular organization or event, you can link the job to
that organization or event record. You can globally change information in job records only if you have Volunteer
Management. For example, you may want to raise, lower, or eliminate the minimum age for volunteers who
perform certain jobs. To change the age in your database, use Globally Change Records to change to change the
minimum age in one process instead of making the change to each job record individually.

Globally Changing Records

Warning: Before performing a global change, we strongly recommend you completely back up your database.
To successfully back up your data, you must first shut down the database.

You can use the global change process in The Raiser’s Edge to change a wide variety of record types in your
database without accessing each record individually. For example, instead of using valuable hours to change the
name of a bank in your records one at a time, you can change the bank name with just one process. You simply
open Globally Change Records, complete the Global Change screen, and click one button to change the bank
name on all or selected records.

Understanding the different record types is essential to using Globally Change Records properly. Selecting a
specific record type instructs the program to use that particular record type for inclusion in the global change.
Record types determine the field categories available for a global change.

Warning: The program locates an addressee/salutation to be replaced based on its formula. Therefore any
other addressee/salutation with the same formula is also replaced in a global change.

Be careful when globally changing addressees/salutations on your records. Only addressees/salutations that are
non-editable can be globally changed. An addressee/salutation to be replaced is located by the program based on
its formula. Therefore, if more than one addressee/salutation is based on the same formula, they are all replaced
with the new formula. For more information on creating addressees/salutations, see the Configuration chapter of
the Configuration & Security Guide.

Globally changing event records is available only if you have Event Management; globally changing job records is
available only if you have Volunteer Management; globally changing membership records is available only if you
have Membership Management; and globally changing proposal records is available only if you have Prospect
Research Management.

» Globally changing records
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Globally Change Records. The Globally Change Records page appears.

[_[=]x]

@ The Raiser’s Edge
Elle Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

B2 Home:
¥
iﬁ Fecards Administration Mew Change | ey Open | 3¢ Delete
System Statistics
b | " <All Types:| ||| Name Type Description Created Created by
mport :
=] =/ Constituent Replace Ackn. . /2000 Supervisor
Globally Add o
Records onstitugnt Print re... Membe... Print renewal... 06/20/2000 Supervisor
r Organization/Business isdd Pri... Constit,., Add Primary ... D6/20j2000 Supervisor
;. Proposal
Globall Delete Indivdual
Records Organization
Globally Wite OFf i dndividual/Cantact/Em
Pledges — Event
Conwvert Pledges Event
To Recuring Participant
Gifts : o —
<-Membership
ruél to General | i Membership
edger i
o <-Fund
Duplicate i
Canstituents i Fund-
<-Campaign
e Campaign
Constivents i - [ ™ Only show my global changes
Drop Lapsed
Mermbers Glohally Change Records =
Security
Makes it easy to change information in & group of records in your dstabase. For more information about
Hueus LI Globally Chanae Records, see the Globally Change Records chapter of the Global Add, Delete, & Chance
= Fote Fadialens Rrrnris Glire: LI
welcome to The Raiser's Edge 7 4

From the tree view on the left, click the plus sign beside the record category you want to change, and

select a type of record. For example, in the Event category, you can select to globally change “Event” or
“Participant” record information. In the Constituent category, you can select to globally change

“Constituent”, “Organization/Business Relationship”,

n o u

Proposal”, “Individual”, “Organization”, or

“Individual/Contact/Employee Relationship” record information. The fields available for you to change
are based on the record type you select.

Note: For more information about the Global Change screen, see“Parts of the Global Change Screen” on

page 37.
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4. On the action bar, click New Change. The Global Change screen appears.
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The Global Change screen includes the same checkboxes and options, regardless of the record type you

select to change. Only the fields included in the Available Fields box change based on the record type you
select.

Note: To remove regular supporters who have missed payments consecutively from future mailings,

transaction files, etc., you can create a query using the Number of Consecutive Missed Payments field. Then
you can use this query to globally change the appropriate recurring gift records’ status to Terminated.

5. To select the records from your database that you want to include in the global change, click Include. You
can include “All” or “Selected” records.

If you choose “All”, every record in your Raiser’s Edge database is changed.

If you choose “Selected” records, the Open Query screen appears, displaying a blank grid. In the Find

Queries that meet these criteria frame, you can enter information limiting your query search. Or, to
locate all relevant queries, leave the criteria fields blank.
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6. Click Find Now. All existing queries satisfying the criteria you entered appear in the grid.
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Select the query you want to work with, and click Open to return to the Global Change screen. The query

name appears next to the Include button.

If the query does not exist, click Add New to create a query.

For more information about creating a query, see the Query & Export Guide.

On the Global Change screen, in the Show field, you can select the category for the field (or other part of
the record) you want to change. For example, if you want to change “Title” information on constituent

records, you can select “Biographical” in the Show field to narrow the options available in the field list; if
you want to change “Tribute Type” information, you can select “Tributes” in the Show field to narrow the
options available in the field list.

From the list in the Available Fields box, highlight the field (or other part of the record) you want to
globally change, and click Select. The Edit Change Parameters screen appears.

Note: For information about the different options available on all Edit Change Parameters screens, see “Edit
Change Parameters Screen” on page 41.
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10.

11.

12.

13.

14.

The options available on this screen vary, based on the field you select to change and the Operation you
select to perform.

Edit Change Parameters E3 |

Phone number

Operation: |{SERY =P

Partially replace: |B43

wdith: |353

[ Match case
™ Use pattern matching
™ Find whale words anly

(] Cancel

In the Operation field, select to add, replace, partially replace, delete, increase, decrease, copy, move, or
swap information in the field. Not all options are available for every type of change. Your selection in the
Operation field determines which additional fields and checkboxes appear. For example, when “Partial
Replace” is selected, several fields and checkboxes become available.

In the Partially replace field, enter the information for which you want the program to search and
change. It searches for records containing this information. For instance, in the previous example, “843”
can be part of a longer number, like a telephone number, but only these three digits are located and
replaced. The remainder of the phone numbers are unchanged.

In the With field, enter the new information you want to replace the information entered in the Partially
replace field. For instance, in the previous example, “843” is replaced with “853” in all selected records
that contain “843” as a phone number entry.

To make the change process case-sensitive (for example, to search only for “South” and not “south”),
mark the Match case checkbox.

Mark the Use pattern matching checkbox to use wildcard characters such as * and ? in strings of
information to be changed.

You can use the question mark symbol to replace a character. By typing a question mark within a word,
you are asking the program to search for every possible spelling of the word with the question mark in
that specific spot. More than one question mark is allowed within a word. For example, if you want to
locate any constituent with a last name such as Smith or Smyth, you can use the criteria Last Name “like”
Sm?th. The program selects all constituents whose last name fits the pattern you described.

You can use the asterisk to replace a series of characters. For example, to locate all constituents with a
last name ending with the letters “son”, you can enter the criteria Last Name “like” *son. The program
selects all constituents whose last name ends in son (for example, Simpson, Henderson, or Michaelson).

Mark the Find whole words only checkbox, and the program searches for whole words only when
searching for text to change.
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15. Click OK. You return to the Global Change screen. Your selected field and operation appear in the
Selected Changes box.

Global Change - Constituent

ate to
- DPC
- |nfo zource
- LOT
- MZ City
- MNZ Suburb

ne hurmber

16. Repeat this procedure for each field you want to change.

17. If you want to view the Edit Change Parameters screen for an item in the Selected Changes box, highlight
the item and click Criteria.

18. To delete an item from the Selected Changes box, select the item and click Remove.
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19.

20.

Note:

21.

22.

Note:

The Browse Changes button is activated only if you are copying, moving, swapping, replacing, or partially
replacing a field. You can preview how a specific field change will affect the selected records before you
actually run the global change. To activate the button, select a field entry in the Selected Changes box.
Click Browse Changes. A screen appears showing the records and how the change parameters affect
them.

Browse Selected Changes E3 |
Browsze changes in this field:

IF'hu:une number: Partial Replace 843 with 853 j

Marne Constituent ID Cld Walue Mew Yalue ﬂ

Mark. D, Adamson 3 543-795-6693 853-795-66938

Mark. D, Adamson 3 543-495-5569 853-495-5569
Jackson &, Holt 3l 843-469-1218 853-469-1218
Jackson &, Holt 3l (543 856-2233 (853 856-2233
Jackson &, Holt 3l 843-469-1218 853-469-1218
Claudia L, Tvery 36 843-766-1578 853-766-1578
Isabelle G, Matley 52 543-559-4578 853-559-4578
Isabelle 5. Matley 52 {543 495-5569 {853 495-5569
Lavern E. Mivens 56 543-589-7478 853-589-7478
Grace 1, Overstreet 55 543-551-4799 853-581-4799
Grace 1, Overstreet 55 843-723-9402 853-723-9402

anne . Sinclair 76 543-551-9543 853-581-9543

anne . Sinclair 76 (543 923-0019 (853 923-0019
anne . Sinclair 76 (543 519-2697 (853) 519-2697
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[:a\-'id Underwood 54 G43-554-954 1 853-584-954 1 - h

Cloge

To return to the Global Change screen, click Close.

On the Global Change screen, if you want to view a list of records that were affected by the change as
well as information on records that generated exceptions, mark the Create control report checkbox and
select the Preview option. Or, if you want to print the control report, select the Print option. The report
appears or prints after the program has processed the change request.

For more information about tables, see the Configuration chapter of the Configuration & Security Guide.

If you want to automatically add new table entries to tables, mark the Automatically add table entries
checkbox. If the change specifies a new entry for a code table field, it is automatically added as an entry
for that table.

If you want to create a query of records that should have been changed but were not changed in this
process, mark the Create query of exceptions checkbox.

Queries generated in Globally Change Records can be accessed in Query. For more information, see the

Query & Export Guide.

23.

24.

25.
26.

If you want to create a query of constituent records actually affected by the global change, mark the
Create query of changed records checkbox.

Click Change Now. If you indicated that you want to create queries for exceptions and/or changed
records, the Save Static Query screen appears once for each query option marked.

Enter a Query Name and Description.
The Query format field defaults to “Static” and cannot be changed.
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27.

28.

29.

30.

31.
32.

33.

34.

If you want to allow other users to have access to this query, mark the Other users may execute this
query checkbox.

If you want to allow other users to edit this query, mark the Other users may modify this query
checkbox.

Click Save. The Save Global Change As screen appears.

Save Global Change As

X
M arne: I.-'l'-.rea Code Change Save I

Description: [Changed 010742003 Cancel

v Other uzers may un this global change
v Other uzers may modify thiz global change

In the Name, field enter a name for the global change file to appear on the Globally Change Records
screen.

In the Description box, enter information to help you identify the saved file.

If you want to allow other users to have access to this global change, mark the Other users may run this
global change checkbox.

If you want to allow other users to edit this global change, mark the Other users may modify this global
change checkbox.

To save the file, click Save. The program processes the global change.

Once the program finishes processing the global change, the Global Change Complete! screen appears.
This screen shows the number of records processed, the number of records completely changed, the
number of records partially changed, and the number of records unchanged. This screen also provides
the total length of time and the rate per record to make the global change.

Global Change - The Raiser's Edge E3
- 00 3
J" '-ﬂ Ll ~ Global Change Complete!
Records Processed: 171
Completely Changed: 17
Fartially Changed: 1]
Unchanged: 154

Taotal Time: 00:00:10
Records / sec: 1710
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35. Click Close. If you selected to preview a control report, the report appears.

lg Mew Global Change Control Report HEE
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Previgw |

Global Change Control Report

Resulis
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Constitueni ID Name
Field Overation Reason
k] Mark D, Adanson
Fhore mumber TPartial Replace The vale you wanted o charge did not exist on this record
187 Allisen D, Goodsen
Fhore mumber TPartial Replace The vale you wanted o charge did not exist on this record
k] Clandia L. Tvery
Fhore mumber Partial Replace The vale you wanted o charge did not exist on this record
52 Tsabelle & Matley
Fhore mumber TPartial Replace The vale you wanted o charge did not exist on this record
Mary E. Simpson
Fhore mumber Partial Replace The vale you wanted o charge did not exist on this record
124 Joneph & Sirclair 52

The report details any records that were partially changed or not changed at all and why.
36. To close the report and return to the Global Change screen, click the “X” in the upper right corner.
To print the report, click Print on the toolbar.

37. To exit the Global Change screen, select File, Close from the menu bar. You return to the Globally Change
Records page. The new global change parameter file now appears in the grid.
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The Raiser’s Edge 7 makes it easy to delete a group of records from your database. The Globally Delete Records
function removes a group of records or selected data from a selected group of records in your database. For
example, your organization held a golf tournament fundraiser for several years, but now decides to discontinue
the event. You want all the golf tournament event record removed from you database. You can use Globally
Delete Records to remove these events records.

Warning: Before performing a global delete, we strongly recommend you completely back up your database.
To successfully back up your data, you must first shut down the database.

The deleting process is based on record types. You can globally delete action, attribute, constituent, event, gift,
membership, proposal, relationship, tribute, volunteer job assignment, notepad gift, notepad event, notepad
constituent, and constituent appeal record types. Because global deletes are based on record types, you must
delete information from one record type at a time.

To record details about your delete process, you can generate a control report. The report includes information
about the deleted records and a list of any records not deleted (exceptions). It also gives reasons for each
exception. If you create a query of records included in the global delete, you can use the query in other functions
of The Raiser’s Edge, such as Mail or Reports. An exception query contains the records not changed by the global
delete process.

Please be aware, you cannot recover deleted records. They are permanently removed from your database.

Navigating in Global Delete

Note: If you globally delete records while a constituent record is open, an exception is generated and the
record is not deleted.

The Global Delete screen contains the commands necessary to complete all global delete functions. You can use a
variety of parameters to define a global delete process. To access the Global Delete screen, click Globally Delete
Records on the Administration page.

i The Raizer's Edge [_[5]x]
File Edit “iew Go Favoites Tools Help

4 Back & Fnlward| Open in zeparate window
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Records b Globally Write Off Pledges b Queue
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Warning: Security limitations may prevent some users from accessing Globally Delete Records. See the
Security chapter in the Configuration & Security Guide for a information on establishing system security.

The Global Delete screen appears, displaying the General tab.

Global Delete - The Raiser's Edge |

Once a record has been deleted. it can be restored only from a backup. Make
sure pou have a current backup of your data before deleting!

2 Delete Options |

Record type: |Eanstituents =

Include. .. | All Constituents

YWhat do you want to do?

* Delete recards

" Run pre-delete repart

Haow do you want to see the results?
™ Create gueny of exceptions

[ Create control repart €5 Fresview € Eint

< Back | Mext > | Cancel | Delete Maow |

Note: For more information about the Global Delete screen, see “Parts of the Global Delete Screen” on
page 59.

All fields, buttons, options, and checkboxes on the General tab remain the same, regardless of the Record type
you select for the deleting process. However, options available on the Delete Options tab change based on the
Record type selected.
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» Opening Globally Delete Records
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Globally Delete Records. The Global Delete screen appears, displaying the General tab.

Global Delete - The Raiser's Edge |

Once a record has been deleted. it can be restored only from a backup. Make
sure pou have a current backup of your data before deleting!

1: General |2: [ielete Elpticnnsl

Record type: IEDnstituents j

Include. .. | All Constituents

What do you want ko do?
i+ Delete records

" Run pre-delete report

Howw do wou want to see the results?
¥ Create gueny of exceptions
rE * Praview & Print | 4

< BEack Mest > Cancel Delete Mow |

3. Select the record type you want to delete and identify the records you want to include in the procedure.
You can also select to run the delete procedure or run a report on all the records the delete procedure
will affect.
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4. Select the Delete Options tab.

Global Delete - The Raiser's Edge |

Once a record has been deleted, it can be restored only from a backup. Make
sure you have a current backup of your data before deleting!

1: General 2 Delete Options I

Record type:  Constituents

Do HOT Delete Constituents who: Delete Constituents who
are buzsiness relationzhips are active constituents
are employees

are event participants
|52 honor/mernarials

are contacts

are primary alumri

hawe current memberships
hawve gifts

Al ¥l

¢ Back [ff [ Cancel | Delete Mow |

5. On the Delete Options tab, you can refine your delete criteria. For example, if you are deleting
Constituent record types, you can select to delete the active constituents and/or contacts only.

6. To globally delete the selected information, click Delete Now. You return to the Administration page.

Business Rules

Established in Configuration, business rules improve data entry speed and help verify that data is correct.

Note: For more information about business rules, see the Configuration chapter of the Configuration &
Security Guide.

With business rules, you can perform common tasks in two categories: those with predefined rules and those
with rules that you define. Predefined rules are for the most part set up by marking a series of checkboxes and
options. They govern a wide variety of functions, such as rules for adding gifts and what constitutes duplicate
criteria during searches.

User Options

Note: For more information about User Options, see the Program Basics Guide.

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you are
using. User options are login-specific, which means that if you log into any workstation using your password, your
preferences are active on that workstation. When you log off that workstation, your preferences are not active
for any other user. You can establish user options by selecting Tools, User Options from the menu bar on the
shell of The Raiser’s Edge. The Options screen appears so you can establish certain user options for Globally
Delete Records.
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Parts of the Global Delete Screen

The Global Delete screen is essentially the same for all record types, but options offered on the Delete Options
tab change slightly based on the Record type you select on the General tab.

General Tab

On the General tab, identify record types, select records from your database to include, and tell the program
what you want to do.

Global Delete - The Raizer's Edge |

Once a record has been deleted, it can be restored only from a backup. Make
sure you have a cumrrent backup of your data before deleting!

1: General |2: Delete Options |

Record type: IEonstituents j

Include. .. | All Constituents

Yw'hat do pou want to do?
{+ Delete records

" Run pre-delete repart

How do you want to see the results?
V¥ Create guemy of exceptions
& Prexiew © Frint

< Hack Mext > Cancel Delete Mo |

In the Record type field, select the record type you want to delete. For example, if you want to delete a golf
outing event from all event records, select “Events”. The following record types are available:

Actions Attributes

Constituents Events

Gifts Memberships

Proposals Relationships

Tributes Volunteer Job Assignments
Notepads - Gifts Notepads - Events
Notepads - Constituents Notepads - Actions

Notepads - Proposals Constituent Appeals
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Prospect Ratings

In the What do you want to do? frame, select one of the two procedure options.

Delete records. Select this option if you want the program to delete all selected record types without
generating a pre-delete report. If selected, the button in the bottom right corner reads Delete Now, and the
delete procedure starts when you click this button.

Run pre-delete report. Select this option if you want the program to generate a report listing all records
affected by the delete procedure before the selected information is removed. If selected, the button in the
bottom right corner reads Run Report Now. The program generates the report when you click this button.
Nothing is deleted and you can return to the Global Delete screen to make changes or cancel the delete
procedure if you are not satisfied with the report results.

In the How do you want to see the results? frame, mark any of the following checkboxes.

Create control report. This checkbox appears only if you select Delete records in the What do you want to
do? frame. If you mark Create control report, the program generates a report after it runs the global delete
process. The report includes details about the affected records and a list of any records from which the
selected information was not deleted (exceptions). It also gives reasons for each exception. Select the
Preview option to view the report on your screen. Select the Print option to print the control report.

Note: We recommend creating an exception report so you can see which records could not accept the global
delete.

Create query of exceptions. If you mark Create query of exceptions, the program generates a query of all
records that satisfied the global delete criteria but were not changed. You can use the query in other
functions of The Raiser’s Edge, such as Mail or Reports, or run rerun the delete procedure again.

Create query of records to be deleted. This checkbox appears only if you select Run pre-delete report in
the What do you want to do? frame. If you mark Create query of records to be deleted, the program
generates a query of all records included in the pre-delete report. You can use the query in other functions of
The Raiser’s Edge, such as Mail or Reports.

Also common to all Global Delete screens are the buttons, which help you select the information you need to run
the global change process.

Include. Use the Include button to select records to include in the global delete. You can delete selected
information from all records in your database or use queries to select specific records to delete. If you choose
selected records, the Open Query screen appears. You must select an existing query and click Open or click
Add New to access Query and create a new query.

Selected Conztituents

Run Report Now. Use the Run Report Now button to generate a report listing all records affected by the
delete procedure before the selected information is removed.

Cancel. Use the Cancel button to exit Globally Delete Records without running the delete procedure or
generating the pre-delete report. You return to the Administration page.

Next. Use the Next button to move from the General tab to the Delete Options tab.
Back. Use the Back button to move from the Delete Options tab to the General tab.
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Delete Options Tab

The Delete Options tab changes slightly, based on the Record type you select on the General tab. On the Delete
Options tab, you refine your delete criteria. For example, if you are deleting Events record types, on the Delete
Options tab, you can choose to include event records that “are active”, “have actions”, “have jobs”, and/or “have
participants”.

Global Delete - The Raizer's Edge |

Once a record has been deleted, it can be restored only from a backup. Make
sure you have a cumrent backup of your data before deleting!

1: General  2: Delete Options |

Fecord type:  Events

Do MOT Delete Events that: Delete Events that:

have actionz

have jobs

>
have participantz ﬂ
<
<«

End D ate: |<a|| dates> j I EI

< Back | ewt | Cancel | Delete Mo |

To include an option listed in the Do NOT Delete Events that box in your global delete, highlight the option and
click the single-right arrow to move the option into the Delete Events that box. To include all options, click the
double-right arrow. Use the left arrows to remove options from the Delete Events that box.

Also, many Delete options tabs include date fields. For example, when deleting an event record type, you can
enter a Start date and End Date and only event records with Start date and End Date information satisfying the
date criteria you enter are included in the global delete. If you do not want date information considered when
deleting records, select <all dates> in the date fields.
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Some Delete Option tabs use fields instead of boxes to define the records you want to include in the delete
process. For example, if you are deleting Membership record types, on the Delete Options tab, you can choose to
include membership records satisfying Current membership lapsed dates, Membership expires dates, a specific
Membership category, a specific Membership sub-category, or a specific Membership program.

Global Delete - The Raizer's Edge |

Once a record has been deleted, it can be restored only from a backup. Make
sure you have a cumrent backup of your data before deleting!

‘ Record type: Memberships

Delete memberzhips with these values:

Current membership lapsed: |<a|| dates: j I EI

hembership expires: |<all datess j I EI
Mernbership categany: |<a|| categories: j
Membership sub-categony: |<a|| sub-cateqories: j
Mermbership programm: |<a|| programs: j

¥ Do not delete lfetime memberships
W Do not delete memberships linked ta gifts

¢ Back [dEwt Cancel Delete How |

Select the delete criteria you want satisfied in each field and enter any necessary date information. When
deleting Membership record types, you can also mark the Do not delete lifetime memberships and Do not
delete memberships linked to gifts checkboxes, if you do not want these types of memberships deleted from
your database.
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If you are deleting gifts and on the Delete Options tab you choose to delete gifts posted to the general ledger (are
posted), the Create adjustments to your general ledger for posted gifts checkbox is activated.
Global Delete - The Raizer's Edge |

Once a record has been deleted, it can be restored only from a backup. Make
sure you have a cumrent backup of your data before deleting!

1: General  2: Delete Options |

Fecord type:  Gifts

Do MOT Delete Gifts that:

are acknowledged ~| 5
are linked to an event

are linked to an honor/memorial >
are linked to a membership

are linked to a propozal 4
Iare recuiming gifts with bransactions LI ﬂ
Delete giftz with these dates:

Gift E'Elt'31|<all dates: j I EI
Gift added: [ o date -] | |
[+ LCreate adustrments to your general ledger for posted gifts )

¢ Back | i [ | Cancel | Drelete Mow |

If you mark this checkbox, the program automatically creates adjustments for posted gifts not adjusted to $0. If
you do not mark this checkbox, gifts are deleted from the database and the program does not create adjustments
for the general ledger.

Global Delete Record Types

Globally Delete Records helps you maintain your Raiser’s Edge records. You can remove unnecessary records by
identifying the record type and selecting the delete options available for the record type. Each record type
appears as an option in the Record type field on the General tab. All delete options are on the Delete Options tab.

Actions

Actions are the specific steps you take toward securing a donation from a constituent. They may include
meetings, mailings, telephone calls, and email messages. Actions allow you to build a history of the contacts and
communications involved in creating a successful relationship with a constituent. In addition to tracking
meetings, phone calls, and mailings, The Raiser’s Edge can automatically remind you days, weeks, or months
before an action is scheduled to occur.

Note: For more information about actions, see the Actions chapter in the Constituent Data Entry Guide.

Should you no longer need an action, you can globally delete it from your database. For example, your
organization needs to clean out its database and decides to delete all completed actions with an action date on or
before 01/01/2000. Using Globally Delete Records, you can delete all action Record types with the Action status

of “Completed”. You can also specify you want only action records with an Action date “on or before” a specific
date.



GLOBALLY DELETE RECORDS 65

Attributes

Attributes are the qualities, characteristics, and preferences you associate with a record type. For example, in a
constituent record they serve as a way for you to identify a constituent’s special interests, dietary preferences, or
mailing requests. Attributes may include hobbies, interests, activities, committees, and important dates. One of
the most useful aspects about attributes is their flexibility. You can customize attributes to meet your
organization’s specific needs. Attributes are initially created and defined in Configuration.

Note: For more information about attributes and setting them up in Configuration, see the Configuration
chapter in the Configuration & Security Guide.

Should you no longer need an attribute, you can globally delete it from your database. For example, your
organization no longer wants insurer information included in event records. Using Globally Delete Records, you
can delete the event attribute “Insurer” from all event records and Attributes in Configuration.

Constituents

Constituents are individuals or organizations who support your organization by contributing time, money, and
resources. You can globally delete constituent records in your database. For example, while entering constituents
through Batch, a volunteer for your organization makes repeated data entry mistakes. You decide it is easier to
reenter the batch than to try and correct all the records individually. Using Globally Delete Records, you can
delete all records included in the batch query.

Events

Note: For more information about event records, see the Event Management Data Entry Guide.

Events are occasions such as golf tournaments, banquets, or dances you use to raise funds. If you have Event
Management, you can globally delete event records. For example, during your annual database clean up, you
want to remove all inactive event records five-years old or older that have no participants. Using Globally Delete
Records and the Delete Options tab, you can remove these records from your database in a few simple steps.

Gifts

Note: For more information about gift records, see the Gift Entry Guide.

A gift record contains detailed information about a donation given to your organization by a specific constituent.
This information includes the gift date, amount, and type; the solicitor responsible for obtaining the gift; and the
campaign, fund, appeal, and package to which the gift is designated. Gift records are designed to store all
information relating to a single gift in one place. Each gift donated to your organization has a separate gift record.
You can globally delete gift records from your database. For example, while entering gifts through Batch, a
volunteer for your organization makes repeated data entry mistakes. You decide it is easier to reenter the batch
than to try and correct all the records individually. Using Globally Delete Records, you can delete all records
included in the batch query.

Memberships

Note: For more information about membership records, see the Membership Data Entry Guide.



66 CHAPTER

Membership records help you track multiple memberships and programs, produce reports to analyze
membership activity, print lists and directories of members, link gift records to membership records, and perform
specific mailing tasks, such as preparing membership cards and renewal notices. If you have Membership
Management, you can globally delete membership records from your database. For example, during your annual
database clean up, you want to remove all memberships lapsed for five years or more. Using Globally Delete
Records and the Delete Options tab, you can remove these records from your database in a few simple steps.

Proposals

Note: For more information about proposal records, see the Prospect Data Entry Guide.

A proposal is a formal plan, detailing how your organization intends to win funds from a prospective donor, how
much financial support you expect, and where the money will be used. For example, you read an article about
one of your organization constituents and learned the company recently made a large profit on the sale of one of
its subsidiary companies. You can record this information in the various categories on the Prospect tab, and use
the Proposal category to determine how and how much you intend to solicit from this constituent. If you have
Prospect Research Management, you can globally delete proposal records from your database. For example,
during your annual database clean up, you want to remove all proposal records on hold for five years or more.
Using Globally Delete Records and the Delete Options tab, you can remove these records from your database in
a few simple steps.

Relationships

Note: For more information about relationship records, see the Constituent Records chapter in the
Constituent Data Entry Guide.

A relationship is a familial or social association with a constituent. In The Raiser’s Edge, you can track five
different types of relationships for a constituent. These relationships are individuals (friends, family members,
associates), organizations (businesses, clubs, employers), bank/financial institutions (credit, financial, and lending
institutions), education/schools (schools, colleges, and universities), and assigned solicitor (individuals or
organizations assigned to secure donations from the constituent). You can globally delete relationships from your
database. For example, while entering constituent records through Batch, a volunteer for your organization fails
to follow your data entry protocol when entering relationships. You decide it is easier to reenter the batch than to
try and correct all the records individually. Using Globally Delete Records, you can delete all records included in
the batch query.

Tributes

Note: For more information about tribute records, see the Tribute Data Entry Guide.

A tribute explains the reason you are honoring, memorializing, or celebrating a constituent. For example, Jane
McBeth is participating in a walk-a-thon to help fund your Relief Campaign. Many of her friends are donating gifts
to your organization to support Jane’s participation in the walk-a-thon. On Jane’s constituent record, you can
create a tribute “in support of” Jane’s efforts so you can record the gifts received on her behalf. If you have
Honor/Memorial Tracking, you can globally delete tributes from your database. For example, while entering
tribute gifts through Batch, a volunteer for your organization fails to follow your data entry protocol. You decide
it is easier to reenter the gift information than to try and correct all the records individually. Using Globally
Delete Records you can delete all gifts included in the batch query.
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Volunteer Job Assignments

Note: For more information about volunteer job assignments, see the Volunteers & Jobs Data Entry Guide.

A job assignment is a record you create when you assign a volunteer to a job. You can manually find a job and
assign it to a volunteer by using the New Job Assignment button on the Volunteer tab of his constituent record,
or you can automatically find jobs and assign them to a volunteer by using the Find Jobs button on the same tab.
For added convenience, you can also automatically find volunteers and assign them to a job by using Tools, Find
Volunteers from the menu bar of the job record itself. If you have Volunteer Management, you can globally
delete volunteer job assignments from your database. For example, during your annual database clean up, you
want to remove all volunteer job assignments 10-years old or older. Using Globally Delete Records and the
Delete Options tab, you can remove these records from your database in a few simple steps.

Notepads - Gifts

Note: For more information about notes in gift records, see the Gift Entry Guide.

In a gift record, on the lower half of the Miscellaneous tab, you can add notes about your gifts. For example, if a
constituent donates a large gift, you can add a note concerning how you were able to convince the constituent to
donate the gift. You can globally delete note information from gift records. For example, while entering a group
of gifts through Batch, a volunteer for your organization fails to follow your data entry protocol when entering
gift notes. You decide it is easier to reenter the note information than to try and correct all the records
individually. Using Globally Delete Records, you can delete all notes from the gift records included in the batch

query.

Notepads - Events

Note: For more information about the Notes tab of event records, see the Event Management Data Entry
Guide.

In an event record, on the Notes tab, you can add notes about your events. For example, you can store notes
about your tennis or golf tournament. You can add location notes, prospect notes, or any other notes related to
your tournament. If you have Event Management, you can globally delete note information from event records.
For example, while entering event records yesterday, a volunteer for your organization entered alternate
location information for a number of events for which you do not have alternate information. You have a query of
the records this volunteer worked with and decide to delete this inaccurate note information. Using Globally
Delete Records and the Delete Options tab, you can delete all the alternate location notes from the event records
included in the query.

Notepads - Constituents

Note: For more information about the Notes tab of constituent records, see the Constituent Records chapter
in the Constituent Data Entry Guide.



68 CHAPTER

In a constituent record, on the Notes tab, you can enter notes to record family history, prospect information, or
special donation instructions. Each note has a Date, Type, Title, Description, and Author. The note itself accepts
free-form text and holds an unlimited amount of information. You can globally delete note information from
constituent records. For example, while entering constituent records yesterday, a volunteer for your organization
mistakenly entered event notes in the constituent records. You have a query of the records this volunteered
worked with, and you know she entered “Event Notes” in the Type field whenever she entered the notes. Using
Globally Delete Records and the Delete Options tab you can delete all the event notes from the constituent
records included in the query.

Notepads - Actions

Note: For more information about the Notes tab of action records, see the Action Records chapter in the
Constituent Data Entry Guide.

In an action record, on the Notes tab, you can record information about the action. Notes are records you keep to
remind yourself of something you heard, read, need to reference, or need to remember about the action.

Each note has a Date, Type, Title, Description, and Author. The note itself accepts free-form text and holds an
unlimited amount of information. You can globally delete note information from action records. For example,
while entering constituent records yesterday, a volunteer for your organization mistakenly entered gift notes in
the action records. You have a query of the records this volunteered worked with. Using Globally Delete Records
you can delete all the gift notes from the action records included in the query.

Notepads - Proposal

Note: For more information about the Notes tab of proposal records, see the Prospect Data Entry Guide.

In a proposal record, on the Notes tab, you can record information about the proposal. Notes are records you
keep to remind yourself of something you heard, read, need to reference, or need to remember about the
proposal.

Each note has a Date, Type, Title, Description, and Author. The note itself accepts free-form text and holds an
unlimited amount of information. You can globally delete note information from proposal records. For example,
while entering constituent records yesterday, a volunteer for your organization mistakenly entered constituent
notes in the proposal records. You have a query of the records this volunteered worked with. Using Globally
Delete Records you can delete all the constituent notes from the proposal records included in the query.

Constituent Appeals

Note: For more information about constituent appeals, see the Constituent Records chapter of the
Constituent Data Entry Guide.

Appeals are the means you use to raise money for your organization. They can be anything from a letter, to a
phonathon, to a dinner party. You enter constituent appeals on the Appeals tab on the constituent record. This
tab shows you at a glance how responsive a constituent has been to your solicitations. It tracks every attempt you
made to secure a donation and shows you which ones were successful. The Appeals tab also lists gift totals for
appeals to which the constituent responded.

You can globally delete appeals from the constituent record. For example, while entering constituent records
through Batch, a volunteer for your organization accidently entered Direct Mail as the assigned appeal for each
new constituent. There should be no appeal assigned to these records. Using Globally Delete Records and the
query of the affected records, you can delete the assigned appeal information from all the new constituent
records.



GLOBALLY DELETE RECORDS 69

Prospect Ratings

Ratings are statistics on your constituents’ giving potential compiled by your organization or an outside prospect
research agency. These ratings can be based on articles published on your constituents, Income Tax returns, data
received from the SEC, etc. You can enter ratings information manually or electronically transfer ratings data
provided by an outside agency.

Note: For information about prospect ratings, see the Prospect Data Entry Guide.

You can globally delete ratings from the constituent record. For example, your organization likes to keep rating
three years. Any rating information older than three years, you want to delete from your database. Using
Globally Delete Records, you can delete ratings stultifying your specific date requirements.

Globally Deleting Records Basics

Accessed through Admin on the Raiser’s Edge bar, Globally Delete Records deletes selected records from your
database. When you globally delete a record from your database, it is permanently removed. The only way to
retrieve the record is by restoring your database from a backup.

Also, you can globally delete records only if you are assigned the proper security privileges. Security is established
in Security, accessed through the Administration page. For more information on establishing security rights, see
the Security chapter in the Configuration & Security Guide.

Query Types

When globally deleting records, you can select to delete all records or selected records. If you choose selected
records, you must have a query of the records you want to include in the deleting process. You create query files
in Query.

Note: For more information about Query, see the Query & Export Guide.

Query performs two tasks. First, it segments your database based on criteria you define. Second, it groups
records for quick reference and use in other areas of the program, such as Globally Delete Records. For example,
you can create a query of all inactive constituents as of a specific date. You can then use that query to delete the
constituents from your database.

You must also make sure the query type under which the records are saved is compatible with the record type
you select to delete. Selecting a specific query type instructs the program to select that particular record type for
inclusion in the query. Query types determine the field categories available to include in a query.

The following record and query types are compatible for use in Globally Delete Records.

Record Type Query Type

Actions Constituent, Individual, Organization, Action,
Event

Attributes Not applicable

Constituents Constituent, Individual, Organization

Events Event

Gifts Constituent, Individual, Organization, Gift

Memberships Constituent, Individual, Organization,
Membership

Proposals Individual, Organization, Constituent

Relationships Relationship
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Record Type Query Type

Tributes Individual, Organization, Constituent
Volunteer Job Assignments |Individual, Organization, Constituent, Job
Notepads - Gifts Gift

Notepads - Events Event

Notepads - Constituent Constituents

Constituent Appeals Constituent, Individual, Organization, Appeal

Globally Deleting Records

You must complete two tabs when globally deleting records. The General tab requires you to select the record
types you want to delete and then select the specific records you want included in the process. You can include
all records satisfying the type you selected or only records included in a query. Next, you must tell the program
what you want to do. You can generate a pre-delete report and review the records the process will remove from
your database or run the deletion process. Finally on the General tab, you can choose to create a variety of
queries and/or a control report.

On the Delete Options tab, you select specific delete options. These options change based on the record type you
selected to globally delete.

» Globally deleting records
1. On the Raiser’s Edge bar, click Admin. The Administration screen appears.

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

4 Back & Fnrward‘ Open in separate window

1B Home
i /
oo =
g System Gtatistics b Systern Statistics b Post to General Ledger
b T b Irnport b Duplicate Constituents
Tobeloied b Globally Add Records } Merge Constituents
H:C;éjs b Globally Change Records b Drop Lapsed Members
Globall Change b Globally Delete Records b Security
Records b Globally Write Off Pledges b Queue
Globally Delete: b Convert Pledges To Recurring Gifts b Data Errichment Services
Fecords
Globally \Wwrite Off
Pledges
Convert Pledges
Ta Recuring
Gifts
Fost to General
Ledger
Duplicate
Constituents
Merge
Constituents
|
Drop Lapsed
Members Systern Statistics =
Security
§ Prowides you with & count of the records in your database. For more information about System Statistics,
GQueue LI see the Program Basics chapter of the Program Basics Guide
L e -]
‘Welcome to The Raiser's Edge 7 /
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2.

3.

Note:

Click Globally Delete Records. The Global Delete screen appears, displaying the General tab. The General
tab includes the same fields, buttons, checkboxes, and options, regardless of the record type you select.

Global Delete - The Raiser's Edge |

Once a record has been deleted. it can be restored only from a backup. Make
sure pou have a current backup of your data before deleting!

1: General |2: [ielete Elpticnnsl

Fecord type: |Ennstituents =

Include. .. | Selected records from “Trapman _Aszszociates”

YWhat do you want to do?
* Delete recards

" Run pre-delete repart

Haw do you want to see the results?
¥ Create gueny of exceptions

I Lreale conirol eport & Freview € Frint

< Back | Mext > | Cancel | Delete Mow |

In the Record type field, click the drop-down arrow and select the record type you want to globally
delete. For example, if you want to delete constituent records from your database, select
“Constituents”.

For information about each Record type option, see “Global Delete Record Types” on page 64.

To select the specific records from your database you want to include in the global delete process, click
Include. You can include All or Selected records.

If you choose All, the program deletes all selected record types in your Raiser’s Edge database that satisfy
any criteria you select on the Delete Options tab. For example, if you select All and are deleting
Constituent record types, you can restrict the deleting process to only inactive constituent records, if on
the Delete Options tab you select to not delete active records.

If you choose Selected records, the Open Query screen appears, displaying a blank grid. In the Find
Queries that meet these criteria frame, you can enter information limiting your query search. Or, to
locate all relevant queries, leave the criteria fields blank.
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Note:

Click Find Now. All existing queries, satisfying the criteria you entered appear in the grid.

i+, Open Query
Find: [ uries =l
uery Mame Query Description Open |
Cancel |
Al Current Members EBlackbaud sample con.., Constituent Dynamic Supery
Al volunteers Query For use with th. .. Individual Dynamic Super,
Alurmni with Class OF ... Blackbaud sample con... Constituent Dynamic Supery
Assigned Solicitor = <... Blackbaud sample con... Constitusnt Dynamic Supery, @ =
t |
EBlark Primary &ddres... Blackbaud sample con... Constituent Dynamic Supery =2
Elank Primary Salutation Blackbaud sample con... Constituent Drynamic Super, 5@ Add New |
Board Members This query is being us... Constituent Drynamic Super, Ot
plions |
Class of 1951 Constituent Skatic Super,
Constituent Code = .., Blackbaud sample wit.., Constituent Dynamic Supery
KI| _l_I MErdion |
- . . ind Mow
Find Queries that meet these criteria: =
Query type: |<AII relewvant typess vI Created On: I E|I ml
Query format: I vI Created buy: I vI Previous Search |
Querny name: I - I Q
Description: I vI
™ Show merged queriss anly [~ Exact match anly Ewpand Results |

Select the query that includes the records you want to delete, and click Open to return to the Global
Delete screen.

For more information about creating a query, see the Query & Export Guide.

If the query does not exist, click Add New to access Query and create a query.

On the Global Delete screen, in the What do you want to do? frame, select one of the following options.

Select Delete records if you are ready to run the global delete process. If you select this option and
click Delete Now, the program starts deleting information from your Raiser’s Edge database based on
the criteria you entered on the General and Delete Options tabs.

Select Run pre-delete report if you want to review the global delete parameters selected for the
procedure, the number of records that will be affected by the procedure, and any exceptions the
program will not delete and why. If you select this option, nothing is deleted.

In the How do you want to see the results? frame, mark any or none of the following checkboxes.

Create query of exceptions creates a query of all records satisfying the delete criteria that the program
cannot delete. If you mark this checkbox, when you click Delete Now or Run Report Now, a screen
appears asking you to name the query. The new query type is the same as the record type you selected
to delete.

Create control report appears if you choose to Delete records in the What do you want to do? frame.
The report details the parameter settings used for the global delete procedure.

Create query of records to be deleted appears if you choose Run pre-delete report in the What do
you want to do? frame. Mark this checkbox if you want a query of records that will be deleted if you
run the deletion process. If you mark this checkbox, when you click Run Report Now, a screen appears
asking you to name the query. The new query type is the same as the record type you select to delete.
You can use the query in other Raiser’s Edge functions, such a Mail or Reports.
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7. Select the Delete Options tab.

Global Delete - The Raiser's Edge |

Once a record has been deleted, it can be restored only from a backup. Make
sure you have a current backup of your data before deleting!

1: General 2 Delete Options I

Record type: Constituents

Do MOT Delete Constituents who: Delete Constituents who
e business 1ekatonshins
are event partlicipants are contacts
are honar/mennarials are employees
e primaty dar o
are zolicitors
hawe current memberships
hawve gifts

2l ¥l

< Back | |jf [=H e | Cancel Delete Mow |

8. On this tab, refine your delete criteria. For example, if you are deleting constituent record types, you may
not want to include active constituents in the delete process. To not delete active constituent, make sure
“are active constituents” is in the Do NOT Delete Constituents who box. If you want the active
constituents included in the delete process, use the right arrow and move “are active constituents” into
the Delete Constituents who box. The information included on this screen varies, based on the Record
type you selected on the General tab.
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10.

11.

12.

13.
14.

15.

The appearance of the Delete Options screen also changes based on the Record type you select. If you
select Actions, Memberships, Proposals, Tributes, Volunteer Job Assignments, or Constituent Appeals,
you refine your delete criteria using a number of fields on the Delete Options screen.

Global Delete - The Raiser's Edge |

Once a record has been deleted. it can be restored only from a backup. Make
sure pou have a current backup of your data before deleting!

1: General

Fecord type: Tributes

Delete ibutes with these values:

Diate from: |<a|| dates> =l I [
Date to: |<a|| dates> = | =
Tribute lype: |<a|| typess =l

[v Do hot delete ibutes that are active

[¥ Do not delete tibutes with gifts given

< Back | [=H e Cancel Delete Mow |

For example, if you are deleting tribute record types, on the Delete Options tab, you restrict the tribute
records deleted based on Date from, Date to, or Tribute type. This information is entered on the tribute
record. You can also choose to not delete active tributes or tributes with gifts given by marking the Do
not delete tributes that are active and/or the Do not delete tributes with gifts given checkboxes.

Similar fields and checkboxes appear for the other record types listed. The fields and checkboxes relate to
specific information entered on the related record type.

To run the global delete, click Delete Now or Run Report Now.

If on the General tab you selected to create any queries, a screen appears, asking you to name and
describe the query. The screen appears once for each query you chose to create.

Click OK. A progress bar appears.

Global Delete - The Raizer's Edge E3

Deleting records. ..

If you clicked Delete Now, the Finish screen appears after the program processes all the records,
displaying the number of Records Processed, Records Deleted, and Exceptions.

Click OK. You return to the Administration page.

If you clicked Run Report Now, the pre-delete report appears. From this screen you can print, refresh, or
export the report.

To close the report and return to the Global Delete screen, click the red “X” in the upper left corner. You
can then click Delete records or click Cancel to exit Global Delete without deleting records.
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The global features available in The Raiser’s Edge make it easy to add, delete, and change information contained
in selected or all records in your database. Although the global features offer a wide range of add, delete, or
change options, not all Raiser’s Edge data is available. For example, in Globally Add Records, you can use the
“Email” Add option to send a message to constituents in your database; you cannot, however, add email
information, such as an email address, to a constituent record using Globally Add Records.

The purpose of this document is to help you understand what you can accomplish using the global features. For

instructions about working in Globally Add Records, see “Globally Add Records” on page 1. For instructions about
working in Globally Change Records, see “Globally Change Records” on page 31. For instructions about working

in Globally Delete Records, see “Globally Delete Records” on page 55.

What You Can Add, Change, and Delete Using
the Global Features

Using Globally Add Records, Globally Change Records, or Globally Delete Records in The Raiser’s Edge makes it
easy to maintain information in a group of records in your database. For example, instead of using valuable hours
adding an appeal to each constituent record, you can add the appeal to all or selected records with just one
process and without opening every constituent record. You can even send email messages to all or selected
constituents.

Warning: The Raiser’s Edge does not check to see if the information you add already exists in a record. The
program adds the selected information to all records in the specified group.

In Globally Add Records, you tell the program what you want to add using the Add field on the Global Add
screen. For example, if you want to add a phone call action to constituent records, select “Action” in the Add
field. You can then access the Global Add - Action Screen and define the action information you want added to
the records. If you want to add a note to constituent records, select “Notepad” in the Add field. You can then
access the Notepad for Global Add screen and define the note information you want to add. For a detailed
procedure about working in Globally Add Records, see the Globally Adding Records Basics section in “Globally
Add Records” on page 1.

In Globally Change Records, you select the category in which you want to change information. You then select
the specific information you want to change and the change operation; you can add, remove, partially remove,
delete, increase/decrease, copy, swap, or move information. The operations available vary based on the field you
select to change. For example, in Event Management, you have event location information entered, and you
learn the location has changed. Using the Event category in Globally Change Records, you can replace the old
location with the new on all or selected records in your database. For a detailed procedure about working in
Globally Change Records, see “Globally Change Records” on page 31.

In Globally Delete Records, you can remove a group of records or selected data from a selected group of records
in your database. For example, your organization held a golf tournament fundraiser for several years but now
decides to discontinue the event. You want all the golf tournament event record removed from you database.
You can use Globally Delete Records to remove these events records. For a detailed procedure about working in
Globally Delete Records, see “Globally Delete Records” on page 55.

Actions

You can globally add, globally change, and globally delete action information.
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Globally Add

The following table displays the type of action information you can add to records in The Raiser’s Edge using
Globally Add Records. The “Add” field options column displays what is selected in the Add field of the Global
Add screen; the Data Available column displays what you can add if you select the corresponding Add field
option.

“Add” field options Data Available

Action You can access the Global Add - Action
screen by clicking the Action Information
button on the Global Add screen. From the
Global Add - Action screen, you can add a
phone call, meeting, mailing, email, task, or
other action type to the selected
constituent or event records. You can also
add action attributes and notes to the
Attributes and Notes tab of the action
record.

Globally Change

The following tables display the type of action information you can change in The Raiser’s Edge using Globally
Change Records. You access this feature using the Action category on the Globally Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Action Attributes
Action Attributes

Available Fields Valid Operations
Attributes A,D

Valid Operations Key

Interest Generated

(Action Attributes;Interest Generated?)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description AR D

Left Message?
(Action Attributes;Left Message?)

Available Fields Valid Operations
Comments A,R,PR,D
Date A, R,D,1/D

Description A, R
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Responded
(Action Attributes;Responded?)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR

Valid Operations Key

Action Notepads

Action notepads

Available Fields

Valid Operations

Author A,R,PR,D

Date A, R

Description A R,PR,D

Title A R,PR,D

Type AR

Actions

Actions

Available Fields Valid Operations
Action Date A R,1/D,CS

Alert Title AR DCS M
Appeal AR, D

Campaign A, R, D

Category AR

Completed AR

Completed Date AR, D I/D,C,S M
Delivery Method AR, DC, S, M
End Time A R,PR,D,C S M
Fund AR, D

Issue AR DCS M
Letter AR DC,S M
Location AR DCS M
Message ID AR, D,C P/R,S M
Priority A, R

Recipient Name

A,R,D,C P/R,S, M
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Available Fields Valid Operations
Start Time A,R,PR,D,C S M
Status A,R,DCS M
Type AR D,CS M

Globally Delete

Note: For information about creating a query of action records you want to delete from your database, see
the Query chapter of the Query & Export Guide.

By selecting Actions on the General tab of Globally Delete Records, you can globally delete actions. You can base
the process on a number of filtering options, or you can create a query of all actions you want to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for action records.

Filtering Options

Action date

Action added (date)
Action category
Action type

Action status

Appeals

You can globally add, globally change, and globally delete appeal information.

Globally Add

The following table displays the type of appeal information you can add to records in The Raiser’s Edge using
Globally Add Records. The “Add” field options column displays what is selected in the Add field of the Global
Add screen; the Data Available column displays what you can add if you select the corresponding Add field
option.

“Add” field options Data Available

Appeal You can access the Global Add - Appeal
screen by clicking the Appeal Information
button on the Global Add screen. From the
Global Add - Appeal screen, you can add any
appeal available in your database to all
selected constituent records. You can also
add package, date, response, and comments
information.

Globally Change

The following table displays the type of appeal information you can change in The Raiser’s Edge using Globally
Change Records. You access this feature using the Appeal category on the Globally Change Records page.
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In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Valid Operations Key

Appeals
Appeal Attributes

Available Fields

Valid Operations

Attributes

A, D

Donor list used?

(Appeal Attributes;Donor list used?)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I/D
AR

Appeal Benefits
Appeal Benefits

Available Fields

Valid Operations

Comments

Count

Include benefit notes on receipt
Notes

Sent

Unit Cost

A, R, PR,D
A,R,D,I/D

AR

AR PR,D,C S M
AR, D

A, R, 1/D

Appeal Expenses

Appeal Expenses

Available Fields

Valid Operations

Amount
Budgeted
Comments
Date

A, R, 1/D

A,R,D,I/D
AR, PR,D
A,R,D,I1/D
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Appeal Packages
Appeal Packages

Available Fields

Valid Operations

Default gift amount
End date

Inactive

Notes

Start date

A,R,D,I/D
A,R,D,I/D
AR

A
A,R,D,I/D

Package Attributes

(Appeal Package;Package Attributes)

Available Fields

Valid Operations

Attributes

A, D

Segment

(Appeal Package;Package Attributes;Segment)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A R,D,I/D
Description A, R, D
Appeals

Appeals

Available Fields

Valid Operations

Appeal category
Appeal is inactive
Campaign ID
Default gift amount
End date

Fund ID

Limit Campaigns
Limit Funds
Notes

Overall goal

Start date

A, DR CS M
AR

A, D

AR DI/D,C S, M
A,R,D,1/D,C S, M
A, D

AR

AR

A

A,R,D,1/D,C S, M
A,R,D,1/D,C,S, M
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Globally Delete

Note: For information about creating a query of action records you want to delete from your database, see
the Query chapter of the Query & Export Guide.

By selecting Constituent Appeals on the General tab of Globally Delete Records, you can globally delete appeals
from constituent records. You can base the process on a number of filtering options, or you can create a query of
all constituent records you want to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for appeals.

Filtering Options

Appeal ID
Package
Date (date)
Response

Category

Assigned Solicitor

You can globally add assigned solicitors.

Globally Add

The following table displays the type of information you can add to records in The Raiser’s Edge using Globally
Add Records. The “Add” field options column displays what is selected in the Add field of the Global Add screen;
the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Assigned Solicitor You can access the Global Add - Solicitor
Assignment screen by clicking the
Assignment Information button on the
Global Add screen. From the Global Add -
Solicitor Assignment screen, you can add a
new assignment.

Attributes

You can globally add, globally change, and globally delete attributes.



84 CHAPTER

Globally Add

The following table displays the type of attribute information you can add to records in The Raiser’s Edge using
Globally Add Records. The “Add” field options column displays what is selected in the Add field of the Global
Add screen; the Data Available column displays what you can add if you select the corresponding Add field
option.

“Add” field options Data Available

Constituent Attributes You can access the Global Add - Constituent
Attribute screen by clicking the Attribute
Information button on the Global Add
screen. From the Global Add - Constituent
Attribute screen, you can select the
attribute category and enter description,
date, and comment information you want
added to all selected constituent records.
The information is added to the Attributes
tab of the constituent record.

Globally Change
You can globally change attributes in a number of areas in The Raiser’s Edge. The following tables display the
type of attribute information you can change.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

You access this feature in various locations in Globally Change Records, depending on the area of the program in
which you want to change attribute information. For example, if you want to change attributes in your action
records, you must open the Action category on the Globally Change Records page. The Action Attributes field
category appears in the Available Fields box on the Global Change - Action screen.

Action Records

To globally change action attributes, from the Globally Change Records page, click Action under the Action
category. The Global Change - Action screen appears. The Action Attributes field category appears in the
Available Fields box.

Action Attributes
Action Attributes

Available Fields Valid Operations
Attributes A,D

Attended

(Action Attributes;Attended?)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description A, R

Dietary Preference
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(Action Attributes;Dietary Preference)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Interest Generated?
(Action Attributes;Interest Generated?)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Left Message?
(Action Attributes;Left Message?)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description A, R

Responded?

(Action Attributes;Responded?)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR, D,I/D
Description AR

Appeal Records

To globally change appeal attributes, from the Globally Change Records page, click Appeal under the Appeal
category. The Global Change - Appeal screen appears. The Appeal Attributes field category appears in the
Available Fields box.

Appeal Attributes
Appeal Attributes

Available Fields Valid Operations
Attributes A,D

Donor list used
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(Appeal Attributes;Donor list used?)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R

Package Attributes

For appeals, to globally change package attributes, use the Package Attributes field category, which appears in
the Available Fields box, under Appeal Packages.

Package Attributes

Available Fields Valid Operations
Attributes A, D
Segment

(Package Attributes;Segment)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR D,I/D
Description A, R, D
Campaigns

To globally change campaign attributes, from the Globally Change Records page, click Campaign under the
Campaign category. The Global Change - Campaign screen appears. The Campaign Attributes field category
appears in the Available Fields box.

Campaign Attributes
Campaign Attributes

Available Fields Valid Operations
Attributes A,D

Campaign Manager
(Campaign Attributes;Campaign Manager)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR D,I/D
Description A, R

Major Donors Only?
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(Campaign Attributes;Major Donors Only?)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR D,I/D
Description A, R

Constituents

To globally change constituent attributes, from the Globally Change Records page, click Constituent under the
Constituent category. The Global Change - Constituent screen appears. The Constituent Attributes field category
appears in the Available Fields box.

Address Attributes
All Address Attributes

Available Fields Valid Operations
Attributes A,D

NCOA Confirmed

(All Addresses;All Address Attributes;NCOA Confirmed?)
Available Fields Valid Operations
Comments A,R,PR,D

Date A, R, D, I/D
Description A, R

Special Mailing Info
(All Addresses;All Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Constituent Attributes
Constituent Attributes

Available Fields Valid Operations
Attributes A,D

# of Family Members
(Constituent Attributes;# of Family Members)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,1/D

Description A, R, D, I/D
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Anniversary

(Constituent Attributes;Anniversary)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description A, R, D, I/D
Availability

(Constituent Attributes;Availability)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description A, R, D

Business Hours

(Constituent Attributes;Business Hours)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Closing Codes
(Constituent Attributes;Closing Codes)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,1/D
Description AR D
Committees

(Constituent Attributes;Committees)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,I/D
Description AR D

Dietary Preference

(Constituent Attributes;Dietary Preference)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,1/D

Description A, R, D
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Donor Category
(Constituent Attributes;Donor Category)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,1/D
Description A,R,PR,D
Inactive

(Constituent Attributes;Inactive)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,1/D
Description A, R, D

Interests

(Constituent Attributes;Interests)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Organization Type
(Constituent Attributes;Organization Type)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description AR D

Origin

(Constituent Attributes;Origin)

Available Fields Valid Operations
Comments A R, PR, D

Date AR D,I/D
Description AR D

Retirement Date

(Constituent Attributes;Retirement Date)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,1/D

Description A, R, D, I/D
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Special Mailing Types
(Constituent Attributes;Special Mailing Types)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description A, R, D

Staff Manager

(Constituent Attributes;Staff Manager)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description A, R

Address Attributes
All Addresses;All Address Attributes

Available Fields Valid Operations
Attributes A, D

NCOA Confirmed?

(All Addresses;All Address Attributes;NCOA Confirmed?)
Available Fields Valid Operations
Comments AR PR, D

Date A, R, D, I/D
Description AR

Special Mailing Info
(All Addresses;All Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description AR D

Education Attributes
Education Attributes

(Education/School Relationships;All Education Relationships;Education Attributes)

Available Fields Valid Operations
Attributes A,D

Alumni Sponsor
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(Education/School Relationships;All Education Relationships;Education Attributes;Alumni Sponsor)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,1/D, D
Description A, R
Athletics

(Education/School Relationships;All Education Relationships;Education Attributes;Athletics)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,1/D,D
Description A, R, D
Awards

(Education/School Relationships;All Education Relationships;Education Attributes;Awards)

Available Fields

Valid Operations

Comments A, R,PR,D

Date A,R,1/D,D

Description A,R,PR,D

Clubs

(Education/School Relationships;All Education Relationships;Education Attributes;Clubs)
Available Fields Valid Operations

Comments A,R,PR,D

Date A,R,1/D,D

Description AR D

Dorms/Housing

(Education/School Relationships;All Education Relationships;Education Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,1/D,D
AR, D

Leadership Positions

(Education/School Relationships;All Education Relationships;Education Attributes;Leadership Positions)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A, R, 1/D,D
AR, PR,D
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Reason Left?

(Education/School Relationships;All Education Relationships;Education Attributes;Reason Left?)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,1/D,D
Description A, R, D

Preferred Address Attributes
Preferred Address Attributes
(Preferred Addresses;Preferred Address Attributes)

Available Fields Valid Operations

Attributes A,D

NCOA Confirmed?

(Preferred Addresses;Preferred Address Attributes;NCOA Confirmed?)
Available Fields Valid Operations

Comments A, R,PR,D

Date A, R,D,1/D

Description A, R

Special Mailing Info
(Preferred Addresses;Preferred Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description AR D

Primary Alumni Attributes
Primary Alumni Attributes

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes)

Available Fields Valid Operations
Attributes A,D

Alumni Sponsor

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Alumni
Sponsor)

Available Fields Valid Operations
Comments A,R,PR,D
Date AR, 1/D,D

Description A, R
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Athletics

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Athletics)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A, R,1/D,D
Description A, R, D
Awards

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Awards)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R,1/D,D
Description A,R,PR,D
Clubs

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Clubs)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,1/D,D
AR, D

Dorms/Housing

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni

Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,1/D,D
AR, D

Leadership Positions

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Leadership

Positions)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D

A,R,1/D,D
A, R, PR,D

Reason Left?
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(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Reason
Left?)

Available Fields Valid Operations
Comments A,R,PR,D

Date A, R,1/D,D
Description A, R, D

Events

To globally change event attributes, from the Globally Change Records page, click Event under the Event
category. The Global Change - Event screen appears. The Event Attributes field category appears in the Available
Fields box.

Event Attributes
Event Attributes

Available Fields Valid Operations
Attributes A,D

Chairperson
(Event Attributes;Chairperson)

Available Fields Valid Operations
Comment A,R,PR,D
Date AR D,I/D
Description A,R,PR,D

Event Locale

(Event Attributes;Event Locale)

Available Fields Valid Operations
Comment A,R,PR,D
Date AR D,I/D
Description A,R,PR,D

Event Success Rate

(Event Attributes;Event Success Rate)

Available Fields Valid Operations
Comment A, R,PR,D
Date AR, D,I/D
Description A,R,PR,D

Handicap Accessible?
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(Event Attributes;Handicap Accessible?)

Available Fields

Valid Operations

Comment A, R,PR,D
Date A,R,D,1/D
Description A, R
Insurer

(Event Attributes;Insurer)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR, D
A,R,D,I1/D
A, R, PR,D

Prizes Donated
(Event Attributes;Prizes Donated)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
A, R, PR,D

Rain Location
(Event Attributes;Rain Location)

Available Fields

Valid Operations

Comment A,R,PR,D
Date A,R,D,1/D
Description A,R,PR,D
Funds

To globally change fund attributes, from the Globally Change Records page, click Fund under the Fund category.
The Global Change - Fund screen appears. The Fund Attributes field category appears in the Available Fields box.

Fund Attributes
Fund Attributes

Available Fields

Valid Operations

Attributes

A, D

Restrictions
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(Fund Attributes;Restrictions)

Available Fields Valid Operations
Comments A, R,PR,D

Date A, R, D, I/D
Description A,R,PR,D

Gifts

To globally change gift attributes, from the Globally Change Records page, click Gift under the Gift category. The
Global Change - Gift screen appears. The Gift Attributes field category appears in the Available Fields box.

Gift Attributes
Gift Attributes

Available Fields Valid Operations
Attributes A, D

Adopt An Animal
(Gift Attributes;Adopt An Animal)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR, 1/D,D
Description AR, D

Auction ID

(Gift Attributes;Auction ID)

Available Fields Valid Operations
Comment AR PR, D

Date AR, D,I/D
Description A,R,PR,D

Auction Item
(Gift Attributes;Auction Item)

Available Fields Valid Operations
Comment A,R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Beneficiary
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(Gift Attributes;Beneficiary)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
AR, PR,D

Check Routing
(Gift Attributes;Check routing)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR, D
A,R,D,I1/D
A, R, PR,D

Declared Value
(Gift Attributes;Declared Value)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
A,R,D,I/D

Deposit Date
(Gift Attributes;Deposit Date)

Available Fields

Valid Operations

Comment A,R,PR,D
Date A,R,D,1/D
Description A R, D, I/D
Donated By

(Gift Attributes;Donated By)

Available Fields

Valid Operations

Comment
Date

Description

A R, PR,D
A,R,D,I/D
AR

Donor Designation

(Gift Attributes;Donor Designation)

Available Fields

Valid Operations

Comment
Date

Description

A, R,PR,D
A,R,D,I/D
AR, D
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Gift Transfer Date

(Gift Attributes;Gift transfer date)

Available Fields

Valid Operations

Comment
Date

Description

A R, PR,D
A,R,D,I/D
A,R,D,I/D

Gift-in-Kind Type

(Gift Attributes;Gift-in-Kind Type)

Available Fields

Valid Operations

Comment
Date

Description

A, R,PR,D
A,R,D,I/D
AR, D

Item Number

(Gift Attributes;ltem Number)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I1/D
A,R,D,I/D

Named Giving Opp
(Gift Attributes;Named Giving Opp)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Purchased By

(Gift Attributes;Purchased By)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
AR

Remainderman Fund

(Gift Attributes;Remainderman Fund)

Available Fields

Valid Operations

Comment
Date

Description

AR, PR,D

A,R,D,I/D
AR, PR,D
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Reminder Sent
(Gift Attributes;Reminder Sent)

Available Fields Valid Operations
Comment A, R, PR, D

Date AR, D, I/D
Description AR

Sold On

(Gift Attributes;Sold On)

Available Fields Valid Operations
Comment A, R,PR,D

Date A, R, D, I/D
Description A, R, D, I/D
Source

(Gift Attributes;Source)

Available Fields Valid Operations
Comment A,R,PR,D

Date A, R,D,1/D
Description A, R, D
Individuals

To globally change individual constituent attributes, from the Globally Change Records page, click Individual
under the Constituent category. The Global Change - Individual screen appears. You can select the type of
individual constituent attributes (address, education, etc) you want to change in the Available Fields box.

Address Attributes
All Address Attributes
(All Addresses;All Address Attributes)

Available Fields Valid Operations
Attributes A,D

NCOA Confirmed?

(All Addresses;All Address Attribute;NCOA Confirmed?)
Available Fields Valid Operations
Comments A,R,PR,D

Date A, R,D,I/D
Description A, R

Special Mailing Info



100 CHAPTER

(All Addresses;All Address Attribute;Special Mailing Info)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Constituent Attributes
Constituent Attributes

Available Fields Valid Operations

Attributes A,D

# of Family Members
(Constituent Attributes;# of Family Members)

Available Fields Valid Operations
Comments A,R,PR,D
Date AR D,I/D
Description A R, D, I/D

Anniversary

(Constituent Attributes;Anniversary)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description AR, D, I/D
Availability

(Constituent Attributes;Availability)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description A, R, D

Business Hours

(Constituent Attributes;Business Hours)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Closing Codes
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(Constituent Attributes;Closing Codes)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,D,1/D
Description A, R, D
Committees

(Constituent Attributes;Committees)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
AR, D

Dietary Preference

(Constituent Attributes;Dietary Preference)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Donor Category

(Constituent Attributes;Donor Category)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A,R,D,1/D
Description A,R,PR,D
Inactive

(Constituent Attributes;Inactive)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A,R,D,1/D
Description A, R, D
Interests

(Constituent Attributes;Interests)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D
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Organization Type
(Constituent Attributes;Organization Type)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description A, R, D

Origin

(Constituent Attributes;Origin)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description A, R, D

Retirement Date

(Constituent Attributes;Retirement Date)

Available Fields Valid Operations
Comments A, R,PR,D
Date AR, D,I/D
Description A, R, DI/D

Special Mailing Type
(Constituent Attributes;Special Mailing Types)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description AR D

Staff Manager

(Constituent Attributes;Staff Manager)

Available Fields Valid Operations
Comments A R, PR, D

Date AR D,I/D
Description A, R

Education Attributes
Education Attributes
(Education/School Relationships;All Education Relationships;Education Attributes)

Available Fields Valid Operations
Attributes A, D
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Alumni Sponsor

(Education/School Relationships;All Education Relationships;Education Attributes;Alumni Sponsor)

Available Fields Valid Operations

Comments A,R,PR,D

Date A, R,1/D,D

Description A, R

Athletics

(Education/School Relationships;All Education Relationships;Education Attributes;Athletics)
Available Fields Valid Operations

Comments A, R,PR,D

Date A, R,1/D,D

Description A, R, D

Awards

(Education/School Relationships;All Education Relationships;Education Attributes;Awards)
Available Fields Valid Operations

Comments A, R,PR,D

Date A,R,1/D,D

Description A,R,PR,D
Clubs

(Education/School Relationships;All Education Relationships;Education Attributes;Clubs)
Available Fields Valid Operations

Comments A, R,PR,D

Date AR 1/D,D

Description AR D

Dorms/Housing

(Education/School Relationships;All Education Relationships;Education Attributes;Dorms/Housing)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,1/D,D
Description AR D

Leadership Position

(Education/School Relationships;All Education Relationships;Education Attributes;Leadership Positions)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,1/D,D

Description A,R,PR,D
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Reason Left?

(Education/School Relationships;All Education Relationships;Education Attributes;Reason Left?)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,1/D,D
Description A, R, D

Preferred Address Attributes
Preferred Address Attributes
(Preferred Address;Preferred Address Attributes)

Available Fields Valid Operations

Attributes A,D

NCOA Confirmed?

(Preferred Address;Preferred Address Attributes;NCOA Confirmed?)
Available Fields Valid Operations

Comments A, R,PR,D

Date A, R,D,1/D

Description A, R

Special Mailing Info
(Preferred Address;Preferred Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description AR D

Primary Alumni Attributes
Primary Alumni Attributes

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes)

Available Fields Valid Operations
Attributes A,D

Alumni Sponsor

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Alumni
Sponsor)

Available Fields Valid Operations
Comment A, R,PR,D
Date A,R,D,1/D

Description A, R
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Athletics

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Athletics)

Available Fields

Valid Operations

Comment A, R, PR, D
Date AR, D, I/D
Description A, R, D
Awards

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Awards)

Available Fields

Valid Operations

Comment A, R,PR,D
Date A, R, D, I/D
Description A,R,PR,D
Clubs

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Clubs)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I1/D
AR, D

Dorms/Housing

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni

Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I1/D
A,R.D

Leadership Position

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Leadership

Positions)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR, D

A,R,D,I1/D
A, R, PR,D

Reasons Left?
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(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Reasons
Left?)

Available Fields Valid Operations
Comment A, R, PR, D

Date A,R,D,1/D
Description A, R, D

Jobs

To globally change job attributes, from the Globally Change Records page, click Job under the Job category. The
Global Change - Job screen appears. The Job Attributes field category appears in the Available Fields box.

Job Attributes
Job Attributes

Available Fields Valid Operations
Attributes A,D

Education Level
(Job Attributes;Education Level)

Available Fields Valid Operations
Comment A,R,PR,D

Date AR D,I/D
Description A, R, D

Location Type
(Job Attributes;Location Type)

Available Fields Valid Operations
Comment A, R,PR,D
Date AR D,I/D
Description A,R,PR,D

Memberships

To globally change membership attributes, from the Globally Change Records page, click Membership under the
Membership category. The Global Change - Membership screen appears. The Membership Attributes field
category appears in the Available Fields box.

Membership Attributes
Membership Attributes

Available Fields Valid Operations
Attributes A, D

# Day Passes
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(Membership Attributes;# Day Passes)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
A,R,D,I/D

Exhibit Interests

(Membership Attributes;Exhibit Interests)

Available Fields

Valid Operations

Comment A, R,PR,D
Date A, R,D,1/D
Description A, R, D
Holiday Gift?

(Membership Attributes;Holiday Gift?)
Available Fields

Valid Operations

Comment A, R,PR,D
Date A,R,D,1/D
Description A, R,

Membership Sponsor
(Membership Attributes;Membership Sponsor)

Available Fields

Valid Operations

Comment A,R,PR,D
Date A,R,D,1/D
Description A, R

Purchase Location
(Membership Attributes;Purchase Location)

Available Fields Valid Operations

Comment A,R,PR,D
Date A, R,D,I/D
Description A, R, D

Organizations

To globally change organization constituent attributes, from the Globally Change Records page, click Organization
under the Constituent category. The Global Change - Organization screen appears. You can select the type of
organization constituent attributes (address, constituent, etc.) you want to change in the Available Fields box.

Address Attributes
All Address Attributes
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(All Addresses;All Address Attributes)

Available Fields

Valid Operations

Attributes

A, D

NCOA Confirmed

(All Addresses;All Address Attributes;NCOA Confirmed?)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
AR

Special Mailing Info

(All Addresses;All Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Constituent Attributes
Constituent Attributes

Available Fields

Valid Operations

Attributes

A, D

# of Family Members

(Constituent Attributes;# of Family Members)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I/D
A,R,D,I1/D

Anniversary

(Constituent Attributes;Anniversary)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I/D
A,R,D,I1/D

Availability
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(Constituent Attributes;Availability)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Business Hours

(Constituent Attributes;Business Hours)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
A, R, PR,D

Closing Codes

(Constituent Attributes;Closing Codes)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,D,1/D
Description AR D
Committees

(Constituent Attributes;Committees)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
AR, D

Dietary Preference

(Constituent Attributes;Dietary Preference)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I/D
AR, D

Donor Category

(Constituent Attributes;Donor Category)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, PR,D
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Inactive

(Constituent Attributes;Inactive)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description A, R, D

Interest

(Constituent Attributes;Interests)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description A, R, D

Organization Type
(Constituent Attributes;Organization Type)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description A, R, D

Origin

(Constituent Attributes;Origin)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description AR D

Retirement Date

(Constituent Attributes;Retirement Date)

Available Fields Valid Operations
Comments A,R,PR,D
Date AR D,I/D
Description A,R,D,I/D

Special Mailing Types
(Constituent Attributes;Special Mailing Types)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,1/D

Description A, R, D
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Staff Manager

(Constituent Attributes;Staff Manager)

Available Fields Valid Operations
Comments A R,PR,D

Date AR D,I/D
Description AR

Preferred Address Attributes
Preferred Address Attributes
(Preferred Addresses;Preferred Address Attributes)

Available Fields Valid Operations

Attributes A,D

NCOA Confirmed

(Preferred Addresses;Preferred Address Attributes;NCOA Confirmed?)
Available Fields Valid Operations

Comments A, R,PR,D

Date A, R,D,1/D

Description A, R

Special Mailing Info
(Preferred Addresses;Preferred Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comments A, R,PR,D

Date A, R,D,1/D
Description AR D
Participant

To globally change Participant attributes, from the Globally Change Records page, click Participant under the
Event category. The Global Change - Participant screen appears. The Participant Attributes field category appears
in the Available Fields box.

Participant Attributes
Participant Attributes

Available Fields Valid Operations
Attributes A, D

Dietary Preference



112 CHAPTER

(Participant Attributes;Dietary Preference)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR D,I/D
Description AR, D

Handicap

(Participant Attributes;Handicap)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR, D,I/D
Description A, R, D, I/D

Partner Request
(Participant Attributes;Partner Request)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR, D,I/D
Description A,R,PR,D
Seating Request

(Participant Attributes;Seating Requests)

Available Fields Valid Operations
Comment A,R,PR,D

Date AR, D,I/D
Description A,R,PR,D

Shirt Size

(Participant Attributes;Shirt Size)

Available Fields Valid Operations
Comment A,R,PR,D

Date A,R,D,1/D
Description A,R,PR,D

Shoe Size

(Participant Attributes;Shoe Size)

Available Fields Valid Operations
Comment A, R,PR,D

Date A,R,D,1/D

Description A,R,PR,D
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Source

(Participant Attributes;Source)

Available Fields Valid Operations
Comment A, R, PR, D
Date AR D,I/D
Description A, R,PR,D

Special Requests
(Participant Attributes;Special Requests)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR D,I/D
Description A, R, D
Proposals

To globally change proposal record attributes, from the Globally Change Records page, click Proposal under the
Constituent category. The Global Change - Proposal screen appears. The Proposal Attributes field category
appears in the Available Fields box.

Proposal Attributes
Proposal Attributes

Available Fields Valid Operations
Attributes A,D

Relationships, Individual/Contact/Employee

To globally change individual, contact, and/or employee attributes, from the Globally Change Records page, click
Individual/Contact/Employee Relationship under the Constituent category. The Global Change -
Individual/Contact/Employee Relationship screen appears. You can select the type of relationship attribute
(individual relationship or individual relationship address) in the Available Fields box.

Individual Relationship Address Attributes
Individual Relationship Address Attributes

Available Fields Valid Operations

Attributes A,D

NCOA Confirmed?

(Individual Relationship Addresses;Individual Relationship Address Attributes;NCOA Confirmed?)
Available Fields Valid Operations

Comment AR PR,D

Date A,R,D,1/D

Description A, R

Special Mailing Info
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(Individual Relationship Addresses;Individual Relationship Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comment A, R,PR,D

Date AR D,I/D
Description A, R, D

Individual Relationship Attributes
Individual Relationship Attributes

Available Fields Valid Operations
Attributes A,D

Contact As Of

(Individual Relationship Attributes;Contact As Of)
Available Fields Valid Operations
Comment A,R,PR,D

Date A,R,D,1/D
Description A R, D, I/D
Interests

(Individual Relationship Attributes;Interests)

Available Fields Valid Operations
Comment A,R,PR,D

Date AR D,I/D
Description A, R, D

Office Hours
(Individual Relationship Attributes;Office Hours)

Available Fields Valid Operations
Comment A, R,PR,D
Date AR D,I/D
Description A,R,PR,D

Relationship Interests

(Individual Relationship Attributes;Relationship Interests)

Available Fields Valid Operations
Comment A,R,PR,D
Date A,R,D, /D

Description AR D
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Relationships, Organization/Business

To globally change organization and/or business relationship attributes, from the Globally Change Records page,
click Organization/Business Relationship under the Constituent category. The Global Change -
Organization/Business Relationship screen appears. You can select the type of relationship attribute
(organization relationship or organization relationship address) in the Available Fields box.

Organization Relationship Address Attributes
Organization Relationship Address Attributes

Available Fields Valid Operations
Attributes A, D

NCOA Confirmed

(Organization Relationship Address Attributes;NCOA Confirmed?)
Available Fields Valid Operations

Comment A, R,PR,D

Date AR D,I/D

Description AR

Special Mailing Info
(Organization Relationship Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comment A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Organization Relationship Attributes
Organization Relationship Attributes

Available Fields Valid Operations
Attributes A,D

Contact As Of

(Organization Relationship Attributes;Contact As Of)
Available Fields Valid Operations
Comment A, R,PR,D

Date A,R,D,1/D
Description A R, D, I/D

Office Hours
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(Organization Relationship Attributes;Office Hours)

Available Fields Valid Operations
Comment A, R,PR,D
Date AR D,I/D
Description A,R,PR,D

Organization Type
(Organization Relationship Attributes;Organization Type)

Available Fields Valid Operations
Comment A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Globally Delete

By selecting Attributes on the General tab of Globally Delete Records, you can globally delete attribute
information. You can base the process on a number of filtering options.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for attributes.

Filtering Options
Attribute Type

Bank and Financial Information

You can globally add bank and financial information to constituent records.
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Globally Add

The following table displays the type of bank/financial information you can add to records in The Raiser’s Edge
using Globally Add Records. The “Add” field options column displays what is selected in the Add field of the
Global Add screen; the Data Available column displays what you can add if you select the corresponding Add
field option.

“Add” field options Data Available

Bank/Financial Institution You can access the Global Add -
Bank/Financial Institution screen by clicking
the Bank Information button on the Global
Add screen. From the Global Add -
Bank/Financial Institution screen, you can
add a bank/financial institution relationship
to selected constituent records. If on the
Global Add - Bank/Financial Institution
screen, you mark Primary bank
information, the information is added as the
constituent’s primary bank/financial
institution relationship (accessed by clicking
the Bank button on the Bio 1 tab of the
constituent record). If you do not mark
Primary bank information, the bank is
added as a relationship (accessed by
selecting the Relationships tab on the
constituent record).

Business/Organization Information

You can globally add and globally change business information contained in constituent records.

Globally Add

The following table displays the type of business information you can add to records in The Raiser’s Edge using
Globally Add Records. The “Add” field options column displays what is selected in the Add field of the Global
Add screen; the Data Available column displays what you can add if you select the corresponding Add field
option.

“Add” field options Data Available

Business You can access the Global Add - Business
screen by clicking the Business Information
button on the Global Add screen. From the
Global Add - Business screen, you can add a
primary business relationship to all selected
constituent records. The program will not
override any existing primary business
relationship. If a relationship already exists
on the constituent record, an exception is
generated.




118 CHAPTER

Globally Change

The following tables display the type of business information you can change in The Raiser’s Edge using Globally
Change Records. You access this feature by clicking Organization under the Constituent category on the Globally
Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Valid Operations Key

Aliases

Aliases

Available Fields Valid Operations
Alias Name A, R, PR

Alias Type AR, D
Addresses

All Addresses

Available Fields Valid Operations
Address lines A,R,PR,D
CART A,R,PR,D
City A, R, PR, D
Country AR, D
County AR, D
Date from A, R, D, /D,
Date to A,R,D,I/D
DPC A,R,PR,D
Info source AR, D

LOT A, R, PR,D
NZ City A, R, D

NZ Suburb AR, D
Phone number A, R, PR,D
Phone type AR

Region A, R, D
Seasonal address AR
Seasonal from A,R,PR,D
Seasonal to A,R,PR,D

Send mail AR
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Available Fields

Valid Operations

State

Type
ZIP

AR, D
AR
A, R, PR, D

Valid Operations Key

All Address Attributes

(All Addresses;All Address Attributes)

Available Fields

Valid Operations

Attributes

A, D

NCOA Confirmed?

(All Addresses;All Address Attributes;NCOA Confirmed?)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR

Special Mailing Info

(All Addresses;All Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
AR, D

Assigned Solicitor Relationships

Assigned Solicitor Relationship

Available Fields

Valid Operations

Amount

Assigned Solicitors
Campaign ID

Date From

Date To

Fund ID

Notes

Solicitor Type

A,R,D,I/D
A D

AR, D
AR, D
AR, D
AR, D

A

AR, D

Valid Operations Key
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Biographical
Biographical

Available Fields

Valid Operations

Constituent gives anonymously

Constituent has no valid addresses

Constituent ID

Constituent is honor/memorial

Constituent is inactive
Constituent is solicitor
Fiscal Year Starts
Income

Industry

Match Notes
Matching Factor

Max Match Annual
Max Match Per Gift
Max Match Total

Min Match Annual
Min Match Per Gift
Min Match Total
Number of employees
Number of subsidiaries
Org matches Gifts

Org Name

Receipt type

Requests no email
Solicit Code

Target

AR

AR

D,C,M

AR

AR

AR

AR PR,D,C S M
AR D,CS M
AR D,CS M
AR, PR,D,C S M
A R PR,DCS M
A,R,D,1/D,C, S, M
A,R,D,I/D,C, S, M
A,R,D,1/D,C, S, M
A,R,D,1/D,C, S, M
A,R,D,1/D,C, S, M
A,R,D,1/D,C S, M
AR D, 1/D,C,S, M
AR D, 1/D,C,S, M
AR

AR, PR,CS

AR, D

AR

A D

AR DCS M

Constituent Appeals

Constituent Appeals

Available Fields

Valid Operations

Appeal
Comments
Date

Response

A, R, PR

A R, PR, D
A, R, D, /D,
AR, D
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Constituent Attributes

Constituent Attributes

Available Fields Valid Operations
Attributes A, D

# of Family Members
(Constituent Attributes;# of Family Members)

Available Fields Valid Operations
Comments A, R,PR,D
Date AR D,I/D
Description A R, D, I/D

Anniversary

(Constituent Attributes;Anniversary)

Available Fields Valid Operations
Comments A, R,PR,D
Date AR, D,I/D
Description A, R, D, I/D

Valid Operations Key

Availability

(Constituent Attributes;Availability)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description AR, D

Business Hours

(Constituent Attributes;Business Hours)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Closing Codes
(Constituent Attributes;Closing Codes)

Available Fields Valid Operations
Comments A, R,PR,D
Date A, R,D,1/D

Description AR D
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Committees

(Constituent Attributes;Committees)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,I/D
Description A, R, D

Dietary Preference

(Constituent Attributes;Dietary Preference)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Donor Category
(Constituent Attributes;Donor Category)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Valid Operations Key

Inactive

(Constituent Attributes;Inactive)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,1/D
Description A, R, D

Interests

(Constituent Attributes;Interests)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Organization Type
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(Constituent Attributes;Organization Type)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description AR, D

Origin

(Constituent Attributes;Origin)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description A, R, D

Retirement Date

(Constituent Attributes;Retirement Date)

Available Fields Valid Operations
Comments A, R,PR,D
Date AR, D,I/D
Description A R, D, I/D

Special Mailing Types
(Constituent Attributes;Special Mailing Types)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR, D,I/D
Description AR, D

Staff Manager

(Constituent Attributes;Staff Manager)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description AR

Constituent Codes

Constituent Codes

Available Fields Valid Operations
Code R
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Available Fields

Valid Operations

Constituent Code
Date From
Date To

A, D
AR, D
AR D

Valid Operations Key

Notepads
Notepads

Available Fields

Valid Operations

Author
Date
Description
Title

Type

A, R, PR
AR

A, R, PR,D
A, R,PR,D
AR

Preferred Addresses

Preferred Addresses

Available Fields

Valid Operations

Address lines
CART

City

Country
County

Date from
Date to

DPC

Info source
LOT

NZ City

NZ Suburb
Phone number

Phone type

A, R, PR, D
A, R, PR,D
A, R, PR, D
AR, D
AR, D
A,R,D,I/D
A,R,D,I/D
AR, PR,D
AR, D

A, R,PR,D
AR, D
AR, D

A, R, PR,D
AR

Preferred Address Attributes
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(Preferred Addresses;Preferred Address Attributes)

Available Fields

Valid Operations

Attributes
Region

Seasonal address
Seasonal from
Seasonal to
Send mail

State

Type

ZIP

A, D

AR, D
AR

A R, PR,D
A, R, PR, D
AR

AR, D
AR

A, R,PR,D

Valid Operations Key
NCOA Confirmed?

(Preferred Addresses;Preferred Address Attributes;NCOA Confirmed?)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A, R,D,I/D
Description A, R
Special Mailing

(Preferred Addresses;Preferred Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A, R, D, I/D
Description A, R, D
Prospects

Prospects

Available Fields

Valid Operations

Classification
Status

AR, D
AR, D
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Tributes

Tributes

Available Fields

Valid Operations

Date from
Date to
Default Fund

Description

Gifts may be given to this tribute

Letter
Notes

Tribute Type

AR, D
AR, D
AR, D

A, R, PR, D
AR

AR D

A

AR

Volunteer Job Assignments

Volunteer Job Assignments

Available Fields

Valid Operations

Category

Day
Department
End Date

End Time
Letter Sent
Letter Sent On
Location
Notes

Position
Requested On
Start Date
Start Time
Status
Supervisor
Task
Volunteer Type

AR, D
AR, D
AR, D
A,R,D,1/D
A, R,PR,D
AR
A,R,D,I/D
AR D

A

A, R, PR,D
A,R,DI/D
A,R,D,I1/D
A, R,PR,D
AR

AR, PR,D
AR, D
AR, D
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Volunteers

Volunteers

Available Fields Valid Operations
End Date AR, D

Reason Finished AR, PR,D

Start Date A, R, D

Status A, R

Volunteer Type AR, D
Campaigns

You can globally change campaign information.

Globally Change

The following tables display the type of campaign information you can change in The Raiser’s Edge using Globally
Change Records. You access this feature using the Campaign category on the Globally Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Campaign Attributes
Campaign Attributes

Available Fields Valid Operations
Attributes A, D

Campaign Manger
(Campaign Attributes;Campaign Manager)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R

Major Donors Only?
(Campaign Attributes;Major Donors Only?)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,1/D

Description A, R
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Campaigns

Campaigns

Available Fields Valid Operations
Appeal ID A,D

Campaign category
Campaign is inactive
End date

A, D,RCS M
AR
A,R,D,1/D,C, S, M

Fund ID A, D

Limit Appeals AR

Limit Funds AR

Notes A

Overall goal AR, DI/D,C,S M
Start date AR, D I/D,C,S M

Constituent Codes

You can globally add constituent codes to existing records in your database.

Globally Add

The following table displays the type of constituent code information you can add to records in The Raiser’s Edge
using Globally Add Records. The “Add” field options column displays what is selected in the Add field of the
Global Add screen; the Data Available column displays what you can add if you select the corresponding Add
field option.

“Add” field options Data Available

You can access the Global Add - Constituent
Code screen by clicking the Constituent
Code Information button on the Global Add
screen. From the Global Add - Constituent
Code screen, you can add new code
information. This information is added to
the Constituent Code grid on the Bio 2 tab of
the constituent record.

Constituent Code

Constituent Records

You can globally change most information contained on a constituent record and you can globally delete
constituent records, removing them from your database.

Globally Change

The following tables display the type of constituent record information you can change in The Raiser’s Edge using
Globally Change Records. You access this feature by clicking Constituent under the Constituent category on the
Globally Change Records page.
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In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Addressee/Salutations

Addressee/Salutations

Available Fields Valid Operations
Additional Add/Sals A, D

Primary Addressee ID AR, D

Primary Salutation ID AR, D

Aliases

Aliases

Available Fields Valid Operations
Alias Name A, R, PR

Alias Type AR, D
Addresses

All Addresses

Available Fields Valid Operations
Address lines A,R,PR,D
CART A,R,PR,D
City A, R, PR, D
Country AR, D
County AR, D
Date from A, R, D, /D,
Date to A,R,D,I1/D
DPC A,R,PR,D
Info source AR D

LOT A,R,PR,D
NZ City AR, D

NZ Suburb AR, D
Phone number AR, PR,D
Phone type A, R

Region A, R, D
Seasonal address AR
Seasonal from A, R,PR,D
Seasonal to A,R,PR,D

Send mail AR
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Available Fields

Valid Operations

State

Type
ZIP

AR, D
AR
A, R, PR, D

All Address Attributes

(All Addresses;All Address Attributes)

Available Fields

Valid Operations

Attributes

A, D

NCOA Confirmed?

(All Addresses;All Address Attributes;NCOA Confirmed?)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I/D
AR

Special Mailing Info

(All Addresses;All Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Assigned Solicitor Relationships

Assigned Solicitor Relationships

Available Fields

Valid Operations

Amount

Assigned Solicitors
Campaign ID

Date From

Date To

Fund ID

Notes

Solicitor Type

A,R,D,1/D
A, D

AR, D
AR, D
AR, D
AR, D

A

AR, D
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Biographical

Biographical

Available Fields Valid Operations
Birth date AR D,C S, M
Birthplace AR, PR,D,C S M

Constituent gives anonymously AR

Constituent has no valid addresses A, R

Constituent ID D,C,M
Constituent is honor/memorial A, R

Constituent is inactive A, R

Constituent is solicitor AR

Deceased AR

Deceased Date AR ,DC S, M
Ethnicity AR D,C S, M
First Name A,R,PR,D,C S, M
Fiscal Year Status AR PR, DCS, M
Gender AR, D

Income AR, DC S M
Industry AR DC S, M
Last Name A,R,PR,C,S
Maiden name A,R,PR,D,C, S M
Marital status AR D,C S, M
Match Notes A,R,PR,DC, S M
Matching Factor AR PR,DC,S, M
Max Match Annual AR, DI/D,C,S M
Max Match Per Gift AR D I/D,C S, M
Max Match Total AR, DI/D,C,S M
Middle Name AR, PR, D,C S, M
Min Match Annual AR, D I/D,C,S M
Min Match Per Gift AR, D I/D,C S, M
Min Match Total AR, DI/D,C,S M
Name C

Nickname AR, PR,D,C S, M
Number of employees AR D, I/D,C,S M
Number of subsidiaries AR D, 1/D,C S M
Org matches gifts AR

Receipt type AR D
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Available Fields Valid Operations
Religion AR DC, S, M
Requests no email AR

Solicit Code A, D

SSN(US) (* see note below) D,C,M

Suffix 1 AR DC S, M
Suffix 2 AR DC S, M
Target AR DC S M
Title 1 AR, D,C S, M
Title 2 AR D,CS M

* Security settings determine ability to import this information. For more information, see the Security chapter in the
Configuration & Security Guide.

Constituent Appeals

Constituent Appeals

Available Fields Valid Operations
Appeal R

Comments A,R,PR,D

Date A,R,D,I/D,
Response A, R, D

Constituent Attributes

Constituent Attributes

Available Fields Valid Operations
Attributes A, D

# of Family Members
(Constituent Attributes;# of Family Members)

Available Fields Valid Operations
Comments A, R,PR,D
Date AR, D,I/D
Description A R, D, I/D

Anniversary
(Constituent Attributes;Anniversary)

Available Fields Valid Operations
Comments A,R,PR,D
Date A R,D,I/D

Description A R, D, I/D
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Availability

(Constituent Attributes;Availability)

Available Fields Valid Operations
Comments A R,PR,D

Date AR D,I/D
Description AR, D

Business Hours

(Constituent Attributes;Business Hours)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Closing Codes
(Constituent Attributes;Closing Codes)

Available Fields Valid Operations
Comments A, R,PR,D

Date A, R,D,1/D
Description A, R, D
Committees

(Constituent Attributes;Committees)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description AR D

Dietary Preference
(Constituent Attributes;Dietary Preference)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,I/D
Description AR D

Donor Category
(Constituent Attributes;Donor Category)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,1/D

Description A,R,PR,D
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Inactive

(Constituent Attributes;Inactive)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR D,I/D
Description A, R, D

Interests

(Constituent Attributes;Interests)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description A, R, D

Organization Type
(Constituent Attributes;Organization Type)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description A, R, D

Origin

(Constituent Attributes;Origin)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description AR D

Retirement Date

(Constituent Attributes;Retirement Date)

Available Fields Valid Operations
Comments A,R,PR,D
Date AR D,I/D
Description A,R,D,I/D

Special Mailing Types
(Constituent Attributes;Special Mailing Types)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,1/D

Description A, R, D
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Staff Manager

(Constituent Attributes;Staff Manager)

Available Fields Valid Operations
Comments A R,PR,D

Date AR D,I/D
Description AR

Constituent Codes

Constituent Codes

Available Fields Valid Operations
Code R

Constituent Code A, D

Date From A, R, D

Date To A, R, D

Education Relationships

All Education Relationships
(Education/School Relationships;All Education Relationships)

Available Fields Valid Operations
Campus A, R,PR,D

Class of A, R,PR,D

Date entered AR, D

Date graduated AR, D

Date left AR, D

Degree AR, D

Education Attributes
(Education/School Relationships;All Education Relationships;Education Attributes)

Available Fields Valid Operations
Attributes A, D

Frat/Sorority A, R, PR,D

GPA A, R,PR, D

Known name A,R,PR,D

Major A, R

Major Comments A,R,PR,D

Minor A, R

Minor Comments A,R,PR,D

Notes A
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Available Fields Valid Operations
Primary alum info AR

School name AR

Status AR, D

Type AR D

Alumni Sponsor

(Education/School Relationships;All Education Relationships;Education Attributes;Alumni Sponsor)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,1/D,D
Description A, R
Athletics

(Education/School Relationships;All Education Relationships;Education Attributes;Athletics)

Available Fields

Valid Operations

Comments A, R,PR,D
Date AR 1/D,D
Description AR D
Awards

(Education/School Relationships;All Education Relationships;Education Attributes;Awards)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A,R,1/D,D
Description A,R,PR,D
Clubs

(Education/School Relationships;All Education Relationships;Education Attributes;Clubs)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,1/D,D
AR, D

Dorms/Housing

(Education/School Relationships;All Education Relationships;Education Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D

A, R, 1/D,D
AR, D
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Leadership Positions

(Education/School Relationships;All Education Relationships;Education Attributes;Leadership Positions)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,1/D,D
Description A R, PR, D

Reason Left?

(Education/School Relationships;All Education Relationships;Education Attributes;Reason Left?)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,1/D,D
Description A, R, D

Primary Alumni Education Relationships

Primary Alumni Education Relationships

Available Fields Valid Operations
Campus A, R,PR,D
Class of AR, PR,D
Date entered AR, D
Date graduated AR, D
Date left AR D
Degree AR, D
Frat/Sorority A, R, PR,D
GPA A, R,PR, D
Known name A,R,PR,D
Major A, R
Major Comments A,R,PR,D
Minor A, R
Minor Comments A,R,PR,D
Notes A

Primary alum info AR
School name AR
Status AR, D
Type A, R, D

Primary Alumni Attributes
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(Primary Alumni Education Relationships;Primary Alumni Attributes)

Available Fields

Valid Operations

Attributes

A, D

Alumni Sponsor

(Primary Alumni Education Relationships;Primary Alumni Attributes;Alumni Sponsor)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A,R,D,1/D
Description A, R
Athletics

(Primary Alumni Education Relationships;Primary Alumni Attributes;Athletics)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A, R,D,I/D
Description AR D
Awards

(Primary Alumni Education Relationships;Primary Alumni Attributes;Awards)

Available Fields

Valid Operations

Comments A,R,PR,D

Date A R,D,I/D

Description A,R,PR,D

Clubs

(Primary Alumni Education Relationships;Primary Alumni Attributes;Clubs)
Available Fields Valid Operations

Comments A, R,PR,D

Date A R,D,I/D

Description A, R, D

Dorms/Housing

(Primary Alumni Education Relationships;Primary Alumni Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
AR, D

Leadership Positions
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(Primary Alumni Education Relationships;Primary Alumni Attributes;Leadership Positions)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, PR,D

Reason Left?

(Primary Alumni Education Relationships;Primary Alumni Attributes;Reason Left?)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,D,I/D
Description A, R, D
Notepads

Notepads

Available Fields Valid Operations
Author A, R, PR
Date A, R
Description A,R,PR,D
Title A R,PR,D
Type AR

Preferred Addresses

Preferred Addresses

Available Fields

Valid Operations

Address lines
CART

City
Country
County
Date from
Date to
DPC

Info source
LOT

NZ City

NZ Suburb

Phone number

A, R, PR, D
A, R, PR,D
A, R, PR, D
AR D
AR, D
A,R,D,I/D
A,R,D,1/D
A, R, PR,D
AR, D
A R, PR,D
AR, D
AR, D
A, R,PR,D
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Available Fields

Valid Operations

Phone type
Region

Seasonal address
Seasonal from
Seasonal to
Send mail

State

Type

ZIP

AR

AR, D
AR

A R, PR,D
A, R, PR, D
AR

AR, D
AR

A, R,PR,D

Preferred Address Attributes

(Preferred Addresses;Preferred Address Attributes)

Available Fields

Valid Operations

Attributes

A, D

NCOA Confirmed?

(Preferred Addresses;Preferred Address Attributes;NCOA Confirmed?)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I/D
AR

Special Mailing Info

(Preferred Addresses;Preferred Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A R,D,I/D
Description AR, D
Prospects

Prospects

Available Fields

Valid Operations

Classification
Status

AR, D
AR, D
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Tributes

Tributes

Available Fields Valid Operations
Date from AR D
Date to AR, D
Default Fund AR, D
Description A,R,PR,D
Gifts may be given to this tribute A, R
Letter A, R, D
Notes A

Tribute Type AR

Volunteer Job Assignment

Volunteer Job Assignments

Available Fields Valid Operations
Category AR, D
Day A, R, D
Department A, R, D
End Date A R, D, I/D
End Time AR, PR,D
Letter Sent A, R

Letter Sent On A R, D, I/D
Location A,R,D
Notes A, R, PR
Position A,R,PR,D
Requested On A R, DI/D
Start Date A R, D, I/D
Start Time A,R,PR,D
Status A, R
Supervisor A,R,PR,D
Task AR D

Volunteer Type AR, D
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Volunteers

Volunteers

Available Fields Valid Operations
End Date AR, D

Reason Finished AR, PR,D

Start Date A, R, D

Status A, R

Volunteer Type AR, D

Globally Delete

Note: For information about creating a query of constituent records you want to delete from your database,
see the Query chapter of the Query & Export Guide.

By selecting Constituents on the General tab of Globally Delete Records, you can globally delete constituent
records. You can base the process on a number of filtering options, or you can create a query of all constituent
records you want to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table list the
options available for constituent records.

Filtering Options

are active constituents

are business relationships
are contacts

are employees

are event participants

are honor/memorials

are primary alumni

are solicitors

are spouses

have current memberships

have gifts

Education/School Information

You can globally add and globally change education/school information.
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Globally Add

The following table displays the type of education/school information you can add to records in The Raiser’s Edge
using Globally Add Records. The “Add” field options column displays what is selected in the Add field of the
Global Add screen; the Data Available column displays what you can add if you select the corresponding Add
field option.

“Add” field options Data Available

Education/School You can access the Global Add -
Education/School screen by clicking the
Education Information button on the Global
Add screen. From the Global Add -
Education/School screen, you can add an
education/school relationship to selected
constituent records. If on the Global Add -
Education/School screen, you mark Primary
alumni information, the information is
added as the constituent’s primary
education/school relationship (accessed by
clicking the Education button on the Bio 1
tab of the constituent record). If you do not
mark Primary alumni information, the
school is added as a relationship (accessed
by selecting the Relationships tab on the
constituent record).

Globally Change

The following tables display the type of education/school information you can change in The Raiser’s Edge using
Globally Change Records. You can globally change education/school information in constituent or individual
records.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

You can globally change education and school information in constituent and/or individual records.

Constituent Records

To globally change education information in your constituent records, from the Globally Change Records page,
click Constituent under the Constituent category. The Global Change - Constituent screen appears. The
Education/School Relationships field category appears in the Available Fields box.

Education/School Relationships
All Education Relationships
(Education/School Relationships;All Education Relationships)

Available Fields Valid Operations
Campus A, R, PR,D

Class of A, R, PR, D

Date entered AR, D

Date graduated AR, D
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Available Fields Valid Operations
Date left AR, D
Degree AR, D
Frat/Sorority A, R, PR,D
GPA A R,PR,D
Known name A,R,PR,D
Major A, R
Major Comments A,R,PR,D
Minor A, R
Minor Comments A,R,PR,D
Notes A

Primary alum info AR
School name AR
Status AR, D
Type AR, D

Valid Operations Key

Education Attributes
(Education/School Relationships;All Education Relationships;Education Attributes)

Available Fields Valid Operations
Attributes A,D

Alumni Sponsor
(Education/School Relationships;All Education Relationships;Education Attributes;Alumni Sponsor)

Available Fields Valid Operations

Comment A,R,PR,D

Date A,R,1/D,D

Description AR

Athletics

(Education/School Relationships;All Education Relationships;Education Attributes;Athletics)
Available Fields Valid Operations

Comment AR PR,D

Date A,R,1/D,D

Description A, R, D

Awards
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(Education/School Relationships;All Education Relationships;Education Attributes;Awards)

Available Fields Valid Operations
Comment A, R,PR,D

Date A, R,1/D,D
Description A,R,PR,D

Clubs

(Education/School Relationships;All Education Relationships;Education Attributes;Clubs)
Available Fields Valid Operations
Comment A, R,PR,D

Date AR 1/D,D
Description A, R, D
Dorms/Housing

(Education/School Relationships;All Education Relationships;Education Attributes;Dorms/Housing)

Available Fields Valid Operations
Comment A, R,PR,D

Date A,R,1/D,D
Description AR D

Leadership Positions

(Education/School Relationships;All Education Relationships;Education Attributes;Leadership Positions)

Available Fields Valid Operations
Comment A,R,PR,D
Date A, R, 1/D,D
Description A,R,PR,D

Reason Left?

(Education/School Relationships;All Education Relationships;Education Attributes;Reason Left?)

Available Fields Valid Operations
Comment A,R,PR,D

Date A, R, 1/D,D
Description A, R, D

Primary Alumni Education Relationships
Primary Alumni Education Relationships

Available Fields Valid Operations
Campus A, R,PR,D
Class of A, R, PR, D

Date entered AR, D
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Available Fields

Valid Operations

Date graduated
Date left

Degree
Frat/Sorority
GPA

Known name
Major

Major Comment
Minor

Minor Comment
Notes

Primary alum info
School name
Status

Type

AR, D
AR, D
AR D

A R, PR,D
A, R,PR,D
A, R, PR,D
AR

A, R, PR,D
AR

A, R,PR,D
A

AR

AR

AR, D
AR, D

Primary Alumni Attributes

(Education/School Relationships;Primary Alumni Attributes)

Available Fields

Valid Operations

Attributes

A, D

Alumni Sponsor

(Education/School Relationships;Primary Alumni Attributes;Alumni Sponsor)

Available Fields

Valid Operations

Comment A,R,PR,D
Date AR, D,I/D
Description A, R
Athletics

(Education/School Relationships;Primary Alumni Attributes;Athletics)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Awards
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(Education/School Relationships;Primary Alumni Attributes;Awards)

Available Fields

Valid Operations

Comment A, R,PR,D
Date A, R, D, I/D
Description A,R,PR,D
Clubs

(Education/School Relationships;Primary Alumni Attributes;Clubs)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR, D
A,R,D,I1/D
AR, D

Dorms/Housing

(Education/School Relationships;Primary Alumni Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Leadership Positions

(Education/School Relationships;Primary Alumni Attributes;Leadership Positions)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I1/D
A, R, PR,D

Reason Left?

(Education/School Relationships;Primary Alumni Attributes;Reason Left?)

Available Fields

Valid Operations

Comment
Date

Description

A R, PR,D
A,R,D,I/D
AR, D

Individual Records

To globally change education information in your individual records, from the Globally Change Records page, click
Individual under the Constituent category. The Global Change - Individual screen appears. The Education/School
Relationships field category appears in the Available Fields box.

Education/School Relationships
All Education Relationships
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(Education/School Relationships;All Education Relationships)

Available Fields Valid Operations
Campus A, R,PR,D
Class of A, R, PR, D
Date entered AR, D
Date graduated AR, D
Date left AR, D
Degree AR, D
Frat/Sorority A, R, PR,D
GPA A R,PR,D
Known name A,R,PR,D
Major A, R
Major Comment A,R,PR,D
Minor A, R
Minor Comment A, R, PR, D
Notes A

Primary alum info AR
School name AR
Status A, R, D
Type AR, D

Education Attributes
(Education/School Relationships;All Education Relationships;Education Attributes)

Available Fields Valid Operations
Attributes A, D

Alumni Sponsor

(Education/School Relationships;All Education Relationships;Education Attributes;Alumni Sponsor)

Available Fields Valid Operations

Comment A,R,PR,D

Date AR 1/D,D

Description A, R

Athletics

(Education/School Relationships;All Education Relationships;Education Attributes;Athletics)
Available Fields Valid Operations

Comment A,R,PR,D

Date AR 1/D,D

Description AR D
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Awards

(Education/School Relationships;All Education Relationships;Education Attributes;Awards)

Available Fields

Valid Operations

Comment A, R, PR, D
Date A, R,1/D,D
Description A,R,PR,D
Clubs

(Education/School Relationships;All Education Relationships;Education Attributes;Clubs)

Available Fields

Valid Operations

Comment
Date

Description

A, R,PR,D
A, R, 1/D,D
AR, D

Dorms/Housing

(Education/School Relationships;All Education Relationships;Education Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,1/D,D
AR, D

Leadership Positions

(Education/School Relationships;All Education Relationships;Education Attributes;Leadership Positions)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,1/D,D
A, R, PR,D

Reasons Left?

(Education/School Relationships;All Education Relationships;Education Attributes;Reasons Left?)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A, R, 1/D,D
AR, D

Primary Alumni Education Relationships
Primary Alumni Education Relationships
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(Education/School Relationships;Primary Alumni Education Relationships)

Available Fields Valid Operations
Campus A, R,PR,D
Class of A, R, PR, D
Date entered AR, D
Date graduated AR, D
Date left AR, D
Degree AR, D
Frat/Sorority A, R, PR,D
GPA A R,PR,D
Known name A,R,PR,D
Major A, R
Major Comments A,R,PR,D
Minor A, R
Minor Comments A,R,PR,D
Notes A

Primary alum info AR
School name AR
Status A, R, D
Type AR, D

Primary Alumni Attributes

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes)

Available Fields Valid Operations
Attributes A, D

Alumni Sponsor

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Alumni
Sponsor)

Available Fields Valid Operations

Comment A, R,PR,D

Date A,R,D,1/D

Description A, R

Athletics

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Athletics)
Available Fields Valid Operations

Comment A, R,PR,D

Date A,R,D,1/D

Description AR D
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Awards

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Awards)

Available Fields

Valid Operations

Comment A, R, PR, D
Date A, R,D,I/D
Description A,R,PR,D
Clubs

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Clubs)

Available Fields

Valid Operations

Comment A, R,PR,D
Date A, R, D, I/D
Description A, R, D
Dorms/Housing

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni

Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comment
Date

Description

A, R,PR,D
A,R,D,I/D
A,R.D

Leadership Positions

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Leadership

Positions)

Available Fields Valid Operations
Comment A, R,PR,D

Date A,R,D,1/D
Description A,R,PR,D

Reasons Left?

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Reasons

Left?)

Available Fields

Valid Operations

Comment A, R,PR,D
Date A, R,D,1/D
Description A, R, D
Email

Using Globally Add Records, you can send email messages to a group of constituents.
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Globally Add

In the following table the “Add” field options column displays what is selected in the Add field of the Global Add
screen; the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Email You can send an email message to all or
selected constituents. You compose your
email message on the Email Message
screen, which appears when you click the
Enter Email Now button on the Global Add
screen. The message is sent to selected
constituents who have a valid email address
entered in the Phones/Email/Links grid of
their constituent record.

Events

You can globally change and delete event information.

The event fields available for global change are arranged in the following categories: Event and Participant. The
specific fields available for global change are listed under each category.

Globally Change

The following tables display the type of event information you can change in The Raiser’s Edge using Globally
Change Records. You access this feature using the Event category on the Globally Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Event Records

To globally change event information, from the Globally Change Records page, click Event under the Event
category. The Global Change - Event screen appears.

Attributes
Event Attributes

Available Fields Valid Operations
Attributes A,D

Chairperson
(Event Attributes;Chairperson)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Event Locale
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(Event Attributes;Event Locale)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, PR,D

Event Success Rate

(Event Attributes;Event Success Rate)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
A, R, PR,D

Handicap Accessible?

(Event Attributes;Handicap Accessible?)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,D,1/D
Description A, R
Insurer

(Event Attributes;Insurer)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
A, R, PR,D

Prizes Donated
(Event Attributes;Prizes Donated)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I/D
AR, PR,D

Rain Location

(Event Attributes;Rain Location)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, PR,D
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Notepads
Event Notepads

Available Fields

Valid Operations

Author A, R, PR
Date A, R
Description A,R,PR,D
Title A R,PR,D
Type AR
Events

Events

Available Fields

Valid Operations

Capacity
Category
Description
End Date
End Time
Event ID
Goal
Group

Inactive

Itinerary description

Location Address
Location City
Location Name
Location Phone
Location State
Location ZIP
Name

Number invited
Start Date

Start Time

Type

AR 1/D,C S

AR

AR, PR,D,C S M
A,R,D,1/D,C, S, M
AR PR,D,C S M
C

A,R,D,1/D,C, S, M
AR D,CS M
AR

A, R PR,D,CS M
AR PR,D,CS M
AR PR,D,C S M
AR PR,D,C S M
A, R,PR,D,C S M
AR D,CS M

A, R, PR,D,C S M
AR PR,CS

AR 1/D,C S
A,R,D,1/D,C, S, M
AR PR,D,CS M
AR D,CS M

Participant Records

To globally change event participant information, from the Globally Change Records page, click Participant under
the Event category. The Global Change - Participant screen appears.
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Attributes

Participant Attributes

Available Fields

Valid Operations

Attributes

A, D

Dietary Preference

(Participant Attributes;Dietary Preference)

Available Fields

Valid Operations

Comments A, R,PR,D
Date AR, D,I/D
Description A, R, D
Handicap

(Participant Attributes;Dietary Preference;Handicap)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
A,R,D,I/D

Partner Request

(Participant Attributes;Dietary Preference;Partner Request)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
A, R, PR,D

Seating Requests

(Participant Attributes;Dietary Preference;Seating Requests)

Available Fields Valid Operations
Comments A,R,PR,D

Date A, R,D,I/D
Description AR, PR,D

Shirt Size

(Participant Attributes;Dietary Preference;Shirt Size)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, PR,D

Shoe Size
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(Participant Attributes;Dietary Preference;Shoe Size)

Available Fields

Valid Operations

Comments A, R,PR,D
Date AR, D,I/D
Description A,R,PR,D
Source

(Participant Attributes;Dietary Preference;Source)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
A, R, PR,D

Special Requests

(Participant Attributes;Dietary Preference;Special Requests)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Participants
Participants

Available Fields

Valid Operations

Attended

Do not seat
Invitation
Invite Date
Notes
Participation
Registration
Registration Date
Response
Response Date
Solicitor
Status

AR
AR
AR
AR, D
A R, PR,D
AR, D
AR
AR, D
AR, D
AR, D
AR, D
AR, D

Globally Delete

Note: For information about creating a query of event records you want to delete from your database, see the

Query chapter of the Query & Export Guide.
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By selecting Events on the General tab of Globally Delete Records, you can globally delete events. You can base
the process on a number of filtering options, or you can create a query of all events you want to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for event records.

Filtering Options

are active

have actions
have jobs

have participants

Delete events with these dates (enter Start date and End date)

Funds

You can globally change fund information.

Globally Change

The following tables display the type of fund information you can change in The Raiser’s Edge using Globally
Change Records. You access this feature using the Fund category on the Globally Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Attributes
Fund Attributes

Available Fields Valid Operations
Attributes A, D

Restrictions
(Fund Attributes;Restrictions)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R,D,1/D
Description A,R,PR,D
Funds

Funds

Available Fields

Valid Operations

Appeal ID A D

Campaign ID A D

End date A,R, D, 1/D,C, S, M
Fund category AR DC S, M
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Available Fields

Valid Operations

Fund is inactive
Fund Type

Limit Appeals
Limit Campaigns
Notes

Overall goal
Restricted

Start date

AR

AR D,CS M
AR

AR

A

A,R,D,1/D,C, S, M
AR
A,R,D,1/D,C S, M

Gifts

You can globally change and delete gift information.

Globally Change

The following tables display the type of gift information you can change in The Raiser’s Edge using Globally
Change Records. You access this feature using the Gift category on the Globally Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Attributes
Gift Attributes

Available Fields
Attributes

Valid Operations
A,D

Adopt An Animal
(Gift Attributes;Adopt An Animal)

Available Fields Valid Operations

Comments A, R,PR,D
Date A, R,D,1/D
Description AR D
Auction ID

(Gift Attributes;Auction ID)

Available Fields Valid Operations

Comments A,R,PR,D
Date A R,D,I/D
Description A,R,PR,D

Auction Item
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(Gift Attributes;Auction ltem)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,D,1/D
Description A,R,PR,D
Beneficiary

(Gift Attributes;Beneficiary)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
A, R, PR,D

Check routing
(Gift Attributes;Check routing)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
A, R, PR,D

Declared Value
(Gift Attributes;Declared Value)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
A,R,D,I1/D

Deposit Date
(Gift Attributes;Deposit Date)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A, R,D,I/D
Description A, R, D, I/D
Donated By

(Gift Attributes;Donated By)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR
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Donor Designation
(Gift Attributes;Donor Designation)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,I/D
Description A, R, D

Gift transfer date
(Gift Attributes;Gift transfer date)

Available Fields Valid Operations
Comments A, R,PR,D
Date AR D,I/D
Description A, R, D, I/D

Gift-in-Kind Type
(Gift Attributes;Gift-in-Kind Type)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Item Number
(Gift Attributes;ltem Number)

Available Fields Valid Operations
Comments A, R,PR,D
Date AR, D,I/D
Description A R, D, I/D

Named Giving Opp
(Gift Attributes;Named Giving Opp)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,I/D
Description AR D

Purchased By
(Gift Attributes;Purchased By)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,1/D

Description A, R
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Remainderman Fund

(Gift Attributes;Remainderman Fund)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
A, R, PR,D

Reminder Sent
(Gift Attributes;Reminder Sent)

Available Fields

Valid Operations

Comments A, R,PR,D
Date AR, D,I/D
Description A, R

Sold On

(Gift Attributes;Sold On)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R,D,1/D
Description A, R, D, I/D
Source

(Gift Attributes;Source)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Gift Benefits
Gift Benefits

Available Fields

Valid Operations

Comments

Count

Description

Include benefit notes on receipt
Sent

Unit Cost

A R, PR,D
A,R,D,I/D

AR, PR,D,C S M
AR

AR, D

A, R, 1/D
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Gifts
Gifts

Available Fields

Valid Operations

Acknowledge
Acknowledge date
Amount

Amount bills
Amount coins
Anonymous
Appeal ID
Authorization code
Bank

Campaign ID
Cardholder name
Check date

Check number
Constituency
Credit card expires

Credit card number *(see note
below)

Credit card type
Date

Direct debit received
EFT

Fund ID

Gift code

Gift status date
Letter code
Membership amount to apply
Pay method

Post date

Post status
Prenotification units
Receipt

Receipt amount
Receipt date

Receipt number

Reference

AR

AR D,CS M
A,R,1/D,C S
A,R,1/D,C, S

A, R 1/D,C, S

AR

AR, D

AR, PR,D,C S M
D

AR, D

AR PR,D,C S M
AR D,CS M
AR PR,D,C S M
AR D,CS M
AR D,CS M

A, R, PR,D,C S M

D

A, R 1/D,C, S

AR

AR

AR

AR DCS M
AR DCS M
A,RD,C S, M

A, R, 1/D

AR

A, R, 1/D,C,S

AR

A,R,DI/D,C S, M
AR

AR 1/D,C S

AR D,CS M
A,R,D,1/D,C, S, M
AR, PR,D,C S M
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Available Fields Valid Operations
Reference date AR D,C S M
Reference number A,R,PR,D,C, S M
Registration fees amount to apply A, R, /D

Sale of stock date AR D I/D,C S, M
Send prenotification AR

Send reminders AR

Solicitor A, D

Status A, R

Stock issuer AR, PR, D,CS, M
Stock sale broker fee AR, 1I/D,C, S
Stock sale notes AR PR, D,C S, M
Stock sale post date AR DI/D,C S, M
Stock sale post status AR

Subtype AR, D,C,S M

*Security settings determine ability to import this information. For more information, see the Security chapter in
the Configuration & Security Guide.

Honor/Memorials

Honor/Memorials

Available Fields Valid Operations
Acknowledge AR

Tribute Type AR, D

Notes

Notepads

Available Fields Valid Operations
Author A, R, PR

Date A, R

Description A,R,PR,D

Title A, R, PR,D

Type AR

Globally Delete

Note: For information about creating a query of gift records you want to delete from your database, see the
Query chapter of the Query & Export Guide.

By selecting Gifts on the General tab of Globally Delete Records, you can globally delete gift records. You can
base the process on a number of filtering options, or you can create a query of all gifts you want to delete.
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All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for gift records.

Filtering Options

are acknowledged

are linked to an event

are linked to an honor/memorial
are linked to a membership

are linked to a proposal

are posted

are receipted

are recurring gifts with transactions
are sold stock/property

are split between funds

have adjustments applied

have a matching gift pledge

have pledge payments applied
have soft credits

have write-offs applied

Delete gifts with these dates (Gift date, Gift added)

Individual Constituent Record

You can globally change most information contained on an individual constituent record.

Globally Change

The following tables display the type of individual constituent record information you can change in The Raiser’s
Edge using Globally Change Records. You access this feature by clicking Individual under the Constituent
category on the Globally Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Addressee/Salutations

Addressee/Salutations

Available Fields Valid Operations
Add/Sal ID AR
Add/Sal Type AR
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Aliases

Aliases

Available Fields Valid Operations
Alias Name A, R, PR

Alias Type AR, D
Addresses

All Addresses

Available Fields Valid Operations
Address lines A,R,PR,D
CART A,R,PR,D
City A, R, PR, D
Country AR, D
County AR, D
Date from A, R, D, /D,
Date to A R, D, I/D
DPC A,R,PR,D
Info source AR D
LOT A, R, PR,D
NZ City A, R, D

NZ Suburb AR, D
Phone number A, R, PR, D
Phone type A, R
Region A, R, D
Seasonal address AR
Seasonal from A,R,PR,D
Seasonal to A,R,PR,D
Send mail AR

State A, R, D
Type AR

ZIP A,R,PR,D

All Address Attributes
(All Addresses;All Address Attributes)

Available Fields Valid Operations
Attributes A,D

NCOA Confirmed?
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(All Addresses;All Address Attributes;NCOA Confirmed?)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R

Special Mailing Info
(All Addresses;All Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Assigned Solicitor Relationships

Assigned Solicitor Relationships

Available Fields Valid Operations
Amount A,R,D,1/D
Assigned Solicitors A, D

Campaign ID A, R, D

Date From A, R, D

Date To A, R, D

Fund ID AR, D

Notes A

Solicitor Type AR, D
Biographical

Biographical

Available Fields Valid Operations
Birth date AR DC S, M
Birthplace AR, PR,D,C, S, M

Constituent gives anonymously AR

Constituent has no valid addresses A, R

Constituent ID D, C, M
Constituent is honor/memorial AR
Constituent is inactive A, R
Constituent is solicitor AR
Deceased AR

Deceased Date AR ,DC S, M
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Available Fields

Valid Operations

Ethnicity

First Name

Gender

Income

Last Name

Maiden name
Marital status
Middle Name

Name

Nickname

Primary Addressee ID
Primary Salutation ID
Receipt type

Religion

Requests no email
SSN(US) * (see note below)
Solicit code

Suffix 1

Suffix 2

Target

Title 1

Title 2

AR D,CS M

A R, PR,D,CS M
AR, D

AR DCS M
AR PRCS

AR, PR,D,C S M
AR D,CS M

A R, PR,D,CS M
c

AR PR,D,C S M
AR, D

AR, D

AR, D

AR DCS M
AR

D,C,M

A D

AR D,CS M
AR D,CS M
AR D,CS M
AR DCS M
AR DCS M

*Security settings determine ability to import this information. For more information, see the Security chapter in the

Configuration & Security Guide.

Constituent Appeals

Constituent Appeals

Available Fields

Valid Operations

Appeal
Comments
Date

Response

AR

A, R, PR,D
A, R, D, /D,
AR, D

Constituent Attributes

Constituent Attributes

Available Fields

Valid Operations

Attributes

A, D
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# of Family Members
(Constituent Attributes;# of Family Members)

Available Fields Valid Operations
Comments A,R,PR,D
Date AR D,I/D
Description A, R, D, I/D

Anniversary

(Constituent Attributes;Anniversary)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description A, R, D, I/D
Availability

(Constituent Attributes;Availability)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description A, R, D

Business Hours

(Constituent Attributes;Business Hours)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Closing Codes
(Constituent Attributes;Closing Codes)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR, D,I/D
Description AR D
Committees

(Constituent Attributes;Committees)

Available Fields Valid Operations
Comments A,R,PR,D

Date A, R,D,I/D

Description A, R, D
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Dietary Preference

(Constituent Attributes;Dietary Preference)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,I/D
Description A, R, D

Donor Category
(Constituent Attributes;Donor Category)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,1/D
Description A,R,PR,D
Inactive

(Constituent Attributes;Inactive)

Available Fields Valid Operations
Comments A, R,PR,D

Date A, R,D,1/D
Description A, R, D

Interests

(Constituent Attributes;Interests)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description AR D

Organization Type
(Constituent Attributes;Organization Type)

Available Fields Valid Operations
Comments A,R,PR,D

Date AR, D,I/D
Description AR D

Origin

(Constituent Attributes;Origin)

Available Fields Valid Operations
Comments A,R,PR,D

Date A R,DI/D

Description A, R, D




170 CHAPTER

Retirement Date

(Constituent Attributes;Retirement Date)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
A,R,D,I/D

Special Mailing Types

(Constituent Attributes;Special Mailing Types)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R, D, I/D
Description A, R, D
Staff Manager

(Constituent Attributes;Staff Manager)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I1/D
AR

Constituent Codes

Constituent Codes

Available Fields

Valid Operations

Code
Constituent Code
Date From

Date To

R

A D
AR, D
AR, D

Education/School Relationships

All Education Relationships

(Education/School Relationships;All Education Relationships)

Available Fields

Valid Operations

Campus

Class of

Date entered
Date graduated
Date left

Degree

A, R, PR, D
A R, PR, D
AR, D
AR, D
AR, D
AR D




FIELDS YOU CAN GLOBALLY ADD, DELETE, & CHANGE 17

Education Attributes
(Education/School Relationships;All Education Relationships;Education Attributes)

Available Fields Valid Operations
Attributes A,D
Frat/Sorority A, R,PR,D
GPA A R,PR,D
Known name A,R,PR,D
Major AR
Major Comments A,R,PR,D
Minor A, R
Minor Comments A,R,PR,D
Notes A

Primary alum info AR
School name AR
Status AR, D
Type A, R, D

Alumni Sponsor

(Education/School Relationships;All Education Relationships;Education Attributes;Alumni Sponsor)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR 1/D,D
Description A, R

Athletics

(Education/School Relationships;All Education Relationships;Education Attributes;Athletics)
Available Fields Valid Operations
Comments A,R,PR,D

Date AR 1/D,D
Description AR D

Awards

(Education/School Relationships;All Education Relationships;Education Attributes;Awards)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,1/D,D
Description A,R,PR,D

Clubs
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(Education/School Relationships;All Education Relationships;Education Attributes;Clubs)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A, R, 1/D,D
AR, D

Dorms/Housing

(Education/School Relationships;All Education Relationships;Education Attributes;Dorms/Housing)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,1/D,D
Description A, R, D

Leadership Positions

(Education/School Relationships;All Education Relationships;Education Attributes;Leadership Positions)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,1/D,D
Description A,R,PR,D

Reason Left?

(Education/School Relationships;All Education Relationships;Education Attributes;Reason Left?)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,1/D,D
AR, D

Primary Alumni Education Relationships

(Education/School Relationships;Primary Alumni Education Relationships)

Available Fields

Valid Operations

Campus

Class of

Date entered
Date graduated
Date left
Degree
Frat/Sorority
GPA

Known name

Major

A, R,PR,D
A, R,PR,D
AR, D
AR, D
AR, D
AR D

A, R, PR,D
A R,PR,D
AR PR,D
AR
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Available Fields

Valid Operations

Major Comments
Minor
Minor Comments
Notes

Primary alum info

A R, PR,D
AR

AR, PR,D
A

AR

Primary Alumni Attributes

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes)

Available Fields

Valid Operations

Attributes
School name

Status
Type

A, D
AR
AR, D
AR, D

Alumni Sponsor

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Alumni

Sponsor)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,1/D
Description A, R

Athletics

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Athletics)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A R,D,I/D
Description AR, D
Awards

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Awards)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
A, R, PR,D

Clubs
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(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Clubs)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Dorms/Housing

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni
Attributes;Dorms/Housing)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Leadership Positions

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Leadership
Positions)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Reason Left?

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes;Reason Left)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Notes

Notepads

Available Fields Valid Operations
Author A R, PR

Date A, R

Description A,R,PR,D

Title A R PR,D

Type AR
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Preferred Addresses

Preferred Addresses

Available Fields

Valid Operations

Address lines
CART

City

Country
County

Date from
Date to

DPC

Info source
LOT

NZ City

NZ Suburb
Phone number
Phone type
Region
Seasonal address
Seasonal from
Seasonal to
Send mail
State

Type

ZIP

A, R,PR,D
A, R, PR,D
A, R, PR, D
AR, D
AR D
A,R,D,I/D
A, R D, I/D
A, R,PR,D
AR, D

A, R,PR,D
AR, D
AR, D

A, R, PR,D
AR

AR, D
AR

A, R,PR,D
A, R,PR,D
AR

AR, D
AR

A, R, PR, D

Preferred Address Attributes

(Preferred Addresses;Preferred Address Attributes)

Available Fields

Valid Operations

Attributes

A, D

NCOA Confirmed?

(Preferred Addresses;Preferred Address Attributes;NCOA Confirmed?)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I1/D
AR

Special Mailing Info
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(Preferred Addresses;Preferred Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R, D, I/D
Description A, R, D
Prospects

Prospects

Available Fields

Valid Operations

Classification
Status

AR, D
AR, D

Tributes

Tributes

Available Fields

Valid Operations

Date from
Date to
Default Fund

Description

Gifts may be given to this tribute

Letter
Notes

Tribute Type

AR, D
AR, D
AR, D

A, R,PR,D
AR

AR, D

A

AR

Volunteer Job Assignments

Volunteer Job Assignments

Available Fields

Valid Operations

Category

Day
Department
End Date

End Time
Letter Sent
Letter Sent On
Location
Notes

Position

AR, D
AR, D
AR D
A,R,D,I/D
A, R,PR,D
AR
A,R,D,I1/D
AR D

A, R, PR

A, R, PR,D
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Available Fields

Valid Operations

Requested On A R, DI/D
Start Date A R, D, I/D
Start Time A,R,PR,D
Status A, R
Supervisor A,R,PR,D
Task AR, D
Volunteer Type AR, D
Volunteers

Volunteers

Available Fields

Valid Operations

End Date AR, D
Reason Finished A, R, PR,D
Start Date A, R, D
Status A, R
Volunteer Type AR, D

Jobs

You can globally change and delete volunteer job assignments.

Globally Change

The following tables display the type of volunteer job information you can change in The Raiser’s Edge using
Globally Change Records. You access this feature by clicking Job under the Job category on the Globally Change
Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Attributes
Job Attributes

Available Fields Valid Operations
Attributes A, D

Education Level
(Job Attributes;Education Level)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R,D,1/D
Description AR D
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Location Type

(Job Attributes;Location Type)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A, R,D,I/D
Description A,R,PR,D
Jobs

Jobs

Available Fields

Valid Operations

Allow Mandate
Assignment interest
Category
Checklist item
Completed
Description
End Date

Job

Minimum Age
Position

Start Date
Volunteer Type

AR

AR, D

AR DCS M
AR, D

AR

A, R, PR,D,CS M
A,R,D,1/D,C, S, M
A, R, PRC,S
A,R,D,I/D,C, S, M
AR PR,D,C S M
A,R,D,1/D,C, S, M
AR, D,CS M

Globally Delete

Note: For information about creating a query of jobs you want to delete from your database, see the Query
chapter of the Query & Export Guide.

By selecting Volunteer Job Assignments on the General tab of Globally Delete Records, you can globally delete
volunteer job assignments. You can base the process on a number of filtering options, or you can create a query
of all jobs you want to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for jobs.

Filtering Options
Start date (date)
End date (date)
Date added (date)
Status
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Memberships

You can globally add, globally change, and globally delete membership information.

Globally Add

The following table displays the type of membership information you can add to records in The Raiser’s Edge
using Globally Add Records. The “Add” field options column displays what is selected in the Add field of the
Global Add screen; the Data Available column displays what you can add if you select the corresponding Add
field option.

“Add” field options Data Available

Membership You can access the Global Add -
Membership screen by clicking the
Membership Information button on the
Global Add screen. From the Global Add -
Membership screen, you can add
membership information, including
category, dues amount, expiration
information, membership cards needed, and
more to all selected constituent records. The
information is added to the Membership tab
of the constituent record.

Globally Change

The following tables display the type of membership information you can change in The Raiser’s Edge using
Globally Change Records. You access this feature by clicking Membership under the Membership category on
the Globally Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Attributes
Membership Attributes

Available Fields Valid Operations
Attributes A,D

Valid Operations Key

# Day Passes
(Membership Attributes;# Day Passes)

Available Fields Valid Operations
Comment A, R,PR,D
Date AR, D,I/D
Description A, R, D, I/D

Exhibit Interests
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(Membership Attributes;Exhibit Interests)

Available Fields

Valid Operations

Comment A, R,PR,D
Date A,R,D,1/D
Description A, R, D
Holiday Gift?

(Membership Attributes;Holiday Gift)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR, D
A,R,D,I1/D
AR,

Membership Sponsor

(Membership Attributes;Membership Sponsor)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I/D
AR

Purchase Location

(Membership Attributes;Purchase Location)

Available Fields

Valid Operations

Comment
Date

Description

A, R, PR,D
A,R,D,I1/D
AR, D

Membership Benefits

Membership Benefits

Available Fields

Valid Operations

Benefits Notes
Comments
Count

Send Benefits To
Sent

Unit Cost

Waive Benefits

A

A, R, PR,D
A,R,D,I/D
AR

AR, D

A, R, 1/D
AR

Valid Operations Key
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Memberships

Memberships

Available Fields

Valid Operations

Category

Dues

Expires on

Lifetime membership
Notes

Print Renewals
Program
Subcategory

Transaction date

AR
A,R,D,I/D
A,R,D,I1/D
AR

A

AR

AR, D
AR, D

A, R, 1/D

Globally Delete

Note: For information about creating a query of membership records you want to delete from your database,
see the Query chapter of the Query & Export Guide.

By selecting Memberships on the General tab of Globally Delete Records, you can globally delete memberships.
You can base the process on a number of filtering options, or you can create a query of all memberships you want

to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for membership records.

Filtering Options

Current membership lapsed (date)

Membership expires (date)

Membership category

Membership sub-category

Membership program

Do not delete lifetime memberships (yes;no)

Do not delete memberships linked to gifts (yes;no)

Notes

You can globally add, globally change, and globally delete notes.
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Globally Add

The following table displays the type of note information you can add to records in The Raiser’s Edge using
Globally Add Records. The Record Type column displays the type of record to which you can add a note; the Data
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Available column displays what exactly you can add.

Record Type Data Available

Actions To globally add notes to existing action
records, from the Global Add screen, select
“Notepad” in the Add field. Click the Include
button and select “All Actions” to add this
note to all action records in your database.
To add the note to selected records, select
“Selected” and select the action query you
want to use. To create the note, click the
Notepad Information button on the Global
Add screen. The Notepad screen appears,
and you can add date, type, description,
title, and author information along with the
new note. The information is added to the
Notes tab of the action record.

Constituents To globally add notes to existing constituent
records, from the Global Add screen, select
“Notepad” in the Add field. Click the Include
button and select “All Constituents” to add
this note to all constituent records in your
database. To add the note to selected
records, select “Selected” and select the
constituent query you want to use. To create
the note, click the Notepad Information
button on the Global Add screen. The
Notepad screen appears, and you can add
date, type, description, title, and author
information along with the new note. The
information is added to the Notes tab of the
constituent record.
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Record Type

Data Available

Events

Gifts

Proposal

To globally add notes to existing event
records, from the Global Add screen, select
“Notepad” in the Add field. Click the Include
button and select “All Events” to add this
note to all event records in your database.
To add the note to selected records, select
“Selected” and select the event query you
want to use. To create the note, click the
Notepad Information button on the Global
Add screen. The Notepad screen appears,
and you can add date, type, description,
title, and author information along with the
new note. The information is added to the
Notes tab of the event record.

To globally add notes to existing gift records,
from the Global Add screen, select
“Notepad” in the Add field. Click the Include
button and select “All Gifts” to add this note
to all gift records in your database. To add
the note to selected records, select
“Selected” and select the gift query you
want to use. To create the note, click the
Notepad Information button on the Global
Add screen. The Notepad screen appears,
and you can add date, type, description,
title, and author information along with the
new note. The information is added to the
Notes tab of the gift record.

To globally add notes to existing proposal
records, from the Global Add screen, select
“Notepad” in the Add field. Click the Include
button and select “All Proposals” to add this
note to all proposal records in your
database. To add the note to selected
records, select “Selected” and select the
proposal query you want to use. To create
the note, click the Notepad Information
button on the Global Add screen. The
Notepad screen appears, and you can add
date, type, description, title, and author
information along with the new note. The
information is added to the Notes tab of the
proposal record.
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Globally Change
You can globally change notes in a number of areas in The Raiser’s Edge. The following tables display the type of
note information you can change.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

You access this feature in various locations in Globally Change Records, depending on the area of the program in
which you want to change note information. For example, if you want to change notes in your action records, you
must open the Action category on the Globally Change Records page. The Action Notepad field category appears
in the Available Fields box on the Global Change - Action screen.

Action Records

To globally change action notes, from the Globally Change Records page, click Action under the Action category.
The Global Change - Action screen appears. The Action notepads field category appears in the Available Fields
box.

Notes
Action Notepads

Available Fields Valid Operations
Author A, R, PR, D

Date A, R

Description A,R,PR,D

Title A R,PR,D

Type AR

Constituent Records

To globally change constituent notes, from the Globally Change Records page, click Constituent under the
Constituent category. The Global Change - Constituent screen appears. The Notepads field category appears in
the Available Fields box.

Notes

Notepads

Available Fields Valid Operations
Author A, R, PR

Date A, R

Description A,R,PR,D

Title A,R,PR,D

Type AR

Event Records

To globally change event notes, from the Globally Change Records page, click Event under the Event category.
The Global Change - Event screen appears. The Event Notepads field category appears in the Available Fields box.
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Notes
Event Notepads

Available Fields

Valid Operations

Author
Date
Description
Title

Type

A, R, PR
AR

A, R,PR,D
A, R,PR,D
AR

Valid Operations Key

Gift Records

To globally change gift notes, from the Globally Change Records page, click Gift under the Gift category. The
Global Change - Gift screen appears. The Notepads field category appears in the Available Fields box.

Notes

Notepads

Available Fields Valid Operations
Author A, R, PR

Date A, R

Description A,R,PR,D

Title A,R,PR,D

Type AR

Individual Records

To globally change individual constituent notes, from the Globally Change Records page, click Individual under
the Constituent category. The Global Change - Individual screen appears. The Notepads field category appears in
the Available Fields box.

Notes

Notepads

Available Fields Valid Operations
Author A, R, PR

Date A, R

Description A,R,PR,D

Title A R PR,D

Type AR

Valid Operations Key
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Organization Records

To globally change organization constituent notes, from the Globally Change Records page, click Organization
under the Constituent category. The Global Change - Organization screen appears. The Notepads field category
appears in the Available Fields box.

Notes

Notepads

Available Fields Valid Operations
Author A, R, PR

Date A, R

Description A,R,PR,D

Title A, R, PR,D

Type AR

Proposal Records

To globally change notes entered on a proposal record. From the Globally Change Records page, click Proposal
under the Constituent category. The Global Change - Proposal screen appears. The Proposal notepads field
category appears in the Available Fields box.

Notes
Proposal Notepads

Available Fields Valid Operations
Author AR, PR,D

Date A, R

Description A,R,PR,D

Title A, R, PR,D

Type AR

Globally Delete

You can globally delete notes in action, constituent, event, gift, and proposal records.

Action Records

By selecting Notepads - Actions on the General tab of Globally Delete Records, you can globally delete notes
from action records. You can base the process on a number of filtering options, or you can create a query of all
action records you want to include.

Note: For information about creating a query, see the Query chapter of the Query & Export Guide.
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All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for action record notes.

Filtering Options

Email

Appeal Action Notes
Constituent Contact Notes
Event Action Notes
Finance Notes
Location Notes
Lunch Meeting Notes
Mailing Notes

Media Notes
Meeting Notes
Proposal Notes
Prospect Notes

RE 7 Conversion
Solicitor Notes

Visit Notes

Volunteer Notes
Note date (date)
Note added (date)

Constituent Records

By selecting Notepads - Constituents on the General tab of Globally Delete Records, you can globally delete
notes from constituent records. You can base the process on a number of filtering options, or you can create a
query of all constituent records you want to include.

Note: For information about creating a query, see the Query chapter of the Query & Export Guide.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for constituent record notes.

Filtering Options

Address Changes
Alumni Notes
Biographical
Capital Campaign
Career
Confidential
Director’s Notes

Financial




FIELDS YOU CAN GLOBALLY ADD, DELETE, & CHANGE 18

Filtering Options

Personal

Planned Giving
Possible Solicitations
Prospect

Source

Note date (date)
Note added (date)

Event Records

By selecting Notepads - Events on the General tab of Globally Delete Records, you can globally delete notes from
event records. You can base the process on a number of filtering options, or you can create a query of all event
records you want to include.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for event record notes.

Filtering Options

Agenda

Alternate Location Information
Location Notes

Participant Notes

Prospect Notes

Volunteer Notes

Note date (date)

Note added (date)

Gift Records

By selecting Notepads - Gifts on the General tab of Globally Delete Records, you can globally delete notes from
gift records. You can base the process on a number of filtering options, or you can create a query of all gift
records you want to include.

Note: For information about creating a query, see the Query chapter of the Query & Export Guide.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for gift record notes.

Filtering Options

Catalog Description
Event Information
Large Donation
Payroll Giving
Planned Giving
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Filtering Options

Property
RE 7.0 Gift Conversion

Solicitation Information

Proposal Records

By selecting Notepads - Proposals on the General tab of Globally Delete Records, you can globally delete notes
from proposal records. You can base the process on a number of filtering options, or you can create a query of all
proposal records you want to include.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for proposal record notes.

Filtering Options

RE 7 Conversion

Organization

You can globally change organization information.

Globally Change

The following tables display the type of organization information you can change in The Raiser’s Edge using
Globally Change Records. You access this feature by clicking Organization under the Constituent category on the
Globally Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Aliases

Aliases

Available Fields Valid Operations
Alias Name A, R, PR

Alias Type AR, D
Addresses

All Addresses

Available Fields Valid Operations
Address lines A,R,PR,D

CART A,R,PR,D

City A, R, PR, D
Country AR, D

County AR, D

Date from A,R, D, 1/D,
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Available Fields

Valid Operations

Date to

DPC

Info source
LOT

NZ City

NZ Suburb
Phone number
Phone type
Region
Seasonal address
Seasonal from
Seasonal to
Send mail
State

Type

ZIP

A,R,D,1/D
A, R,PR,D
AR, D

A R, PR, D
AR, D
AR, D

A, R,PR,D
AR

AR D
AR

A, R, PR,D
A, R, PR, D
AR

AR, D
AR

A, R, PR, D

All Address Attributes

(All Addresses;All Address Attributes)

Available Fields

Valid Operations

Attributes

A, D

NCOA Confirmed?

(All Addresses;All Address Attributes;NCOA Confirmed?)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR

Special Mailing Info

(All Addresses;All Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I/D
AR, D
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Assigned Solicitor Relationships

Assigned Solicitor Relationships

Available Fields Valid Operations
Amount A,R,D,I/D
Assigned Solicitors A, D

Campaign ID AR D

Date From A, R, D

Date To A, R, D

Fund ID A R,D

Notes A

Solicitor Type AR, D

Biographical
Biographical

Available Fields

Valid Operations

Constituent gives anonymously

Constituent has no valid addresses

Constituent ID

Constituent is honor/memorial

Constituent is inactive
Constituent is solicitor
Fiscal Year Starts
Income

Industry

Match Notes
Matching Factor

Max Match Annual
Max Match Per gift
Max Match Total

Min Match Annual
Min Match Per Gift
Min Match Total
Number of employees
Number of subsidiaries
Org matches Gifts

Org Name

Receipt type

AR

AR

D,C,M

AR

AR

AR

AR PR,D,C S M
AR DCS M
AR, D,CS M

A, R,PR,D,C S M
A, R PR,D,CS M
A,R,D,1/D,C,S, M
AR D, 1/D,C,S, M
A,R D, I/D,C,S, M
A,R D, 1/D,C, S, M
A,R,D,I/D,C, S, M
A,R,D,1/D,C, S, M
A,R,D,1/D,C,S, M
A,R D, 1/D,C, S, M
AR

AR PRCS

AR, D
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Available Fields

Valid Operations

Requests no email
Solicit Code
Target

AR
A, D
AR DCS M

Constituent Appeals

Constituent Appeals

Available Fields

Valid Operations

Appeal
Comments
Date

Response

A, R, PR

A R, PR, D
A, R, D, 1/D,
AR, D

Constituent Attributes

Constituent Attributes

Available Fields

Valid Operations

Attributes

A, D

# of Family Members

(Constituent Attributes;# of Family Members)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I/D
A,R,D,I/D

Anniversary

(Constituent Attributes;Anniversary)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R,D,I/D
Description A, R, D, I/D
Availability

(Constituent Attributes;Availability)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
AR, D

Business Hours
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(Constituent Attributes;Business Hours)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, PR,D

Closing Codes

(Constituent Attributes;Closing Codes)

Available Fields

Valid Operations

Comments A, R,PR,D
Date AR, D,I/D
Description A, R, D
Committees

(Constituent Attributes;Committees)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D

Dietary Preference

(Constituent Attributes;Dietary Preference)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
AR, D

Donor Category

(Constituent Attributes;Donor Category)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A, R,D,I/D
Description A,R,PR,D
Inactive

(Constituent Attributes;Inactive)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR, D
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Interests

(Constituent Attributes;Interests)

Available Fields Valid Operations
Comments A R,PR,D

Date AR D,I/D
Description AR, D

Organization Type
(Constituent Attributes;Organization Type)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR D,I/D
Description A, R, D

Origin

(Constituent Attributes;Origin)

Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description A, R, D

Retirement Date

(Constituent Attributes;Retirement Date)

Available Fields Valid Operations
Comments A, R,PR,D
Date AR, D,I/D
Description A R, D, I/D

Special Mailing Types
(Constituent Attributes;Special Mailing Types)

Available Fields Valid Operations
Comments A,R,PR,D

Date A R,D,I/D
Description AR D

Staff Manager

(Constituent Attributes;Staff Manager)

Available Fields Valid Operations
Comments A,R,PR,D

Date A, R,D,I/D

Description A, R




196 CHAPTER

Constituent Codes

Constituent Codes

Available Fields

Valid Operations

Code

R

Constituent Code A, D

Date From A, R, D
Date To AR, D
Notes

Notepads

Available Fields Valid Operations
Author A, R, PR
Date A, R
Description A,R,PR,D
Title A R,PR,D
Type AR

Preferred Addresses

Preferred Addresses

Available Fields

Valid Operations

Address lines
CART

City

Country
County

Date from
Date to

DPC

Info source
LOT

NZ City

NZ Suburb
Phone number
Phone type
Region
Seasonal Address

Seasonal From

A, R, PR, D
A, R, PR,D
A, R, PR, D
AR D
AR D
A,R,D,I/D
A,R,D,I1/D
A, R, PR,D
AR, D

A R, PR,D
AR, D
AR, D

A, R, PR, D
AR

AR, D
AR

A, R, PR, D
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Available Fields

Valid Operations

Seasonal To
Send Mail
State

Type

ZIP

A, R, PR, D
AR

AR, D
AR

A, R, PR, D

Preferred Address Attributes

(Preferred Addresses;Preferred Address Attributes)

Available Fields

Valid Operations

Attributes

A, D

NCOA Confirmed?

(Preferred Addresses;Preferred Address Attributes;NCOA Confirmed)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
AR

Special Mailing Info

(Preferred Addresses;Preferred Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A, R, D, I/D
Description AR D
Prospects

Prospects

Available Fields

Valid Operations

Classification AR D

Status AR, D

Tributes

Tributes

Available Fields Valid Operations
Date from AR, D

Date to A, R, D

Default Fund AR, D
Description A,R,PR,D
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Available Fields

Valid Operations

Gifts may be given to this tribute

Letter
Notes

Tribute Type

AR
AR, D
A

AR

Volunteer Job Assignments

Volunteer Job Assignments

Available Fields

Valid Operations

Category

Day
Department
End Date

End Time
Letter Sent
Letter Sent On
Location
Notes

Position
Requested On
Start Date
Start Time
Status
Supervisor
Task
Volunteer Type

AR, D
AR, D
AR D
A,R,D,I/D
A R,PR,D
AR
A,R,D,I1/D
AR, D

A

A, R, PR,D
A,R,DI/D
A,R,D,I1/D
A, R,PR,D
AR

AR, PR,D
AR, D
AR, D

Volunteers

Volunteers

Available Fields

Valid Operations

End Date
Reason Finished
Start Date
Status
Volunteer Type

AR, D

A, R,PR,D
AR, D
AR

AR, D
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Proposals
You can globally add, globally change, and globally delete proposal information.

Globally Add

The following table displays the type of information you can add to records in The Raiser’s Edge using Globally
Add Records. The “Add” field options column displays what is selected in the Add field of the Global Add screen;
the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Proposal You can access the Global Add - Proposal
screen by clicking the Proposal Information
button on the Global Add screen. From the
Global Add - Proposal screen, you can add a
new proposal record.

Globally Change

The following tables display the type of proposal information you can change in The Raiser’s Edge using Globally
Change Records. You access this feature by clicking Proposal under the Constituent category on the Globally
Change Records page.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

Attributes
Proposal Attributes

Available Fields Valid Operations
Attributes A,D
Notes

Proposal Notepads

Available Fields Valid Operations
Author A,R,PR,D

Date A, R

Description A,R,PR,D

Title A, R,PR,D

Type A, R
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Proposals

Proposals

Available Fields Valid Operations
Amount Asked A, R, D, /D
Amount Expected A R, D, I/D
Amount Funded A R, D, I/D
Campaign AR, D
Date Asked AR, D, I/D
Date Expected A R, D, I/D
Date Funded A, R, D, I/D
Date Rated A R, D, I/D
Deadline A R, D, I/D
Fund AR, D
Inactive A, R
Instrument A, R, D
Notes A, R, PR, D
Proposal Name A, R, PR
Purpose A, R, D
Rating A, R D
Reason A, R, D
Status A, R, D
Type of gift A R, D

Globally Delete

Note: For information about creating a query of proposal records you want to delete from your database, see
the Query chapter of the Query & Export Guide.

By selecting Proposals on the General tab of Globally Delete Records, you can globally delete proposal
information. You can base the process on a number of filtering options, or you can create a query of all proposal
records you want to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for proposal records.

Filtering Options

Proposal deadline (date)
Date asked (date)
Proposal purpose

Proposal fund
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Filtering Options

Proposal status
Do not delete active proposals (yes;no)

Do not delete proposals linked to gifts (yes;no)

Prospect Ratings

You can globally delete prospect ratings from constituent records.

Globally Delete

Note: Forinformation about creating a query of records you want to delete from your database, see the Query
chapter of the Query & Export Guide.
By selecting Prospect Ratings on the General tab of Globally Delete Records, you can globally delete ratings
information. You can base the process on a number of filtering options, or you can create a query of all records
you want to include.
All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for prospect ratings.

Filtering Options

Source
Category
Date (date)

Guests for an Event

You can globally add quests to existing event records in your database.

Globally Add

The following table displays the type of information you can add to records in The Raiser’s Edge using Globally
Add Records. The “Add” field options column displays what is selected in the Add field of the Global Add screen;
the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Guests for an Event You can access the Global Add - Guest
screen by clicking the Guest Information
button on the Global Add screen. From the
Global Add - Guest screen, you can add new
guest or information

Registrants for an Event

You can globally add registrants for an event to existing event records in your database.
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Globally Add

The following table displays the type of information you can add to records in The Raiser’s Edge using Globally
Add Records. The “Add” field options column displays what is selected in the Add field of the Global Add screen;
the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Registrants for an Event You can access the Global Add - Registrant
screen by clicking the Registrant
Information button on the Global Add
screen. From the Global Add - Registrant
screen, you can add new registrant
information

Relationships

You can globally change and globally delete relationship information.

Globally Change

The following tables display the type of relationship information you can change in The Raiser’s Edge using
Globally Change Records.

In the tables below, the Available Fields column displays the Raiser’s Edge field you can change. The Valid
Operations column lists all the change operations you can perform on that field.

You access this feature in various locations in Globally Change Records, depending on the area of the program in
which you want to change relationship information. For example, if you want to change the assigned solicitor
releationship in your organization constituent records, you must click organization under the Constituent
category on the Globally Change Records page. The Assigned Solicitor Relationships field category appears in the
Available Fields box on the Global Change - Organization screen.

Constituent Records

To globally change relationship information, from the Globally Change Records page, click Constituent under the
Constituent category. The Global Change - Constituent screen appears. From this screen, using the Available
Fields box, you can change Assigned Solicitor Relationships, Primary Alumni Relationships, and All Education

Relationships.

Education/School Relationships

All Education Relationships

(Education/School Relationships;All Education Relationships)

Available Fields Valid Operations
Campus A, R,PR,D

Class of AR, PR,D

Date entered AR, D

Date graduated AR, D

Date left AR D

Degree AR, D

Frat/Sorority A, R, PR,D
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Available Fields

Valid Operations

GPA

Known name
Major

Major Comments
Minor

Minor Comments
Notes

Primary alum info
School name
Status

Type

A, R, PR, D
A, R,PR,D
AR

A, R, PR,D
AR

A, R, PR,D
A

AR

AR

AR, D
AR, D

Education Attributes

(Education/School Relationships;All Education Relationships;Education Attributes)

Available Fields

Valid Operations

Attributes

A, D

Alumni Sponsor

(Education/School Relationships;All Education Relationships;Education Attributes;Alumni Sponsor)

Available Fields

Valid Operations

Comments A,R,PR,D
Date AR 1/D,D
Description A, R
Athletics

(Education/School Relationships;All Education Relationships;Education Attributes;Athletics)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A,R,1/D, D
Description AR D
Awards

(Education/School Relationships;All Education Relationships;Education Attributes;Awards)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A, R, 1/D,D
A, R, PR,D

Clubs
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(Education/School Relationships;All Education Relationships;Education Attributes;Clubs)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A, R, 1/D,D
AR, D

Dorms/Housing

(Education/School Relationships;All Education Relationships;Education Attributes;Dorms/Housing)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,1/D,D
AR, D

Leadership Positions

(Education/School Relationships;All Education Relationships;Education Attributes;Leadership Positions)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,1/D,D
A, R, PR,D

Reason Left?

(Education/School Relationships;All Education Relationships;Education Attributes;Reason Left?)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,1/D,D
AR, D

Primary Alumni Education Relationships

(Education/School Relationships;Primary Alumni Education Relationships)

Available Fields

Valid Operations

Campus

Class of

Date entered
Date graduated
Date left
Degree
Frat/Sorority
GPA

Known name

Major

A, R,PR,D
A, R,PR,D
AR, D
AR, D
AR, D
AR D

A, R, PR,D
A R,PR,D
AR PR,D
AR
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Available Fields

Valid Operations

Major Comments A,R,PR,D
Minor A, R
Minor Comments A,R,PR,D
Notes A

Primary alum info AR
School name AR
Status AR, D
Type A, R, D

Primary Alumni Attributes
(Education/School Relationships;Primary Alumni Education Relationships;Alumni Attributes)

Available Fields Valid Operations
Attributes A, D

Alumni Sponsor
(Education/School Relationships;Primary Alumni Education Relationships;Alumni Attributes;Alumni Sponsor)

Available Fields Valid Operations
Comments A, R,PR,D

Date A, R,D,I/D
Description AR

Athletics

(Education/School Relationships;Primary Alumni Education Relationships;Alumni Attributes;Athletics)
Available Fields Valid Operations
Comments AR PR, D

Date A, R,D,I/D
Description AR, D

Awards

(Education/School Relationships;Primary Alumni Education Relationships;Alumni Attributes;Awards)

Available Fields Valid Operations
Comments A,R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Clubs
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(Education/School Relationships;Primary Alumni Education Relationships;Alumni Attributes;Clubs)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Dorms/Housing

(Education/School Relationships;Primary Alumni Education Relationships;Alumni Attributes;Dorms/Housing)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R.D

Leadership Positions

(Education/School Relationships;Primary Alumni Education Relationships;Alumni Attributes;Leadership Positions)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Reasons Left?

(Education/School Relationships;Primary Alumni Education Relationships;Alumni Attributes;Reasons Left?)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,I/D
Description AR D

Assigned Solicitor Relationship
Assigned Solicitor Relationships

Available Fields Valid Operations
Amount A,R,D,I/D
Assigned Solicitors A, D

Campaign ID A, R, D

Date From A, R, D

Date To AR, D

Fund ID AR D

Notes A

Solicitor Type AR, D
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Individual Records

To globally change relationship information on individual constituent records, from the Globally Change Records
page, click Individual under the Constituent category. The Global Change - Individual screen appears. From this
screen, using the Available Fields box, you can change Assigned Solicitor Relationships, Education/School
Relationships, and Primary Alumni School Relationships.

Assigned Solicitor Relationships
Assigned Solicitor Relationships

Available Fields Valid Operations
Amount A,R,D,I/D
Assigned Solicitors A, D

Campaign ID AR D

Date From A, R, D

Date To A, R, D

Fund ID A R,D

Notes A

Solicitor Type AR, D

Education/School Relationships
All Education Relationships
(Education/School Relationships;All Education Relationships)

Available Fields Valid Operations
Campus A,R,PR,D
Class of AR, PR,D
Date entered AR, D
Date graduated AR, D
Date left AR D
Degree AR, D
Frat/Sorority A, R, PR,D
GPA A, R,PR, D
Known name A,R,PR,D
Major AR
Major Comments A,R,PR,D
Minor A, R
Minor Comments A,R,PR,D
Notes A

Primary alum info AR
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Available Fields

Valid Operations

School name
Status

Type

AR
AR, D
AR, D

Education Attributes

(Education/School Relationships;All Education Relationships;Education Attributes)

Available Fields

Valid Operations

Attributes

A, D

Alumni Sponsor

(Education/School Relationships;All Education Relationships;Education Attributes;Alumni Sponsor)

Available Fields

Valid Operations

Comments A,R,PR,D
Date AR, 1/D,D
Description A, R
Athletics

(Education/School Relationships;All Education Relationships;Education Attributes;Athletics)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R,1/D,D
Description A, R, D
Awards

(Education/School Relationships;All Education Relationships;Education Attributes;Awards)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A,R,1/D,D
Description A,R,PR,D
Clubs

(Education/School Relationships;All Education Relationships;Education Attributes;Clubs)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,1/D,D

AR, D

Dorms/Housing
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(Education/School Relationships;All Education Relationships;Education Attributes;Dorms/Housing)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,1/D,D
Description A, R, D

Leadership Positions
(Education/School Relationships;All Education Relationships;Education Attributes;Leadership Positions)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,1/D,D
Description A,R,PR,D

Reason Left?
(Education/School Relationships;All Education Relationships;Education Attributes;Reason Left?)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,1/D,D
Description AR D

Primary Alumni Education Relationships
(Education/School Relationships;Primary Alumni Education Relationships)

Available Fields Valid Operations
Campus A, R,PR,D
Class of AR, PR,D
Date entered AR, D
Date graduated AR, D
Date left AR D
Degree AR, D
Frat/Sorority A, R, PR, D
GPA A, R,PR, D
Known name A,R,PR,D
Major A, R
Major Comments A,R,PR,D
Minor A, R
Minor Comments A,R,PR,D
Notes A

Primary alum info AR
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Available Fields

Valid Operations

School name
Status

Type

AR
AR, D
AR, D

Primary Alumni Attributes

(Education/School Relationships;Primary Alumni Education Relationships;Primary Alumni Attributes)

Available Fields

Valid Operations

Attributes

A, D

Alumni Sponsor

(Education/School Relationships;Primary Alumni Education Relationships;Alumni Sponsor)

Available Fields

Valid Operations

Comments A,R,PR,D
Date A R,D,I/D
Description A, R
Athletics

(Education/School Relationships;Primary Alumni Education Relationships;Athletics)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R, D, I/D
Description A, R, D
Awards

(Education/School Relationships;Primary Alumni Education Relationships;Awards)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R,D,1/D
Description A,R,PR,D
Clubs

(Education/School Relationships;Primary Alumni Education Relationships;Clubs)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I/D

AR, D

Dorms/Housing



FIELDS You CAN GLOBALLY ADD, DELETE, & CHANGE 21

(Education/School Relationships;Primary Alumni Education Relationships;Dorms/Housing)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R.D

Leadership Positions

(Education/School Relationships;Primary Alumni Education Relationships;Leadership Positions)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Reasons Left?

(Education/School Relationships;Primary Alumni Education Relationships;Reasons Left?)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description AR D

Organization/Business Relationship Records

To globally change relationship information on your organization/business releationship constituent records,
from the Globally Change Records page, click Organization/Business Relationship under the Constituent
category. The Global Change - Organization/Business Relationship screen appears. From this screen, using the
Available Fields box, you can change Organization/Business Relationship Addresses, Organization/Business
Relationship Aliases, Organization/Business Relationship Attributes, and Organization/Business Relationship.

Valid Operations Key

Addresses
Organization Relationship Addresses

Available Fields Valid Operations
Address lines A,R,PR,D

CART A, R,PR,D

City AR, PR, D
Country AR, D

County AR, D

Date from A,R,D, /D,

Date to A,R,D,I/D

DPC A,R,PR,D

Info source AR, D
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Available Fields

Valid Operations

LOT

NZ City

NZ Suburb
Phone number
Phone type
Preferred address
Region

Seasonal address
Seasonal from
Seasonal to

Send mail

State

Type

ZIP

A R,PR,D
AR, D
AR, D

A, R, PR,D
AR

AR

AR, D
AR

A R, PR,D
A, R,PR,D
AR

AR, D
AR

A, R, PR, D

Organization Relationship Address Attributes

(Organization Relationship Addresses;Organization Relationship Address Attributes)

Available Fields

Valid Operations

Attributes

A D

NCOA Confirmed?
(Organization Relationship Addresses;Organization Relationship Address Attributes;NCOA Confirmed?)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
AR

Special Mailing Info
(Organization Relationship Addresses;Organization Relationship Address Attributes;Special Mailing Info)

Available Fields

Valid Operations

Comments A, R,PR,D
Date A, R,D,1/D
Description AR D
Aliases

Organization Relationship Aliases

Available Fields

Valid Operations

Alias Name

Alias Type

A, R, PR
AR, D
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Attributes

Organization Relationship Attributes

Available Fields

Valid Operations

Attributes

A, D

Contact As Of

(Organization Relationship Attributes;Contact As Of)

Available Fields

Valid Operations

Comments
Date

Description

A, R,PR,D
A,R,D,I1/D
A,R,D,I/D

Office Hours

(Organization Relationship Attributes;Office Hours)

Available Fields

Valid Operations

Comments
Date

Description

A, R, PR,D
A,R,D,I/D
A, R, PR,D

Organization Type

(Organization Relationship Attributes;Organization Type)

Available Fields

Valid Operations

Comments
Date

Description

A R, PR,D
A,R,D,I1/D
AR, D

Valid Operations Key

Organization/Business Relationships
Organization/Business Relationships

Available Fields

Valid Operations

Contact Type

Date From

Date To

Do Not Mail

Fiscal year starts

Hon Mem Acknowledge
Income

Industry

Is Contact

AR, D
AR, D
AR, D
AR

A, R,PR,D
AR

AR, D
AR, D
AR
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Available Fields Valid Operations
Is Employee AR

Is Primary A, R
Match Notes A,R,PR,D
Matching Factor A,R,PR,D
Max Match Annual AR, D, I/D
Max Match Per Gift A R, D, I/D
Max Match Total A R, D, I/D
Min Match Annual A R, D, I/D
Min Match Per Gift A, R, D, I/D
Min Match Total A R, D, I/D
Notes A

Org matches gifts AR

Org Name A,R,PR,D
Position A,R,PR,D
Print Org A, R

Print Position A, R
Profession AR D
Reciprocal AR, D
Relationship AR, D
Soft credit gifts AR

Organization Relationship Records

To globally change relationship information on your organization constituent records, from the Globally Change
Records page, click Organization under the Constituent category. The Global Change - Organization screen
appears. From this screen, using the Available Fields box, you can change Assigned Solicitor Relationship.

Assigned Solicitor Relationships
Assigned Solicitor Relationships

Available Fields Valid Operations
Amount A,R,D,I/D
Assigned Solicitors A, D

Campaign ID A, R, D

Date From A, R, D

Date To AR, D

Fund ID AR D

Notes A

Solicitor Type AR, D
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Individual/Contact/Employee Relationship

To globally change individual/contact/employee releationship information, from the Globally Change Records
page, click Individual/Contact/Employee Relation under the Constituent category. The Global Change -
Individual/Contact/Employee Relationship screen appears. From this screen, using the Available Fields box, you
can change Individual/Contact/Employee Relation, Individual Relationship Addressees/Salutations, Individual
Relationship Addresses, Individual Relationship Address Attributes, Individual Relationship Aliases, and Individual
Relationship Attributes.

Individual Relationship Addressee/Salutations
Individual Relationship Addr/Sals

Available Fields Valid Operations
Add/Sal ID A, R

Add/Sal Type AR

Addresses

Individual Relationship Addresses

Available Fields Valid Operations
Address lines A,R,PR,D
CART A,R,PR,D
City A, R, PR, D
Country AR, D
County A, R, D
Date from A, R, D, /D,
Date to A,R,D,I/D
DPC A, R,PR,D
Info source AR, D
LOT A, R, PR,D
NZ City A, R, D

NZ Suburb AR D
Phone number A, R, PR, D
Phone type A, R
Preferred address AR
Region AR D
Seasonal address AR
Seasonal from A, R,PR,D
Seasonal to A, R,PR,D
Send mail AR

State AR, D
Type AR

ZIP A, R, PR, D
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Individual Relationship Address Attributes
Individual Relationship Addresses;Individual Relationship Address Attributes)

Available Fields Valid Operations
Attributes A,D

Valid Operations Key

NCOA Confirmed?
Individual Relationship Addresses;Individual Relationship Address Attributes;NCOA Confirmed?)

Available Fields Valid Operations
Comment A, R, PR, D

Date AR D,I/D
Description A, R

Special Mailing Info
Individual Relationship Addresses;Individual Relationship Address Attributes;Special Mailing Info)

Available Fields Valid Operations
Comment A, R,PR,D

Date A,R,D,1/D
Description A, R, D

Aliases

Individual Relationship Aliases

Available Fields Valid Operations
Alias Name A, R, PR

Alias Type AR, D
Attributes

Individual Relationship Attributes

Available Fields Valid Operations
Attributes A, D

Contact As Of

(Individual Relationship Attributes;Contact As Of)
Available Fields Valid Operations
Comments A, R,PR,D

Date AR, D,I/D
Description A, R, D, I/D

Interests
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(Individual Relationship Attributes;Interests)

Available Fields Valid Operations
Comments A, R,PR,D

Date A,R,D,I/D
Description A, R, D

Office Hours
(Individual Relationship Attributes;Office Hours)

Available Fields Valid Operations
Comments A, R,PR,D
Date A,R,D,I/D
Description A,R,PR,D

Valid Operations Key

Relationship Interests

(Individual Relationship Attributes;Relationship Interests)

Available Fields Valid Operations
Comments A,R,PR,D

Date A,R,D,I/D
Description A, R, D

Individual/Contact/Employee/Relationship
Individual/Contact/Employee Relationship

Available Fields Valid Operations
Automatically soft credit gifts AR

Birth date AR, D
Contact Type A, R, D
Date From A, R, D
Date To AR, D
Deceased AR
Deceased Date AR, D

Do not mail to contact AR

First Name A,R,PR,D
Gender AR, D
Hon Mem Acknowledge AR

Is Contact A, R

Is Employee AR

Is head of household AR
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Available Fields Valid Operations
Is Primary A, R

Is Spouse A, R

Last Name A, R, PR
Maiden name A,R,PR,D
Middle Name A, R, PR,D
Nickname A,R,PR,D
Notes A

Position A,R,PR,D
Primary Addressee ID AR, D
Primary Salutation ID AR D
Print Org A, R

Print Position A, R
Profession AR, D
Reciprocal AR, D
Relationship AR D
SSN * (see note below) A, R, PR, D
Suffix 1 AR D
Suffix 2 AR, D
Title 1 AR D
Title 2 AR D

*Security settings determine ability to import this information. For more information, see the Security chapter in the
Configuration & Security Guide.

Globally Delete

Note: For information about creating a query of relationships you want to delete from your database, see the
Query chapter of the Query & Export Guide.

By selecting Relationships on the General tab of Globally Delete Records, you can globally delete relationship
information. You can base the process on a number of filtering options, or you can create a query of all
relationships you want to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for relationships.

Filtering Options

are linked constituents
are honor/memorial acknowledgees
are business relationships

are contacts
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Filtering Options

are employees
are matching gift organizations

are spouses

Sponsors for an Event

You can globally add sponsors for an event to existing event records in your database.

Globally Add

The following table displays the type of information you can add to records in The Raiser’s Edge using Globally
Add Records. The “Add” field options column displays what is selected in the Add field of the Global Add screen;
the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Sponsors for an Event You can access the Global Add - Sponsor
screen by clicking the Sponsor Information
button on the Global Add screen. From the
Global Add - Sponsor screen, you can add
new sponsor information

Tributes

You can globally delete tribute information.

Globally Delete

Note: For information about creating a query of tributes you want to delete from your database, see the
Query chapter of the Query & Export Guide.

By selecting Tributes on the General tab of Globally Delete Records, you can globally delete tributes. You can
base the process on a number of filtering options, or you can create a query of all tributes you want to delete.

All filtering options appear on the Delete Options tab in Globally Delete Records. The following table lists the
options available for tributes.

Filtering Options

Date from (date)

Date to (date)

Tribute type

Do not delete tributes that are active (yes;no)

Do not delete tributes with gifts given (yes;no)




220 CHAPTER

Volunteer Award

You can globally add volunteer award information.

Globally Add

The following table displays the type of information you can add to records in The Raiser’s Edge using Globally
Add Records. The “Add” field options column displays what is selected in the Add field of the Global Add screen;
the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Volunteer Award You can access the Global Add - Volunteer
Award screen by clicking the Award
Information button on the Global Add
screen. From the Global Add - Volunteer
Award screen, you can add a new award
information.

Volunteer Checklist Items

You can globally add volunteer checklist information.

Globally Add

The following table displays the type of information you can add to records in The Raiser’s Edge using Globally
Add Records. The “Add” field options column displays what is selected in the Add field of the Global Add screen;
the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Volunteer Checklist Items You can access the Global Add - Volunteer
Checklist Items screen by clicking the
Checklist Information button on the Global
Add screen. From the Global Add -
Volunteer Checklist Items screen, you can
add a new checklist information.

Volunteer Time Sheet

You can globally add volunteer time sheet information.
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Globally Add

The following table displays the type of information you can add to records in The Raiser’s Edge using Globally
Add Records. The “Add” field options column displays what is selected in the Add field of the Global Add screen;
the Data Available column displays what you can add if you select the corresponding Add field option.

“Add” field options Data Available

Volunteer Time Sheet You can access the Global Add - Volunteer
Time Sheet screen by clicking the Time
Sheet Information button on the Global Add
screen. From the Global Add - Volunteer
Time Sheet screen, you can add a new time
sheet information.
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blackbaud

chapter

Glossary

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

Action bar. An action bar is a screen element that contains buttons, such as New, Open, and Delete, you can use
to perform quick actions.

Administration. Administration is a shared area, common to all The Raiser’s Edge programs, containing options to
manipulate your data. With Administration, you can monitor system statistics, import and update data,
validate your database, and grant or restrict a user’s security access to all areas of the program. You can also
globally change and delete information to make editing the database quicker.

Adobe® Acrobat® Reader. Adobe® Acrobat® Reader is a third-party software application that enables electronic
distribution of formatted documents. Adobe® Acrobat® Reader can be downloaded free from the Adobe Web
site.

API (Application Programming Interface). API for Advanced Application Development allows experienced
programmers can use with Blackbaud’s programming object models to create applications that interface with
The Raiser’s Edge applications.

Attribute. An attribute is a reporting tool you use to group information based on a common theme. With
attributes defined, you can filter information to your specifications. Examples of The Raiser’s Edge attributes
include account attributes, project attributes, transaction attributes, action attributes, vendor attributes,
purchase order attributes, and invoice/credit memo attributes.

Business rule. A business rule is a system-wide preference you set in Configuration to customize standard
procedures and requirements. With business rules, you can control functions and displays affecting all users in
the program.

Configuration. Configuration is a shared area of The Raiser’s Edge you use to set up your system and define
settings to customize the program for individual users.

Contact. A contact is the name of the primary person with whom you conduct business. For example, you can
enter contact information about a vendor on the Vendor tab of a vendor record, or you can enter contact
information on the Banks tab of an open bank record.

Control report. A control report lists the records affected by the global add. It includes the number of records
processed, added, and not added but registered as exceptions; query information; the run date; and reasons
for any exceptions. You can mark the Preview option to preview the report on your screen or the Print option
to print it on your printer.

Database. A database is a collection of information organized so that a computer program can quickly select
desired pieces of data. It works much like an electronic filing system. Traditional databases are organized by
fields, records, and files. A field is a single piece of information; a record is a set of fields; and a file is a
collection of records.

Default. A default is a field entry you select on the Options screen to help increase the ease and speed of data
entry by providing a preset value.

5
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Default Set. A default set is a record of default transaction information you can create and load in a batch. Once
loaded, the defaults appear on the record.

Dynamic query. A dynamic query is a query that refreshes and updates results automatically each time the query
is run, providing the most current results.

Exception. An exception is a record that cannot accept the global add. For example, when you try to globally add
a primary business relationship to a record that already has a primary business relationship, the program does
not preform the add function. This record is an exception.

Field. A field is a data entry box in which you add and store information on records in your database.

Home page. The Home page is a feature common to all The Raiser’s Edge programs that provides a central
location for quick and easy access to all areas of the program. Using links and tabs, you can customize your
Home page to display records and functions you use most frequently.

Operation. The Edit Change Parameter screen contains an Operation field, where you select to add, replace,
partially replace, delete, increase, decrease, copy, move, or swap information in the field. Not all Operation
selections are available for every type of change. Your selection in the Operation field determines which
additional fields and checkboxes appear on the screen.

Option. An option is a preference you select that specifies defaults in The Raiser’s Edge. Options are
password-specific and follow the user, regardless of the workstation he logs into.

Parameter. A parameter is any field, button, option, or checkbox that narrows the information included in a global
add. By specifying parameters, you define the global add. For example, the Include button available on all
Global Add screens is a parameter, identifying the records in your database you want to include in the global
add process.

Parameter File. You can save a completed global change process as a parameter file. A parameter file contains the
parameters (fields, options, and checkboxes) you select for the global change. You can save parameter files for
each global change, so any user can access the file and apply the same parameters to a different global
change process.

PDF (Portable Document Format). A PDF is a type of document viewed with Adobe® Acrobat® Reader that
maintains its formatting and displays correctly on any output device. For example, The Raiser’s Edge user
guides are saved as PDFs and can be printed or accessed from the Help file, Online Manual page of the
program, or the installation CD. PDF files contain hyperlinks so you can jump from topic to topic.

Preferences. See “Option” on page 224.

Query. Query is the means by which you flag, group, and list selected records from your database. You can create
dynamic and static queries specific to key areas of The Raiser’s Edge based on a set of criteria you define.
Although queries group entire records, you can limit and sort the output information included in query
results. You can use saved queries to limit the information processed in Records, Mail, and other areas of
The Raiser’s Edge. Using queries in this manner reduces data processing time.

Query format. Queries can be created in one of two formats: Dynamic and Static. Static queries search the
database and generate a list of records that match the specified criteria at a specific point in time. Dynamic
gueries search the database and return records that match the criteria using the current database of
information.

Query type. Query types correspond to specific application records. These vary according to the program you are
using. Your selection identifies the record type you want to query and makes a list of that record’s fields
available for filtering, output, and sorting.

Record. A record is a page in The Raiser’s Edge from which you add, edit, and delete information such as names,
addresses, relationships, gifts, memberships, events. Records is also an area in The Raiser’s Edge where you
can manage records.
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Security. Security is a shared area in The Raiser’s Edge in which you establish access rights for users. With Security
you can control what specific groups of users are allowed to view, add, edit, or delete information.

Security group. A Security group is a group of users you define in Administration. You control security in
The Raiser’s Edge by creating groups with specific rights and assigning users to groups based on how much
system access you want them to have. You can edit the rights of existing groups.

Shell. The shell is a central area from which you can access all areas of The Raiser’s Edge. When you click a link to
access an area, it appears as a page in the shell.

Shortcut menu. A shortcut menu is a list of commonly used commands you can select to quickly perform actions
or to display properties. Open, Delete, Print, and Properties are common shortcut menu items. To access
shortcut menus, place your cursor in a field or grid and click the right mouse button.

Static query. A static query is a query that provides a record of query output that existed at the time you
established the query. If you run a report two months later using the same query, the system restricts the new
output to only the records from the original query. Data entered after the original query is disregarded.

Status bar. The status bar is a horizontal strip at the bottom of a screen that displays important messages to assist
you in the program. For example, when the cursor is in a field with a table lookup available, “Press F7 for Table
Lookup” appears in the status bar.

Tab. A tab is a design element that appears at the top of some screens in The Raiser’s Edge. Tabs work to separate
options into themed groups. For instance, you will find formatting options on various system Format tabs.

Tables. A table (sometimes referred to as a code table) is a field that contains predefined entries. Tables are
established in Configuration, and allow users to select from a list of entries for a field, making data entry
quick and consistent. In some cases, such as the State table, the entries are defined by the program.
However, for most tables, if you have security rights, you can define entries. In Globally Change Records, you
can opt to have the program automatically add table entries as needed. For example, you run the Globally
Change Records process and you want to replace the Industry category entry “Arts” with “Arts and Music”,
but “Arts and Music” does not exist as a table entry for Industry in Tables. If you have security rights, you can
mark the Automatically add table entries checkbox and Globally Change Records adds “Arts and Music” as a
table entry for Industry at the same time the change records process runs.

Title bar. A title bar is a horizontal strip at the top of a screen that identifies a program or file.

Toolbar. A toolbar is a horizontal strip with buttons that, when clicked, perform specific tasks. It is located under
the title bar at the top of a screen. Common toolbar buttons include New, Open, Save, and Print.

Tree view. A tree view is a hierarchical list used throughout The Raiser’s Edge. Tree views differ from standard
lists in that items in a tree view contain branches represented by dotted lines. Some tree views automatically
display all branches; for others you must click a plus sign to view the branches.

Query. A query is a group or set of records from your database satisfying specified criteria. For example, think of
your database as a filing cabinet. Querying is very much like asking someone to look at all records found in
your filing cabinet and create stacks of records based on specific characteristics, such as all married
constituents.

User option. See “Option” on page 224.
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delete options tab 62
events 65
general tab 60
gifts 65
membership 66
navigating 56
notes
actions 68
constituents 68
events 67
gifts 67
proposals 68
procedure 69
proposals 66
prospect ratings 69
query types 69
record types 64
relationships 66
run report now 61
screen 59
tributes 66
user options 59
volunteer job assignments 67
guest for an event, globally add 17
guests
globally add 17

H

how do you want to see the results 61

include
globally add records 6
globally change records 39
globally delete records 61

increase 43

information button 6

J

job assignment, globally delete 67
job, globally change records 46

M

match 39
match case 41
membership
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globally add 11
globally change records 44
globally delete 66

move 43

N

navigating
globally add records 2
globally change records 32
globally delete records 56
note
globally add 12
globally delete
action records, from 68
constituent records, from 68
event records, from 67
gift records, from 67
proposal records, from 68
notepad, see note

O

opening
globally add records 2
globally change records 32
globally delete records 56
operation, defined 224
overwrite existing value 42, 43

P

parameter file, defined 224
parameter, defined 224
partial replace 42
proposal
globally add 18
globally delete
notes 68
proposal record 66
prospect ratings, globally delete 69

Q

query
defined 225
exception query in globally add records 6
exception query in globally change records 38
exception query in globally delete records 61
globally add records 23
globally change records 39
globally delete records 61, 69

R

ratings, globally delete 69
record type
globally change records 44
globally delete records 60, 64
registrant for an event, globally add 15
relationship
globally add
bank relationship 11
business relationship 8
education relationships 10
financial institution relationship 11
school relationship 10
globally delete 66
remove button 39
replace 42
report
control 223
run report now 61
run pre-delete report 61
run report now button 61

S

school relationship, globally add 10
screen

global add 5

global change 37

globally delete records 59
search, see find
send e-mail message 6
solicitor, globally add 19
sponsor for an event, globally add 16
start date 62
swap 43

T

tables, defined 225

time sheet, globally add 22
toolbar 35

tribute, globally delete 66

U

update number invited 6
update number solicited 6
use pattern matching 41
user options
globally add records 4
globally change records 36
globally delete records 59
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V

volunteer
globally add
awards 20
checklist items 21
time sheets 22
globally delete, job assignments 67
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