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chapter i

What Is In This Guide?

In the MatchFinder Guide, you learn how to use the MatchFinder database to find information about matching
gift companies. The MatchFinder database is separate from the database in The Raiser’s Edge. However, you can
link records in the MatchFinder database with records in The Raiser’s Edge database. In this guide, you learn
about how to access the MatchFinder information from The Raiser’s Edge and how to use the cross-reference
tool. You can also learn about the following:

¢ “Navigating in MatchFinder” on page 7

¢ “Understanding MatchFinder” on page 19

¢ “Download and Update the MatchFinder Database” on page 22

e “Matching Gift Company Record” on page 26

e “Cross-Reference MatchFinder Records with The Raiser’s Edge” on page 32
¢ “Create and Break Links with MatchFinder Records” on page 46

How Do | Use These Guides?

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

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

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

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

Help File. In addition to user guides, you can access the help file in The Raiser’s Edge you can learn about 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.

To narrow your search in the help file, enclose your search in quotation marks on the Search tab. For example,
enter “Load Defaults” instead of Load Defaults. The help file searches for the complete phrase in quotes
instead of individual words.
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MatchFinder is a database, separate from the database in The Raiser’s Edge, that includes information about
matching gift companies. When you use MatchFinder, you can link records in its database with records in your
database in The Raiser’s Edge.
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MatchFinder enables you to track matching gift companies. For example, many employees are not aware their
employer matches gifts. If they are aware of a company’s matching gift program, they may still be unfamiliar with
the guidelines and restrictions of the program. In addition, nonprofit organizations may be unfamiliar with which
companies match gifts. MatchFinder provides detailed information about matching gift programs for a variety of
companies. Once you locate information about matching gift programs specific to the records in your database,
you can view the matching gift information and create and break links between records in The Raiser’s Edge and
MatchFinder.

Blackbaud has incorporated information into one MatchFinder database that you can use with The Raiser’s Edge.
You can search this database to find important matching gift information about a company, cross-reference
MatchFinder records with records in your database in The Raiser’s Edge, and create and break links between
these records. Blackbaud routinely provides an updated MatchFinder database. For more information about how
to update the MatchFinder database, see “Download and Update the MatchFinder Database” on page 22.

You can access MatchFinder information through The Raiser’s Edge. When you access MatchFinder information
through the The Raiser’s Edge, you can work with matching gift company information through organization
constituent records and organization relationship records, view a company’s guidelines, and cross-reference
company records with those in The Raiser’s Edge. You can also view MatchFinder information for a constituent
from the Matching Gifts screen of the Matching Gifts tab of the gift record. For more information about the
different ways to access MatchFinder information, see “Navigating in MatchFinder” on page 7.

Frequently Used Terms

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

Alias. An alias is a secondary identification or acronym used to identify a constituent. For example, an alias for
Computer Information Center may be CIC. You can use aliases to search for and access a MatchFinder record.

Cross-reference. A cross-reference is a direction from one place to pertinent information in another place. By
cross-referencing, MatchFinder matches records stored in the MatchFinder database with constituent records
in The Raiser’s Edge. To match a company stored in The Raiser’s Edge database with a matching gift company
record stored in the MatchFinder database, you can use the Cross-Reference Tool. Once the cross-reference is
complete, you can use the results report to compare information about the companies, so you can ensure
your database stays up-to-date.

MatchFinder Database. A database is a group of records and fields that contain your constituent information. The
MatchFinder database stores important information about matching gift companies. You can integrate the
MatchFinder database to work with The Raiser’s Edge. Blackbaud rountinely updates the MatchFinder
database.

Matching gift company. A matching gift company is a business that matches gifts given to an organization. The
MatchFinder database stores information about matching gift companies. Each matching gift company record
in MatchFinder consists of a series of tabs. Each tab stores specific information such as a contact name, an
address, employee restrictions, special terms, and subsidiaries. You cannot edit the company record.

Matching gift factor. A matching gift factor is the rate at which the company matches gifts. For example, if the
company gives $2 for every $1 donated by its employees, the matching gift factor is two.

Organization constituent record. An organization constituent is a business that contributes time, money, and
resources in support of your organization. In The Raiser’s Edge, you can access linked MatchFinder
information through an organization record. From the Org 1 tab of an organization record, click the
MatchFinder button. Once you click this button, you can view current matching gift company information,
break a link that the organization has with a matching gift company, or create a new link.
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Organization relationship record. An organization relationship is a business, club, church, agency, and any other
organization that has some sort of association with a constituent. Organization relationships can have their
own constituent records or exist solely on the original constituents’ records. If the organization is a
constituent in your database, the two records are linked together and, if the relationship is reciprocated,
appear on each others’ respective Relationships tabs.

You can access MatchFinder information through all organization relationship records in The Raiser’s Edge.
From the General 2 tab of an organization relationship record, click the MatchFinder button. Once you click
this button, you can view matching gift company information associated with the constituent. You can also
break the link the constituent has with the matching gift company or create a new link. Organization
relationships exist for both organization constituents and individual constituents in your database.

Subsidiary. A subsidiary is a company that is connected to or owned by a parent company. For example,
Engineering Service Center is a matching gift company within the MatchFinder database. Engineering Service
Center owns Engineering Technology Center, or ETC. On the Subsidiaries tab of the Engineering Service Center
company record, ETC is listed because it is considered a subsidiary. If an organization in The Raiser’s Edge is a
subsidiary of a company in the MatchFinder database, you can link the organization to the matching gift
company record of its parent.

MatchFinder Security

Your user rights are assigned in Security. To access Security, click Admin on the Raiser’s Edge bar. The security
settings affect only your ability to access the MatchFinder functions. You also need the applicable rights in

The Raiser’s Edge for the functions you perform with the information from the MatchFinder database. For
example, to link MatchFinder records to your records in The Raiser’s Edge, you must have security privileges in
Records.

Note: For more information about security and security groups, see the Configuration and Security Guide.

Security access for MatchFinder can be assigned to specific areas, so you may have access to some areas but not
others. For example, a security group may have access to update the MatchFinder database but not to launch the
Cross-Reference Tool.

If, on the group screen, the MatchFinder checkbox is marked in the Group Privileges box, the members of the
group have access to MatchFinder.
» Assign security privileges for MatchFinder
This procedure explains how to assign security settings specific to MatchFinder.
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Security. The Security page appears.

3. Under groups in the Security tree view list on the left, select the security group to assign access to
MatchFinder. For example, to assign the data entry personnel access to MatchFinder, select the Data
Entry group.
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4. On the action bar, click Open. The selected group screen appears.

Data Entry I
Eile Edit Group Help

| A5 ave and Clase ~ | =) ){l 4 b |23'

Group hame: |Data Entry

?- |

Description: IData Entry personnel - Mo delete rights

— Group Privileges — Group Members
[ Configuration ;l Optionz | Mot Members:
[ Code Tables I:ilar'na
[¥! Personal Information Glnal
[ Security by Constituency ennifer
[ Gift Security by Fund Jenmy

[~ Motepad Security by Type
[¥ Membership S canning

[T Dashboard

[¥ Install 5 amples

[T MetSaltions

[ Propasal Security by Purpose
[¥ Data Health Center

[# &MPro Integration

[ &ction Security by Type
ﬂ H atchFinder

5. In the Group Privileges box, mark MatchFinder. When you mark this checkbox, the Options button is
enabled.

3l ¥l

|4

6. Click Options. The Security Options screen appears.

Seurtyoptons |
td atchFinder I

[v Edit MatchFinder Lirks
[+ Fiun Crozs Reference Tool
ﬂ Update M atchFinder D atabase

ok | Cancel | Select Al | Deselect a1 |

Warning: To run the cross-reference tool, the user must have rights to Edit MatchFinder Links and Run
Cross-Reference Tool.

7. For each area of MatchFinder you want the members of the security group to have access, mark the
corresponding checkbox.

¢ To enable members of the security group to create and break links between records in the MatchFinder
database and the database in The Raisers’ Edge, mark Edit MatchFinder Links.

¢ To enable members of the security group to use the cross-reference tool, mark Run Cross-Reference
Tool. To run the cross-reference tool, the user must also have rights to Edit MatchFinder Links.

¢ To enable members of the security group to run the process to update the MatchFinder database, mark
Update MatchFinder Database.
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To mark all three checkboxes, click Select All. To unmark all three checkboxes, click Deselect All.
8. Click OK. You return to the selected group screen.
9. Click Save and Close. You return to the Security page of Administration.

MatchFinder User Options

MatchFinder is a database, separate from the database in The Raiser’s Edge, that includes information about
matching gift companies. When you use MatchFinder, you can search this database to find important matching
gift information about a company, cross-reference MatchFinder records with records in your database in

The Raiser’s Edge, and create and break links between these records. To access this database, you must enter its
location on the File Locations tab of User Options.

» Set the file location of the MatchFinder database
1. From the menu bar, select Tools, User Options. The Options screen appears.

2. Select the File Locations tab.

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

" You can choose the default file locations when exporting files from the systen.

File Type Location
Ward Processing DocumentsLetters |C:\files
Crystal Reports Database Ci'files
AddressAccelerator Data Files C:\Program Files'\Addressaccelerator Datafiles
Export/Import Data Files Cifiles
Excel Spreadsheets Ci'\files
MatchFinder Database

Reset to System Defaults kK I Cancel Apply

Warning: If your organization has multiple MatchFinder users or plans to add MatchFinder users in the future,
we recommend you access the database from a shared network location. A shared database helps ensure the
MatchFinder information you use is accurate and current.

3. When you use MatchFinder, “MatchFinder Database” appears in the File Type column. In the Location
column, enter the path to the location to download and access the MatchFinder database.

You can download the MatchFinder database to a workstation or a network location.

4. Click OK. You return to the previous screen.
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MatchFinder Alphabetization Guidelines

When MatchFinder alphabetizes companies and their subsidiaries, it uses guidelines. You can use these
guidelines to help you understand hoe MatchFinder organizes records. Understanding this can help you search
for records quickly and efficiently.

e MatchFinder alphabetizes company names that begin with “The” by the second piece of information in their
name. For example, The ABC Corporation is alphabetized by ABC.

¢ Typically, MatchFinder alphabetizes names that can be identified as proper names by the last name. For
example, S.C. Johnson & Sons Inc. is alphabetized by Johnson, rather than SC.

e When MatchFinder alphabetizes companies, it ignores spaces and periods. For example, a company listed as
C.D.C. Industries or C D C Industries is alphabetized by where it falls within the alphabet. In this case, by CDC.

¢ Company names that begin with one letter and then a hyphen (W-G, Inc.), a slash (A/C), or an ampersand
(A&G) fall at the beginning of that letter’s section in the alphabet. This occurs regardless of spacing. For
example, W & G and W&P both fall at the beginning of the Ws. Names with ampersands appear first, hyphens
second, and slashes third.

¢ If the name begins with a whole word and then an ampersand, such as California & Hawaii, the organization
lists alphabetically by the first name at the beginning of companies with that word. For example, California &
Hawaii, California National. If the name begins with a whole word, followed by a dash or hyphen, then the
name falls after other companies with the same name. For example, Federal Homes, Federal-Mogul,
Federal/Danville.

¢ Names with two words appear before names with one word that begin with the same word. For example,
Health Care Partners appears before Healthcare International.

e Company names that begin with numbers, such as 21st Century Insurance, fall at the very beginning of the
alphabet, before the As.

¢ Company names that begin with St., such as St. Paul Insurance, are alphabetized by “St” rather than Saint.

¢ Company names that begin with US appear at the beginning of the list of names beginning with Us, followed by
company names beginning with USA. This occurs regardless of periods or spacing, such as U.S. or U S.
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Navigating in MatchFinder

In The Raiser’s Edge, you can navigate through MatchFinder information from the MatchFinder page. To access
the MatchFinder page, click Records on the Raiser’s Edge bar and then click MatchFinder. The MatchFinder page
appears. From the MatchFinder page, you can open MatchFinder records, update the MatchFinder database, and
launch the Cross-Reference Tool. When you open MatchFinder records from the MatchFinder page, you access
the actual records stored in the MatchFinder database, not Raiser’s Edge records. Remember, MatchFinder is a
database of records separate from The Raiser’s Edge. While you can integrate the two to work together, the
actual MatchFinder records are separate.

il
. |
o MatchFinder
Arzom
Conosgns . -
Funds & Open a MatchFinder Record s, Dovmioad and Update MatchFinder Database
Fopasls i
T *=¢" Launch Cross Reference Tool
ot
Ers Recently Arcessed Reconds sk Finned
#
=

The MatchFinder page also contains a list of recently accessed MatchFinder records. To open a record listed in
the Recently Accessed Records frame, double-click on its name in the list.

To quickly find a record, in the Quick Find field, enter the name of the MatchFinder record and click the
binoculars to display a list of records that match your entry.

In The Raiser’s Edge, you can also work with MatchFinder information from an organization record or
organization relationship record. Using MatchFinder, you can link records and look up matching gift companies.
The MatchFinder button appears on the Org 1 tab of an organization constituent record and the General 2 tab of
all organization relationship records. When you click the MatchFinder button on your constituent records, you
can begin to work with matching gift company information.

You can also view matching gift information for a constituent from the Matching Gifts screen of the Matching
Gifts tab of a gift record.

Access MatchFinder Information

In The Raiser’s Edge, you can access a MatchFinder record from the MatchFinder page. When you access a record
from the MatchFinder page, you can only view the record. You cannot create or break links from the MatchFinder
page.



8 CHAPTER

You can work with MatchFinder information from the Org 1 tab of an organization record or from the General 2
tab of an organization relationship record. When you access these records, a MatchFinder button appears.

When you click the MatchFinder button, if no link exists for the record, the Open a Company screen appears so
you can enter criteria to search for a specific matching gift company to link. This criteria can include the
company’s name, city, or state. To search for the record, in the Company Name field, enter all or part of the
company’s name. For example, if you enter “Smith” in the Company Name field, MatchFinder lists any company
whose name or alias begins with Smith. A company alias is secondary identification or an acronym used to

identify a constituent. For example, the alias for Premier Consulting Agency can be PCA. PCA is the secondary
identification for the name of the company.

When you click the MatchFinder button on a constituent record that is already linked to a MatchFinder record,
the matching gift company information linked to the record appears. For more information about how
MatchFinder searches for records, see “MatchFinder Alphabetization Guidelines” on page 6.
» Open a MatchFinder record from the MatchFinder page

1. On the Raiser’s Edge bar, click Records.

2. Click MatchFinder. The MatchFinder page appears.

Constituonts
- MatchFinder
Tarcagrs 1 - -
Funds 1 v Open a MatchPnder Record *4, Downioad and Update Matchinder Database
. Il 2
[r— =+ Launch Cross Reference Tool
Jota
Everts Recantly Accessed Records Ousick Find
==
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3. Click Open a MatchFinder Record. If the constituent record is not linked to a MatchFinder record, the
Open screen for MatchFinder records appears.

T Y oen

Find: I MatchFinder Records j

e Open

Cancel

i

Optiong

@4 Eind Mow

Fird MatchFinder Records that meet these criteria; Mew Search

Company hame: I

City: I State: I_

[ Ewact match anly Expand Results

f 4 &

Note: If you do not know the correct spelling or number, enter the first few letters or characters in the Find
Matchfinder Records that meet these criteria fields. For more information about how MatchFinder searches
for records, see “MatchFinder Alphabetization Guidelines” on page 6.

4. Inthe Find Matchfinder Records that meet these criteria frame, enter the criteria to use to search for the
MatchFinder record. This criteria can include the company’s name, city, and state. You can also specify
whether the results must match the entered criteria exactly.

5. Click Find Now. If the search criteria entered matches an organization in the database, it appears in the
grid on the screen. Depending on how limited or detailed your criteria are, the program may find multiple

records.
ii, Open I
Find: IMatchFinder Records j
Company Name Industry Location Parent e Open |

Ladd Transportation Manufacturing Greensboro, MC La-Z-Boy Inc
La-Z-Boy Inc (Ladd F... Manufacturing Greensbaro, NC

Cancel

L

Options

@4 Fird Mow

Find MatchFinder Records that meet these criteria; Mew Search

Company name: ILadd

Ciby: I State: I_

I Exact match anly Expand Rezults

f 4 &

6. Inthe grid, select the MatchFinder record to open.
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7. Click Open. The MatchFinder matching gift company record appears. You cannot edit or change the
company record.

File Edit View Record Favorites
) Close | 4 4 » "|LI|2?]'|?'

Help

+#* La-Z-Boy Inc (as of 07/12/2005) (- 10O} |

Company I Employes Hestlictions' Monprofit Eligibilit_l,ll Hglesl Subsidiaries Speciallelmsl

Company hame: ILa-Z-B ay Inc

Alias: ILadd Fumiture

Fund/Foundatior: I

Fizcal year ends: I

‘web address v, lazpbop, com

— Company Address

Address: | 4620 Grandover Pl
Bow 26777

City: IG reenshara

State: lﬁ

Country: I
Phene: |336-315-4265
Faw: |336-315-4380

ZIF: |2?41 7-67F7

Ext: |

Industr: IManufacturing

Statuz: IActive

D ate:; |2003

— Contact

Last name: ISims

First hamne: IBemita

Middle name: I

Title/Suffis: IMs.

Position: [HR Generalist ||

E-mail: bernita zgimz@la-z-bop. com

In some cases, the MatchFinder company record you select to open may not have the same name of the
MatchFinder company record that actually appears. This is because one company may have multiple
subsidiaries. Subsidiaries are companies that are owned by or are a part of another company. For
example, you select to open the MatchFinder record for Ladd Furniture. The MatchFinder record for
La-Z-Boy Inc appears. The same matching gift company information exists for both companies because
Ladd Furniture is listed as a subsidiary of La-Z-Boy on the Subsidiaries tab.

8. To close the MatchFinder company record, click Close on the toolbar.

» Open MatchFinder information from an organization constituent record

1. Onthe Raiser’s Edge bar, click Records. For more information about working with constituent records, see
the Constituent Data Entry Guide.

2. Click Constituents. The Constituents page appears.
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3. Click Open a Constituent. The Open screen appears.

/i, Dpen

Find: I Cansatituent

j Search uzing query: |<Default>

Al

o]

Find Constituents that meet these criteria:

Lazt/Org name: ILadd Furniture

First N ame: |

Constituent [D: I

SSN:I

Membership D I

Bark acct. ho.: |

¥ Dizplay inactive constitugnts

[” Display deceased constituents | Check aliases

j Address lines: I j
j City: | j
j State: I j
=l ZIF: | =
j Class of: I j
x| Credit cardno: | ha|

[~ Check spouse name [ Exact match anly

[~ Check contact name

[~ Check rickrame

< Open

Cancel

] bdd New

Options

4 Find Now
Mew Search

Previous Search

HRE B

Expand Besultz

4.

In the Find Constituents that meet these criteria frame, enter the criteria to use to search for the

organization. This criteria can include the organization’s name, ID, membership ID, bank account number,
address lines, city, state, ZIP, class of format, and credit card number.

Note: If you do not know the correct spelling or number, you can enter the first few letters or characters in the
Find Constituents that meet these criteria fields. For more information about how to use these fields, see the

Program Basics Guide.

5. Click Find Now. If the search criteria entered matches an organization in the database, it appears in the
grid on the screen. Depending on how limited or detailed your criteria are, the program may find multiple

records.
/ Open =] 3|
Find: IConStituent j Search using queny: |<Default> |
t Name Address Block (v DOpen |

‘Ladd Furniture

Find Constituents that meet these criteria:

¥ Dizplay inactive constitugnts

" Display deceased constituents [~ Check aliases

Last/Org name: ILadd Furniture j Address lines: I j
First Name: | j City: | j
Constituent [D: I j State: I j
S5M: I j ZIP: I j
Mermbership |D: I j Class of: I j
Bark acct. no.: | x| Credit cardno: | |

[~ Check spousename [ Exact match anly

[~ Check contact name

[~ Check rickrame

Cancel

‘] 4dd New

Options

4 Find Now
Mew Search

Previous Search

LHRE o

Expand Besultz

| 1 record found.
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6. Inthe grid, select the organization whose record you want to open.
7. Click Open. The organization record appears.

#=i Ladd Furniture [ _ (O] I
File Edit View Constituent Letter Favorites Tools Help

dSaveandClose'|iﬂ‘d'};ﬁ'lﬂ_ﬂ'|H 4t b ..|"|2'|?E -‘_°|l| ?'|&"'§1'|'

Honortdemorial I Wolunteer I Frospect I Membership I Events I
v Oigl | Org 2 I v Addresses I Relationships I Appeals | Motes I Gifts I Attributes I Media I Actions

Org Mame: ILadd Furriture Aliages |

Constituent |0 |238
— Preferred Address - Busine

Fa

[~ Organization matches Gifts

Coritry: IUnited States j More. .. | —Matching Gift Information
Address lines: :I Factar: Fiscal year starts: I
E

; Matching Gift Limits
City I I Minimum I Maximum
State: I T l Per gift

Annual per donor
ZIP: I QI DPE'I Total per donor

Phones/Email Links
Notes:
DI Type INumberfEmaiIA... Shared? |

 This constituent

[ Iz inactive [ Iz a solicitar Details |

[ Gives anonymously I~ Haz no valid addresses

Solicit code: " Requests no email

MatchFinder | Eank |

8. Select the Org 1 tab.
Click MatchFinder.

¢ If the constituent record is linked to a MatchFinder record, the MatchFinder matching gift company
record appears. Go to step 10.

¢ If the constituent record is not linked to a MatchFinder record, the Open screen appears so you can
search MatchFinder for the matching gift company.

ii, Open

Find: I MatchFinder Records j

e Open |
Cancel |

Optiong |

@4 Eind Mow |
Fird MatchFinder Records that meet these criteria; Mew Search |

Company name: ILadd Furniture C%

City: I State: I
[ Ewact match anly Expand Results |
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a. In the Find MatchFinder Records that meet this criteria frame, organization information from
The Raiser’s Edge appears. Decide which criteria to use to search for the company and enter the

information in the appropriate criteria fields. The criteria
state.

b. Click Find Now.

can include the company’s name, city, and

/i, Open

Find: IMatchFinder Feconds:

7

Company Mame Industry Location Parent

Find M atchFinder Recards that meet these criteria:

Company name: ILadd Furniture

City: I

State: l_

™ Exact match only

Open

e

Cancel

i |

Options

g Find Mow

Mew Search

fHf

Expand Results

| 1 record found.

If the search criteria entered matches a company in the MatchFinder database, it appears in the grid
on the screen. Depending on how limited or detailed your criteria are, the program may find

multiple records.

c. Inthe grid, select the company whose record you want to open and click Open. The MatchFinder

matching gift company record appears.

10. You cannot edit or change the MatchFinder matching gift company record. For information about the
items on the MatchFinder matching gift company record, see “Matching Gift Company Record” on

page 26.

'#* La-Z-Boy Inc (as of 07/12/2005)

Company I Employes Hestlictions' Monprofit EIigibiIit_l,ll Hglesl 5ubsidiaries| Speciallelmsl

Company narne: |La-Z-B oy Inc

diliag: |Ladd Furniture

Fund/Foundation: |

Fizcal year ends: I

Web address:

wiaw lazyboy. com

— Company Address

Address:
Bow 26777

4620 Grandover Pl

City: IG reenshoro

State: lﬁ

ZIP: |2?41 TEVTT

Country: |

Phane: |335-31 B-4265

Ext: I

Fax |336-315-4380

Industry: |Manufacturing

Status: IActive

D ate: |2003

— Contact

Last name: ISims

First name: IBemita

riddle name: I

Tile/Suffs: [ |

Paosition; |HF| Generalist ||

E-mail: bemita. simsi@ila-z-boy, com

Link.

Cancel
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In some cases, the MatchFinder company record you select to open may not have the same name of the
MatchFinder company record that actually appears. This is because one company may have multiple
subsidiaries. Subsidiaries are companies that are owned by or are a part of another company. For
example, you select to open the MatchFinder record for Ladd Furniture. The MatchFinder record for
La-Z-Boy Inc appears. The same matching gift company information exists for both companies because
Ladd Furniture is listed as a subsidiary of La-Z-Boy on the Subsidiaries tab.

From the MatchFinder company record, you can link the matching gift company information to the
organization constituent record in The Raiser’s Edge. For more information about how to view and link a
MatchFinder record to company information in The Raiser’s Edge, see “Create and Break Links with
MatchFinder Records” on page 46.

» Open MatchFinder information from an organization relationship record

You can work with organization relationship information from the General 2 tab of all organization
relationship records for a constituent. For individual constituent records, you can access the primary
organization relationship record (primary business) from the Business button on the Bio 1 tab. To access all
other organization relationship records for individual and organization constituent records, select the
Relationships tab and then select Organizations from the list on the left. Whether you work with organization
relationship records for an organization or an individual, you can work with MatchFinder information to
ensure your constituent records stay updated.

For more information about relationship records, see the Relationships chapter of the Constituent Data Entry

Guide.
1. On the Raiser’s Edge bar, click Records.
2. Click Constituents. The Constituents page appears.
3. Click Open a Constituent. The Open screen appears.
/i Open CTox]|
Find: IConstituent j Search using query: |<Default> =
< Open |
Cancel |
] bdd New |
Find Constituents that meet these criteria: Optiohs |
Lazt/Org name: IPatterson j Address lines: I j
FirstName:lEhad j City:l j e |
Constituent [D: I j State: I j
Mew Search |
SSN:I j ZlF':I j
Membership ID:I j Clazz of:l j wl
Bark acct. no.: | j Credit card no.: | j Q
[¥ Display inactive constituents [~ Check spouse name [ Exactmatchonly [T Check nickname Expand Results |
[” Display deceased constituents | Check aliases [~ Check contact name =
|
4. In the Find Constituents that meet these criteria frame, decide what criteria you want to use when

searching for your constituent and enter the information in the appropriate criteria fields. This criteria can
include the constituent’s first or last name, constituent identification number, social security number,
address, city, state, zip, membership identification number, and class of format.

Note: If you do not know the correct spelling or number, you can enter the first few letters or characters in the
Find Constituents that meet these criteria fields. For more information about how to use these fields, see the
Program Basics Guide.
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Click Find Now. If the search criteria you entered matches a constituent in the database, it appears in the
grid on the screen. Depending on how limited or detailed your criteria are, the program may find multiple

records.
Open =l I
Find: IConstituent j Search using queny: |<Default> Al
-

Find Constituents that meet these criteria;

¥ Display inactive constituents [~ Check spouze name

[ Display deceased contituents [~ Check sliases

Last/Org name: |Patterson j Address lines: | j
First Name: | Chad | City: | =l —
Constituent [D: I j State: I j e
S5M: | j ZIP: | j —
Membership [D: I j Class of: I j Erevious Search
Bank acct. no.: I j Credit card no.: I j

Cancel

] Add New

Options

[~ Exactmatchonly [~ Check nickname

Expand Besultz

EREE b

[~ Check contact name

| 1 record found.

In the grid, highlight the constituent whose record you want to open.
Click Open. The constituent record appears.

Chad Patterson =1 E3 I

File Edit View Constituent Letter Favorites Tools Help

Birth date: |D4.-’03.-"1 975 :I Age: 32

[" Deceased?

dSaveandElose'|;ﬂ‘-j'L:I‘g'lﬂl]'|N i b DI|—»|2v|?‘D|g|m'| ?'|&"G'|'
W Attributes I Media I v Achions I Hanar/Memarial I Wolunteer I v Prospect I w Membership I Events I
+ Biol w Bio2 I W Addreszes I v Addrezzess/Salutations I v Relationships I v Appeals I Hotes I v Gifts
— Biographical — Preferred Address - Home
Laszt hame: IPatterson Aliages | Eountry:IUnlted States j Flhare... |
First name: IEhad Address ines: | 845 Heinz Street ;I
Middle name: I LI
Titles: [br. Rafl] =] City. {Atlanta
Suffixes; I j I j State:IGA 'I Geoigia
Nickname: | ZIP: |3 Al oeof
Maiden name: I Phones /Email Links
st et |83 DNCl Type |Number,|fErnaiI Address Shared?
|| Home 404-257-9854 Shared
Gender. | Male | ssm

Diate: I 7|l

I arital status: ISingIe

H

r— Thiz constituent

[ Iz a solicitor [retails |

I lzinactive

Spouse | I

[~ Gives anonymously I Has no valid addresses

Solicit code: IDD it call after 3:00 P

I~ Requests no emai

Member [10/15/2000 -

vEducationl v Buziness | Eank |
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8. Click Business. The Organization Relationship screen appears.

9.

rganization Relationship for Chad Patterson
File Edit View Relationship Help

{ §5aveandClose +| i 3¢| « b | = ||| ? |-
v General 1 | General 2| Attibutes/Motes |
‘ Org name; ILadd Furniture il |0 238 Aliazes |
Countiy [lInited States =] iMare.. | Indlustr | [~
Address lines: ;I Position: IMarketing Aggigtant [¥ PFrint?

LI Frofession: IManufacturing

City: | Incame: |$4D,EIE|D - $43,939

State:l vl Relationship: IEmpIc-_l,Jer
ZIP: I ﬂl DPC: I Reciprocal: IEmponee

il e Lol el 1]

[ Print organization name with address [rate from: |2UDD h:-l
Phones Email/Links Foar this arganization, this individual iz a[n):
DNC' Tz INumberfEmaiI Ad"'l Shared? | [ Employes v Primary business information
i SRR 04977-1002 ot Shared [~ Cartact = Dot mail to this contact
B Fax 404-633-7404 Mot Shared
Contact tpe: I j
o | ]
| Fress F7 for table lookup, F8 for AddressAccelerator |
Select the General 2 tab.
Organization Relationship for Chad Patterson [ _ O] x|
File Edit View Relgtionship Help
| 5ave and Close '|H )(| 1 @ | —+ |"_"|'| ? '|§ o
v Gerneral 1 General 2 |.&ttlibgtes;’N0tes|
¥ Ladd Furniture matches gifts from Chad Patterson
— Matching Gift [nfarmation
Factor: I Fizzal year starts:l
Matching Gift Limits Mates:
| Minimum | Maximum | ;I
Per gift
Annual per donor
Total per donor ;I

[~ Avtornatically soft credit this arganization for Gifts

b atchFinder |

| Presz FY to zoom

10. Click MatchFinder.
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¢ If the constituent record is linked to a MatchFinder record, the MatchFinder matching gift company

record appears. Go to step 11.

¢ If the constituent record is not linked to a MatchFinder record, the Open screen appears so you can
search MatchFinder for the matching gift company.

i, Open

Find: IMatchFinder Records j

Find katchFinder B ecords that meet these criteria;

Company name: ILadd Furniture

City: I

[~ Exact match anly

State: l_

<] Open

Cancel

i |

Options

Mew Search

Expand Results

f 4 &

a. In the Find MatchFinder Records that meet this criteria frame, organization information from
The Raiser’s Edge appears. Decide which criteria to use to search for the company and enter the
information in the appropriate criteria fields. The criteria can include the company’s name, city, and

state.
b. Click Find Now.

i, Open

Find: I tatchFinder Records j

Industry

ompany MName

Find M atchFinder Records that meet these criteria:

Location Parent

Company name: ILadd Furniture

City: I

™ Exact match only

State: l_

iv] Open

Cancel

ik

Options

@4 Find Now

Mew Search

fHf

Expand Fesults

| 1 record found.

If the search criteria entered matches a company in the MatchFinder database, it appears in the grid
on the screen. Depending on how limited or detailed your criteria are, the program may find

multiple records.

c. Inthe grid, select the company whose record you want to open and click Open. The MatchFinder
matching gift company record appears.
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11. You cannot edit or change the company record. For information about the items on the MatchFinder
matching gift company record, see “Matching Gift Company Record” on page 26.

‘7* La-Z-Boy Inc (as of 07/12/2005) E I

Company I Employes Hestlictionsl Monprofit Eligibilityl Hglesl §ubsidiaries| Special Ierms'

Company narne: |La-Z-B oy Inc

Aliag: |Ladd Furniture

Fund/Foundation: | Industry; |Manufacturing
Fizcal year ends: I Statusz: IActive
Web address:  ween lazeboy com Date: |2DDS
— Company Address — Contact
Address: |A520 Grandaver Pl Last name: ISims
Bow 26777 : -
First name: IBemlta
Ciye IGleenSboro Middle name: I
State: [NC 2P: [z74176777 Deain s |
Country: I Pagition: |HF| Generalist |1
Ebohe |335_31 54265 Eut: I E-mail: bemita.sime@la-z-boy. com
Fax |336-315-4380
Link. | Cancel |

In some cases, the MatchFinder company record you select to open may not have the same name of the
MatchFinder company record that actually appears. This is because one company may have multiple
subsidiaries. Subsidiaries are companies that are owned by or are a part of another company. For
example, you select to open the MatchFinder record for Ladd Furniture. The MatchFinder record for
La-Z-Boy Inc appears. The same matching gift company information exists for both companies because
Ladd Furniture is listed as a subsidiary of La-Z-Boy on the Subsidiaries tab.

From the MatchFinder company record, you can link the matching gift company information to the
organization constituent record in The Raiser’s Edge. For more information about how to view and link a
MatchFinder record to company information in The Raiser’s Edge, see “Create and Break Links with
MatchFinder Records” on page 46.

MatchFinder Record Toolbar

The toolbar contains buttons that represent common commands for a MatchFinder matching gift company
record. When you access a MatchFinder company record through the MatchFinder page, these buttons appear
on the toolbar. Buttons on the toolbar may occasionally appear in a lighter shade. The lighter shade designates
that a specific button is disabled for the type of task you are performing. To save time when you use functions on
a MatchFinder company record, use these buttons as alternatives to menu commands.

Close a company record

(]

o to the first MatchFinder company record

[4]

o to the previous MatchFinder company record

[q]

o

Go to the next MatchFinder company record
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[n]

Go to the last MatchFinder company record

Fa

Add a MatchFinder company record to favorites

=

View MatchFinder company record properties

?v

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

Understanding MatchFinder

MatchFinder is a database, separate from The Raiser’s Edge, that includes information about matching gift
companies. When you use MatchFinder, you can link records in its database to records in your database in The
Raiser’s Edge.

On a MatchFinder record, you can view eligibility requirements, rules and guidelines, subsidiary information, and
special terms about each matching gift company’s program. In addition, MatchFinder stores the maximum and
minimum amounts a matching gift company matches, as well as the matching gift factor. Using the
cross-reference tool, you can automatically link matching gift companies stored in MatchFinder to your records in
The Raiser’s Edge. You can also import information about companies in the MatchFinder database to linked
records in The Raiser’s Edge.

When you work with matching gift information in The Raiser’s Edge, the MatchFinder button appears on the Org
1 tab of an organization constituent record and the General 2 tab of all organization relationship records. You can
access organization relationship records from the Relationships tab of all organization and individual constituent
records. You can also access organization relationship information from the Business button of an individual
constituent record’s Bio 1 tab. To work with matching gift company information, click the MatchFinder button.

If a constituent’s matching gift is linked to a MatchFinder record, a MatchFinder button also appears on the
Matching Gifts screen of the Matching Gifts tab of the gift record. To view linked matching gift information for a
constituent, click the MatchFinder button.

Through Reports on the Raiser’s Edge bar, you can also access the MatchFinder Organization Summary report,
This profile report displays the matching gift factor and limits of companies in the MatchFinder database.
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MatchFinder Page

From the MatchFinder page in The Raiser’s Edge, you can work with MatchFinder company records. To access
the MatchFinder page, click Records on the Raiser’s Edge bar, and then MatchFinder.

s+ MatchFinder

MatchFinder

&
E Open a MatchFinder Record ‘ﬂ Dovmicad and Update MatchFinder Database

.
9" Launch Cross Reference Tool

sk Find

Resently Accessaed Reconds

|

From the MatchFinder page, you can open MatchFinder records, update the MatchFinder database, and launch
the Cross-Reference Tool. When you open MatchFinder records from the MatchFinder page, you access the
actual records stored in the MatchFinder database, not Raiser’s Edge records. Remember, MatchFinder is a
database of records separate from The Raiser’s Edge. While you can integrate the two to work together, the

actual MatchFinder records are separate.
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Organization Constituent Record

From the Org 1 tab of an organization constituent record in The Raiser’s Edge, you can work with MatchFinder
company records. To create and break links to MatchFinder records, click the MatchFinder button. For more
information about how to create and break links from the Org 1 tab, see “Create and Break Links with
MatchFinder Records” on page 46.

=i Ladd Furniture [_ O] I

File Edit View Constituent Letter Favorites Tools Help

dSaveandElose’thﬁ‘ﬂ'@ﬂH 4 » Dl|—'|2'|‘!‘°D|ﬁ|"_°l'| ?'|&'|E'

B~

Honardhd emarial | Wolunteer I Frozpect I Membership | Ewvents
v Orgl | Org 2 I v Addresses I Relatiohships | Appeals I Motes I Gifts I Altributes I Media I Actiohs

Org Mame: ILadd Fumiture Aliazes |

Constituent 1D |238
— Preferred Address - Buzine

o Organization matches Giftz

Country: IUnited States j Mare. .. | — Matching Gitt Information
Address lines: :I Factor: I Fizcal year starts: I
B

: Matching Gift Limits
City: I I Minimum | Maximurn I

State: I vI Per gift

Annual per donor

ZIP: I QI DPC:I Total per donar
Phones [Email Links ik

Dl Type INumber;‘EmaiIA...l Shared? |

— Thiz constituent

I~ Iz inactive I~ Iz a solicitor [etailz |

I~ Gives anonyrmously [~ Has no valid addresses

Solicit code: I~ Requests ho email

MatchFinder I Bank |
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Organization Relationship Record

From the General 2 tab of organization relationship records in The Raiser’s Edge, you can work with MatchFinder
records. For organization and individual constituent records, you can work with organization relationship records
from the Relationships tab of the constituent record. You can also work with organization relationship records for
individual constituent records through the Business button on the Bio 1 tab of an constituent record. For more
information about the Relationships tab, see the Relationships chapter of the Constituent Data Entry Guide.

Drganization Relationship for Chad Patterson =] E3
File Edit View Relationship Help

| Save and Close ~| = )(_| i1 » ‘—P|':]'|| @

v General 1 General 2 IAttribgtesJNotesl

Y R

Iv Ladd Fumiture matches gifts frorm Chad Patterson

— Matching Gift Infarmation
Factor: I Fizzal pear starts:l
Matching Gift Limits Noates:
| Minimum | Maximum | ;I
Per gift
Annual per donor
Total per donor ;I

[~ Automatically soft credit this arganization for Gifts

I atchFinder |

| Presz F7 to zoom |

Once you access an organization relationship record, to create and break links to MatchFinder records, click the
MatchFinder button. For more information about creating and breaking links from the Org 1 tab, see “Create and
Break Links with MatchFinder Records” on page 46.

Download and Update the MatchFinder
Database

Warning: To download or update the MatchFinder database, you must have a working internet connection. If
you do not have a working internet connection, you can request Blackbaud send you the database on CD.

MatchFinder is a database, separate from the database in The Raiser’s Edge, that includes information about
matching gift companies. When you use MatchFinder, you can search this database to find important matching
gift information about a company, cross-reference MatchFinder records with records in your database in

The Raiser’s Edge, and create and break links between these records. Blackbaud rountinely provides an updated
MatchFinder database. From the MatchFinder page in The Raiser’s Edge, you can easily download and update
your MatchFinder database.
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Before you download or update the MatchFinder database, we recommend you set up the file location of your
MatchFinder database in User Options. You can update the file location as necessary. For information about how
to set up the file location of your database, see “MatchFinder User Options” on page 5.
» Download and update the MatchFinder database
1. On the Raiser’s Edge bar, click Records.
2. Click MatchFinder. The MatchFinder page appears.

=
oh MatchFinder
Actora
fue v Opsen 3 MatchFnder Record s, Dovnkad and Updat MatchFnder Databse
feosds i,
S =+ Launch Cross Reference Tool
Jotn
= Hecently Accessed Hecords Quick Find
=== #
H

3. Click Download and Update MatchFinder Database. The program compares the version of the database
at the location entered in User Options against the current MatchFinder database.

¢ If your MatchFinder database is the same version as the current MatchFinder database, a message
appears to inform you that your database is up-to-date. To return to the MatchFinder page, click OK.

¢ If nofile location is entered in User Options for your MatchFinder database, the Browse for Folder
screen appears. Map to the file location for the database and click OK. The program downloads the
MatchFinder database to the selected location and saves the file location in User Options.

¢ If the file location entered in User Options for your MatchFinder database is not valid, such as it was
accidentally deleted, a message appears to ask you to select another file location. Click OK.

When the Browse for Folder screen appears, map to the new file location for the database and click OK.
The program downloads the MatchFinder database to the selected location and saves the file location
in User Options.

¢ If the program cannot access the location where Blackbaud stores the current MatchFinder database, a
message appears to inform you that it cannot connect to Blackbaud’s servers. To return to the
MatchFinder page, click OK, and have your system administrator check your internet connection.

Note: On the Transfer status screen, you can click Cancel to stop the download while it is in progress, if
necessary. If you cancel the download in progress, no new data is committed to your MatchFinder database.
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If the program can access the file location entered in User Options and the location of the current
MatchFinder database, and your database requires an update, the program automatically downloads the
current MatchFinder database to the file location entered in User Options. The Updating MatchFinder
Database screen appears and displays the progress of the download.

The Raiser's Edge E3

Updating MatchFinder Databaze._ ..

Note: If an error occurs during the download, such as due to an internet connection failure, a message
appears to inform you that the update cannot complete. Click OK to return to the MatchFinder page and
attempt to download the database again. If an error occurs during the download, no new data is committed to
your MatchFinder database.

When the download is complete, a message appears to inform you the update was successful.
4. Click OK. You return to the MatchFinder page.

MatchFinder Organization Summary Report

Note: For a detailed explanation of each report and instructions on how to generate a report, see the Reports
Guide. For a sample of each report, see the Sample Reports Guide.

When you use the optional module MatchFinder, the MatchFinder Organization Summary report is available.
Accessed through Reports on the Raiser’s Edge bar, this profile report displays the matching gift factor and limits
of companies in the MatchFinder database. The exact data included depends on your parameter tab settings. For
example, you can select to view information about matching gift companies in a specified location. You can also
select to view only companies of a selected industry, educational institution, or other type of nonprofit
organization.

oez1z0or MatchFinder Organization Summary mag 4

Company Name City State Industry Ratio Min Gift Max Gifi

MA
FA

ICom

4G oys Snzinleas 3nee] Fabskicaton, [nc

A Toichert & 3oa, Inc

AM Caswtle & Co

Adams Harkasss & Hill Inc

Advasnced TechaologyLaboraiosies Inc

Amanz Appliznces Amana Ia
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You can work with MatchFinder matching gift company records in The Raiser’s Edge. You can also
cross-reference MatchFinder matching gift company records with records stored in The Raiser’s Edge.

This chapter outlines the MatchFinder company records.

Matching Gift Company Record

All matching gift company records stored in the MatchFinder database consist of six tabs. Each tab stores specific
information such as a contact name, an address, employee restrictions, special terms, and subsidiaries. You
cannot edit or change the company record.

File Edit View Record Favorites Help
5] Close | o4 @ "|L||33.|?'

2+ La-Z-Boy Inc (as of 07/12/2005) [ (O] x| |

Compary | Employes F!estlictinnsl Honprofit Eligibilit_l,ll F!glesl Subgidianies | Special Terms

Company name: ILa-Z-Boy Ihe

Alias: ILadd Furmiture:

Fund/Foundation: I

Fizcal year ends: I

Web address v lazpboy, com

— Company Address

Address: 4620 Grandover Pk
Bowx 26777

City: IGreensbnro

State; Iﬁ

Coountry: I

ZIF: |2?41 7677

Phone: |335-31 B-4265 Ext: |

Faw |336-315-4360

Industy: |Manufacturing

Status: I.&ctive

Date: |2DDS

— Contact

Last name; ISims

Firgt name: IBernita

tiddle name: I

Title/5 uifix; IMs.

Fosition; IHH Generalist I

E-mail; bernita, simz@la-z-boy. com

Blackbaud rountinely updates the MatchFinder database. From the MatchFinder page in The Raiser’s Edge, you

can easily download and update the records in your MatchFinder database. When you update your MatchFinder
database, the updated matching gift company files overwrite the existing files. For more information about how
to update your MatchFinder database, see “Download and Update the MatchFinder Database” on page 22.
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Company Tab

The Company tab stores information about the matching gift company and its contact. The company name, alias,
industry, address, and the contact name and position are stored on this tab. You cannot edit any information on
this tab or any other tab on the company record.

File Edit View Record Favorites Help

_-5|C|nse| o4 @ "|L||33.|?'

4w»* La-Z-Boy Inc (as of 07/12/2005) [_ [0 x| |

Compary | Employes F!estlictinnsl Honprofit Eligibilit_l,ll F!glesl Subgidianies | Special Terms

Company name: ILa-Z-Boy Ihe

Alias: ILadd Furmiture:

Fund/Foundation: I

Fizcal year ends: I

Web address v lazpboy, com

— Company Address

Industy: |Manufacturing

Status: I.&ctive

Date: |2DDS

— Contact

Address: 4620 Grandover Pk

Last name; ISims
Bowx 26777

Firgt name: IBernita
tiddle name: I
Title/Suffis: [Ms

Fosition; IHH Generalist I

City: IGreensbnro

State; Iﬁ

Coountry: I

ZIF: |2?41 7677

Eut I E-mail: bemita. simz(@la-z-boy. com

Phone: |335-31 B-4265
Faw |336-315-4360

Company name. The Company name field displays the organization’s name.

Alias. The Alias field can contain an acronym for the organization or another name by which it is known.
The Raiser’s Edge uses the information in this field to locate a record in the MatchFinder database. For
example, an alias for Computer Information Center may be CIC. Aliases can be used to search for and access a
MatchFinder company record.

Fund/Foundation. The Fund/Foundation field indicates the name of a company’s corporate foundation. For
example, when a company makes its matching gifts through a corporate foundation, the foundation name
appears in this field.

Fiscal year ends. The Fiscal year ends field indicates the date on which the company’s fiscal year ends. Many
companies have a limit on the amount they match within a fiscal year.

Web address. The Web address field displays a company’s Web site address.

Industry. The Industry field indicates the sector of business in which the company is classified. For example, the
industry for Computer Services Incorporated is the Computer industry.

Status. The Status field displays the standing of the matching gift program. The status of a company can be
Active, Suspended, or Terminated.

Date. The Date field displays the date on which the status was defined.

Company Address. In the Company Address frame, you can view the mailing address and phone number for
the company. If the address is too long to fit in the Address box, use the scroll bar on the right to view the
entire entry.

Contact. The Contact frame contains information about the company’s contact person, including the contact’s
name, position, and email address.
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Employee Restrictions Tab

The Employee Restrictions tab lists guidelines for employees who request their donations be matched.

Restrictions include the required statuses and nonprofit affiliations for eligible employees. You cannot edit any
information on this tab or any other tab on the company record.

w»* La-Z-Boy Inc (as of 07/12/2005) [_ (O] x| |
File Edit View Record Favorites Help

jCInse| H 4 » N|L||3:|'

? -

Compary  Emploves Bestrictions | Honprofit Eligibility I Rules I Subgidianies | Special Terms
Eligible emplopes status

Emplovee affiliation with nonprofit

Mo affiliation required
[ &l full-tirme, zalaned employees are eligible [ tust be a graduate
1 &l part time employees are eligible [] Muzt be an alumnusda
[] Retired employees are eligible [ tduszt be a member
[[] Spouses of eligible employess are eligible [] Must be a recipient of patient care
[] Outside directors are eligible [ Child or spouse must be affiliated
[[] Retired directors are eligible

[] Muzt be a member of the board of directors/trustees
[1 Employees completing one vear of service are eligible

[~ See special terms for comments

Eligible employee status. Under Eligible employee status, you can view a list of employment conditions that
must be met for the company to match gifts. For example, statuses can include whether an employee is
full-time, part-time, or retired. If a status applies to the employees of the company, its checkbox is marked.

Employee affiliation with nonprofit. Under Employee affiliation with nonprofit, you can view associations
that are required between an employee and the nonprofit organization for the company to match a gift. For
example, affiliations can include whether an employee is a graduate, an alumni, or a member. If an affiliation
is required, its checkbox is marked.

See special terms for comments. When the See special terms for comments checkbox is marked, special
terms exist that are associated with employee restrictions. You can view these terms on the Special Terms
tab.
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Nonprofit Eligibility Tab

The Nonprofit Eligibility tab lists the requirements for educational institutions and other nonprofit organizations.
You cannot edit any information on this tab or any other tab on the company record.

++* La-Z-Boy Inc (as of 07/12/2005) [_ O] I

File Edit View Record Favorites Help
j[llose| M 4 b bl|g|2:f

?- |

Enmpanyl Emploves Restrictions  Monprofit E ligibility |F!gles| Subgidianies | Special Terms

Eligibility of education institutions Eligibility of ather nonprofits
] &l educational inztitutions are eligible 1 &ll other nonprofite are eligible
Four pear colleges and universities [ Hozpitals
Graduate and profesgional schools [] Other healthzare organizations
Junior/Community colleges [ tuzeums
Seminariez [] Social Servicesz
Technical schools [ Cultural arganizations
[] Public zecondary schools Public broadcastin
[ Private secondary schoaols [[] Religious organizations
[[] Public elementary zchoolz 1 Erwironmental/Conservation groups
[ Private elementary schools [ Charities
Inited Hegro College Fund [UHCF) ] United W ay federated fund drives
American Indian Callege Fund [AICF] [ Other

Hizpanic Azzoc. of Colleges and Universities (HACL)
E ducational inst s st be accredited

[~ See special terms for comments

Eligibility of educational institutions. Under Eligibility of educational institutions, you can view the
company’s requirements to match gifts given to educational nonprofits. For example, some companies
require the institution be a four-year college, university, or seminary. If an eligibility requirement is applicable
to the company, its checkbox is marked.

Eligibility of other nonprofits. Under Eligibility of other nonprofits, you can view the company’s
requirements to match gifts given to other nonprofits. If a nonprofit is eligible for the matching gift program,
its checkbox is marked.

See special terms for comments. When the See special terms for comments checkbox is marked, special
terms exist that are associated with nonprofit eligibility. You can view these terms on the Special Terms tab.
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Rules Tab

The Rules tab provides specific company regulations for the matching gift program, including maximum and
minimum match amounts, matching gift factor, types of gifts, when gifts are distributed, and instructions on
sending receipts. This tab also indicates what donors must do to request the company match their gifts. You
cannot edit any information on this tab or any other tab on the company record.

‘#* Lexmark International, Inc. (as of 07/11/2006) EE I

File Edit View Record Favorites Help
5| Close | M 4 » D||i||'_'j]'

:- |

Enmpanyl Employes F!estlictinnsl Honprofit Eligibility  Rules |§ubsidiaries| Special Iermsl
Tupe of giftz matched

Distribution: quarterly K irirmum gift: |$ED.DD [C] Al gifts are matched

Gifts by check ar cash

when; quarter after gift is Max per gift: |$5,DDD.DD [ Giftz by credit card
i - Gifts of stock securnties
Receipting: IFor each gift Daonar annual max; |$5,DDD.DD [ Gifts-in-kind
Motification: |1 year from date of Lifetirne tatal: I L] Deferred gi.fts
Wolunteer time

Match ratio; [1.00 1 [[] Giftz tor athletic pragrams
Giftz for scholarghips
Donar gets matching gift by Gifts bo building funds
[ Inzurance policy premiunms

Filing company's matching gift form
[ Presenting company with gift receipt

[[] Prezenting compary with acknowledgement letter Match notes:

[ Presenting qift to company The maximumn matched per institution iz a ;I
mawimum match of $10,000.00 per calendar
year. LI

[¥ See special terms far comments

Distribution. The Distribution field indicates the frequency at which the matching gift company issues checks.
The possible distribution entries are Continual, Monthly, Quarterly, Annually, and Semi-Annually.

When. To further defines the Distribution field, the When field indicates a more specific time when a company
issues checks. For example, if the company issues checks at the end of every month, “Monthly” appears in
the Distribution field and “End of Month” appears in the When field.

Receipting. The Receipting field indicates how the company handles receipts. The choices are No Receipt, For
Each Gift, For Each Gift >= $250 (greater than or equal to), or Annual Receipt.

Notification. The Notification field displays the date or deadline by which your organization must file the
matching gift claim.

Minimum gift. The Minimum gift field displays the minimum gift amount the company matches. If the company
does not require a minimum amount, this field is blank.

Max per gift. The Max per gift field displays the maximum gift amount the company matches for a single gift.

Donor annual max. The Donor annual max field displays the maximum total amount the company matches for
each donor per fiscal year.

Lifetime total. The Lifetime total field displays the total amount, per donor, that a company matches. If the
company sets a maximum Lifetime Total per donor that will be matched, it is stored in this field.

Match ratio. The Match ratio is the rate at which the company matches gifts. For example, if the company gives
S2 for every S1 donated by its employees, the match ratio is two.

Donor gets matching gift by. The Donor gets matching gift by box lists the different possible procedures for
requesting that a gift be matched. If a procedure applies to the company, its checkbox is marked.
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Types of gifts matched. The Types of gifts matched box lists the different classifications of gifts a company
can match. If the company matches a gift type, its checkbox is marked.

Match notes. The Match notes box displays additional information about the company’s matching gift program.
This field often displays additional notes about the match ratio.

See special terms for comments. When the See Special Terms for Comments checkbox is marked, special
terms exist about the company’s rules for matching gifts. You can view these terms on the Special Terms tab.

Subsidiaries Tab

The Subsidiaries tab lists the companies that are a part of the parent corporation. To retrieve a parent company’s
record, you can enter a subsidiary company name on the Open a Company screen. You cannot edit any
information on this tab or any other tab on the company record.

‘s#* La-Z-Boy Inc (as of 07/12/2005) HE E |

File Edit View Record Favorites Help
_-5|C|nse| 4 @ N|L||:ﬂl

:- |

Eompanyl Employes Hestlictionsl Honprafit Eligihilityl Rules  Subsidiaries | Special Terms

Name / I Alias I

American Drew

American of Martinsville
Clayton Marcus
‘Ladd Transportation

Lea Industries
Pennsylvania House

Name. In the Name column, you can view the names of subsidiaries that are part of the parent corporation.

Alias. For each subsidiary listed, any aliases appears in the Alias column. An alias is another name by which the
company is known. The Subsidiaries tab also lists whether the employees of that subsidiary are eligible to
participate in the parent company’s matching gift program.
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Special Terms Tab

The Special Terms tab displays any special conditions for matching gifts. If, on another tab, the See special terms
for comments checkbox is marked, additional information exists on the Special Terms tab. You cannot edit any
information on this tab or any other tab on the company record.

's#* Lexmark International, Inc. (as of 07/11/2006) [_ O] x| I

File Edit View Record Favorites Help
SOese | M 4 b M| g|H]|2- |

Enmpanyl Employes F!estlictinnsl Honprofit Eligibilit_l,ll F!glesl Subgidiaries  Special Terms |

The receiving organization must complete and return Part B of the compary's kM atching Gifts Program farm. ;I

Otker eligible employees are thoze on termpaorary azsignment outside the .S, those on azsignment to the LS., and
thoze on leave of abzence or receiving benfite under the Lexsmark long-term dizability program.  [n addition, surviving
pouses of retired employees or board members.

Recipient institutions must be based in the LS., itz teritaries or the Commanwealth of Puerta Rico, and recognized
az tax exempt by the IRS in the LS. [or by Puerto Rico o territorg bax authorities),

Religious organizations may be eligible i the purpoge of the gilt iz to benefit the community az a whole, example;
homeless shelter, soup kitchen, ete.

| Fresz F¥ to zoom |

Cross-Reference MatchFinder Records with
The Raiser’s Edge

The cross-reference tool is one of the most important and unique features of MatchFinder. With the
cross-reference tool, the organization relationships of individual constituents in your The Raiser’s Edge database
are matched with matching gift company records in MatchFinder. Once the cross-referencing is complete, you
can view the matched records and update the cross-referenced records as necessary.

Launch the Cross-Reference Tool

The cross-reference tool is one of the most important and unique features of MatchFinder. With the
cross-reference tool, the organization constituents and organization relationships of individual constituents in
The Raiser’s Edge are matched with matching gift company records in MatchFinder.

Before you use the cross-reference tool, we recommend you back up your database. If you are unsatisfied with
the cross-reference results, you can easily restore your database from the backup.
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» Launch the cross-reference tool

Scenario: You want to know how many MatchFinder records match records stored in your database in
The Raiser’s Edge. To find this information, cross-reference matching gift company records in
MatchFinder with the organizations stored in The Raiser’s Edge. Once you cross-reference these
records, you can select which matching records to link and import the information to update your
records in The Raiser’s Edge.

Warning: Before you launch the cross-reference tool, we recommend you back up your database in
The Raiser’s Edge. If you are unsatisfied with the cross-reference results, you can easily restore your database
from the backup.

1. On the Raiser’s Edge bar, click Records.

2. Click MatchFinder. The MatchFinder page appears.

=
oh MatchFinder
Actora
fue v Opsen 3 MatchFnder Record s, Dovnkad and Updat MatchFnder Databse
feosds i,
Morbarws || ¥ Launch Cross Reference Tool
Jotn
= Hecently Accessed Hecords Quick Find
#
H

Warning: To avoid simultaneous linking of records, only one user in The Raiser’s Edge can use the
cross-reference tool at a time. If another user is using the cross-reference tool when you click Launch
Cross-Reference Tool, a message appears to inform you that it is already in use. To return to the MatchFinder
page, click OK.

3. Click Launch Cross-Reference Tool. A message appears to recommend you back up your database in
The Raiser’s Edge before you launch the cross-reference tool.
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4. To cross-reference the records in the MatchFinder and The Raiser’s Edge databases, click Yes. The Select
Records and Filters screen appears.

MatchFinder Cross Reference Tool I

'ou can cross reference companies in your B aizer's Edge databasze to thoge in the MatchFinder database.
The Cross Reference Tool pravides a list of MatchFinder companies you can link to arganization reconds in
your Raizser's Edge database. The Cross Reference Tool does not display Raiser's Edge records currently
linked to MatchFinder records.

— Select Record

Croszs reference resultz appear as a list of individual contituents and their relationzhips with organizations,
along with MatchFinder companies that most clozely match the individual constituents’ relationships. By
choosing a query. you have more control aver the number of results returned. The ANl Individuals default
returnz the marimum number of results.

Include... | All Individuals

— Select Fileer

‘when cross referencing the MatchFinder database, only process companies with the follawing matching gift
program status:

v Active
v Suspended
v Teminated

v Unknown

Cancel | Cross Reference Mow |

5. The Select Records frame displays the constituents to include in the cross-reference process. To return
the maximum number of results, “All Individuals” appears by default.

Note: If you select a query of records but change your mind, you can easily return to the default “All
Individuals” selection. Click Include and select All Individuals.

To reduce the number of results returned, you can select a query of individual constituent records with
organization relationships to cross-reference. For example, you may want to use a query that contains
individual constituents who have an organization relationship with a specific company.
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6.

a. In the Select Records frame, click Include and select Selected Individuals. The Open Query

screen appears.

Copengueny —————————— —meE|
Find: I ueries j

™ Show merged queries only ™ Exact match only

@ Find Now
Find Queries that meet these criteria
New Search
Query type: IIndlwduaI vl Created On: I —
Query format: I vl Created by: vl
Query name: I vl %
Dezcription; I vl
Expand Results |

<] Open

Cancel

] Add New

Options

(R I K

b. Under Find Queries that meet these criteria, enter the criteria to use to search for the query of
individual constituents to use. Criteria can include the format, name, or description of the query; the
date on which the query was created; or the person who created the query. You can also select
whether to display only merged queries or those that match the criteria exactly.

c. Click Find Now. In the box, the queries in The Raiser’s Edge that match the criteria entered appear.

i Open Query =
Find: I ueries j
Query Name Query Description Type Format Crez (v [Open |
All Volunteers Query for use with th... Individual Dynamic Supervisor e |
Giving less than $10.00 Individual Static Supervisor
Individual search for ... Used by the Search 5... Individual Dynamic Supervisar
Solicit Code of 'Da nat... Individual Dynamic Supervisar
] Add New |
Options |
] | @ Find Now |
Find Queries that meet these criteria
New Search |
Guery type: | Created Or:
LRI H iyl Previous Searchl
Query format: I vl Created by: vl Q
Query name: I vl
Dezcription; I vl
Expand Results |
™ Show merged queries only ™ Exact match only

d. Select the query to use and click Open. You return to the cross-reference tool. Next to the Include

button, the selected query appears.

In the Select Filters frame, mark the checkboxes by the matching gift program statuses to include. In

MatchFinder, each parent corporation or

unaffiliated organization has a Status field that defines the

current standing of its matching gift program. The statuses you select determine the companies included

in the cross-reference process.
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To include companies that currently have matching gift programs, mark Active.

To include companies with permanently canceled matching gift programs, mark Terminated.

To include companies with indefinitely canceled matching gift programs, mark Suspended.

To include companies when no data about the matching gift program status is available, mark
Unknown.

7. Click Cross-reference now. The cross-reference tool automatically compares the matching gift companies
in the MatchFinder database to the organization relationships of the selected individual constituents in
The Raiser’s Edge. Depending on the size of your database in The Raiser’s Edge, the cross-reference
process may take some time. For very large databases, the process may take up to several hours.

¢ If your selected query and filters are too specific, all matching records are already linked, or no
organizations in The Raiser’s Edge match a company in the MatchFinder database, the cross-reference
tool cannot return any results. If the cross-reference tool cannot match any records, a message appears
to inform you of this. To return to the MatchFinder screen, click OK.

¢ If the cross-reference tool matches a selected record in The Raiser’s Edge to a record in MatchFinder,
the results screen appears. On this screen, you can link matching records and specify whether to import
data into The Raiser’s Edge from linked MatchFinder records. For information about how to use the
cross-reference results, see “Cross-Reference Tool Results” on page 36.

& MatchFinder Cross Reference Tool B [=] 3
1. Mark the checkbos next to each set of records to link with the cormespanding MatchFinder record.
2. For each set of records in The Riaiser's Edge you select to ink, you can import data from the MatchFinder record. Importing data from MatchFinder is optional.
Daata from MatchFindsr ovenaites any sxisting data in The Raiser's Edgs
Select Data from MatchFinder to import to all sslected records
I~ Diganization Name I~ Fax Number
I Industry I~ Weh Address
[~ Address [ Matching Gift Information
I~ Phane Number [ Create Cantact Relationship [only applies to organization constiusnt records]
3. After you select the records to link, click Link Selacted Records. The selected Raiser's Edge records link with MatchFinder records and, if applicable, import data from MatchFindsr
For help with the Crass Reference Tool, ses the Cross Reference Tool help quide:
Show  Hide
Select Al | Desslect Al Link Selected Records
Link |MatchFinder Company / |RE Organization Constituent RE Individual with RE Organization Relationship
La-Z-Boy Inc Chad Patterson (63), Ladd Furniture
Ms. Bernita Sims, HR Generalist IT 5699 Chandler Road
4620 Grandover Pkwy Decatur, GA 30320
Box 26777 Business: 404-977-1002
v N Greenshoro, NC 27417-6777 Fax:
Business: 336-315-4265 Web address:
Fax: 336-315-4380 Industry:
Web address: www.lszyboy.com Matching gift factor:
Industry: Manufacturing
. |matching gift factor: 100

Cross-Reference Tool Results

Once the cross-reference tool matches organizations in your database in The Raiser’s Edge with matching gift
company records in MatchFinder, you can view the results and update the cross-referenced records as necessary.
You can also export or print the results, such as to create an electronic or a hard copy spreadsheet to share with a
non-MatchFinder user. From the results, you can also view a matched record in the MatchFinder or The Raiser’s
Edge database.

Link Matched Records and Import MatchFinder Data into
The Raiser’s Edge

Once the cross-reference tool matches organizations in your The Raiser’s Edge database with matching gift
company records in the MatchFinder database, you can view the cross-reference results. From the results, you
can select to link matched records in MatchFinder and The Raiser’s Edge. You can also specify MatchFinder data
to import into linked records in The Raiser’s Edge.
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» Create links between matched records from the cross-reference results

1. Launch the cross-reference tool. If an organization in The Raiser’s Edge matches a matching gift company
in the MatchFinder database, the cross-reference tool results screen appears. For information about how
to use the cross-reference tool, see “Launch the Cross-Reference Tool” on page 32.

& MatchFinder Cross Reference Tool B [=] 3
1. Mark the checkbos next to each set of records to link with the cormespanding MatchFinder record.
2. For each set of records in The Riaiser's Edge you select to ink, you can import data from the MatchFinder record. Importing data from MatchFinder is optional.
Daata from MatchFindsr ovenaites any sxisting data in The Raiser's Edgs
Select Data from MatchFinder to import to all sslected records
I~ Diganization Name I~ Fax Number
I Industry I~ Weh Address
[~ Address [ Matching Gift Information
I~ Phane Number [ Create Cantact Relationship [only applies to organization constiusnt records]
3. After you select the records to link, click Link Selacted Records. The selected Raiser's Edge records link with MatchFinder records and, if applicable, import data from MatchFindsr
For help with the Crass Reference Tool, ses the Cross Reference Tool help quide:
Show  Hide
Select Al | Desslect Al Link Selected Records
Link |MatchFinder Company / |RE Organization Constituent RE Individual with RE Organization Relationship
La-Z-Boy Inc Chad Patterson (63), Ladd Furniture
Ms. Bernita Sims, HR Generalist IT 5699 Chandler Road
4620 Grandover Pkwy Decatur, GA 30320
Box 26777 Business: 404-977-1002
v N Greenshoro, NC 27417-6777 Fax:
Business: 336-315-4265 Web address:
Fax: 336-315-4380 Industry:
Web address: www.lszyboy.com Matching gift factor:
Industry: Manufacturing
. |matching gift factor: 100

Note: To view more rows of the grid, you can hide the instructions and checkboxes at the top of the screen. To
hide this section, click Hide. To display this section again, such as to select data to import, click Show.

At the bottom of the screen, the grid displays the matching records found by the cross-reference tool.

¢ The MatchFinder Company column displays companies in the MatchFinder database that match
organizations in The Raiser’s Edge. For each company listed, you can view information from the
Company tab of its MatchFinder record. By default, the grids sorts alphabetically by this column.

¢ For each MatchFinder Company, the RE Organization Constituent column displays an organization
constituent in The Raiser’s Edge that matches the matching gift company. For each organization listed,
you can view information from the organization constituent record, including address lines, phone
numbers, industry, and matching gift factor.

If the MatchFinder Company does not have a matching organization constituent, such as if it matches
only an organization relationship, the RE Organization Constituent column is disabled.

¢ For each MatchFinder Company, the RE Individual with RE Organization Relationship column displays
an individual constituent in The Raiser’s Edge who has a relationship with the matched organization
constituent or with an organization that matches the matching gift company. For each individual listed,
you can view information from the organization relationship record, including address lines, phone
numbers, industry, and matching gift factor.

2. In the Link column, mark the checkbox next to each set of The Raiser’s Edge records to link to the
corresponding MatchFinder record.

To mark all checkboxes in the results, including those not immediately visible, click Select All on the action
bar. To unmark all marked checkboxes, click Deselect All.

Warning: You do not have to import any data from MatchFinder. Data imported from MatchFinder
automatically overwrites any corresponding data that exists in The Raiser’s Edge.

3. For each selected set of records, you can import data from the corresponding MatchFinder record. At the
top of the screen, select the MatchFinder data to import for the selected records. You can select to import
the organization name, industry, address, phone number, fax number, Web site address, or matching gift
information. For matched organization constituents, you can also select whether to use the MatchFinder
information to create contact relationships.

By default, the Matching Gift Information and Create Contact Relationship checkboxes are automatically
marked.



38 CHAPTER

Note: If you select to import phone, fax, or Web address data from MatchFinder and there is no corresponding
phone type in The Raiser’s Edge, the program automatically creates the phone type when it links the records.
For example, if you import a business phone number and the Business phone type does not exists in

The Raiser’s Edge, the program creates a phone type of “MF Business phone”.

4. On the action bar of the grid, click Link Selected Records. The cross-reference tool links the records and
imports the selected MatchFinder data. Once the records are linked, a confirmation message displays how
many organization in The Raiser’s Edge were linked to MatchFinder records.

5. Click OK. You return to the MatchFinder page.

Export the Cross-Reference Results

Once the cross-reference tool matches organizations in your The Raiser’s Edge database with matching gift
company records in MatchFinder, you can export the results, such as to create an electronic spreadsheet to share

with a non-MatchFinder user. To can export the results directly into Microsoft Excel or as a grid in another
format.

» Export the cross-reference results as a grid

1. Launch the cross-reference tool. If an organization in The Raiser’s Edge matches a matching gift company

in MatchFinder, the results screen appears. For information about how to use the cross-reference tool,
see “Launch the Cross-Reference Tool” on page 32.

& MatchFinder Cross Reference Tool Bi[=] B3

1. Mark the checkbox next to each set of records to link with the correspanding MatchFinder record

2 For sach set of records in The Riaiser's Edgs you sslect o link, you oan import data fom the MatchFinder record. Importing data from MatchFinder is optional,
Data from MatehFinder ovenites any existing data in The Riaiser's Edge.
Select Data from MatehFinder to impart to all selected records

[ Drganization Name ™ Fax Number
I~ Industry [~ ‘web Address
I~ Addiess [ tatching Gift Information

I~ Phone Mumber [ Cieate Contact Relationship with MatchFinder contact information [only applies to oiganization constituent records]
3. After pou select the records to link, click Link Selected Records. The selected Raiser's Edge records link with MatchFindes records and. if applicable, import data from MatchFinder,

For help with the Cross Reference Tool, see the Cross Reference Tool help quide.

Show  Hide
Select All | Deselect All Link Selected Records
Link _|MatchFinder Company /_|RE Oraanization Constituent RE Individual with RE Organization Relationship
La-Z-Boy Inc Ladd Furniture (238) Chad Patterson (63), Ladd Furniture
Ms. Bernita Sims, HR Generalist IT Business: Business: 404-977-1002
4620 Grandover Phwy Fax: Fax:
Box 26777 Web address: Web address:
[ [Gresnsboro, e 274176777 Industry: Industry:
Business: 336-315-4265 Matching gift factor: 1.00 Matching gift factor: 1.00
Fax: 336-315-4380
Web address: www.lazyboy.
Ry et R &R Export Cross Refersnce Grid...
L Matching gift factor: 1.00 [%] | Export Cross Reference Grid to Excel
K1 2 o |
4 | print
— | Go To RE Individual
— | Go To RE Organization
— | Go To MatchFinder Organization

At the bottom of the screen, the grid displays the matching records found by the Cross-Reference Tool.

For information about this grid, see “Link Matched Records and Import MatchFinder Data into
The Raiser’s Edge” on page 36.

2. Inthe grid, right-click and select Export Cross-Reference Grid. The Export screen appears.

Export E
Export file type: I@ Comma-Separated alues j
Export file name: IE:\fiIes\export ;I

V' Include header

co |
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3. Inthe Export file type field, select the type of export file to create. You can select to create a
comma-separated values file (*.csv), Microsoft Access database file (*.mdb), WordPerfect merge file
(*.dat), hypertext markup language file (*.htm), rich text format file (*.rtf), dBase Ill or FoxPro database
file (*.dbf), Microsoft Excel file (*.xls), Lotus 1-2-3 file (*.wk1 or *.wk3), character-separated values file
(*.chr), text file (*.txt), extensible markup language file (*.xml), or Microsoft ADO Recordset 2.1 file
(*.ado).

4. In the Export file name field, the file location specified in User Options for exported files automatically
appears. If necessary, you can export the results grid to another file location.

a. In the Export file name field, click the ellipsis. The Export file name screen appears.

Export file name HE
Savein: I@ Desktop j Iff( EH-

.L_Jrvw Documents
j My Computer
My Network Flaces

My Network File pame: Ie;q:uort csv j Save

Save as type: IComma-Sepalated Values j Cancel /l
i

b. In the Save in field, map to the new file location.
c. Inthe File name field, the name of the export file appears. Adjust the file name as necessary.
d. Click Save. You return to the Export screen.

5. Toinclude the file name in a header that appears in the export file, mark Include header.

6. Click Export Now. The grid is exported to the file location specified in the Export file name field.
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» Export the cross-reference results into Microsoft Excel

1. Launch the cross-reference tool. If an organization in The Raiser’s Edge matches a matching gift company
in MatchFinder, the results screen appears. For information about how to use the cross-reference tool,
see “Launch the Cross-Reference Tool” on page 32.

& MatchFinder Cross Reference Tool Bi[=] B3

1. Mark the checkbox next to sach set of recards to link with the cormesponding MatchFinder record

2. For each set of records in The Raiser's Edge you select to link, pou can impart data from the MatchFinder record. Importing data fram MatchFinder is optional.
Data from MatchFinder ovensrites any existing data in The Raiser's Edge.
Select Data from MatchFinder to import to all selected records.

[~ Diganization Mame I~ Far Mumber

I~ Industiy I~ WebAddress

I~ Address [¥ Matching Gift Information

I~ Phone Number [¥ Cieate Contact Relationship with MatchFinder contact infomation (only applis to organization constitugnt records)

3. After you select the recards to link, click Link Selected Records. The selected Raiser's Edge records link with MatchFinder records and, if applicable, import data from MatchFinder.

For help with the Cross Reference Tool, see the Cross Reference Tool help quide.

Show  Hide
Select Al | Deselect Al Lirk Selected Fecords
Link |MatchFinder Company / |RE Organization Constituent RE Individual with RE Organization Relationship
La-Z-Boy Inc Ladd Furniture (238) Chad Patterson (63), Ladd Fumniture
Ms. Bernita Sims, HR Generalist TT Business: Business: 404-977-1002
4620 Grandover Plwy Fax: Fax:
Box 26777 Web address: Web address:
[ [Greensboro, e 274176777 Industry: Industry:
Business: 336-315-4265 Matching gift factor: 1.00 Matching gift factor: 1.00
Fax: 336-315-4380
Web address: www.lazyboy. com
et Export Cross Reference Gric...
4 »
| prin |

Go To RE [ndividual

a
£ Matching gift factor: 1.00 [%8] Export Cross Reference Grid to Excel
-+
—+ | Go To RE Qrganization
E.

Go To MatchFinder Organization

At the bottom of the screen, the grid displays the matching records found by the Cross-Reference Tool.
For information about this grid, see “Link Matched Records and Import MatchFinder Data into
The Raiser’s Edge” on page 36.

2. Inthe grid, right-click and select Export Cross-Reference Grid to Excel. The grid exports into an Microsoft
Excel (*.xIs) file. When the export is complete, Microsoft Excel automatically opens the file.

Print the Cross-Reference Results

Once the cross-reference tool matches organizations in your The Raiser’s Edge database with matching gift
company records in MatchFinder, you can print the results, such as to share with a non-MatchFinder user.
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» Print the cross-reference results

1. Launch the cross-reference tool. If an organization in The Raiser’s Edge matches a matching gift company
in MatchFinder, the results screen appears. For information about how to use the cross-reference tool,
see “Launch the Cross-Reference Tool” on page 32.

& MatchFinder Cross Reference Tool Bi[=] B3

1. Mark the checkbox next to sach set of recards to link with the cormesponding MatchFinder record

2. For each set of records in The Raiser's Edge you select to link, pou can impart data from the MatchFinder record. Importing data fram MatchFinder is optional.
Data from MatchFinder ovensrites any existing data in The Raiser's Edge.
Select Data from MatchFinder to import to all selected records.

[~ Diganization Mame I~ Far Mumber

I~ Industiy I~ WebAddress

I~ Address [¥ Matching Gift Information

I~ Phone Number [¥ Cieate Contact Relationship with MatchFinder contact infomation (only applis to organization constitugnt records)

3. After you select the recards to link, click Link Selected Records. The selected Raiser's Edge records link with MatchFinder records and, if applicable, import data from MatchFinder.

For help with the Cross Reference Tool, see the Cross Reference Tool help quide.

Show  Hide
Select All | Deselect All Link Selected Records
Link _|MatchFinder Company #_|RE Organization Constituent RE Individual with RE Organization Relationship
La-Z-Boy Inc Ladd Furniture (238) Chad Patterson (63), Ladd Furniture
Ms. Bernita Sims, HR Generalist IT Business: Business: 404-977-1002
4620 Grandover Phwy Fax: Fax:
Box 26777 Web address: Web address:
[ |Greensboro, N 274176777 Industry: Industry:
Business: 336-315-4265 Matching gift factor: 1.00 Matching gift factor: 1.00
Fax: 336-315-4330
Web address: www.Jazyboy.com
et Export Cross Reference Grid...
Matching gift factor: 1.00 Export Cross Reference Grid to Excel

Print ]

Go To RE [ndividual
Go To RE Qrganization

|
L EE

Go To MatchFinder Organization

At the bottom of the screen, the grid displays the matching records found by the Cross-Reference Tool.
For information about this grid, see “Link Matched Records and Import MatchFinder Data into
The Raiser’s Edge” on page 36.

2. Inthe grid, right-click and select Print. The Print Grid Options screen appears.
3. Select the General tab.

Print Grid Options =] I

General | Sample Output I

Header: I

Footer: I

Paper orientation: I Best fit j

V' Display row grid lines
V' Display column grid lines
[ lgnore grid color settings
V' Number pages

[ Sige columns to fit page
[~ Prirt raw headers

Frint I Cancel |

| | Total Pages: 1 | Landscape v

To print the results with a header at the top of each page, enter the text to appear in the Header field.
To print the results with a footer at the bottom of each page, enter the text to appear in the Footer field.

In the Paper orientation field, select the orientation at which to print the results. You can select Best fit,
Portrait, Landscape, or Use printer default.

7. Below the Paper orientation field, specify how the printed results should appear. You can select whether
to display row or column grid lines, ignore the grid’s color settings, include page numbers, size the grid’s
columns to fit the printed page, or print the row headers. Mark the checkboxes for the styles to use for
the printed results.
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8. Toview how the printed results appear with the selected styles, select the Sample Output tab. In the box,
a preview of the printed results appears.

Print Grid Options =] I

General  Sample Output |

Frint I Cancel |

| | Total Pages: 1 | Landscape i

If you are not satisfied with the appearance of the printed results, select the General tab and adjust the
selected styles as necessary.

9. To print the cross-reference results, click Print. The grid prints to your default printer.

View a Record in the Cross-Reference Results

Once the cross-reference tool matches organizations in your The Raiser’s Edge database with matching gift
company records in MatchFinder, you can view the results. From the results, you can also view a matching gift
company record, an organization constituent record, or an individual constituent record with a relationship to an
organization included in the results. For example, you may want to review additional information about an
organization matched during the cross-reference process.

» View arecord included in the cross-reference results

1. Launch the cross-reference tool. If an organization in The Raiser’s Edge matches a matching gift company
in MatchFinder, the results screen appears. For information about how to use the cross-reference tool,
see “Launch the Cross-Reference Tool” on page 32.

i, MatchFinder Cross Reference Tool B [=] E3

1. Mark the checkbox next to each set of records to link with the cormespanding MatchFinder recard.

2. For each set of records in The Riaiser's Edge you seleet o ik, you can import data from the MatehFinder record, Imparing data from MatehFinder is aptional.
Daata from MatchFindsr overnites any sisting data in The Raissr's Edgs
Selsct Dat from MatchFinder to impot to all selected records

I~ Organization Name I~ Far Number

I Industiy I~ WebAddress

[~ Addiess [¥ Matching Gift Information

[~ Phone Murmber [¥ Create Contact Relationship with MatchFinder contact infarmation [only applies to rganization canstitusnt recards)

3. After you select the records to link, click Link Selected Records. The selected Raiser's Edge records link with MatchFinder records and, if applicable, import data from MatchFinder.

Far help with the Crass Reference Taol, see the Cross Reterence Tool help quide.

Show  Hide
Select All | Deselect All Link Selected Fecords
Link _|MatchFinder Company #_|RE Organization Constituent RE Individual with RE Organization Relationship
La-Z-Boy Inc Ladd Furniture (238) Chad Patterson (63), Ladd Fumniture
Ms. Bernita Sims, HR Generalist I Business: Business: 404-977-1002
4620 Grandover Pkwy Fax: Fax:
Box 26777 Web address: Wieb address:
[ |Greensboro, NC 274176777 Industry: Industry:
Business: 336-315-4265 Matching gift factor: 1.00 Matching gift factor: 1.00
Fax: 336-315-4380
Web address: www.lazyboy.com
Industry: Manufacturing i &R Export Cross Reference Grid...
L Matching gift factor: 1.00 [2] | Export Cross Reference Grid to Excel
4 *
[ 1 =4 print |
—+  Ga To RE Individual
—+  Go To RE Organization
—+ G To MatchFinder Organization
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At the bottom of the screen, the grid displays the matching records found by the Cross-Reference Tool.
For information about this grid, see “Link Matched Records and Import MatchFinder Data into
The Raiser’s Edge” on page 36.

In the grid, select the row of the record to view.
Right-click and select the type of record to view.

¢ To view the record of an individual constituent with an organization relationship with the matching gift
company, select Go to RE Individual. The individual constituent record in The Raiser’s Edge opens.

¢ To view the record of an organization constituent matched to the matching gift company, select Go to
RE Organization. The organization constituent record in The Raiser’s Edge opens.

¢ Toview the record of the matching gift company, select Go to MatchFinder Organization. The matching
gift company record in the MatchFinder database opens.
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When you access MatchFinder records through an organization constituent record in The Raiser’s Edge, you can
create links between the organization constituent record and it corresponding MatchFinder records You can also
create links between constituent organization relationship records and MatchFinder records. This helps you keep
track of the matching gift programs for organizations in your Raiser’s Edge database.

You can also break links between Raiser’s Edge records and MatchFinder records. For example, you learn that a
company’s matching gift program no longer exists. If a link exists between a constituent in your database and a
MatchFinder record, you can break the link and create a new link with another matching gift company.

Create and Break Links with MatchFinder
Records

When you access a MatchFinder record through an organization constituent record or organization relationship
record, you can link the record in The Raiser’s Edge with the information stored in MatchFinder. This helps keep
your matching gift information in The Raiser’s Edge current. When you link records, you can also quickly research
matching gift potential. For example, you know Smith Merger Corporation is a matching gift company in the
MatchFinder database. Several organizations in your Raiser’s Edge database are affiliated with Smith Merger
Corporation. Because of this, you want to create a link between Smith Merger Corporation and the affiliated
organization constituent records. You can create a link between the records so you know the matching gift
potential of the organization records in your database.

Note: You can also use the cross-reference tool to match companies in the MatchFinder database to
organizations in your Raiser’s Edge database. Once you launch the cross-reference tool, you can create links
between the MatchFinder database and your records in The Raiser’s Edge. For information about the
cross-reference tool, see “Launch the Cross-Reference Tool” on page 32.

From the Org 1 tab of an organization constituent record, a MatchFinder button appears. When you click
MatchFinder, you can look up matching gift company records stored in the MatchFinder database, create links to
these matching gift company records, or break links so you can create new links.

The same functionality exists on the General 2 tab of all organization relationship records for a constituent. For
individual constituent records, you access the primary organization relationship record (primary business) from
the Business button on the Bio 1 tab. To access all other organization relationship records for individual and
organization constituent records, select the Relationships tab and select Organizations from the list on the left.
Whether you work with organization relationship records for an organization or individual constituent, you can
work with MatchFinder information to ensure your constituent records stay updated. For more information
about how to access the Relationships tab of a constituent record, see the Relationships chapter of the
Constituent Data Entry Guide.

From the Matching Gifts tab of a gift record, you can view MatchFinder information that already exists for a
constituent. You cannot edit, create links, or break links from the Matching Gifts tab. The following sections
describe the various ways to create and break links with MatchFinder records. For more information about how
to access constituent records in The Raiser’s Edge, see “Navigating in MatchFinder” on page 7.

Organization Record

Note: From the General 2 tab of all your organization relationship records, you can also view matching gift
information, and create and break links with MatchFinder records.

From the Org 1 tab of an organization constituent record, you can create or break a link to a MatchFinder record.
From the Relationships tab of an organization constituent record, you can also apply MatchFinder information to
any organization relationships that exist for your organization. The following procedures show you how to work
with MatchFinder information from the Org 1 tab of an organization constituent record.
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» Create a link between an organization constituent and a MatchFinder company record

Scenario: From The Raiser’s Edge, you want to create a link between Ladd Furniture’s organization
constituent record, and the matching gift company record in the MatchFinder database of its parent,
La-Z-Boy Inc. Open the organization record for Ladd Furniture in The Raiser’s Edge and search for its
record in the MatchFinder database. Once you match the records, you can use the information linked
between the records to help with your fundraising and solicitation efforts.

1. From the organization constituent record, select the Org 1 tab. For more information about how to access
an organization constituent record, see “Access MatchFinder Information” on page 7. For more
information about working with constituent records, see the Constituent Data Entry Guide.

=i Ladd Furniture HI=] B3 I
File Edit Wiew Constituent Letter Favorites Tools Help

dSaveandElose'|H‘d'Lﬂ'lﬂJ'|N 1 b "|"|2'|?U|ﬂ|-‘_’|’| ?'|&"G'|'

Hanor/emarial I Wolunteer I Prospect I tembership I Events I
v Orgl | Org2 I w Addresses I w Relationships | Appeals I HMates I Gifts I Attributes I Media I Actions
Org Mame: ILadd Furniture Aliazes |

Constiuent ID: [235
i Preferred Address - Busine:

™ Organization matches Gifts

Cointry: IUnited States j ol More.. |  Matching Gitt Informeation
Address lines: d Factar; Fiscal year starts: I
o
; J Matching Gift Limits

Clity: I I Minimum I Maximum
State: I o l AT
Annual per donor
ZIP: I QI DPE'I Total per donar

Phones/Email/Links
Notes:
DI Type INumberEmaiIA... Shared? |

~ This constituent

I Iz inactive [ Iz a solicitar Details |
[~ Gives anonymously I Haz novalid addresses
Solicieaas: I~ Requests no email

M atchFinder I Eank |
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2. Click MatchFinder. The Open screen for MatchFinder appears.

i, Open

Find: I Matchfinder Becards j

Sl Open

Cancel

i |

Options

i Find Maw

Find Matchfinder Records that mest these criteria: New Search

Company name: |Barclay Furniture:

Cliky: I State: I_

™ Exact match anly Expand Besults

3. In the Find Matchfinder Records that meet these criteria frame, the organization’s name automatically
appears in the Company name field.

[ 4k

Click Find Now. If the organization name matches a company record in the MatchFinder database, it
appears in the grid on the screen. Depending on how limited or detailed your criteria are, the program
may find one or multiple records.

i, Open

x|

Find: IMatchFinder Fecords j

Industry i e Open

-Boy Inc (Ladd F... Manufacturing Greensboro, NC

Cancel

|

Options

@ Find Mow

Fid MatchFinder Fecords that meet these criteria; Mew Search

Company name: ILadd Furniture

City: I State: l_

[ Eract match anly Expand Results

f 4 b

| 1 record found.
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In the grid, select the company record for the organization and click Open. The MatchFinder record

appears.

'#* La-Z-Boy Inc (as of 07/12/2005)

Company I Employes Hestlictions' Monprofit EIigibiIit_l,ll Hglesl 5ubsidiaries| Speciallelmsl

Company narne: |La-Z-B oy Inc

diliag: |Ladd Furniture

Fund/Foundation: |

Industry: |Manufacturing

Fizcal year ends: I

‘web address:  www lazyboy com

Status: IActive

D ate: |2003

— Company Address

— Contact

Address: |4620 Grandover Py
Bow 26777

Last name: ISims

First name: IBemita

City: IG reenshoro

State: lﬁ

ZIP: |2?41 TEVTT

riddle name: I

Tile/Suffs: [ |

Country: |

Paosition; |HF| Generalist ||

Phane: |335-31 B-4265 Ext: |

E-mail: bemita. simsi@ila-z-boy, com

Fax |336-315-4380

x]|

Link. | Cancel |

In some cases, the MatchFinder record you select to open may not have the same name of the
MatchFinder record that actually opens. This is because one company can have multiple subsidiaries.
Subsidiaries are companies that are owned by or are a part of another company. For example, you select
to open the MatchFinder record for Ladd Furniture. The MatchFinder record for La-Z-Boy Inc. appears.
The same matching gift company information exists for both companies because Ladd Furniture is listed
as a subsidiary of La-Z-Boy Inc. on the Subsidiaries tab.

Import From MatchFinder screen appears.

Import From MatchFinder.. |

-] Qrganization Mame

- Industry

-] Address

-] Phane Mumber

-] Fax Mumber

-] 'web Address

o M 4 atching Gift [nformation
-] Create Contact Relationship

o]

Cancel

5. To create a link between the organization constituent record and the MatchFinder record, click Link. The

In the list, mark the checkboxes for the information to import. For example, to import only the matching
gift information for this MatchFinder record, mark Matching Gift Information.
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7. Click OK. You return to the organization constituent record. The information you select to import from
MatchFinder automatically appears in the applicable fields of the organization constituent record.

#=i Ladd Furniture H=l I

File Edit VYiew Constituent Letter Favorites Tools Help

L'JSaveandCIose'hH rj';-_;,\a'lﬂ__]'|u L ﬂ|-’|2'|?ﬁ|g|ﬂ| ?'|&"Q'|'

Honor/temorial I Walunteer I Frospect I Membership I Events I
v Orgl | Org2 I v Addresses I v Relationships | Appeals I Motes I Gifts I Attributes I Media I Actiohs

Org Mame: ILadd Furriture Aliages |

Constituent 1D |238

- Prefened Address - Busine ¥ Organization matches Gifts
Cavinitry: IUnited States j =] Mare. .. | NS choE I blormation
Address lines: :I Factar: |1.00 Fiscal year starts: I
=

= Matching Gift Limits
iy | B e
State; I - l Per gift £25.00 £500.00!
Annual per donor £1,000.00

=l I jﬁ DPDI Total per donar

Phones/Email Links
Motes:
DI Type INumber,.’EmaiIA... Shared? |

r This constituent

[ Iz inactive [ Iz a solicitar Detailz |

[~ Gives anonymously I™ Haz no valid addresses

[~ Requests no email

Solicit code:

w MatchFinder | Eank |

| Press F7 to zoom |

A link now exists between the two records, and you can click MatchFinder to view the MatchFinder
record for the organization.

8. To save and close the record, click Save and Close on the toolbar.
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» Break a link between an organization constituent and a MatchFinder record

Scenario: You discover that Ladd Furniture no longer supports a matching gift program. Ladd Furniture
happens to be an organization constituent in your database. Open Ladd Furniture’s constituent record
and break the link you created to its parent company, La-Z-Boy Inc. This scenario is based on the link
created in “Create a link between an organization constituent and a MatchFinder company record” on
page 47.

1. From the organization constituent record, select the Org 1 tab. For more information about how to access
an organization constituent record, see “Access MatchFinder Information” on page 7. For more
information about working with constituent records, see the Constituent Data Entry Guide.

#=i Ladd Furniture H=l I

File Edit VYiew Constituent Letter Favorites Tools Help

L'JSaveandCIose'hH rj';;%'lﬂ__]'|“ ik .l|*|2'|?ﬁ|ﬂ|ﬂ| ?'|&"Q'|'

Honor/tdemorial I Walunteer I Frospect I Membership I Events I
v Oigl | Org2 I v Addresses I v Relationships | Appeals I Motes I Gifts I Altributes I Media I Actions
Org Mame: ILadd Furriture Aliases |

Constituent 1D |238
— Preferred Address - Busine
Country: IUnited States j Mo, || Matching Gilt Information

;I Factor: {1.00 Fiscal year starts: I

¥ Organization matches Gifts

Address lines:

-
_I Matching Gift Limits
iy I I Minimum I Maximum
Chate: |_;[ Per gift $25.00 £500.00
Annual per donor £1,000.00
ZIP:I QI DPDI Total per donor

Phones/Email Links
Hotes:
DI Type INumberfEmaiIA... Shared? |

r This constituent

[ Iz inactive [~ Iz a solicitor Detals |
[~ Gives anonymously I~ Has no valid addresses
Gl s I~ Requests no email
v MatchFinder | Bank |

Press FF to zoom
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2. Click MatchFinder. The linked MatchFinder record appears.

3. To break the link between the organization constituent record and the MatchFinder record, click Break
Link. You return to the Org 1 tab of the organization constituent record. The link between the two records

‘7" La-Z-Boy Inc (as of 07/12/2005)

LCompany I Employes Hestlictionsl Honprofit Eligibilit_l,ll Hglesl ﬁubsidiariesl Speciallermsl

Company harme: ILa-Z-B ay Inc

Alias ILadd Fumiture

Fund/Foundatior: I

Fizcal year ends: I

‘web address: v lazpbop. com

— Company Address

Address: 4620 Grandover Pl
Bow 26777

City: IG reenshoro

State: INE ZIP: |2?41?-B???
Country: I

Phane: |336-315-4265 Ext: |
Fax: |336-315-4380

Industry: IManufacturing

Statuz: IActive

Date: |2003

— Contact

Last name: |Sims

First name: IBernita

Middle name: I

Title/Suffis: IMs.

Position: IHH Generalist ||

E-mail: bemita. simz(@la-z-bop. com

Break Link |

Cancel |

is now broken.

4. To search for a new MatchFinder record with which to create a link, click MatchFinder. For more
information about how to create a link, see “Create a link between an organization constituent and a

MatchFinder company record” on page 47.

5. To save and close the record, click Save and Close on the toolbar.

Organization Relationship Record

From the General 2 tab of all organization relationship records, you can create a link and break a link to a
MatchFinder record. For individual constituent records, you can access the primary organization relationship
record (primary business) from the Business button on the Bio 1 tab. To access all other organization relationship
records for individual and organization constituent records, you should select the Relationships tab and select
Organizations from the list on the left. Whether you are working with organization relationship records for an
organization or an individual, you can work with MatchFinder information to ensure your constituent records stay

updated.
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» Create a link between an organization relationship and a MatchFinder record

Scenario: Last week, you discovered that Chad Patterson, a constituent in your database, has worked
for Ladd Furniture for over 30 years and is a loyal employee to the company. You know that Ladd
Furniture has a matching gift program. You want to track this information on Chad’s record for
possible donations to your organization.

From the Relationships tab of an individual or organization constituent record, you can apply MatchFinder
information to any organization relationships that exist for a constituent record.The following procedures
show you how to work with MatchFinder information from the General 2 tab of an organization relationship

record for an individual constituent.

1. From the constituent record, select the Bio 1 tab. For more information about accessing an organization
constituent record, see “Access MatchFinder Information” on page 7. For more information about

working with constituent records, see the Constituent Data Entry Guide.

= Chad Patterson [_ (O] =] I

File Edit View Constituent Letter Favorites Tools Help

L'JSaveandEIose'|;ﬂ‘-j'L:I‘;'Iﬂl]'|N 1 b "|*|2'|?E|ﬂ|2§l| ?'|&"'3'|'
v Attributes I Media I v Aclionz I Haonartemarial I Wolunteer I v Prospect I v Membership I Events I
¥ Binl | w Bin2 I v Addreszes I v Addrezzess/S alutations I « Relationships I v Appeals I Hotes I v Gifts

— Biographical — Preferred Address - Home

Last name: IPatte[sun Aliages | Country: IUniled States j F=Mare... |
First name: IEhad Address lines: |845 Heinz Strest ;I
Middle name: I LI
Titles: IM[_ j I j City: IAtlanta
Suffixes; I j I j State:IGA 'l Geoigia
Nickname: | ZIP: [30303 Al oeof
Maiden name: I Phones Email Links
DNC T MNumb il Add Shared?
Constituent 10 |83 | b | b == =k
|| Home 404-257-9854 Shared
Gender: IMaIe j SSN:I
Birth date: |D4.203/1 975 :l Age: 32
[ Deceased? Date:l .'7|I
Marital status: ISingIe j r Thiz constitugnt
5 I I |z inactive I~ |z a soliciter Detals |
OUEE |
2 [~ Gives anonymously I~ Has no valid addresses
Solicit code: IDD it call after 3:00 PM I Requests no email

Member [10/15/2000 - |

vEducationl v Business |

Bank |
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2. Click Business. The organization relationship screen appears.

3.

rganization Relationship for Chad Patterson
File Edit View Relationship Help

|} 5ave and Close '|H )(| 4 b |—> |3:|'|

? %

v Gereral 1 | Generalgl .&ttlibgtestotesI

‘ Org name; ILadd Furniture il ID; 238 bliazes

I:Duntr_l,l:IUnited States VI Hare,.. | Industry:

;I Position: IMarketing Azziztant [V Print?

o

Address lines:

LI Frofession: IManufacturing

City: | Incame: |$4D,EIE|D - $43,939

State:l vl Relationship: IEmpIc-_l,Jer
ZIP: I ﬂl DPC: I Reciprocal: IEmponee

il e Lol el 1]

[ Print organization name with address [rate from: |2UDD h:-l
Phones Email/Links Foar this arganization, this individual iz a[n):
DNC' Tz INumberfEmaiI Ad"'l Shared? | [ Employes v Primary business information
i SRR 04977-1002 ot Shared [~ Cartact = Dot mail to this contact
B Fax 404-633-7404 Mot Shared
Contact tpe: I j
o | ]
| Fress F7 for table lookup, F8 for AddressAccelerator |
Select the General 2 tab.
Organization Relationship for Chad Patterson [ _ O] x|
File Edit View Relgtionship Help
| 5ave and Close '|H )(| 1 @ | —+ |"_"|'| ? '|§ o
v Gerneral 1 General 2 |.&ttlibgtes;’N0tes|
¥ Ladd Furniture matches gifts from Chad Patterson
— Matching Gift [nfarmation
Factor: I Fizzal year starts:l
Matching Gift Limits Mates:
| Minimum | Maximum | ;I
Per gift
Annual per donor
Total per donor ;I

[~ Avtornatically soft credit this arganization for Gifts

b atchFinder |

Presz FY to zoom




LINKED MATCHFINDER INFORMATION 55

4. Click MatchFinder. The Open screen appears so you can search MatchFinder for the matching gift

5.

company.

T Yo

Find: I MatchFinder Records j

Find MatchFinder R ecords that meet these criteria;

e Open

Cancel

i

Optiong

@4 Eind Mow

Mew Search

Company hame: ILadd Furniture

City: I

[ Ewact match anly

State: I_

Expand Results

f 4 &

In the Find Matchfinder Records that meet these criteria frame, the organization’s name automatically

appears in the Company name field.

Click Find Now. If the search criteria entered matches a company in the MatchFinder database, it appears
in the grid on the screen. Depending on how limited or detailed your criteria are, the program may find

one or multiple records.

i, Open

Find: IMatchFinder Records j

x|

Company Name Industry Location

-Boy Inc (Ladd F... Manufacturing

Greensboro, NC

Find katchFinder Becords that meet these criteria;

Parent ] Open

Cancel

|

Options

@ Find Mow

Mew Search

Company name: ILadd Furniture

City: I

[ Eract match anly

State: l_

f 4 b

Expand Results

| 1 record found.
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6. Inthe grid, select the company whose record you want to open and click Open. The MatchFinder
matching gift company record appears.

‘7* La-Z-Boy Inc (as of 07/12/2005) E I

Company I Employes Hestlictionsl Monprofit Eligibilityl Hglesl §ubsidiaries| Special Ierms'

Company narne: |La-Z-B oy Inc

Aliag: |Ladd Furniture

Fund/Foundation: | Industry; |Manufacturing
Fizcal year ends: I Statusz: IActive
Web address:  ween lazeboy com Date: |2DDS
— Company Address — Contact
Address: |A520 Grandaver Pl Last name: ISims
Bow 26777 : -
First name: IBemlta
Ciye IGleenSboro Middle name: I
State: [NC 2P: [z74176777 Deain s |
Country: I Pagition: |HF| Generalist |1
Ebohe |335_31 54265 Eut: I E-mail: bemita.sime@la-z-boy. com
Fax |336-315-4380
Link. | Cancel |

You cannot edit or change the company record. For information about the items on the MatchFinder
matching gift company record, see “Matching Gift Company Record” on page 26.

In some cases, the MatchFinder company record you select to open may not have the same name of the
MatchFinder company record that actually appears. This is because one company may have multiple
subsidiaries. Subsidiaries are companies that are owned by or are a part of another company. For
example, you select to open the MatchFinder record for Ladd Furniture. The MatchFinder record for
La-Z-Boy Inc appears. The same matching gift company information exists for both companies because
Ladd Furniture is listed as a subsidiary of La-Z-Boy on the Subsidiaries tab.

7. To create a link between the organization relationship record and the MatchFinder record, click Link. The
Import From MatchFinder screen appears.

Import From MatchFinder.. |

-] Qrganization Mame

- Industry

-] Address

-] Phane Mumber

-] Fax Mumber

-] 'web Address

o M 4 atching Gift [nformation
-] Create Contact Relationship

ak I Cancel

8. In the list, mark the checkboxes for the information to import. For example, to import only the matching
gift information for this MatchFinder record, mark Matching Gift Information.
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9. Click OK. You return to the organization relationship record. The information you select to import from
MatchFinder automatically appears in the applicable fields of the organization relationship record.

Organizaﬁnn Relationship for Chad Patterson
File Edit View Relationship Help

|4 5ave and Close '|d|‘-." )(| 41 b |—' |Zﬂ'|

?-1%-

v Generall « General 2 |.-’-‘«ttribgtes;’N0tes|

¥ Ladd Furniture matches gifts from Chad Patterson

— Matching Gift [nfarmation

Factor: |1 oo Fizzal year starts: I

Matching Gift Limits

Motes:

Minimum | Maximum |

Per gift £25.00 S500.00
Annual per donor £1,000.00
Total per donor

[~ Actomnatically soft credit this arganization for Gifts

v M atchFinder |

| Presz FY to zoom

A link now exists between the two records, and you can click MatchFinder to view the MatchFinder

record for the organization.

10. To save and close the record, click Save and Close on the toolbar.
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» Break a link between an organization relationship and a MatchFinder record

Scenario: You create a link between a constituent’s organization relationship and the company record
in the MatchFinder database. You then realize that you mistakenly created a link for the wrong
matching gift company. To fix this, open the organization relationship record and break the link to the
matching gift company. This scenario is based on the link created in “Create a link between an
organization constituent and a MatchFinder company record” on page 47.

1. From the constituent record, select the Bio 1 tab. For more information about accessing an organization
constituent record, see “Access MatchFinder Information” on page 7. For more information about
working with constituent records, see the Constituent Data Entry Guide.

= Chad Patterson =] 3 I
File Edit View Constituent Letter Favorites Tools Help

L'JSaveandEIose'|;ﬂ‘-j'L:I‘;'Iﬂl]'|N 1 b "|*|2'|?E|ﬂ|ﬂ| ?'|&"'3'|'

v Attributes I Media I v Aclionz I Haonartemarial I Wolunteer I v Prospect I v Membership I Events I
¥ Binl | w Bin2 I v Addreszes I v Addrezzess/S alutations I « Relationships I v Appeals I Hotes I v Gifts
— Biographical — Preferred Address - Home
Last name: IPatte[sun Aliages | Country: IUniled States j F=Mare... |
First namne: IEhad Address lines: | 845 Heinz Street ;I
Middle name: I LI
Titles: IM[_ j I j City: IAtlanta
Suffixes; I j I j State:IGA 'l Geoigia
Nickname: | ZIP: [30303 Al oeof
Maiden name: I Phones Email Links
DNC T MNumb il Add Shared?
Constituent 10 |83 | b | b == =k
|| Home 404-257-9354 Shared
Gender: IMaIe j SSN:I
Birth date: [04/03/1575 fge: 32
[ Deceased? Diate: Iﬂ
Marital status: ISingIe j - Thiz canstituent
5 I I |z inactive I~ |z a soliciter Detals |
OUEE |
2 [~ Gives anonymously I~ Has no valid addresses
Solicit code: IDD it call after 3:00 PM I Requests no email
Member (10/15/2000 -] vEducation | vBusiness | Bank |
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3.

Click Business. The organization relationship screen appears.

rganization Relationship for Chad Patterson
File Edit View Relationship Help

{ §5aveandClose +| i 3¢| « b | = ||| ? |-
v General 1 | General 2| Attibutes/Motes |
‘ Org name; ILadd Furniture il |0 238 Aliazes |
Countiy [lInited States =] iMare.. | Indlustr | [~
Address lines: ;I Position: IMarketing Aggigtant [¥ PFrint?

LI Frofession: IManufacturing

City: | Incame: |$4D,EIE|D - $43,939

State:l vl Relationship: IEmpIc-_l,Jer
ZIP: I ﬂl DPC: I Reciprocal: IEmponee

il e Lol el 1]

[ Print organization name with address [rate from: |2UDD h:-l
Phones Email/Links Foar this arganization, this individual iz a[n):
DNC' Tz INumberfEmaiI Ad"'l Shared? | [ Employes v Primary business information
i SRR 04977-1002 ot Shared [~ Cartact = Dot mail to this contact
B Fax 404-633-7404 Mot Shared
Contact tpe: I j
o | ]
| Fress F7 for table lookup, F8 for AddressAccelerator |
Select the General 2 tab.
Organization Relationship for Chad Patterson [ _ O] x|
File Edit View Relgtionship Help
| 5ave and Close '|H )(| 1 @ | —+ |"_"|'| ? '|§ o
v Gerneral 1 General 2 |.&ttlibgtes;’N0tes|
¥ Ladd Furniture matches gifts from Chad Patterson
— Matching Gift [nfarmation
Factor: I Fizzal year starts:l
Matching Gift Limits Mates:
| Minimum | Maximum | ;I
Per gift
Annual per donor
Total per donor ;I

[~ Avtornatically soft credit this arganization for Gifts

b atchFinder |

Presz FY to zoom
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4. Click MatchFinder. The linked MatchFinder record appears.

‘s La-Z-Boy Inc (as of 07/12/2005) |

LCompany I Employes Hestlictionsl Honprofit Eligibilit_l,ll Hglesl ﬁubsidiariesl Speciallermsl

Company harme: ILa-Z-B ay Inc

Alias ILadd Fumiture
Fund/Foundatior: I

Industry: IManufacturing

Fizcal year ends: I Status: IActive
‘web address: v lazpbop. com Date: |2003
— Company Address — Contact
Address: 4620 Grandover Pl Last name: |Sims
Bow 26777

First name: IBernita

City: IGreensbolo Middle name: I
State: W ZIP: W Title/Suffis: [bs
Country: I Faosition: IHH Generalist Il
Phaone: |33B.315.4255 Eeft I E-mail: bemita. sims{@la-z-boy com

Fax: |336-315-4380

Break Link | Cancel |

5. To break the link between the organization relationship record and the MatchFinder record, click Break

Link. You return to the General 2 tab of the organization relationship record. The link between the two
records is now broken.

6. To search for a new MatchFinder record with which to create a link, click MatchFinder. For more

information about how to create a link, see “Create a link between an organization relationship and a
MatchFinder record” on page 53.

7. To save and close the record, click Save and Close on the toolbar.

Matching Gifts Tab

When a constituent’s gift record is linked to a MatchFinder record, you can view matching gift company
information from the Matching Gifts tab of the gift record. From the Matching Gifts tab, you can open a matching
gift and click the MatchFinder button to view information about the matching gift company. You cannot edit or
add MatchFinder information from this tab. You can only view the records already linked. For more information
about how to create links between records in The Raiser’s Edge and the MatchFinder database, see “Create and

Break Links with MatchFinder Records” on page 46. For more information about the Matching Gifts tab, see the
Matching Gifts chapter of the Gift Records Guide.

» View MatchFinder information from the Matching Gifts tab of a gift record
1. From the constituent record, select the Gifts tab.
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2.

Chad Patterson

In the grid, select the gift for which to view matching gift information. For more information about
matching gift records, see the Matching Gifts chapter of the Gift Records Guide.

File Edit ¥iew Constituent Letter Favorites Tools Help

M=

L}Saveand[ﬁlose'|lﬂ|-j'@'@'|H i b N‘—’|2'|?‘D|ﬂ|ﬂ|

?-%- G- -

v Attributes I Media I v Actions I Honortemorial I WVolunteer I v Prospect I v Membership I Ewvents |
w Biol I w Bio 2 | v Addresses I v AddresseesdS alutations I v Relationships I v &ppeals I Hotes

v Gifts

£25,000.00

Annabelle Johnso... 25.00

Gift Date I Gift Type # I Fund Gift Amount I Pledge Balance I Reference
02/11/2003 Cash Annabelle Johnso... £25,000,00 Endowment Proposal
J Cash 2005 Annual Fund £2,000.00
Cash Annabelle Johnso... £5,000.00 Endowment Proposal
CashMem 2004 Annual Fund £50.00
10/11/2004 Cash Annabelle Johrso, ..

Endowment Propsoal

25,00 Patterson, Chad

3. On the toolbar, click Open. The gift record appears.

4. Select the Matching Gifts tab.

File Edit View Gift Favorites Tools Help

uSaveandﬁlose'|H|-é'gvlﬂ_]|I1 i b hl|—>v

-

-

:___@'Grﬂ: for Chad Patterson [_ [ x| I
i

Plc|
anng

v Git| Miscellaneous | Soft Credit ¥ Matching Gifts | Trbute | Atiibutes | Spit Gift

® o928 |
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5. In the grid, select the matching gift record to view and click Open on the action bar. The matching gift
record appears.

Matching Gift for Chad Patterson E I

File Edit Yiew Pledge Help
85 ave and Close '|L-ﬂ | 4 b |—D'|E:|'| ? 4&- ‘
Matching Gift Company: ILadd Furniture ﬁl ID: 238
Min Max |Mulliplicalion Factor: 1.000
Gift amt $25.00 $500.00 Notes:
Annual amt $0.00 $1.000.00 ;I
Total amt $0.00 $0.00 =l
¥ Gift | v Miscellaneous | Soft Credit | Tribute | Atirbutes | St Gt |
Gift type: IMG Fledge 7| |+sdliciors) I IMar_l,J Beth Richardson ~|&|
Gift subtype: I j Reference: |F'atterson, Chad >
Pledged or ID2£‘I1£2DDS '"']I Acknowledge: INot Acknowledged j I ]
Pledgs am: [325. 10 =1 Letter || o] Benefis |
Campaigr: |Endowment Campaign '|cﬁ| Receipt: INot Receipted j I JI
Fund: IﬁnnabelleJohnson E ridowrn VItﬁl Receipt amt/no.: |$25.DD ﬂl I
Lppeal: |Proposal Appeal jﬁl
Package: I 'Icﬁl ¥ MatchFinder

6. Click MatchFinder. The linked MatchFinder record appears.

1

‘7 La-Z-Boy Inc (as of 07/12/2005)
Company I Employes Hestlictions' Monprofit Eligibilit_l,ll Hglesl 5ubsidiaries| Speciallelmsl

Company narne: |La-Z-B oy Inc

Aliag: |Ladd Furmiture

Fund/Foundation: I Industry: IManufacluring
Fiscal year ends: I Status: IActive
Web address: v lazpbop. com Date: |2DDS
— Company Address — Contact
Address: [4620 Grandover Pl Last name: [Sims
Bos 26777

First name: |Bemita

City: |Greensioro Middlz name: |

State: [NC 2IP: [274176777 TitledSufis: [Ms.

Country: | Posttior [HF Generalist |
Phone: |33B-31 5-4765 Ext: I E-mail:  bemita. sirms @la-z-boy com

Fax: |336-315-4380

ok |

7. Click OK. You return to the matching gift record.
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