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What Is In This Guide?

In the Membership Data Entry Guide, you learn to add, edit, and delete membership records (when you have the
optional module, Membership Management). You can also learn about the following.

e “Membership Business Rules” on page 16

o “Lifetime Memberships” on page 37

¢ “Membership Solicitors” on page 39

¢ “Add other members and card information” on page 42

¢ “Open and break a link between a gift and a membership record” on page 61
¢ “Add membership benefits information” on page 63

e “Drop lapsed members” on page 106

How Do | Use These Guides?

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

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

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

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

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

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Note: Optional modules such as Event Management, Membership Management, and Alumni Tracking enable
you to customize The Raiser’s Edge to meet the specific needs of your organization. When you purchase an
optional module from Blackbaud, you are given a code. You must enter this code to “unlock” or activate the
optional module. For more information, see the Program Basics chapter of the Program Basics Guide.

The optional module Membership Management enhances The Raiser’s Edge by helping you track memberships
for your organization. With Membership Management, you can track multiple memberships and programs,
produce reports to analyze membership activity, print lists and directories of members, link gift records to
membership records, and perform specific mailing tasks, such as preparing membership cards and renewal
notices. In addition, you can perform membership transactions, including locating lapsed members, dropping
members who have not responded to renewal notices, upgrading or downgrading memberships, and renewing
memberships for members who want to remain active.

The membership record is very versatile. You can store and view membership information, including the number
of years a member has maintained a membership, how many times the membership has been renewed, and the
last renewal date. You can also create membership summaries using membership categories, programs, and
subcategories as filters.

On the membership record, you can designate the number of membership cards each constituent should receive,
the type of membership held, the solicitors involved in procuring the membership, and the type of membership
benefits the member receives.

On the Membership tab of a constituent record, you can view, in summary form, all membership information for
a constituent. Most of the information displayed on the Membership tab of a constituent record is only for
viewing purposes, because most of the data entry occurs on the membership record. If you prefer, you can
customize the tab of the constituent record or membership record by assigning special fonts and colors to the
membership legend for primary, active, and lapsed/dropped memberships. This feature can help you quickly find
membership information for a constituent with many memberships on his record.

You can also use the optional module Membership Management with other areas of The Raiser’s Edge, like Gifts.
When a constituent pays dues for a membership, you may want to link the membership record to the gift record.
When you link a membership to a gift, you can enter the monetary value of the membership benefits on the gift
record. This ensures accurate receipting. You can also apply pledge payments to membership dues.

Frequently Used Terms

To use the optional module Membership Management correctly, you must have a basic understanding of the
different terms used to describe parts of the membership transaction process. If you come across an unfamiliar
term when reading this or any other book in The Raiser’s Edge documentation, make sure you check the online
glossary in the help file.

Gift of membership. A gift of membership describes a situation in which a constituent is the primary beneficiary
of membership benefits, but is not responsible for the membership dues. For example, a parent can give a gift
of membership to a child. The parent pays the membership dues and the child benefits from the membership.
The donor, or person paying the membership dues, and the member receiving the benefits must have a
constituent record in your database.

Lifetime membership. You can establish and track lifetime memberships for your constituents. Once you set up a
lifetime membership, you can always track membership information, even after the constituent is deceased.
Lifetime memberships do not expire, nor do they receive membership renewals.

Membership benefit. A membership benefit is a bonus your organization gives to constituents, depending on
their level of membership or the dues they pay. For example, you can determine the membership benefits
associated with each membership category in advance, or you can enter this information from the
membership record.
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Membership category. Membership category defines the level of giving required for a constituent to gain
membership into one of your membership groups or clubs. Membership categories can be linked to a specific
membership program. For example, a zoo may have the categories of Junior Curator and Young Explorer
under the Kid’s Club membership program. While dues for a Young Explorer are $15, a member of the Junior
Curator category, the next level of membership in the Kid’s Club program, pays $25 in dues.

Membership program. A membership program is the overall umbrella description for a group of membership
categories. For example, a museum may have an Arts Program with membership categories of Individual,
Student, Family, Sustainer, and Patron.

Membership record. The membership record is the record in which constituent membership information is
stored and maintained. The membership record is composed of three tabs: the Membership tab, the
Membership History tab, and the Attributes/Notes tab.

Membership standing. A membership standing is used to describe the status of a specific membership. The
membership standing appears in the top right-hand corner of a membership record and changes when the
membership expires or a membership transaction is entered and saved. The membership standings are New,
Active, Lapsed, and Dropped. In User Options, you can also change the color or style of print for the
membership standing as it appears on the membership record for easy reference.

Membership subcategory. A membership subcategory defines, more specifically, the member’s area of interest.
For example, a zoo with a Junior Curator category in the Kid’s Club program may also have the subcategories
of Lion, Panda, Koala, Polar Bear, and Sea Turtle, to which each member who is most interested in that animal
belongs.

Membership transaction. A membership transaction is used to describe the separate membership activities
comprising a membership record. The activities can include adding, renewing, rejoining, upgrading,
downgrading, and dropping a membership. For example, in February 2006, you add an individual membership
for Mr. David Murphy. In January 2007, David decides to renew his membership. In this case, you made two
separate transactions for David’s membership record.

Navigate in Membership

The Memberships page is the place where you begin all membership data entry, such as creating a membership
record or opening an existing membership record. From this page, you can also view a list of recently opened
membership records and search for a membership record without accessing the Open screen for memberships.

You can add new membership transactions from the Memberships page or from the Membership tab of a
constituent record. If you are adding new membership transactions for a group of records, we recommend you
use the Memberships page. In this book, membership procedures are performed from the Memberships page.
However, the main features of the Membership tab of a constituent record are discussed later in this book.

Parts of the Memberships Page

Note: When MatchFinder is installed on your computer, a MatchFinder button appears on the Records page.
A MatchFinder button appears on the Org 1 tab of an organization record and on the General 2 tab of all
organization relationship records. Also, if a constituent’s matching gift is linked to a MatchFinder record, a
MatchFinder button appears on the Matching Gifts screen of the Matching Gifts tab of the gift record. For
more information, see the MatchFinder Guide.
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To navigate in the optional module Membership Management, you must understand the parts of the
Memberships page. To access the Memberships page, click Records on the Raiser’s Edge bar, and click the
Memberships link.

@ The Raiser's Edge HEER
File Edit “iew Go Favortes Tool: Help

4 Back o Fnrwa|d| Open in separate window
o

Constituents =

Gits Memberships

Actiong

Campaignz

Funds & New Membership W Open a Membership
Appeals

Jobs

Evaila Recently Accessed Records Quick Find

Emily Greer (Young Explorers - Aqua Kids) I #
Anthony 5. Ellis (Arts Program - Benefactor)

Ginger Rosenberg (Adopt an Animal - Couple)

Mark D, Adamson {Adopt an Animal - Contributor)

Jason D, Campbell (Young Explorers - Agua Kids)

Wwelcome to The Raizer's Edge 7

N

The Memberships page contains two main sections: membership links and membership locators.

Membership Links

Click the New Membership link to add a new membership record for a constituent. Click the Open a Membership
link to select an existing membership record using the membership Open screen.

3? Mew Membership W Open a Membership

Membership Locators

Below the membership links are two areas you can use to search for a membership record. The Recently
Accessed Records area displays a list of the most recently opened membership records. You can use the Quick
Find field to enter the name of a constituent and locate his membership record without using the Open screen.

Recently Accessed Records Quick Find

Ms. Lucy Gavlor dvdeenko (Individual - Lifetime) I #
Mr. Mark Daniel Adamson, III {adopt an Animal - Contributor)
Mr. Jason Douglas Campbell {¥oung Explorers - Agua Kids)
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Access a Membership Record

Accessing a membership record means opening an existing record. You can open a membership record in several
ways. Directly from the Memberships page by entering the constituent’s name in the Quick Find field; by clicking
the Open a Membership link on the action bar of the Memberships page; from the shell File menu; or from the
File menu of an open record. We recommend opening membership records from the Memberships page because
it is the easiest and most accessible option. You can also create a new membership record by clicking the New

Membership link on the Memberships page.

» Open a membership record

To search for a membership record, you can use the Open a Membership link. The Open screen that appears
serves as a search mechanism, helping you locate and open membership records. You can enter information
in some or all the fields in the Find Members that meet these criteria frame to narrow your search for a

membership record.

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

2. Click the Memberships link. The Memberships page appears.

#% The Raiser's Edge
File Edit Wiew Go Favortes Tools

Help

4 Back & Forward‘ Open in separate windaw

Constituents
Gifts

Actions

Campaigns
Funds
Appeals

Memberships
Jobs

Events

‘Welcome ta The Raiser's Edge 7

(=] ]

; Mew Membership IEF Cpen a Membership
Recently Accessed Records Quick Find

Emily Greer (¥oung Explarers - Aqua Kids) &
Anthony 5. Ellis {Arts Pragram - Benefactor)

Ginger Rosenberg (Adopt an Animal - Couple)

Mark. D. Adamson (Adopt an Animal - Conkributor)

Jason D, Campbell {¥oung Explorers - Agqua Kids)

B
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3. From the Memberships page, click Open a Membership. The Open screen for memberships appears.

ii, Open
Find: IMembetship j Search using queny: |<Default> ﬂlgé

& e

Cancel

“] dadd New

Options

Find Memberships that meet these criteria;

Al

Last/Org name:l j Membership starts:l EII @ Find Mow
First name:l j Membership ID:I j Mew Search |
Congtituent ID:I j Categor}l:l j [ — |
Account no:l j Standing:l j
Soc. Sec. No.:l j Program:l d k
¥ Display inactive constituents [ Chieck spouse name ™| Chieck aliases ™| Chiesk nicknarnes
[ Display deceased constiuents [ Check contact name [ Exact match orly Ewpand Results |

Note: We recommend using the criteria fields sparingly. Adding too much criteria can narrow your search too
much, resulting in no matches.
4. In the Find Members that meet these criteria frame, enter the criteria you are using to search for the
membership record. The criteria you can use to locate a membership record includes Last/Org name,

First name, Constituent ID, Account no., Soc. Sec. No., Membership starts, Membership ID, Category,
Standing, and Program. You can use any of the fields to enter member information with which to search

for the record.

Note: If many membership records are listed in the grid, you can use the Expand Results button to make the
results list area larger.
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5. Once you enter all the search criteria you want to use, click Find Now to begin the search. The records
matching the criteria you entered appear in the grid.

Find: IMembership j Search using queny: |<Default> ﬂlgg
Constituent City, State Standing Program vy Open |
e - - - o Cancel |
Allison E. Andrews Minneapolis, MM Active Education Program Suskainer
Elizabeth &, Ashton Savannah, GA Active ‘¥oung Explorers Aqua Kids
Jill &, Ashbon Active ‘foung Explorers AgQua Kids
Lucy . Avdeenko Kennebunkport, ME Active Individual Lifekime
"] dadd New |
Options |
Kl i
Find Memberzhips that meet these criteria:
Last/Org name:IA j Membership starts:l Ell @& Find Now |
Firat name:l j temberzhip ID:I j Mz Seendy |
Constituent |D: Categany:
I j & _','I j Previous Searchl
Arcaunt no:l j Standing:l j
Soc. Sec. No.:l j Program:l j Q
V¥ Display inactive constituents [ Check spouse name [ Check aliages ™| Chieck nickams
[T Display deceased constiuents [~ Check contact name [ Exact match orly Expand Results |
|5 records found.

For more information about using the Open screen, see the Program Basics chapter of the Program Basics
Guide.

6. Highlight the membership record you want to open and click Open. The selected membership record
appears.

#» Membership for Mark D. Adamson

File Edit ¥iew Membership Favortes Tool: Help
ESaveandElose'| n|§' &' | M 4 » M | —"|@ t@l@l g ﬁ||| 4 '|$' |

¥ Membership IV tembership H_istor_l,ll v Attribgtesx’Notes'

| Constituett: IMark Adarnzan E D: 3 Active
Current Transaction Type: Renewal ¢ Upgrade ¢ Downgrade %
Mermberzhip 1D: |34DD
Dues: |$25EI.UU El Auto Pick I Solicitors I I
Pragram: IAdet an Animal j ¥ tembers & Cards I Members: 1 Children: 0

Categaony: ICDntlibutor

j Gift of Membership I Mo gift of membership

Subcategony: ITigel

Renewed on: IDB£28£2DDS I I Lifetime

ﬂ v Benefitz I Send to primary member
¥ View/Link Gifts | Paid: $250.00

E »pires on: IDB£28£2DDB I ¥ Frint renewal notices Past Renewals I

Surmmary Memberzhip [nfarmation
Date joined: 07 /20/1939

Total years: &

| =]

Last renewed: 06/28/2005

Times renewed: 4

Last dropped: M/

Consecutive years: 5

Note: If you make changes to a record and notice your changes are not updated automatically, click Save on
the toolbar before adding any additional information.

7. Make the appropriate changes to the membership record. To save the information and exit the
membership record, click Save and Close on the toolbar.
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» Search for a membership record using an existing query

From the Open screen for memberships, you can also locate a membership record listed in a query group. This
function is especially helpful if you know the record you are trying to locate is found in a specific query group,

but you do not have enough information to locate the record using the fields in the Find Members that meet
these criteria frame.

1. From the Memberships page, click Open a Membership. The Open screen for Memberships appears.
i, Open
Find: IMembership j Search using queny: |<Default> ﬂlgg

Sl Open

Cancel

") dadd New

Options

Find Memberzhips that meet these criteria:

W

Last/Org name:l j tembership starts:l EII @ Find Maw
Firat name:l j temberzhip ID:I j Mz Eeandh |
Constituent ID:I j Categor_l,l:l j I - |
Arcaunt no:l j Standing:l j
Soc. Sec. No.:l j Program:l j k
¥ Display inactive constituents [ Chieck spouse name ™| Check aliases ™| Chieck nickams
[ Display deceased constiuents [ Check contact name [ Exact match orly Ewpand Results |

Note: You can search only for queries corresponding to the record type you want to locate. For example, if you
use the Open screen for Membership, you have access only to membership queries.

2. In the Search using query field, enter the name of the query you want to use or click the binoculars to
access the Open screen for Query. For more information about the query Open screen, refer to the Query
chapter of the Query & Export Guide.

i, Open

Find: IMembership j Search using queny: IMember zearch for Supervizor ﬂlgg

ol Dpen

Cancel

W

“]dadd New
Options
Find temberships that meet these criteria: The search query iz not the default. Click here to reset.
Last/Org name:l x| Membership starts:l Ell @4 Eind Now
Firat name:l j temberzhip ID:I j Mew Search |
Constituent |D: - Categany: -
I J g yl J Previous Searchl
Arcaunt no:l j Standing:l j
Soc. Sec. No.:l =l Program:l =l Q
¥ Display inactive constituents [ Chieck spouse name ™| Check aliases ™| Chieck nickams
[™ Display deceased constituents [~ Check contact name [~ Exact match only Expand Results |

| Press F7 for query lookup, F4 to edit 'Member search for Supervisar'




10 CHAPTER

Note: To reset the Open screen to the program defaults, click The search query is not the default. Click here
to reset. link above the Membership starts field.

3. To access the records in the query group, click Find Now.

Find: IMembership j Search using queny: IMember zearch for Supervizor ﬂlgg
Constituent City, State ﬂ vy Open |
o Cancel |
Allisan E. Andrews Minneapalis, MM
Elizabeth &, Ashton Savannah, GA Active
Jill &, Ashton Active
Lucy G, Avdeenko Kennebunkport, ME Active
Julie M, Bach Pittsburgh, PA Active
Jason D, Campbell Athens, GA Active 5@ Add New |
Sean A, Davenport Miami, FL Active =
. N Options |
Anthony 5. Ellis Concord, NH Active
Melicmo i Clas homlmm ke LU I mmimmd LI
Find Memberzhips that meet these criteria: The search query is not the default, Click here to reset,
Last/Org name:l j tembership starts:l Ell &% Find Mow |
First name:l j temberzhip ID:I j Mem Searsh |
Constituent 10: Categorny: .
I j ® yl j Previous Searchl
Account no:l j Standing:l j
Soc. Sec. No.:l j Program:l j Q
v Dizplay jmactive constituents [ Check spouse name ™| Chieck aliases ™| Check ricknarme
™ Displap deceased constituents ™ Chieck cortact name [ Exact match only Ewpand Besults |

4. Highlight the record you want to open and click Open. The selected membership record appears.

#» Membership for Mark D. Adamson
File Edit ¥iew Membership Favortes Tool: Help

ESaveandElose'|u|§'&'|K 1 b N|—"|@ t@l@@ ﬁ||| ?'|§' |

¥ Membership IV temberzhip Hjstor_l,ll v Attribgtesx’Notes'

| Constiuent: [115) Adrson | o 3 Active

Current Transaction Type: Benewal ¢ Upgrade ) Downgrades

Membership 1D: I?ADD—
Dues: Im Auto Pick I Solicitors I I
Program: IAdopt an Animal ﬂ v Members & Cardz I Members: 1 Children: 0
Categony: IEontlibutor j Gift of Membership I Mo gift of membership
Subcategomny: ITige; j v Benefitz I Send ta primary member
Renewed or; ™ Litetime v ViewlLink Gits_| Paid: $250.00
E xpires ar: W Frint renewal notices Past Renewals |

Summary Membership Information
Date joined: 07/20/1333 Last renewed: 06/28/2005 Last dropped: NA4

Total pearz: & Times renewed: 4 Conzecutive years: 5

| =]

5. Make the appropriate changes to the membership record. To save the information and exit the
membership record, click Save and Close on the toolbar.
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» Search for a membership record from a new query

If the fields in the Find Members that meet these criteria frame are not enough to locate the record you
want, you can create a new query and use additional fields found in the membership record for a more
exhaustive record search.

1. From the Memberships page, click Open a Membership. The Open screen for membership appears.

ii, Open
Find: IMembetship j Search using queny: |<Default> ﬂlgé

& e

Cancel

“] dadd New

Options

Find Memberships that meet these criteria;

Al

Last/Org name:l j Membership starts:l EII @ Find Mow
First name:l j Membership ID:I j Mew Search |
Congtituent ID:I j Categor}l:l j [ — |
Account no:l j Standing:l j
Soc. Sec. No.:l j Program:l d k
¥ Display inactive constituents [ Chieck spouse name ™| Chieck aliases ™| Chiesk nicknarnes
[ Display deceased constiuents [ Check contact name [ Exact match orly Ewpand Results |

Note: You can create only a query corresponding to the record type you are trying to locate. For example, if
you are searching for a membership record, you can create only membership queries.

2. In the Search using query field, click the Query Design button. A new query screen appears.

1. Mew Member Query - The Raizer's Edge

File Edit “iew Fopmat Fecords  Fawortes Tool: Help

FEIEICI

| 2 0utput | 2Sort | 4:-Fesults I

&5 ave and retum to search |

?-

The filters entered here will determinge the records that are output.
-~ Available Fields ~ Filters
Show: | <All> =]

[#- Query Fieldz
Favarites
tembership Information

Other Memberz/Card Holders
Attributes

- Gifts

- WBA

i Find...l Selects | <-Hemove| Ehange... |_[I _]I ﬂl il LILI
| < Hack | Mest » | Cancel | BunNowl

| v
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For more information about creating a query, refer to the Query chapter of the Query & Export Guide.

3. Once you select the criteria, output, and sort fields, click Save and return to search. The Save Query As
screen appears.

Save Query As I

Cuery ﬂame:l | Save I

Drescription; g;}ﬁﬁ by the Search Screen for output and ;I Cancel |
g.
| |

Query format: IDynamic "l

v Otker uzers may execute this query

[~ Other users may modify this queny

In the Query name field, enter the name of the query.

5. “Used by the Search Screen for output and sorting.” automatically defaults in the Description field. You
can overwrite this information if you want to enter a different description.

6. In the Query format field, select “Dynamic” or “Static”. For more information about query formats, see
the Query chapter of the Query & Export Guide.

7. If you want to authorize other users to run your query, mark the Other users may execute this query
checkbox.

8. If you want to authorize other users to change your query, mark the Other users may modify this query
checkbox.

9. Click Save. You return to the Open screen. The saved query name defaults in the Search using query field.

i, Open
Find: IMembership j Search using quens: IMembership Search ﬂlg
@ o |
Cancel |
“]add New |
Options |
Find Memberships that meet these criteria: The zearch query is not the default. Click here o reset.
Last/Org name:l j Membership starts:lﬂ @ Find Now |
First name:l j temberzhip ID:I j Mew Search |
Constituent ID:I j Eategory:l j Previous Search |
Account no:l j Standing:l j
Soc. Sec. No.:l j F‘rogram:l j Q
v Dizplay jmactive constituents [ Check spouse name ™| Chieck aliases ™| Check ricknarmne
[T Dizplay deceased constiuents [~ Check contact name [T Exact match only Expand Results |
|
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10. To access the list of records grouped in the query, click Find Now.

i, Open
Find: IMembetship j Search using queny: IMembership Search ngé
et || CGeEpoEs || S || COFERRAEEED. .. ] Open |
[ " . Cancel |
Allison E. Andrews Minneapolis, MM Active Education Program Suskair
Elizabeth &, Ashton Savannah, GA Active ‘foung Explorers Agqua k
Jill &, Ashbon Actkive ‘foung Explorers Agqua k
Lucy . Avdesnko Kennebunkport, ME Active Individual Lifekirmn
Julie M, Bach Pittsburgh, PA Active Adopt an Animal Suskair
Jason D, Campbell Athens, GA Active ‘¥oung Explorers Adqua k 55 Add Mew |
Sean &, Davenport Miami, FL Active Business Level Corpat Do
Anfthiopee 5. Flis Coanrnrd. MH Artive Arks Pronram HHnP_.FiLI &l
4 | l 3
Find temberships that meet these criteria: The zearch query iz not the default. Click here ta reset.
Last/Org name:l j Membership starts:l Ell @k Find Mow |
First name:l j Membership ID:I j New Search |
Constituent 10: Categony: .
I j B I j Previous Search |
Account no:l j Standing:l j
Soc. Sec. No.:l j Program:l d Q
¥ Display inactive constituents [ Chieck spouse name ™| Chieck aliases ™| Chiesk nicknarnes
[ Display deceased constiuents [ Check contact name [ Exact match orly Expand Results |

11. Highlight the record you want to open and click Open. The selected membership record appears.

# Memberzhip for Mark D. Adamson

File Edit ‘iew Membership Fawvortez Toolz Help

ESaveandClose'|u|§‘@‘|N i » N|—"|@ T’%l‘%lg %|| ?'|§' |
¥ Membership |¢ tembership H_istor_l,ll v .&ttribgtes.-"NotesI
| Constituent: IMarkﬂdamson ﬂ ID: 3 Active

Current Tranzaction Type: Renewal  Upgrade  Downgrade %

temberzhip 10: IS‘AlDD—
Dues: [¢25000 @] | AugPick | Solicirs ||
Pragram: IAdopt an Apimal j ¥ Members & Cards | Members: 1 Children: 0
Category: IContlibutor j Gift of Membership | Ha gift of mermbership
Subcategony: ITige[ j v Benefitz I Send to primary member
Renewed on: I Lifgtime v ViewlLink Gits_| Paict $250.00
E xpires or: ¥ Print renewal notices Past Renewalz I

Summary Membership Information
Date joined: 07 /20/1939 Last renewed: 0B./28/2005 Last dropped: M4

Total years: & Times renewed. 4 Consecutive years: 5

| [=

12. Make the appropriate changes to the membership record. To save the information and exit the

membership record, click Save and Close on the toolbar.

Toolbar Buttons

The toolbar contains buttons representing common commands used with membership records. By clicking these

buttons you can easily perform a function, such as saving, without using the menu bar.
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Note: You can set up a user option that enables you to view tooltips that explain the function of each toolbar
command. Tooltips appear when you move your cursor across each item in the toolbar. For more information
about setting up this user option, see the User Options chapter of the Program Basics Guide.

(]

Save the current record and keep it open

4]

Print membership renewal letter or a membership card

¥

Preview a membership renewal letter or a membership card prior to printing

H

-

irst Membership record

[+]

Previous Membership record

[+]

p=d

ext Membership record

=]

—

ast previous record

H

o

o to the constituent record

(]

Renew a membership

Rejoin a membership

5]

a membership

o

=5

]
o

[2]

Upgrade a membership

[«]

Downgrade a membership

2 [

d to favorites
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Properties

[2-]

Access Help Contents

Create and edit macros to create shortcuts for functions you perform repeatedly in The Raiser’s Edge. This toolbar button is
available only when you have the optional module VBA for Advanced Customization.

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
are using. User options are login-specific, which means that if you log into any workstation using your password,
your preferences are active on that workstation. When you log off that workstation, your preferences are not
active for any other user. You can establish user options by selecting Tools, User Options from the menu bar on
the shell of The Raiser’s Edge. The Options screen appears so you can establish certain user options that apply to
membership records. For more information about user options, see the User Options chapter of the Program
Basics Guide.

» Establish membership user options

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen
appears.

Select the Records tab.
From the tree view on the left, select Memberships. The Memberships user options appear on the right.

Options EE

Adrninistration | Calor | Printing | File Locations | Memberzhip Scanning
General I Home Records | Huem I EHDDItI Fiepur_tsl kil I Batch

e
I“L * “'ou can use these options to set personal preferences for each recard type.

|fjdi|\’iCd|H‘f_'|C|3 e b Drefault tab:
- Individual title bar -
Orgarizations IMmeE[ShIp j
- Organization title bar Check these tabs for data:
E|ft§ Memberships
Ectlonst ¥ Membership
Fam;algns v Membership Histary
unds ;
! [ Attributes
Gl account numbers
Appeals
iMember " ;
Iohs Yiou can choose how to enter and dizplay membership programs
Events on ather records.
Seating Memberzhip format; | Long Descrption j
Participantz

- ¥ ‘when adding default gift, load gift upon saving membership
Mizcelaneous

Reszet to System Defaults 0k I Cancel Spply
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4. In the Default tab field, select the tab you want to automatically appear when you add or open a
membership record.

5. If you use the Check these tabs for data preference, the tabs that contain data appear with a check mark.
In the Memberships frame, mark the checkbox by the tabs you want the program to search for data.

6. Inthe Membership format field, select how you want membership program names to appear throughout
The Raiser’s Edge. You can select “Short Description” or “Long Description”.

7. When you receive a gift which is to be used to pay membership dues, you want to link the gift to the
membership. To determine that you want to automatically load the gift record linked to a membership
record, mark the When adding a default gift, load gift upon saving membership checkbox.

8. Click Apply to apply and save your preferences or click OK to save and close the Options screen.

Membership Business Rules

Note: Membership business rules can be used to maintain data entry consistency in membership information.
You can also use the business rules as a shortcut mechanism for data entry.

Business rules are ways for you to control functions and displays throughout The Raiser’s Edge, and are visible
only to users who have been given appropriate security rights. Business rules affect all users of the program. You
can establish business rules for all membership records. You can assign several specific types of membership
business rules in the Name display, Membership business rules, Generate IDs business rules, and in the
Membership options, General and Activity business rules. For detailed information about establishing business
rules or user access rights, see the Configuration and Security chapters of the Configuration & Security Guide.

Name Display, Membership Business Rules

» Define default membership name display rules
Select the default for how a name appears in the Name on card field on a membership record.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

#% The Raiser's Edge
File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate windaw

3. Home ﬁ_r onfiguration
&
e |

General b General

. b Tables

@"‘“"Eﬁ:‘i ;Z:Ies 7 b Addressees / Salutations
e Pt b atributes

Attibutes P Financial Institutions
Femeia] b General Ledger
Institutions b Letters

b International

b Business Rules

b Fields

b Mermbership Categories
P Custom Views

-D ) Export
o

General Ledger
Letters
Intemational
Business Fules
Figlds

tMembership
Categonies

Custom Yiews

General

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

‘Welcome to The Raiser's Edge 7 4

2. Click the Business Rules link. The Business Rules page appears.
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3. From the Business Rules tree view, under Name display, select Membership. The membership name
display rule options appear on the right.
# The Raiser's Edge HE]E
File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate windaw

3. Home ﬁ_r onfigurations EUsiness Kules
&
—

GEH§IE| I?Eﬂaull ME::I:IJ?IShi!] Card UUse this addressee if present on the Individuak
Goner @_%p'g?t?ﬁ [F-an M. willam H_Srith,Jr_Class o7 2
Tables e ' Use addressee from Member
T 7 - 2] Individual:
ressees HE
Salutations UIEASGNZEHUHS € Use addressee from Configuration
AT @ Na d'Sp - & Use Member name
Firancial Members
|r||2:$fi|§ns Generate IDs
Batch options —
General Ledger 2 Gift o Membership Given By Use this addressee if present on the Individuak
ift options PR e -
Letters i~ |5] General options IF'nmary addiesses A
Intematianal - [£] Activity oplions & Uss addiesses from Individusl | (0 gruic use
(3 Constituent options _ J
: - -
s i~ Bl General options | £ Use addresses from Configuration [<FutName:
Fields i [ Deceased options
Memberati Email options € Use Individual name i
Eelm SR Alurnni options
steganes &4 Membership options
Custom Yiews General options

: Activity options

Event options =
= _ z
< | »

Business Rules

Apply predefined and customized validation rules to records in The Rafser's Edge

‘Welcome ta The Raiser's Edge 7 4

Note: If the program finds no selected addressee/salutation, it uses Name (First name, Middle name, Last
name).

4. Inthe Default Membership Card Addressee/Salutation frame, if you mark Use addressee from Member,
you can select an addressee/salutation from the individual record. Specify your entry in the Use this
addressee if present on the Individual field. You must also specify an entry in the Otherwise use field
(which contains the additional choices of Name and Constituent ID) for the program to use as a backup if
it cannot find the first addressee/salutation format you specify.

Note: An embedded addressee/salutation lets you define the addressee/salutation each time you use it. For
more information about embedded addressee/salutations see the Configuration chapter of the Configuration
& Security Guide.

If you mark the Use addressee from Configuration option, you can select any defined
addressee/salutation plus any embedded addressee/salutations in the program. If you select an
embedded addressee/salutation (Const Addr/Sal), the Use this address if present on the Individual and
Otherwise use fields appear and you must specify entries in them.

If you mark the Use Member name option, the fields are disabled and the program uses the name from
the membership record.

5. In the Membership Given by Addressee/Salutation frame, select an option for the default display of the
addressee/salutation for the individual who gives the gift of membership. Your selection determines how
the name of the person giving the membership is displayed on the membership record. The options are
the same as those for membership cards.

6. After you make changes to Business Rules, your preferences update right away.

Generate IDs Rules

Note: Auto IDs are sequential and unique. They can be generated only in numeric form.
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You can specify business rules for generating automatic ID numbers for several record types. Automatic IDs for
record types are assigned in the order the records are added. Auto IDs are sequential and unique. They can be
generated in numeric form. You can use these IDs to streamline your data retrieval in queries and searches.

» Define default business rules for generating IDs

You can set defaults to establish membership record IDs and select how the IDs will number when adding a
new membership record.

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

## The Raiser's Edge (=] ]
File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate windaw

B Home Conmguratio

o
B =

i [ ¥ General
y b Tables

0 Tables
@" el 7 b addressees / Salutations
s b atiributes

Salutations

xport

P Financial Institutions
Financial b General Ledger
Institutions b Letters

b International

b Business Rules

b Fields

b Merrbership Categories
P Custom Views

Attributes

General Ledger
Letters
Intemational
Business Fules
Figlds

tMembership
Categonies

Custom Yiews

General

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

‘Welcome to The Raiser's Edge 7 4

2. Click the Business Rules link. The Business Rules page appears.

From the Business Rules tree view, select Generate IDs. The rule options for generating IDs appear on the
right.

# The Raiser's Edge HE]E

File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate windaw

C =
Genglal When adding records, automatically generate...
General 3 Duplicates ¥ C I
(2 Citeria v Conshituent Dz

P Tables H . W GitlDs

7 i b | F Individuals
Addressees / i e ) Organizations [ Membership IDs

vport Salutations Dptions [ EventIDs
Attibutes 4 Name display
Financial gy
Institutions tch optiun When generating ID numbers.._.
General Ledger =] Gﬁ options 105 will e generated using the newt available number.  Change Number
Letters i~ [E] General options
T H Ungiﬂ;ﬁ SS::DU:: ™1 Prefie IDs with cuent year [ ‘I
- General aplions [T Feset numbering at the start of a new year
Fields - Decgased options [T Separate prefix from 1D using
Ermail aptions o
Elelmbalshlu Alurnni options
EETRED 23 Membership options Sample: [035768

Custom Views General options

Activity options

Event options -
« 3

Business Rules

w Apply predefined and customized validation rules to records in The Rafser's Edge

‘Welcome to The Raiser's Edge 7 4
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4. To generate membership IDs automatically when you save the membership record, mark the
Membership IDs checkbox in the When adding records, automatically generate frame.

5. The Raiser’s Edge generates IDs using the next available number. To change the next number from which
the program starts, click Change Number. The program generates ID numbers by searching for the lowest
available number that occurs after the ID number listed in the When generating ID numbers frame. You
can click Change Number to find and change the reference number the program uses to find a unique ID
number. When you click Change Number, the Change Next Available ID Number screen appears.

Change Next Available ID Humber |

For each record type below, vou can change the
nurnber that the system starts from to find a unique (D
Click the up arrow in the cell ta find the firzt available
rurnber far that recaord pe.

Record Tupe Mext dvailable 1D
Conztituent 78 M
ift 1412
ki embership L
Special event 26

ak Cancel

6. Inthe Next Available ID column, the program displays the number last used to generate an ID, plus one. If

you want the program to start with another number when it searches for the next unused ID number
when you add a Record Type, enter it here.

When you place the cursor in the Next Available ID field for a record type, a button in the field is enabled.
When you click the button, the program starts at zero and searches for the next unused ID number
available for that record type. You can use this button to ensure you have no gaps in your ID numbering.

7. To return to the rule options for generating IDs, click OK.

Note: If you mark the Prefix IDs with current year checkbox, you can reset your IDs to begin numbering again
at the start of a new year.

8. To display the year before the ID number, mark the Prefix IDs with current year checkbox. This checkbox
is enabled when you mark a record type checkbox. In the corresponding field, enter whether you want
the year to display as two or four characters. When you mark this checkbox, you affect all record types.
You also enable the Reset numbering at the start of a new year and the Separate prefix from ID using

checkboxes. Placing the year before the ID number lets you identify at a glance the year the record was
added.

Warning: Be careful when using prefix numbers with a year. If you decide not to use the prefix during the year
and change the option, when the program searches for the next available number, it does not take into
account numbers already entered with the prefix. For example, if you entered IDs prefixed with 2006 and then
change the option to include no prefix, the program will show the next available ID number as “1”.

9. To begin with number one when creating IDs in a new year, mark the Reset numbering at the start of a
new year checkbox.

10. Mark the Separate prefix from ID using checkbox if you want to separate the year from the ID number,
and enter the symbol you want to use in the corresponding field. For example, if you enter a forward slash

in this field and select the year to display as four characters, the program formats the constituent ID as
“2006/762.”

The Sample field displays an example of the ID options you select.
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11. After you make changes to Business Rules, your preferences update right away.

Membership Options, General Business Rules

You can define business rules for membership categories with gift defaults that are already established,
membership transactions that are linked to a pledge, and other general defaults for memberships.

» Define general business rules for memberships

You can define rules for start dates for new or renewed memberships, rules for linking gifts to memberships,
rules for applying pledge payments to memberships, rules for programs and categories for dues, and rules for
the maximum number of members for a membership. If you use these default rules, The Raiser’s Edge enters
information automatically when you create new memberships, saving you the time of entering it manually.

Note: You do not have to activate any of the General Membership Rules.

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

## The Raiser's Edge (=] ]
File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate window
IFtIH-' Home (L0 quratio
-
e -

General b General
b Tables
Tables
T 7 b addressees / Salutations
IEssEes "
Salutations b Attributes
b Financial Institutions
b General Ledger

Attributes

Financial

Irstitutions b Letters

General Ledger b International

Letters b Business Rules
b Fields

Intemational
b Mermbership Categories

B Rl
e P Custom Yiews

Fields

Membership
Categaries

Custorn Yiews

General

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

‘Welcome ta The Raiser's Edge 7

2. Click the Business Rules link. The Business Rules page appears.
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|»

3. From the Business Rules tree view, under Memberships, select General. The general rule options for
memberships appear on the right.
#4 The Raiser’s Edge
File Edit “iew Go Favortes Taools Help
4 Back & Fnrward‘ Open in separate window
i Home ﬁ_(‘ onfiguration+ BuUsiness Kules
| Re = £ General For membership dates...
Iﬁ Lizipzic] @;_DUDI‘CGIES [ Detault cycle s:;.'art date to membership date added
Tables H E”te\[rl'lad\wduals ¥ If membership iz linked to a gift use gift date
Lddressees ¢ - Diganizations [T For renewals and rejoins. default the 'Renewed on' date to the previous expires
Salutations i Dptions and the 'Rejoined on' date ta the drop date:
Altributes @ Hame display For membership categories with gift defaults established...
- [] Membership 7 Automatically add 2 gift for that membership
rrlyrsls{glct:\lﬂalys Generate IDs % Prompt to add a gift for that membership
Batch options " Do not add a gift for that membership
General Ledger @ Gift options For membership transactions linked to a gift...
Letters - 2 General options € Autamatically apply the payment to the same membership
Intemational - 2] Activity options @ Prompt to apply the payment to the same mermbership
@_CDHS“WEN options " Do nat apply the payment to the same membership
i =] General options For memberships...
Fields “E [IJs;tsased options ¥ Detault program//categary from dues
embershi mal ophens 71 Default marimum number of members
'&datesomezp e
Customn Yiews General upllcu:].;
k Atchv:ty options
went options ~
R o
Business Rules
Apply predefined and customized validation rules to records in The Raiser's Edge
‘Welcome to The Raiser's Edge 7 4
4. Under For membership dates, when you mark the Default cycle start date to membership date added
checkbox, the Joined on and Renewed on dates default to the date the membership is added, usually the
current date. When you mark this checkbox, the If membership is linked to a gift use gift date and For
renewals and rejoins, default the 'Renewed on' date to the previous expires date, and the 'Rejoined on'
date to the drop date checkboxes are enabled.
Note: If you globally add a membership record through Admin, the Joined on date defaults to the current

program date, no matter what setting you select in Business Rules.

5.

When you mark the If membership is linked to a gift use gift date checkbox, the Joined on and Renewed
on dates default to the gift date for memberships that are linked to gifts. This rule applies only to
memberships created from a gift record. Linking a membership to a gift from the membership record
does not change the gift date. If the membership is not linked to a gift, the date defaults to the date the
membership is added.

Note: A membership transaction includes all individual membership activities on the membership record, such
as renewals, rejoins, drops, upgrades, downgrades.

6.

Note:

When you mark the For renewals, default ‘Renewed on’ date to previous ‘Expires’ date checkbox, the
Expires date of the previous membership transaction changes to the Renewed on date for the renewal
being entered. You can use this checkbox to avoid overlapping memberships if a member renews before
the current membership expires.

Under For membership categories with gift defaults established, if you set up gift defaults for a
membership category, you can choose from several options. For information about establishing gift
defaults for a membership category, see the Configuration chapter of the Configuration & Security Guide.

To automatically add a gift (for the membership dues) and link it to that membership, mark the
Automatically add a gift for that membership option.

You can automatically add the cost of a membership as a gift on the constituent record Gift tab.

When you mark the Prompt to add a gift for that membership option and you have set up gift defaults
for the membership category, a message appears verifying you want to add the gift and link it to that
membership before the program does so.
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If you mark the Do not add a gift for that membership option, no gift is added for this membership. You
can still add the gift manually and link it to the membership.

8. Under For membership transactions linked to a gift, when you mark the Automatically apply the
payment to the same membership option, the payment is applied to the same membership as the
pledge, but a membership transaction is not added. Usually if you mark this option, you are not renewing,
rejoining, upgrading, or downgrading the membership with pledge payments.

When you mark the Prompt to apply the payment to the same membership option, the program asks if
you want to apply the pledge payment to the membership before returning to the main Gifts screen.

When you mark the Do not apply the payment to the same membership option, the payment is not
automatically applied to the same membership. If you mark this option, the program assumes you link
pledge payments to memberships manually.

9. Under For memberships, when you mark the Default program/category from dues checkbox, the
program and category for a membership default once the dues are entered. For example, you may specify
a program and category for minimum dues of $1,000 and maximum dues of $2,000. When you mark this
checkbox and create a new membership, if you enter a dues amount between the above amounts, the
program and category automatically default into the membership record. You can overwrite these
defaults.

10. When you mark the Default maximum number of members checkbox, the maximum number of
members from Membership Categories defaults to the Total number of members on this membership
field on the Other Members and Card Information screen of the membership record.

11. After you make changes to Business Rules, your preferences update right away.

Membership Options, Activity Business Rules

Note: You can set a business rule to establish whether or not you allow constituents to have more than one
membership at the same time.

You can set business rules for adding new memberships, saving gifts of membership, and renewing memberships.
Decide whether or not to allow multiple concurrent memberships for constituents and who gets credit for gifts of
membership. You can set a rule to determine the maximum period of time you allow a lapsed membership to be
renewed.
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» Define activity defaults for memberships

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

54 The Raiser's Edge
File Edit Wiew Go Favortes Tools

(=] ]

Help

4 Back & Forward‘ Open in separate windaw
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Custorn Yiews
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B
b General
b Tables
b addressees / Salutations
b attributes
b Financial Institutions
b General Ledger
b Letters
¥ International
P Business Rules
b Fields
b Mermbership Categories
P Custom Yiews

General

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

2. Click the Business Rules link. The Business Rules page appears.

3. From the Business Rules tree view, under Membership options, select Activity options. The activity rule
options for memberships appear on the right.
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Message: ILlfst\me membership is complimentary. E

Business Rules

Apply predefined and customized validation rules to records in The Rafser's Fdge

Note: When you mark the Do not allow multiple concurrent memberships checkbox, the Warn before adding
a new membership if a membership already exists checkbox is disabled.



24 CHAPTER

4. Under When adding a new membership, mark the Do not allow multiple concurrent memberships
checkbox if you do not allow constituents to have multiple memberships at the same time. If a user
attempts to add multiple memberships to a constituent, a message appears.

The Raiser's Edge

The Raizer's Edge has been configured zo that multiple Memberzhips per constituent are
not allowed.

5. You can mark the Warn before adding a new membership if a membership already exists checkbox to
indicate whether or not you allow constituents to have more than one membership at the same time.

When you mark this checkbox, if a user tries to add a new membership to a constituent who already has a
membership, a message appears.

The Raiser's Edge

1'ou have chozen to add an entirely newe memberzhip for this constituent. [F thiz e corect,
click OF to continue, 1f inztead you wish to renew, rejoin, drop, upgrade or downgrade a
curent membership, zelect Cancel and add the tranzaction fram the membership.

6. Under When saving a gift of membership, when you mark the Automatically add member as soft credit
recipient option, members receiving gifts of membership that are linked to the gift record of the
individual who gave the gift are added as soft credit recipients. This applies only to the primary member,
not joint members.

When you mark the Prompt before adding member as soft credit recipient checkbox, the following
message appears.

The Raizer's Edge 5]

@ Do wou wizh o gift credit the primary member for this gift?

You may want to set this rule if, for example, a husband has a constituent record in the database and gives
a gift of membership to his wife who also has a constituent record. Because the husband is paying the
dues, the membership can be linked to a gift on his record. If you want the gift to also appear on the wife’s
gift history, you can soft credit her record by marking the Automatically add member as soft credit
recipient checkbox. Or, you can mark the Prompt before adding member as soft credit recipient
checkbox and click Yes on the message screen.

When you mark the Do not add member as soft credit recipient checkbox, the soft credit is not added to
the record of the primary member, and the program asks you no further questions.

Note: You may want to set warnings for membership expirations if you do not allow renewals for
memberships that have been lapsed for a certain period of time, or if you track memberships by dropping and
rejoining them.

7. Under When renewing a membership, when you mark the Warn if the membership has been lapsed for
checkbox, you can set a time period for which a membership has been lapsed to initiate a warning.

For example, if your organization does not renew memberships lapsed for over a month, you can set a
warning to appear when a membership has been lapsed for this amount of time.
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8. When you mark the After [ ] times, display this message checkbox you can define a warning message to
appear after a membership has been renewed a certain number of times. When you mark the checkbox,
the Message field is enabled so you can enter the text that appears in the warning message. For example,
you can create a message to remind your users to make sure the address and phone information on the
member’s constituent record is up-to-date after a yearly membership has been renewed two times.

Note: An entry in the Message field is required. There is no default message.

When you click the magnifying glass in the Message field, the Define Message screen appears, so you can
more easily view the text you enter. Your message can contain up to over 1000 characters.

9. After you make changes to Business Rules, your preferences update right away.

Understand the Membership Record

The membership record contains all the membership information associated with a particular constituent in your
database. This record stores membership specific information in addition to historic membership entries related
to each specific membership transaction. You can also store attributes and notes on the membership record.
From User Options, you can customize the membership record. You can elect to have a red check mark appear on
tabs and buttons that contain data or have membership legends appear in different colors.

Note: The Membership History tab is visible once you save the membership record.

The membership record is composed of three tabs: the Membership tab, the Membership History tab, and the
Attributes/Notes tab.
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Membership Tab

On the Membership tab, you can store general information pertaining to a specific membership transaction. For
example, you can store the name of the constituent associated with the membership, the membership ID, and
the program and dues structure for the membership. You can also store more detailed membership information
including the current transaction type, benefits associated with a membership and the number of individuals
receiving benefits from the membership, and past membership renewal history.

#* Membership for Jack A Holt

File Edit “iew Membership Favourtes Tools Help

ESaveandElnse'|U|§'|ﬁ'|N 4 » H|—"|§ T'%l@‘|§ %|| ?'|ﬁ' |
¥ embership |¢ temberzhip H_istor_l,ll ﬁ-‘n.ttribgtestotesI
| Canstituent: [Hol Jack || io: 31 Active

Curent Transaction Type: Fenewal ¢ Upgrade ¢ Downgrade @5

Membership [D: |2EI v MetCommunity transaction

Dues: Im Auta Pick | Canvassers | I
Pragramime: IBuSiness Lewel j ¥ tembers & Cardzs | Members: 25 Children: 0
Categary: ICDrpDrale j Gift of Membership | Mo gift of memberzhip
Subcategary: I j v Benefits | Send ta primary member
Renewed ort I Lifetime Link to Gifts.._ |
E=piry date: ¥ Print renewal notices Past Renewalz |

Surnmary kembership Infarmation

Date joined: 25/05,/1998 Last renewed: 25/05/2007 Last dropped: MAA

Total pears: 7 Times renewed; 3 Consecutive pears: 7

=

When you integrate The Raiser’s Edge with Blackbaud Netcommunity, a NetCommunity transaction checkbox
appears on the Membership tab. If the member joined via your Web site, the checkbox is automatically marked
when the membership transaction downloads from Blackbaud NetCommunity. You can manually mark this
checkbox if needed. For more information, see the Blackbaud NetCommunity Integration Guide.

Membership History Tab

Note: The appearance of the information on the Membership History tab varies depending on the options you
select on the Legends screen. For more information about membership legends, see the User Options chapter

of the Program Basics Guide.
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The Membership History tab, which is visible once you save a membership record, displays a historic listing of all
transactions for a specific membership record. For example, if you enter a membership for a constituent who
decides to terminate his membership two months later, the Membership History tab lists the date the member
joined and the date the member terminated his membership. The Membership History Items grid displays the
date of each membership transaction, the transaction type, the membership program, category and subcategory,
and the solicitor assigned to the membership.

#* Membership for Jackson A. Holt
File Edit “iew Membership Favorter Tools Help

Dseveandtlose-| I G- 2 [ 10« > 0 [+-[§ 10 108 ¢ ] 2 -8~ |
v Membership
(e Ve e EED
Membership History ltems
Date / Transaction Type Pragrarm Category Subcategory Solicitors
3 Joined Ui e Corpotate Anne Sinclair
05/25/1999 Renewal-Same Business Level  Corporate Anne Sinclair
05f25/2002 Renewal-Same Business Level  Corporate
0z/10f2004 Renewal-Same Business Level  Corporate
08/02/2005 Renewal-Same Business Level  Corporate
| i
Membership Detail for Selected Transaction
tembership dues: $500.00 Expires: 05/25/1993 Given by MAA

Send benefits ta: Primary bember Linked tao gift: Ha Feference: M/
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Attributes/Notes Tab

On the Attributes/Notes tab, you can store miscellaneous information about a membership record. You can add
attributes by selecting the Category of attribute for which you want to see. You set up Attributes categories from
the Attributes link of Configuration. For more information about setting up attribute categories, see the
Configuration chapter of the Configuration & Security Guide. You can add additional information you need for the
membership record in the Notes box. Membership attributes and notes are stored per membership record and
not for each membership transaction. This means that the notes and attributes are overall comments about a
membership and not specific to any one transaction.

#* Membership for Mr. Jackson Andrew Holt, 111

File Edit “iew Membership Favortes Tools Help
ESaveandElnse'|U|§'|ﬁ'|I‘ 1 » H|—"|@T'%l®|§ ﬁ|| ?'|ﬁ' |
] Memlgershipl v Membership History |
-
Zaktegory Description I Shart Desc, I Date Zomments
- Exhibit Interests Asian Art 05302006 Paintings are his Favorite
Mates:
Candidate for Friends of deian At program. ;I

Understand Membership Benefits

Membership benefits are gifts your organization gives to constituents depending on the level of membership
they agree to join or the dues they decide to pay. For example, a Junior Curator member can receive a newsletter,
a reduced zoo entrance fee, and free passes for certain events. Membership benefits are associated with dues, in
terms of the benefit package a member receives. Although the dues are not considered payment for the benefits
a member receives, the benefits value may account for a difference between an initial gift amount and how much
that gift actually costs.

Calculating the benefits package monetary amount is important, especially if the benefits package is associated
with a gift. Receipts for all gifts associated with membership benefits should take into account the monetary
value of the benefits. For example, a constituent donates a gift of $2,000, $500 of which goes to pay for a
membership with benefits worth $250. The constituent should receive a receipt for his contribution, but only
$1,750 of that gift is the tax-deductible contribution.
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Membership Categories

Membership categories define the level of giving required for a constituent to gain membership into one of your
member groups. For example, you work in a library which has membership categories of Patron, Friend, and
Individual Member. Once you create these membership categories, you can then assign membership dues
associated with each category. You can define membership categories based on program titles, minimum and
maximum dues amounts, and number of members. Your ability to establish membership categories is based on
your access rights defined in Security. It is helpful and efficient to enter membership category information before
you set up your individual membership records, which can help speed membership data entry and maintain
consistency in your database.

To view a membership category, click Config on the Raiser’s Edge bar. The Configuration page appears. Click
Membership Categories.

@ The Raizer's Edge HEEBR
File Edit “iew Go Favortes Tools Help

4 Back & Furwa|d| Open in separate window

Imr\t‘ Haome
iﬁ _ Configuration ] Mew Category (| Dpen =F |rcert | 3 Delete... Copy | Sort... Up 4 Down
o ) General — =
5 Program Category Minimurn 0., Maximum ... Members per M... -
@ L Tchits ‘foung Explorers Maestros $750.00 $750. 3 j
B pddressee: / Young Explorers Aqua Kids $100.00  $100.00 4
- ) Export s Young Explorers Young Benefactor $500.00 $500.00 1
— Tndividual Lifietime $5,000,00  45,000.00 1
mﬁ&c‘&s Friends of the... Individual $50.00 $250.00
Education Pro... Sustainer $2,000.00  $2,000.00
General Ledger
s Education Pro... Family $85.00 $85.00 5
Education Pro... Individual $25.00 $50.00
lifigtrfione Business Level  Corporate $500.00  $500.00 5
Business Rules | ||| B iiness Level - Mon-Profit $250.00  $500.00
Fields Arts Program Student $25.00 $25.00
&l Arts Program Farniby $585.00 $85.00 i}
= Arts Program Senior $40.00 $40.00 2
Custom Vigws srts Program Benefactor $5,000,00 $5,000.00
Srte Peoorann Miabroen LeNnlululinlnl 47 nnn N el LI
[T Dizplay active membership categories only
Membership Categories =
Drefine the level of giving reguired for & constituent to gain membership in one of your organization's
. u categaries ar clubs ;I
‘“Welcome ta The Raizer's Edge 7 4

A list of established Membership Categories appears. Highlight an existing membership category you want to edit
and click the Open link on the action bar, or click the New Category link to set up a new membership category.

The Membership Category screen is composed of four tabs: the General Information tab, the Default
Benefits tab, the Default Settings tab, and the Renewal Information tab.
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General Information tab. On the General Information tab of the membership category record, you can define
membership categories, programs, subcategories, and establish dues required to qualify for this membership
category. You can also establish other default membership information, including the maximum number of
members allowed under the primary cardholder’s membership and whether the membership category is
inactive.

Arts Program - Student |
File Edit Wiew Category Help

ESaveandEluse'| = '}(| 1 b

General Infomation |Qefau|t Benefits I Default Sethngs I Benewal Infurmationl

Categany: IStudent j Maximum members per membership record: |1

Progran: IArts Froaram j [~ Litetime membership W Print renewal notices

Include theze valid subcategaries:
Freservation Societ
# Historic Homes

Ak Aguizition Club
High Schoal

?- |

Subcategories; Available zubcategories:

tembership Dues
Dies level: |$25.DD

Firimum dues: |$25_|:||:| EI b airnum dues: |$25.00 EI

¥ Membership categony is inactive

Default Benefits tab. On the Default Benefits tab, you can enter the default benefits information for the
membership category. These benefits can include magazines, newsletters, and store discounts. On this tab,
you can also determine whether benefits should be given to the primary member or to a donor who has given
a gift of membership.

Arts Program - Student
File Edit Wiew Category Help

ESaveandEIDse*|u )(| 1 » | o |

| Default Sethings I Benewal Infulmatianl

General Infomatiol

Enter the benefits received for thiz memberzhip and the aszociated value.

Benefit | CDuntl Lnit Cosk | Tokal Benefit Y alue I Sent,l'FuIFiIIedl Comments
| |Free Admission 1 $10.00 $10.00
| |10% off Gift Shop .. $0.00 $0.00
| 40,00 $0.00

For gifts of membership send benefits to; & Primary Member ¢ Donar

Mates:
Muszt show current student 1D card to be eligible for membership,




MEMBERSHIP 31

Default Settings tab. On the Default Settings tab, you can enter all the default membership renewal

information including the status and the number of cards to print. You can also determine how the program
should calculate the expiration date of memberships.

Arts Program - Student
File Edit Wiew Category Help

fisave andCloze = [ [ | 4 » | 2~

General Infomation ] Default Benefits l Benewal Information ]

Card/Renewal Defaults

Default renewal card status to: | Bat Printed - Default no. of cards to print: |1

E xpiration Defaults

Default ‘Expires' to: |Same month/day as cycle start date 7] | =]

New memberships expire after: ’1_ “rears) hd
Renewed memberzhips expire after: ’1_ Year[s] -
Rejoined memberships expire after: ’1_ “ears) hd

Default Information for Memberzhips Linked to Gifts

Default Receipt & b O pi
Gift Dfaits | g efault Receipt Amount O ptions

f* Gift Amount - Benefits

" Do not default receipt amount

" Other Amount

Renewal Information tab. The Renewal Information tab helps you set up the frequency with which you alert

members their membership is going to expire. On this tab, you can also establish a default for how long the
membership can be lapsed before it should be dropped.

Arts Program - Student
File Edit Wiew Categary Help

[saveandCloze = [ [ | 4 » | F -

-

Eenerallnfomatinn] Default Benefits ] Default Settings Benewallnfnrmatlo

Drop thiz membership after being lapsed for: |2_ Month(z] -

Regular Renewal Motice Information

Letters Carmments | Mo, | Frequency | BeforejAfter i‘
Arts Program Firsk Motice 1|{Manthis) Before Expiration
Arts Program Second M.

- 1 wWeekis) After Expiration |4
| 3

Renewal Notice Information When There Are Gifts of Membership

ry

Letters Comments Send To | Mo, | Frequency | Beforejafter |

For more information about establishing membership categories, see the Configuration chapter of the
Configuration & Security Guide.
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Membership Checklist

Before you begin entering membership information for your constituents, you should establish certain settings in
the program to help make data entry quicker and to ensure the consistency of information in your database. This
short checklist provides some suggestions.

Most of the initial setup occurs in Configuration. Access to this area of The Raiser’s Edge is determined by your
access rights defined in Security. This checklist offers an overview of the steps you need to follow to set up
membership information in advance. For detailed instructions about how to establish membership defaults, see
the Configuration chapter of the Configuration & Security Guide.

U Tables

Using the Tables link on the Configuration page, you can set up the tables for membership benefits,
membership categories, membership subcategories, membership programs, membership reasons, and
membership card types. You can also access these table entries from the Membership Category screen.

U Letters

Using the Letters link on the Configuration page, you can set up any letters you want to link to your
membership records, including renewal notices and membership reminders. You can name the type of letter
you want to set up and assign the appropriate merge fields that coincide with the document in your word
processor.

U Business Rules

Using the Business Rules link on the Configuration page, you can determine general and activity business
rules for your membership records. General business rules include determining how names display in a
membership record, whether membership IDs are automatically generated, whether pledge payments are
automatically applied to memberships, and whether the membership category and program should
automatically appear when you enter the dues amount. Activity business rules determine if you can enter
members with multiple concurrent memberships and let you set up a warning when memberships are ready
to expire.

Q Membership Categories

On the Membership Category screen, accessed by clicking Config on the Raiser’s Edge bar, you can establish
default settings for all your membership categories. On this screen, you can define your category/program
combinations and the associated dues structure. You can determine the benefits associated with each
category/program combination and establish default information for membership renewal.

U mail

Using Mail, you can set up the parameter files for forms, including renewal notices and membership cards.
Once these parameter forms are set up, you can print renewal notices and membership cards from a
membership record or use the options available in Mail to print numerous membership cards and renewal
notices. For more information about mail forms, see the Mail Guide.

Work with Membership Records

Once you are familiar with the terms and concepts associated with the optional module Membership
Management, you are ready to begin entering membership information for constituents. The procedures in this
section provide the basic information needed to perform the membership transactions presented later in this
book. The procedure sections show one way you can accomplish each described task.

You can add new membership transactions from the Membership tab of a constituent record or from the
Memberships page. In this section, all membership transactions are performed from the Memberships page. The
main features of the Membership tab of a constituent record are discussed later in this book.
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General Membership Information

Membership records store information about a constituent’s membership with your organization, such as date of
joining, renewal history, membership categories to which she belongs, membership solicitors, benefits, and gift
records associated with the membership. The information stored on membership records helps you produce
reports to analyze membership activity, print lists and directories of members, and perform specific mailings,
such as preparing membership cards and renewal notices. In addition, you can use a membership query to locate
lapsed members who did not respond to renewal notices, upgrade or downgrade memberships based on the
payment of dues, and renew members who want to remain active.

» Add a membership record

Scenario: David Murphy pledged to become a Patron in support of the Art Acquisition Club of the Arts
Program at your museum. The dues for the Patron category are $2,000 and the membership is
renewable every 12 months. Add a membership record for David. Make sure David receives renewal
notices when the membership is close to its expiration date.

1. On the Raiser’s Edge bar, click Records.
2. Click the Memberships link. The Memberships page appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

e " e
B Home I“l Records# Memberships
Constituents :I
i Memberships
Actions
Campaighs _ -
Funds & New Membership 'EF COpen a Membership

Appeals

Memberships
Jobs
Events Recently Accessed Records Quick Find

Emily Greer (Young Explorers - Aqua Kids) I ﬂ
Anthory 5. Ellis {Arts Program - Benefactor)
i@inger Rosenberg {Adopt an Animal - Couple)

Mark D, Adamson (Adopt an Animal - Contribukor}
Jason D, Campbell (Young Explorers - Aqua Kids)

Welcome to The Raiser's Edge 7

RS

Note: You can also add a membership by clicking New Membership on the Membership tab of a constituent
record or by selecting File, New, Membership from the shell menu bar.
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3. Click New Membership. The new membership record appears.

#” New Membership

Membership | Abtributez/Motes |

‘ Constituent: I ﬁl New

Memberzhip 1D: I—
Dues: m Auta Bick I Soliztars I I
Frogrnar: I j vitfembers & Eands | Members: 1 Children: 0
[Cateqarn I j (it af Membershim | Mo gift af membership
Subcategon: I j Benefits | Mo benefitz defined
Datejoinest [ || | ifetine it Giton |

Expires: I EI I™ | Eiirt renewsl notices
Heasat: I j Comment[s]:l g

ok | Cancel |

4. In the Constituent field, click the binoculars to access the Open screen for memberships, so you can
search for David in your database. Once found and selected, the constituent name appears in this field.
For more information about the Open screen, see the Program Basics chapter of the Program Basics

Guide.

Warning: To ensure data entry consistency, we recommend you establish preferences to automatically
generate ID numbers. For more information about automatically generating IDs, see “Generate IDs Rules” on
page 18.

5. In the Membership ID field, enter “234765” as a membership number for David. Membership IDs are
stored per membership record. If you change the membership ID on a transaction, the change rolls back
to all previous membership transactions.

6. Inthe Dues field, enter the amount $2,000. The Select Program/Category screen appears.

Select Program/Category E3 |
“Y'ou have entered a Dues amount that fallz into these

Categonies. Selecting a row in thiz and will default
the Program and Category for you,

Program I Categary
Education Program Suskainer
HH'_' Program |F'atr'|:|r|
Adopt an Animal Patron
Adopt an Animal Suskainer

ak I Cancel
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7. Highlight “Arts Program/Patron” and click OK. You return to the New Membership screen.

#” New Membership for Mr. David Benson Murphy

¥ Membership | Attributes/Motes I

‘ Constituent: [ urphy. David o8] 1D: 51 New
Membership 1D: IW
Dues: lm Auto Pick I Solicitars I I
Program: IArts Frogram j ¥ Members & Cards I tMembers: 1 Childrer: 0
Categony: |Patron j Gift of Membership | Mo gift of membership
Subcategon: I ﬂ v Benefitz I Send to primary member

Date joined: I EI ™ Lifetime Link to Gifts... |
Expires: I EI W Print renewal noticez

Reason: I j Comment[s]:l g
QK | Cancel |

The Program and Category fields automatically default based on your selection on the Select
Program/Category screen.

You can click the down arrow in the Category field and choose the appropriate program/category
combination, if you set up the information in Configuration. For more information about setting up
membership categories, see the Configuration chapter of the Configuration & Security Guide.

You can also click Auto Pick to select the program/category combination. When you click Auto Pick, the
Select Program/Category screen appears, displaying a list of available program/categories, based on the
dues amount entered. Highlight the Program/Category combination you want to use and click OK. The
information automatically fills in the appropriate fields on the membership record.

Select Program/Category E3 |

You have entered a Dues amount that fallz into these
Categonies. Selecting a row in thiz and will default
the Program and Category for you,

Program I Categary
Education Program Suskainer
HH'_' Program |F'atr'|:|r|
Adopt an Animal Patron
Adopt an Animal Suskainer

ak I Cancel

The Auto Pick button is enabled only if you set up your membership program, category, and subcategory
information in Configuration. For more information about membership categories, programs, and
subcategories, see “Membership Categories” on page 30.

Note: You cannot enter information directly into the Subcategory field on the membership record. All
membership subcategories must be established in advance in Configuration.

In the Subcategory field, select “Art Acquisition Club”.
In the Date Joined field, enter the date 03/07/2006. You can click the calendar to select a date.
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10. In the Expires field, enter the date 03/07/2007 as the expiration date or click the calendar to select a
date. If you established the default settings on the Membership Category screen of Configuration, you
can tab down to the Expires field from the Date Joined field. The expiration date automatically defaults.
For information about defining how the program calculates expiration dates, see the Configuration
chapter of the Configuration & Security Guide.

Note: The default information defined on the Renewal Information tab of the Membership Category screen in
Configuration determines who receives renewal notices when there is a gift of membership.

11. To make sure David is notified when the membership is close to expiring, mark the Print renewal notices
checkbox. For more information about determining when renewal notices are sent out, see the
Configuration chapter of the Configuration & Security Guide.

12. Inthe Reason field, select “Moved” because David recently relocated to your town.

13. In the Comments field, enter “Mr. Murphy was a Patron of the local museum in his hometown of
Hopewell, VA.”

#” New Membership for David B. Murphy

¥ Membership IAttribgtes.u’Notes

| Constituent: IDavid urphy ﬂ 1D: &1 New
Membership 1D: IW
Dues: Im Auto Pick I Salicitars I I
Pragram: I.ﬂrts Program j v Members & Cards I Members: 1 Children: 0
Cateqgory: IPatron j Gift of Membership I Mo gift of membership
Subcategony: IArt Aquizition Club j v Benefits | Send to primary member

Date joined: IDBHU?QUUB I I Lifetime Lirk ta Gifts... I
E xpires on; IDBHD?QDD? I ¥ Prirt renewal notices

Reazon: IMo\red ﬂ Commerit]s]: IMr. Murphy was a Patron of the local mug

OK | Cancel |

14. To save the information and close the membership record, click OK.

Lifetime Memberships

With The Raiser’s Edge, you can establish and track lifetime memberships for your constituents.

» Establish lifetime memberships

Once you set up a lifetime membership, you can always track membership information, even after the
constituent is deceased. However, if you want to track lifetime memberships accurately, you should drop
lifetime memberships of constituents who are deceased because they are no longer active participants in
your membership program. When you run reports, the record of the membership still exists, but deceased
constituents do not appear on your report, unless you request that information.

1. On the Raiser’s Edge bar, click Records.
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2. Click Memberships. The Memberships page appears.

i The Raiser's Edge - 17]]
File Edit Wiew Go Favaortes Taools Help

4 Back & Fnrward‘ Open in separate window

o

Constituents ;I
Gifts M b h 1
: embersnips
Actions
Campaigns _ =
Funds & new Membership 'EF Open a Membership
Appeals
Memberships
Jobs
Bl Recently Accessed Records Quick Find
Emily Greer {Young Explorers - Agqua Kids) M
Anthony 5, Ellis {Arts Pragram - Benefactor)
Ginger Rosenberg {Adopt an Animal - Cauple)
Mark. D. Adamson (Adopt an Animal - Contributor)
Jason D, Campbell {Young Explorers - Aqua Kids)
‘Welcome ta The Raiser's Edge 7 4

3. Click New Membership. The New Membership screen appears.

ew Membership

¥ Membership | Attributes/Motes I

‘ Congztituent: I ﬂl New

temberzhip 10 l—
Dues: lm Suta Fick I Saliztars I I
Eroarar: | j v dembers & Eards | Members: 1 Children: 0
[Eategarn; I j it af embershia I Mo gift of membership
Subcategon: | j Benefits | Mo benefits defined
Datejoined | | I Litztime Ui G|
Expires: IW ¥ | Frint renewal notices

e asntr I j Eomment[s]:l g
oK | Cancel |

4. In the Constituent, Membership ID, Dues, Program, and Category fields, enter the information for your
lifetime membership. For more information about how to enter information in these fields, see “Add a

membership record” on page 34.

5. In the Date Joined field, enter today’s date by pressing F3 on your keyboard.

Note: When you mark the Lifetime checkbox, the Expires field and the Print renewal notices checkbox

become disabled.
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6. Toindicate the new membership is a Lifetime membership, mark the Lifetime checkbox.

#” New Membership for Mrs. Susan Elizabeth McDonald

¥ Membership IAttribgtes.u’N otesl

| Constituent: IMcDonaId, Suzan ﬁl ID: 24 New
Membership 1D: |898542
Dues: [#5,000.00 =] fugFick | Solicirs ||
Frogram: IIndividuaI j v Members & Cards I Members: 1 Children: 0
Category: ILifetime j Gift of Membership I Mo gift of membership

Subcategany: I j v Benefits | Send ta primary member
Date joined: |U2H2UH2UU? ml ¥ Lifetime Link ta Gifts... |
Expires: I EI I™ | Frirt renetwal notizes

Feasar: I j Comment]z]: I g
0K | Cancel |

7. To save the information and exit the membership record, click OK.

Membership Solicitors

In The Raiser’s Edge, you can track solicitors involved in your organization’s membership drives and transactions.
Solicitors are constituents who, on behalf of your organization, urge a new member to join. For example, during
your organization’s annual phonathon, Allison Andrews contacts David Murphy and convinces him to become a
member. You can credit her as a solicitor on David’s membership record. Solicitors at your organization must be
entered in the database as constituents and must have the Constituent is a solicitor checkbox marked on the
Bio 1 or Org 1 tab of the constituent record before the solicitor can be assigned to another constituent’s
membership record. For more information about solicitors, see the Solicitors chapter of the Constituent Data
Entry Guide.
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» Add a solicitor to a membership record

Scenario: In his letter requesting a new membership with your museum, Mr. David Murphy informs
you he received a call from Allison Andrews about becoming a member. David credits Allison’s efforts
for prompting him to become a member. Enter Allison Andrews as a solicitor on David’s membership
record. This procedure uses the membership record created in “Add a membership record” on
page 34.

1. From David Murphy’s membership record, select the Membership tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For information about
opening a membership record, see “Open a membership record” on page 6.

#» Membership for David B. Murphy

File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandtlose*|n|§'|ﬁ'|N 4 b N|—"|@ t'%l.%’|§ %|| |?"|$‘ |
v Membership H_istor_l,ll AttribgtesJNotesl
‘ Canstituent: IDavid Murphy ﬂl 10 51 Active

Current Transaction Type: Join

temberzhip 1D: |234?85
Duex: |$2,DDD_DD El Auta Pick I Solicitars I I
Pragram: IArlS Pragram j + Members & Cards | Members: 1 Childrer: 0

Categony: IF'atlon j Gift of b embership I Mo gift of membership
Subcategone: IArtAquisition Club j ks Benefitz | Send to primary member
Date joined: IDBJD?QDDE I ™ Lifetime Link ta Gifts... I

Expires aon: IDEHD?QDD? I W Print renewal notices Past Renewals I

Sumrary Membership |nfarmation

Date joined: 03/07 /2006 Last renewed: MNAA Last dropped: WAt
Tatal years: 0 Times renewed: 0 Conzecutive years: 0
|Heason for Join: Maved Comment: kr. Murphy waz a Patron of the local mu... IE

2. From the Membership tab of David’s membership record, click Solicitors. The Solicitors Credited for this
Membership screen appears.

Solicitors Credited for this Membership

Flease enter the solicitors who should receive credit for thiz membership.

Solicikor

= 84|

s I Cancel |

3. To search for the name of the solicitor you want to link to the membership record, click the binoculars.
The Open screen appears so you can search your database for Allison Andrews. For more information
about locating a constituent record on the Open screen, see the Program Basics chapter of the Program
Basics Guide.
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4. From the list on the Open screen for constituents, highlight Allison Andrews’ name and click Open. Her
name automatically appears on the Solicitors Credited for this Membership screen.

Sohcitors Credited for thiz Memberzhip

Pleaze enter the solicitors who ghould receive credit for this membership,

Solicikor |

Allison Andrews

s I Cancel |

5. To save the solicitor information in the membership record, click OK. You return to the Membership tab.

#» Membership for David B. Murphy

File Edit ‘Wiew Membership Favortes Toolz Help
ESaveandElose*|n|§'|ﬁ' | H 4 & N|—"|@ t'%l.%’| A ﬁl | ?"l&Y |

¥ Membership |w temberzhip H_istor_l,ll AttribgtesJNotesl

‘ Constituent: IDavid Murphy ﬂl I0: 51 Active

Current Transaction Type: Join

temberzhip 1D: IW
Dues: lm Auto Pick. I v Solicitors I IAIIison Andrews
Pragram: IArlS Pragram j + Members & Cards | Members: 1 Childrer: 0
Categony: IF'atlon j Gift of b embership I Mo gift of membership
Subcategone: IArtAquisition Club j ks Benefitz | Send to primary member
Date joined I Lifetime Link ta Gits.._ |
Expires on: W Print renewal notices Past Renewals I

Sumrary Membership |nfarmation

Date joined: 03/07 /2006 Last renewed: MNAA Last dropped: WAt
Tatal years: 0 Times renewed: 0 Conzecutive years: 0
|Heason for Join: Maved Comment: kr. Murphy waz a Patron of the local mu... IE

To save the new information and exit the membership record, click Save and Close on the toolbar.

From David Murphy’s membership record, select the Membership tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For information about
opening a membership record, see “Open a membership record” on page 6.

Members and Card Information

On each membership record, you can store and keep track of the number of additional members and cards issued
under the primary membership. This may be helpful if your organization offers family memberships or allows
memberships to be extended to guests of the primary member. You can determine the maximum number of
additional members under a membership and print additional membership cards. The default limit for additional
members under the primary cardholder’s membership is established on the General Information tab of the
Membership Category screen in Configuration.
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» Add other members and card information

Scenario: Margaret Murphy wants to make sure she is included on her husband’s membership. There
is a possibility she may be attending the museum without David, so she requests to receive a
membership card in her name, Mrs. Margaret Lisbeth Murphy. Add Margaret as a Joint member on
David’s membership record. This procedure uses the membership record created in “Add a

membership record” on page 34.
Scenario:

1. From David Murphy’s membership record, select the Membership tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For information about

opening a membership record, see “Open a membership record” on page 6.

#» Membership for David B. Murphy

File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|u|§'|ﬁ' |N 4 bk N|—"|@ 1@1%4@ ﬁl ?"l&‘ |
¥ Membership |w temberzhip H_istor_l,ll AttribgtesJNotesl
‘ Canstituent: IDavid hurphy !I ID: &1 Active

Current Tranzaction Type: Jain

tdembership [D: |234?85

Dues: [$2,000.00 @] | AuoPick | v Soiciors | [Rlison Andrews

Program: IAflS Program j ¥ Members & Cards | Members: 1 Children: 0

Categony: IF'atlon ﬂ Gift of M embership I Mo gift of membership

Subcategan: IArtAquisition Club j v Benefitz | Send to primary member

Date joined: IDSHD?QDDS I ™ Lifetime Link ta Gifts... I
Expires an: IDE!D?QDU? I W Print renewal notices Past Renewals |

Summany kMemberzhip Information

Date joined: 03/07/2006 Last renewed: MNAA Lazt dropped: MAf
Total pears: 0 Times renewed: 0 Conzecutive years: 0
|Heason far Join: Maoved Comment: kr. Murphy waz a Patron of the local mu... IE

Warning: The name of the primary card member in the Other Members and Card Information screen
automatically defaults, but you must specify the names of additional cardholders on this screen.

2. Click Members and Cards. The Other Members and Card Information screen appears.

Other Members and Card Information E
2 | PAEEE
Total number of members an this membership: |1 Mumber of children on thiz membership: ID

IMembers Relationship , Expiration Date Last Printe:

Cancel |
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3. To add Margaret on the membership, click New Joint Members/Card Recipients on the action bar. The
New Joint Member or Card Recipient screen appears.

Mew Joint Member or Card Recipient
File Edit Membership Toole Help

E]Saveandﬁ_lose'|u 'X| 4 » | —>v| ?v|§v |
4,

Fielationzhip record: I QI
Mate: Ih order far thiz memberzhip to dizplay on the joint member's record ar hawve

the: joint member listed on membership reports, the joint member must be entered as
a relationzhip in the field above.

[T Card/Guest Pass Recipient

Mame on card: I j ™| Editahile®
Rielationship: I j
Card expires: ISame dates as membership j

YWalid from: |03;n?32005 m] Walid ta: |DSFD?!2DD? EI
Tupe: I vl Mumber to print: |2
Statuz IN.;.t Frinted vl Laszt printed; I EI

Address to print € None

%) Sele ot from primany membens aadesses
) Sele ot from it members addesses

Phato 1D | ]

Warning: You must mark the Joint Member checkbox on you want the name of the joint member to appear in
membership reports.

4. To enable the Relationship record field, mark the Joint Member checkbox.

5. To search for Margaret, the relationship you want to add to this membership record, click the binoculars

in the Relationship record field. The Search Relationships screen appears. When you find and select
Margaret’s name, click Open.

Search relationships for David B. Murphy

Fine -
Relationship Date From Date To
Hatvard University Employer |
Iargaret L. Murphy Wi H
“[]fdd New
@ Find

;I_I _’I Q Filters... |

If the relationship you want to add is not listed as a relationship in the constituent record, click Add New
to add a new relationship. For more information about adding relationships to constituent records, see
the Relationships chapter of the Constituent Data Entry Guide.
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Note: You cannot edit the Relationship record field once you save the information in the Joint Member frame.
If you want to change this information, you must delete the Joint Member or Card Recipient record and add
the information you want.

6. From the list that appears, highlight Margaret as the relationship and click Open. Margaret’s name
appears in the Relationship record field on the New Joint Member or Card Recipient screen.

Hew Joint Member or Card Recipient E2

File Edit Membership Toolz Help

E]Saveandt_lnse'|u )(| 4 b|—>v| ?v|%v |

¥ Joint Member
Rielationship record: IMargaret L. Murphy EI

Mote: In order for this memberzhip to dizplay on the joint member's record or have
the joint member listed on membership reparts, the joint member must be entered as
a relationzhip in the field abowve,

[ Card/Guest Pass Recipient

Mame on card: |Margaret L. Murphy [ Editatile?
Relationship: I\A-"ife j
Card expiras: ISame dates az membership j

Walid framm: IDS#D?;‘?DDB EI Walid to: IDS#D?;‘?DD? EI
Type: I vl Murnber ta print: |2
Status: IN.;,[ Printed vl Lazt printed: I ml

Addrezs to print © None
| Select from priman members aadiesses
£ Selest franm jaint membens addesses

Phata 1D | ] ]

7. Mark the Card/Guest Pass Recipient checkbox.

Note: If the Editable? checkbox is unmarked, in the Name field, you can select an addressee from the
Configuration table.

8. Mark the Editable? checkbox if you want to manually enter names in the Name on card field.

9. Inthe Name on card field, enter “Mrs. Margaret Lisbeth Murphy” as the name to appear on her card.

Note: If the name in the Relationship record field is not linked to the membership record, the Relationship
field is enabled.

10. In the Relationship field, “Wife” automatically defaults from the Relationships tab of the constituent’s
record.

11. In the Card expires field, select “Same dates as membership” because you want Margaret’s membership
card to be valid throughout David’s membership.

12. In the Valid from and Valid to fields, the same dates as the membership automatically default from the
Membership tab and disable. If you select “Specific dates” in the Card expires field, the Valid from and
Valid to dates enable.

13. In the Type field, select “Joint” to designate Margaret as a joint member.
14. In the Number to print field, enter “1”.
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Warning: The Select from joint member’s addresses is available only if the cardholder is also a joint member.
If the Joint Member checkbox is not marked, then the Select from joint member’s addresses option is not
available. In the Type field, if any option other than “Joint” is selected, the card recipient is considered only a
relationship to the Primary Member. In that case, the address used to print if Select from joint member’s
addresses is chosen is the address listed for the relationship on the member’s constituent record. If the
relationship record does not have an address, then an address does not print on the card, no matter what is
chosen for the If no address is found field on the Address Tab of Mail tasks.

15. To ensure Margaret’s card is sent to her home, mark the Select from primary member’s addresses
option, which is the selected mailing address on David’s record.

16. If you want to include a photo of the member, click the ellipsis in the Photo ID field to browse for the
photo file on your computer. When you select a photo, “<image>" automatically defaults in the Photo ID
field. If you have Membership Scanning, you can view this photo on the Membership Scanning page. For
more information, see the Membership Scanning Guide.

For the best optimization using photo IDs on the Membership Scanning page, we recommend you save
your images no larger than 300 x 300 pixels. You can display larger images, but viewing the display fields
may become more difficult. Photo file types must be saved as a .bmp, .gif, .jpg or .jpeg file.

Mew Joint Member or Card Recipient

File Edit Membership Toole Help

E]Saveandﬁ_lose'|u 'X| 4 b|—rv| ?v|§v |

¥ Joint Member
Relationship recard: IMalgaret L. Murphm EI

Mate: In order far thiz membership to dizplay on the joint member's record ar have
the: joint member listed on membership reports, the joint member must be entered as
a relationzhip in the field above.

¥ Card/Guest Pass Recipient

Mame on card: IMalgaret L. Murphy [v Editable?
Relationship: I\A-"ife j
Card expires: ISame dates az membership j

W alid Frarm: IDS#D?;‘?DDB EI Walid tor IDS#D?;‘?DD? EI
Tupe: I vl Mumber to print: I‘I
Statuz IN.;.t Frinted vl Laszt printed; I I

Address to print; © None
& Select from primary member's addreszes
" Select from joint member's addresses

Phato 1D: [ A
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17. To save the relationship information, click Save and Close. You return to the Other Members and Card
Information screen. Margaret’s name is added to the list.

Other Members and Card Information E
2 e =
Total number of members an this membership: |1 Mumber of children on thiz membership: ID

Date Last Prinke:

David B. Murphy

I

David B. Murphy 03/07(2007

Cancel |

Note: From the General Information tab of the membership category record, you can select to limit the
amount of members per membership record. For more information, see “Membership Categories” on page 30.

18. Because Margaret is a joint member, enter “2” in the Total number of members on this membership
field.

19. Click OK. You return to David’s membership record.

#» Membership for David B. Murphy

File Edit ‘Wiew Membership Favortes Toolz Help
ESaveandl:lose*| u|§' [&- | oM | —"|@ 1%1%4 A §||| ? "|¥' |

¥ Membership |w temberzhip H_istor_l,ll AttribgtesJNotesl

‘ Constituent: IDavid turphy !I I 1 Active

Current Tranzaction Type: Jain

tembership 1D: IW
Duesx lm Auta Pick I v Solicitors I IAIIison Andrews
Program: IAflS Program j ¥ Members & Cards | Members: 2 Children: 0
Categony: IF'atlon ﬂ Gift of M embership I Mo gift of membership
Subcategan: IArtAquisition Club j v Benefitz | Send to primary member
Date joined: I Litstime Link to Gifts... |
Expires an: W Print renewal notices Past Renewals |

Summany kMemberzhip Information

Date joined: 03/07/2006 Last renewed: MNAA Lazt dropped: MAf
Total pears: 0 Times renewed: 0 Conzecutive years: 0
|Heason far Join: Maoved Comment: kr. Murphy waz a Patron of the local mu... IE

20. To save the additional member information and exit the membership record, click Save and Close on the
toolbar.

Membership and Gifts

When a constituent pays dues for a membership, you can create a gift record for the dues payment and link the
gift record to the membership record. When you link a gift record to a membership, you record the dues
payment. If a constituent makes a pledge to pay dues over a period of time, you can link the gift record for the
pledge and the pledge payments to the membership record.
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A constituent can pay dues for her own membership or any other membership. For example, a parent may pay
for a child’s membership to your organization. This is considered a gift of membership. However, it is not
recorded on the recipient’s membership record unless you click the Gift of Membership button and enter
information about the donor of the gift. When a constituent gives a gift of membership, you can specify whether
the donor or the recipient of the membership receives the renewal notices and benefits for the membership.
Only individuals entered as constituents in your database can give a gift of membership.

» Add a gift of membership

Gifts of membership are memberships in which the primary cardholder is not the individual who pays the
membership dues. For example, a constituent may decide to give a gift of membership to his wife for her
birthday. This means the wife benefits from the membership, but is not responsible for the membership dues.
Entering a gift of membership information is useful for record keeping purposes and helps you link the
membership with the appropriate gift. This scenario explains how to add a gift of membership from the
membership record. For more information about adding a gift of membership from the gift record, see the
Membership Gifts Guide.

Scenario: Michelle Taylor wants to give her granddaughter, Susan Marie Taylor, a gift of membership
to become a Young Benefactor of your zoo’s Young Explorers Program, for which dues are $750.
Although Susan will be the primary member and receive most of the membership benefits, you want
to make sure you specify that Michelle Taylor, the donor, receives all renewal notices for this
membership. Enter the information pertaining to the gift of membership on Susan Taylor’s
membership record.

Note: You can also add a membership using the New Membership link on the Membership tab of a
constituent record or by selecting File, New, Membership from the shell menu bar.

1. From the Memberships page, click New Member. The New Membership screen appears. For more
information about accessing the Memberships page, see “Navigate in Membership” on page 5.

#” New Membership

¥ Membership | Attributes/Motes I

‘ Constituent: I ﬁl New
Membership 1D: l—
Diues: m Auta Fick I Saliztars I I
Eragranm: I j w Idembiers fEards I tMembers: 1 Childrer: 0
[Eateqnr; | j it afkembershia | Mo gift of membership
Subcategon: I ﬂ Benefits I Mo benefitz defined

[ ate jnined: I HI I= | Litetime it b it s |
Expires: I EI ™ | Fiirit rene e nntices

Heasom I j Comment[s]:l g
QK | Cancel |

2. Inthe Constituent field, click the binoculars to access the Open screen so you can search for Susan in your
database. Once found and selected, Susan’s name appears in the field. For more information about the
Open screen, see the Program Basics chapter of the Program Basics Guide.

Note: To ensure data entry consistency, we recommend you establish business rules to automatically
generate ID numbers. For more information about automatically generating IDs, see “Generate IDs Rules” on
page 18.

3. Inthe Membership ID field, enter “289954".
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4. Inthe Dues field, enter the amount $750. Because you entered the dues amount in Configuration for the
Young Maestros category, “Young Explorers” defaults automatically in the Program field and “Young

Maestros” defaults automatically in the Category field.

#” New Membership for Susan M. Taylor

¥ Membership | Attributes/Motes I

‘ Constituent: ISusan Taylar ﬂ ID: 146 New

tembership 1D W
Dues: lm Auto Pick I Solicitars I I
Program: IYoung Explorers j ¥ Members & Cards | Members: 1 Children: 0
Categon: IYoung taestiaz j Gift of b embership I Mo gift of membership
Subcategon: | j v Berefitz | Send to primary member
Date joined: Iﬂ m Link ta Gifts... I
Expires: Iﬁ ™ Print renewal notices

Reason: I j Comment[s]:l g
oK | Cancel |

For more information about setting up membership categories, see the Configuration chapter of the

Configuration & Security Guide.
5. In the Date joined field, enter the date 06/20/2006.

In the Expires field, enter the date 06/20/2007 as the expiration date or click the calendar to select a
date. If you established the default settings on the Membership Category screen in Configuration, you can
tab down to the Expires field from the Date Joined field and the expiration date automatically defaults.
For information about defining how the program calculates expiration dates, see the Configuration

chapter of the Configuration & Security Guide.

#? New Membership for Susan M. Taylor

¥ Membership | Attributes/Motes I

‘ Constituent: ISusan Taplar ﬂ ID: 146 New

tembership 1D: IW
Dues [¢75000 g AugPick | Solicters ||
Pragram: IYoung Explorers j ¥ tembers & Cards I Members: 1 Childrer: 0
Categon: IYoung Maestroz j Gift of kM embership | Mo gift of membership
Subcategon: I j Benefits I Mo benefits defined
Dtz jained: r Link to Gifts... |
E xpires on; ¥ Print renewal notices

Reason: I j Comment[s]:l H

Ok | Cancel |

Warning: If the Renewal Notice Information frame does not display on the Gift of Membership screen,
information has already been entered in the Send to column in the Renewal Notice Information When There
Are Gifts of Membership grid on the Renewal Information tab of the membership category record.
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7. Click Gift of Membership. The Gift of Membership screen appears.

Gift of Membership E

Membership gift from: I ﬁl 1D

Special message: ;I

=
Aenewal Motice Information

Yiew Renewal Notice Schedule

= Okenide Send Mot fieldz)in renewal notice sehedile)

Send ienewal notices to: ) Briman Member & Danan £ Bath

] I Cancel |

Warning: The donor of a gift of membership must have a constituent record in your database.

8. In the Membership gift from field, click the binoculars. The Open screen appears, so you can search your
database for Michelle Taylor. When found and selected, her name appears in the Membership gift from
field. For more information about locating a membership record, see “Access a Membership Record” on

page 6.
Membership qift from: IMiu:heIIe T aplor ﬁl 10
Special message: ;I

Aenewal Motice Information

View Renewal Notice Schedule

[~ Oweride 'Send Ta' figld(z] in renewal notice schedule.

Send ienewal notices to: ) Friman Member &) Danan £ Bath

] I Cancel




MEMBERSHIP 49

9. The gift of membership is a present for Susan’s good grades in school. In the Special message field enter
“Congratulations. Keep up the good work! Love, Grandma”.

Gift of Membership E

tembership aift from: IMi.:helle T aplor ﬁl InR

Special message: |Congratulatiors. Keep up the good work! Love, Grandma =]

[
Aenewal Motice Information

View Renewal Notice Schedule

[~ Oweride 'Send Ta' figld(z] in renewal notice schedule.

Send ienewal notices to: ) Friman Member &) Danan £ Bath

] I Cancel |

Note: The View Renewal Schedule button in the Renewal Notice Information frame is enabled only if you
established renewal schedules in Configuration. For information about establishing renewal schedules, see the
Configuration chapter of the Configuration & Security Guide.

10. In the Renewal Notice Information frame, to enable and select the Send renewal notices to options,
mark the Override ‘Send To’ field(s) in renewal notice schedule checkbox. Otherwise, information
entered in the Send to column on the Renewal Notice Information When There Are Gifts of Membership
grid on the Renewal Information tab (of the membership category record) is used to send renewal

notices.
Gift of Membership E
tembership gift from: |Michelle T aplar ﬁl ID:
Special message: |Congratulations. Keep up the good work! Love, Grandmather ;I

[~
Renewal Motice Information

Yiew Renewal Motice 5chedule

v Owemde 'Send To' field(s] in renewal notice schedule:

Send renewal notices to: © Primary Member & Donor & Bath

Ok I Cancel

11. Beside Send all renewal notices to, leave Donor as the selected default. You want renewal notices to be
sent to Michelle Taylor, the donor.

If your organization prefers to send the renewal notices to the person receiving the gift of membership,
select Primary Member. If you prefer the renewal notice be sent to the donor and the primary member,
select Both.
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12. Click OK. You return to the membership record.

#? New Membership for Susan M. Taylor

¥ Membership | Attributes/Motes I

‘ Constituent: ISusan Taplar ﬂ ID: 146 New

tembership [D: |289954
Dues: |$?ED_DD El Auta Pick I Solicitars I I

Pragram: IYDung Explorers j + Members & Cards I Members: 1 Childrer: 0
Categany: IYDUHQ Maestroz j Mrz. Michelle Taylor and', Mr....
Subcategon: I ﬂ Benefitz I Mo benefitz defined

Date joined: IDEJ2D£2DDE I [ Lifetime Link ta Gifts... |
Expires on: IDEHZDQDD? I ¥ Print renewal notices

Reason: I j Eomment[s]:l g
QK | Cancel |

Note: If you click Link to Gifts without any information on the Gift of Membership screen, the member’s name
defaults in the First name and Last/Org Name fields on the Open screen. To add a gift of membership from the
Open screen, overwrite the member’s name in the First name and Last/Org Name fields. Click Add New. A
screen appears similar to the Gift of Membership screen for you to enter the donor’s name.

13. Click Link to Gifts. The Open screen appears.

i, Open

Find: IGift j Search using queny: |<Default>

Constituent Mame Gift Date Gift Type Gift Amount Fi (v Open

Michelle Taylor 1]
Cancel |
Michelle Taylor 09/25/2007 Cash 45,000.00 Playgroun
Michelle Taylor 11}18f2006 Cash 45,000.00 Acquisition
Michelle Taylor 03012005 Cash $25,000,00 Richard 1M
Michelle Taylor 062512004 Cash $125.00 2004 Anni
Michelle Tawlor 0z/1312004 Cash $10,000.00 Internatio
Michelle Taylor 03/14/2003 Cash $25,000.00 Richard M 5@ Add New |
Options |
K i
Find Gifts that meet these criteria: & Eind Mow |
Last/Org nanne: I j Type: I j Mew Search |
First names {Michelle = |
I J Previous Search
Canstituent 10: |1 2 j
SsN: | =l :&
v Display inactive constitugnts [~ Check spouse name I~ Exact match anly
[T Display deceased constituents [~ Check aliases [~ Check nickname Expand Results |
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14. To add a new gift for Susan’s gift of membership, click Add New. The New Gift screen appears.

7 New Gift [_]C1]

File Edit Yiew Gitt Favorter Tools

ESaveandClose'|u|§'|ﬁ'|N 44 b H|—"

Help

B A ey

?-|%-

¥ Gift |Miscellaneous| Soft Qreditl Matching Giftsl Tr_ibutel Attribgtesl Installments#F’a}gmentsI Split Giftl

| Constituent: IMicheIIe Taylor E
Gift type: IF‘Iedge j Reference: I ‘.J
Gift subtype: IMembership j Acknowledge: INot Acknowledged j I El
Fledged on: IW [Letter ”m Eeriefits I
Pledge amt: Im Schedulel Receipt: INot Receipted j I EI
Campaign: IMembership Campaign jﬂl Receipt amt/no.: |$?50_DD El I
Fund: I2DUB tembership Fund jﬂl ™| Gendlreminders Histary I
Appeal: | 2 3| Status/date: [ clive i || =1
Package: I LIEI
Sl icitarns " LIEI
Pay method: I[;ash j = EETE Aot bills: lm
Ref no. date: I I =2 | Amount eoins: lm

| Date added:

| Balance: $0.00

| Press F7 for Constituent S earch

Note: If you want to change the information on the New Gift screen, press TAB on your keyboard to enable the

fields.

The default gift information you select for the membership category record in Configuration defaults
automatically on the New Gift screen. If you want to select another donor for your new gift record, click

the binoculars in the Constituent field to search for another constituent. For this scenario, leave “Michelle
Taylor” in the Constituent field.

15. To save the gift record, click Save and Close. The Amount to Apply to Membership screen appears.

Amount to Apply to Membership E2

Indicate biow much of the gift amount should be applied to this tranzaction

Amount to apply to this ransaction:

[$750.00

=]

Gift Armount: $750.00

| dwailable to Apply: $750.00

ak., I Cancel |
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16. Because $750 is the amount of Susan’s dues, you want to apply the full amount to the membership
record. Click OK. You return to the Membership tab.

#” New Membership for Susan M. Taylor

¥ Membership | Attributes/Motes I

‘ Canstituent: ISusan Taylar ﬂl ID: 145 New
temberzhip 1D: |289954
Dues |$?ED_DD El Auto Pick I Solicitors I I
Program: IYoung Explorers j ¥ Members & Cards | Members: 1 Children: 0
Categon: IYoung Maestroz j ¥ Gift of Membership I Mrz. Michelle Taylor and Mr....
Subcategon: | j Benefits | Mo benefits defined
Date jcined: IDS£2D£2DDS I ™ Lifetime ; Paid: $0.00
Expires an: IDEJ2DJ2DD? I W Print renewal notices
Reason: I j Commentfz): I H
oK | Cancel |

17. To save the gift of membership information and exit the membership record, click Save and Close on the
toolbar.

» Add and link a gift record to a membership record

Warning: You can link a gift only to a primary membership. Gifts cannot be linked to joint memberships
because memberships are stored by the name of the primary member. Also, you cannot link a gift to a
membership with the standing of Dropped.
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If you enter membership information for a constituent, you need to add a gift record for the membership
dues and link the gift record to the membership record.

Scenario: Chad Patterson sends your environmental protection organization a check for $10,000. In
his letter, he explains he wants $5,000 to go toward payment for his Individual/Lifetime membership
dues. He wants the remaining $5,000 to go to the organization’s Annual Fund. From Chad’s
membership record, create a new gift record for the donation. Then, link the gift to Chad'’s
membership record to show it paid his dues for his Individual Lifetime membership.

1. From Chad Patterson’s membership record, select the Membership tab. For information about opening a
record, see “Open a membership record” on page 6.

#? Membership for Chad Patterson

File Edit ‘“iew membership Favortez: Toolz Help

ESaveandEIDSE'|n|§'|ﬁ'|N 1 F N|"'|@t’%1@|§ %|| ?'l&' |
v Membership H_istor_l,ll AttribgtesJNotesl
‘ Congtituent: IEhad Pattersan ﬂ ID: B2 Active

Current Transaction Type: Join

temberzhip 1D: |4E|
Dues: |$5,DDD_DD j‘jjl Auto Pick I ¥ Solicitors I IMar_l,l Beth Richardson
Pragram: Ilndividual j + Members & Cards | Members: 1 Childrer: 0

Categony: ILifetime j Gift of Membership I Mo gift of membership
Subcategon: | j ks Benefitz | Send to primary member
Date joined: |1D£15J2DD4 EII W Litetime Link ta Gifts... I

EHDiTESZI EI = [ ittt rene e hntice s Past Renewals I

Sumrary Membership |nfarmation
Date joined: 10/15/2005 Last renewed: MNAA Last dropped: WAt

Tatal pears: -1 Times renewed: 0 Conzecutive years: 0

| =]

Note: The Link to Gifts button says View/Link Gifts if gift information is linked to the membership record.
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2. Click Link to Gifts. The Open screen appears.

i, Open
Find: IGirt j Search using queny: |<Default> [ 5

Constituent Mame Gift Dake Gift Type Gift Amaunt v Open

ad Pa 0 = U = -1 LL OO |, s o = Cancel |
Chad Patterson 10/11/2004 Cash $25,000.,00 Annabelle
Chad Patterson 0z/10/2004 Cash $50.00 2004 Anni
Chad Patterson 02/11/2003 Cash $25,000.00 Annabelle
Chad Patterson 03/1212002 Cash $5,000.00 Annabelle

"] dadd New |
Options |
KN b

Find Gifts that meet these criteria: ik Find Now |
Last/Org name: j Type: I j Mew Search |

First name: IChad j

Previous Search |
Constituent 1D: |83 j
S5 = BT

v Display inactive constituents [~ Check spouse name I~ Exact match anly
[T Displaw deceased constituents [ Check aliases I Check nickname Expand Results

Warning: You can add gift information only for individuals who have a constituent record in your database.

3. Click Add New. The New Gift screen appears.

% New Gift M= e
File Edit “iew Gift Favortes Tools Help
ESaveandElose'|u|§'@' LI N|—" %'|§'||Q ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
| Constituent: IEhad Patterson ﬂ
Gift type: ICaSh j Reference: I ﬂ
Gift subtype: I j Acknowledge: INot Acknowledged j I EI

Gift date:l El [Letter ”Membership Lett 'IEI v, Eenefits I
Amaunt: [50.00 =] Receipt: [ 1ot Receipted = =

Campaign: I Receipt amt/no.: |$U,UU EI I

Fund: |2006 Mernbership Fund

Appeal: IMembership M ailing

Package: I

Slieitone | I

Pay method: I[:ash ¥ 7 Amount bills: |$D.DD El
Ref no./date: I I Amount coing: |$D_DD El

e HEEEE

| D ate added:

| Press F7 for Constituent Search

In the Constituent field, leave the default “Chad Patterson”.
Click TAB on your keyboard to enable the gift fields.

In the Gift type field, select “Cash”.

In the Gift date field, enter the date 10/15/2006.

In the Amount field, enter the amount $10,000.

In the Campaign field, select “Membership Campaign”.

© 0N o U; e
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10. In the Fund field, select “2006 Membership Fund”.
11. In the Appeal field, select “Membership Mailing”.

gNew Gift for Chad Patterson M= B3
File Edit “iew Gift Favortes Tools Help

[ saveandClose~ L | Sh- (& @) 10 ¢ > W >+ Br | @~ | 2|2 |
Miscellaneous | Soft Credit | Matching Gitts | Tribute | Attibutes | Split Gift |
| Consttuent: [Chad Faierson | 63
Gift bype: |Cash j Fieference: | g
Gift subtype: | =l Acknowledge: |Not Acknowledged | =] |

Gift date: |1D.-"15.-"2DEIB I Letter ”Membership Lett v- v Benefits I
Amaunt: [$10,000.00 = Receipt: [Not Receipted =l

Campaigr: IMembership Campaign LIE Receipt amt/no.: |$-| 0,000.00 gl I
Fund: |2DDB Memberzhip Fund ;lﬂ
Appeal: IMembership M ailing ;lﬂ
Package: I ;Iﬂ
v Solicitors ||Mal}| Eeth Richardzon Llﬂ

Pay method: |Cash =] =lERT?: Amount bills: |$D.DD g[
Ref no./date: I I Amount coing: |$D_DD ﬂl

| D ate added:

Note: For more information about adding gift information, see the Gift Record chapter of the Gift Records
Guide.

12. Because of Chad’s request to divide his donation between two funds, select the Split Gift tab.

gNew Gift for Chad Patterson M= B3
File Edit ‘iew Gift Favorites Tool: Help

ESaveandElose'|u|§'@'|N L H|—"

W Giﬂl Miscellaneousl Saft Ereditl Matching Giftsl Tr_ibutel Attributes

-] - o ] 2 - % - |

Enter by: €% Amount = Percent

Campaign | Fund | Appeal Package | Armount |
Membership Cammpaign 2006 Membership Fund Membership Mailing $10,000...

Distribute Evenly I

|Gift arnount; $10.000.00 Distributed: $10,000.00 Femaining: $0.00

13. In the first row of the grid, information defaults into the Campaign, Fund, Appeal, and Amount columns
based on the selections you made on the Gift tab.




56 CHAPTER

14.

15.
16.
17.
18.

19.

In the first row of the grid, in the Amount column, change the amount to $5,000 because this is how
much of the gift goes toward the 2006 Membership Fund.

In the second row of the grid, in the Campaign column, select “Membership Campaign”.
In the second row of the grid, in the Fund column, select “2006 Annual Fund”.
In the second row of the grid, in the Appeal column, select “Membership Mailing”.

In the second row of the grid, in the Amount column, enter the amount $5,000, because this is how much
of the gift goes toward the 2006 Annual Fund.

% New Gift for Chad Patterson M= E3
File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 1 b N|—" %'|§'|||ﬁ ?'l&' |

v Gift] Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes St Gift |

Enter by: €% Amount © Percent

Campaign | Fund | Appeal | Package | Amount |
- Membership Campaign 2006 Membership Fund Membership Mailing $5,000,00
- Membership Campaign 2006 Annual Fund Membership Mailing $5,000,00

|Gift arnount; $10.000.00 Distributed: $10,000.00 Femaining: $0.00

Click Save and Close. The gift record is saved and the Amount to Apply to Membership screen appears.

Amount to Apply to Membership E3

Indicate how much of the gift amount should be applied ta this transaction

Arnount to apply bo this ransaction: |$1D,IJEID_EID EI

Gift &mount: $10.000.00 |.-’-'wailab|e to Apply: $10,000.00

ok I Cancel |

Tip: Itis not necessary to enter a currency character or decimal. The program automatically formats the
currency when you leave the field.

20.
21.

In the Amount to apply to this transaction field, enter the amount $5,000.
Click OK. You return to the Membership record.
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22. Click View/Linked Gifts. The Linked Gifts for Membership transaction screen appears. The new gift
information displays on the screen.

Linked Gifts for this Membership transaction

o
i) ] &
Gift Type Gift Date Amount Applied Marne

45,0

| Tatal paid far this kMemberzhip: $5,000.00

23. Click Close. You return to the Membership tab of the membership record.

#” Memberszhip for Chad Patterson

File Edit “iew Membership Favortes Toolz Help

ESaveandClose‘|u|§' &' | H 4 » H|—"|@ t’%l%|§ @l

‘ Constituent: IChad Patterson QI ID: B3 Active

Current Transaction Type: Jain

tembership 1D: |4EI
Dues: |$5,DDD_DD j‘ﬁjl Auta Pick I W Solicitar(s] I IMar_l,l Beth Richardson

Pragram: IIndividuaI ﬂ ¥ tembers & Cards I Members: 1 Children: 0

Categaony: ILifetime j Gift of Membership | Mo gift of membership
Subcategon: I ﬂ v Benefitz I Send to primary member
Date joined: [10/15/2004 =] ' Lifetime ¥ View/Link Gits_| Paid: $5,000.00

EHDifBSZI EI = [ it rene wE hntice s Paszt Fenewals I

Summary Membership |nformation

Date joined: 10/15/2004 Lazt renewed: MAA

Lazt dropped: Mt
Tatal pears: -1

Times renewed: 0 Congecutive years: 0

=

24. To exit the membership record, click Save and Close on the toolbar.
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» Link an existing gift record to a membership record

In The Raiser’s Edge, you can link an existing gift record to a membership record. This is helpful if, for
example, one of your constituents pays dues for a membership before he mails you an official membership
request. Once you create a membership record for the constituent, you can link the gift record to the
membership record. You can link more than one gift record to a membership transaction. This is helpful if the
member decides to pay for his membership with a pledge or recurring gift.

Scenario: During your membership drive last month, Scarlett Ray gave you a personal check for
$10,000 for the Building Fund, but stipulated that $2,000 should be used to pay her dues to become a
Patron of the Arts Program. She did not complete the membership application at the time, but mailed
it to you this week. You entered the gift on Scarlett’s constituent record. Now create a membership
record for her and link the gift record to the membership record.

From the Memberships page, click New Membership. The New Membership screen appears. For
information about accessing the Memberships page, see “Navigate in Membership” on page 5. For
information about creating a new membership record, see “Add a membership record” on page 34.

#” New Membership

¥ Membership | Attributes/Motes I

‘ Constituent: I ﬁl New

Membership 1D: l—
Diues: m Auta Fick I Salicitars I I
Eragranm: I j w Idembiers fEards I tMembers: 1 Childrer: 0
[Eateqnr; | j it afkembershia | Mo gift of membership
Subcategon: I ﬂ Benefits I Mo benefitz defined
Daejoined: [ @ I Litime Ui Gitsn |
Expires: IT ™ | Fiirit rene e nntices

Heasom I j Comment[s]:l g
QK | Cancel |

Note: For more information about entering information in the fields on the Membership tab, see “Add a
membership record” on page 34.

2.

No v e Ww

In the Constituent field, click the binoculars to access the Open screen so you can search for Scarlett in
your database. Once found and selected, Scarlett’s name appears in the field. For more information about
the Open screen, see the Program Basics chapter of the Program Basics Guide.

In the Membership ID field, enter “061476".
In the Dues field, enter $2,000.

In the Program field, select “Arts Program”.
In the Category field, select “Patron”.

In the Date joined field, enter the date 05/05/2006. Because you established a member expiration time on
the Default Settings tab of the Patron category in Configuration, the date 05/05/2007 automatically
defaults in the Expires field. For more information about creating membership categories, see the
Configuration chapter of the Configuration & Security Guide.
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8. Click Link to Gifts. The Open screen with Scarlett’s list of gifts appears.

ii, Open

Find: IGirt j Search using queny: |<Default> ﬂlgé

Constituent Mame Gift Dake Gift Type Gift Amaunt v Open
.00
o Cancel
Scarlett K. Ray 04/26/2006 Cash $10,000.,00 EBuilding Fy
Scarlett K. Raw 12/07 12004 Cash $75.00 2004 Anni

Scarlett K. Raw 0z/0zf2002 Cash $100.00 2002 Anni

AER BE

"] dadd New
Options
K1 i
Find Gifts that meet these criteria: @ Eind Mow
Last/Org name; j T}'DEZI j Mew Search
First name: |5 carlett =
I sare J Previous Search
Canstituent 10: I?D j
SsN: | =l
v Display inactive constituents [~ Check spouse name I~ Exact match anly
[T Display deceased constituents [~ Check aliases [~ Check nickname Expand Results

9. Highlight the gift for $10,000 donated to the Building Fund on 04/26/2006.
10. Click Open. The Amount to Apply to Membership screen appears.

Amount to Apply to Memberzhip E

Indicate how much of the gift amount should be applied to this transaction

Arnount to apply to this transaction: |$1D,DDD.DD EI

Gift Arnount: $10,000,00 |Available to Apply: $10,000.00

0k I Cancel |

11. Click the calculator on the Amount to apply to this transaction field to determine the portion of the gift
you want to transfer to the membership. In this case, apply $2,000 of the gift to the membership dues.

12. To link the gift to the membership record, click OK. You return to Scarlett’s membership record.

#” New Membership for Scarlett K. Ray

¥ Membership | Attributes/Motes I

‘ Constituert: [5caiei Fioy o New

Membership 1D: IW
Dues: lm Auta Pick I Salicitars I I
Pragram: IArls Program j + Members & Cards I Members: 1 Childrer: 0
Categony: IPatron j Gift of Membership | Mo gift of membership
Subcategon: I ﬂ v Benefitz I Send to primary member

Date joined: |us;usxzuus | ™ Lifetime ] Paid: $2,000,00

Expires on: IEIE;’EIEQEIEI? I ¥ Print renewal notices
Reason: I j Eomment[s]:l g

QK | Cancel |

13. To save and close the linked information and exit the membership record, click OK.
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» Open and break a link between a gift and a membership record
Sometimes it is necessary to break a link between a membership record and a gift. This may be necessary if
you linked the wrong records. You may also need to break the link between records if, for example, you linked
the membership to a pledge that has not been fulfilled.
1. From Kate Williams membership record, select the Membership tab. For more information about

accessing the Memberships page, see “Navigate in Membership” on page 5. For more information about
opening a membership record, see “Open a membership record” on page 6.

embership for Kate A. Williams
File Edit “iew Membership Favortes Toolz Help

ESaveandClose'|u|§'|ﬁ' | H 4 » N|—"|@ t’%l@|§ @||| ?'l&' |

¥ Membership |V tembership Hjsloryl Attrihgtes.-’Notesl

‘ Constituert: [[7=1c iliarns | D 83 Active

Current Transaction Type: Jain

tembership 1D: |24—
Duex: lm Auto Pick I v Solicitors I IAnne Sinclair
Frograr: Ilndividual j ¥ tembers & Cards I Members: 1 Childrer: 0
Categony: ILifetime j Gift of Membership | Mo gift of membership
Subcategon: I j v Benefits I Send to primary rember
Date jained: ¥ Ligtime Paid: $5.000.00

Expires an: I EI ¥ [ Eritit rere s hetices Past Renewals I

Surmary Membership |nformation
Date joined: 10413/2004 Laszt renswed: MAA Lazt dropped: M8

Total years: 0 Timesz renewed: 0 Conzecutive years: 0

| =]
| I

2. Click View/Link Gifts. The Linked Gifts for this Membership transaction screen appears.

Linked Gifts for this Membership transaction

| Mewlinked Gift & Open <

Gift Type Gift Date Amount Applied Marne

Tatal paid far this kMemberzhip: $5,000.00
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3. Highlight the gift for which you want to break the link, and click Break Link on the action bar. A warning

message appears.

The Raizer's Edge E

The link, between this Memberzhip transaction and this gift will be
broken. This could affect your membership reportz, Are you sure
you want to dao thiz?

Linked Gifts for this Membership transaction

i s Breat o
g = >

Gift Type I Gift Date I Amount Applied Marne

| Tatal paid for this Memberzhip: $0.00

Warning: The gift types of Cash, Stock, Gift-in-Kind, Other, and pledge payments are included in the
calculation of the Paid amount that displays next to the View/Link Gifts button.

5. Click Close. You return to the Membership tab.

# Membership for Kate A_ Williams

File Edit “iew Membership Favortes Toolz Help

ESaveandClose'|u|§'|ﬁ' ||1 4 » N|—"|@ t’%l@|§ @l | ?'l&' |
¥ Membership |V tembership Hjsloryl Attrihgtes.-’Notesl
‘ Constituert: [[7=1c iliarns | D 83 Active

Current Transaction Type: Jain

tembership 1D: |24

Drues: |$5,DUU.DD al Auhg Fick, | v Soliciors | |Anne Sirclair

Frograr: Ilndividual j ¥ tembers & Cards I Members: 1 Childrer: 0

Categony: ILifetime j Gift of Membership | Mo gift of membership

Subcategon: I j v Benefits I Send to primary rember

Date joined: |1DH13H2DD4 I ™ Litetime
Expires an: I EI ¥ [ Eritit rere s hetices Past Renewals I

Surmary Membership |nformation

Date joined: 10413/2004 Laszt renswed: MAA Lazt dropped: M8

Total years: 0 Timesz renewed: 0 Conzecutive years: 0

=

6. To save the changes and exit the membership record, click Save and Close on the toolbar.
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Membership Benefits

Membership benefits are gifts your organization gives to constituents depending on their level of membership or
the dues they pay. You can determine the membership benefits associated with each membership category in
advance or you can enter this information from the membership record. Default benefits are set up in
Membership Categories in Configuration. You can also link membership benefits to a gift for gifts of membership.
Computing the benefits for gifts linked to a membership transaction is very important. Failure to do so may affect
the accuracy of the information printed on your receipts. Membership benefits, which are linked to a gift, reduce
the tax-deductible portion of that gift. For example, if a member makes a gift of $2,000 and the membership

benefits are worth $1,500, only $500 of the donation is tax-deductible.

4

Add membership benefits information

Membership benefits can be waived if the constituent wants to make a donation, but is not interested in
receiving the membership benefits. This may be the case if you have two spouses holding the same type of
membership. The husband may decide to waive his benefits, to avoid receiving duplicates of the items sent by

your organization.

Scenario: You added Dr. Alan Hayes as a member, but you did not assign any membership benefits to
his record. Alan is a member of the Patron of the Arts Program. Patrons receive a $30 museum t-shirt,
a $5 museum calendar, and a 10% museum gift shop discount, estimated at $S60. Enter the

membership benefits on Alan’s membership record.

1. From Dr. Alan Hayes’s membership record, select the Membership tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For more information about

opening a membership record, see “Open a membership record” on page 6.

#» Membership for Alan C. Hayes

File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|n|§'|ﬁ' | H 4 & N|—"|@ t'%l.%’|§ %||| ?"l&‘ |

¥ Membership |w temberzhip H_istor_l,ll ' Attribgtes.f’Notes'

‘ Canstituent: IAIan Hapes ﬂl ID: 185 Active

Current Transaction Type: Renewal ¢ Upgrade ¢ Downgrade (5

temberzhip 1D: IBSFEB—
Dues: lm Auto Pick I Solicitars I I
Pragram: IArlS Pragram j + Members & Cards | Members: 1 Childrer: 0
Categony: IF'atlon j Gift of b embership I Mo gift of membership
Subcategon: | j ks Benefitz | Send to primary member
Rienewed on: I Lifetime Link ta Gits.._ |
Expires aon: ¥ Print renewal notices Past Renewals I

Sumrary Membership |nfarmation
Date joined: 04/21/2002 Last renewed: 02/10/2006 Last dropped: WAt

Tatal years: 3 Times renewed: 2 Conzecutive years: 3

| =

Note: If you established your default membership benefits in Configuration, that information automatically
defaults into the Benefits screen. For more information about establishing benefit tables, see the
Configuration chapter of the Configuration & Security Guide.
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2. Click Benefits. The Benefits screen appears.

Benefits

IJze the grid ta enter benefits for thiz memberzhip. In the event that a gift iz linked to thiz membership, the
benefits can be loaded on the gift as well.

Iy i Send benefits toe 15 Primary fember € Donor
Benefit ICountI Unit Cost I Tokal Benefitvalue I Sent,l'FuIFiIIedI Comments I
N $0.00 $0.00

Load Default Benefits | Total: $0.00

MHotes:

ar. I Cancel |

Warning: If a membership record with benefits is linked to a gift record without benefits, the membership
benefits default from the membership Benefits screen to the gift Benefits screen. However, if you edit the
membership Benefits screen, you must manually make the same changes to the gift Benefits screen.

3. Do not mark the Waive benefits checkbox. If you mark this checkbox, you waive the benefits for the
membership record, and the benefits grid disables.
In the first row of the Benefit column, select “T-shirt”.

5. In the first row of the Count column, enter “1” for the number of T-shirts he should receive.

In the first row of the Unit Cost column, enter $30, the price of the T-shirt Alan should receive. You do not
have to enter the “$”, only the amount. The field is already formatted for monetary amounts.

Note: The final Total display in the middle right of the Benefits screen changes to reflect the sum of all Total
Benefit/Value amounts entered on a membership record.

7. In the first row of the Total Benefit/Value column, the unit cost amount defaults automatically from the
Default Benefits tab of Configuration. You do not have to enter the “S$”, only the amount. The field is
already formatted for monetary amounts.

8. In the first row of the Sent/Fulfilled column, enter the date 02/25/2006 to track the date the t-shirt was
mailed to Alan.

9. In the first row of the Comments column, enter “Size XL".
10. To enter a second benefit in the grid, press TAB on your keyboard.
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11. Repeat the previous steps for each benefit Alan should receive: the S5 museum calendar, and the 10%
museum gift shop discount, valued at $60.

Benefits B3
Uze the grid to enter benefits for thiz membership. In the event that a gift is linked to this membership, the
benefitz can be loaded on the gift as well.

[ waive benefits Send benefits to: % Friman fember € Donor
Benefit I Countl Unit Cost I Total Benefitvalue I SentFulfilled I Comments I

| |T-shirt 1 $30.00 $30.000  02/25/2006 Size xL

| |calendar 1 45.00 §5.00)  02/25/2006

|| 10% off Gift Shop It... $60.00 $60.00)  D2f25)2006

Load Default Benefits | Total: $35.00

Mates:

[ |
[ -]
akK I Caticel |

Note: If you click Load Default Benefits, benefits from the Membership Category table in Configuration
default in the grid, overwriting any manual selections you enter.

12. Inthe Notes frame, enter “Dr. Hayes requested that we mail his benefit package to his business address.”

Benefits B3
Uze the grid to enter benefits for thiz membership. In the event that a gift is linked to this membership, the
benefitz can be loaded on the gift as well.

[ waive benefits Send benefits to: % Friman fember € Donor
Benefit I Counk I Unit Cost I Total Benefitvalue I SentFulfilled I Comments I
| |T-shirt 1 $30.00 $30,00  02/25(2006 Size XL
| |calendar 1 $5.00 $5.00  02/25/2008
| |10% off Gift Shop It... $60.00 460,00 02{25/2006
Load Default Benefits | Total: $35.00

Mates:

Dir. Hayes requested that we mail hiz benefit package to his business address. ;I
[ -]
akK I Caticel
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13. To save the membership benefits information, click OK. You return to the membership record.

#» Membership for Alan C. Hayes

File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|u|§'|ﬁ' | H 4 » N|—"|@ 1%1%4 A ﬁl

7.8 |

¥ Membership |w temberzhip H_istor_l,ll ' Attribgtes.f’Notes'

‘ Canstituent; IAIan Hapes !I ID: 185 Active
Current Transaction Type: Fenewal ¢ Upgrade ¢ Downgrade (% Same
tembership 1D: IBS?SE
Dues: [$2,000.00 |  AucPik | Soliciters ||
Program: IAflS Program j ¥ Members & Cards | Members: 1 Children: 0

Categony: IF'atlon ﬂ Gift of M embership I Mo gift of membership

Subcategon: I j

Renewed an: IEIZHEIHZEIEIS I ™ Lifetime Link ta Gifts... I
Expires an: |D2£1D£2DU? I W Print renewal notices Past Renewals |

Summany kMemberzhip Information

Send to primary member

Date joined: 04/21/2002 Last renewed: 02/10/2008 Lazt dropped: MAf

Total pears: 3 Times renewed: 2 Conzecutive years: 3

=

14. To save the new information and exit the membership record, click Save and Close on the toolbar.

» Add membership benefits information to a gift record

Note: You can add membership benefits information to a gift record only after the gift record is linked to a

membership record.
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Computing the benefits received for gifts linked to a membership transaction is very important. Not doing so
may affect the accuracy of the information printed on your receipts. Membership benefits linked to a gift
reduce the tax-deductible portion of that gift. For example, if a member donates a gift of $2,000 and the
membership benefits are worth $1,500, only $500 of the donation is tax-deductible.

1. From a membership record, select the Membership tab. For more information about accessing the
Memberships page, see “Navigate in Membership” on page 5. For more information about opening a
membership record, see “Open a membership record” on page 6.

# Membership for Monica L. Sharp

File  Edit “iew Membership Favortes Tool: Help

ESaveandClose'|u|§'|ﬁ' | H 4 » N|—"|@ t’%l@|§ @||| ?'l&' |

¥ Membership |V tembership Hjsloryl Attrihgtes.-’Notesl

‘ Constituent: IMonica Sharp ﬂ ID: 74 Active

Current Transaction Type: Benewal ¢ Upgrade © Downgrade (%

tembership 1D: lela—
Diues: lm Ao Fick I Solicitars I I
Frograr: IAdet an Apirnal j ¥ tembers & Cards I Members: 1 Childrer: 0
Categaony: ISustainer j Gift of kM embership | Mo gift of membership
Subcategony: IFIamingo j v Benefitz I Send to primary rember
Renewed on I Lifetime ¥ View/Link Gits_| Paid: $50.00
Eupires on: W Frint renewal notices Past Renewals I

Surmary Membership |nformation
Date joined: 06/14/1999 Last renewed: 0341042008 Lazt dropped: M8

Total years: & Timesz renewed: 3 Conzecutive years: &

| =]
| I

2. Click View/Link Gifts. The Link Gifts for this Membership Transaction screen appears.

Linked Gifts for this Membership transaction

| Mewlinked Gift & Open <

Gift Type Gift Date Amount Applied Marne
2 $50.00 Manica L. Sharp

Tatal paid far this kMemberzhip: $50.00
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3. Highlight the linked gift record, and click Open. The selected gift record appears.

% Gift for Monica L. Shap M= E3
File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 4 N|—" |%I'|§'|| ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
| Constituent: IMonica Sharp E ID: 74
Gift type: I[:ash j Reference: I g
Gift zubtype: I =] Acknowledge: INot Acknowledged ¥ | I
Gift date: |03;1 072006 [ v Letter ”Membership Lett v- Benefits |
Amount: |$50.00 = Receipt: INgt Receipted j I
Campaign: IMembership Campaign 'Inl Receipt amt/no.: |$50_DD El I
Fund: |2DDB Membership Fund vlnl
Appeal: IMembership Mailing LIE
Package: I 'Inl
v Solicitors ||Anne Sinclair LIE
Pay methad: I[;ash j = EF? Amount billsz |$0.00 =
Ref no.x’date:l I Amourt eoing: [$0.00 =
|Date added:
| Press F7 for table lookup |@
4. Click Benefits. The Benefits screen appears.
Benefits [ x|
Enter goods, services, or benefits received by the constituent.
Berefit Count I Unit Cost I Tokal Benefitalue | SentiFulfiled I Cammerks I
[ =l $0.00 $0.00
Load Fram... | Total: $0.00
MHotes:
[ |
J -
[~ Include notes on receipt
akK Caticel
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5. Click Load From and select the 03/10/2006 membership record from the menu that appears.

Benefits E3
Enter goods, services, or benefits received by the constituent.

Benefit ICDuntI Unit Cost I Tokal BenefitValue | Sent,l'FquiIIedI Cormmenks I
| $0.00 $0.00

Total: $0.00
ainer - Adopt an dnirnal
MHotes:
temberzhip Mailing _I
rY

[~ Include notes on receipt

akK | Caticel |

6. The benefits from the membership Benefits screen automatically default to the gift Benefits screen.

Benefits
Ember goods, services, or benefits received by the constituent.
Benefit I Counk I Unit Cost I Tokal Benefityvalue | Sent/Fulfiled I Conments ﬂ
| |Free Admission z $11.00 $22.00
| Parking Pass 1 $4.00 $4.00
| |50% off Guest Passes $0.00 $0.00 -
o | »
Total: $42.00
Motes:
=
=

[ Include notes on receipt

ak. | Cancel |

7. To save the benefits information on the gift record, click OK. A message appears, asking if you want to
update the receipt amount because the total benefit value has changed.

The Raizer's Edge E

The tatal benefit value has changed. Do pou wish bo update the receipt amount to reflect
theze changes?

The new receipt amount would be $8.00°7

Hao | I:anc:ell
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8. To update the receipt amount, click Yes. You return to the Gift tab of the gift record.

% Gift for Monica L. Shap M= E3
File Edit “iew Gift Faworites Tools Help

PisaveandClose- | W | &~ (8- 10 4 » |- |- @- | = 2% |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
| Constituent: [[forics Sharp ]
Gift type: |Cash j Reference: | g
Gt subtype: [ =] Acknowledge: [Not Acknowledged || |
Gift date: v Letier|[embership Letter
Amount [$5000 @ Receipt: | Not Receipted =l
Campaign: [Membership Campaign =@ Receipt amina:: [$3.00 =]
Fund: |2006 Membership Fund =@
Appeal: [Membership Maiing =&

Package: I vlnl
v Solicitors ||Anne Sinclair vlnl

Pay methad: I[;ash j = EF? Amount bills: |$U,UU El
Ref ho. /date: I I Amnaunt coins: |$D_DD Hl

| Date added:

| Z

9. To save the changes and close the gift record, click Save and Close on the gift record. You return to the
Link Gifts for this Membership transaction screen.

Linked Gifts for this Membership transaction

i e &

Gift Type Amount Applied Marne

450,00 Monica L. Sharp

Tatal paid far this kMemberzhip: $50.00
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10. To return to the Membership tab, click Close.

#” Membership for Monica L. Sharp
File Edit ‘“iew membership Favortez: Toolz Help

ESaveandElose*|u|§'|ﬁ' | H 4 » N|—"|@ 1%1%4 A ﬁl

¥ Membership |w temberzhip H_istor_l,ll AttribgtesJNotesl

7.8 |

‘ Constituent: IMonica Sharp !I 10 74 Active

Current Transaction Type: Fenewal ¢ Upgrade ¢ Downgrade (%

tembership 1D: |49—
Duesx lm Auto Pick I Solicitors I I
Program: IAdopt an Anirnal j ¥ Members & Cards | Members: 1 Children: 0
Categon: ISustainer ﬂ Gift of b embership I Mo gift of membership
Subcategon: IFIamingo j W Benefitz | Send to primary member
Renswed on: I Lifetime ¥ View/Link Gits_| Paid: $50.00
Expires an: W Print renewal notices Past Renewals |

Summany kMemberzhip Information
Date joined: 06/14/1939 Last renewed: 03/10/2008 Lazt dropped: MAf

Total years: & Times renewed: 3 Conzecutive years: &

| =
| I

11. To save the changes and exit the membership record, click Save and Close on the toolbar.

Membership Renewal Notice Information

Membership renewal notices serve as a reminder to constituents that a membership is about to expire. You can
establish the frequency with which members receive renewal notices in Configuration. When printing
membership renewal notices, you can decide if you want to print a customized renewal notice or a standard

renewal notice.

Once you enter a membership, you can use the membership renewal notice information to keep detailed
information about renewal notices. You can keep detailed information about when you sent the renewal notices,
which renewal letter was sent, and who received the renewal letter. This is especially helpful if your organization
tracks and generates reports based on when members renew their memberships. For example, you can use this
information to compare the renewal rates based on first or second renewal notices.
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» View membership renewal notice history

Membership renewal notice information is generated when you create custom or standard renewal notices in
Mail or when you print renewal notice information from a constituent record and the member renews his
membership as a result of the notices.

1. From a membership record, select the Membership tab. For more information about accessing the
Memberships page, see “Navigate in Membership” on page 5. For more information about opening a
membership record, see “Open a membership record” on page 6.

embership for Campbell A. Phan

File Edit “iew Membership Favortes Toolz Help
ESaveandClose'| u|§' &' | M 4 F M | —"|@ t’%l@| @ @||| ? '|&' |

¥ Membership |V tembership Hjsloryl Attrihgtes.-’Notesl

‘ Constituert: [aimpbel Phan | D: 54 Active

Current Transaction Type: Benewal ¢ Upagrade ¢ Downgrade ¢ Same

tembership 1D: |33—
Diues: lm Ao Fick I Solicitars I I
Frograr: IArts Prograrm j ¥ tembers & Cards I Members: 1 Childrer: 0
Categaony: IBenefactor j Gift of kM embership | Mo gift of membership
Subcategon: I j v Benefits I Send to primary rember

Renewed on: |1D£12H2DD4 I ™ Lifetime ¥ Miew/dLink Gifts | Paid: $1,000.00
Expires on: |1D£12£2DD5 I W Frint renewal natices | ¥

Surmary Membership |nformation
Date joined: 1041541999 Last renewed: 1041242004 Lazt dropped: M8

Total years: 5 Times renewed: 1 Conzecutive years: 5

| [=
| |
2. Click Past Renewals. The Renewal Notice History screen appears. You can view the date the renewal was

sent, which renewal letter the constituent received, the addressee used in the renewal letter, and the
address to which the renewal was sent.

Date Sent | Renewal Letter | Mame on Renswal | Sent To
06/2812005 Mr. Camphel &, Phan Primaty Me. ..
0z/01fz002 Carmpbell A, Phan Primary Me, ..
12142001 Campbell A4, Phan Primary Me. .,
0z/15/2000 Carmpbell A, Phan Primary Me, ..

Cloze
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3. Click Close. You return to the Membership tab.

#» Membership for Campbell A. Phan

File Edit ‘Wiew Membership Favortes Toolz Help
ESaveandl:lose*| = | S &~ | W q kM | i Y| < 1 l.%’| b B2 |

¥ Membership |w temberzhip H_istor_l,ll AttribgtesJNotesl

7.8 |

‘ Constituent: | Campbel Phan | ID: 94 Active

Current Transaction Type: Fenewal ¢ Upgrade ¢ Downgrade (% Same

tembership 1D: l?.B—
Dues: m Auto Pick I Solicitors I I
Program: IAflS Program j ¥ Members & Cards | Members: 1 Children: 0
Categony: IBenefactor ﬂ Gift of Membership I Mo gift of membership
Subcategony: I j v Benefits | Send to primary member
Renewed on I Lifetime ¥ View/Link Gits_| Paid: $1.000.00
Expires an: ¥ Print renewal notices / .

Summany kMemberzhip Information
Date joined: 10/15/1999 Last renewed: 10/12/2004 Lazt dropped: MAf

Total pears: 5 Times renewed: 1 Conzecutive years: 5

| =
| I

4. To exit the membership record, click Save and Close on the toolbar.

» View arenewal schedule for a membership

Warning: If you have not established a renewal schedule in Configuration, the View Renewal Schedule button
is disabled.
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Renewal notice information is retrieved from the default renewal notice schedule you establish in
Configuration. You can establish a membership renewal schedule for each membership category you define.
You can also define membership renewal schedules for gifts of membership or regular memberships.

This procedure uses the information added in “Add a gift of membership” on page 47.

1. From a membership record, select the Membership tab. For more information about accessing the
Memberships page, see “Navigate in Membership” on page 5. For more information about opening a
membership record, see “Open a membership record” on page 6.

embership for Suzan M. Taylor
File Edit “iew Membership Favortes Toolz Help

ESaveandClose'|u|§'|ﬁ' | H 4 » N|—"|@ t’%l@|§ @||| ?'l&'

v Membership Hjsloryl Attrihgtes.-’Notesl

‘ Constituent: ISusan Taplar ﬂ ID: 146 Active

Current Transaction Type: Jain

tembership 1D: |289954

Dues: |$?50,DD El Auta Pick I Solicitors I I
Frograr: IYDung E=plorers j ¥ tembers & Cards I Members: 1 Children: O

+ Gift of Membership | trz. Michelle Taplor and' k...
Subcategon: I Benefits I Ma benefits defined

Date joined: I Lifetime ¥ View/Link Gits_| Paid: $0.00

Eupires on: W Frint renewal notices Past Renewals I

Surmary Membership |nformation
Date joined: 06/20/2006 Laszt renswed: MAA Lazt dropped: M8

Total years: 0 Timesz renewed: 0 Conzecutive years: 0

| =]
| I

Categony: IYDung Maestros

Lef L

2. Click Gift of Membership. The Gift of Membership screen appears.

Gift of Membership E

Membership gift from: [Michelle Talor 8| D122

Special message: |Congratulatiors. Keep up the good work! Love, Grandma =]
[~

Aenewal Motice Information

View Renewal Notice Schedule

W Overide 'Send Ta' figld(z] in renewal notice schedule.

Send ienewal notices to: €& Primary Member & Donor  Bath

] I Cancel
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3. Click View Renewal Notice Schedule. The Renewal Notice Schedule screen appears.

Renewal Notice Schedule E2

Standard Renewal Motice Information

Letters | Comments I Mo, | Frequency | Before/after
General First Motice 1 Monthis) Before Expiration
General Second Maotice 1 Weekis) After Expiration
General Final Motice Z Monthis) After Expiration

4. Inthe Standard Renewal Notice Information grid, you can view the renewal information pertaining to the

gift of membership.

5. To close the Renewal Notice Schedule screen, click OK. You return to the Gift of Membership screen.

It is important to remember when you mark the Override ‘Send To’ field(s) is renewal notice schedule
checkbox, the renewal notice is sent to the option you select on the Gift of Membership screen. Using this
example, the renewal notice is sent to Michelle Taylor, the donor.

If you do not mark this checkbox, the renewal notice is sent according to the information already entered
in the Send to column in the Renewal Notice Information When There Are Gifts of Membership grid on
the Renewal Information tab of the membership category record in Configuration.

If renewal notice information for gifts of membership are not defined on the Renewal Information tab,
renewal notice information is sent according to the information already entered in the Regular Renewal
Notice Information grid on the same tab. For more information about the Renewal Information tab in
membership categories, see the Configuration chapter in the Configuration & Security Guide.

Click OK. You return to the Membership tab.
7. To exit the membership record, click Save and Close on the toolbar.
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Summary Membership Information

The Summary Membership Information frame of a membership record provides a view-only summary of the
most important information found in a membership record. This information includes the date the member
joined, how many years he has been a member, date of the last renewal, and how many times the membership
has been renewed.

Summary kembership Information
Date joined: 06/20/2008 Last renewed: MHAh Last dropped: MAA

Total pears: 0 Times renewed:; [ Congecutive pears: 0

Comments and Reasons on a Membership
Record

In addition to viewing the information already entered on the record, you can add or change the comments that
appear in the reason and comment sections of the membership record. Although the membership transaction
reason information defaults to the type of membership action you are performing, you can still make changes to
the information that displays in the Reason field.
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» Add reasons and comments to a membership record.

Scenario: Susan Marie Taylor, a member of your zoo’s Young Explorers program, is also interested in
possibly supporting the Adopt an Animal progam because of her interest in lions and tigers. Make this
notation in Susan’s membership record. This scenario uses the membership record added in “Add a
gift of membership” on page 47.

1. From Susan Taylor’s membership record, select the Membership tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For more information about
opening a membership record, see “Open a membership record” on page 6.

#» Membership for Susan M_ Taylor

File Edit ‘Wiew Membership Favortes Toolz Help
ESaveandl:lose*| = | S [ | oM | -+ Y| & T l.%’| P S ¥ | |

v Membership H_istor_l,ll AttribgtesJNotesl

‘ Canstituent; ISusan Taylar !I ID: 145 Active

Current Tranzaction Type: Jain

tembership 1D: IW
Duesx m Auto Pick I Solicitors I I
Program: IYoung Enplarers j + Members & Cards | Members: 1 Children: 0
¥ Gift of Membership I brz. Michelle Taylor and' k...
Benefitz | Mo benefits defined
Date jained: I Lifetime ¥ View/Link Gits_| Paic: $0.00
Expires an: W Print renewal notices Past Renewals |

Summany kMemberzhip Information
Date joined: 06/20/2006 Last renewed: MNAA Lazt dropped: MAf

Total pears: 0 Times renewed: 0 Conzecutive years: 0

Categany: IYDung Maestros

Lef L4

Subcategon: I
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2. Click the Reason/Comment button in the lower right corner.

3. The Reason and Comment screen appears.

Reason and Comment E2

Reazon: I j
Comment[z]: ;I
| |

Ok I Cancel |

Note: For data entry consistency and accuracy, we recommend creating table entries for your membership
reasons. For more information about how to create table entries, see the Configuration chapter of the
Configuration & Security Guide.

4. Inthe Reason field, select “Interested in supporting the program”. If you have appropriate security rights,
you can enter the information directly in the Reason field. For more information about security, see the
Security chapter of the Configuration & Security Guide.
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5. In the Comment(s) field, enter “Susan is interested in possibly supporting the Adopt an Animal program
because of her interest in lions and tigers.”

Reaszon and Comment E

Reason; IInterested ih supporting the progra j

Camment(s]: |Susan is interested in possibly ;I
supparting the Adopt an Animal
program because af her interest in
liorie and tigers.

[ -]

Ok | Cancel |

6. To save the reason and comments, click OK. You return to the Membership tab. The information from the
Reason and Comments screen is visible at the bottom of the Membership tab.

Reazon far Jain: |nterested in supporting the program Comment: Susan is interested in passibly supporting...

7. To save the changes and exit the membership record, click Save and Close on the toolbar.

Historic Membership Information

Note: The appearance of the information in the grid depends on the options selected for the membership
legend on the Color tab in User Options. For more information about legends, see the User Options chapter of
the Program Basics Guide.
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The History tab of a membership record displays historic information about all transactions ever performed on a
membership record. For example, this tab can display the date a member joined, membership level, membership
renewals, and any upgrades or downgrades in membership. The Membership History Items grid displays
membership information, including the date and type of the transaction, the membership program, category, and
subcategory, and the solicitor entered in the membership transaction. Most of the information on the grid is
retrieved from individual membership transactions and displayed for viewing purposes only. The summary
information displayed in the Membership Details for Selected Item frame displays information pertaining to the
membership transaction highlighted in the grid.

» Open a historic membership record

You can only edit information on the most recent membership transaction, but you can open all membership
transactions displayed in the grid. Opening a membership transaction gives you access to the record for that
transaction, but the information displayed in the grid is for viewing purposes only. To edit any of the
information, you must return to that membership transaction.

1. From a membership record, select the Membership History tab. For more information about accessing
the Memberships page, see “Navigate in Membership” on page 5. For more information about opening a
membership record, see “Open a membership record” on page 6.

#» Membership for Anthony S. Ellis

File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|u|§'|ﬁ' | H 4 » N|—"|@ 1@1%4@ §||| ?"l&‘ |

v bl embership AttribgtesJNotesl

L] POEEER

Membership History Items

[ate / Transackion Type Program Cakegory Subcategory Salicitors

3 Joined Arts Program 03 i Club

06/06/1999  Renewal-3ame Arks Program Benefactor Art Aquisition Club

06/15/2000 Renewal-3ame Arts Program Benefactar Art Aquisition Club

07/01/2001 Renewal-5ame Arts Program Benefactar Art Aquisition Club

11f26/2002 Renewal-Same Arts Program Benefactar Art Aquisition Club

02/10/2004 Upgrade Arts Progra Lifetirne

KN o

Memberzhip Detail for Selected Tr. i

b embership dues: $125.00 Expires: 0642541333 Given by: MAa

Send benefits to: Primary Member Linked to gift: Mo Reference: M4iA
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2. Highlight the transaction you want to view, and click Open on the action bar. The screen for the selected
membership transaction appears.

Memberszhip for Anthony 5. Elliz

‘ Constituent [5rihony Ells | o: 17 Active

This renewal iz aln): © Upgrade €€ Downgrade & Same

tembership D: ISZ—
Diues: lm At Fick I ;
Erogran IArts Frogram ﬂ Gift of M embership I Mo gift of membership
Cateqony; IBenefactor j v Benefits | Send to primary member

Subcategony: Imt.ﬂqquisition Club j ¥ View/Link Gifts I Paid: $125.00
Fenawed an: |11£2E£2UUZ EI I | Litetime

Expirez on: |11a’25a’2EIEI3 EI ™ | it rene i ntices
Heasor I j Comment(z): I H
Clase |

3. Click Close. You return to the Membership History tab.

#» Membership for Anthony S. Ellis

File Edit ‘Wiew Membership Favortes Toolz Help
ESaveandtlose*| = | S & | Hoa M | -+ Y| & 1 l.%’| b B2 |

v bdembership

L] PO

Membership History Items

[ate / Transackion Type Program Cakegory Subcategory
Joined Arts Program ackor Art Agui Club

Siolicitars

06/06/1999  Renewal-5ame Arts Proram Art Aquisition Club

06/15/2000 Renewal-Same Arts Program Benefactar Art Aquisition Club

07/01/2001 Renewal-5ame Arts Progran Benefactar At Aquisition Club

11/26f2002 Renewal-3ame Arks Program Benefactor Art Aquisition Club

0z/10/2004  Upgrade Arts Program Lifetime

KI o
Memberzhip Detail for Selected Tr. i

Membership duss: $125.00 Expiras: 0642541939 Given by: M/A

Send benefits to: Primary Member Linked to gift: Mo Reference: M/A

4. To exit the membership record, click Save and Close on the toolbar.
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Delete Historic Information

The Delete button on the action bar of the Membership History tab is enabled only in certain conditions. For
example, a membership transaction with the status of Joined cannot be deleted unless it is the current
membership transaction. If you delete a membership transaction using this example, you receive the following
message.

The Raizer's Edge |

@ Are pou gure you want ko delete thiz Membership record’?

Note: You can always delete the most recent membership transaction.

If you click Yes, the entire membership record is permanently deleted because the Joined membership is the
current membership transaction. To save the membership record, click No.

Membership transactions that are not the most recent transaction can be deleted in certain conditions. Examples
of these conditions are in the tables below.

Transaction Type Membership Category Ability to Delete
Example

Joined Bronze No

Renew-Same Bronze Yes

Renew-Same Bronze Yes

Renew-Same Bronze Yes

Note: Tables in this section are in the same order as they appear on the Membership History tab of a
membership record in The Raiser’s Edge. In these examples, the fist row of information is the oldest
membership transaction. The fourth row is the most current.

For example, the Renew-Same membership transaction in the fourth row is the most recent transaction you can
always delete. You can delete the previous two transactions because they are the same type and category. You
can delete the Joined transaction only when the Joined transaction is the current membership transaction.

Transaction Type

Membership Category
Example

Ability to Delete

Joined Bronze No
Renew-Upgrade Silver No
Renew-Same Silver Yes
Renew-Same Silver Yes
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For example, the Renew-Same membership transaction in the fourth row is the most recent transaction you can
always delete. The previous transaction is the same type and category and can be deleted. You cannot delete the
Renew-Upgrade transaction because a Renew-Upgrade or Renew-Downgrade must have a different membership
category than the preceding membership category in order to enable Delete. You can delete the Joined
transaction only if the Joined transaction is the current membership transaction.

Transaction Type Membership Category Ability to Delete
Example

Joined Bronze No

Renew-Same Bronze Yes

Upgrade Silver No

Renew-Same Silver Yes

Note: Tables in this section are in the same order as they appear on the Membership History tab of a
membership record in The Raiser’s Edge. In these examples, the fist row of information is the oldest
membership transaction. The fourth row is the most current.

For example, the Renew-Same membership transaction in the fourth row is the most recent transaction you can
always delete. The Upgrade transaction cannot be deleted because an Upgrade or a Downgrade must have a
different membership category than the preceding membership category in order to enable Delete. You can
delete the Renew-Same transaction because it includes a different membership category. You can delete the
Joined transaction only if the Joined transaction is the current membership transaction.

Transaction Type

Membership Category
Example

Ability to Delete

Joined Bronze No
Renew-Same Bronze Yes
Downgrade Silver No
Renew-Same Silver Yes

For example, the Renew-Same membership transaction in the fourth row is the most recent transaction you can
always delete. The Upgrade transaction cannot be deleted because a Downgrade or an Upgrade must have a
different membership category than the preceding membership category in order to enable Delete. You can
delete the Renew-Same transaction because it includes a different membership category. You can delete the
Joined transaction only if the Joined transaction is the current membership transaction

Transaction Type

Membership Category
Example

Ability to Delete

Joined Bronze No
Renew-Upgrade Silver Yes
Renew-Upgrade Gold No
Renew-Same Gold Yes
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For example, the Renew-Same membership transaction in the fourth row is the most recent transaction you can
always delete. The Renew-Upgrade (Gold) transaction cannot be deleted because a Renew-Upgrade or
Renew-Downgrade must have a different membership category than the preceding membership category in
order to enable Delete. You can delete the Renew-Upgrade (Silver) transaction because it includes a different
membership category. You can delete the Joined transaction only if the Joined transaction is the current
membership transaction.

Transaction Type Membership Category Ability to Delete
Example

Joined Bronze No

Drop Bronze No

Rejoin-Same Bronze No

Renew-Same Bronze Yes

Note: Tables in this section are in the same order as they appear on the Membership History tab of a
membership record in The Raiser’s Edge. In these examples, the fist row of information is the oldest
membership transaction. The fourth row is the most current.

For example, the Renew-Same membership transaction in the fourth row is the most recent transaction you can
always delete. The Rejoin-Same transaction cannot be deleted because a Rejoin-Same must follow a Drop
transaction to enable Delete. You cannot delete the Drop transaction because a Rejoin-Same transaction type
cannot follow a Joined transaction. You can delete the Joined transaction only if the Joined transaction is the
current membership transaction.
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» Delete a historic membership record

Before deleting any historic information, we recommend you make a backup of your database or run a report,
in case you make a mistake or need to refer to the deleted information.

1. From a membership record, select the Membership History tab. For more information about accessing
the Memberships page, see “Navigate in Membership” on page 5. For more information about opening a
membership record, see “Open a membership record” on page 6.

& Memberszhip for Anthony 5. Ellis

File Edit “iew Membership Favortes Toolz Help
ESaveandClose'|u|§'|ﬁ'|H 4 » N|"'|@t’%l@|§ @|||?'|&' |
v bdembership

| PAUEEES

Altributes/Motes |

Memberzhip History Items

Program Solicitars

ory

Cakeqory Subcateq,
Arts Program ctar jci Club

06/06/1999  Renewal-Same Arts Program Benefactar Art Aquisition Club

06/15/2000 Renewal-5ame Arts Progra Benefactar Art Aquisition Club

07/01/2001 Renewal-Same Arts Program Benefactar Art Aquisition Club

11/26/2002 Renewal-Same Arts Program Benefactar Art Aguisition Club

02/10/2004 Upgrade Arts Program Lifetime

KN i
Memberzhip Detail for Selected Tr. i

Membership dues: $125.00 Expires: 06/25/1939 Given by: MiA

Send benefits to: Primary Member Linked to gift: Mo Reference: MA4

2. Highlight the membership transaction you want to delete, and click Delete on the action bar. A warning
message appears.

The Raiser's Edge E2

The zelected tranzaction record will be deleted. Do vou wish to delete this membership
tranzaction at this time?
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3. To delete the membership transaction, click Yes. You return to the Membership History tab.

#» Membership for Anthony S. Ellis
File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose‘|u|§' &'|N 1 N|—"|@ 1@1%4@ ﬁ||

?-l8-

v Membership ¥ Membership History IAttrihgtesx’Notesl

L] POEEEL

Membership History Items

06/15/2000 Renewal-3ame Arks Program Benefactor Art Aquisition Club
07/01/2001 Renewal-5ame Arts Progra Benefactar Art Aquisition Club
11/26/2002 Renewal-Same Arts Program Benefactar Art Aquisition Club
KN o
Memberzhip Detail for Selected Tr.
b embership dues: $125.00 Expires: 0642541333 Given by: MAa
Send benefits to: Primary Member Linked to gift: ves Reference: MAA

| | 0202712002

4. To save the changes and exit the membership record, click Save and Close on the toolbar.
Membership Attributes and Notes

Note: To keep individual notes on a membership transaction, enter your notes in the Reason and Comments
fields of a membership record. For more information about how to add reason and comments on a
membership record, see “Comments and Reasons on a Membership Record” on page 76.

Attributes are categories of information you can use to store characteristics specific to a record. Attributes are
helpful because they allow you to customize your membership records and track miscellaneous information not
stored anywhere else in The Raiser’s Edge.

For example, you can track if a member should receive a holiday gift by adding a Holiday Gift? attribute Category,
and entering Yes or No in the Description column. You can define attribute categories using the Attributes link in

Configuration.

On the Attributes/Notes tab of the membership record, you can store additional information about a member or
the membership. For example, if a member also volunteers many hours at your organization, you may prefer to
give her a special gift. In the Notes frame, you can enter “Because Mrs. Smith spends so much time volunteering
at our organization, we should give a $50 gift certificate and a cheese basket to her for the holidays.”
Membership notes and attributes are general in nature and not related to any specific membership transaction.
You can use the attributes filter to view specific attributes on the grid.



86 CHAPTER

» Add a membership attribute

Scenario: In conversations with Margaret Murphy, you discover she and her husband are very
interested in Asian art. You want to make a note of this special interest on David Murphy’s
membership record so when you have a membership drive for the Friends of the Asian Arts Program,
you can contact the Murphys. Add a membership attribute on David’s membership record. This
procedure uses the membership record was added in the scenario “Add a membership record” on
page 34.

1. From David Murphy’s membership record, select the Attributes/Notes tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For more information about
opening a membership record, see “Open a membership record” on page 6.

#» Membership for David B. Murphy

File Edit ‘“iew mMembership Favortez: Toolz Help

ESaveandEIDSE'|u|§'|ﬁ'|N LI N|"'|@T@1®|§ §|| ?'l&' |
W Memlgershipl v Membership Hjstory |
e
=
Cakeqory I Description I Shotk Desc, I Date I Comrnents

Notes:

2. In the first row of the Category column, select “Exhibit Interest”.

Note: We recommend you set up membership attributes in advance. If any of the attributes use a table, you
should also set up the table in advance. Setting up tables in advance reduces data entry time and ensures
consistency. For more information about setting up attributes or tables, see the Configuration chapter of the
Configuration & Security Guide.

3. In the first row of the Description column, select “Asian Art”.
4. In the first row of the Date column, enter the date 05/30/2006. You can click the calendar to select a date.



MEMBERSHIP 87

5.

In the first row of the Comments column, enter “Contact for new program”.

#» Membership for David B. Murphy

File Edit ‘“iew mMembership Favortez: Toolz Help

ESaveandElose‘|u|§' (&~ | M 4 » N|—"|@ 1@1%4@ ﬁl

?-l8-

W Memlgershipl v Membership Hjstory  Attibutes/Motes |

=

Cakeqory I Description I Shotk Desc, I Date I Comrnents
i Exhibit Interests Asian Ark 05/30/2006 Contact For new prograrm
Niotes:
B
| /|

In the Notes frame, enter “Candidates for Friends of Asian Art Program”.

#» Membership for David B. Murphy

File Edit ‘“iew mMembership Favortez: Toolz Help

ESaveandEIDSE'|u|§'|ﬁ'|N LI N|"'|@T@1®|§ ﬁl |?'|&' |
W Memlgershipl v Membership Hjstory  Attibutes/Motes |
Cakeqory I Description I Shotk Desc, I Date I Comrnents
| Exhibit Interests Asian Art 05/30/2006 Contact For new program
Notes:
Candidates for Friends of Asian Art Program ;I
J -

7. To save the changes and exit the membership record, click Save and Close on the toolbar.
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Membership Transactions

“Membership transaction” is the term used to describe the individual membership activities comprising a
membership record. The activities can include adding, renewing, rejoining, upgrading, downgrading, and
dropping a membership. You can also delete a membership. You can perform all these activities from the
Memberships page or from the Membership tab of a constituent record.

Renew a Membership

You can renew memberships for constituents whose memberships have lapsed or are no longer active. Renewing
a membership keeps the membership in an active standing. You cannot renew a membership that has been
dropped. Dropped memberships must be rejoined. At the time you renew a membership, you can also upgrade
or downgrade the membership, or keep the membership the same.

» Renew a membership

During the renewal process, you can also upgrade or downgrade a membership. When you perform a
renewal/upgrade or renewal/downgrade, the member renews the membership for an additional membership
year at a higher or lower level than the original membership.

Scenario: Inman’s Industrial Supply is a Corporate Member in your organization’s Business Level
Program. The company’s membership expired months ago and the company’s contact called on
03/08/2006 to renew it at the same membership level. Renew the membership for Inman’s Industrial

Supply.
1. From Inman’s Industrial Supply’s membership record, select the Membership tab. For more information

about accessing the Memberships page, see “Navigate in Membership” on page 5. For more information
about opening a membership record, see “Open a membership record” on page 6.

# Membership for Inman's Industrial Supply
File Edit “iew Membership Favortes Toolz Help

ESaveandClose'|u|§'|ﬁ' | H 4 & H|—"|@ t’%l@| A @l

¥ Membership |V tembership Hjsloryl Attrihgtes.-’Notesl

7| |

‘ Constituent: IInman'sIndustriaISupply ﬂ 1D: Inman's Industrial Supply Lapsed

Current Transaction Type: Benewal ¢ Upgrade © Downgrade (%

tembership 1D: ISS—
Diues: lm Ao Fick I Solicitars I I
Frograr: IBusiness Level j ¥ tembers & Cards I Members: 25 Childrer: 0
Categaony: ICDrporate j Gift of kM embership | Mo gift of membership
Subcategon: I j v Benefits I Send to primary rember

Renewed on; IDSHDSQDDZ I ™ Lifetime Link ta Gifts... |
Expires ar: IDSJDSJ2DD3 I I Print renewal notices ¥ Past Fenewals I

Surmary Membership |nformation
Date joined: 01/28/1999 Last renewed: 09/09/2002 Lazt dropped: M8

Total years: 4 Times renewed: 1 Conzecutive years: 4

| =]

Note: You can also renew a membership using the Renew link on the Membership tab of a constituent record.
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2. On the toolbar, click Renew. A message appears, informing you of how long the membership record has
been lapsed.

The Raizer's Edge E3

@ Thiz membership has been lapsed for 30 Month(z]

3. Click OK. The Renew Membership screen appears.

#” Renew Membership for Inman’s Industrial Supply

¥ Membership | Attributes/Motes I

‘ Congtituent; IInman's Industrial Supply ﬂl ID: Inman's Industrial Supply Lapsed

This renewal iz a[n):  Upgrade (" Downgrade (%

tembership 1D: l?,E—
Duesx lm Auto Pick I Solicitors I I
+ Members & Cards | Members: 25 Children: 0
Gift of b embership I Mo gift of membership
v Benefits | Send to primary member
Fienewed on: I Lifetime Link to Gits.._ |
Expires an: ¥ Print renewal notices

Program: IBusiness Level

Category: ICDrporate

Lol Lo Lol

Subzategony: I

Reason; I j Comment(s): I g
Current Memberzhip Infarmation
Category: Corporate Expires on: 0940342003 Lagt renewed: 09/09/2002 Tatal years: 4
Date joined: 01/28/1939 Last dropped: MA4 Timesz renewed: 1 Conzecutive years: 4

QK | Cancel |

4. In the This renewal is a(n) field, mark Same because Inman’s Industrial Supply is continuing the same
level of membership.

5. In the Renewed on field, enter the date 03/08/2006. You can also click the calendar to select a date.

Note: The Expires date fills in automatically when you enter the Renewed on date if a default membership
term is established in Configuration. The program calculates the expiration date using the expiration defaults
entered in Membership Categories. For more information about expiration defaults, see the Configuration
chapter of the Configuration & Security Guide.

6. In the Expires field, enter the date 03/08/2007 or click the calendar to select a date.
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7. Mark the Print renewal notices checkbox so you can print renewal notices in Mail to alert Inman’s
Industrial Supply that their membership is close to expiring.

#” Renew Membership for Inman’s Industrial Supply

¥ Membership | Attributes/Motes I

‘ Congtituent; IInman'sIndustriaISupply ﬂl ID: Inman's Industrial Supply LElpSGd

This renewal is an):  Upgrade ¢ Downgrade (% Same

tembership 1D l?.S—
Dues: lm Auto Pick I Solicitors I I
Prograrm: IBusiness Level j ¥ Members & Cards | Members: 25 Children: O
Categon: ICorporate j Gift of b embership I Mo gift of membership
Subcategon: | j v Berefitz | Send to primary member
Renewed an: - 5 Lirk ta Gifts... I

Expires an: IDE!DEQDD? I W Print renewal notices

Reason: I j Commentfz): I H
Current Memberzhip Infarmation
Categary: Corporate Expires on: 09/03/2003 Last renewed: 09/09/2002 Total years: 4
D ate joined: 01/28/1939 Lazt dropped: M/4 Timesz renewed: 1 Congecutive pears: 4

Ok | Cancel |

8. To save the renewal, click OK. You return to the membership record.

#» Membership for Inman's Industrial Supply
File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|u|§'|ﬁ' | H 4 » N|—"|@ 1%1%4 A ﬁl

¥ Membership |w temberzhip H_istor_l,ll AttribgtesJNotesl

‘ Canstituent: IInman'sIndustriaISuppI_l,J !I 1D Inman's [ndustrial Supply Active

Current Transaction Type: Fenewal ¢ Upgrade  Downgrade ("':

tembership 1D: l?.E—
Dues: lm Auto Pick I Solicitors I I
Program: IBusiness Level j + Members & Cards | Members: 25 Children: 0
Categany: ICorporate ﬂ Gift of M embership I Mo gift of membership
Subcategony: I j v Benefits | Send to primary member
Renewed on I Lifstime Link to Gifts... |
Expires an: W Frint renewal noticez ¥ Past Fenewals |

Summany kMemberzhip Information
Date joined: 01/28/1999 Last renewed: 03/08/2008 Lazt dropped: MAf

Total years: & Times renewed: 2 Conzecutive years: &

| =

9. To save the new information and exit the membership record, click Save and Close on the toolbar.

Rejoin a Membership

When you rejoin a membership, you reinstate a dropped member to active status. When you rejoin a dropped
membership, you maintain a record of all previous membership transactions.
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Warning: You can only rejoin a membership that has been dropped.

» Rejoin a membership

Scenario: Paul Frantz was an active Patron of the Historic Homes club of your museum’s Arts Program.
When his membership expired, he forgot to renew the membership and was consequently dropped
after the designated amount of time. Mr. Frantz now wants to be reinstated to an active membership

status.

1. From Paul Frantz’s membership record, select the Membership tab. For more information about accessing
the Memberships page, see “Navigate in Membership” on page 5. For more information about opening a
membership record, see “Open a membership record” on page 6.

#» Membership for Paul R. Frantz
File Edit ‘“iew mMembership Favortez: Toolz Help

ESaveandEIDSE'|n|§'|ﬁ'|N L N|"'|@t’%1@|§ ﬁl ?'l&' |
v Membership H_istor_l,ll AttribgtesJNotesl
‘ Canstituett: IPauI Frantz ﬁl ID: 23 Dropped

Current Transaction Type: Drop

temberzhip 1D: |52—
Duex m At Pick I Salicitors I I
Eragrar IArts Frogram j + Members & Cards | tMembers: 1 Children: 0
[Cateqpry; IF'atlon j Gift of b embership I Mo gift of membership
Subcategony: IHistoric Homesz j v Benefits | Send to primary member
Drapped on: [05/30/2000 | I~ L= Link ta Gifts.._ |
Expires: Im I™ | Frint rerewallnatices Past Renewals I

Sumrmary Membership |nfarmation

Date joined: 02/25/1937 Last renewed: MAA Last dropped: 05/30/2000
Tatal years: 3 Times renewed: 0 Conzecutive years: 3
|F|eason for Drop: Mo responze IE

Note: You can also rejoin a membership using the Rejoin link on the Membership tab of a constituent record.
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2. On the toolbar, click Rejoin. The Rejoin Membership screen appears.

#? Rejoin Membership for Paul B. Frantz

¥ Membership | Attributes/Motes I

‘ Constituent: [Pavl Frantz 4] ID: 23 Dropped

This rejoinis aln): ¢ Upgrade ¢ Downgrade &

Membership 1D: |52—
Dues: m Auta Pick I Solicitors I I
¥ Members & Cards I Members: 1 Childrer: 0
Gift of M embership | Mo gift of membership

Subcategon: IHistoric Homes ks Benefits I Send to primary member
Reoredon: [ | [ Lifetime Link to Gifts... |

Expires: IW W Print renewal noticez

Reason: I j Camrenit]z): I g

Current Memberzhip Infarmation

Program: IArts Program

Categony: IPatlon

Lef Led Lol

Cateqgary: Patron Expiras on: MAA Lazt renewed: MAA Tatal years: 3
Date joined: 02/25/1397 Last dropped: 05./30/2000 Timesz renewed: 0 Conzecutive years: 3

QK | Cancel |

3. In the This rejoin is a(n) field, mark Same, because the membership level is not changing.
In the Dues field, enter the amount $2,000. You can click the calculator to enter the amount.

5. Leave the default entries in the Program, Category, and Subcategory fields. These default from the
original membership record.

6. In the Rejoined on field, enter the date 04/21/2006. You can click the calendar to select a date.

Note: The Expires date appears automatically when you enter the Renewed on date, if a default membership
term is established in Configuration. The program calculates the expiration date using the expiration defaults
entered in Membership Categories. For more information about expiration defaults, see the Configuration
chapter of the Configuration & Security Guide.

7. In the Expires field, enter the date 04/21/2007 or use the calendar to select a date.



MEMBERSHIP 93

8. Mark the Print renewal notices checkbox, so you can print renewal notices using Mail to alert Paul when
his membership is close to expiring.

ejoin Membership for Paul R. Frantz

¥ Membership | Attributes/Motes I

‘ Constituent: IPauI Franitz ﬂl ID: 23 Dropped

Thiz rejoinis a[n): ¢ Upgrade  Downgrade (¢ Same

tembership 1D IEZ—
Dues m Auto Pick I Solicitors I I
Pragrar: IArts Pragrarm j ¥ Members & Cards | Members: 1 Children: 0
Categaony: IF'atlon j Gift of b embership I Mo gift of membership
Subcategan: IHistoric Haomes j v Berefitz | Send to primary member
Rejoined on: r Link to Gifts... |
Expires an: ¥ Print renewal notices
Reason: I j Commentfz): I H

Current Memberzhip Infarmation

Categary: Patron Expires on: MAA Last renewed: MA4 Total years: 3
D ate joined: 02/25/1997 Last dropped: 05./30/2000 Timesz renewed: 0 Congecutive pears: 0

Ok | Cancel |

9. To save the rejoined membership, click OK. You return to the membership record.

#? Membership for Paul B. Frantz
File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|u|§'|ﬁ' | H 4 » N|—"|@ 1%1%4 A ﬁl

tembership Histary I Altributes/Motes |

‘ Constituent: |Paul Frantz o D: 22 Active

Current Transaction Type: Fejoin = Upgrade ¢ Downgrade (% Same

tembership 1D: |52—
Dues: m Auto Pick I Solicitors I I
Program: IAflS Program j ¥ Members & Cards | Members: 1 Children: 0
Categony: IF'atlon ﬂ Gift of M embership I Mo gift of membership
Subcategon: IHistoric Homes j W Benefitz | Send to primary member
Reioined o I Litstime Link to Gifts... |
Expires an: W Print renewal notices Past Renewals |

Summany kMemberzhip Information
Date joined: 02/25/1997 Last renewed: MNAA Last dropped: 05/30/2000

Total years: & Times renewed: 0 Conzecutive years: 0

| =

10. To save the new information and exit the membership record, click Save and Close on the toolbar.
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Upgrade a Membership

Note: You can upgrade a membership using the Upgrade link on the Membership tab of a constituent record.
You cannot upgrade a membership through an import.

Upgrading a constituent’s membership transfers a current membership to a higher membership level. For
example, a constituent joins at the Individual level and later decides to upgrade to a Family membership. With
the upgrade option, you can change the level of the membership without having to drop the current membership
and create a new one. This is helpful if you want to upgrade the membership, but still keep a record, for historic
purposes, of the original membership transactions for each record.

» Upgrade a membership

With The Raiser’s Edge, you can upgrade a membership during the membership cycle. Upgrading a
membership during the membership cycle means that a member is choosing to pay higher dues to enter a
higher level of membership during the membership cycle year. Customarily, when upgrading during the cycle,
the expiration date does not change unless the new membership category has a different expiration date than
the one in which the member was previously entered.

Scenario: Mark Adamson is a Contributor to your zoo’s Adopt an Animal Program. He is now
interested in upgrading to Sustainer, the highest level of membership for the Adopt an Animal
program, with dues of $2,000 per membership year. Upgrade Mark’s membership. Be sure to note
that Mark’s cousin recently became a trainer at the zoo and her involvement accounts for his new

level of interest.

1. From Mark Adamson’s membership record, select the Membership tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For more information about
opening a membership record, see “Open a membership record” on page 6.

& Membership for Mark D. Adamson

File Edit “iew Membership Favortes Toolz Help

ESaveandClose'|u|§'|ﬁ' | M 4 » N|—"|@ t’%l@|§ @||| ?'l&' |

¥ Membership |V tembership Hjsloryl ' Attribgtes;’Notes'

‘ Constituent: IMarkAdamson ﬂ ID: 3 Active

Current Transaction Type: Renewal ¢ Upgrade ¢ Downgrads (%

tembership 1D: l?ﬁlDD—
Dues: lm Auto Pick I Solicitors I I
Program: IAdopt an Animal j ¥ tembers & Cards I Members: 1 Childrer: 0
Categon: IEontributor j Gift of kM embership | Mo gift of membership
Subcategon: ITiger j v Benefits I Send to primary rember
Reneed on: I Lifetime ¥ View/Link Gifts_| Paid $250.00
Eupires on: W Frint renewal notices Past Renewals I

Surmary Membership |nformation
Date joined: 07/20/1999 Last renewed: 06/28/2005 Lazt dropped: M8

Total years: 5 Times renewed: 4 Conzecutive years: 5
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Note: If you realize you made a mistake when entering the original membership record and need to upgrade a
membership for the current membership transaction, select Upgrade in the Current Transaction Type field.
This scenario explains how to upgrade a membership for a new membership transaction during the
membership cycle.

2. On the toolbar, click Upgrade. The Membership Upgrade screen appears.

#* Membership Upgrade for Mark D. Adamson

¥ Membership |V AttribgtesHNotesl

‘ Constituent: IMarkAdamson ﬂl ID: 3 Active

temberzhip 1D: I?ADD—
Dues: lm Auto Pick I Solicitors I I
Prograrm: IAdopt an Animal j ¥ Members & Cards I Members: 1 Children: 0
Categon: IEontributor j Gift of kM embership | Mo gift of membership
Subcategon: ITiger j v Benefits I Send to primary rember
Upgraded on: I Lifetime Link to Gifts... |
Expires on: ™ Print renewal notices

Reason: I j Comment(z]): I H
Current Membership Infarmation
Categary: Contributor Expires on: 06/28/2008 Last renewed: 06/28/2005 Total years: §
D ate joined: 07/20/1939 Lazt dropped: M/4 Timesz renewed: 4 Congecutive pears: 5§

QK | Cancel |

3. In the Dues field, enter the amount $2,000 for the new dues. You can click the calculator to enter the
amount.

#» Membership Upgrade for Mark D. Adamson

¥ Membership |w Attribgtesf’Notesl

‘ Constituent: IMarkAdamson ﬂ ID: 3 Active

tembership 1D: |3=1-DD—
Diues: lm Avtta Pick I Solicitors I I
Pragram: IAdet an Animal ﬂ ¥ Members & Cards I Members: 1 Childrer: 0
Categaony: IEontributor j Gift of Membership | Mo gift of membership
Subcategon: ITige[ ﬂ v Benefitz I Send to primary member
Upgraded on I Lifetime Link to Gifts... |
Expires on: ¥ Print renewal notices

Reason: I j Comment{z): I H
Current Memberzhip Infarmation
Categary: Contributor Expires on: 06/28/2008 Last renewed: 06/28/2005 Total years: 5
D ate joined: 07/20/1939 Lazt dropped: M/4 Timesz renewed: 4 Congecutive pears: 5§

QK | Cancel |

Note: You can click the Auto Pick button to display a list of available program/category combinations, based
on the dues amount entered. This button is enabled only if you established membership categories in
Configuration.
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4. Click Auto Pick. The Select Program/Category screen appears.

Select Program/Category

rou have entered a Dues amount that falls inko these
Categoriez. Selecting a row in this grid will default
the Program and Category for you,

Cakegory
arts Program Patron
Adopt an Animal Patron
adopt an Animal Suskainer

ok I Cancel |

5. Highlight “Adopt an Animal/Sustainer” and click OK. You return to the Upgrade screen.

#» Membership Upgrade for Mark D. Adamson

¥ Membership |w Attribgtesf’Notesl

‘ Constituent: IMarkAdamson ﬂ ID: 3 Active

tembership 1D: |3=1-DD—
Diues: lm Avtta Pick I Solicitors I I
Pragram: IAdet an Animal ﬂ ¥ Members & Cards I Members: 1 Childrer: 0
Categaony: ISustainer j Gift of Membership | Mo gift of membership
Subcategon: I ﬂ v Benefitz I Send to primary member
Upgraded on I Lifetime Link to Gifts... |
Expires on: ¥ Print renewal notices

Reason; | | Commentis): | =]
Current Memberzhip Infarmation
Categary: Contributor Expires on: 06/28/2008 Last renewed: 06/28/2005 Total years: 5
D ate joined: 07/20/1939 Lazt dropped: M/4 Timesz renewed: 4 Congecutive pears: 5§

QK | Cancel |

In the Upgraded on field, enter the date 07/20/2006. You can also use the calendar to select a date.

The membership cycle for this type of membership is 1 year, the same as Mark’s previous membership
category. In the Expires field, enter the date 07/20/2007 or click the calendar to select a date.

8. To alert Mark when his membership is close to expiring, mark the Print renewal notices checkbox. For
more information about renewal notices, see “Print membership renewal notices” on page 112.

9. In the Reason field, enter “Special Interest”.
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10. In the Comment(s) field, click the zoom button. The Zoom-Membership Comment screen appears. Enter
“Mark’s cousin recently joined zoo as a new tiger trainer.”

Zoom - Membership Comment

Mark's couzin recently joined zoo as a new tiger trainer. ;l Ok |
Cancel |

11. Click OK. You return to the Upgrade screen again.

#* Membership Upgrade for Mark D. Adamson

¥ Membership |V AttribgtesHNotesl

‘ Constituent: IMarkAdamson ﬂl ID: 3 Active

temberzhip 1D: I?ADD—
Dues: lm Auto Pick I Solicitors I I
Program: IAdopt an Animal j + Members & Cards | Members: 1 Children: 0
Categon: ISustainer ﬂ Gift of b embership I Mo gift of membership
Subcategony: I j v Benefits | Send to primary member
Upgraded on: I Lifetime Link to Gits.._ |
Expires on: W Print renewal notices

Reason: ISpeCiaI interest j Carnrmenit{z]: IMark's cousin recently joined zo0 as an g

Current Memberzhip Infarmation
Categary: Contributar Expires on: 06/28/2008 Lazt renewed: 06/28/2005 Tatal years: &
Date joined: 07/20/1333 Last dropped: MA4 Timesz renewed: 4 Conzecutive years: 5

Ok | Cancel |




08 CHAPTER

12. Click OK. You return to the Membership tab.

#» Membership for Mark D. Adamson

File Edit ‘Wiew Membership Favortes Toolz Help
ESaveandl:lose*| = | S &~ | K 4« » M | i Y| < 1 l.%’| b B2 |

v Membership H_istor_l,ll v Attribgtes.f’Notes'

7.8 |

‘ Constituent: IMarkAdamson !I ID: 3 Active

Current Tranzaction Type: Upgrade During Cycle

tembership 1D: I?ADD—
Dues: lm Auto Pick I Solicitors I I
Program: IAdopt an Animal j + Members & Cards | Members: 1 Children: 0
Categon: ISustainer ﬂ Gift of b embership I Mo gift of membership
Subcategony: I j v Benefits | Send to primary member
Upgraded on: I Lifstime Link to Gifts... |
Expires an: W Print renewal notices Past Renewals |

Summany kMemberzhip Information

Date joined: 07/20/1999 Last renewed: 06/28/2005 Lazt dropped: MAf
Total pears: 5 Times renewed: 4 Conzecutive years: 5
|Heason for Upgrade - Same: Special interest Comment: Mark s cousin recently joined 200 az an... IE

13. To save the new information and exit the membership record, click Save and Close on the toolbar.

Downgrade a Membership

Downgrading a constituent’s membership transfers a current membership to a lower membership level. For
example, a constituent joins at the Contributor level and later goes back to school, meriting a downgrade to a
Student membership. This transaction type is helpful if you want to downgrade the membership, but keep a
record for historic purposes of the original membership transaction for each record.

» Downgrade a membership

You can downgrade a membership during a cycle; for example, a member wants to maintain his membership,
but decides to pay lower dues. A member with a Family membership may want to downgrade to an individual
membership when his children go off to school. Customarily, during a downgrade cycle, the expiration date
does not change, unless the new membership category has a different duration than the previous
membership.

Scenario: Nicholas Vincent holds a family membership with your environmental organization. His
children, Noel and Gaston, are away at school and do not currently use the benefits of the
membership. Nicholas wants to maintain his membership as active, but does not want to continue
paying dues at the Family membership level. Downgrade Nicholas’ membership to the Individual
membership level, which has dues of $25. Also note on his record that he downgraded his
membership because his children are away at school.

Note: You can downgrade a membership using the Downgrade link on the Membership tab of a constituent
record. You cannot downgrade a membership through an import.
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1. From Nicholas Vincent’s membership record, select the Membership tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For more information about
opening a membership record, see “Open a membership record” on page 6.

#> Membership for Mr_ Nicholas Vincent
File Edit “iew Membership Favortes Tool: Help

FisaveandClose~ ([ [ S- (& | M 4 » M| =-S5 10 &2 ¢ 5 B 2| &

¥ Membership ]V tembership Hjslory] Attrihgtes.-’Notes]

Constituent: | J 1D 86 Active

Membership 1D: ’187
Dues: ’m Auta Pick | Solicitors | |
Program: |Educati0n Pragram ﬂ ¥ Members & Cardz | Members: 1 Children: 1
Categony: |Fami|_l,l ﬂ Gift of Membership | Mo gift of membership
Subcategony: |F|ainf0rest Club ﬂ v Benefits Send to primary member
Date joined: |10/11,/1999 @| v Lifetime ¥ View/Link Gifts Paid: $50.00
Expires: ’—_l I Past Renewals

Summany kMemberzhip Information
Date joined: 10/11/1999 Last renewed: MNAA Lazt dropped: MA%

Total years: 2 Times renewed: 0 Conzecutive years: 2

2. Click Downgrade on the toolbar. From Membership tab. The Membership Downgrade for screen appears.

#* Membership Downarade for Micholas Yincent

¥ Membership l Attributes/Motes ]

Constituent: | J ID: 86 Active

tMembership 1D:
Dues: ’m Auta Pick | Salicitors | |
Program: |Educati0n Pragram ﬂ ¥ Members & Cardz | Members: 1 Children: 1
Categony: |Fami|5l ﬂ Gift of Membership | Mo gift of membership
Subcategon: |F|ainf0rest Club ﬂ v Benefitz Send to primary member
Downgraded on: [10/11/1933 m@@| [ Lifetime Link to Gifts...
Expires: ’—EI I~ Print renewal notices

Reason: | ﬂ Comment]z): | g
Current Memberzhip Infarmation
Categary: Family Expires on: MAA Last renewed: MA4 Total years: 3
Drate joined: 1041141939 Lazt dropped: M/4 Timesz renewed: 0 Congecutive pears: 3

QK Cancel

3. Inthe Dues field, enter the amount $25 for the new membership level. You can click the calculator to
enter the amount.
. In the Category field, enter “Individual”.
5. In the Downgraded on field, enter the date 01/05/2006. You can also click the calendar to select a date.

Note: You need to enter a new expiration date only if the new membership category has a different length of
membership cycle.

6. In the Expires field, enter the date 01/05/2007. You can use the calendar to select a date.
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7. Mark the Print renewal notices checkbox, so you can print renewal notices in Mail to alert Nicholas when

his membership is close to expiring. For more information about printing renewal notices, see “Print
membership renewal notices” on page 112.

In the Comments field, enter “Mr. Vincent wanted to downgrade his membership level because his
children are away at school and not able to take advantage of the membership benefits.”

For all other fields, leave the default information from the original membership record.

#* Memberzhip Downgrade for Nicholas Vincent

¥ Membership | Attributes/Motes I

‘ Constituent: INichoIasVincent ﬂl ID: 86

temberzhip 1D: |18
Duex |$ED_DD El Auto Pick I Solicitors I I

Program: IEducation Progrann j ¥ Members & Cards | Members: 1 Children: 1

Categany: Ilndividual ﬂ Gift of Membership I Mo gift of membership
Subcategan: I j v Benefitz | Send to primary member

Active

Downgraded on: I Lifetime Link to Gits.._ |
Expires on: ™ Print renewal notices
Reason: I j Comment]z): I g
Current Memberzhip Infarmation
Categary: Family Expiras on: MAA Lazt renewed: MAA

Tatal years: &

Date joined: 10/11/1333 Last dropped: MA4 Timesz renewed: 0

Ok | Cancel |

9. To save the downgrade, click OK. You return to the Membership tab.

Conzecutive years: 5

# Memberszhip for Nicholas Vincent

File Edit “iew Membership Favortes Toolz Help

ESaveandClose'|u|§'|ﬁ'|H 1 b N|"'|@t’%l@|§ @|||?'|&' |
v Membership Hjsloryl Attrihgtes.-’Notesl
‘ Constituent: [Nicholas Vincert | D 86 Active
Current Transaction Type: Downagrade During Cycle
tembership 1D: |18—
Diues: lm Ao Fick I Solicitars I I
Frograr: IEducation Program j ¥ tembers & Cards I Members: 1 Childret: 1
Categony: Ilndividual j Gift of Membership | Mo gift of membership
Subcategon: I j v Benefits I Send to primary rember
Donngraded on: I Lifetime Link to Gifts... |
Eupires on: ™ Print renewal notices Past Renewals I
Surmary Membership |nformation
Date joined: 1041141999 Laszt renswed: MAA Lazt dropped: M8
Total years: 5 Timesz renewed: 0 Conzecutive years: 5
| (=
| |

10. To save the new information and exit the membership record, click Save and Close on the toolbar.
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Drop a Membership

You can drop a member regardless of the membership standing. Dropping a membership is useful if you want to
keep a record of a constituent’s past membership activity, but you no longer want the membership to be active.
The standing of active members changes to lapsed if they do not renew their membership before the deadline
you establish in Configuration. From Configuration, you can also define the length of a membership and
determine when members receive renewal notices. In addition, you can also establish when lapsed members
(members who have not renewed their membership by the expiration date) are dropped. The Raiser’s Edge lets
you drop selected members or globally drop a group of members. For more information about globally dropping
members, see “Drop lapsed members” on page 106.

» Drop a membership

Scenario: Susan Marie Taylor is a young benefactor for your zoo’s Young Explorers Program. Her
parents decided to move to another state and she wants to drop her membership. She wants the
change in her membership status to be effective as of September 14, 2006. Drop Susan’s membership.
This scenario uses the membership record added in “Add a gift of membership” on page 47.

1. From Susan Taylor’s membership record, select the Membership tab. For more information about
accessing the Memberships page, see “Navigate in Membership” on page 5. For more information about
opening a membership record, see “Open a membership record” on page 6.

# Membership for Susan M_ Taylor

File  Edit “iew Membership Favortes Tool: Help
ESaveandClose'| u|§' &' | M 4 F M | —"|@ t’%l@| @ @||| ? '|&' |

v Membership Hjsloryl Attrihgtes.-’Notesl

‘ Constituent: ISusan Taplar ﬂ ID: 146 Active

Current Transaction Type: Jain

tembership 1D: IW
Diues: lm Ao Fick I Solicitars I I
Frograr: IYDung E=plorers j ¥ tembers & Cards I Members: 1 Children: O
Categaony: IYDung Maestroz j + Gift of Membership | brz. Michelle Taylor and' k...
Subcategon: I j Benefits I Ma benefits defined

Date jgined: IDSH2DH2DDS I ™ Lifetime ¥ Miew/dLink Gifts | Paid: $0.00
Expires ar: IDEJZDQDD? I W Frint renewal notices Past Renewalz I

Surmary Membership |nformation

Date joined: 06/20/2006 Laszt renswed: MAA Lazt dropped: M8
Total years: 0 Timesz renewed: 0 Conzecutive years: 0
|Heason for Jaoir: Interested in supparting the pragram Comment: Susan is interested in passibly supporting... =]

Note: You can also drop a membership using the Drop link on the Membership tab of a constituent record.



102 CHAPTER

2. On the toolbar, click Drop. The Drop Membership for screen appears.

Drop Membership for Susan M. Taylor
Date dropped: m
Reaszon: I j
Commernts: ﬂ
[~
akK | Cancel

3. In the Date dropped field, enter the date 09/14/2006. You can click the calendar to select a date.

In the Reason field, select “Moved”. For more information about setting up tables for this field, see the
Configuration chapter of the Configuration & Security Guide.

5. In the Comments frame, enter “Her parents are relocating out of state.”

Drop Membership for Miss Susan Marie Taylor
Date dropped: m
Reason: IMu:uved j
Comments: [Her parents are relocating out of state, ﬂ

-
4 k

ak Cancel
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6. To save this information, click OK. You return to the Membership tab.

#» Membership for Susan M_ Taylor
File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|u|§'|ﬁ' | H 4 » N|—"|@ 1%1®| 2 ﬁl

v Membership H_istor_l,ll AttribgtesJNotesl

7.8 |

‘ Canstituent; ISusan Taylar !I ID: 146 Dropped

Current Tranzaction Type: Drop

tembership 1D: IW
[ues: m At Pick I Solicitors I I
Brogran: IYoung Enplarers j + Members & Cards | Members: 1 Children: 0
[Cateqans IYoung taestioz ﬂ Gift of M embership I Mo gift of membership
Subcategony: I j Benefitz | Mo benefits defined
Dropped on: I Litstime Link to Gifts... |
Expires an: m I [ it rene el hntices Past Renewals |

Summany kMemberzhip Information
Date joined: 06/20/2006 Last renewed: MNAA Last dropped: 09/14/2006

Total pears: 0 Times renewed: 0 Conzecutive years: 0

| =
| I

7. To save all changes and exit the membership record, click Save and Close on the toolbar.

Delete a Membership

Deleting a membership record permanently removes the membership from the constituent’s record and leaves
no record of the membership. You should delete records with extreme caution. Delete a membership record
when you want to remove the member and the membership record from the database entirely. If the
membership has lapsed, you may want to consider dropping the membership instead of deleting it. If you delete
a membership record, no historic membership information remains. Before you delete any membership records,
we recommend you back up your database, in case you make a mistake or need the information to create the

record again.
» Delete a membership record

Note: You can also delete a membership using the Delete link on the Membership tab of a constituent record.



104 CHAPTER

1. From a membership record, select the Membership tab. For more information about accessing the
Memberships page, see “Navigate in Membership” on page 5. For more information about opening a
membership record, see “Open a membership record” on page 6.

# Membership for Susan M_ Taylor
File Edit “iew Membership Favortes Toolz Help

ESaveandClose'|u|§'|ﬁ' | H 4 » N|—"|@ t’%l@|§ @||| ?'l&' |

v Membership Hjsloryl Attrihgtes.-’Notesl

‘ Constituert: {55 1 aylor ] D: 148 Dropped

Current Transaction Type: Drop

tembership 1D: IW
Dues: m Auta Fick I Solicitors I I
Frogran: IYoung Explorers j ¥ tembers & Cards I Members: 1 Childrer: 0
[Eateann; IYoung Maestioz j Gift of kM embership | Mo gift of membership
Subcategon: I j Benefits I Ma benefits defined
Dropped on: = Litztie Link to Gifts... |
Expires an: m ¥ | Fiirt renewal notices Past Renewals I

Surmary Membership |nformation
Date joined: 06/20/2006 Laszt renswed: MAA Lazt dropped: 09/14/2006

Total years: 0 Timesz renewed: 0 Conzecutive years: 0

| =]

Note: This procedure uses the membership record added in “Add a gift of membership” on page 47 and
dropped in“Drop a membership” on page 102.

2. From the menu bar, select File, Delete. A warning message appears.

The Raiser's Edge [ ]

@ Are you sure you want to delete this Membership record?

3. To permanently delete the entire membership record, click Yes. If you decide not to delete the
membership record, click No to return to the Membership tab.

The membership record is deleted and you return to the Memberships page.

Global Membership Transactions

In The Raiser’s Edge, you can perform global functions that may affect all your membership records, and also
globally drop lapsed members or globally add membership information to a group of records. Because these
processes can affect all records in your database, we recommend you back up your database before globally
adding or dropping members or globally adding any membership information to records.
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Globally Drop Lapsed Members

The Drop Lapsed Members link in Administration changes the status of a group of lapsed memberships from
“Lapsed” to “Dropped” in a few simple steps. You can drop memberships based on the membership expiration
date and the Drop this membership after being lapsed for option set for each membership category in
Configuration.

Note: For information about establishing membership categories, see the Membership Categories section in
the Configuration chapter of the Configuration & Security Guide.

For example, in the Membership Categories link of Configuration, you set the Silver membership category to
expire in one year You tell the program to drop memberships two months after the expiration date. Today is June
14, 2006, and Linda Kennedy became a Silver member on June 14, 2005. If you run Drop Lapsed Members today,
using the date on or before June 15, 2006, Linda is not dropped. She has not yet been lapsed for the two months,
as required based on your settings in Configuration.

You cannot globally drop a lifetime membership. You must drop lifetime memberships individually from the
constituent record.

» Drop lapsed members

Scenario: Your organization plans to generate a number of reports to present to its board members,
and you do not want lapsed members included. Because dropped members are not included in the
reports, you decide it is best to change the status of all constituents who have lapsed as of this
calendar year to “Dropped.”

Warning: Before you globally drop lapsed members in The Raiser’s Edge, you should have a complete backup
of your database. To successfully back up your data, you must first shut down the database.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Drop Lapsed Members. The Drop Lapsed Members screen appears, displaying the General tab.

Drop Lapsed Members [ x|

1: General |2: Filtersl

Include... | All records

What expiration dates do you wizh to consider?

(EELCRRVEERET iz calendar v
Indicate the drop information you wizh to include: .
Dropped date: | ze constituent's expiration date
% Use specified date: | Taday j
Reazon: INoresponse j

Comment: I

[ Create constituent query of dropped memberships
¥ Create membership queny of dropped memberships
¥ Create contol report €5 Preview  © Print

< Bach | Mext = | Cancel | DropNoﬂl

3. Click Include and select the memberships you want to drop. You can select one of the following:

¢ All records - The program searches all membership records looking for those satisfying the drop criteria
you establish.
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Note: For more information about working in Query, see the Query & Export Guide.

Selected records - To use this selection, you must have saved a query of the records you want to
include in the drop procedure. The Open Query screen appears, so you can select the query containing
the records you want dropped. You can use a constituent, individual, organization, or membership
query.

One record - This selection accesses the Open screen. You must locate the record you want dropped.

For this scenario, select All records.

4. In the What expiration dates do you wish to consider? frame, define your expiration date(s). In the Date
to use field, click the drop-down arrow to access a list. If you select “Specific range”, in the Date to use
field, the Start date and End date fields display, and you must enter the date range.

For this scenario, select “This calendar yr”.

5. In the Indicate the drop information you wish to include frame, select the information you want to
appear on the membership record. You can select one of the following.

If you select Use constituent’s expiration date as the Dropped date, the dropped date on the
constituent’s membership is the same as the date the membership lapsed.

If you want each constituent membership involved to have the same dropped date, select the Use
specified date option and select the date you want the membership to show it was dropped. You must
enter the date/date range information.

In the Reason field, click on the drop-down arrow to access a list of reason options (Moved, Did not
respond), explaining why the members were dropped. The reason then appears on the Membership
History tab of the constituent membership record.

Note: You establish reasons in Tables in Configuration. For more information, see the Configuration chapter of
the Configuration & Security Guide.

In the Comment field, you can enter any comments you want to include in the constituent membership
records regarding the dropped members. For example, “Job relocation”.

For this scenario, select Use specified date and select “Today”.

6. In the Miscellaneous information frame, you can mark any of the following checkboxes.

Create constituent query of dropped memberships - This checkbox generates an output query of all
constituent records dropped.

Create membership query of dropped memberships - This checkbox generates an output query of all
the membership records dropped.

Create control report - This checkbox generates a report displaying constituent name, membership
category, lapsed date, and dropped date of every member dropped. You can select to Preview the
report on your computer screen or Print the report.
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7. To move to the Filters tab, click Next.

| Drop Lapsed Members

1: General 2 Filters |

By uzing the grid belaw, this repart may be filtered on the items shown in the Selected Filkers column.

Filters I Include Selected Filkers
Cateqgories Al J <Al Categories=
Programs T B ol Programs =

Selected

Constituent Codes <Al Constituent Codes =

{ Back | THErt > | Cancel | DropNoﬂl

8. On this tab, you can select the criteria you want the program to use to filter the records included in the
drop. You can filter records based on Categories, Programs, or Constituent Codes.

9. In the Include column, you can select to include “All” categories, programs, and/or constituent codes, or

“Selected”. If you choose “Selected”, you must identify the category, program, or constituent codes you
want to include in the Selected Filters column.

For this scenario, select “All” for each filter.
10. To drop the lapsed memberships, click Drop Now.

11. If onthe General Tab, you marked the Create constituent query of dropped memberships checkbox or

the Create membership query of dropped memberships checkbox, the Save Static Query screen appears
(one for each checkbox).

Save Static Query E3

Gluem name: ILapsed Members

Description: |Dropped Lapsed Members Report Querg on |~
07/7/2002 - Cancel |

[~
Cuem farmat; IStatic v| Guery Tupe: Membership
¥ Other users may execute this query Created Fram: Drop Lapsed Members

¥ Other ugers may modify this queny

12. Enter a Query name and Description. You can also mark the Other users may execute this query or Other
users may modify this query checkboxes and allow others to work with this query.

13. Click Save.
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14. A screen appears, tracking the write off process. When the process is complete, if you marked the Create
control report checkbox in the Miscellaneous information frame on the General tab, the report appears.

I3 Diop Lapsed Members |_[5]x]

x| 4] e v vl =] S| #l&| B =l [ |#h| Tewza oo 23cf23

Preview |

Dropped Lapsed Members nage 1
Dropped Lapsed Members Control Report

Expiry date: Inchude all dates

Constituent Name Prozram/Category Lapsed on Dropped on
Hational Blood Bank Business LevelHon-Profit [beriles ) /1402001
DeanF Isley Voung Explorers/T oung Maestros (0L /1402001
Hick Vanghn Edueation Progranore /Family 101142000 O&/14/2001
Beth Richardson Business LeveliCorporate g /1402001
Jll M Garrett Adort an Armal Patron 0en5z2000 O&/14/2001
Andrea Tidwell Arts Prograneve/Berefantor 102592000 O&/14/2001
Elizsheth & Ashion Toue Explorersiimua Kids Ozl O&/14/2001
David Underwood Arts ProgranmvelS exdor EnL1e CE/14i2001
Cameran Petterson Arts Progranmre/Patron 10713200 O8/142001
Melissa C Davis Iomt-of- Avea iclesiriin] 0B/1452001
Tsshelle Gray Iomt-of- Avea aL15e0m 0B/1452001
Trenarts Industrial Supply Business LeveliCorparate QLR 0B/1452001
A h A Comerete Vo Explorers/¥ onng Maestros 4011558 0B/1452001
Foger B Larglev Arts Progranome/Berefactor OLr2ees /1402001
Geoffrey Beclmer Adopt an Ammal/Conbribartar N5l 0B/1452001
Lesley M Justin Vourg Explorersiiqua FKads (ERr0L /1402001
Dax Tavlor Vomg Explorers/¥ g Maestros CROLI2000 /1442001
Trler & Harson Assoviates Arts Progranome/Fatron [ieleless) /1402001
HelenSmith Arts Progranere/S exior CRuizm01 O8/142001
Betsv P Greene Buusiness LevelMNon Profit OLo2z0] O8/142001
Mary Hewman Friends of the MusenmTndividual OR0E2000 O8/142001
Fred Sadler Friends of the Mg T ndivicnal T3 993 NRAA20NT hd

15. To print the report, click the print icon on the toolbar.
16. To close the report, click the “X” in the upper right corner. You return to the Administration page.

Globally Add Membership Information to a Group of Records

Note: If you set Membership ID as a required field in Configuration, no membership records can be globally
added, because each Membership ID is unique. However, if you set the business rule to automatically generate
membership IDs, then memberships can be globally added.

Using the Globally Add Records link, you can add the same membership information to a group of selected
records. This transaction is especially useful if you already created a query to define the group of records you
want to add membership information. For example, your organization recently held its annual membership drive
and all board members agreed to sign up for the Patron membership category. You can now create a query with
the names of all your board members and add the appropriate membership information to all records at one
time. For more information about globally adding membership information to a group of records, see the
Globally Add Records chapter of the Global Add, Delete, & Change Records Guide.

Print Membership Information

For each membership record you create, you can print membership cards and membership renewal notices.
Membership cards display the identification information necessary for members to take advantage of the
membership benefits they receive. Renewal notices help remind members that their membership expires at a
specific time. Renewal notices can also contain the information necessary to renew a membership. You can print
membership cards and renewal notices for one member at a time, or you can print numerous cards and renewal
notices at the same time using the options available in Mail. The following procedures guide you through the
process of printing one membership card or renewal notice from the membership record. For more information
about how to print numerous membership cards and renewal notices at the same time, see the Mail Guide.
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Print membership cards

Membership cards provide detailed information about a specific membership record. They usually contain the
name, number, and membership category of the member. Membership cards can also provide information
about the number of additional members or guests covered by a primary membership. When printing
membership cards, you can determine the recipient for which you want to print a card or you can print a card
for all the recipients listed under a membership. You can also decide whether you want to print a customized
membership card, a preprinted card, a blank card, or a 12-field card.

1. From a membership record, select File, Print. From the submenu, choose Membership Cards. For more
information about opening a membership record, see “Open a membership record” on page 6.

#* Membership for Mark D_ Adamson M= B3
Edit Wiew Membership Fawvorites Tool: Help
] New Ctrl+ H 4 » M —D'S 10@@ e ?'%ﬁ'
< Open... Chrl+0 -
Attributes/M ot
' Open in Mew 'wWindaw. . Clrl+l e ]
¥ Delete Mermbership... —_l D 3 Active
5 Chrl+5
q Save il+ o Cycle
E_] Save and Mew Chrl+w
[ 5ave and Close Csl |
# Propetties i| Auto Pick | Solicitors | |
J Bt St | + Members & Cards | Members: 1 Childrer: 0
G Presiew 4 hd Gift of Membership o gift of membership
] Gift of Membership | Mo gift of bershi
% = Mem 3 Benefits Send to primary mermber

L Export 4 Benewal Notices - ;
E . N Lirk to Gifts...
i Send az Mail. b G523 Labels
=% Envelopes v Past Renewal:

Becently Acceszed Memberships *

(] Close Last renewed: 05/28/2005 Last dropped: N/A
Total years: 3 Times renewed. 4 Consecutive years: 5
Feazon for Upgrade - Same: Special Intenest Comment: Mark's couzin recently joined zoo az an... | =

The Select a Parameter File screen appears.
2. Highlight the parameter file you want to use, and click Select.

Select a Parameter File

=| Mew Mermber or Rejoin Cards Select
I

# Cancel
2 Add New
= Open

A Find...

K

™ {Only show my parameter Hles

Note: If you have not established a parameter file for membership cards in Mail, click Add New to define a
new parameter file. For more information about membership card parameter files, see the Mail Guide.
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After the membership cards process completes, a message appears, asking if you would like to mark the
status on the membership cards to “Printed”.

The Raizer's Edge E2

@ Wwiould vou like to get the Status on the membership cards to "Printed"?

3. To change the Status field on the Primary Member’s Card Information screen to “Printed”, click Yes. You
return to the Membership tab.

#» Membership for Mark D. Adamson

File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|n|§'|ﬁ' |N 1 F N|—"|@ t'%l.%’|§ %l | ?"l&‘ |
v Membership H_istor_l,ll v Attribgtes.f’Notes'
‘ Congtituent: IMarkAdamson ﬂl D: 3 Active

Current Transaction Type: Upgrade During Cycle

temberzhip 1D: l?.amu—
Dues: lm Auta Pick I Solicitars I I
Prograrm: IAdopt an Animal j + Members & Cards | Members: 1 Childrer: 0
Categony: ISustainer j Gift of b embership I Mo gift of membership
Subcategon: | j ks Benefitz | Send to primary member
Upgraced o I Lifetime Link ta Gits.._ |
Expires aon: ¥ Print renewal notices Past Renewals I

Sumrary Membership |nfarmation

Date joined: 07/20/1939 Last renewed: 06/28/2005 Last dropped: WAt
Tatal years: 5 Times renewed: 4 Conzecutive years: 5
|Heason for Upgrade - Same: Special interest Comment: kMark’s cousin recently joined zoo as an... IE

4. To save the changes and exit the record, click Save and Close on the toolbar.
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» Print membership renewal notices

Membership renewal notices serve as reminders to constituents that a membership is about to expire. You
can establish the frequency with which members receive renewal notices in Configuration. When printing
membership renewal notices, you can decide if you want to print a customized renewal notice, a one-third
page notice, a two-thirds page notice, or a full page renewal notice.

1. From the membership record, select File, Print. From the submenu, choose Renewal Notices. For more
information about opening a membership record, see “Open a membership record” on page 6.

emberzhip for Mark D. Adamzon
Edit View Membership Favortes Tools Help

New S I I PR Y R =t S

lw | Open... Chl+0

e . ) Attributes/M o

(e ) Open in Mew Windaw. . Clrl+l MRS I

¢ Delete Membership... ﬁI D 3 Active
S Clrl+5

& Save il+ o Cycle

E-_!] Save and New Chrl+4

[ 5ave and Close Ol |

Properties ﬂ Auta Pick | Solicitars I I

D Bl S, j ¥ hembers & Cards I Members: 1 Childrer: 0

@ Prewiew 'I Gift of Membership | Mo gift of membership

% Membership Cards Benefitz Send to primary member

EEHDD“ = Link to Gift |
'Send az Mail... » Labels Ik, 10 aits....

[>] Envelopes i Past Renewals I

Becently Acceszed Memberships ®

Close Last remewed: 06/28/2005 Last dropped: M4
Total years: 3 Times renewed: 4 Consecutive years: b
|F|eason for Upgrade - Same: Special Interest Comment: Mark's cousin recently joined zoo az an... | [=]

2. From the Select a Parameter File screen, highlight the parameter file you want to use, and click Select.

Select a Paramete

i) Renewal Data file Select |
# Cancel |

".j Add Mew |

I {nly show my parameter fles
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3. The Export screen appears.

Export [ x|
Expot file bype: I Microgzoft Word Merge File j
Expaort file name: IE:HMyFiIeshHenewals.dat _I

W Include header

¥ Create contral report 6 Preview € Print

E wport Mo I Cancel

In the Export file type field, select the export type you need for your renewal letters.

5. In the Export file name field, assign a location to your data file and name it. For example, you can save
this to C:\MyFiles and call it “Renewals.dat”.

6. Toinclude a header record in your data file, mark Include header.
To create a control report, mark Create control report and select to Preview or Print the report.
Click Export Now.

Note: If you have not established a parameter file for renewal notices in Mail, click Add New to define a new
parameter file. For more information about renewal notice parameter files, see Mail Guide.

A message appears asking if you would like to record this mailing in each membership’s renewal history.

The Raizer's Edge [ ]

@ Would you like to record this mailing in each membership's renewal hiztory?

9. To record the mailing on the Renewal History Screen, click Yes. You return to the Membership tab.

& Membership for Mark D. Adamson

File Edit “iew Membership Favortes Toolz Help
ESaveandClose'| u|§' &' | M 4 » M | —"|@ t’%l@| @ @||| ? '|&' |

v Membership Hjsloryl ' Attribgtes;’Notes'

‘ Constituent: IMarkAdamson ﬂ ID: 3 Active

Current Transaction Type: Upgrade During Cycle

tembership 1D: l?ﬁlDD—
Diues: lm Ao Fick I Solicitars I I
Frograr: IAdet an Apirnal j ¥ tembers & Cards I Members: 1 Childrer: 0
Categaony: ISustainer j Gift of kM embership | Mo gift of membership
Subcategon: I j v Benefits I Send to primary rember

Uparaded on: ID?H2DH2DDS I ™ Lifetime Link ta Gifts... |
Expires ar: ID?;”ZDQDD? I W Frint renewal notices Past Renewalz I

Surmary Membership |nformation
Date joined: 07/20/1999 Last renewed: 06/28/2005 Lazt dropped: M8

Total years: 5 Times renewed: 4 Conzecutive years: 5

|Heason for Upgrade - Same: Special interest Comment: karks cousin recently joined 200 3z a n... =]
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10. To save the changes and exit the record, click Save and Close on the toolbar.

Membership Reports

In addition to membership cards and renewal notices, you can also print membership specific reports.
Membership reports track memberships, analyze membership activity, and create lists and directories of
members. In addition, you can use membership reports to locate lapsed members, drop members who have not
responded to renewal notices, and examine trends in membership. When you print membership reports, you can
define the conditions records must meet to be included in the report. For more information about membership
reports, refer to the Reports Guide.

View Other Memberships

Each constituent in your database can belong to several membership categories at the same time, if you leave the
Do not allow multiple concurrent memberships checkbox unmarked on the Activity options folder of Business
rules in Configuration. For more information about membership Business Rules, see “Membership Business
Rules” on page 16.

You can view all memberships and membership transactions for a constituent by selecting <All> from the tree
view on the left side of the Other Memberships screen or you can view selected memberships based on the other
items available on the tree view. Only memberships for the selected tree view option display in the grid. The
information is for display purposes only and cannot be edited.

» View other memberships

Scenario: Your organization just established a new membership category for individuals interested in
the arts. You know Dean Isley always supports these types of activities, but you want to make sure you
do not ask him to become a member if he already has more than two memberships. Check his
membership record to see how many memberships he holds.

1. From Dean Isley’s membership record, select Membership, View Other Memberships from the menu bar.
The Other Memberships for screen appears. For information about opening a membership record, see
“Open a membership record” on page 6.

Other Memberzhips for Dean P. Izley E2
m Standing Categom Program Subcategom Date
""" Prirnary B Lapsed  Young Maes... ‘Young Explo... Elementary
B Active Yowng Maes... Young Expio... Slementary 07 0FE003
[ Lapsed/Diopped Young Mses... Young Explo... Slemeantary 057012000
4| | i
Overview for Lapsed Young Explorers - Young Maestros
Drate joined: 054012000 Tatal years: 4
Last renewed: 07/07/2003 Times renewed: 1
Last dropped: M/ Conzecutive pears: 4
Total members: 1 Total children: 0
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2. After viewing the information you want, click Close. You return to the Membership tab.

#” Membership for Dean P. Isley

File Edit ‘Wiew Membership Favortes Toolz Help

ESaveandElose*|u|§'|ﬁ' |N LI N|—"|@ 1@1%4@ ﬁl | ""l&‘ |
tembership Histary I Altributes/Motes |
‘ Constituent: |Dean|sle_l,l o o: 22 Active

Current Transaction Type: Fenewal ¢ Upgrade ¢ Downgrade (% Same

tembership 1D: IES—
[ues: lm Auto Pick I Solicitors I I
Program: IAflS Program j ¥ Members & Cards | Members: 1 Children: 0
Categon: IBenefactor ﬂ Gift of b embership I Mo gift of membership
Subcategon: IHistoric Homes j W Benefitz | Send to primary member
Renewed on I Lifstime Link to Gifts... |
Expires an: W Print renewal notices Past Renewals |

Summany kMemberzhip Information
Date joined: 02/02/2002 Last renewed: 02/02/2008 Lazt dropped: MAf

Total pears: 3 Times renewed: 1 Conzecutive years: 3

3. To exit the membership record, click Save and Close on the toolbar.
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Membership Tab of a Constituent Record

The Membership tab displays, in summary form, all memberships for a constituent. In addition to working with
the membership record, you can also open and delete an existing membership transaction from the
Memberships tab. You can customize the way membership legends appear in the Memberships grid. For more
information about customizing membership legends, see the User Options chapter of the Program Basics Guide.

== Julie M. Bach

File Edit “iew Constiuent Letter Fawvortes Tools Help
ESaveandClosev|u|§'@'@'| H 4 » Nl_’|z"|? E||| ?'|&'|‘3'| El

+ Biol | v Bio 2 | v Addresses | » Addreszess/S alutations | + Relatiohships | v Bppeals | Hotes | + Giftz |

w Attibutes I Media I w Actions I Honor/temarial I Wolunteer | w Prospect v Membership | v Ewvents
M i * b 0 e 2% % ©
b <Al Memberships

E Primary Standing Categary Expirez on Jained On
5 Active Sustainer 021042007

fee Lapsed/Dropped
% Summary

0901119597

1] |
Details for Adopt an Animal - Sustainer

| pEn R TEEE

Tranzaction Type | Tranzaction Date I Total Paid I Categary
Renewal - Same 0z/10f2006 $0.00 Sustainer
Renewal - Same 0z/10/2004 $50.00 Suskainer
Renewal - Same 11f19f2002 450,00 Sustainer
Renewal - Same 1211411999 $50.00 Suskainer
Upgrade 12/15/1995 $0.00 Sustainer
Renewal - Upgrade 090711995 $0.00 Contributor
Joined 09011997 $0.00 Individual

You can also add new membership transactions from the Memberships page or from the Membership tab of a
constituent record. We recommend you use the Memberships page if you are adding membership transactions
for a group of records. This section provides an overview of the features found on the Membership tab of a
constituent record. For detailed instructions about specific options, see “Membership Transactions” on page 89.

Membership Transactions from the Membership Tab of a
Constituent Record

Note: If you make changes to a record and notice your changes are not updated automatically, click Save on
the toolbar before adding any additional information.

As mentioned earlier, “membership transaction” is the term used to describe the individual membership
activities comprising a membership record. The activities can include adding, renewing, rejoining, upgrading,
downgrading, and dropping a membership. From the Membership tab of a constituent record, you can perform
all membership transactions. From the membership action bar, you can create, open, delete, renew, rejoin,
upgrade, downgrade, and drop a membership. To access the screen associated with each transaction type, click
the link on the action bar for the transaction you want to perform.

] e b4 & i Rl o ¥ =
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For detailed instructions about how to perform specific membership transactions, see “Membership
Transactions” on page 89.

Membership Tab of a Constituent Record General Information

On the Membership tab of a constituent record, you can view all memberships and membership transactions for
a constituent by selecting <All> from the tree view on the left side of the screen. If you select to view all
memberships for a constituent, the Memberships grid displays a combination of primary, active, lapsed, and
dropped memberships. In addition, the grid displays all memberships for which the constituent is the primary
member. To view membership records specific to the Primary, Active, or Lapsed/Dropped membership standings,
select the item from the tree view. Only memberships in selected categories display in the Memberships grid.

<= Julie M_ Bach
File Edit “iew Constituent Letter Favortes Toolz Help

ESaveandElose-|u|§'@"| H 4 » M | = | 2'|? E| | o §'|@'| ==
v Binl I w Bin2 I v Addriesses I v Addressees/Salutations I v Relationships I v Appeals | HMotes I v Gifts |
w Altributes I Media I v Achions I Honar/Memarial I Wolunteer I v Prospect + Membership | v Events
1 el x g I HER v K
Mb— Memberships

Frimary Standing Categony E pires on Joined On
- 5] Active Sustainer 7 0ain
Lapged/Dropped
Z Summary

0310111997

4« |

Details for Adopt an Animal - Sustainer

il LT e

Tranzaction Type | Tranzaction Date I Total Paid | Category
Renewal - Same 0z/10/2006 $0.00 Sustainer
Renewal - Same 0z/10/2004 450,00 Sustainer
Renewal - Same 11/19/2002 $50.00 Sustainer
Renewal - Same 12/14/1999 $50.00 Sustainer
Upgrade 12/15/1993 $0.00 Sustainer
Renewal - Upgrade 09/07/1995 $0.00 Contributar
Joired 09/01/1997 $0.00 Individual

You can click the plus sign beside a specific membership record to view all the membership transactions for the
record.

Note: For more information about deleting a membership transaction, see “Delete Historic Information” on
page 82.
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To display the membership transactions for a membership record, highlight the record you want to display in the
Memberships frame. The information automatically appears in the Details for frame. From the Details frame,
you can open and delete membership transactions by clicking Open and Delete on the Details action bar.

-

& Open Delete

T —
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Summary Membership Information on a Constituent Record

On the tab of a constituent record, you can view a summary of all the membership information available for a
specific constituent. To view summary information for a constituent, select the Summary option from the

membership tree view.

<= Julie M_ Bach
File Edit “iew Constituent Letter Favortes Toolz Help

E]Saveandclosevlu|§'@"|“ 1 » N|4|2'|?E|| | ?'§'|@'|'
v Binl I w Bin2 I v Addriesses I v Addressees/Salutations I v Relationships I v Appeals | HMotes I v Gifts |
w Altributes I Media I v Achions I Honar/Memarial I Wolunteer I v Prospect + Membership v Events

sa =
b <Al
- [F Primary Summary Information for Julie M. Bach

Active
Lapsed/Diopped Total years as member: 7 Cate first joined: 0940171997

Z EE .
Total times renewed: &5 Last renewed on:  02/10/2006
Congecutive years without drop: 7 MHext rerewal or: 0241042007
Memberships I Mumber Total Dues I
Tatal 1 £300,00
Active 1 $300.00
LapsediDropped a $0.00
Gifts af Membership Given i} 40,00
Gifts of Membership Received 1] $0.00

The right side of the tab displays information, including total years of membership, total number of renewals,
consecutive years without dropping, date joined, and next and last renewal. For more information about
membership summaries, see the Summaries Guide.
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