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chapter i

What Is In This Guide?

In the Membership Scanning Guide, you learn to scan barcodes to retrieve your membership information (when
you have the optional module, Membership Management). You can also learn about the following.

e “Options From The Raiser’s Edge Shell Menu Bar” on page 7

e “Membership Scanning Tab User Options” on page 17

¢ “Printing Membership Cards from Membership Scanning” on page 43

* “Accessing a constituent record from Membership Scanning” on page 55

e “Adding Actions from Membership Scanning” on page 83

e “Adding Participants from Membership Scanning” on page 86

¢ “Displaying Additional Fields on the Membership Scanning Page” on page 92

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 Postal Discounts, 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.

Membership Scanning is additional functionality when you use the optional module Membership Management.
With Membership Scanning, you can scan barcodes to retrieve membership information from your Raiser’s Edge
database. This module is ideal if your organization distributes and uses membership cards for anything from
entrance to your museum, zoo, or event, to discounts at your gift shop. When you scan a membership card, the
member information immediately appears on the screen for you to review. In User Options, you can select the
information you want to display on the Membership Scanning page once a card is scanned. For example, you may
want to select Membership type and Card valid to as fields to display. You can also determine if the cardholder is
the primary member on the membership.

Membership Scanning is versatile and the amount of work you can do is extensive. You can create and print the
membership cards you scan, complete with barcodes. From the Membership Scanning page, you can change the
membership status, such as Upgrade, Downgrade, or Renew. You can also add new members and constituents to
your database. You can even add an action from the Membership Scanning page. For example, next month you
will send out a mailing to tell certain members about a new exhibit which opens soon at your museum. You can
add an action to include all members whose cards you scan for entrance to your museum this month. You can
automatically add actions, have the program prompt you to add an action each time a card is scanned, or
manually add an action on the Membership Scanning page. When you use the optional module Event
Management, you can also add a member as a participant for an event from the Membership Scanning page.

To scan membership cards, you need a barcode scanner that reads 12 point 3 of 9 font, which is what the
Membership Cards mail task in Mail produces. You can scan the membership card barcodes, or manually enter
the numbers corresponding to the lines that make up the barcode in the Member Scan ID field on the
Membership Scanning page.

Frequently Used Terms

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

Barcode. A barcode is a series of lines representing numbers that define a particular membership card. Scanning a
barcode automatically retrieves the membership information. For example, in Mail you can select to print a
barcode on membership cards. When a member arrives at the zoo, you can scan the barcode on the card to
retrieve the member’s information. Membership information displays on your Membership Scanning page.

Cardholder. A cardholder is entitled to a membership card and, as a result, some of the membership benefits.
However, a cardholder does not have to be a constituent, relationship, or appear anywhere in your database.
For example, you may have a member who wants her baby-sitter to have a membership card. The baby-sitter
can take the children to the zoo while the member is at work. The baby-sitter is only a cardholder, not a joint
member or primary member.

Joint member. The joint member is related to the primary member and can receive the benefits of membership.
A membership can have several joint members. For example, Mr. Diresta is a member at your museum. His
wife and children are joint members on his membership. Joint members can be listed on reports and must be
relationships on the Relationships tab of the primary member’s constituent record. Joint members may or
may not be cardholders.

Primary member. The primary member is the person who has a constituent record in the database and is the
main contact for and holder of the benefits of the membership. Only one primary member per membership
can exist.
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Session. A session is the duration of the membership scanning activity. A scan session can last for an hour, a day,
days, weeks, or months. Some organizations may start a new scan session each day and run reports each
night, listing the membership cards scanned and the properties for that session. Others may run the same
report on a weekly basis. However, when a new session is started, the properties for the previous session are
erased.

Scanning Properties. Scanning properties are the characteristics of your last scan session. Session properties are
stored per user. This means each user can view the properties associated with the last scan session, regardless
of what workstation was used for scanning. Session properties include the number of cards scanned, and the
date and time the session was first started. You can view session properties on the Scanning Details screen by
selecting View, Scanning Details from the shell menu bar on the Membership Scanning page.

Navigating in Membership Scanning

Note: Membership Scanning is a front office tool. For example, many members have the potential to see your
computer screen as you scan membership cards for entry. If you prefer to maximize the Membership Scanning
page, from the shell menu bar, select View, Raiser’s Edge bar to remove the bar on the far left.

From the Membership Scanning page, you can scan membership cards and add new members, actions, and event
participants (when you use the optional module Event Management). To access the Membership Scanning page,
click Scanning on the Raiser’s Edge bar.

&% The Raiser's Edge

File Edt “iew Go Favoites Took Help

4 Back $ Forward| Open in separate windaw

& Memberships v % Add Action % Add Event Participant Smrink = [& Preview =

Mernbership type:
Card vald to:
Address to print:
Joint member type:
Mernber since:
Expires on;

Last renewed:

‘Welcome to The Raiser's Edge 7 Session started:

N
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Membership Scanning Page

When you click Scanning on the Raiser’s Edge bar, the Membership Scanning page appears. Once you scan a
membership card, the member information appears on this page in the display fields.

@ The Raiser's Edge

File Edit “iew Go Favoites Took Help

4 Back $ Forward| Open in separate windaw

& Memberships ~ % Add Action % Add Event Participant Srrink = [& Preview =
Active
Ms. Lucy Gaylor Avdeenko Individual.Lifetime
Membership type: Individual Lifetime
Card valid to:

Address to print: Primary member's addresses
Jnint rermber type: Primary mernber
Member since; 07/01f2005

Expires on:

Last renewed:

Benefits =
Benefit Count Unit Cost Total Benefit/value SentFulfied Cornrnents
Parking Pass 2 $15.00 $30.00
S0% off Guest $10.00 $10.00
Passes
T-Shirt z $12.50 $25.00 Bl
“Welcome to The Raiser's Edge 7 |Session started.

A

Once you scan a card, you can access the membership record and the constituent record associated with the
membership; change membership status, such as renew a membership; view other memberships; print a
membership card; add an action; and add the member as a participant of an event, (when you use the optional
module Event Management).

For more information about opening a record or printing from the Membership Scanning page, see “Basic
Processes of Membership Scanning” on page 39. For more information about changing membership status,
viewing other memberships, or adding actions or participants from the Membership Scanning page, see
“Advanced Processes of Membership Scanning” on page 59.

Member Scan ID Field

To use Membership Scanning, you must understand the search functionality of the Member Scan ID field. Three
ways exist to search for a name on the Membership Scanning page: using binoculars to open a search screen,
manually typing in the numerical membership barcode, and using your scanning device to scan in the
membership barcode.

Search Using Binoculars

If you search for a member using the binoculars in the Member Scan ID field, it is important to remember this
type of search is a primary and joint member search. This type of search does not include guest pass cardholders.

Member Scan 1D H
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For example, Heath George is listed as a guest pass on Nicholas Vincent’s membership record. Nicholas’s wife,
Jane, is listed as a joint member on his membership record. If you search using the binoculars, the search does
not find Heath in the database and cannot display his information on the Membership Scanning page. However,
because Jane is listed as a joint member, the search can successfully find her. Nicholas’s membership information

displays on the Membership Scanning page because he is the primary member.

Note: Guest pass cardholders can be found when using the numeric membership barcode or the scanning
barcode.

When you click the binoculars, the Open screen appears, so you can search the database. For more information
about using the Open screen, see the Program Basics chapter of the Program Basics Guide.

Find: IMembe[ship j Search using quen: |<Default> ﬂlgg

City, Skake

" Orlando, FL
Jane L. Yincent Crlando, FL Active Education Program Farnily

[« | j3|

Find Memberships that meet these criteria:

Lazt/Org name: I\-"inu:ent j tembership stalts:l Ell @k Find Mo

First name:l j Membership ID:I ﬂ Mew Search |
Constitusnt ID:I j Ealegory:l j Previous Search |
Account no:l j Standing:l j
Soc. Sec. ND.:I j F'mgram:l j Q
¥ Display inactive constituents [ Check spouse name [~ Check aliazes " | Eheck nickame
[™ Display deceased constituents [~ Check contact name [~ Exact match only Expand Resultz |

Numerical Membership Barcode

You can manually enter the fifteen digit numeric barcode into the Member Scan ID field and press ENTER on your
keyboard to display member information on the Membership Scanning page. If your scanning device breaks, you
should search for members this way.

IIE@!!DDDDDS?DDDDMED

This Raiser’s Edge generated number represents a combination of information, enabling the program to
successfully identify primary members, joint members, and cardholders.

Scanning Membership Barcode

The scanning barcode is the actual barcode on a membership card you scan to display primary member, joint
member, or cardholder information on the Membership Scanning page.
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When you scan the barcode, the numeric barcode displays in the Member Scan ID field. You must place your
cursor in this field before you scan a barcode.

Mernber Scan ID; m

It is important to remember that your scanning device may automatically enter an additional space at the end of
the scan barcode. Any time you experience difficulty using your scan device, we recommend you manually enter
the numeric barcode number.

Membership Scanning Action Bar

You can perform several tasks on the action bar of the Membership Scanning page. Links on the action bar
provide ways to open and edit the membership record, and add actions and event participants. In addition, the
Membership Scanning page contains Print and Preview links on the action bar. By using these links, you can print
or preview Membership Cards and the Scanning Details Report.

& Memberships v % add Action ¥ Edit Event Participant & Print ~ @ Preview

Membership Scanning Display Fields

You can customize the Membership Scanning page for your personal preference. You can change the color and
font style of the member name, membership status, and membership type information. You can choose to view
addresses, membership benefits, photographs of your members, and select specific sounds to alarm you if the
member is Active, Lapsed, or Dropped. Several membership display fields default automatically, and you can add
many more fields, such as Consecutive years, Primary member, or Total renewals.

&% The Raiser's Edge [ |=]x]
File Edt “iew Go Favoites Took Help

4 Back $ Forward| Open in separate windaw

ds

B

& Memberships v %y Add Action W Add Event Participant & print - & Preview
'-E! Export .
i Active
Ms. Lucy Gaylor Avdeenko Individual Lifetime
Card walid to: Dues: $5,000.00 i
Address to print: Primary member's addresses Last dropped:
Joint rermber type: Primary mernber Lifetire: Yes
Mermber since: 07f01f2005 Primary member; Lucy G, &vdeenko
Expires on: Send benefits to: Primary Member
Last renewed: Total reneveals: 0
Card last printed: 01/25/2005 Years as member: 1
Card type: Primary Membership ID; 2
Card valid from: 01/19/2005 Constituency: Wolunteer

Consecutive years: 1

Benefits
Benefit Count Unit Cost Total Benefit/value Sent/Fulfiled Cornrnents
. Parking Pass z $15.00 $30.00 -
‘Welcome to The Raiser's Edge 7 |Sassion started: 4

In User Options, you select your personal preferences for The Raiser’s Edge. User Options are login-specific,
which means if you log into any workstation using your password, your preferences are active on that
workstation. When you log off that workstation, your preferences are not active for any other user. For more
information about customizing your Membership Scanning page, see the “User Options” on page 13.
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Options From The Raiser’s Edge Shell Menu Bar

Three main options are available from the Raiser’s Edge shell menu bar: New Scanning Session, Cancel Scan and
Scanning Details. These options are only on available when you are on the Membership Scanning page.

New Scanning Session

Note: Membership Scanning options are available from the shell menu bar when you are on the Membership
Scanning page.

After tracking attendance per workstation, you may want to begin a new scan session on a daily, monthly, or
weekly basis. For example, you scan your VIP cardholders on workstation A, and you scan your general admission
cardholders on workstation B. After tracking attendance for the current week on the Scanning Details screen of
both workstations, you decide to clear both sessions. On each workstation, select File, New Scanning Session
from the Raiser’s Edge shell menu bar. For more information about the Scanning Details screen, see “Scanning
Details” on page 8.

@ The Raiser's Edge [ _[=]x]
Ed\t Wiew Go Favoites Tools Help

(!

rate window

Clear Display
Cancel Scat
1

Create [ embership Mueny ;l
Frint Setup
Frirt 3

13
Ereglatw A Frships » % Add Action M. Add Event Participant Smrink = [& Preview =
Exporl
Send Az b ail 3
E sit
Exit and Sign Out [Supervisor|

ship type:
Card vald to:

Address to print:
Joint member type:
Mernber since:
Expires on;

Last renewed:

‘Welcome to The Raiser's Edge 7 Session started:

N

Note: If you do not want to view this message again, mark the Do not show this warning message again
checkbox.

A message appears, informing you the scanning details will be cleared.

The Raizer's Edge

@ Starting a new Memberzhip Scanning Session will clear the scanning detailz for the existing session.

Are you sure you want to do this?
Mo |

[~ Do not show this warning meszage again.

To begin the new scan session, click Yes.
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Cancel Scan

Note: This example also applies if you automatically add action records.

When you cancel a membership card scan, certain changes made to the database clear. For example, Leslie
McNally comes to your museum today and wants to sign up for the Walk-a-Thon. In User Options, you selected to
automatically add participants and created a participant default set for the Walk-a-Thon event. To quickly add
Leslie’s participant record, you scan her membership card. Leslie immediately realizes she has a conflict with the
date of the Walk-a-Thon and she cannot participate in this event. Because you automatically added a participant
record for Leslie, you want to cancel the membership scan to remove the participant record. To do this, select
File, Cancel Scan from the Raiser’s Edge shell menu bar while Leslie’s membership information still appears on
the Membership Scanning page. For more information about automatically adding participant records, see
“Membership Scanning Tab User Options” on page 17.

#h The Raiser's Edge
Ed\t Wiew Go Favoites Tool: Help

New Scanning Session... Lrate TR

[ Lo - <
Create i embership Mueny ;I
Print Setup
FErint ]

i 3 -
Erexleéw 3 Frships » % Add Action . Add Event Participant Shrvink = [& Proview -
Exporl
Send Az Mail 3
E it
Exit and Sign Out [Supervisor] .
ship type:
Card valid to:
Address to print;
Joint member type:
Member since:
Expires on:
Last renewed:
o [ -]
Welcome to The Raizer's Edge 7 |Sassmn started: 4

Any gifts added automatically as a result of the automatic participant record also clear from the database when
you select Cancel Scan. In addition, the card is removed from the Scanned Cards grid on the Scanning Displays
screen.

If you navigate away from the Membership Scanning page to Renew, Rejoin, Upgrade, or Downgrade a
membership, information you change on the membership record does not clear when you select Cancel Scan.
This also applies to manually adding participant records and action records and to printing membership cards.

If you open the membership record or the constituent record from the Membership Scanning page, Cancel Scan
disables.

Scanning Details

Note: Membership Scanning options are available from the shell menu bar when you are on the Membership
Scanning page.
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When you select View, Scanning Details on the Raiser’s Edge shell menu bar, the Scanning Details screen
appears.

Scanning Details

—Scanning Properties
Session first started: 11/28/2008 9:48:49 AM tembership upgrades: 0
Cards scanned in sesgion; 12 Memberzhip downgrades: 0
Memberships added: 0 Mumber of actions added: 1
Memberships renewed: 0 MNumber of participants added: 3
Memberships rejoined: 0
Scanned Cards =
Mame oncard 7 I Memberzhip 10 I Prirnary mermber I Constituest |0 I Scandate
Pizs Jill Ashton 30 Jill & Ashiton 11728020
Pizs Jill Ashton 30 Jill & Ashton 11428020
b1, bark. Daniel Adams... 3400 Mark D. &damszon 3 11729721
M. Micholas Vincent 18 Jane L. Wincent 177 11/28/20
Mr. Micholaz Wincent 14 Jane L. Wincent 177 11428420
. Micholas Wincent 18 Jane L. Wincent 177 28020 5
K ol
ok | Pint |

Warning: The information you view on the Scanning Details screen is specific to the your workstation. For
example, if you scan in Mark Adamson and Anne Sinclair at Workstation A, you can view their information on

Workstation A’s Scanning Details screen. However, they do not show up on Workstation B’s Scanning Details
screen.

The Scanning Details screen provides summary information for the current scan session only. You cannot make
changes to this screen. When a new scan session starts, the information on the Scanning Details screen is cleared.
Before beginning a new scan session, you may want to export and print the Scanning Details screen by
right-clicking on the screen. When the menu appears, select the option you need.
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The Scanning Properties frame displays general statistics for a scan session. For example, you can view the time
and date the scan session started and how many cards have been scanned during the session. In addition, the
number of processes involved with the scanned cards, such as rejoins and upgrades or added actions and
participants, and the total number of guests and children attending with your scanned-in members display in the
Scanning Properties frame.

Scahning Properties
Segzion first started: 11/28/2008 9:43: 43 A tembership upgrades; 0

Cards scanned in zession: 12 Memberzhip downgrades: 0

temberships added: O Mumber of actions added: 1
Memberships renewed: 0 MNumber of participants added: 3

Memberships rejoined: 0

Note: You can widen the columns in the Scanned Cards grid by placing your cursor on the column dividing
lines. When a line with two arrows appears, drag the column to the width you want. You cannot resize the
entire grid; use the arrows at the bottom of the grid to scroll and view all information contained in the grid.

The Scanned Cards grid includes the Name on card, Membership ID, whether or not the cardholder is the
Primary member, the Constituent ID, Scan date, and the Scan time. The grid on this screen lists information
about the membership cards that have been scanned in the current scan session only.

Scanned Cards

Mame oncard 7 I Memberzhip 10 I Frirary mermber Constituest |0 Scan date
Pizs Jill Ashton 30 Jill & Ashiton 11728020
Pizs Jill Ashton 30 Jill & Ashton 11428020
b1, Mark. Daniel &dams... Mark D. &damszon 11729721
M. Micholas Vincent 18 Jane L. Wincent 11/28/20
Mr. Micholaz Wincent 14 Jane L. Wincent 11428420
tr. Micholas Wincent 18 Jake L. Wincent 11;"28Eli;|
3
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Tip: You can also open a membership record by double-clicking the row you highlight in the Scanned Cards
grid.

To open a membership from the Scanned Cards grid, highlight the row for the membership you want to access
and click Open Membership at the top of the grid.

You can search for information in the Scanned Cards grid by selecting Find from the right-click menu. The Find
screen appears.

Find ]|
Field: (e,

Find what: |

Match: I.-'l'-.n_l,l part of field j [T Match case

== | EaIen ere |

You can select to search the Scanned Cards grid by selecting a column heading in Field or entering all or part of
the text you want to search for in the Find what field. In the Match field, select to match what you entered in the
Find what field with the whole field, the start of the field, or any part of the field. For example, you can choose to
search for primary member information that starts with Ashton. Select “Primary member” in Field, enter
“Ashton” in the Find what field, and select “Any part of field” in the Match field. To begin searching, click Find
First. The first matching row in the grid is highlighted. To find the next row that matches the entered search
criteria, click Find Next. To end the search and return to the Scanned Cards grid, click Close on the Find screen.

If you want to save a copy of the Scanned Cards grid, you can export the grid from the right-click menu. When

you right-click on the grid, select Export Scanned Cards Grid to export to a disk and Export Scanned Cards Grid to
Excel to export to Microsoft Excel.

Scanning Details E
—Scanning Properties
Session first started: 11/28/2008 9:48:49 AM tembership upgrades: 0
Cards scanned in sesgion; 12 Memberzhip downgrades: 0
Memberships added: 0 Mumber of actions added: 1
tembershipz renewed; 0 Mumber of participantz added; 3
Memberships rejoined: 0
Scanned Cards =
Mame oncard 7 I Memberzhip 10 I Prirnary mermber I Constituest |0 I Scandate
bizz Jill Ashtan 30 Jill &, Azhton 11728720
Miss Jill Ashton 0 Jil & Ashton '] Open Membership 11728420
b1, bark. Daniel Adams... 3400 hark. D. &dam. @ Find... 11729721
M. Micholas Vincent 18 Jane L. Wincer 11/28/20
Mr. Micholas Wincert 18 Jane L Wincer g1 Export Seanned Cards Grid... 11/28/20
. Micholas Wincent 18 Jame L. Wincer 25§ Export Scanned Cards Grid to Excel 28020 5
4 I I % Frint _DI_I
ok | LColumns...

The information in the grid prints and exports exactly as it appears on the screen.
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To add or hide columns that appear on the Scanned Cards grid, right-click on the grid and select Columns from
the menu that appears. The Columns screen appears.

L

|lze these fields to indicate which columnz should dizplay in the zelected grid.

Columns: Dizplay these columns:

Constituent 1D Mame on card |
Scan time tembership (D

- F'rlmarE rnember _l
<

@ Find.. |
Rezet to Syztem Defaultsl (] I Cancel

To remove a column from the Scanned Cards grid, highlight it in the Display these columns box and click the left
arrow to move it to the Columns box. To add a column to the screen, use the right arrow to move it from the
Columns box to the Display these columns box. Use the up and down arrows on the right to order the columns in
the grid. To reset to the program’s default column settings, click Reset to System Defaults. When you are
finished, click OK to set your column selections and return to the Scanning Details screen.

Note: To preview the Scanning Details screen before it prints, select, File, Preview from the Raiser’s Edge shell
menu bar. When the menu appears, select Scanning Details Report. You can also select Preview on the
Membership Scanning action bar. When the menu appears, select Scanning Details Report.
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From the Scanning Details screen, you can print the entire screen by clicking Print. The hard copy prints directly
to your default printer. You can also print this information by clicking Print on the Membership Scanning action
bar. When the menu appears, select Scanning Details Report. The report prints directly to your default printer.

 The Raiser's Edge
Fil= Edit “iew Go Fawortes Toole Help

4 Back & Furward| Open in separate window

IFIH—‘ Home

lﬁ Records

& Memberships + % Add Action % Add Event Participant: £ ovink: Bl Preview =
tlembershie Cards

Mermbership type:
Card valid to:
Address to print:
Joint member type;
Mernber since:
Expires an:

Last renewed:

WWelcome to The Raizer's Edge 7 Session started:

N

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 Raiser’s Edge shell
menu bar. The Options screen appears so you can establish certain user options for Membership Scanning.

Color Tab User Options

Once you scan a membership card, the name, membership status (such as Active or Lapsed), and membership
type (such as Individual program, Lifetime category) appear at the top of the Membership Scanning page. You can
change the color for membership information on the Color tab in User Options. Select colors that quickly draw
attention to important membership information. For example, you can change the membership status of
Dropped to red. This way, you can quickly identify members with a Dropped status when you scan the
membership card.

» Setting Color tab User Options

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

2. Select the Color tab.



14 CHAPTER

3. From the list on the left, select Legends. The Legends User Option selections appear on the right.

General I Home I Records I Huem I E:-:pclltl Fiepor_tsl kil I Batch
Adrninizstration Calor Printing I File Locations I Memberzhip Scanning

u fou can uge color options to get perzonal preferences for color in the pragram.

General
Batch Yiew Gift Legend... |

Calendar

Wiew dddress Legend..

Wiew Relationship Legend...

Yiew Participant Legend. ..

Wiew Motepad Legends...

Wiew Action Legends. .

|
|
|
View Membership Legend.. |
|
|
|

Wiew Event Legends...

HesettoSystemDefaultsl 0 I Cancel | e[ |

Warning: Changing the membership status color for Membership Scanning also changes the color for the
membership status display on the Membership tab of the membership record. If you change the color for the
Membership tab, the change applies to Membership Scanning, as well.

4. Click View Membership Legend. The Legend screen appears, so you can select your preferences.

Legend E

Legend Options - Memberships
The arder of the legend optionz determines which

Achive Memberships T | b
Lapsed Memberships color zetting takes precedence if a membership
Dropped Memberships qualifies far maore than one legend option.

Primary temberships
Joink Memberships

W Active Memberships color

The bold and italic optionz are akways applied and
zuffiges are always concatenated if a membership
qualifies for more than one legend option.

[ Bold T Iralic [ Suffi I

Sample: Membership type

[

|§Heset to System Defaultsél OF. Cancel

From the Legend screen, you can select a color to identify your membership options. You can also specify
that they appear as bold or italic.
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5. Once you make your selections, click OK. You return to the Color tab.

General I Home I Records I Huem I E:-:pclltl Fiepor_tsl kil I Batch
Adrninizstration Calor Printing I File Locations I Memberzhip Scanning

u fou can uge color options to get perzonal preferences for color in the pragram.

General
Batch Yiew Gift Legend...

Calendar

Wiew dddress Legend..

Wiew Relationship Legend...

Yiew Participant Legend. ..

Wiew Membership Legend...

Wiew Motepad Legends...

Wiew Action Legends. .

Wiew Event Legends...

HesettoSystemDefaultsl 0 I Cancel | e[ |

6. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.
For more information about the Color tab, see the User Options chapter of the Program Basics Guide.

Printing Tab User Options

On the Printing tab in User Options, you can define the parameter file to use when you print membership cards
from Membership Scanning. Selecting parameter files on the Printing tab in User Options saves time by
eliminating the steps of selecting the filters you want each time you print membership cards.

» Setting Printing tab User Options

Note: A parameter file contains all the settings, or parameters, you select for a particular mail task. For
example, if you print membership cards monthly, you can save the settings you select in the Membership
Cards mail task as a parameter file. Later, you can open this parameter file and rerun the mail task or alter the

settings as necessary to create new membership cards.

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

appears.
Select the Printing tab.

From the list on the left, select Membership Scanning. A grid appears on the right with Membership
Scanning printing options. Here, decide if you want the program to ask you to select a parameter file each
time you print a membership card from the Membership Scanning page, or if you want to set up default

parameters.
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4. Inthe Membership Card row, in the Option column, select “Ask for parameter file”. When you select this
option, you are specifying that the program asks you to select a parameter file each time you print a
membership card from Membership Scanning.

Dptions E3
General | Haome | Records | Query | Expart | Reparts | kil | Batch |
Administration I Calor Frinting File Locations I temberzhip Scanning

You can uze printing options to determing which parameter files to use when running reparts
ar mailing functions from other record types.

gﬁgstltuents |Jze these optiong to determine what parameter files to uze when
Campaigns printing, previewing, or exporting from membership scanning.
Funds Report/Mailing I Opkian Parameter File
'Eegggls Mermbership Card

Participants

HesetloSystemDefaultsl 0K I Cancel | Apply |

5. To establish a default parameter file for printing membership cards from the Membership Scanning page,
select “Use this parameter file” in the Option column.

6. Inthe Parameter File column, click the binoculars to search for the previously saved parameter file to use.
The Select a Parameter File screen appears.

Select a Parameter File

Select |
[ Cancel |

2 Add New |
= Open |

@4 Find... |

[~ Only show my parameter files

Note: To create a new parameter file, click Add New.
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7. Highlight the established parameter file you want to use and click Select. You return to the Printing tab on
the Options screen. The Parameter File name appears in the column. For more information about
establishing parameter files for membership cards, see the Mail Guide.

Options
Gereral | Home | Recaords | Luen | Export | Reportz | Mail | Batch |
Adrniniztration | Colar Frinting File Locations | tembership Scanning |

ol can uge printing options to determine which parameter files to use when runking reports
or mailing funchionz from other record types.

Eﬁgstituents Lse these options to determine what parameter files to use when
Campaigns printing, previewing, or exparting from Membership Scanning.
Funds ReportfMaiing | Option Parameter Flle
Eegﬁt&gs Membership Card  Use this parameter file: Membership Sc...
Participants

Memberships
iMembershin

Reszet to Systern Defaults | ar. I Cancel | Apply |

8. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.
For more information about the Color tab, see the User Options chapter of the Program Basics Guide.

Membership Scanning Tab User Options

Many options for Membership Scanning are available on the Membership Scanning tab so you can customize
your needs and preferences. You can select to display a running count of scanned cards in the status bar, show
benefit and address information, establish default actions and event participants (when you use the optional
module Event Management), and play sounds when memberships with a status of Active, Lapsed, or Dropped are
scanned.

» Setting General Options for Membership Scanning

By selecting options from the General list on the left, you can automatically clear the Membership Scanning
page at certain time intervals and you can view a count of the number of membership cards you scan in the
status bar on your screen.

1. From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen
appears.
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2. Select the Membership Scanning tab. The General options display automatically.

General | Home | Recaords | Huem | Expont | Reportz | Mail | Batch |

Adrminiztration I Color I Frinting I File Locations

@T]_J!HI"

You can use these options bo zet personal preferences for membership scanning.

[~ Automatically clear screen

Clear screen eveny: Iﬁ Iseconds 'I

Mote that information is saved when the screen is
cleared.

Display Options
Default Actions
Default Participants
Sounds

temberzhip Scanning

[~ Display scanned card totals
& | [Nizplay as nning court Beain with: IU
€ [izplay as distinet count Beain with: I

ar. I Cancel |

Reszet to Systern Defaults |

Apply |

3. To clear the Membership Scanning page periodically, mark the Automatically clear screen checkbox and
enter an amount of time in the Clear screen every fields. For example, you can select to clear the page
every 30 seconds. The information is saved in the Scanning Details screen when the screen is cleared. For
more information about this screen, see “Scanning Details” on page 8.

4. To view totals for a scan session in the status bar at the bottom of the Membership Scanning page, mark
the Display scanned card totals checkbox. Select the Display as running count or Display as distinct
count option, depending on how you would like to view the totals. For example, you scan Andrea
Tidwell’s membership card three times. If you select running count, Total scanned in the status bar is “3”.
If you select distinct count, Total scanned in the status bar is “1”. Then, in the Begin with field for the
option you choose, enter the number where you want counting to begin for the scan session.

5. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.
For more information about the Colour tab, see the User Options chapter of the Program Basics Guide.

Setting Display Options for Membership Scanning

When you select Display Options from the list on the left, you can choose to view as much or as little
membership information as you want on the Membership Scanning page. You can select to view every
membership field available or you can select to view one membership field. You can also select to
automatically display membership benefits, constituent addresses, and a member’s photo ID.

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

appears.
2. Select the Membership Scanning tab.



INTRODUCTION TO MEMBERSHIP SCANNING 19

3. From the list on the left, select Display Options. The available selections appear on the right.

General | Home | Recaords | Huem | Expont | Reportz | Mail | Batch |

Adrminiztration I

aw

Color

I Frinting I

File Locations

"\g# ou cah use these options o set personal preferances for membership scanning.

[ Dsfault Actions
Default Participants
Sounds

Pleaze select the information in the order that pou wish to gee it for

each zcanned membership card,

Membership Details:

Include these Details:

temberzhip Scanning

Card lazt printed
Card type
Card walid fram

Card walid to
Address to print
Jaint riermber bipe

Conzecutive pears Member zince

Dues A E=pires on

Las cropped > | T
Lifetinne

Prirnary member <

Send benefitz to
Tatal rerewals ﬂ

Total pears a3 member

Membership D
Conztituency
¥ Show benefit information ﬂﬂ
[~ Show address infarmation
[ Show phato 1D
Reszet to Systern Defaults | ar. I Cancel | SO |

Note: You can use the optional module VBA for Advanced Customization to include additional Raiser’s Edge
fields (as well as fields from other programs). For more information, see the Using Customizations in
Membership Scanning chapter of this guide.

4.

7.

In the Membership Details box, highlight the selections you want to appear on the screen during a scan
session and click the single right arrow to move each of them to the Include these Details box. Certain
selections default into the Include these Details box. To remove them, highlight each selection in the
Include these Details box and click the single left arrow to move them back to the Membership Details
box. Use the double right arrows to move every field to the Include these Details box and use the double
left arrows to move every field to the Membership Details box. Use the up and down arrows below the
Include these Details box to arrange the order information appears on the Scan screen. For more
information about this screen, see “Membership Scanning Page” on page 4.

To view benefit information in a grid on the Membership Scanning page, mark the Show benefit

information checkbox.

To view member address information in an Addresses grid on the Membership Scanning page, mark the
Show address information checkbox. The address that displays on the Membership Scanning page is that
of the cardholder. For example, Kyle Bell is a joint member on Susan Bell’'s membership record. If you
search for Kyle, Susan’s membership information displays on the Membership Scanning page, but Kyle’s
address information displays in the Addresses grid.

You can add a new address, open an address record to change address information, or delete an address
directly from the Membership Scanning page. For more information about addresses on the Membership
Scanning page, see “Correcting a Cardholder’s Address from the Membership Scanning Page” on page 79.

To display the member’s photo on the Membership Scanning page when you scan the card, mark the
Show photo ID checkbox. If you do not have a member’s photo in the Photo ID field on the member
record, a generic picture file displays. For more information about adding photo IDs, see the Membership

Data Entry Guide.
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For the best results when 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.

8. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.
For more information about the Color tab, see the User Options chapter of the Program Basics Guide.

» Setting Default Actions for Membership Scanning

Selecting Default Actions from the list on the left can save time and help maintain data entry consistency by
automatically adding action records for your members. Before selecting your default action records, you
should consider your organization’s entrance procedures before scanning any membership cards. For
example, if you plan to add an action for every membership card you scan to track attendance, automatically
adding action records saves you time and ensures the same information is added to each action record.
However, if an action does not apply to every membership card you scan, you do not want to automatically
add action records. Action records can be added for members to which they do not apply; causing you to

spend additional time correcting information in your database.

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

appears.

2. Select the Membership Scanning tab.
3. From the list on the left, select Default Actions.

Options [ x|
General | Hiome | Becards | Huen | Expoart | Feparts | Mail | Batch |
Adrminiztration | Color | Frinting | File Locations temberzhip Scanning
A
"\,g!? ou cah use these options o et personal preferences for membership scanning.
Gieneral You can choose to add an action for the membership cards that
Dizplay Options are scanned.

iDefault Actions
Default Participants
Sounds

= Automatically add action
" Prompt to add action

% Do not add an action

Action default get; ﬂl

“ou can chooge the action date for thoze actions that are
entered.

f+ lse scan date

" Uze specific date I EI

" Uze date on default action set

Reset to Spstem Defaults |

ok I Cancel |

Appy |

Note: If you select Do not add action, you can manually add actions by clicking Add Action on the
Membership Scanning action bar. For more information, see “Adding Actions from Membership Scanning” on

page 83.

4. You can add an action for the membership cards you scan by selecting Automatically add action or

Prompt to add action.
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Before you select how to add action records, we recommend you consider the circumstances of the
action record you want to add when selecting Automatically add action or Prompt to add action. For
example, if you know that every card you scan is for members attending a lecture, select Automatically
add action so you can quickly add an action record with the same information for each member. Later,
you can run an action report to process detailed information about the lecture’s attendance. For more
information about action reports, see the Reports Guide.

If certain members are attending the lecture and not every card you scan applies to the action record,
select Prompt to add action to display a message asking you each time you scan a membership card if you
want to add the action record. This way, you can select to add the action only for members that come
through your line who are attending the lecture.

In the Action Default set field, you can select an action default by clicking the binoculars.The Field default
sets screen appears.

Field default zets E3 |

1] % |
Caticel |

Saved default sets:

[per |
Elete,.. |

[~ Only show my default sets

If you established a default action you want to use when you are scanning, highlight it in the list and click
OK. To edit an existing default action set, highlight it and click Open.

Warning: Required fields are not verified on the New Default Set screen. You are able to save and close the
default action, even if required fields are missing. However, if required fields are missing from the default
action, when the card is scanned, an alert message appears. Then, the New Action screen appears during the
scan session and you must enter the missing information on the action record before another card can be
scanned. For more information about manually adding information to the action record, see “Adding Actions
from Membership Scanning” on page 83.
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6. To create a new default action record, click New. The Default Set screen appears.

New Default Set
File Edit Defaults Help

[ save andClose - | [ )(| +* ’| ? - |

M arne: I

“You may enter a walue in any of the fields below to create a default value for that field.

General

Field Mame Default Yalue
Auka Remind r
Action Date

Priority
Reminder Value
Status

Skart Tirne

Type

Category

End Time
Completed r
Completed Date
Campaign

Fund

Reminder Units

7. In the Name field, enter a name for the action default set. For example, you are scanning cards for
entrance to the current Alfred Stieglitz exhibit at your museum. You want to add an action to include each
member who attends the current exhibit in a mailing next month, inviting them to the opening of a new
Ansel Adams exhibit. In the Name field, enter “Include in Adams exhibit opening invite mailing”.

8. From the list on the left, highlight General. The General grid appears on the right.

Note: If you select Use scan date or Use specific date on the Membership Scanning tab of the Options screen,
this date overrides the date entered on the action default set.
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9.

In the grid on the right, make selections to define the default action you are creating. For example, to

automatically remind you of the action you are creating and adding to members’ records, mark the Auto
remind checkbox. Enter the scan date as the Action Date. Select “Normal” as the Priority, “Open” as the
Status, “Invitation” as the Type, and “Mailing” as the Category. Enter as a Completed Date the date you
will send the mailing and select “week(s)” as your Reminder Units. For more information about action
records and each of these fields, see the Actions chapter of the Constituent Data Entry Guide.

Include in Adams exhibit opening invite mailing

File Edit Defaults

Help

[ save andClose - | [ )(| +* ’| ? -

Mame: IIncIude in Adams exhibit opening invite mailing

“You may enter a walue in any of the fields below to create a default value for that field.

General

Field Mame |

Default Yalue

Auka Remind
04092006
Marmal

Action Date
Priority
Reminder Value
Status

Skart Tirne
Type
Category

End Time
Completed

Open

Invitation
Mailing

Completed Date 06/29)2006
Campaign
Fund

Reminder Units weekis)

¥

10. Select Solicitors from the list on the left. The Solicitors grid appears on the right.

Include in Adams exhibit opening invite mailing

File Edit Defaultz Help

? -

E Save and Close -

Hx e«

Mame: IIncIude in Adarnz exhibit opening invite mailing

‘f'ou may enter a value in any of the fields below ta create a default value for that field.

Solicitors

Solicitor

11. Click in the Solicitor grid. The binoculars appear.

12. Click the binoculars. You want to search for a solicitor to assign to the action. The Open screen for

constituents appears. For more information about

using the Open screen to search for a constituent, see

the Program Basics chapter of the Program Basics Guide. For more information about solicitors, see the
Solicitors chapter of the Constituent Data Entry Guide.
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13. Select Attributes/Notes from the list on the left. The Attributes grid and Action notes box appears on the
right.

Include in Adams exhibit opening invite mailing
File Edit Defaultz Help

B/« »|2-

Mame: IIncIude in Adarnz exhibit opening invite mailing

E Save and Close -

‘f'ou may enter a value in any of the fields below ta create a default value for that field.

Attributes

Cateqory Description Drate Comments

Action notes:

14. In the Category column, select, an attributes category. For example, select “Attended?”.
15. In the Description column, select an attribute description. For example, select “Yes”.
16. In the Date column, enter a date to appear on the action.

17. In the Comments column, enter, comments, such as “B&W Photography”.

18. In the Action notes box, enter any notes for the action. For example, you can enter “Museum members
who attended the Alfred Stieglitz photography exhibit may be interested in attending the opening of the

Ansel Adams exhibit.”

Include in Adams exhibit opening invite mailing
File Edit Defaultz Help

BHx ¢« » 2

Mame: IIncIude in Adarnz exhibit opening invite mailing

E Save and Close -

‘f'ou may enter a value in any of the fields below ta create a default value for that field.

Attributes

Cateqory Description | Drate | Comments
- Attended? es 04/10/2006 B2t Photography exhibit

Action notes:

Museum members who attended the Alfred Stieglitz photography exhibit may be
interested in attending the opening of the Ansel Adams exhibit.
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19. To save and close the new default action settings, click Save and Close on the toolbar. You return to the
Field default sets screen and the new set you created appears in the list.

Field default zets

Saved default sets:

0K

Cancel

=1

Open

i Jif] |

Delete. ..

[~ Only show my default sets

To only view action record default sets you create, mark Only show my default sets. If you do not mark
this checkbox, any default action set created by a Raiser’s Edge user appears in the Field default sets
screen.

Warning: When you complete scanning cards for which you want to automatically add an action, remove the
default set from the Action default set field. Otherwise, you can create action records by mistake. For more
information about action records, see the Actions chapter of the Constituent Data Entry Guide.
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20. Highlight the default set to use during your scan session and click OK. You return to the Options screen.
The name of the default action you selected or created appears in the Action default set field.

Options

Gereral ] Home ] Recaords ] Luen ] Export ] Reportz ] Mail ] Batch ]
Adrniniztration ] Colar ] Frinting ] File Locations tembership Scanning

e

‘\.,@:5 “'ou can use these options o zet personal preferences for membership scanning.

General You can choose ta add an action for the membership cards that

Display Dption are scanned.

Default -":"-'::'-i"“:? (" Automatically add action

gzLiL::tSPartlmpants ™ Prompt to add action

* Do not add an action

Action default zet: |Include in Adams exhibit opening ﬁ

“ou cah choose the action date for those actions that are
enterad.
(* lze zcan date

" Uze zpecific date

= Use date on default action et

Reszet to Systern Defaults ‘ ar. | Cancel ‘ |

Note: If you select Use scan date or Use specific date on the Membership Scanning tab of the Options screen,
this date overrides the date entered on the action default set.

21. Select an action date. You can select the Use scan date, Use specific date, or Use date on default action
set option, depending on which date you want to use. If you mark the Use specific date option, enter a
date in the field to the right of the option or click the calendar to select a date.

22. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.
For more information about the Color tab, see the User Options chapter of the Program Basics Guide.

More About Default Actions User Options

Note: In this example, Prompt to add action is selected in the Default Actions User options.

You can add an action to either the joint member or the primary member’s constituent record. However, the
person must be a constituent in your database. If the card you scan is for a joint member who has a constituent
record, a message appears, asking if the action should be added to the joint member’s or primary member’s
record. If the cardholder is the primary member, the message does not appear.

The Raizer's Edge

P Both Jane L. Vincent and Micholaz Wincent are constituentz. To
\.1) which of theze conztituentz do pou want to add the action?

" Micholas Wincent

Ok, | Cancel
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If you enter an action default set in the Action default set field that includes all required membership fields and
select Automatically add action in User Options, then the action record does not display when you scan a
membership barcode for primary members. For joint members with a constituent record, the message appears,
asking if the action should be added to the joint member’s or primary member’s record. For non-constituent joint
members and cardholders, the action is added to the primary member’s record, without the action record
displaying. Add Actions on the action bar changes to Edit Action automatically on the Membership Scanning

page.

&% The Raiser's Edge

File Edt “iew Go Favoites Took Help

4 Back $ Forward| Open in separate windaw

& Print - @ Freview -

& Memberships » <% Edit Action . add Event Participank

Active

Education

Mr. Nicholas Vincent Program.Family.Rainforest Club

Card valid to:

Address to print:
Joint member type:

Prirnary rember's addresses
Primary member

Member since: 10/11/1999
Expires on: 01f05f2007
Last renewed:
Benefits
Benefit Count Uit Cost Total Benefit/value Sent,/Fulfiled Comrmerts
Free Admission 1 $10.00 $10.00
Free screen 1 $2.00 $8.00

Savers

‘Welcome to The Raiser's Edge 7 Session started:

N

Note: In this example, the Status field for Action records has been marked as Required in Configuration by the
Supervisor. For more information about making fields required, see the Configuration chapter of the
Configuration & Security Guide.

If a required field is missing from the default action set selected in User Options, you receive a message stating
the required field is missing.

@ Required Field Mizzing: Status

The Raizer's Edge

When you click OK, the action record appears so you can enter the required field data.
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» Setting Default Participants for Membership Scanning

By selecting Default Participants from the list on the left, you can save time and help maintain data entry
consistency by automatically adding participant records for your members. Before making any default
participant selections, we recommend you consider your organization’s procedures before you begin scanning
any membership cards. For example, if every member coming through your line plans to attend a luncheon
and you want to add a participant record for each member, automatically adding participant records saves
you time and ensures the same information is added to each participant record. However, if a participant
record does not apply to every membership card you scan, you do not want to automatically add participant
records. If you do this, participants records can be added for members for events they are not attending,
causing you to spend additional time correcting information in your database.

1.

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

Select the Membership Scanning tab.

From the list on the left, select Default Participants. The fields, options, and checkboxes for this selection
appear on the right.

Options [ x|

General | Hiome | Becards | Huen | Expoart | Feparts | Mail | Batch |
Adrminiztration | Color | Frinting | File Locations temberzhip Scanning
A
"\,g!? ou cah use these options o et personal preferences for membership scanning.
Gfeneral . € Automatically add participants
Digplay Options
Diefault Actions = Prompt to add participants
:Default Participants ' Do not add participants
Sounds
Participant default set: I ﬂl
You must chooze the event and participant type.
Ewent to uze: I ﬂl
Participant tupe: IHegistrant j

Farticipants do not have to be conzstituents in the database.
' Make the primary member the participant

" Make the cardholder the participant

" Prompt each time

[ Add registration fees  [efault Seting: |
Reset to Spstem Defaults | 0k I Cancel | G |

Note: If you select Do not add participants, you can manually add participants by clicking Add Event
Participant on the Membership Scanning action bar. For more information, see “Adding Participants from
Membership Scanning” on page 86.

4. You can add a participant record for the membership cards you scan by selecting Automatically add

participants or Prompt to add participants option.

Before you establish a participant default set, you should consider the circumstances of the participant
record you want to add when selecting Automatically add participants or Prompt to add participants.
For example, if you have a separate line for members attending a luncheon, you can select Automatically
add participants so a participant record is added for every member that comes through your line. If you
do not have separate lines for members attending the luncheon, select Prompt to add participants so the
participant record is not automatically added for every membership card you scan. This way, you can
select to add only the participants for the luncheon that come through your line.
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5.

In the Participant default set field, click the binoculars to search for a default event to use. The Field

default sets screen appears.

1] % |
Caticel |

Field default zets

Saved default sets:

[per |
Elete,.. |

[~ Only show my default sets

If you established a default participant record you want to use when you scan cards, highlight it on the
Field default sets screen and click OK. To edit an existing default participant set, highlight it on the Field

default sets screen and click Open.

6. To create a new default participant record, click New. The New Default Set screen appears.

7.

Mew Default Set
File Edit Defaults

[ Save andClose -

Help
x|« 2|2

M arne: I

“You may enter a walue in any of the fields below to create a default value for that field.

- [General

- dttributes /N otes

General

Figld Mame

Default Yalue

Solicitor
Participation
Skatus
Invitation
Response
Response Date
Reqgistration
Attended

Is Coordinator
Ladging Mame
Lodging R.oom
Lodging Phaone
Confirmation Mo,
Check-in Date
Check-in Time

A

||

In the Name field, enter a name for the default participant record to use during scanning. For example,
each member whose card you scan for entrance to your the Build the Playground fundraiser gala needs a
participant record created for the Playground Opening Event. Enter “Playground Opening Participant”.
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Warning: Required fields are not verified on the New Default Set screen. You are able to save and close the
default participant record, even if required fields are missing. However, if required fields are missing from the
default participant record, when the card is scanned, a message appears. Then, the New Participant screen
appears when you scan a card and you must enter the missing required information on the participant record
before another card can be scanned. For more information about manually adding information to the
participant record, see the section “Adding Participants from Membership Scanning” on page 86.

8. In the grid on the right, make selections for this default participant record. For example, in the
Participation row, you can select “Attendee”; in the Status row, select “Complimentary”; in the Invitation
row, select “Invited”; in the Response row, select “Requested more information”; and in the Registration
row, select “Registered”. For more information about participant records and these fields, see the Event
Management Data Entry Guide.

New Default Set
File Edit Defaultz Help

[ Save andCioze ~ | [ X|¢ ’| ? - |
Mame: IF‘Ia_I,Iground Opering Participant

‘f'ou may enter a value in any of the fields below ta create a default value for that field.

eral

e Atribubes/ M otes (Ererate]
Field Mame Defaulk Yalue Iﬂ
Solicitor
Participation Attendee
Skatus Complimentary
Inwvitation Inwvited
Response Requested more information

Response Date

Reqgistration Registered

Attended r

Is Coordinator I

Lodging Mame

Ladging Room

Lodging Phone

Confirmation Ma.

Check-in Date

Check-in Time: LI
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9.

10.
11.
12.
13.
14.

From the list on the left, select Attributes/Notes. The Attributes/Notes grid and Notes box appears on
the right.

Mew Default Set
File Edit Defaultz Help

I save andClose ~| [ X|¢ ’| e |

Mame: IF‘Ia_I,Iground Opering Participant

‘f'ou may enter a value in any of the fields below ta create a default value for that field.

shetal " Attributes/Motes
bt 3
Cateqory Description Drate Comments
[T i
Motes:

In the Category column, you can select “Shirt Size”.

In the Description column, you can enter “Large”.

In the Date column, enter the date set for the playground opening.

In the Comments column, you can enter “Pre-registered at gala”.

In the Notes box, you can enter, “Attendees of the Build-the-Playground fundraiser gala are automatically
registered for the Playground Opening event next spring.”

Mew Default Set
File Edit Defaults Help

[ save andClose - | [ )(| + 3

Mame: IF'layground Opening Participart

?- |

“You may enter a walue in any of the fields below to create a default value for that field.

Attributes/Notes
Cakegary Description | Date | Corments
Shirt Size Large 04/13/2006  Pre-registered at gala
Ki 2
Motes:
Attendees of the Build-the-Playground fundraizer gala are automatically registered for the
Flavground Opening event nest zpring.
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15. To save and close the new participant default set, click Save and Close on the toolbar. You return to the
Field default sets screen. The new set you created appears in the list.

Field default zets

Saved default sets:

0K

Cancel

=1

Open

Flile e 8

Delete. ..

[~ Only show my default sets

To view only participant record default sets you create, mark Only show my default sets. If you do not
mark this checkbox, any default participant set created by a Raiser’s Edge user appears in the Field
default sets screen.

Warning: When you complete scanning cards you want to automatically add a participant record for, remove
the default set from the Participant default set field. Otherwise, you may create participant records by
mistake. For more information about participant records, see the Event Management Data Entry Guide.
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16. Highlight the default set to use and click OK. You return to the Options screen. The default participant
record you selected appears in the Participant default set field.

Options
Gereral ] Home ] Recaords ] Luen ] Export ] Reportz ] Mail ] Batch ]
Adrniniztration ] Colar ] Frinting ] File Locations tembership Scanning
At

- > . . .
W Tou can uze these optionz to get perzonal preferences for memberzhip scanning.

General

Display Options
Default Actions
iDefault Participants
Sounds

& Autarmatically add participants
™ Prompt to add participants
" Do not add participants

Participant default zet: |F'Ia_l.JgrDund Opening Parlicipantﬂ

You must chooze the event and participant type.

Ewent to use: | ﬂ

Farticipart type: ]Hegistrant j

Participants do nat have ta be constituents in the databasze.
¥ Make the primary member the participant

" Make the cardholder the participant

" Prompt each time

[~ Add registration fees
Reszet to Systern Defaults ‘ ar. | Cancel ‘ Apply

17. In the Event to use field, enter the name of an event or click the binoculars to search for one. For more
information about using the Open screen, see the Program Basics chapter of the Program Basics Guide.

Options
Gereral ] Home ] Recaords ] Luen ] Export ] Reportz ] Mail ] Batch ]
Adrniniztration ] Colar ] Frinting ] File Locations tembership Scanning
At

- > . . .
W Tou can uze these optionz to get perzonal preferences for memberzhip scanning.

General

Display Options
Default Actions
iDefault Participants
Sounds

& Autarmatically add participants
™ Prompt to add participants

" Do not add participants

Participant default zet: |F'Ia_l.JgrDund Opening Parlicipantﬂ

You must chooze the event and participant type.

Event to use: |F'Iaygr-:-und Grand Opening Party ﬂ

Farticipant type: ]Flegistrant :Li

Participants do nat have ta be constituents in the databasze.
¥ Make the primary member the participant
" Make the cardholder the participant

" Prompt each time

[~ Add registration fees
Reszet to Systern Defaults ‘ ar. | Cancel ‘ Apply

18. In the Participant type field, select whether the participant is a Registrant, Guest, or Sponsor.
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19.

20.

Note:
21.

22.

Under Participants do not have to be constituents in the database, select to Make the primary member
the participant, Make the cardholder the participant (in this option, “cardholder” refers to a
non-constituent cardholder, the joint member, or the primary member), or to Prompt each time. If you
select Prompt each time, the program asks you if the primary member is the participant or if the
cardholder is the participant when you add participant records from the Membership Scanning page.

Mark the Add registration fees checkbox to add registration fee information along with the gift default
information. For example, a member has his card scanned for entrance to your zoo. A default participant
record is established for him for a seminar that requires he bring one canned good to feed the homeless.
This can be added as a Gift-in-Kind. For more information about event gifts, see the Event Gifts Guide.

If Default Settings is disabled, select an event in the Event to use field.

Click Default Settings. The Registration Default Settings screen appears. Selections on this screen are
similar to the Registration Fees/Donations tab of a participant record.

Registration Default Settings

LInit |N0.Units| Gifk Amount | Receipt Amount | Date I Comments I
| |Adule z $25.00 $25.00 0513/2006

T Apoly discount ———————————————
T Apply discoun v Benefits | Total bensfit value: $25.00

(ot t R f
£ FMELR e Armount paid: I EI
Armount: I El
[ate paid: I ﬁl

(0] 4 | Cancel |

Enter registration information for the fields you want. For more information about entering registration
fees, see the Registration Fees section of the Event Management Data Entry Guide.
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23. To return to the Options screen, click OK.

Dptions E

General | Home | Recaords | Huem | Expont | Reportz | Mail | Batch |
Adrminiztration I Color I Frinting I File Locations temberzhip Scanning
A

"\g# ou cah use these options o set personal preferances for membership scanning.

General

Display Options

Default Actions

:Default Participants
Sounds

* Automatically add participarnts

" Prompt to add participants

= Do naot add participants

Participart default set: [Flayaround Opening Farticipant )]
You must chooze the event and participant type.

Event to use: IF'Ia_l,lgrDund Grand Opening Party ﬁl

Participant type: IHegistrant j

Farticipants do not have to be constituents in the database.
% bake the primary mermber the participant

= Make the cardholder the participant

™ Prompt each time

v Add registration fees  Default Settings |
Reszet to Systern Defaults | ar. I Cancel | Apply |

24. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.
For more information about the Colour tab, see the User Options chapter of the Program Basics Guide.

More About Default Participant User Options

You can add the primary member, joint member, or just a cardholder as a participant for an event when you use
the optional module Event Management.
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If you set up a Participant Default in User Options that includes all membership required fields, then the
participant record does not display when you scan a membership barcode if you select to automatically add
participant records. Add Event Participant on the action bar changes to Edit Event Participant automatically on
the Membership Scanning page.

&4 The Raiser's Edge HEE
Fil= Edit “iew Go Fawortes Toole Help

4 Back & Furward| Open in separate window

SR Home
FI'I‘ ame
& Query
;@ & Memberships v <% Add Action % Edit Event Participant Shrrint » [ & Preview v
-E ¥ Export )
: Active
Education

Mr. Nicholas Vincent

Program.Family.Rainforest Club
Mernbershin tyne: Education Prograrn. Family. Rainforest Club
Card valid to:
Address to print: Primary membet's addresses
Joint rermber type: Primary member
Mernber since: 10f11/1999
Expires on; 01/05/2007
Last renewed:

Benefits
Benefit Count Unit Cost Total Eenefit/value Sent/Fulfiled Comments
Free Admission 1 $10.00 $10.00
Free screen 1 $8.00 $8.00
savers LI
WWelcome to The Raizer's Edge 7 Session started: 4

Note: In this example, Automatically add action is selected in Default Participants User Options. The Status
field for Participant records has been marked as Required in Configuration by the Supervisor. For more
information about making fields required, see the Configuration chapter of the Configuration & Security Guide.

If a required field is missing from the default participant set selected in User Options, you receive a message
stating the required field is missing.

The Raizer's Edge E3 |

@ Required Field Mizzing: Status

Click OK. The participant record appears, so you can enter the required data.

» Adding Sounds for Membership Scanning

Note: To hear sounds in Membership Scanning, use any .wav file with The Raiser’s Edge.

You can select sound files to hear when you scan membership cards with a membership status of Active,
Lapsed, or Dropped. Select sounds of your choice that quickly let you know you just scanned a membership
card with a particular membership status. For example, you can add a bell sound for Lapsed membership
cards. Whenever you hear the bell, you automatically know you just scanned a Lapsed membership card, and
the member should renew his membership.

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



INTRODUCTION TO MEMBERSHIP SCANNING 37

2. Select the Membership Scanning tab.

3. From the list on the left, select Sounds. The available selections for Sounds appear on the right.

Options
Gereral | Home | Recaords | Luen | Export | Reportz | Mail | Batch |
Adrniniztration | Colar | Frinting | File Locations tembership Scanning
At

“\#® ‘You can use these options ta set personal preferences for membership scanning.

Gieneral You can choose ta have a sound plaved based an the
Display O pticns mermbership status far the cards that are scanned.
Default dctions
Default Participants

Saounds

[~ Enable szanning sounds

Active: I I§EI
Lapzed I I§EI
Diropped: I I&EI

Reszet to Systern Defaults | ar. I Cancel | SO |

4. To have a sound play, based on the membership status when you scan the membership card, mark Enable

scanning sounds. Speakers and sound support must be present on your own computer for this to work
correctly.

5. In the Active, Lapsed, and Dropped fields, click the ellipsis button to browse to the sound file stored on
your computer. To hear the sound, click the far right button in the appropriate field you want to hear.

6. To apply and save your changes, click Apply. To save your changes and close the Options screen, click OK.
For more information about the Colour tab, see the User Options chapter of the Program Basics Guide.

To undo any changes you made and re-establish all program settings, click Reset to System Defaults. To
exit User Options without saving your most recent changes, click Cancel.
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Note: Membership Scanning is additional functionality with the optional module Membership Management.

In Membership Scanning, it is important to learn basic processes before you access the variety of special features
available to you in this module. For example, in the next chapter, you learn how to renew, upgrade, and add new
memberships, as well as correct a cardholder’s address, directly from the Membership Scanning page. However,
before you can take advantage of these special features, you must first learn the basic process of scanning
membership cards.

Probably, the most common process you will perform using Membership Scanning is to scan in membership cards
for entrance to your organization’s museums, tours, historic buildings, events, fundraisers, or gift shop discounts,
etc.

Keep in mind that a cardholder does not have to be a member in your database. For that reason, you scan cards
for primary and joint members, but also scan guest passes for cardholders that do not have a constituent or
relationship record in your database. The processes of scanning cards for non-constituent cardholders and
primary members is the same; the information that appears on the screen varies. This depends on whether the
cardholder is a joint member, primary member, or just a non-constituent cardholder. For example, you scan Jane
Vincent’s card. Jane is listed as a joint member on Nicholas Vincent’s membership record. Therefore, Nicholas’s
membership information displays on the Membership Scanning page.

To scan memberships, you need a barcode scanner that reads 12 point 3 of 9 font, which is what the Membership
Cards mail task in Mail produces. Attach the barcode scanner to your computer through the keyboard.

Scanning Membership Cards

Note: If you use the Membership Cards mail task in Mail, you can print your membership cards using
Blackbaud Forms. This way, you can customize your organization’s membership cards with your colors, logo,
and personal messages. For more information about Blackbaud Standard Forms, visit
http://forms.blackbaud.com. You can also contact Forms through e-mail at businessforms@blackbaud.com by
calling 866-4-BB-FORMS (866-422-3676), or by fax at 843-216-6100. For more information about the
Membership Cards mail task in Mail, see the Mail Guide.
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When you scan in a primary member’s card, the Membership Scanning page displays the membership
information for that member. When you scan in a cardholder’s card who is not an actual member with a record in
your database, the name printed on the card appears at the top of the screen. The rest of the membership
information that displays is for the primary member. Refer to the Card type and Primary member displays on the
Membership Scanning page to assess if the cardholder is merely that, or a joint or primary member. For
information about selecting display options for the Membership Scanning page, see the procedure “User
Options” on page 13.

&% The Raiser's Edge

File Edt “iew Go Favoites Took Help

4 Back $ Forward| Open in separate windaw

& Memberships + % add action ¥ Add Event Participant Shmrink v [ & Preview =
Active
Dr. Kate Andrea Williams Individual.Lifetime
Card valid to; 02/26/2007 Expires on;
Address to print: Primary membet's addresses Last renewed:
Joint rermber type: Primary member Card type: Primary
Mernber since: 10F13/2004 Prirnary rember: Kate wiliams
Benefits
Benefit Count Unit Cost Total Benefit/Value Sent/Fulfiled Comments
Free Adrission 2 $10.00 $20.00
Parking Pass 1 $4.00 $4.00
10% off Gift $0.00 $0.00
u Shop Tterms _|

‘Welcome to The Raiser's Edge 7 Session started:

N

Note: Card type and Primary member only display if you select these fields in Display Options on the
Membership Scanning tab in User Options. For more information about Display Options, see “User Options” on
page 13.

Before scanning, place your cursor in the Member Scan ID field. Your cursor must be in the Member Scan ID field
for the scan to access the appropriate membership information.

» Scanning a membership card

Scenario: You work the front desk at the City Museum. This month’s French Impressionist exhibit
opens today. Your museum’s members get a S5 discount on the entrance fee to the exhibit. First in line
to view the exhibit is Mr. Anthony Ellis, who says he is a Benefactor in the City Museum'’s Arts
Program. He is the primary member and cardholder on his membership. Scan his membership card to
register his admittance to the exhibit and view his membership information to verify that he qualifies
for the $5 admission discount.

Note: Membership Scanning is a front office tool. For example, many members have the potential to see your
computer screen as you scan membership cards for entry. If you prefer to maximize the Membership Scanning
page, select View, Raiser’s Edge bar to remove the bar on the far left.
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1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

IFIH-‘ Home

& Memberships v G Add Action 8. add Event Participant Srrint v [ Preview =

Mernbershin type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewed:

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS

Note: You can also search using the binoculars or enter the numeric barcode in the Member Scan ID field. For
more information, see “Member Scan ID Field” on page 4.

2. Click in the Member Scan ID field. Your cursor appears in the field.

3. To scan Mr. Ellis’s membership card, hold the scanner over the membership barcode and press the button

until it beeps. Or, if you have a scanning device, slide the card. Mr. Ellis’s membership information appears
on the screen.

#% The Raiser's Edge
Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window
B Home
iy

'ﬁ Re
&

F Memberships » %4 Add Action %8 Add Event: Participant @ Print = & Preview »
IIIE ) Export .
Active
Mr. Anthony Stephen Ellis, III Arts Program.Benefactor.Art

Aquisition Club
Membership type: Arts Program.Benefactor. Art Aquisition Club
Card valid to: 11/26/2007
Address to print: Primary member's addresses
Joint member type: Primary member
Mernber since: 06/25/1998
Expires on: 11/26/2007
Last renewed: 11/26/2006

Benefits
BEenefit Count Unit Cost Total Benefit/Value Sent/Fulfiled Comments
Mermbership Pin 1 $2.00 $5.00
Free Ticket 2 $15.00 $30.00
Woting Privileges $0.00 $0.00

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS
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Mr. Ellis’s name appears across the top of the screen because his name is printed on the card. The
membership standing of “Active” appears in the top left of the screen, so you know he is eligible to
receive membership benefits. A generic photo ID displays because the Show photo ID User Option is
selected, but a photo file has not been entered in the Photo ID field on Mr. Ellis’s Primary Member’s Card
Information screen. For more information about Membership Scanning User Options, see “User Options”
on page 13. For more information about the membership card screen, see the Membership Data Entry
Guide.

4. The Membership type display shows Mr. Ellis is a member of the Arts Program, giving at the Benefactor
level, in the sub-category of the Art Acquisition Club.
5. The Card valid to display verifies his card is valid to use at the museum at this time.

With this information, you realize that Mr. Ellis does, in fact, qualify for the museum member $5 discount.

Note: From the File menu bar, you can select Clear Display to clear a member’s information displaying on the
Membership Scanning page.

6. Continue by scanning your next membership card.

Printing Membership Cards from Membership
Scanning

At times, it may be necessary for you to print a membership card or a temporary card when a membership is
scanned. For example, one of your zoo’s members comes to the entrance gate and tells you she left her card at
home. If you have a printer at the location where you are scanning cards and your zoo’s policy allows you to print
temporary cards at the gate, you can print a membership card directly from the Membership Scanning page.

Warning: When you print membership cards from Membership Scanning, all of the cards for that membership
record print. For example, you upgrade Julie Bach’s membership and want to print a new membership card for
her. A card also prints for any joint member card or guest pass recipient on her membership record. A card
does not print if “Printed” or “Do Not Print” is selected in the Status field on the membership card screen.

If one of your members wants to upgrade or rejoin their membership, which you can do from the Membership
Scanning page, you can print a new membership card for her with the upgrade or rejoin information. For more
information about upgrading or rejoining memberships from Membership Scanning, see “Changing Membership
Status After Scanning a Card” on page 60.
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» Printing a membership card from Membership Scanning

Scenario: Your town’s Preservation Society gives tours at a historic house to raise money for their
efforts. You work at the door on Saturday afternoons. One of the Preservation Society members, Lucy
Avdeenko, arrives at the house and wants to show her out-of-town guest her favorite historic home.
However, Ms. Avdeenko tells you her wallet was stolen last week and her membership card is gone.
Search for Lucy Avdeenko’s membership record and print a new membership card for her from the
Membership Scanning page.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

& Memberships v % Add Action ¥ add Event Participant Srrint v [, Preview »

Mermbership type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewred;

Welcome to The Raiser's Edge 7 ‘Session started:

B

2. Click in the Membership Scan ID field. Your cursor appears in the field.
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3. Lucy Avdeenko does not have her card for you to scan. You do not know the numbers representing her
membership barcode to manually enter in the Membership Scan ID field. So, click the binoculars to
search for her membership record. The Open screen for memberships appears.

i, Open
Find: IMembership j Search using queny: |<Default> ﬂlgg
Sl Open

Cancel

‘] Add New

Optiong

Find Memberships that meet theze criteria:

i

Last/Org name:l j fembership starts:l EII &% 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 Program:l j Q
v Dizplay jmactive constituents [ Chieck spouse name ™| Chieck aliases ™| Check ricknarne
" Display deceased constituents ™ Chieck cortact name [ Exact match only Expand Resultz |

4. Enter Lucy’s last and first name in the appropriate fields and click Find Now. For more information about
using the Open screen, see the Program Basics chapter of the Program Basics Guide.

i, Open

Find: | Memberstip 7| Search using quens [<Defauls L

1 Open

Cancel

Al

“]dadd New
Options
K| 2
Find Memberships that meet theze criteria:
Last/Org name:lAvdeenko j tembership starts:lﬂ @ Find Now
First name:ILuc:_l,l j Membership 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
¥ Dizplay mactive constituents [ Check spouse name [~ Check aliases [~ Check nickname
[T Dizplay deceased constiuents [~ Check contact name [~ Exact match only Expand Results |

Note: If you use the Membership Cards mail task in Mail, you can print your membership cards using
Blackbaud Forms. This way, you can customize your organization’s membership cards with your colors, logo,
and personal messages. For more information about Blackbaud Standard Forms, visit
http://forms.blackbaud.com. You can also contact Forms through e-mail at businessforms@blackbaud.com by
calling 866-4-BB-FORMS (866-422-3676), or by fax at 843-216-6100. For more information about the
Membership Cards mail task in Mail, see the Mail Guide.
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5. When Lucy’s name appears in the grid, highlight it and click Open. You return to the Membership
Scanning page with Lucy Avdeenko’s information displaying.

#h The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

F Memberships = . Add Action ¥ Add Event Participant Shrrint v [ 8, Preview «
Active
Ms. Lucy Gaylor Avdeenko Individual Lifetime
Mermbership type: Individual Lifetime
Card valid to:

Address to print: Primary member's addresses
Joint member type: Primary member
Member since: 07/01/2005
Expires on:
Last renewed:

Benefits
Benefit Count Unit Cost Total Benefitf\/alue Sent,/Fulfied Comments
Parking Pass 2 $15.00 $30.00
S0% off Guest $10.00 $10.00
Passes
T-Shirt 2 $12.50 $25.00 ;I
‘Welcome to The Raiser's Edge 7 ‘Ssssiun started: A

6. On the action bar, click Print. A menu appears

The Raiser's Edge
Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

& Memberships % Add Action %, Add Event Participant Zhprint v [§ Preview v
Membership Cards  —
ACtIVE Scarnning Details Repart
Ms. Lucy Gaylor Avdeenko Individual Lifetime
Mermbership type: Individual Lifetime
Card valid to;

Address to print: Primary member's addresses
Joint member type: Primary member
Member since: 07/01/2005
Expires on:
Last renewed:

Benefits
Benefit Count Unit Cost Total Benefitf\/alue Sent,/Fulfied Comments
Parking Pass 2 $15.00 $30.00
S0% off Guest $10.00 $10.00
Passes
. T-Shirt 2 $12.50 $25.00 =
‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS
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7. Select Membership Cards. The Select a Parameter File screen appears.

Select a Parameter File E

[E-.j tembership Cards - Supervisor Select

B Cancel

B Add Mew
= Open

% Find...

I B

I~ ilinly show my parameter files

Note: To edit the parameter file, click Open. To create a new parameter file, click Add New.

8. Highlight the “Membership Cards-Supervisor” parameter file and click Select. A message displays, asking
if you would like to change the status in the membership record to show the card has been printed.

The Raiser's Edge E

@ “would you like to zet the Status on the memberzhip cards to "Printed"?

9. To change the Status field in the membership record to “Printed”, click Yes. The card prints automatically
to your default printer.

Querying on Scanned Memberships

You can create a static query of all memberships for the cards scanned during a scan session. This is not a query of
the cards that have been scanned, but of the membership records associated with the cards. Keep in mind that a
cardholder does not have to be a member. For example, Dr. Kate Andrea Williams has a membership at your
Museum of Science & Discovery with two cards on her membership. Dr. Williams uses one card and gives the
other to her baby-sitter to use as a guest pass, so she can take Dr. Williams’s daughters to the museum in the
afternoons. One membership card has Dr. Williams’s name printed on it and the other has her baby-sitter’s
name, Kiera Hepner, printed on it.

The baby-sitter, Kiera, brings the girls to see the Dinosaur exhibit this afternoon and uses Dr. Williams’s guest
pass. Kiera is not a member, only a cardholder. When you query on the memberships with scanned activity for
today’s scan session, Dr. Kate Andrea Williams’s name appears in the query. However, she, herself, did not attend
the museum this afternoon and the card Kiera used does not even have the doctor’s name printed on it. This is
because the program queries on the memberships for which a card was scanned, not the actual card. Because Dr.
Williams is the primary member with a membership record in your database, her name appears in the query and
not the name printed on the guest card. For more information about queries, see the Query & Export Guide.
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» Creating a membership query for memberships that have scanned activity during a session

Scenario: You are working the ticket booth at a three-day food and wine festival your organization is
sponsoring to raise money for a homeless shelter. Members of your organization receive a $2 discount
on the entrance fee. You are scanning membership cards at the front gate, and the director of your
organization wants you to run a query every day at the end of a scan session on the members who
attended. When you return to the office next week, you will use the query to send thank-you letters
to the members who attended the fair and donated to help feed the homeless.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

& Memberships v % Add Action ¥ add Event Participant Srrint v [, Preview »

Mermbership type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewred;

Welcome to The Raiser's Edge 7 Session started:

RS
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2. From the Raiser’s Edge shell menu bar select File, Create Membership Query.

#% The Raiser's Edge
JiC) Edit View Go Favoites Tools Help

MHew Scanning Session.. eI

Clear Display
Laneel Geat

Print Setup
Frint
Preview
Erport
Send As Mai

Erships = % Add Action  #8, Add Event Participant Srrint v [ Preview =

Exit
Exit and Sign Out [Supervisor]

ship type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewed:

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS

The Save Static Query screen appears.

Save Static Query E

Gluemn name: I | Save I
Description: ﬂ Cancel |
H
Cuery format: IStatic "l Query Type: Membership
¥ Other users may execute this queny Created From: Member Scanning
¥ Other users may modify this query

Note: We recommend you assign unique names and descriptions to your queries. This helps you locate them if
you use this function extensively.

3. Inthe Query name field, enter a name for the query. For this example, enter “Wine Festival Member
Attendees Query - Day 1”.

4. In the Description field, enter “This query contains membership records that have scanned activity for
Day 1 of the Wine Festival.”

5. To allow other users to run this query, but not edit it, mark the Other users may execute this query
checkbox.
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6. To allow other users to make changes to the query, mark the Other users may modify this query

checkbox.
Save Static Query E
Guemy nare: I‘W'ine Festival Member Attendees - Dap 1 | Save I

Drescription: Ehis query containg membership records thatﬂ Cancel |

ave zcanned activity for Day 1 of the Wine

Festival
o
Cuery format: IStatic "l Query Type: Membership
¥ Other users may execute this query Created From: Member Scanning

¥ Other users may modify this query

The Query Format defaults to “Static” and cannot be changed. For more information about static queries,
see the Query chapter of the Query & Export Guide.

The Created From display shows this query was created in Membership Scanning and not from Query.

7. To save the query, click Save. You can open the query from the Query page. For more information about
opening queries, see the Query chapter of the Query & Export Guide.

Accessing Records From Membership
Scanning

To view or make changes to membership information, you can open a membership record from the Membership
Scanning page once a card is scanned. From the Membership Scanning page, you can easily access the
membership record associated with the card that is being scanned. The membership record that opens is always
that of the primary member.

Sometimes you may want to view or make changes to the constituent record associated with the card that is
being scanned. From the Membership Scanning page, you can also access the constituent record stored in your
Raiser’s Edge database, once a card has been scanned. You can open the primary member’s constituent record or
the joint member’s constituent record (if the joint member has her own record in the database).

Note: The Add Event Participant link appears only when you have the optional module Event Management.
For more information, see the Event Management Date Entry Guide.

Once a card is scanned, the Memberships, Add Action, and Add Event Participant links on the Membership
Scanning action bar are enabled.
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When you click Memberships on the action bar, a menu of additional options appears.

&% The Raiser's Edge

File Edt “iew Go Favoites Took Help

4 Back $ Forward| Open in separate windaw

'-E“ Export
o

.g Fep

[_[5]x]

(| Open Membership

Shevint = [ B Preview =

ent Participant

Active - GoloKate s wiliams

Dr. Kat & Renew

T Bejoi
Mermbershi i

Card @ Upgrade during cycle

Address t & Downgrade during cycle. .

Individual.Lifetime

S5E5

Joint membe “Wiew other memberships
Fernbe ooy
Expires on:
Last renewed:
Benefits
Benefit Count Unit Cost Total Benefit/value Sent/Fulfiled Comments
Free Admission 2 $10.00 $20.00
Parking Pass 1 $4.00 $4.00
10% off Gift $0.00 0,00
Shop [termns
S0% off Guest 40,00 0,00 =l

‘Welcome to The Raiser's Edge 7

Session started:

N

Note: You can also access records for scanned cards from the Scanning Details screen. For more information,
see “Scanning Details” on page 8.

From this menu, you can open a membership or constituent record; renew, rejoin, upgrade, or downgrade a
membership; and view other memberships for the primary member. This section discusses opening membership
and constituent records from the Membership Scanning page. For more information about the other options
available on this menu, see “Changing Membership Status After Scanning a Card” on page 60 and “Viewing Other
Memberships from Membership Scanning” on page 76.
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» Opening a membership record after a card is scanned

Scenario: Kiera Hepner holds a guest pass on Dr. Kate Andrea Williams’s membership to your Science
& Discovery museum, so she can bring Dr. Williams’s daughters when she baby-sits for them. While
scanning Kiera’s card for entrance, she tells you the girls are excited about the new Jellyfish exhibit
opening next month. To ensure they are included in the mailing inviting them to opening day of the
new exhibit, make a note of this on the membership record. Open the membership record from the
Membership Scanning page and make changes to the Attributes/Notes tab.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

& Memberships v % Add Action ¥ add Event Participant Srrint v [, Preview »

Mermbership type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewred;

Welcome to The Raiser's Edge 7 Session started:

RS
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2. Scanin Kiera’s guest pass. Dr. Williams’s membership information appears on the screen with Kiera’s
name at the top because it is printed on the card. For more information about scanning a card, see
“Scanning Membership Cards” on page 40.

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

4 Back & Forward‘ Open in separate windaw

& WMemberships » <5 Add action ¥ Add Event Participant

Shrvint v [B, Preview ~

Active

Kiera Hepner
Membership type: Individual Lifetime
Card walid to: 02/26/2007
Address to print: Primary member's addresses
Joint member type: Primary member
Mernber since: 10/13/2004
Expires on:

Individual.Lifetime

Last renewed:

Benefits
Eenefit Count Unit Cost Total Benefit/Value  Sent/Fulfied Comments
Free Admission 2 $10.00 $20.00
Parking Pass 1 $4.00 $4.00
10% off Gift $0.00 $0.00
Shop Items
. CO0L ~FF et #n NN 40 nn j
‘Welcome ta The Raiser's Edge 7 |Sess\nn started: 4

3. On the action bar, click Memberships. A menu appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

0% v . Add Action % Add Event Participant
(] Open Membership

ACKIVET, o 1o ke wians
Kieira & Renew

Mernber. i Fzisin
Can

Grrint v [, Preview =

Individual.Lifetime

g Upgrade during cycle.

#iddres: ﬁ Downgrade during cycle. Fresses

Joint e

Mem Wiew other memberships

Expires on:

Last renewed:
Benefits

Benefit Count Unit Cost Total Benefit/Value Sent,/Fulfled Comments
Free Admission 2 $10.00 $20.00
Parking Pass 1 $4.00 $4.00
10% off Gift $0.00 $0.00
Shop Itemns
50% off Guest $0.00 $0.00 =

Welcome to The Raiser's Edge 7 Session started:

RS

Note: Remember that a cardholder does not have to be a primary member or even present in your database.
Therefore, the name printed on the card does not necessarily match the name on the membership record that
appears. If the name on the membership card is that of a joint member or cardholder, the membership record
for the primary member appears.
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4. From the menu, select Open Membership. The membership record associated with the scanned card
appears. In this case, the membership record for Dr. Kate Andrea Williams appears because she is the
primary member with which Kiera’s card is associated.

# Membership for Kate A_ Williams

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

v Membership 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 joined: ¥ Lifetime ¥ View/Link Gits_| Paid: $3500.00
Eupires on: IW ¥ [ Eritit rere s hetices Pazt Fenewals I

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

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

| =]
| I

5. Select the Attributes/Notes tab and make the appropriate changes. For more information about the
Attributes/Notes tab of a membership record, see the Membership Data Entry Guide.

embership for Kate A. Williams

File Edit “iew Membership Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ'|H 1 b N|"'|@t’%l@|§ @|| ?'l&' |
v Meml;ershipl v Membership Histary  Attibutes/Motes |
Category I Description I Shork Desc, I Date I Comments
| 2 |Exhibit Interests Jellyfish 05/23(2005 Daughters expressed inter
Motes:
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6. To save the changes and close the membership record, click Save and Close on the toolbar. You return to
the Membership Scanning page.

#% The Raiser's Edge

File Edit Wiew Go Favorites Tools Help

4 Back & Forward‘ Open in separate windaw

(=] ]

(0002300000670 i

& Memberships » < Add Action

4B Add Event Participant

Shrvint v [B, Preview ~

Active

Membership type:
Card valid to:
Address to print:
Joint member type:
Mernber since:
Expires on:

Last renewed:

Benefits
Benefit
Free Admission
Parking Pazs
10% off Gift
Shop Items

EN0s A et

‘Welcome ta The Raiser's Edge 7

Kiera Hepner

Individual.Lifetime
Indivichual Lifetirme

02f26{2007

Primary membet's addresses

Primary member

10f13/2004

Count Unit Cost Total Benefit/value Sent/Fulfled Comments
2 $10.00 $20.00
1 $4.00 $4.00
$0.00 $0.00
4nnn #r nn ﬂ

Session started:

B

» Accessing a constituent record from Membership Scanning

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

& Memberships -« ¢

% Add Action W8 Add Event Participant

Shrrint v [ 8, Preview «

Mernbershin type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewed:

‘Welcome to The Raiser's Edge 7

[

|5 ession started:

4

2. Scan in the membership card. The membership information appears on the screen. For more information,
see the section, “Scanning Membership Cards” on page 40.
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3. On the action bar, click Memberships. A menu appears.

i The Raiser's Edge

File Edit Wiew Go Favortes Tools

Help

4 Back & Fnrward‘ Open ih separate window

[_[5]x]

Active -+ GoToketea witans
M S’ Renew

Membershi
Card v # Upgrade during cycle...
Address t & Downgrade during cycle:

(] Open Membership

ent Participant

Shrvint v [8, Preview »

1@ Freoin

5505

Joint membe iew other memberships
Mernk -
Espires on:

Last renewed:

Individual.Lifetime

Benefits
Eenefit Count Unit Cost Total Benefit/Value Sent/Fulfiled Comments
Free Admission 2 $10.00 $20.00
Parking Pass 1 $4.00 $4.00
10% off Gift $0.00 $0.00
Shop Ttemns
S0% off Guest $0.00 $0.00 =l

‘Welcome ta The Raiser's Edge 7 Session started:

Note: Remember, a cardholder does not have to be a primary member or even present in your database.
Therefore, the name printed on the card does not necessarily match the name on the constituent record that

appears. If the name on the membership card is that of a cardholder or joint member, the constituent record
for the primary member appears.

4. From the menu, select Go To. The constituent record for the primary member associated with the
scanned card appears.

== Kate A. Williams

File Edit “iew Constituent Letter Fawvortes Toolz Help
ESaveandElose‘|n|§'@'@'|N 1 b H|—'|2'|?E| ?'|&'|' |
ibutes | Media I v Actions I Honor/kemaorial I Walunteer I v Frozpect I v Membership I w Events I

v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes I v Gifts

v hliazes j tore |

— Biographical

Last name: Iwilliams

— Preferred Address - Home
Country: IUnited States

First name: [Kate Address lines: [55 John Street 1=
Middle name: IAndrea =
Titles: [Dr. = = City: [Mew Drleans
Suffives: | = = State: [LA =] Lovisiana
Nicknarme: | 2Ip: [70130 o

Maiden name: IShipIey Phiones EmailLinks
DMNC I Type I Mumber/Email Address I

S04-561-2474

Shared?

o ISS Mat Shared

Home

Gender: [Female x|/ 58N 245315332
Birth date: |12z01z1959 El[ Age: 44
[T Deceased? Date:l EI

|  Thig constituent
I arital status: hd .
I J [ Iz inactive ™ Iz a salicitor [/ etals |
ﬂ“ ™ Gives anonymously I Has no valid addresses
Solicit code: I

I~ Requests no e-mail

Friend [03/2002 - |

Education | v Business | Bark |
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5. View information or make changes as necessary. To return to the Membership Scanning page, click Save
and Close on the toolbar.

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

(=] ]

4 Back & Forward‘ Open in separate windaw

& Memberships » - Add action ¥ Add Event Participant 5 Print - @' Preview
Active
Dr. Kate Andrea Williams Individual.Lifetime

Membership type: Individual Lifetime
Card valid to: 02/26/2007
Address to print: Primary member's addresses
Joint member type: Primary member
Member since: 10/13/2004
Expires on;
Last renewed:

Benefits
Benefit Count Unit Cost Total Benefit/Value Sent/Fulfiled Comments
Free Admission 2 $10.00 $20.00
Parking Pass 1 $4.00 $4.00
10% off Gift $0.00 $0.00
Shop Items
50% off Guest $0.00 $0.00 =

‘Welcome ta The Raiser's Edge 7 Session started:

B
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Note: Membership Scanning is additional functionality with the optional module Membership Management.

After you become familiar with the basic processes of Membership Scanning, advanced functions are much easier
to use. You can optimize time and simplify member data entry by taking advantage of these processes. For

example, as you scan a member’s card, you can renew, upgrade, or even add a new member directly from the
Membership Scanning page.

Actions and participants (when you use the optional module Event Management) can be added in Membership

Scanning. In User Options, you customize your personal preference and select to add these automatically or
prompt you each time you scan a card.

Changing Membership Status After Scanning a
Card

Note: All membership security settings you established in Administration apply to Membership Scanning. For
example, if a user does not have rights to update memberships from a constituent or membership record, they

cannot renew a membership from Membership Scanning either. For more information about security, see the
Security chapter in the Configuration & Security Guide.

Once you scan a card, you can Renew, Rejoin, Upgrade, or Downgrade a membership from the Membership

Scanning page. You can easily access these options by clicking Memberships on the Membership Scanning action
bar.

&4 The Raiser's Edge HEE
Fil= Edit “iew Go Fawortes Toole Help

4 Back & Furward| Open in separate window

gy

IFIH—‘ Home

(¢ Opan Mambership ent Participant % Prink - @ Frevion -
Actlve —+ Go ToKate & Wiliams
Dr. Kat < Ren=n

Individual.Lifetime
T Rejoin
Mermhershi|

& Membershi

Card v g Upgrade during cycle...
Address t % Dawngrade during cycle. ..
Jaint merbe
Mernb

5385

‘iew ather memberships

Expires or;
Last renewed:

Benefits
Benefit Count Unit Cost Total Benefit/value Sent/Fulfiled COMmMmerts
Free Admission 2 $10.00 $20.00
Parking Pass 1 $4.00 $4.00
10% off Gift $0.00 $0.00
Shop Items
) . S0%, off Guest £0.00 £0.00 £l
WWelcome to The Raizer's Edge 7

Session started:

N
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From the menu that appears, you can choose to Renew, Upgrade, or Downgrade a membership. For example,
when you select Renew from the menu, the Renew Membership screen appears.

#* Renew Membership for Lorrel M. Justin

¥ Membership |V .f-\ttlibgtes.n’Notesl

| Constituent: ILoneIJustin ﬁl IDv 40 Lapsed

This renewal is aln): ¢ Upgrade ¢ Downgrade % Same

Membership 1D: ISE—
Dues: Im Auto Pick | Solicitars | |
Pragram: |Young Explorers j ¥ tembers & Cards | Members: 3 Childrer: 2
Categony: |.¢\qua Kidz ﬂ Gift of Membership | Mo gift of memberzhip
Subcategory: IEIementar_l,l j ¥ Benelits | Send ta primary member
Renewedor: [~ @] [ Lietime Link to Gifts.._ |
Eupires: IW ™ Print renewal notices

Reasorn: I j Comment(z]: I g
Current Memberzhip Information
Category: Aqua Kids Expires on: 03/09/2001 Lazt renewed: M/2& Total years: 2
[ate joined: 09/09/1993 Last diopped: M4 Times renewed: 0 Conzecutive years: 2
] | Cancel |

Note: This procedure demonstrates specifically how to renew a membership. If you are rejoining, upgrading,
or downgrading a membership, select those options from the menu that appears when you click Memberships
on the Membership Scanning action bar. Then, make the appropriate changes when the Upgrade, Downgrade,
or Rejoin screen appears. For more information about changing membership status, see the Membership Data
Entry Guide.
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» Renewing a membership from Membership Scanning

Scenario: Mrs. Lorrel May Justin has a membership in the Young Explorers program at your Aquarium.
It has lapsed since 03/09/2001. You scan her card for entrance to the aquarium on 08/14/2006 and ask
her if she would like to renew the membership, which she does. Scan in Mrs. Justin’s card and renew
her membership from the Membership Scanning page.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw

& Memberships v % Add Action ¥ add Event Participant Srrint v [, Preview »

Mermbership type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewred;

Welcome to The Raiser's Edge 7 Session started:

RS
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2. Scanin Mrs. Justin’s card. Her membership information appears on the screen. For more information
about scanning a card, see “Scanning Membership Cards” on page 40.
# The Raiser's Edge HE]E
File Edit Wiew Go Favorites Tools Help

4 Back & Forward‘ Open in separate windaw

& Memberships v % Add Action ¥ Add Event Participant Grrint » [ Preview =

Lapsed Card expired

Young Explorers.Aqua

Mrs. Lorrel May Justin Kids. Elementary

Membership type: Young Explorers.Aqua Kids. Elementary
Card walid to: 03/09/2001
Address to print: Primary member's addresses
Joint member type: Primary member
Mermber since: 09/09/1999
Expires on: 03/09/2001
Last renewed:

Benefits
Benefit Count Unit Caost Total Berefit/Value Sent/Fulfiled Comments
Free Admission 4 $15.00 $60.00 3 kids accompanied by
an adult
Parking Pazs 1 $25.00 $25.00
T.Chirt 2 411 nn Lcelnnl 2 rhildram's tockirts j
‘Welcome ta The Raiser's Edge 7 |Sess\nn started: 4

Notice that the status of her membership in the top left of the screen is Lapsed. The membership card has
also expired. The Card valid to date displays on the Membership Scanning page.

3. On the action bar, click Memberships. A menu appears.

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

4 Back & Forward‘ Open in separate windaw

& Memberships v %% Add Action %@ Add Event. Participant éprint - ﬁ Preview »

T (< 0OpenMembership

Lapsed 5 oot usn Card expired
Mre. Lort & Fenen Young Explorers.Aqua
T i A Kids.Elementary
Membership t* A Upgrade during oycle .Elernentary

Card walic % Downgrade during cycle..
Address 10 1 e ———
Jaint member t View other membershipz

Mermber since: 09/09/1999
Expires on: 03/09/2001
Last renewed:

Benefits
Benefit Count Unit Caost Total Berefit/Value Sent/Fulfiled Comments
Free Admission 4 $15.00 $60.00 3 kids accompanied by
an adult
Parking Pazs 1 $25.00 $25.00
T.Chirt 2 411 nn Lcelnnl 2 rhildram's tockirts j
‘Welcome ta The Raiser's Edge 7 |Sess\nn started: 4

Note: You receive this message if you mark the Warn if the membership has been lapsed for checkbox on the
Business Rules page in Configuration. For more information about business rules, see the Configuration
chapter of the Configuration & Security Guide.
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4. From the menu, select 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 17 Month(z]

5. Click OK. The Renew Membership screen appears.

#” Renew Membership for Lomrel M. Justin

¥ Membership |¢ Attribgtes.f’NotesI

‘ Constituent: |Lonel Justin ] ID: 40 Lapsed

This renswal is alr]: ¢ Upagrade ¢ Downgrads % Same

Membership 1D: |55—
Dues: [$45000 | AupPick | Solicitors |
Program: IYoung Ewplorers j ¥ Members & Cards | Members: 3 Children: 2
Cateqgory: IAqua Fids j Gift of tMembership | Mo gift of memberzhip
Subcategony: IEIementary j v Benefits | Send to primary member
Rerewedon [ | [ Listime Link to Gifts... |
Expires: IW ™ Print renewal natices

Feazan: I j Comment|z) I g
Current Membership Information
Category: Agua Kids Expires on: 03/0942001 Last renewed: MAA Total years: 2
Date joined: 0940941999 Lazt dropped: MA4 Times renewed: 0 Corzecutive years: 2

aK | Cancel |

6. Because Mrs. Justin decides to upgrade from the Aqua Kids Category to Young Benefactor, in the This
renewal is a[n] field, select the Upgrade option.

7. In the Dues field, enter the amount $500. This is the amount of dues for the Young Benefactor category.

Note: For more information about the fields in a membership record, see the Membership Data Entry Guide.

8. In the Program field, select “Young Explorers”.

9. In the Category field, select “Young Benefactor”.
10. In the Subcategory field, select “Elementary”.
11. In the Renewed on field, click the calendar and select the date 08/14/2006.
12. In the Expires field, enter 08/14/2007.

13. To print renewal notices when the membership is close to expiring, mark the Print renewal notices
checkbox.

14. In the Reason field, select a reason for the upgrade renewal.
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15. In the Comments field, enter comments about the renewal.

#” Renew Membership for Lorrel M. Justin

¥ Membership |v .&ttribgtesx’Notesl

‘ Consttuent: [Lonel Justin 4] 1D: 40 Lapsed

This renewal iz aln]: @ Upgrade  Downgrade & Same

Membership [D: |55—

Dues: lm Auta Pick I Solicitors | I
Pragram: IYDUHQ Explorers j v Members & Cards | Members: 2 Children: 2
Categoyy: [Young Benefactor x| Gitof Membership_| Mo gift of membership

Subcategony: IEIementary j v Benefits | Send to primary member
Renewed on: [08/14/2006 | [~ Litetime Link to Gifts... |
Expires: lm [V Print renewal notices

Feaszon: IInterested in supparting the progranm j Comment[z]): IGrandchiId wants to be a marine biologisg

Current Membership Information
Category: Agua Kids Expires on; 03/09/2001 Last renewed; MAA Total years: 2
Date joined: 09/09/1999 Last dropped: MA4 Times renewed: 0 Conzecutive years: 2

aK | Cancel |

Note: This procedure demonstrates specifically how to renew a membership. If you are rejoining, upgrading,
or downgrading a membership, select those options from the menu that appears when you click Memberships
on the Membership Scanning page. Then, make the appropriate changes when the Upgrade, Downgrade, or
Rejoin screen appears. For more information about changing membership status, see the Membership Data
Entry Guide.

16. Click OK. A message appears, asking if you want to add a gift for the membership renewal.

The Raizer's Edge E

@ Do wou wizh to add a gift to this memberzhip’?

You receive this message if you select the Prompt to add a gift for that membership in the For
membership categories with gift defaults established frame on the Business Rules page in Configuration.
For more information about business rules, see the Configuration chapter of the Configuration & Security
Guide.
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17. Because Mrs. Justin writes you a check at the ticketing counter for her membership dues, click Yes. The
Gift screen appears.

gNew Gift for Lormrel M. Justin HE E
File Edit ‘iew Gift Favorites Tool: Help
[, Save and Close - u|§'|§'|ﬂ LI N|—" ER ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| v Matching Gits | Trbute | Attributes | Spit Gt
‘ Constituent: ILoneIJustin QI ID: 40
Gift bype: ICash j Reference: I ‘g
BGift subtype: [Membership =l Acknowledge: [Not Acknowledged | 7] | =
Gift date: [08,14/200 1] Letter _|[Membership Lot < [6]  Benefits |
Amourt: lm, Receipt: INDt Feceipted =l I =}
Campaigr: IMembership Campaigr jﬁl Receipt amt/no.: |$50EI,EIU ﬂl I
Furd: |2DDE tembership Fund jﬁl
Appeal: I ﬂﬁl
Package: I jﬁl
S olicitors || il
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Ref no. /date: I I EI Amount coing: Im
|Date added:
| Press F7 for table lookup, F2 for default walue, Shift+F 2 for all defaults |

18. Enter the appropriate gift information. For more information about entering gifts for membership dues,
see the Membership Gifts Guide.

19. To save and close the gift record, click Save and Close on the toolbar. The Amount to Apply to
Membership screen appears.

Amount to Apply to Membership |

|ndizate how much of the gift amount should be applied to thiz anzaction

Amaunt to apply o this ranzaction: |$5EIEI.EIIZI EI

Gift Armount: $500.00 |.-“-‘-.vailable to Apply: $500.00

] I Cancel |
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20. Because Mrs. Justin wants to apply the full amount of $500 to her renewal membership, click OK. The
Renew Membership screen appears.

Fenew Membership for Lomrel M. Justin

¥ Membership |¢ Attribgtes.f’NotesI

‘ Constiuent: [Lorel Justin 4] 1p: 40 Lapsed

This renswal is alr]: ' Upgrade ¢ Downgrads ¢ Same

Membership 1D: |55—
Dues: Im Auto Pick I Solicitors | I
¥ hembers & Cards | Members: 3 Children: 2
Gift of tMembership | Mo gift of memberzhip
v Benefits | Send to primary member
Renewed o [06/14/2006 g [ Lifetime Link to Gifts... |
Expires: lm ¥ Print renewal natices

Reason: Ilnterested in supporting the program j Cammet(s]: IGrandchiId wants to be a marine hiologisg

Pragramm: IYDung Ewplorers

Cateqgorny: IYDung Benefactar

L L Ll

Subcategony: I

Current Membership Information
Cateqgary: Aqua Kids Expires or: 03/0942001 Last renewed: A5 Total years: 1
D ate joined: 09/09/1999 Last dropped: M/t Times renewed: 0 Conzecutive years: 1

aK | Cancel |

21. To save the information and return to the Membership Scanning page, click OK.

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

4 Back & Forward‘ Open in separate windaw

& Memberships » % Add Action ¥ Add Event Participant Sprrint » [ Preview -

Active

Young Explorers.Young

Mrs. Lorre| May Justin Benefactor.Elementary

Membership type: Young Explorers.Young Benefactor. Elementary
Card valid to: 03f14/2006
Address to print: Primary member's addresses
Joint member type: Primary member
Mernber since: 09f09/1999
Expires on: 08f14/2007
Last renesed: 03f14/2006

Benefits
Benefit Count Unit Cost Total BenefitfValue Sent/Fulfiled Comments
Free Admission 4 $15.00 $60.00 3 kids accompanied by
an adult
n Parking Pazs 1 $25.00 $25.00
nlionl] T Claivk ke LSRN L= =Nala] 2 ehildveune + clivke j
‘Welcome ta The Raiser's Edge 7 |Sess\nn started: 4

Notice the Dues and Program fields on the membership record have been updated, along with the status
of the record in the top right corner.
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Adding a New Membership From Membership
Scanning

Sometimes it may be necessary to add a new membership to your database from your scanning station. For

example, a person may donate regularly to your organization and exist in your database as a constituent, but is
not an actual member.

» Adding a new membership from Membership Scanning

Scenario: A local company, Bottling Unlimited, supports recycling in your community and has given
your Environmental Conservation group several large donations. It is also a matching gift company in
your database. However, Bottling Unlimited does not hold a membership with your organization.
When the company vice president arrives at your Earth Day Fair, you suggest he open a membership.
You tell him you can create one for him right there at the ticket booth. He agrees to join at the
Corporate level and wants five membership cards printed for the company. That way, employees can
sign cards out and use them for events you sponsor, like the monthly bird watching tours. Create a
membership record for Bottling Unlimited from the Membership Scanning page.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

Member Scan IE:I:— 5

& Memberships v G Add Action 8. add Event Participant Srrint v [ Preview =

Mernbershin type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewed:

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS
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2.

In the Member Scan ID field, click the binoculars. The Open screen for memberships appears.

i, Open
Firnd: I tembership j

Search using queny: |<Default>

IS

Find Memberships that meet these criteria;

Last/Org name:l

j Memnbership starts:l E|I

First name:l

& e

Cancel

“] dadd New

Options

@ Find Mow

o]

j Membership ID:I

Constituent ID:I

Mew Search

j Categor}l:l

Account no:l

Previous Search

j Standing:l

Soc. Sec. No.:l

¥ Display inactive constituents

= Gheck spousenamne:
[ Display deceased constiuents [ Check contact name

j Program:l
I" | Chesk aliases
[~ Ezact match anly

™| Chiesk nickname

LefLeflelle]

Expand Besults

To search to make sure the company does not already have a membership in your database, in the

Last/Org name field, enter “Bottling Unlimited”.

i, Open

Find Memberships that meet theze criteria:

Firud: IMembership j Search uzing gueny: |<Default> ﬂg
Constituent | City, State | Standing I Program Ce &l Dpen |
Cancel |
‘] Add New |
Optiong |

KI| 2
Mnsion |

Last/Org name:IBottIing Unlimited

j embership starts:l EII

First name:l

&% Find Now

j temberzhip ID:I

Constituent ID:I

Mew Search

j Eategory:l

Account no:l

|
|

Previous Search

j Standing:l

Soc. Sec. No.:l

W Dizplay jmactive constituents

™ Displap deceased constituents [~ Check contact name

[T Check spouse name

|

j Program:l
I~ Check aliazes
[~ Ezact match anly

=

™| Check ricknarne

Expand Results

[

|D records found.
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4. Click Find Now. The search turns up no results in the grid at the top of the Open screen. Click Add New to
add a new membership record. The New Membership screen appears.

# New Membership

¥ Membership | Attributes/Motes I

‘ Congstituent: I ﬂl New

temberzhip 10 l—
Dues: lm At Fick I Saliztars I I
Eroarar: I j v Idembers & Cards | Members: 1 Children: 0
[Eategarn; I j it af embershi I Mo gift of membership

Subcategony: | j Benefits | Mo benefits defined
[rabe joined: | nl I= | Lifetime italie) Effiean |
Expires: I HI ¥ | Frint renewal notices

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

5. In the Constituent field, click the binoculars to search for Bottling Unlimited’s constituent record. The
Open screen for constituents appears.

6. Inthe Last/Org name field, enter “Bottling Unlimited” and click Find Now. The search results appear in
the grid at the top of the screen. For more information about searching the Open screen, see the Program
Basics chapter of the Program Basics Guide.

i, Open
Find: IConstituent j Search using quens: |<Default> ngg

Constituent Mame Address Block City, State Constituent 1D w  Open

x|

Cancel

“]dadd New
Options
Find Constituents that meet these criteria:
Last/Org name: IBottIing Unlirited j Address lines: I j
First name: I j City: I j @ Find Now
Constituent 1D: I j State: I j Mew Search
Sl I j il I j Previous Search
Membership 1D: I ﬂ Class of: I j

[¥ Display inactive constituents [~ Check spouse name [~ Exact match anly ™| Chieck nicknams
" Display deceased constituents [~ Check dliases [~ Check cortact name Expand Results

[ HEE BE b
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7.

In the grid, highlight “Bottling Unlimited” and click Open. You return to the New Membership screen.

#? New Membership for Bottling Unlimited

¥ Membership | Attributes/Motes I
‘ Constituent: [Eotting Lnimited )] ID: 83 New
Membership 1D: I
Dues: |$D_DD EI Auta Pick. I S olicitors I I
Program: I j ¥ Members & Cards I tembers: 1 Children: 0
Categony: | j Gift of Membership | Mo gift of membership
Subcategon: I ﬂ Benefitz I Mo benefitz defined
Date joined: I EI I™ Lifetime Link to Gifts... |
Expires: I EI W Print renewal noticez
Reason: I j Comment]z): I g
Cancel |

Note: To ensure data entry consistency, we recommend you establish preferences to automatically generate
ID numbers in Configuration. For more information about generating membership IDs, see the Membership
Business Rules section of the Membership Data Entry Guide.

8. In the Membership ID field, enter a membership ID number for the new membership. For this example,

enter “9839464".

9. In the Dues field, enter the amount of dues for the level of membership you are creating. For this
example, Bottling Unlimited’s vice president requested the Corporate level, for which dues are $500.

Enter the amount $500.

In the Expires field, enter the date 04/22/2007 because the Business Level/Corporate membership is a

one-year membership. For information about setting expiration dates for memberships, see the

10. In the Program field, select “Business Level”.
11. In the Category field, select “Corporate”.
12. In the Date joined field, enter the date 04/22/2006.
13.
Configuration chapter of the Configuration & Security Guide.
Note:
14.

In the Reason field, select “Interested in supporting the program”.

For more information about the fields in a membership record, see the Membership Data Entry Guide.
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15. In the Comment[s] field, enter “Established by VP at Earth Day Fair.”

Hew Membership for Bottling Unlimited

¥ Membership | Attributes/Motes I

‘ Constituent: IBottIing U nlirmited ﬂ I0: 93

tembership [D: |98394B4
Dues: |$EDD_DD EI Auto Pick I

Program: IBusiness Level

New

Salicitars I I
j + Members & Cards I Members: 1 Children: 0
j Gift of Membership | Mo gift of membership
ﬂ v Benefitz I Send to primary member

Link to Gifts... |

Categony: IEorporate

Subcategon: I

Date joined: ID4£223’2DDE I [ Lifetime
Expires on: IEI4;’22£2EIEI? I ¥ Print renewal notices

Reason: Ilnterested in supparting the program

j Canmmment]z): IEstainshed by %P at Earth D ay Fair. g

QK | Cancel |

16. Click Members & Cards. The Other Members and Card Information screen appears.
Other Members and Card Information

@%

L] P UEEE
Tatal nuniber af members on thiz membership: |1

MHurnber of children on this membership: IU

Mermbers

Relationship . Dake Lask Printe:
ing Unli |

Cancel |
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17. Highlight Bottling Unlimited in the grid and click Open on the action bar. The Primary Member’s Card
Information screen appears.

Primary Member'z Card Information |
File Edit Membership Toolz Help

E]Saveandli_lcuse*|u }{| 4 b | —>v| ?4%7

[¥| Card/Guest Pazs Becipient

Mame on card: |Eh:utt|ing Unlirnited

Felationzhip: I

[~
Card expires: ISame dates as membership j

“alid from: |EI4£22£2EIEIE EI "W alid bo: |EI4£22£2EIEI? EI
Type: I vI MHumber to print; II:I
Statuz: IN.;.t Printed vI Last printed: I I

Address to print: © Mone

% Select fram primany member's addresses
€0 Selectfom [aint members addiesses

Phata ID: | L]

18. In the Number to print field, enter “5”, because that is the amount of membership cards the Vice

President requested. For information about printing membership cards from this module, see the section
“Printing Membership Cards from Membership Scanning” on page 43.

19. Click Save and Close on the toolbar. You return to the Other Members and Cards screen. The No. column
is adjusted for the number of cards to print.

Other Members and Card Information
2y L] P UEEE
Tatal nuniber af members on thiz membership: |1 MHurnber of children on this membership: IU

IMembers Relationship E:¢pir ation Dake Lask Printe:

EE-I_I_HiI'u;l Unlimited

Cancel |
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20. Click OK. You return to the New Membership screen.

#? New Membership for Bottling Unlimited

¥ Membership | Attributes/Motes I

‘ Constituent [Eiotling Unimi=d | p: 83 New

Membership 1D: IW
Dues: lm Auta Pick I Salicitars I I
Pragram: IBusiness Level j + Members & Cards I Members: 1 Childrer: 0
Categany: IEorporate j Gift of Membership | Mo gift of membership
Subcategon: I ﬂ v Benefitz I Send to primary member
Date joined: I Lifetime Link to Gifts... |
Expires on: ¥ Print renewal notices

Reason: Ilnterested in supporting the program j Carnrnent]s): IEstainshed by %P at Earth D ay Fair. g

QK | Cancel |

21. Select the Attributes/Notes tab.

#? New Membership for Bottling Unlimited

v bdembership

Cakegory I Description I Shork Desc, I Date I Comments

Motes:

QK | Cancel |

22. In the Category column, select “Purchase Location”.

23. In the Description column, enter “Earth Day Fair ticket booth”.
24. In the Date column, enter the date 04/22/2006.
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25. In the Comments column, enter, “From Membership Scanning”.

#? New Membership for Bottling Unlimited

v bembership  Attibutes/Motes I

-

Cakegory I Description I Shork Desc, I Date | Comments
Purchase Location Earth Day Fair ticket boath 04222006 From Membership Scanning

KIS |

Motes:

QK | Cancel |

26. Click OK. A message appears stating your membership record has been saved.

The Raizer's Edge E3

@ temberzhip information has been zaved.

27. Click OK. You return to the Membership Scanning page. Bottling Unlimited’s membership information
data displays.
#h The Raiser's Edge HEIER
File Edit Wiew Go Favaortes Taools Help

4 Back & Forward‘ Open in geparate window

& Memberships v . Add Action ¥ Add Evert Participant Shrvint v [8, Preview »
Active
Bottling Unlimited Business Level.Corporate

Membership type: Business Lewel Corporate
Card valid to: 04/22/2007
Address to print: Primary member's addresses
Joint member type: Primary member
Mernber since: 04f22{2006
Expires on: 04/22/2007
Last renewed:

Benefits
Benefit Count Unit Cost Total Benefit/valug Sent /Fulfiled comments
Parking Pass 1 $25.00 $25.00

‘Welcome to The Raiser's Edge 7 |Sess\0n started:

R
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Viewing Other Memberships from Membership
Scanning

After you scan a member’s card, you can view other membership information for that member. If the card you

scan is that of a cardholder, the other membership information available is for the primary member on the
membership.

When you scan a card, you can easily access the selection to View other memberships from the Membership
Scanning page by clicking Memberships on the action bar.

» Viewing another membership once a card has been scanned

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folward| Open in separate windouw
B Home
o
y Clliery
Bos

:I-E | Export
o

& Memberships v % Add Action ¥ add Event Participant Srrint v [, Preview »

Mermbership type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewred;

Welcome to The Raiser's Edge 7 Session started:

RS
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2. Scan in the membership card in the Member Scan ID field. The member’s information automatically
displays. For more information the Member Scan ID field, see “Scanning Membership Cards” on page 40.

#% The Raiser's Edge

(=] ]

File Edit Wiew Go Favorites Tools Help

4 Back & Forward‘ Open in separate windaw

& Memberships + %4 Add action %8 Add Event Participant

Shrvint v [8, Preview »

Active

Mr. Chad Patterson Individual.Lifetime

Membership type:

Address to print:
Joint member type

s Indivicual Lifietirne

Card valid to:

: Primary membet's addresses
: Primary member

Mermber since: 10/15/2004
Expires on:
Last rengwed:
Benefits
Benefit Count Unit Cost Total Benefit/Value Sent/Fulfled Comments
Parking Pass 2 $15.00 $30.00
0% off Guest $10.00 $10.00
Passes
T-Shirt 2 $12.50 $25.00 =
‘Welcome ta The Raiser's Edge 7 |Sess\nn started: 4
3. On the action bar, click Memberships. A menu appears.
#4 The Raiser's Edge [ [5]x]

File Edit Wiew Go Favaortes Taools Help

4 Back & Forward‘ Open in geparate window

& Memberships » . Add Action . Add Event Participant
(] Open Membership

Srrint »  [8, Preview ~

Active gotachadpatesn
Mr. Chac g penews |

WMembership t T Feh
Card valic

Individual.Lifetime

§ Uparade during cycle...

Address to ¢ ﬁ Downgrade during cycle.
Joint member t —————

Member si
Expires on:

Wiew other memberships

Last renewed:

Benefits
Benefit Count, Unit Cost Total BenefitfValue Sent/Fulfiled Comments
Parking Pass 2 $15.00 $30.00
50% off Guest $10.00 $10.00
Passes
T-Shirt 2 $12.50 $25.00 =

‘Welcome to The Raiser's Edge 7 |Sess\0n started:

R

Note: The Other Memberships screen is view-only. You cannot make changes from this screen.
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4. Select View other memberships.The Other Memberships screen appears.

Other Memberships for Chad Patterson

Standing Categom Frogram Subcategaory Diate
Prirnary Adopt an Animal a

Active Coupie Adapt an Animal Koals A2
Lapsed/Dropped Coupla Adopf an Animal Koals 325

4] | i3
Overview for Lapsed Adopt an Animal - Couple
Drate joined: 03/22/2001 Total years: 3
Last renewed: 02410/2004 Times renewed: 1
Last dropped: MA& Congecutive years: 3
Total members: 1 Tatal children: 0

Cloze:

5. To view all other memberships for the member whose card you scanned, select All in the tree view on the
left. The other memberships appear in the grid on the right.

6. To view the other memberships for which he is a primary member, active member, and a lapsed or
dropped member, select Primary, Active, and Lapsed/Dropped in the tree view on the left, respectively.

7. Click Close. You return to the Membership Scanning page.
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Correcting a Cardholder’s Address from the
Membership Scanning Page

Once a membership card is scanned, you can correct the member’s addresses from the Addresses grid. In User
Options, if you select to display the Addresses grid at the bottom of the Membership Scanning page, you can
double-click an address in the grid to access and make changes to it. You can also highlight the addresses in the
grid and click Open Address at the top of the Addresses grid. For more information about setting up your display
options, see “User Options” on page 13.

The Raiser's Edge BE s

S Home « Membership Scanning

| Records

& Memberships + & Add Action & Add Event: Participant S rrint v [ Preview v

=y Export

Active
Mr. Chad Patterson Individual.Lifetime

Card valid to:
Address to print: Primary membet's addresses
Jnint mernber type: Primary mernber
Member since: 1015/ 20044
Expires on:
Last renewed:

Address Type Indicator Address City/State Preferred?  Linked?  Send Mail?

RE 7 Conversion- Preferred 245 Heinz Street Atlanta, GA
-Home

RE 7 Conversion- Business 5699 Chandler Road Decatur, GA

Note: All membership security settings you established in Administration apply to Membership Scanning. For
example, if a user does not have rights to update an address from a constituent record, they cannot update an
address from Membership Scanning either. For more information about security, see the Security chapter in
the Configuration & Security Guide.

To add a new address, click New Address. To delete an old address, highlight the address in the Addresses grid,
and click Delete Address.

Even if you do not select to display addresses on the Membership Scanning page in User Options, you can still edit
the addresses of the primary member by opening the constituent record from Memberships on the action bar.
For more information about opening a constituent record from the Membership Scanning page, see the section
“Accessing Records From Membership Scanning” on page 50.

If a non-constituent cardholder is a joint member, the Addresses grid displays the cardholder’s address. You
originally entered this address on the cardholder’s relationship record, accessed from the Relationships tab of the
primary member’s constituent record. To correct primary and joint members’ addresses, follow the steps in the
next procedure.
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» Correcting an address from Membership Scanning

Scenario: Mr. Chad Patterson, a member of your hospital board, is attending the annual fundraiser
ball. When you scan his card for admittance to the ball, he tells you he has recently moved. After
scanning, update Mr. Patterson’s address from the Addresses grid on the Membership Scanning page.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

IFIH-‘ Home

& Memberships = & Add Action ¥, Add Event Participant Sprrint » &, Preview »

Mernbershin type:
Card valid to:
Address to print:
Joint member type:
Member since:
Expires on:

Last renewed:

[

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started: v

2. Scan in Mr. Patterson’s membership card. His membership information appears on the page. For more
information, see “Scanning Membership Cards” on page 40.
# The Raiser's Edge HE]E
File Edit Wiew Go Favorites Tools Help

4 Back & Forward‘ Open in separate windaw

& Memberships v . Add Action ¥ Add Evert Participant Shrvint v [8, Preview »
Active
Mr. Chad Patterson Individual.Lifetime
Membership type: Individual Lifetime
Card valid to:

Address to print: Primary member's addresses
Joint member type: Primary member
Mermber since: 10/15/2004
Expires on:
Last rengwed:

Benefits
Benefit Count Unit Cost Total Benefit/Value Sent/Fulfled Comments
Parking Pass 2 $15.00 $30.00
0% off Guest $10.00 $10.00
Passes
T-Shirt 2 $12.50 $25.00 =
‘Welcome ta The Raiser's Edge 7 Session started: 4

Note: You may need to scroll down to view the Addresses grid at the bottom of the Membership Scanning
page.
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If you mark the Show address information checkbox for Display Options on the Membership Scanning
tab in User Options, the Addresses grid appears at the bottom of the page. For more information about
establishing display options, see “User Options” on page 13.

The Raiser's Edge

»

¢ Membership'Scanning

I Home

F Memberships ~ % add Action %8 Add Event Participant

Shrrint v [&, Preview ~

Active

Mr. Chad Patterson

Card valid to;
Address to print: Primary membet's addresses
Joint member type: Primary member
Member since: 10/15/2004
Expiras on:
Last renewed:

Addresses
Pm——

Address
845 Heinz Street

Address Type Indicator

RE 7 Conversion- Preferred
Horne

RE 7 Conversion- Business 5693 Chandler Road

Individual.Lifetime

City/State Preferred?  Linked? Send Mail?

Atlanta, GA

Decatur, GA

Note: You can change the order of the columns in the Benefits and Addresses grids by placing your cursor
over a column heading. Click your mouse and drag the column heading to the appropriate place.

3. Inthe Addresses grid, highlight the row for the address you want to update. Click Open Address on the
action bar at the top of the Addresses grid. The Address screen appears.

Address for
File Edit “iew Addiesz Help
ESaveandClosevuX|( )|—bv |?v|&v ‘
Addressz I.&ttlibgtesl
Country: | j rAdress e
Address type: IHome - conwersion j
Address lings: |845 Heinz Street ;l
;I Info source: I j
Ciky: I.&tlanta County: I j
State: IGA vl Georgia Hegion:l ﬂ
ZIP:[30303 g  DPC CAT: Lor: |
¥ Send mail to this address
bR J¥ | St thife add b fered add
Type I Mumber el thrs addiess tothe pretermed addiess
| |Home 404-257-9554 —Walid Dates v Seasonal Address —
- D ate fram: I ﬁl Seazonal fram: IDHD‘I
Date bo; I ﬁl Seazonal to: I‘I2.f3‘l

Address block: | 545 Heinz Steet
Atlanta, Ga 30303

|Press F7 for table lookup
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4. To store Mr. Patterson’s old address information, select Copy Preferred Address to Alternate from the
Address menu bar.A message appears asking if you want to update all linked addresses to the new

Preferred Address.

The Raizer's Edge |

@ The Preferred Addrezs will be copied to an Alternate Addreszs.

All records linked to thiz addresz will be updated to the new

Caticel |

Preferred Address.

[~ Do not show this meszage again

5. Click OK to update the linked records. The Address for screen appears.

6. Inthe Address lines box, enter Mr. Patterson’s new address, “65 Ponce De Leon Place”.

Note: For more information about editing addresses, see the Constituent Mailing Information chapter of the

Constituent Data Entry Guide.

7. Inthe Info source field, select “Event Attendee”.
8. In the County field, select “Cobb”.
9. In the Region field, select “Southeast”.

Address for [ x|

File Edit ¥iew Addresz Help

[ 5ave and Close '|n X| 4 » |—P '||| ? '|&'

Address | Attributes |

Caountry: |U nited States

j —Address [nformation

Address type: IHome - CoOnvEersion

Address lines: |65 Ponce De Leon Flace

- |

LI Info gource: |E vent Attendes

City: |Atlanta (Bl ICDhh
State:lﬂ Georgia Hegion:lSoutheast
2IP: [an303 W DPC CART. |
¥ Send mail to this address
Phones J# | Getthis add hie prefened|add
e I F— et thrs address to the prefered addiess
| |Home 404-257-9854 —Walid Dates v Seasonal Addresz —

D ate fram: I ﬁl Seazonal from: ||:|1,a'0‘|
Date to: I ﬁl Seazonal to: |12.u’3‘l

Address black:| 545 Heinz Street
Atlanta, Ga 30303

|Press F7 to zoom
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10. To save the address changes and close the address record, click Save and Close on the toolbar. If the
address is linked to other records, a message appears letting you know the address is shared.

The Raiser's Edge I

@ This address iz shared with other records.

Select "“res" to change this addrezs on all shared records.
Select "Mo* to break the link and change the address on thiz record anly,
Select "Cancel to cancel the Save command and return ta the record without saving any

changes.
Ha | I:anc:ell

Note: Click No to break the link and only update this address record or Cancel to cancel the save and return to
the address record. For more information about addresses, see the Constituent Mailing Information chapter of
the Constituent Data Entry Guide.

11. To update all of Chad’s shared addresses, click Yes. You return to the Membership Scanning page.
# The Raiser's Edge HE]E

File Edit Wiew Go Favorites Tools Help

4 Back & Forward‘ Open in separate windaw

& Memberships 5 Add Action . add Event Participant é Print @ Preview =
Active
Mr. Chad Patterson Individual.Lifetime

Card valid to:
Address to print: Primary member's addresses
Joint member type: Primary member
Member since: 10/15/2004
Expires on:
Last renewed:

Addresses
= e feleltsnc 4 Dalsia Aeldracs
address Type City/State Indicator Address Preferred?  Linked?  Send Mal?
RE 7 Conversion- Decatur, GA Business 5699 Chandler Road Mo Mo Yes
-Org
RE 7 Conversion- Atlanta, G& Preferred 65 Ponce de Leon Place as as fes

‘Welcome ta The Raiser's Edge 7 |Sess\nn started:

The updated address information appears in the Addresses grid.

Adding Actions from Membership Scanning

You can add an action to a constituent record from the Membership Scanning page after you scan a card. You can
do this in one of three ways. You can manually add the action by clicking Add Action on the Membership
Scanning action bar, select to have the program ask you to add an action each time a card is scanned, or
automatically add a default action when you scan a membership card.

Add actions manually when you need to add just one (or several) action record(s) for a member whose card you
just scanned. For example, a board member comes to your zoo today to attend a seminar on endangered species.
In this situation, it is best to manually add an action record using the Add Action link on the action bar of the
Membership Scanning page for this one person. You can add the action for your Director of Membership,
suggesting he call the board member to thank her for attending the seminar.



84 CHAPTER

It is best to select to view the prompt message or automatically add action records in User Options for multiple
action records you are expecting to add. For example, if you plan to add an action for every membership card you
scan to track attendance. For more information about adding action records using User Options, see “Setting
Default Actions for Membership Scanning” on page 20.

Adding an Action from the Membership Scanning Page

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

Once you scan the membership card, you can manually add an action to the constituent record by clicking Add
Actions on the Membership Scanning action bar.

» Adding an action using the Add Actions link

Scenario: Ms. Lucy Avdeenko is a Lifetime member at your museum. On 04/10/2005, you scan her
card for entrance to the Alfred Stieglitz photography exhibit. Because she attends this exhibit and is
interested in black and white photography, you want to include her in a future mailing, inviting
members to the opening of an upcoming Ansel Adams exhibit. After you scan her membership card,
add an action from the Membership Scanning page to include Ms. Avdeenko in the mailing.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help
4 Back & Folward| Open in separate window

L8 R e

IFtIH-‘ Home

'ﬁ RFecords
& ooy

IIIE ) Export
o

Member Scan 10 — i

F Memberships = G Add Action #® Add Event Participant Srrint ~  [& Preview =

Mermbership type:
Card valid to;
Address to print:
Joint member type:
Mermnber since:
Expires on:

Last renewed:

| [

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS
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2. Scanin Ms. Avdeenko’s membership card. For more information, see “Scanning Membership Cards” on

page 40.

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

4 Back & Forward‘ Open in separate windaw

(=] ]

& Wemberships « . Add Action

W8, Add Evert Participant

Shrvint v [§, Preview »

Active

Ms. Lucy Gaylor Avdeenko

Individual.Lifetime

Card valid to:

Joint member type: Primary member
Merber since: 07/01/2005
Expires on:
Last rengwed:

Benefits
Benefit
Parking Pass 2

S0% off Guest
Passes

T-Shirt 2

Count

‘Welcome ta The Raiser's Edge 7

Membership type: Individual Lifetime

Address to print: Primary member's addresses

Unit Cost Total Benefit/Value Sent/Fulfiled Comments
$15.00 430,00
$10.00 $10.00
$12.50 $25.00

Session started:

B

Note: This scenario uses the Default Actions User Options defaults. These selections are Do not add an action

and Use scan date.

3. On the action bar, click Add Action. The New Action screen appears.

% New Action
File Edit “iew Action Favorites

E]Saveandtlose‘| u|ﬁ &| H 9

Tools

Help

& E3

vou |- | 2 |

General | Attributes | Motes |

‘ M ame: |Lucy Avdeenka QI 10: 48 Not Completed
Category: % Phone Call ¢ Meeting ¢ Maling ¢ Emal ¢ Advocacy € Tagks/Other
Action type: | <] [T Auto-Remind 2%
Action date: m [ Gty | Mo uzers have been selected
Statt tine: I End time: I Set reminder for I_ I vl beforehand
Solicitars | Mo salicitars have been assigned Fricrity: ¢ High & Momal Low
Statusg: | j Carmpaign: I jﬁl
[~ Action completed on IW Fund: I ﬂﬁl
Phone: [207-3636517 = Proposat | &)
Wiew ek Templatel

4. Enter appropriate information in the fields and make selections on the action record. For more
information adding about action records, see the Actions chapter of the Constituent Data Entry Guide.
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5. When you finish, click Save and Close on the toolbar to save and close the new action record. You return
to the Membership Scanning page.

#% The Raiser's Edge

File Edt Wiew Go Favortes Tools

Help

4 Back & Forward‘ Open in separate windaw

& Memberships «

*- Edit Action

W8, Add Evert Participant

Shrvint v [§, Preview »

Active

Ms. Lucy Gaylor Avdeenko

Membership type:

Address to print:
Joint member type
Mernber since:

s Indivicual Lifietirne

Card valid to:

: Primary membet's addresses
: Primary member
1 07/01/2005

Individual.Lifetime

Expires on:
Last rengwed:

Benefits =
Benefit Count Unit Cost Total Benefit/Value Sent/Fulfiled Comments

Parking Pass 2 $15.00 $30.00

50% off Guest $10.00 $10.00

Passes

T-Shirt 2 $12.890 $25.00

‘Welcome ta The Raiser's Edge 7 Session started:

B

Adding Participants from Membership Scanning

When you use the optional module Event Management, you can add an event participant from the Membership
Scanning page after you scan a membership card. You can do this in one of three ways. You can manually add the
participant record by clicking Add Event Participant on the Membership Scanning action bar, select to have the
program ask you to add a participant record each time a card is scanned, or automatically add a default
participant record when you scan a membership card.

Add participants manually when you need to add just one (or several) participant record(s) for a member whose
card you just scanned. For example, Benefactor members are invited to attend an exclusive pre-opening party for
your latest art exhibit. Beth Richardson, a Benefactor member and a volunteer, comes to the museum today to
volunteer and informs you she is planning to attend the pre-opening party. In this situation, it is best to manually
add a participant record by clicking Add Event Participant on the action bar of the Membership Scanning page for
this one person.

It is best to select to view the prompt message or automatically add participant records in User Options for
multiple participant records you are expecting to add. For example, if every member coming through your line
plans to attend a luncheon, you want to add a participant record for every card you scan. For more information
about adding participant records using User Options, see “Setting Default Participants for Membership Scanning”
on page 28.

Adding a Participant to an Event from the Membership
Scanning Page

You can manually add a participant by clicking Add Event Participant on the Membership Scanning action bar,
once you scan the card.
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» Adding a participant to an event from the Membership Scanning page

Scenario: Miss Jill Ashton attends your Youth Development Group’s Build the Playground benefit gala.
Jill'is a joint member on the membership of her mother, Mrs. Elizabeth Anne Ashton. Jill wants to
register for the Playground Grand Opening event next spring. After you scan Jill’s card at the gala, add
a participant record for her from the Membership Scanning page.

Note: This scenario uses the Default Participants User Options defaults. These selections are Do not add a
participant and Make the primary member the participant.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#% The Raiser's Edge
Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

L8 R e

Member Scan 10 — i

F Memberships = G Add Action #® Add Event Participant Srrint ~  [& Preview =

Mermbership type:
Card valid to;
Address to print:
Joint member type:
Mermnber since:
Expires on:

Last renewed:

. H -

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS
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2. Scan in Miss Jill Ashton’s membership card. Jill's membership data displays on the Membership Scanning
page.

#% The Raiser's Edge

(=] ]

File Edit Wiew Go Favorites Tools Help

4 Back & Forward‘ Open in separate windaw

& Memberships + %4 Add action % Add Event Participant

Shrvint v [8, Preview »

Active

- Young Explorers.Aqua
Miss Jill Ashton 9 =xp 4
Kids.Elementary

Card valid to;
Address to print:
Joint member type:

10/15/2007
Primary member's addresses
Joint remnber and cardholder

Mermber since: 02/28/2000
Expires on: 10/15/2007

Last renewed: 10/15/2006
Benefits

Benefit Count Unit Cost Total Benefit/value Sent fFulfiled Comments
Free Admission 1 $15.00 $15.00 3 kids accompanied by

an adult

T-Shirt 1 $11.00 $11.00 3 children's t-shirts =

o |

‘Welcome ta The Raiser's Edge 7 Session started:

Note: If you mark the Add event participants for cards scanned checkbox in User Options and select Prompt
to add participants, the same message automatically appears when you scan the card, without clicking Add
Event Participant on the Membership Scanning action bar.

3. On the action bar, click Add Event Participant. The Open screen for events appears.

i, Open

Firud: I Ewert j

Search using queny: |<Default>

&

Open

Cancel

") dadd New

Options

@ Find Maw

Mew Search

Find Events that meet these criteria: Previous Search

Evertt Name:l j Event Group:l ﬂ
EventID:I j Everit T_l,lpe:l j
Ewent Category: I j Ewent Location: I j

¥ Dizplay Inactive Events

[T Exact match only

Expand Besults

g

The Open screen does not appear if you specify an event in the Event to Use field on the Membership
Scanning tab in User Options. For more information, see “Setting Default Participants for Membership
Scanning” on page 28.



ADVANCED PROCESSES OF MEMBERSHIP SCANNING 89

Note: Participants do not have to be constituents in your database. Therefore, the primary member’s
participant record displays.

4. Search for the Playground Opening event and select Open. The participant record for the primary
member displays. For more information about opening records, see the Program Basics chapter of the

Program Basics Guide.

Mew Hegistrant for Playground Grand Dpening Party
File Edit ‘“iew Paticipant Toolz Help
ESaveandElose|u|§'&'|H 4 & N|—"|IQ'|| ?- 8- ‘
v General 1 | General2| Partigipationl Renistration Fees' Qonationsl .-’-‘«ttrihgtes.fNotesl
— Bingraphical — Preferred Addre
Lazt Mame: IAshton ﬂl v Alia§es| Country: |United States j hare... |
First name: |EIizabeth Address lines: | 2457 Mormizon Drive
Middle narme; IAnn .
City: ISavannah
Titles: ¥ ¥
e IMrs. J I J Slate:IGA vl Georgia
st = - ZP: (3406 g8  DFC
1D |2
I PhonesfEmailiLinks
Salleliar I ﬂl DNC| Tvpe I Mumber/Email Address I
Home 912-927-1215
Participation: I j
Status: I j
Irrvike's: INot invited j I EI Spongored b ﬁl
Responsze: I ﬂ I EI
Registration: INot registered j I EI
Mare Info... | Awards Tags/Cards | Guests I
[~ Participant has attended [~ Participant is a coordinator
| Press F7 to zoom, F8 for address validation | Dinner |

5. Enter the participant information you want. For more information about adding participant records, see
the Event Management Data Entry Guide.
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6. To save the participant record and return to the Membership Scanning page, click Save and Close on the
toolbar. Jill is now registered for the Playground Opening event.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

IFtIH-‘ Home

& Memberships v <% Add Action

Shrrint w [ B Preview =

4. Edit Event Participant

‘Welcome to The Raiser's Edge 7

Address to print:
Joint member type:

Primary member's addresses
Joint rember and cardholder

Active
N Young Explorers.Aqua
Miss Jill Ashton Kids.Elementary
Card valid to; 10/15/2007

Member since: 02/28/2000
Expires on: 10/15/2007
Last renewed: 10/15/2006
Benefits
Eenefit Count Unit Cost Total Benefitfvalus Sent/Fulfled Comments
Free Admission 1 $15.00 $15.00 3 kids accompanied by
T an adult
, n T-Shirt, 1 $11.00 $11.00 3 children's t-shirts ;l

|5 ession started: A
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Note: The optional module VBA for Advanced Customization enables you to customize The Raiser’s Edge to
meet your specific needs. When you purchase an optional module, you are given a code. You must enter this
code to “unlock” or activate the optional module. For more information, see the Program Basics Guide.

When you have the optional module VBA for Advanced Customization, you can customize The Raiser’s Edge
without boundaries. Visual Basic for Applications (VBA) enables you to “tweak” The Raiser’s Edge to mirror your
organization’s processing and procedural needs. VBA is developmental technology for customizing applications
and integrating them with existing data and systems. For example, you can integrate The Raiser’s Edge with
Microsoft Excel’s chart functions to create custom views of your Raiser’s Edge data.

If you have in-house staff with VBA knowledge, custom solutions for your organization are limitless. You can
create custom business rules, design custom screens, automate sophisticated segment mail processes, create
links to custom reports, print membership cards with photo IDs, and much more. The optional module VBA helps
you simplify your work and increases the effectiveness of The Raiser’s Edge.

Training for the optional module VBA is not required. However, we strongly recommend training due to the
complexity of VBA. As long as you have maintenance, support is available. You can receive assistance in
determining how the VBA objects, methods, events, and properties work with each other and your Raiser’s Edge
software. If you do not have in-house staff with VBA knowledge, Blackbaud offers professional Software
Customization services to meet your needs.

Displaying Additional Fields on the Membership
Scanning Page

Using the optional module VBA, you can include any field in The Raiser’s Edge (as well as fields from other
programs) on the Membership Scanning page. This includes additional fields not included in the Membership
Details box under Display Options in User Options for Membership Scanning.
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» Viewing and editing gift record information from the Membership Scanning page

When you use the optional module VBA to add additional fields on the Membership Scanning page, certain

fields become hyperlinks. By clicking these fields, you can open records to edit information or simply view
more information on the record.

Scenario: Dr. Alan Hayes first learned about your organization when he received a phone call during
the 2007 Phonathon. He expressed an interest in donating a gift. Anne Sinclair, a solicitor at your
organization, took him to lunch and also contacted him several times by telephone. This hard work
paid off, and your organization received a generous gift from Dr. Hayes.

Using the optional module VBA, your in-house VBA expert wrote the code enabling you to include the
Exhibit interest, Total given, Largest gift, and Solicitors display fields on your Membership Scanning
page. When you scan Dr. Hayes’s membership card and view his largest gift, you realize the appeal
and solicitor information has not been added to the gift record. Include the 2007 Phonathon appeal
on the gift record and add Anne Sinclair as a solicitor.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

& Memberships » % Add Action ¥ Add Event Participant Grrint = [& Preview
Card valid to: Exhibit interest:
Address to print: Total given:
Joint member type: Largest gift;
Mernber since: Solicitor:

Expires on:
Last rengwed:

Welcome to The Raiser's Edge 7 Session started:

RS
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2. Scanin Dr. Hayes’s card. His membership information appears on the Membership Scanning page. For
more information about scanning a card, see “Scanning Membership Cards” on page 40.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

& Memberships + % Add Action % Add Event Participant Srrint »  [§ Preview »
Active
Dr. Alan Charles Hayes Arts Program.Patron
Card valid to: 03/30/2007 Exhibit interest: Photographry
Address to print: Primary membet's addresses Total given: $5,500.00
Joint member type: Primary member Largest gift; $5,000.00
Mermber since: 04/21/2007 Solicitor:

Expires on: 04/21/2008
Last rengwed:

| [

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS

3. In the Largest gift display field, click $5,000. The gift record appears.

!B Gift for Alan C. Hayes HE B3
File Edit ‘iew Gift Favorites Tool: Help
[, Save and Close - u|§'|§'|ﬂ 4 » N|—" %' & | ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Canstituent: I.&Ian Hayes QI ID: 185
Gift bype: ICash Reference: I ‘g

Ll

Gift subtype: I Acknowledge: IAcknowIedged j |11£15£2DD?E|

Gift date: |11;1 3/2007 El[ v Letter ”neraIThank Yau v- Benefits |
Amount: [§5,000.00 | Receipt: [Receipted =||11/15/2007 =

Campaign: |Capital Campaign =] Receipt amb/na.: [35,000,00 |
Fund: [Building Fund ~[a]
Appeal: I ﬂﬁl
Package: I jﬁl
v Solicitors ||Anne Sirclair ~ |
Pay method: IDther ﬂ I~ EFT? Ref no. /date: I 113’133’200?@'
| Date added:

| Press F7 to zoom, Shift+F2 to load default values

4. In the Appeal field, select “Internet/Web Site solicitations”.

Note: For more information about editing a gift record and entering data in gift fields, see the Gift Records
chapter in the Gift Records Guide.
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5. In the Solicitors field, enter “Anne Sinclair”.

!a Gift For Alan C. Hayes [_ ]

File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'| u|§' [&- | H 4 » M | -+ '||%'|§'||

¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt

?-|%- |

‘ Canstituent: IAIan Hayes QI I0: 185

Gift type: I Cash

Reference: I ‘g

Gift subtype: | Acknowledge: [Acknowledged 7] [11/15/2007 =]

Gift date: [11/13/2007 =] v Letter ||neraIThankYou w[im]]| Berefis |

L« 1<

Amaunt: [$5.000.00 i Recsipt: [Receipted = [11/1572007 =
Campaigr: ICapitaI Campaign jﬁl Receipt amt/na.: |$5,DDD.DD ﬂl I
Fund: [Building Fund =[sa]
Appeal: IlnternetMeb Site solicitations jﬁl
Package: I jﬁl
w Solicitars “Anne Sinclair ~| &
Pay methad: ID[he[ j = EFT Ref no. /date: I 11.-"13.-"200?@'
|Date added:

| Press F7 to zoom, Shift+F2 to load default values |

6. To save the new information and close the gift record, click Save and Close on the toolbar. You return to
the Membership Scanning page.

#% The Raiser's Edge
Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

& Memberships » 4. Add Action ¥ add Event Participant Srrint v [, Preview »
Active
Dr. Alan Charles Hayes Arts Program.Patron
Card valid to: 03f20/2007 Exhibit interest: Photography
Address to print: Primary member's addresses Total given: $5,500.00
Joint member type: Primary member Largest gift: $5,000.00
Mernber since: 04f21/2007 Solicitor: Anne C. Sinclair

Expires on; 04f21f2008
Last rengwed;

Welcome to The Raiser's Edge 7 Session started:

RS
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» Sending an email from the Membership Scanning Page

Using the optional module VBA, you can easily send an email directly from your Membership Scanning page.
For example, one of your top five donor members comes to the museum today to view a new exhibit. You can
create a custom link on the Membership Scanning page to automatically send an email to your Director of
Development informing her the donor just arrived at the museum. This way, the Director of Development can
take advantage of an opportunity to personally thank the donor for coming to view the new exhibit.

In addition, you can send automatic email using the optional module VBA to many other people. For example,
you may want to send an email to solicitors automatically from the Membership Scanning page when one of
their constituents’ membership cards is scanned to let the solicitor know the member visited your
organization. In the following scenario, you learn about automatically sending the member an email from
Membership Scanning.

Scenario: Using VBA, your in-house VBA expert wrote code enabling you to send an email directly
from the Membership Scanning page. Mary Beth Richardson just came through your line to attend
today’s seminar exhibit about Endangered Species. When you scan Prof. Richardson’s membership
card, send an email thanking her for attending.

1. On the Raiser’s Edge bar, click Scanning. The Membership Scanning page appears.

#h The Raiser's Edge
File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

iy

Member Scan IE:I:— 5

& Memberships v G Add Action ¥, add Event Participant Grrint v [ Preview =

Card valid to:
Address to print:
Joint member type:
Mernber since:
Expires on;

Last renewed:
Ernail:

| [

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

RS
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2. Scan in Prof. Richardson’s card. Her membership information appears on the Membership Scanning page.
For more information about scanning a card, see “Scanning Membership Cards” on page 40.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

‘Welcome to The Raiser's Edge 7 ‘Ssssiun started:

& Memberships = . add Action ¥ Add Event Participant Shrrint v [ &, Preview +
Active
Prof. Mary Beth Richardson Business Level Corporate

Card valid to: 02f26/2008
Address to print: Primary member's addresses
Joint member type: Primary member
Mernber since: 09/30/1995
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3. Click Prof. Richardson’s email address. Your email program opens a new message with Prof. Richardson’s
email address in the To field.
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4. In the Subject field, enter “Endangered Species”.
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5. In the body of the email, enter “Thank you for today’s attendance to the Endangered Species seminar.
Your continuous support and interest in our zoo’s programs are a valued part of our success, Prof.
Richardson!”.
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Thank vou for today's attendance to the Endangered Species seminar, Your contimous support =
and interest in our zoo’s programs are a valued part of our success, Prof Richardson!
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6. To send your email, click Send. Your return to the Membership Scanning page.

Using CardScanned to Create Custom
Barcodes

Using the CardScanned event, the VBA developer can view the membership information scanned before
The Raiser’s Edge does. By doing this, the developer can resolve the scan ID and pass the appropriate
membership and card IDs back to the program for normal processing.

For example, you can use the constituent ID for the barcode on the membership card (rather than The Raiser’s
Edge pre-defined numeric barcode format). Using the CardScanned event in VBA, you can write the VBA code to
load the constituent based on constituent ID. Then, use your code to determine the member and membership

card that returns to the end-user. You can write Ul code for constituents with multiple memberships or multiple
cards.

Using CardScanned, the VBA developer has full control over the possibilities of custom barcodes. Your barcode
can contain as much or as little data as you want (the data must remain within The Raiser’s Edge requirement of
a 3 x9 barcode). For example, you can use this event to support multiple barcode formats or legacy membership
cards. For more information, see the VBA Essentials Guide.
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