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chapter i

What Is In This Guide?

In The Raiser’s Edge & Microsoft Integration Guide, you can learn about integrating The Raiser’s Edge with
Microsoft Outlook, Word, and PivotTables. With these features, you can simplify mail merges using Word, and
create versatile Pivot Reports. You can also synchronize Raiser’s Edge records with Outlook contacts,
appointments, and tasks. You can also learn about the following.

¢ “Create a conditional mail merge in Mail” on page 70

e “Create a new acknowledgement letter from the gift record” on page 114

¢ “Formatting With the PivotTable Property Toolbox” on page 151

e “Using Totals in a Pivot Report” on page 153

e “Manually Installing or Removing the Outlook Integration COM Add-In” on page 172
¢ “Linking Outlook contacts to new Raiser’s Edge constituents” on page 195

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.



blackbaud
chapter 1

Introduction to Microsoft
Office Integration

Outlook Integration. ........ciiiiiiiiiii ittt it iiiitiennrssasssnnsonasssesssansonnssnnsannss 2



2 CHAPTER

Office Integration is designed to tightly integrate The Raiser’s Edge with Microsoft Office 2000, XP, 2003, 2007,
and 2010. Although this integration in some cases replaces existing Raiser’s Edge features with enhanced
functionality, the Office Integration does not mean that The Raiser’s Edge requires Microsoft Office.

Warning: If you use 2007, you must download Collaboration Data Objects, version 1.2.1, from
www.microsoft.com to be completely compatible with The Raiser’s Edge.

To use the Microsoft Office integration features through a terminal session, Office must be installed on the
Terminal or Citrix Server and published out to users.

The Raiser’s Edge integrates with Office in three main areas: integration with Word for creating simple and
conditional mail merges; integration with Excel PivotTables to create customizable Pivot Reports; and integration
with Outlook to enable synchronizing contacts, appointments, and tasks with Raiser’s Edge records.

Word Integration

You can create mail merges to retrieve specific information from your database and use the information with a
Microsoft Word document to create custom letters for your constituents. The Raiser’s Edge is designed with
Word integration to take you seamlessly through the process of creating the data file in The Raiser’s Edge,
creating the documents in Word, and automatically processing the mail merge to create your custom letters. This
integrated process is done in just a few time-saving steps and eliminates the risk of missing any steps as you
create a mail merge. For more information, see “Mail Merge With Microsoft Word” on page 3.

Pivot Reports (Excel Integration)

Excel PivotTables in pivot reports are unique tools you can use to create custom views of your information by
dragging and dropping information previously gathered using a query. With these interactive reports, you can
analyze data and create summaries and reports.

A pivot report is the product of using an interactive PivotTable to summarize, organize, and calculate your
Raiser’s Edge data. With a pivot report, you get a multi-dimensional view of information you choose to include.
You can rotate the rows and columns of a pivot report to see different summaries of your data, filter your data by
displaying different pages, or display the details for specific areas of interest. By using a pivot report, you have
unprecedented flexibility in creating a report that presents information from your database not included in a
standard report. For more information, see “Pivot Reports” on page 123.

Outlook Integration

The Raiser’s Edge can integrate constituent, action, appeal, and (when you have the optional module Event
Management) event records with your Microsoft Outlook contact, calendar, and task records. You can
synchronize the two programs so that records from one program are linked to existing or new records in the
other program. Once records are linked, when you modify the record in one program, the record is automatically
updated in the other whenever you synchronize the programs.

When you integrate the two programs, constituents you add to The Raiser’s Edge can be automatically included
in Outlook as contacts. Additionally, actions, appeals and events you establish in The Raiser’s Edge can appear as
calendar and task records in Outlook. You can also select Outlook contact, calendar, and task records and link
them to new or existing records in The Raiser’s Edge. For more information, see “Microsoft Outlook Integration”
on page 165.
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If you have a version of Microsoft Word prior to Word 2000, you can see the integration options, but you cannot
perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the enhanced features, you
must have Word 2000, XP, 2003, 2007, or 2010 installed on your computer. To use the integration features
through a terminal session, Office must be installed on the Terminal or Citrix Server and published out to users

Warning: If you use 2007, you must download Collaboration Data Objects, version 1.2.1, from
www.microsoft.com to be completely compatible with The Raiser’s Edge.

You can create mail merges to retrieve specific information from your database and use the information with a
Microsoft Word document to create custom letters for your constituents. The Raiser’s Edge Enterprise is
designed with Word integration to take you seamlessly through the process of creating the data file in

The Raiser’s Edge, creating the documents in Word, and automatically processing the mail merge to create your
custom letters. This integrated process is done in just a few time-saving steps and eliminates the risk of missing
any steps as you create a mail merge.

This chapter guides you through linking Raiser’s Edge data files with all the Word documents you need for both
simple and conditional mail merges in The Raiser’s Edge. If you have existing simple mail merge data files and
form letters, you can continue to use the files using the old process. However, we recommend the next time you
need to create a new simple or conditional mail merge, take advantage of the quick steps within The Raiser’s
Edge to easily automate your mail merge. Every step of the old process (which can be complicated) is included
when you select the Blackbaud Simple Word Merge export format or the Blackbaud Conditional Word Merge
export format in Export and the Microsoft Word Mail Merge Wizard in Mail.

Frequently Used Terms

To use Word Integration in Export and Mail correctly, you must have a basic understanding of the different terms
used in both parts of The Raiser’s Edge. If you come across an unfamiliar term when reading this or any chapter in
The Raiser’s Edge documentation, make sure you check the online glossary in the help file.

Available Fields to Export. The Available Fields to Export box contains a list of all the fields and their parent
groups you can use in your export. The fields you can export are based on the type of export you are creating
and other filtering criteria established in the export record. Fields for each export type are listed in categories
of information, which can be expanded to reveal all the fields that fall under each category.

Blackbaud Conditional Word Merge. Use this export format to create conditional mail merges using Microsoft
Word and The Raiser’s Edge. When you select this export format, the Blackbaud Conditional Word Merge
Wizard appears. The wizard helps you select the information you need to create an entire conditional mail
merge, automating the process for you. This includes selecting the conditional field for the mask document
and writing each individual letter to be used in the conditional mail merge.

Blackbaud Simple Word Merge. Use this export format to create simple mail merge documents using Microsoft
Word and The Raiser’s Edge. When you select this export format, an Edit merge document button appears
on the toolbar. Click Edit merge document to open Word and create your simple mail merge document.
When you export the information, your letters generate automatically.

Conditional mail merge. A conditional mail merge combines one data file (exported from The Raiser’s Edge) and
a series of form letters (created in Word). In addition, a conditional mail merge also contains a mask
document (also created in Word). The mask document contains the conditional statements used to select the
form letter the record in the data file receives.
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For example, you are sending letters to every donor who has given to the Playground Site fund or the 2002
Annual Fund to encourage them to donate again. For your conditional mail merge, you will have the data file
containing The Raiser’s Edge fields you need for your letter. You need two form letters— one for those who
donated to the Playground Site fund (Letter A) and one for those who donated to the 2002 Annual Fund
(Letter B). Lastly, you need a mask document containing the conditional statement that if a donor gave to the
Playground Site fund, he receives Letter A or if a donor gave to the 2002 Annual Fund, he receives Letter B.
When the task is complete, a personalized letter for your constituents is created in an efficient, time-saving
manner.

Control report. This is a report summarizing the characteristics of an export. A control report provides detailed
information about an export, including an export’s data file name and the data file location. This report also
displays the multiple fields selected and how many records of information are in the export. We also
recommend you print a control report before deleting any export files to keep a record of all export records
for historic purposes.

Criteria group. A criteria group is defined as a set of related fields from the same record type. For example, the
biographical group contains all the fields found on the main constituent record. There are two types of criteria
groups in export: One-to-One groups and One-to-Many groups. One-to-One and One-to-Many groups
illustrate the relationship between groups of fields. For example, the spouse group has a one-to-one
relationship with the biographical group because each constituent can only have one spouse. The gifts group
has a one-to-many relationship with the biographical group because each constituent can have many gifts.

Data file. The data file is the file containing the actual information extracted from your database. For example, if
your output fields are First Name and Last Name, your data file contains all the first and last names found in
your database (John Doe, Mary Smith, etc.).

Export. An export sends selected information from your database to another software application. When you
export information, it is very much like packing for a vacation. You select the items you want to take (output
fields) and put them in your suitcase (data file) and take your suitcase to your final destination (another
software application).

Note: Export formats are especially important if you are extracting information to send to a mailing house for
address updating and verification, because formats can vary, and each mailing house requires a specific data
format. For more information contact your mailing house.

Export format. An export format determines the way the data extracted from your database appears and with
which software application it is used. Some export formats include Microsoft Excel, Microsoft Access, and

Lotus 1-2-3.

Export record. An export record contains all the output fields selected for your export. This record also stores
information regarding the filters and formatting options selected for certain output fields. If you export
certain information on a regular basis, you can use the same saved export record to run multiple exports.

Export styles. An export style is how data in the data file is presented. In The Raiser’s Edge you can create two
export styles. The flat style is one-row-per-record and suitable for mail merges or easy reporting. The
relational style has separate record types in separate tables.

Form letter. A form letter is a Word document containing the text you want to repeat in each letter.

Mask document. The document in Word that contains conditional statements used in a conditional mail merge.
The conditional statements determine the letter each record in the data file receives.

Mail task. A mail task is the location for all fields, options, and checkboxes specific to a particular mailing process,
such as printing labels or appeal cards. The fields, options, and checkboxes for a mail task are arranged on
tabs so you can access all the information quickly and easily.

Output field. An output field is a field you want to include in your export. These fields correspond to fields found
in The Raiser’s Edge. For example, if you want to export the names of all constituents in your database, one of
your output fields will be Name.
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Parameter file. A parameter file contains all the settings, or parameters, you select for a particular mail task. For
example, if you create envelopes for your Annual Mailing appeal, you can save the settings you select in the
Envelopes mail task as a parameter file. Later, you can open this parameter file and rerun the mailing or alter
the settings as necessary to create a new mailing.

Simple mail merge. A simple mail merge combines one data file (exported from The Raiser’s Edge) and one form
letter (created in Word). The simple mail merge process produces the same letter for all the records contained
in the data file. As a result, a personalized letter for your constituents is created in an efficient, time-saving
manner.

Toolbar Buttons

The Raiser’s Edge toolbar contains buttons representing common commands in Export and Mail. By clicking
these buttons, you can easily perform functions, such as saving, without using the menu bar.

Note: You can set up a user option that enables you to view tooltips that explain the function of each toolbar
command. Tooltips appear when you move your cursor across each item in the toolbar. For more information
about setting up this user option, see the General Options section of the User Options chapter of the Program
Basics Guide.
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Access help topics

|@ Edit merge document ‘
Opens Microsoft Word to create a form letter from Export

"‘;\*{: Conditional merge wizard |

Perform a conditional mail merge from Export

‘:@ Send to Word merge wizard

Perform a mail merge from Mail

The toolbar on the Word document contains buttons representing common commands used in Word. By clicking
these buttons, you can easily perform a function, such as saving, without right-clicking your mouse. Only the main
buttons you use in Word with The Raiser’s Edge are covered in this section. For more information about other
Word toolbar buttons, see the Microsoft help file.

| Inzert Raizer's Edge figld »
Add a Raiser’s Edge field to the Word document

Ingert *Word Field =

Add a Word field within the Word document

| & Save and return to RE7 to Merge ‘

Save the Word document and return to The Raiser’s Edge

Mail Merge Overview

A simple mail merge combines one data file (from The Raiser’s Edge) and one form letter (created in Word). To
send the same letter to all constituents in a mailing, use a simple mail merge.

A conditional mail merge combines one data file (exported from The Raiser’s Edge) and a series of form letters
(created in Word), based on a condition. To send different letters to constituents in a mailing, use a conditional
mail merge. For example, when you send donor acknowledgement letters, you can send constituents who give
less than $100 one letter and those who give $100 or more another letter, based on the value in the Gift Amount
field.

For more information about the differences between a simple mail merge and a conditional mail merge, read this
section.

What is a Simple Mail Merge?

A simple mail merge combines one data file (exported from The Raiser’s Edge) and one form letter (created in
Word). The simple mail merge process produces the same letter for all the records contained in the data file. As a
result, a personalized letter for your constituents is created in an efficient, time-saving manner.

The data file contains information specific to each constituent. For example, you can include the name and
address, gift amount, and gift date for each donor in the data file. You select the fields you want to include in your
letter from Export or Mail.

A form letter is a Word document containing the text you want to repeat in each letter.
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If you have existing simple mail merge data files and form letters, you can continue to use the files using the old
process. However, we recommend the next time you need to create a new simple mail merge, take advantage of
the quick and easy steps within The Raiser’s Edge. Every step of the old process (which can be complicated) is
included when you select the new Blackbaud Simple Word Merge export format in Export and the Microsoft
Word Mail Merge Wizard in Mail. This Word integration process eliminates the risk of missing procedures using
the old process and saves you time.

What is a Conditional Mail Merge?

A conditional mail merge combines one data file (exported from The Raiser’s Edge) and a series of form letters
(created in Word). In addition, a conditional mail merge also contains a mask document (also created in Word).
The mask document contains the conditional statements used to select the form letter the record in the data file
receives.

For example, you are sending letters to every donor who has given to the Playground Site fund or the 2002
Annual Fund to encourage them to donate again. For your conditional mail merge, you will have the data file
containing The Raiser’s Edge fields you need for your letter. You need two form letters— one for those who
donated to the Playground Site fund (Letter A) and one for those who donated to the 2002 Annual Fund (Letter
B). Lastly, you need a mask document containing the conditional statement that if a donor gave to the Playground
Site fund, he receives Letter A or if a donor gave to the 2002 Annual Fund, he receives Letter B. While this may
sound like a complicated task, The Raiser’s Edge creates a conditional mail merge seamlessly as you enter
requested information in a mail merge wizard. When the task is complete, a personalized letter for your
constituents is created in an efficient, time-saving manner.

To create a conditional mail merge in The Raiser’s Edge, you can link exports and mail tasks with Word
documents in just a few time-saving steps. With the click of a button, The Raiser’s Edge seamlessly creates the
mask document and uses it with the data file from The Raiser’s Edge to merge with the form letters in Word.

If you have existing conditional mail merge mask documents, data files, and form letters, you can continue to use
the files using the old process. However, we recommend the next time you need to create a new conditional mail
merge, take advantage of the quick and easy steps within The Raiser’s Edge. Every step of the old process (which
can be complicated) is included when you select the new Blackbaud Conditional Word Merge export format in
Export and the Microsoft Word Mail Merge Wizard in Mail. This Word integration process eliminates the risk of
missing procedures using the old process and saves you time.

Plan Your Simple Malil Merge Letter

Before you create a simple mail merge, you should identify The Raiser’s Edge data you need for your form letter,
including the constituent records and gift fields. This helps in setting the parameters of your task and creating a
data file with the appropriate information.

Think carefully about the letter you want to write before you start extracting data from The Raiser’s Edge. Here is
a list of points to consider before you get started.

U Who should be included in the mailing?
Using Query, determine the records you want to include in your data file. For more information about Query,
see the Query & Export Guide.

U What Raiser’s Edge information is needed for each letter?
This determines which fields you want to include in your data file.

U Where should data appear in each letter?
This determines the order of the fields in your data file.
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Create a Simple Mail Merge in Export

Note: If you have existing simple mail merge data files and form letters, you can continue to use the files using
the old process. You can also cut and paste the old data into a document formatted using the new formats,
converting the old document. However, we recommend the next time you need to create a new simple mail
merge, take advantage of the quick and easy steps within The Raiser’s Edge. Every step of the old process
(which can be complicated) is included when you select Blackbaud Simple Word Merge export format in
Export. The new Word integration process eliminates the risk of missing procedures using the old process and
saves you time.

You create simple mail merges to retrieve specific information from your database and use the information with
a Word letter to create custom letters for your organization. There are many examples of when to create simple
mail merges in Export. You can create them to send action letters, welcome new constituents to your

organization, or send a letter to major donor prospects stating you received a reservation for an upcoming event.

» Create a simple mail merge in Export

In this example, a letter is being sent to major donor prospects letting them know your organization received
a reservation for an upcoming event. You can apply the steps in this procedure to any simple mail merge you
need to create in Export.

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

2. Click New Export. The Create a New Export screen appears. For more information about the Export page,
see the Export chapter of the Query & Export Guide.

Create a Hew Export E

‘what type of export do you want to create?

il Relationshipz
Action

Farticipant
tembership
Job

Export farmat: Comma-Separated Values j

W Include Header

coc |

3. In the What type of export do you want to create box, select “Constituent”.

Note: You can establish your export type and format preferences in User Options. For more information about
Export User Options, see the Export chapter in the Query & Export Guide.
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4. In the Export format field, select “Blackbaud Simple Word Merge”.

‘What type of export do you want to create?

Individual Relationships

Action

" |Event
Participant
Membership
Job

E «pork Format: Blackbaud Simple 'Word Merge

coes |

5. Click Create Now. The New Constituent Export record screen appears.

E. Mew Constituent Export [_ O] x|

File Edit ‘“iew Favontezs Tool: Help
EH > ||1@.||| ? - @ Edit merge document ‘

1:General | Z:0utput I

All Records

‘Head of Household' Proceszing
™ Export only constituents marked 'Head of Household"
™ E=port first constituent found

{* Export both constituents separately

Include these Constituents

[+ Inactve conshituents

[T Deceased conshituents

[+ Constituents with no valid address

[ Create control report % Freviens € Frint

< Banl | Mest » Cancel

Merge Mow |

I 7

Note: If you select All Records, you consider all records found in your database for the export. If you choose

Selected Records, you must use a query. If you select One Record, you locate and use a specific record in your
database.
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6. On the General tab, click Include and choose Selected Records. The Open Query screen appears for you
to select the query. For more information about opening queries, see the Query & Export Guide.

E. New Constituent Export M=l B3

File Edit “iew Favaortes Tools Help

EH > |E @.||| ?'|@ Edit merge document ‘

1:General | Z0utput I

All Records
All Records

™ E=port only constituents marked 'Head of Household'

™ Export first constituent found
% Export both constituents separately

Include these Constitusnts

¥ Inactive constituents

[~ Deceased constibuents

¥ Constituents with no valid address

[T Create control report &8 Freview € Fint

< Back: | Mext = | Cancel |

Ewport Mo |

&

7. Inthe ‘Head of Household’ Processing frame, select Export both constituents separately to specify that
each constituent should have his criteria appear in the export.

8. Unmark all the checkboxes in the Include these Constituents frame. You want to exclude inactive,
deceased, and constituents with no valid address.

Note: We recommend you print a control report. The control report lists the location of the newly created file
and the order of the exported fields. You can do this by marking Create control report and selecting Print on
the General tab or by clicking print on the control report preview screen.

9. To create a control report for the constituent export, mark the Create control report checkbox. A control
report summarizes the export’s characteristics and field criteria.
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10. To preview the control report, select the Preview option.

E. Mew Constituent Export [_ O] x|
File Edt “iew Favontes Toolz Help

EH > ||1 @.||| ? - @ Edit merge document ‘

1:General | Z:0utput I

Selected Records from *Major Donor Prozpect’

‘Head of Household' Proceszing Inzhude these Constituents

" Expart anly constituents marked 'Head of Househald' || T Ihactive constituents

™ E=port first constituent found [ Deceased constituents

{* Export both constituents separately [™ Canstituents with na valid address

¥ Create control report % Preview ¢ Print

4 Back | Mewt > Cancel Merge Mow |

I 7

Note: The first field in the Output box of an export is either the export’s name (for saved exports) or the
export type (for exports not saved).

11. Select the Output tab.

E. New Constituent Export M=l B3
File Edit “iew Favaortes Tools Help

U > |E @.||| ?' @ Edit merge document ‘

Leneral | Z0utput

—Swvailable Figlds to Export — Output
5 how: |<,.f_\||> j 'I% Hew Constituent Export
- Biographical -

Spouze

Aligzes

Credit Cards

Constituent Codes

Solicit Codes

Solicitor Goals

Frirnary Alurmni infarmation
Primary Buziness information
Address

Addrezsee/S alutation

FH Relationships ﬂ

i Find...l Select >®| <-F|emn\-'e| [E| Ecrmats.. IE%'Qriteria... |L|L|

< Back | et | Cancel | Merge Noﬂl

| 4
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Note: For more information about including fields for your export, see the Export chapter of the Query &
Export Guide.

12. Inthe Show field, select a specific group of fields, or select “<All>” to see a complete list of Available Field
categories.

13. To export the first field you want, click the plus sign to the left of the group name to reveal the criteria
field for your data file.

14. Highlight the field and click Select. The selected output criteria field and its parent criteria group appear
in the Output box.

15. Repeat these steps to include the additional fields you want.

E. Mew Constituent Export [_ O] x|
File Edit ‘“iew Favontezs Tool: Help

EH > ||1 @.||| ? - @ Edit merge document ‘

1:General  Z:0utput |

— Availlable Fields ta Esport — Output
Show: |<'.f_\||> j % Hew Constituent Export =
=-E AddresseedS alutation
~0 DateTo -l ol Addressee
~B Fundld “l Salutation
-0 o i =B Addiess
=@ Impart ID 2 Addiess Processing
@ Last Changed By B Addiess line 1
-0 Name B Ciy
- Motes 0 Stae
[ Solicitar Type g =P | |
~B Sort name =-E Relationships
~B  System Recard ID El Assigned Solicitors
- WB& User Field hd il Mame
g I I L DL Fucmt marbicinshbioens
i i | Find...l Select -> <-Flemu:uve| [l Fommat.. I iy Eriteria.. |L|
< Back | HEpts | Cancel | terge Now |

I 7

A form letter is a Word document containing the text you want to repeat in each letter.
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16. On the toolbar, click Edit merge document. Word opens to a new screen automatically for you to create
your form letter.

il BB1_9.doc - Merge document for New Constituent Export HEE
J File Edit “iew Insett Fomat Tools Table ‘window Help ﬂ‘

IDeEgalayiaad s o wBE= 8@ = @,
B 7 U|==
J«»

¢ Insert Raiser's Edge field = Insert \word Field ~ u Save and retum to RET to Merge |

[e]

—

JNormaI = TimesMNewRoman = 12 =

[Page 1 Sec 1 i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

@| lﬂ £ 5 |+ BE1 1 - Merge document for Mew Constituent Expart o = 2R

m Horme Insert Page Layout References Mailings Review e Add-Ins [~ 0

sec Insert Raiser's Edge field = Insertword Field H Save and return to RET to Merge

Custom Toolbars

1

“ 0w 4

4 [ M ] »
Fage:lof1 | wordsio | of | IEEEE T

m
E
E
®

0]
-
3

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the integration options,
but you cannot perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the
enhanced features, you must have Word 2000, XP, 2003, 2007, or 2010 installed on your computer.
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17. Click Insert Raiser’s Edge field on the toolbar. A list of the fields in the data file appears.

JE\Ie Edit View Inzeit Fomat Tools Table Window Help il‘

IDzEaaldy | iBBado-o- APAOE=8 8T = =G,

JNormaI ~ TimezMNewRoman = 12 = | B 7 O ”EEE i= &~ A,
o Inzert Raiser's Edge field = st wiord Field ~ uSave and return to RET ta Melge|
Addlessee:‘ﬁa\utatiun-b.,.‘.1“.,...2..‘...3.‘.,”.4.....‘5.....‘._ =

Addiess »

Relationships
Event participations

B EEE| »

[Page 1 Sec 1 i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

For Microsoft Word 2007 and 2010, the Raiser’s Edge toolbar appears on the Add-Ins tab of the Microsoft
Word ribbon.

Wl A < 5 |= BE1_1 - Merge document for Mew Constituent Export = [ 5%
m Home  Insert  Pagelayout  References  Mailings  Review  View | AddIns o @
e |Insert Raizer's Edge field ~ | Insert Word Field - H Sawe and return to RET to Merge
Addressee/Salutation #
Address »
— Event participations » |stom Toalbars
Relationships » £
-
-
+
o
T
4 [ i »
Page: Lol | Words: 0 | <5 | [l = = % (o) ! @)

18. To place a field in the form letter, place your cursor where you want the field in Word.
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19. Select the field you need from the Insert Raiser’s Edge field list to add the field.

ITE. BB1_9.doc - Merge document for Hew Constituent Export [_T2]x]
J File Edit View Insett Format Tools Table Window Help il‘

== REE I

JNormaI ~ Times NewRoman = 12 =

PRS- [MEOES= SR T = 5@,
B7u|== A
%7 | Insert Raiser's Edge field = rsert ard Field + uSave and return to RET ta Melge|

Addres i e

Address
Relationships

H

Ewent participations

S E|

«CnddrBal Addressees

[Page 1 Sec 1 i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

|E| H (4 |= BEE1 1 - Merge document for Mew Constituent Export o B 2R
Home Insert Page Layout References Mailings Review e Add-Ins [~ e
e |Insert Raiser's Edge field = | Insert'Word Field H Save and return to RET to Merge
AddresseefSalutation  F Addresses
Address r

Event participations #1 »+ 15tom Toalbars

Relationships 3

g

«Chadrsal_addressess

o wA

4 [ I ] »
Page:1ofl | wordsil | <5 | IEEERE 100% (~) v ()

Note: By selecting Tools, Spelling and Grammar from the menu bar, you can make sure you do not have
spelling mistakes in your form letter. You can also search for a different word to use, with the same meaning,
by selecting Language, Thesaurus from the Tools menu bar. You can find similar Word integration on Notepad
screens in The Raiser’s Edge. On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling
from the menu bar; or click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7
on your keyboard or select Tools, Thesaurus from the menu bar to access the thesaurus.
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As you write your text for the form letter, repeat these steps to continue placing the fields you want in the
letter.

il BB1_9.doc - Merge document for New Constituent Export [_[5] %]

JE\Ie Edit Wiew Inset Format Tools Table Window Help ﬂ‘
IDdaaky|imadv-o RBEOR= 8B T & - @,

JNormaI = TimesMNewRoman = 12 =

B 7 U|

J 7 Inset Raiser's Edge field = [re= t/ord Field - [ Save and retumn to RET to Merge |

O TR RN R KRS KRN RERE SRR RERNRRRY: T~

«CnadrBal Addressees
“CnadradtProc_Addelinels
#CnadradtProc_Citys, «CnadrAdeProc_States «CnddrddrProc Z1Ps

Dear «CnédrSal Salutations,

We hawre recefved your reservation for the «CoPrt_1_01_Ev Marnes on
«CnPrt_1_01_Ev_3tart_Dates. We are thrilled you plan to join us for this very exciting
day

You will get an mvitation and schedule for the day very soon. If you have any questions
at any time, please contact «CnRel3ol_1_01_Mamey or myself.

. Kindest Regards,
L -
- Betsy Srith ]
Director of Event Plannitg E
=|=|=]= »
[Page 1 11 (A 42" Inis col1 REC [ Eor |60 [Engish(u.s | G
@| H |= BE1 1 - Merge document for Mew Constituent Export (= C1
Horme Insert Page Layout References Mailings Review e Add-Ins [~ e
sec Insert Raiser's Edge field = Insertword Field H Save and return to RET to Merge
Custom Toolbars
Lix]
-

«CnAdrial Addressees
aCnadradProc_Addrlinels
«CnidrAdrProc_Citys, «CnAdrAdrProc_States «CnAdrAdiProc_ZIP»

Dear «CnAdrBal Bahatations,

We have received your reservation for the «CnPri_1_01_Ev_MNames on

«CnPrt 1 01 Evw Start Dates. We are thrilled you plan to join us for this very exciting
day.

You will get an invitation and schedule for the day wery soon. If you have any questions
at any time, please contact «CrRelSol 101 _Mames or fyself.

Kindest Fegards,

“ 0w 4

Betor Smith
1 | M | »

Fage:1ofl | wordsio | o |
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21. To return to Export to continue the mail merge process, click Save and return to RE7 to Merge. You return
to the New Constituent Export screen.

E. New Constituent Export M=l B3
File Edit “iew Favortes Toolz Help

EH > |E @.||| ?- @ Edit merge document ‘

1:General  Z:0utput |

—Swvailable Figlds to Export — Output
Show: |<,.f_\||> j F% Mew Constituent Export =
E-E AddressesS alutation
~B DateTo :I 0 Addiesses
~@ Fundld -l Salutation
~@ 1D _ =-E Address
~B  Import ID =B Address Processing
- Last Charged By ] address line
@ Name
- Motes
[ Solicitar Type | |
<@ Sort name =-E Relationships
@ System Record ID E| Assigned Solicitars
- WBA User Field hd B Mame
J I I L = Fuamt marhicinsbioess
i Find...l Select -> <-F|emn\-'e| H Ecrmat. I iy Eiiteria. |L| ]
< Back | [HErt | Cancel | terge Now |

| 4

22. To begin the mail merge, click Merge Now. The Export file name screen appears.

Export file name EHE

Save in; I@MyFiles j <] ¥ ER-

: File name: I j Save I
My Network P...
Save &3 type: IW'ord Document (% doc) j Cancel |

%

23. In the Save in field, assign a location to your data file. For example, you may want to save this to
C:\MyFiles, or another folder in which you prefer to store information.

24. In the File name field, enter “ProspectLetters” to name the data file for the export.
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25. The value in the Save as type field defaults to the export type you selected on the Create a New Export
screen.

Export file name EHE

Save in; I@MyFiles j <] ¥ ER-

File name: IProspectLetters.doc j Save I
Save as type: IW'ord Document [* doc) j Cancel |

%

Note: When you click Save on the Export file name screen, the data file you are saving contains information
exported from your database. Later in this procedure, you will save the export record, which contains the
criteria established on the General and Output tabs to use in other exports.

26. Click Save. The mail merge processes, and a processing screen appears.

Merging Data EI

o YWword iz creating the document, please wait...
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Your merged letters appear automatically in Word.

ITE. ProspectLetters.doc - Microsoft Word [_T2]x]
JE\Ie Edit View Insett Format Tools Table Window Help Acrobat il‘
IDeEseahy| i 2ad o-c APAOR=4ET ox -0,

JNormaI + TimesMewRoman = 12 = | B £ O | 1= = iE i |E| - A

BB

(o] D235 Seeaeees o

Wir. and s Dustin 3. Andrews, Jr.
4859 Philpot Lans
Ninneapolie, WM 55403

Dear Mr. and Wrs. Andrewrs,

We hawe recetved your reservation for the Walle-A-Thon on 07/31/2004. We are thrilled
you plan to join us for this very exciting day.

You will get an invitation and schedule for the day very soon. If you have any questions
at any time, please contact David Murphy or myself.

Kindest Regards,
Betsy Smith 5
Director of Event Plannityg B
=« »
Ser 4 117 [ Iy ol ReC [Rx B2 [evr [Engishies | [ G
@| d = ProspectLetters - Microsoft Word o = 2R
Horme Insert Page Layout References Mailings Review e Add-Ins [~ e
sec Insert Raiser's Edge field = Insertword Field H Save and return to RET to Merge
Custom Toolbars
Lix]
-

Wir. and Mrs. Dustin 3 Andrews, Ir.
4850 Philpot Lane
Minneapolis, WM 55403

Drear Wir. and Wrs. Andrews,

We have received your reservation for the Walls-A-Thon on 0773172004, We are thrilled
you plan to join us for this very exciting day.

You will get an invritation and schedule for the day very soon. If you have any questions
at any time, pleaze contact Dawid Murphy or myself.

Kindest Regards,

Foatorr Cenith
Il [ M |
Fage:1ofl | wordsio | o | [ElE R

Note: If you want to print the letter, select File, Print from the menu bar.

27. To close Word, select File, Exit from the menu bar. You return to Export.
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28.
29.

30.

31.
32.
33.
34.

Because you marked the Create control report checkbox and selected Preview on the General tab, the
New Export Control Report preview screen appears.

A New Export Control Report | _[=] x|

x| 4 4 Tl bV ou & F ke oo Z][ [ [ék Tows  oox ofg

Preview

Export Control Report

OQutput data file created: C:\MvFiles\Prospectletters.doc

Group Field Header
Addressee/Salutation

L. Addressee CnéidrSal Addressee =

2 Saluntation CnédrSal Salmtation
Addressibddress Processing

3. Address line 1 CnédridrProc Addidinel

4. City CnédradrProc City

5. State CnéidridrProc State

6. ZIF CubdrbdrProc ZIP
Relationshipslbssizned 3olicitors(1)

7. Hame CnFelSol 1 01 Name
Event participations(1 1 Event

2. Name CnPrt 1 01 Ev Name

9. Start Date CuPrt 1 01 Ew Start Date

T

To print the Export Control Report, click Print on the toolbar.

To close the preview screen, click the red “X” on the left hand top corner of the screen. You return to the
export record.

To save the export record, select File, Save As from the menu bar. The Save Export As screen appears.

Save Export Az E3 |

Ewport name: I Save

Description: Cancel |

Expoit type; |Eunstituent j

[+ i Other users may run this export §

[ Other users rmay modify this expaort

In the Export name field, enter “Prospect Letters Export”.
In the Description field, enter “Walk-a-Thon letter sent to prospective donors”.
The Export Type field is disabled because you selected Constituent on the Create a New Export screen.

If you want to authorize other users to run your export, mark the Other users may run this export
checkbox.
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35. If you want to authorize other users to change your export, mark the Other users may modify this export
checkbox.

Save Export As

Export name: IPrnspect Letters Export Save I

Description: [i/alk-a-Than letter zent ta prozpective donore Cancel |

Export type: IEnnstituent j

[v Other users may un this expart

[v Other users may madify this expart

36. Click Save. The export record is saved and appears in the list on the Export page.
Create a Simple Mail Merge in Mall

Note: If you have existing simple mail merge data files and form letters, you can continue to use the files using
the old process. You can also cut and paste the old data into a document formatted using the new formats,
converting the old document. However, we recommend the next time you need to create a new simple mail
merge, take advantage of the quick and easy steps within The Raiser’s Edge. Every step of the old process
(which can be complicated) is included when you generate the Microsoft Word Mail Merge Wizard in Mail. The
new Word integration process eliminates the risk of missing procedures using the old process and saves you
time.

Simple mail merges are created so you can retrieve specific information from your database and use the
information with a Word letter to create custom letters for your organization. There are many examples of when
to create simple mail merges in Mail. You can create them to send Appeal Cards, Donor Acknowledgement
Letters, Follow-up Letters, Honor/Memorial Acknowledgement Letters, Membership Cards, Quick Letters,
Receipts, Reminders, Renewal notices, and Volunteer Follow-up Letters.

» Select records for a simple mail merge in Mail

In this example, a donor acknowledgement letter is being sent to all donors who gave a gift today. You can
apply the steps in this procedure to any simple mail merge you need to create in Mail.

Note: This chapter explains how to select parameters from the most important tabs in Mail for completing a
mail merge. These tabs are the General and Fields to Include tabs. For information about selecting parameters
from the Filters, Gift Types, Attributes, Ind. Address, Org. Address, Postal, and Format tabs, see the Mail Guide.

1. On the Raiser’s Edge bar, click Mail.
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2. From the list on the left, highlight the Donor Acknowledgment Letters mail task.

i The Raiser's Edge

File Edit Wiew Go Favaortes Taools Help

4 Back & Fnrward‘ Open ih separate window

=\

-
]

|F||1-' Home

i

JHew ' |0pen 3 Delete

[_[5]x]

-

Appeal Cards
Cards

E Do

'_j Envelopes
j Follov-up Letters

] Honor/Memorial Acknowle
3] Label Truncation Feport

) Labels

j tMembership Card Truncat
j tMembership Cards

3 Name Tags

] Phonathon Forms

) Place Cards

j Pledge Reminder Report
] Quick Letters

] Receipt Report

j Receipts

) Reminders

] Renewal Motices

Date Created
0

Created By

ement Letter of

é Wolunteer Follow-up Leller;l

[ Only show my reports

‘Welcome ta The Raiser's Edge 7

n Donor Acknowledgement Letters exports fields for constituents who have given gifts

4

3. To create a new Donor Acknowledgment mail merge, click New on the action bar. The New Donor

Acknowledgement Letters screen a

lQ New Donor Acknowledgement Letters
File  Edit Help

= Wy =

Favarites

?3@ Send to Word merge wizard |

ppears.

IIE 3

E: Ind. Address

1. General | 2: Fields to Include |

All records

7 Org. Address I

& Farmat

2 Filkers | 4 Gift Tupes | 5 Attributes

r Include Gifts with these Dates
Date to use: I Gift date

[
[

Date: I Include all dates

— Soft Credit Gifts Ta

@ Donor

" Soft credit recipients
 Both

Uze distribution on gift j

Uze distnbution on gift j

Include these Constituent:
¥ Inactive constituents

[ Deceaszed constituents

W Congtituents with no valid address

 Credit Matching Gifts To

" Donor & MG Company  Both

[T Create IConstituent 'Ioutput query

¢ Bach | Mest » | Cancel |

Export... | teme. .. |

Note: If you select All Records, you consider all records found in your database for the export. If you choose
Selected Records, you must use a query. If you select One Record, you locate and use a specific record in your

database.
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4. On the General tab, click Include and select All Records.

lQ New Donor Acknowledgement Letters HE E
File Edit Favortes Help

= Wy = I

B Ind. Address | 7 Org. Address I 8 Format |
1: General | 2: Fields ta Include | 2 Filters | 4: Gift Types | 5 Attibutes

g;g Send to 'Word merge wizard |

All records

AlRe Es
Selected Records. . l

One Record... m

— Soft Credit Gifts Tao Inczlude these Constituent

& Danar ¥ Inactive constituents

 Soft credit recipients IUSB distribution on gift j [ Deceased conslituents

 Both IUSE distribution on gift j ¥ Corstituents with no valid address
— Credit Matching Giftz To

" Donor & MG Company  Bath

[T Create IConstiluent 'I output guery
< Bach | Mext = | Cancel | Export... | Merge. .. |

5. In the Date to use field in the Include Gifts with these Dates frame, select “Gift date” because you are

basing the record selection on when the gift was received.

Tip: You can also select “Last week”, which refers to the previous Sunday through Saturday.

6. In the Date field, select “Today”.

lQ New Donor Acknowledgement Letters HE E
Eille Edit Favortez Help

(= RNy e A

E: Ind. Addrezs I 7 Org Address | &8 Postal I 3 Format |
1. General | 2 Fields to Include | 2 Filkers | 4 Gift Tupes | 5 Attributes

Include. . | All records

i Include Gifts with these Dates

4@ Send toWord merge wizard |

Date to use: I Gift date ﬂ
Date: I Today j
— Soft Credit Gifts Ta Include these Constituent:
& Donor ¥ Inactive constituents
" Soft credit recipients | Lse distribution on gift j [~ Deceased constituents
" Bath Uze dighibution on gift j W Congtituents with no valid address
 Credit Matching Gifts To
@ Donor ™ MG Company  Both

[T Create IConstituent 'Ioutput query
¢ Bach | Mest = | Cancel | Export... | teme. .. |
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7. For this example, leave the defaults for the checkboxes

and options in the Soft Credit Gifts To, Include

these Constituents, and Credit Matching Gifts To frames. For more information about these frames, see

the Mail Guide.

Note: An output query is a static query of all records included

in a mailing. You can choose either a constituent

or a gift query. A constituent query is based on constituent records. A gift query includes gift records. For

example, when printing acknowledgement letters for a group

of donors, you can create an output query

containing the names of all constituents who received an acknowledgement letter. Later, you can use this
query to print address labels or envelopes to mail with the letters. For more information about queries, see the

Query & Export Guide.

8. Leave the Create output query checkbox unmarked. To

create an output query of records included in this

mailing for possible future use, at the bottom of the General tab, you can mark the Create output query

checkbox. The corresponding field becomes enabled.

lQ New Donor Acknowledgement Letters
File Edit Favortes Help

(= N i =

%@ Send bo Word merge wizard

[0 %]

8: Postal

E: Ind. Address
’ & Gift Types

1
Include... | All records

I 7 Org. Address |
2: Fields to Include I 2 Filkers I

I 9 Format
I 5 Attributes

 Include Gifts with these Dates
Date to uze: I Gift date

[
[ |

Diate: I Today

Include these Constituent

 Soft Credit Gifts To

& Donar W Inactive constituents
" Soft credit recipients | Lse distibution on gift j [~ Deceased constituents
" Both Use distribution on gift ﬂ ¥ Constituents with no valid address
— Credit Matching Giftz To
" Donor {* MG Company  Both
[~ Create IEonstituent 'I output query
¢ Bach | Mest » | Cancel | Export... | teme. .. |

To learn about selecting fields for a simple mail merge in Mail, see “Select fields for a simple mail merge in

Mail” on page 25.

Select fields for a simple mail merge in Mail

Once you select the records you need for your simple mail merge, select the fields you need for your data file.

Any field you select on the Fields to Include tab will be ava

ilable for you to use in the Word form letter. For

more information about selecting records, see “Select records for a simple mail merge in Mail” on page 22.

Note: This chapter explains how to select parameters from the most important tabs in Mail for completing a

mail merge. These tabs are the General and Fields to Include

tab. For information about selecting parameters

from the Filters, Gift Types, Attributes, Ind. Address, Org. Address, Postal, and Format tabs, see the Mail Guide.
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1. On the New Donor Acknowledgement Letters screen, select the Fields to Include tab.

lQ New Donor Acknowledgement Letters HE E
Eille Edit Favortez Help

= Wy = I

%@ Send bo 'Word merge wizard |

B Ind. Address I T Org. Address | 8 Postal I 3 Format |
1: General 2: Fields ta Includa I 2 Filters | 4: Gift Tupes | 5 Attibutes
Send one |etter to each donor: Ipe[ gift vl ‘
Ayvailable Fields: Figlds bo E sport:

= {11 e |

Relationships
HondMem
tembership
Gifts

Address
Attributes j

a4 Find...l Eard

The addrezs to print iz defined on the [ndividual/Organization Address tabs. |f a phone number iz
chozen the zelected phone twpe for that address will be printed.

< Back | Mext = | Cancel Export... | Merge. .. |

Addressee/S alutation >
<

Note: If you have default fields in the Fields to Export box, highlight the fields you do not want and click the
left arrow to move the fields to the Available Fields box.

2.

In the Send one letter to each donor field, select “per gift” to generate one letter for every gift donated.

Sometimes a constituent donates more than one gift that meets the criteria selected on the mail task. In
the Send one Letter to each donor field, you need to select whether to send one letter for each gift
donated or one letter per constituent, regardless of the number of gifts each donated. If you choose “per
gift”, a constituent receives a letter for every gift donated. If you choose “per donor”, each donor receives
one letter summarizing all their gifts.



MAIL MERGE WITH MICROSOFT WORD 27

3. First, you are going to select the addressee for the letter. The addressee is the constituent’s name,
however you wish to format it, that accompanies his address at the top of the letter. From the Available
Fields box, double-click the folder next to Addressee/Salutation. The fields available for this category
appear.

I3 New Donor Acknowledgement Letters HE E
File Edit Favortez Help

=] | E | ? - | ?@ Send to Word merge wizard |

B Ind. Address I 7 Org. Address I 8 Format
1. General 2: Fields to Include I 2 Filkers I & Gift Types I 5 Attributes
Send one letter to each donor: Iper gift vl ‘
Axailable Fields: Fields ta Expart:

- [ptions,.. |

Additional Addresses
Additional 5 alutation
Addresses

t- 2] Salutation

[~ | Relationships

[ |HondMem ;I

a4 Find...l |

The address to print iz defined on the [ndividual/Organization Address tabs. |f a phone number is
chozen the zelected phone twpe for that address will be printed.

¢ Back | Mest » | Cancel Egport...l Merge...l

Note: If you highlight a folder in the Available Fields box and click the right arrow, you move every field
available in this folder to the Fields to Export box.

4. Under the Addressee/Salutation folder, highlight Addressee and click the right arrow. The Customization
Options for Addressee screen appears.

Customization Options for Addressee [ |

@ Marne formats Addressee/Salutation To Use
=+{_7) Constituent
i [F] Individual

Organization Uze this addiezsessalutation from Configuratior:
i |Z] Contact k. and Mrs. William H. Smitk, Jr., Class of 1380 j

= Fram individual = Fram Caonfiguration & Usze individual name

Cancel |

Note: For more information about defining formats for Addressees/Salutations, see the Configuration chapter
of the Configuration & Security Guide.
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5. In the Addressee/Salutation To Use frame, select From individual. You want to select the specific format
to use for the addressee, which you have established on the donor’s record.

6. Inthe Use this addressee/salutation if present on the Individual field, select “Primary Addressee”. In the
Otherwise use field, select <Full Name>.

Customization Options for Addressee
I Mame formats r Addreszee/S alutation To Use
=I-_5) Comstituent o o o
; Individual " From individual " From Configuration " Use individual name

Organization Ilze thiz addressee/zalutation if present am the Individual:
i [B] Contact IF'rimaly Addreszes j

Othenwize use:
I <Full Mame: j

Cancel |

The name format you choose for Addressee will appear with the constituent’s address at the top of the
letter.

Click OK. You return to the New Donor Acknowledgement Letters screen.

8. In the Addressee/Salutation folder, highlight Salutation and click the right arrow. The Customization
Options for Salutation screen appears.

9. In the Addressee/Salutation To Use frame, select From individual.

10. Inthe Use this addressee/salutation if present on the Individual field, select “Primary Salutation”. In the
Otherwise use field, select <Full Name>. You want to use the Primary Salutation you have stored on the
donor’s record. If this option is not present, you want to use the constituent’s full name as the salutation

for your letter.

Customization Options For S alutation [ |

@ M ame farmats —Addressee/Salutation Ta Use
=+{_7) Constituent o . .
\ndiviclusl & From individual = Fram Caonfiguration i Usze individual name
Organization Use this addresseessalutation if present on the Individual:
Contact IF'rimar_l,l S alutation ﬂ

Othemwize use:
I <Full Mamnes j

Cancel |

The name format you choose for Salutation will appear after the “Dear” in the letter.
11. Click OK. You return to the New Donor Acknowledgement Letters screen.
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In the Fields to Export box, Addressee/Salutation.Addressee and Addressee/Salutation.Salutation now
appear. To make any changes to your selections, highlight one and click the Options button on the right.

A3 New Donor Acknowledgement Letters [_ [}

File Edit Favortez Help
[ = ? - ?@ Send to ward merge wizard

B Ind. Address ] T Org. Address ] 8 Postal ] 3 Format ]
1. General 2: Fields to Include l 2 Filkers ] 4 Gift Types ] 5 Attributes ]
Send one letter to each donor: | per gift -
Axailable Fields: Fields ta Expart:
—_|Bio1 - =] addressee/S DOptions...
_ 1Bin2 :
[ 10rg1
— 10mng 2

| Addressee/S alutation
i 2] Additional Addressee
Additional !
| Relationships
[ HondMem
| Membership
) Gifts =|

#4 Find.. alld

The addrezs to print is defined on the [ndividual/Organization &ddrezs tabs. |f a phone number is
chiosen the selected phone twoe for that address will be printed.

< Back | Mext » | Cancel Export... Merge. ..

Tip: Itis not necessary to select fields in the exact order you want them to appear in the letters, but it is
helpful.

12. You are now ready to select your address for the letter. In the Available Fields box, double-click the folder
next to Address. The fields available for this category appear.

A& New Donor Acknowledgement Letters [_ [T =]
File Edit Favortez Help

EH &= % - | 58 Send to Word merge wizard

B Ind. Address ] 7 Org Address ] 8: Postal ] 9 Format ]
1. General 2: Fields to Include l 2 Filkers ] 4 Gift Types ] 5 Attributes ]
Send one letter ta each donor: | per gift -
Available Figlds: Fields to Expart:

S| AddresseedS dutation Addresses Options...

[EU

- |Z] Endaorzement line
- [Z] Address barcode
- |Z] Country

- |Z] Address Block

- |Z] dddress Lines

- 2] Address line 1

- 2] Address line 2

- 2] dddress line 3

- 2] Address line 4

- 2] Address line 5 ﬂ

@& Find... +| ¥

The address to print iz defined on the Individual/Organization Address tabs. |f a phone number is
chozen the zelected phone twoe for that address will be printed.

< Back | Mext = | Cancel | Export... Merge. ..

13. Highlight Address line 1 and click the right arrow. Address.Address line 1 appears in the Fields to Export
box.
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If you select Address Block, all address data exports in one field.

Note: You select the specific address you want to mail the letters to on the Ind. Address and Org. Address tabs.
14. Repeat this step for City, State, and ZIP Code so they all appear in the Fields to Export box.

lQ New Donor Acknowledgement Letters HE E
Eile Edit Favortez Help

= | £ | ? - | S8 Send to word merge wizard |

E: Ind. Address | 7 Org. Address I & Farmat

1. General 2: Fields to Include | 2 Filkers | 4 Gift Tupes | 5 Attributes
Send one letter to each donar: Ipe[ gift vl ‘
il i Fields to Export:
§ AddrezzeedS alutation Addressee S (I |

- [Z] Address barcods AddresseedS slutation. 5 alutation

- |Z] Address Block Address. Address line 1

- 2] Address line 2 Address City

- [B] Address line 3 A Address State

- 2] Address line 4 Address.ZIF Code

- 2] &ddress line 5 ﬂ

- [2] Address Lines

- 2] CART

- [Z] Caurtry i

- [Z] Caunty =l =

Find...l |5

The addrezs to print iz defined on the [ndividual/Organization Addrezs tabs. |f a phone number iz
chozen the zelected phone twpe for that address will be printed.

¢ Back | Mest » | Cancel | Export... | teme. .. |

15. Next, you will select gift information to include in the letter. From the Available Fields box, double-click
the folder next to Gifts. The fields available for this category appear.

lQ New Donor Acknowledgement Letters HE E
Eile Edit Favortez Help

= | E | ? - | S8 Send to word merge wizard |

E: Ind. Addrezs I 7 Org Address | & Postal I 3 Format |
1. General 2: Fields to Include | 2 Filkers | 4 Gift Tupes | 5 Attributes
Send one letter to each donor: Ipe[ gift vI ‘
Available Fields: Figlds to E sport:
AddrezzeedS alutation Addressee [ptions:.. |
- [2] Gift type [~ AddresseedS alutation S alutation
- |Z] Gift subtype Address.Address line 1

- 2] Gift date Address.Address line 2
B Arnount 1 Address Address line 3
- |Z] Pledge amount Address. Address line 4
- Z] Pledge Balance Address. Address line 5

- [Z] Campaign 1D Address. City
- [2] Campaign description Address. State
- ] Fund ID B A

- [Z] Fund description ﬂ

Find.. Eard

The address to print iz defined on the Individual/Organization Address tabs. |f a phone number is
chozen the selected phone twoe for that address will be printed.

¢ Back | Mest » | Cancel Egport...l Merge...l
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16.

17.

18.
19.

20.

Double-click Gift date. The Field Options screen appears.

Field Options ]|

Pleaze specify which *Window date format to uze.
[The formats are defined in Control Panel. ]

£ Short date

] Caticel |

Because you want the gift date to appear as “Monday, December 09, 2003” in your letters, select Long
date.

Click OK. Gifts.Gift date (Long date) appears in the Fields to Export box.

Because you want the gift amount to appear in the body of the letter, in the Available Fields box,
double-click Amount. Gifts.Amount appears in the Fields to Export box.

Because you want the fund to which the gift was donated written out in the letter, in the Available Fields
box, double-click Fund description. The Field Options screen appears.

Field Options E3
Mumber of Fund description fields to export; I‘I EI

Caticel |

Note: This chapter explains how to select parameters from the most important tabs in Mail for completing a
mail merge. These tabs are the General and Fields to Include tabs. For information about selecting parameters
from the Filters, Gift Types, Attributes, Ind. Address, Org. Address, Postal, and Format tabs, see the Mail Guide.

21. Inthe Number of Fund description fields to export field, enter “1” to include only one fund description

per gift in your mailing.

Including only one fund description per gift does not mean you are only considering gifts given to one
fund. This means that for every gift you include in your mailing, you want to include the description of
only one fund, instead of three fund descriptions. For example, for a gift that was split between three

funds, the name of only one of those funds appears in the letter.
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22. Click OK. Gifts.Fund description (1) appears in the Fields to Export box.

lQ New Donor Acknowledgement Letters HE E
Eile Edit Favortez Help

] | E | ? - | 33@ Send to*#/ord merge wizard |

B Ind. Address I T Org. Address | 8 Postal I 3 Format |
1: General 2: Fields ta Include | 2 Filters | 4: Gift Types | 5 Attibutes

Send one |etter to each donor: Ipe[ gift vl ‘
Avvailable Fields: Figlds bo E sport;
|5 Gifts ﬂ Address.Address line 2 ;I Options... |

Gift type Address Address line 3

Gift subtype J Address Address line 4

Fledge amourt Address Address line 5

Pledge B alance Address. City

Campaign 1D Address. State

Campaigh description Address ZIP Code

Fund ID Giftz. Gift date [Long date)
B &ppeal D Gifts. Amount

Appeal description
Package 1D j

¢ Find. | |

The addrezs to print is defined on the [ndividual/Organization Address tabs. |f a phone number is
chosen the selected phonhe twoe for that address will be printed.

B Gifts.Fund description (1)

< Back | Mext = | Cancel | Export... | Merge. .. |

This chapter explains how to select parameters from the most important tabs in Mail for completing a
mail merge. These tabs are the General and Fields to Include tabs. For information about selecting
parameters from the Filters, Gift Types, Attributes, Ind. Address, Org. Address, Postal, and Format tabs,
see the Mail Guide.

To learn about creating a simple mail merge in Mail, see “Create a simple mail merge in Mail” on page 32.

» Create a simple mail merge in Mail

Once you have selected the records and fields you need for your simple mail merge, you can begin creating
your mail merge. For more information about selecting the records you need, see “Select records for a simple
mail merge in Mail” on page 22. For more information about including fields for your data files, see “Select
fields for a simple mail merge in Mail” on page 25.

1. Once you complete selecting the parameters for your simple mail merge, click Send to Word merge
wizard. The Save Mailing As screen appears.

Save Mailing As E
b ailing name:l | Save I

Description:
= P Cancel |

¥ Other users may un this Mailing
™ Other users may modify this Mailing

2. In the Mailing name field, enter “Gift Acknowledgement Letters”.
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3. In the Description field, enter any additional information you want. For example, you can enter “Simple
mail merge sent on a weekly basis to constituents.”

Save Mailing As

t ailing name: |Gift.-’-‘n.c:knowledgemenl Letters ‘ Save |

Description: [5; i i i
b P Simple maill merge sent on a weekly basis to constituents. Bzl

W Other users may un this Mailing
[ Other users may modify this Mailing

4. If you want to authorize other users to run your mailing, mark the Other users may run this Mailing
checkbox.

5. If you want to authorize other users to change your mailing, mark the Other users may modify this
Mailing checkbox.

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the integration options,
but you cannot perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the
enhanced features, you must have Word 2000, XP, 2003, 2007, or 2010 installed on your computer.

6. Click Save. The Microsoft Word Mail Merge Wizard appears.

Welcome to the Word mail merge wizard

[
Thiz wizard will walk pau through the steps needed to create a Microzoft
Wword mail merge document.

The first ztep in creating a mail merge document iz o
export the data from The Raizer's Edge.

Click 'Mext' to export the data now uzing the fieldz and
critenia you defined in the mailing 'Gift Acknowledgement
Lefters'.

7. Click Next. A message appears, asking if you want to mark the gifts as Acknowledged.

| Cancel

The Raiser's Edge [ <]

\?1) Do pou want to mark giftz included i thiz run as “Acknowledged'?

ez Mo |
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Warning: Once the gifts are marked as “Acknowledged”, you cannot produce another acknowledgement
letter for them unless you change the field back to “Not Acknowledged”. This can be done manually or through
Globally Change Records in Administration. For more information, see the Global Add, Delete, & Change
Records Guide.

8. To automatically update the Acknowledge field on the gift records in the export from “Not
Acknowledged” to “Acknowledged”, click Yes. This helps you keep your records up-to-date.

To prevent the program from automatically changing the Acknowledge field on the gift records from “Not
Acknowledged” to “Acknowledged”, click No.

The next step of the Blackbaud Word Mail Merge Wizard appears.
9. To process a simple mail merge, select Perform a simple mail merge using only one document.

Microzoft Word Mail Merge Wizard

What type of Mail Merge do you want to run?

'ou can create a simple mail merge using a single document, or a conditional
mail merge uging multiple documents.

& Perform a simple mail merge using only one document

" Perfarm a conditional mail merge wsing multiple docurments

Eirarehy Cancel

< Back |
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10. Click Next. The Create the document and merge the data screen appears.

Microzoft Word Mail Merge Wizard |

Create the document and merge the data

Before you can merge the data vouw must create a document.

Click the button below to open Microzoft Word and edit pour document.
YWwhen you are ready to perform the merge click the Mest' button.

@ Create merge document

Eirirahy Cancel

< Back | ]

A form letter is a Word document containing the text you want to repeat in each letter.

11. Click Create merge document. Word opens to a new screen automatically for you to create your form
letter.
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ITE. BB1_9.doc - Merge document for Mew Constituent Export HEER

JE\Ie Edit Wiew Inzett Format Tools Table Window Help ﬂ‘
ID2R&8egRy|i2ad - o eFOR=4|8 T B 0.

B 7 U

JNormaI ~ Times MewRoman = 12 =

= ==0-7-A-

J %7 Insert Raiser's Edge field = InsertWword Field ~ [&] Save and retum to RET to Merge |

[e]

| Page 1 Sec 1 11 (A Int <ol1  [REC [TRE [E4T [GVA [Englsh U.S

@' H9-0- BB1_9.doc - Merge document for New Constituent Export - Microsoft Word = B
m_HDme Insert Page Layout References Mailings Review Wiew Add-Ins [~ e
m3ert Raiser's Edge field = Insert'Word Field H Save and return ko RET to Merge
Custom Taolbars
liz)
-
-
+
Q
=z
4 | [
Page:1of1 | ‘Wards: I | < |
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12. Click Insert Raiser’s Edge field on the toolbar. A list of the fields in the data file appears.

ITE. BB1_14.doc - Merge document for Blackbaud Word Merge Wizard [_T2]x]
J File Edit View Insett Format Tools Table Window Help il‘

== REE I

PRS- REDESE &R T

JNormaI ~ Times NewRoman = 12 =

H

B7u|==

J Insert Raiser's Edge field ~ Insert Word Field ~ [ Save and retumn ta RET |

Addresses 1 | 2

B 3 e

Salutation

Address_line_1
City

State
ZIP_Code
Gift_date
Amount

Fund_description_1

For Microsoft Word 2007 and 2010, the Raiser’s Edge toolbar appears on the Add-Ins tab of the Microsoft

i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

Word ribbon.
| 5 BB1_14.doc - Merge document for Blackbaud Word Merge Wizard - Microsoft Word = B R
Home Insert Page Layout References Mailings Review iew Add-Ins @ 9
e |Insert Raiser's Edge field = Insert\Word Field H Save and return to RE7 to Merge
AddresseefSalutation  »
Address »
Event participations » Jstom Toalbars
Relationships L3 (ix]
a
=
+
o
¥
1 [ u >
Fagei10f1 | wordsi0 | <% | IEEEEERS U ©)

13. To place a field in the form letter, place your cursor where you want the field in Word.
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14. Click the field you need from the Insert Raiser’s Edge field list to add the field.

I‘TE. BB1_14.doc - Merge document for Blackbaud Word Merge Wizard HEE
JE“E Edit Wiew |nsett Format Tools Table Window Help ﬂ|
s8Ry bR S o-=-|a
JNmmaI - TimesMewFoman = 12 = | B 7 O ”EEE
J Insert Raiser's Edge field = Insert Wward Fisld - [ Save and relumtoF!E?‘
-[ Addresses

Salutation

Address_line_1

City

State

ZIP_Code

Gift_date

Amaunt

Fund_description_1

whddresseen

»
i1 |At 1.3" Ln 3 Col 1 REC | [TRE |EXT) | |2YR [English (U.5 E
@I H = BB1_9.doc - Merge document for New Constituent Export - Microsoft Word [=RC
Horme Ihsert Page Layout References Mailings Rewview Wiew add-Ins [~ 9
e~ (Insert Raiser's Edge field = Insert Word Field = H Save and return o RET to Merge
Addressee/Salutation b
Address 4
Event participations » l3tom Toolbars
Relationships > lin|
-
whddresseen H
-
+
Q
T
1 [ il | »
Pagei 1ofl | wiordsi0 | B | [Elpg 2z = w% (=) v (1)

Note: By selecting Tools, Spelling and Grammar from the menu bar, you can make sure you do not have
spelling mistakes in your form letter. You can also search for a different word to use, with the same meaning,
by selecting Language, Thesaurus from the Tools menu bar. You can find similar Word integration on Notepad
screens in The Raiser’s Edge. On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling
from the menu bar; or click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7
on your keyboard or select Tools, Thesaurus from the menu bar to access the thesaurus.



M

AL MERGE WITH MICROSOFT WORD 39

15. Asvyou write your form letter, repeat these steps to contin

ue placing the fields you want in the letter.

ITE. BB1_14.doc - Merge document for Blackbaud Word Merge Wizard HEER

JE\Ie Edit Wiew Inzett Format Tools Table Window Help

=

IDHleRy | iBB S o-o-

LHOE= 889 w

- .

JNormaI ~ Times MewRoman = 12 =

B 7oU|=

J Inzert Raizer's Edge figld = [rnzet wiord Field « u Save and return ta RET |

- I I

R

wbddresseen
«Address_line_1»
«Cityn, «Staten «ZIP_Codes

Dear «3alutations,
Thank you so much for your generous gift of « Amounts to the «Fund_description_1»
This gift was recetved on «Gift_datew, and is eligible for tax deduction. Please consider

thiz letter as vour receipt for your tax purposes

I appreciate your support, and look forward to personally meeting you soon!

Sincerely,
R Allen Dupree i
Director of Development E
- a
=|e[E] =]« +
|Page 1 Sec 1 11 ‘At +.2" Ln 18 Cal 1 REG [TRK |EXT | |@¥R | [English (U.5 [ |
@‘ H = BB1_14.doc - Merge document for Blackbaud Word Merge Wizard - Microsoft Ward o B ER
Home Insert Page Layout References Mailings Rewiew e Add-Ins [~ e

e Insert Raiser's Edge field = H Save and return to RET to Merge

Custom Toalbars

whddresseen
«hddress_line_1»
«Cityn, aStaten «ZIP_Codes

Dear «Salutations,

Thank you so much for your generous gift of « Amounts to the «Fund_description_1w»
This gift was received on «Gift_daten, and 15 eligible for tax deduction. Please consider
this letter as your receipt for your tax purposes.

I appreciate your support, and look forward to personally meeting you soon!

Sincerely,

16. To return to Mail to continue the mail merge process, click

Microsoft Word Mail Merge Wizard screen.

[ m Tw&fn

"

Save and return to RE7. You return to the
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17. Click Next. The wizard screen appears so you can save your Word mail merge.

Microzoft Word Mail Merge Wizard |

Select a file name

Enter a folder path and file name where you want the merged document to be
zaved.

Save document as: | C:\MyFiles\Gift Acknowledgement Letters DOC ﬂ

Click Finizh' to create the merged document.

< Back [ Ewt Finizh |

18. To browse for a location on your computer where you want to save the document, click the binoculars.

Tip: To quickly and easily merge letters again from a saved mail task in Mail, click Execute Word Merge on the
toolbar or Merge in the lower right corner of the mail task screen. The Confirm File Location screen appears so
you can select a location to save the merged letters. After you click OK, the mail merge process begins. When
complete, your merged letters appear automatically in Word.
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19.

Note:
20.

21.

Click Finish. The simple mail merge begins processing. When complete, your merged letters appear
automatically in Word.

i3] Gift Acknowledgement Letters DOC - Microsoft Word

JE\Ie Edit Wiew Inset Format Tools Table Window Help Acrobat ﬂ‘
IDdalaky|imad v-o wB0R= 8@ T w0 -F.

JNormaI > TimesMewRoman = 12 = | B £ Q”Egg = | = : ;;|E'i'£'v

mE

Eq‘--l‘--1‘--|"-2-‘-|-“3--‘|--‘4--‘

il

Mrs Cynthia T Miller
7930 Baker Street
MeMdinnwille, OR 97128

Dear hs Miller,

Thank you so much for your generous gift of $5,325.00 to the 2002 Annual Fund. This
gift was received on 12/05/2002, and is eligible for tax deduction. Please consider this
letter as your receipt for your tax purposes

I appreciate your support, and look forward to personally meeting you soonl

~ Sincerely, E
»
1jz ‘At 23" Ln & Cal 16 REC | [TRE |EXT | |@i7 | [English (0.5 E
w| |= Gift Acknowledgement Letters.DOC - Microsoft Word o =&
Horme Insert Page Layout References Mailings Review e Add-Ins [~ @
sec Insert Raiser's Edge field = H Save and return to RET to Merge
Custom Toolbars
Lix]
-

Mfrs. Cynthia T. Mller
7930 Balcer Street
Mellinnwille, OF. %7128

Dear Ma Miller,

Thank you so much for your generous gift of $5,325.00 to the 2002 Annual Fund. This
zift was received on 12/05/2002, and is eligible for tax deduction Please consider this
letter as your receipt for your tax purposes.

I appreciate your support, and lock forward te personally meeting you soen!

Sincerely,

“ 0w 4

4 | 111
Page:iofl | wordsio | <% | |éEﬁE¥'Z:

1002 (= ) (+)

If you want to print the letter, select File, Print from the menu bar.

To close Word, select File, Exit from the menu bar. You return to the Donor Acknowledgement Letters
screen.

To close the mail task and return to the Mail page, select File, Close from the menu bar.

Plan Your Conditional Malil Merge Letters

Before you create a conditional mail merge, you should identify The Raiser’s Edge data you need for your form
letter, including the constituent records, gift fields, and your conditional information. This helps in setting the
parameters of your task and creating a data file with the appropriate information.
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Think carefully about the letter you want to write before you start extracting data from The Raiser’s Edge. Here is
a list of points to consider before you get started.

U Who should be included in the mailing?
Using Query, determine the records you want to include in your data file. For more information about Query,
see the Query & Export Guide.

L) What Raiser’s Edge information is needed for each letter?
This determines which fields you want to include in your data file.

(U What field should I base the conditional statement on?
This determines the letter each record in the data file receives.

Q) Where should data appear in each letter?
This determines the order of the fields in your data file.

Create a Conditional Malil Merge in Export

Note: If you have existing conditional mail merge mask documents, data files, and form letters, you can
continue to use the files using the old process. You can also cut and paste the old data into a document
formatted using the new formats, converting the old document. However, we recommend the next time you
need to create a new conditional mail merge, take advantage of the quick and easy steps within The Raiser’s
Edge. Every step of the old process (which can be complicated) is included when you select Blackbaud
Conditional Word Merge export format in Export. The new Word integration process eliminates the risk of
missing procedures using the old process and saves you time.

Conditional mail merges are created so you can retrieve specific information from your database and use the
information with a Word letter to create multiple custom letters for your organization. A conditional mail merge
combines one data file (exported from The Raiser’s Edge) and a series of form letters (created in Word). In
addition, a conditional mail merge also contains a mask document (also created in Word). The mask document
contains the conditional statements used to select the form letter the record in the data file receives.

There are many examples of when to create conditional mail merges in Export. You can create them to send a
certain action letter based on the solicitor’s name, welcome new constituents to your organization depending on
the membership level they purchased, or send a letter to donors requesting a donation increase based on the
fund to which they previously donated.

» Create a conditional mail merge in Export

In this example, a letter is being sent to donors requesting a donation increase based on the fund they
previously donated to. You can apply the steps in this procedure to any conditional mail merge you need to
create in Export.

1. On the Raiser’s Edge bar, click Export.
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2. New Export. The Create a New Export screen appears. For more information about the Export page, see

the Export chapter of the Query & Export Guide.

Create a Hew Export E

~ what tppe of export do you want o creats?

Individual Relationships
Action

Farticipant
tembership
Job

E=port farmiat

Comma-Separated Values

W Include Header

coc |

3. In the What type of export do you want to create box, select “Constituent”.

Note: You can establish your export type and format preferences in User Options. For more information about
Export User Options, see the Export chapter in the Query & Export Guide.

4. In the Export format field, select “Blackbaud Conditional Word Merge”.

Create a Mew Export E

‘What type of export do you want to create?

Participant
Membership
Job

E pork Format: Blackbaud Conditional \word Merge

coes |
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5. Click Create Now. The New Constituent Export record screen appears.

E. Mew Constituent Export [_ O] x|

File Edt “iew Favontes Toolz Help

= R RN e

1:General | Z:0utput I

Hi{{: Conditional merge wizard ‘

All Records
‘Head of Household' Proceszing Inzhude these Constituents
" Export anly constituents marked 'Head of Househald' || W Inactive constituents
™ E=port first constituent found [ Deceased constituents
{* Export both constituents separately W Canstituents with na valid address

[ Create control report % Freviens € Frint

4 Back | Mewt > Cancel Merge Mow |

I 7

Note: If you select All Records, you consider all records found in your database for the export. If you choose
Selected Records, you must use a query. If you select One Record, you locate and use a specific record in your
database.
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6. To select the specific records to include in the mailing, click Include and choose Selected Records. The
Open Query screen appears for you to select the query you want. For more information about opening

queries, see the Query & Export Guide.

E. New Constituent Export

File Edit “iew Favaortes Tools Help

H X | E @.| | | 7 - |:’5{*{< Conditional merge wizard ‘

IS[=] EX

1:General | Z0utput I

| Includ
All Records

ted Rec

One Record

ing

™ E=port only constituents marked 'Head of Household'

™ Export first constituent found
% Export both constituents separately

Include these Constitusnts

¥ Inactive constituents

[~ Deceased constibuents

¥ Constituents with no valid address

[T Create control report &8 Freview € Fint

< Back: | Mext = | Cancel |

Ewport Mo |

&

7. Inthe ‘Head of Household’ Processing frame, select Export both constituents separately to specify that
each constituent should have his criteria appear in the export.

8. Unmark all the checkboxes in the Include these Constituents frame. You want to exclude inactive,
deceased, and constituents with no valid address.

Note: We recommend you print a control report. The control report lists the location of the newly created file
and the order of the exported fields. You can do this by marking the Create control report and selecting Print
on the General tab or by clicking print on the control report preview screen.

9. To create a control report for the constituent export, mark the Create control report checkbox. A control
report summarizes the export’s characteristics and field criteria.
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10. So you can preview the control report, select the Preview option.

E. Mew Constituent Export [_ O] x|
File Edt “iew Favontes Toolz Help

= R RN e

1:General | Z:0utput I

Hi{{: Conditional merge wizard ‘

Selected Records from ‘Donor Giving Summary for ‘This Year™

‘Head of Household' Proceszing Inzhude these Constituents

" Expart anly constituents marked 'Head of Househald' || T Ihactive constituents

™ E=port first constituent found [ Deceased constituents

{* Export both constituents separately [™ Canstituents with na valid address

¥ Create control report % Preview ¢ Print

4 Back | Mewt > Cancel Merge Mow |

I 7

Note: The first field in the Output box of an export is either the export’s name (for saved exports) or the
export type (for exports not saved).

11. Select the Output tab.

E. New Constituent Export M=l B3
File Edit “iew Favaortes Tools Help

X (== 2

'**{1 Conditional merge wizard ‘

Leneral | Z0utput

—Swvailable Figlds to Export — Output
5 how: |<,.f_\||> j 'I% Hew Constituent Export
- Biographical -

Spouze

Aligzes

Credit Cards

Constituent Codes

Solicit Codes

Solicitor Goals

Frirnary Alurmni infarmation
Primary Buziness information
Address

Addrezsee/S alutation

FH Relationships ﬂ

i Find...l Select >®| <-F|emn\-'e| [E| Ecrmats.. IE%'Qriteria... |L|L|

< Back | et | Cancel | Merge Noﬂl

| 4




MAIL MERGE WITH MICROSOFT WORD 47

Note: For more information about including fields for your export, see the Export chapter of the Query &
Export Guide.

12. Inthe Show field, select a specific group of fields, or select “<All>” to see a complete list of Available Field
categories.

13. To export the first field you want, click the plus sign to the left of the group name to reveal the criteria
field for your data file.

14. Highlight the field and click Select. The selected output criteria field and its parent criteria group appear
in the Output box.

15. Repeat these steps to include the remaining fields you want.

E. Mew Constituent Export [_ O] x|
File Edit ‘“iew Favontezs Tool: Help

= R RN e

1:General  Z:0utput |

Hi{{: Conditional merge wizard ‘

— Availlable Fields ta Esport — Output
Show: |<'.f_\||> j % Hew Constituent Export =
=+ E AddresseeS alutation
Campaigns =l ol Addressee
’-:-"" Funds “l Salutation
-0 Amourﬂl =-E Address
1l Description 2 Addiess Processing
Fund |D B Addiess line 1
Systemn Record 1D E| City
sl WBA User Field B State
[ Fund B ZP
-5y Appeals — = =y oits |
[+ ackages 0 Date
L (R =l
i i | Find...l Select -> <-Flemu:uve| iy Eriteria.. |L|L|
< Back | HEpts | Cancel | terge Now |

I 7

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the integration options,
but you cannot perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the
enhanced features, you must have Word 2000, XP, 2003, 2007, or 2010 installed on your computer.
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16. On the toolbar, click Conditional merge wizard. The Blackbaud Conditional Word Merge Wizard appears.

% Blackbaud Conditional Word Merge Wizard

Step 1.

Select the export field below that you want to use for the condition:

E% E xport Fields
=B Addiesses/Salutation

wel Salutation
E-E Addess
=B Addess Processing
ool Address line 1
“el City
‘ol State
= By Gits
ol Date
@ Amount
E| Funds
“ofl Description

Selected Field: Addrezsee/S alutationvAddreszsee

< Back

| Mest »

| Cancel |

The mask document is the Word document that contains a conditional statement used in the conditional mail
merge This statement determines the letter each record in the data file receives.

17. Highlight the field on which you want your conditional mail merge to be based for the mask document.

For example, you are sending letters to every donor who has given to the Playground Site fund or the
2002 Annual Fund to encourage them to donate again. For your conditional mail merge, you want to
request that if a donor gave to the Playground Site fund, he receives Letter A. If a donor gave to the 2002

Annual Fund, he receives Letter B.



MAIL MERGE WITH MICROSOFT WORD 49

Step 1 of the Blackbaud Conditional Word Merge Wizard generates the mask document. To get the results

you need using this example, base the conditional field on Fund Description, by highlighting “Description”
under Gifts, Funds.

4 Blackbaud Conditional Word Merge Wizard

Step 1.
Select the export field below that pou want to uze for the condition:

EIEQ E xport Fields

= E] Addresses’S alutation
E| Addresses
“ol Salutation
= E] Address
B[ Addess Processing
Lol Address line 1
B City
il Gtate
Aoz

“ofl Amount

Selected Field:  Gifts\Funds\Descnphion

< Bach Ment » Cancel |

18. Click Next. Step 2 of the Blackbaud Conditional Word Merge Wizard appears.

% Blackbaud Conditional Word Merge Wizard

Step 2.

Uze the and below to setup a different merge document for each condition.

& Sl e e e ErE + ¥
Description I Condition Compare to

< Back Firiet Cancel
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A form letter is a Word document containing the text you want to repeat in each letter.

19. To create your first form letter for the conditional merge, click New Document on the action bar. The
Conditional Merge Document screen appears.

Conditional Merge Document |
— Uze thiz document when Description iz ... T I

Cancel

thiz walue: I j

Edit merge document

Daocument descriptian:

20. Inthe Use this document when Description is frame, leave the default operator “equal to”.
21. In the this value field, select “Playground Site”.
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22.

Click Edit merge document. Word opens to a new screen automatically for you to create your first form

letter.

il BB1_9.doc - Merge document for New Constituent Export HEE
JE\Ie Edit Wiew Inset Format Tools Table Window Help ﬂ‘
DRGSRyl ead o o QEOE=4|B T = 0.

JNormaI ~ TimesMewRoman ~ 12 = | B 1 QHEEEEE =1 E|E'!'$'v

J‘E.’? Insert Raiser's Edge field »  Insert \word Field ~ u Save and retumn to RET to Mslge|

[e]

[Page 1 Sec 1 11 [at 1" ni call ReC [Rr| B2 [vr [Engish(L.s

@‘ H9-6|= BBL_9.doc - Merge document for Mew Constituent Export - Microsoft Word o B R

m_HUme Insert Page Layout References Mailings Revieuw i Add-Ins & e

0 Insert Raiser's Edae field = Irsertviord Field -~ (g Sawe and return to RET to Merge

Custam Taolhars

i)
-
-
Y
o
£

4 [ M | »

Page:1of1 | Wordsi | e | |@9|3 = = 100% (—) on
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23. Click Insert Raiser’s Edge field on the toolbar. A list of the fields you selected in the data file appears.

ITE. BB1_15.doc - Merge document for condition * Playground Site*
JE\Ie Edit Wiew Inzett Format Tools Table Window Help ﬂ‘
IDemalaghyiaad o o APOR=8RT = &5,
JNormaI - TimesMewFoman = 12 = | B 7 O ”EEE F= iz =

J %7 | Insert Raiser's Edge field = Insert Word Field ~ [5] Save and retum to RET to Merge |

Addressee/Salutation ¥ [,

Address 3

i) |
II Gifs v

[Page 1 Sec 1 o (A n” Ini ca1 [rec [TE BT [GVF [Endlsh (0.5

For Microsoft Word 2007 and 2010, the Raiser’s Edge toolbar appears on the Add-Ins tab of the Microsoft
Word ribbon.

@\ H |= BE1_15.doc - Merge document for condition 'Playground Site’ - Microsoft Word o = E
Home Insert Page Layout References Mailings Review Wiewr Add-Ins () e
sec |Insert Raiser's Edge field = |Insert Word Field ~ H Save and return to RE7 to Merge
AddresseefSalutation ¥
Address 3
Ewent participations y Jstom Taolbars
Relationships L3 i)
-
-
Y
=]
z
1 [ T »
Page:Lofl | wiordsid | (F | |[EleR 2= 1w () V! (1)

24. To place a field in the form letter, place your cursor where you want the field in Word.



MAIL MERGE WITH MICROSOFT WORD 53

25. Click the field you need from the Insert Raiser’s Edge field list to add the field.

ITE. BB1_15.doc - Merge document for condition * Playground Site*

JE\Ie Edit Wiew Inzett Format Tools Table Window Help ﬂ‘
IDERalzRy|(i=2ad|o-c [QBEOE=4/E 9 0z -0,

JNormaI = TimesMewRoman = 12 -« | B 7 O ”EEE S = "_| O-#&-A-.

J Insert Raiser's Edge field + Insert Word Field [ Save and retum to RE7 ko Merge|

E Addressee/Salutation » P Cee B e C o AN

-
Achess . , | , i , P \ i \
Gifts »

whddresseey

[Page L Sec 1 11 [At 48 [n20 col3  [nec [k BT [OVR [Engishus |G

@‘ = |= BE1_15.doc - Merge document far condition ‘Playaground Site' - Micrasoft Word o = ER
File Home Insert Page Layout References Mailings Revigw iew Add-Ins (4] e
.o |Insert Raiser's Edge field = | Ihsert Word Field = H Save and return to RET to Merge
AddresseefSalutation >
Address 4
Event participations » lstom Toolbars
Relationships > Lix}
-
whddresseen
-
+
o
3
4 [ il >
Page:1ofl | wiords0 | <5 | Bl = 0% (=) ] (+)

Note: By selecting Tools, Spelling and Grammar from the menu bar, you can make sure you do not have
spelling mistakes in your form letter. You can also search for a different word to use, with the same meaning,
by selecting Language, Thesaurus from the Tools menu bar. You can find similar Word integration on Notepad
screens in The Raiser’s Edge. On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling
from the menu bar; or click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7
on your keyboard or select Tools, Thesaurus from the menu bar to access the thesaurus.
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26. Asyou write your form letter, repeat these steps to continue placing the fields you want in the letter.

ITE. BB1_12.doc - Merge document for condition ‘equal to Building Fund®

JE\Ie Edit View Inzeit Fomat Tools Table Window Help il‘
IDeEeeahy| i 2ad o-c APAOR=4ET = -0,

JNormaI + TimesMewRoman = 12 = | B £ O | 1= = iE i |E| - A

J<§.>(> Inzert Raizer's Edge field = [reer bord Field « uSave and retumn ta RET ta Melge|

g e e S—

«CnddrSal Addresseen
«CnddrAdrProc_Addrlinels
«CnadradProc_Cityy, «CnAdrAdtProc_Staten «CnbdrAdiProc_ZIP»

Dear «CnAdrSal Salutations,

. Thank you so much for your generous gift of «CnGf_1_01_Amount2» we received on
~ «CnGE_1_01_Daten. Tour donation contributed to the new playground equipment for our
i younger children.

ezt year, we hope to purchase sporting goods equipment for the older children We
would love to have your support again next year! A donation of «CnGE_1_01_Amounts
- (only 10 percent more than this year) would be a tremendous donation to our challenge.
- We appreciate anything you contribute, and words cannot express the happiness the
children will have due to your donation

Thank you so much for your generous gift. We hope to hear from you again soonl

4
“|Cn|a

[Page 1 Sec 1 11 [at 48" (nz20 col3  [nec [ior EAT [OVF [Engishus [ B

W i |+  BB1_12.doc - Merge document for condition ‘equal to Building Fund' - Microsoft Word = = 82
Home Insert Page Layout References Mailings Revieu Wiew Add-Ins [ e
= Insert Raiser's Edge field H Sawe and return to RET to Merge

Custam Taalbars

s

«CnldrSal Addressees
«CnAdradiProc_Addrlinels
aCnAdradProo_Cityn, aCnldrAdrProc_Staten «CnddrddrProc_ZIEP»

Dear «Cnldr3al Salutations,

Thank you so much for your generous gift of «CnGf_1_01_Amount2» we received on
«CniGf 1 01 Dates. Your donation contributed to the new playground equipment for our
wounger children

Mext year, we hope to purchase sporting goods equipment for the older children We

-
would love to have your support again next year| & donation of «CnGf_1_01_Amounts +
{only 10 percent more than this year) would be a tremendous donation to our challenge o
We aoorelmate anvthing vou contribute. and words cannot express the happiness the | v

4 il >

Page: 1of1 | Words:0 | <5 | |Elsmg = = 100% (=} [} F)
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27. To return to Export to continue the conditional mail merge process, click Save and return to RE7 to
Merge. You return to the Conditional Merge Document screen.

Conditional Merge Document

Uze thiz document when Descnphion iz

|equa| to ﬂ

Cancel

thiz walue: |F'Iaygrounu:| Site ﬂ

E_1 Edit merge docurnent |

Document descnption:

28. In the Document description box, enter any specific information for the form letter you want. For
example, you can add that you requested a 10 percent increase in donation.

Note: The Compare to column is useful for determining which letter a constituent should receive when both
letters apply to the constituent. For example, Allison Andrews gave to both the Playground Site fund and the
2002 Annual Fund. By using the up and down arrow buttons above the Compare to column, you can highlight

the letter you want to send to Allison.

29. To return to the Step 2 screen, click OK. The first form letter appears in the grid on the screen.

% Blackbaud Conditional Word Merge wizard

Step 2.
Uze the grd below to setup a different merge document for each condition.
] < Bt S

Carmpare ba

| Flayaround Site

[« | 2

< Back Firizh ‘ Cancel |

Note: If a gift meets more than one condition, The Raiser’s Edge selects the first condition that is met. For
example, Mark Smith donated two gifts, one to the Playground Site fund and one to the 2002 Annual Fund. In
this procedure, the condition fund equals Playground Site is the original condition. Therefore, Mark Smith

receives a letter for the Playground Site fund.



56 CHAPTER

30. To continue with your second form letter, click New Document. The Conditional Merge Document screen
appears.

Conditional Merge Document
— Usze thiz document when Descnphion is e I

Cancel

thiz walue: I j

@ Edit merge docurnent

Document descnption:

Create this form letter using the same steps you completed to create the first form letter. Continue to add
the rest of the form letters you need for inclusion in your conditional mail merge.

31. After you create your last form letter for the conditional mail merge, click Finish on the Step 2 screen. You
return to the New Constituent Export screen.

E. Mew Constituent Export [_ O] x|
File Edit ‘“iew Favontezs Tool: Help

= R RN e

1:General  Z:0utput |

Hi{{: Conditional merge wizard ‘

— Available Fields bo Export — Dutput
Show: |<.-’-‘«||> j % Mew Constituent Export =
=-E AddresseedS alutation
Campaigns ﬂ 0 Addesses
EI--- Funds Lol Salutation
Amourﬁt. = Address
Drescription 2 Addiess Processing
Fund ID ] Address line 1
Systemn Record 1D City
WBA Uszer Field
Fund
[+ ppeals
M- ackages i
- tributes
4| [
@ Find..|  Select 3| e | ] ¥

J

< Back | Hert = | Cancel | Merge Mow
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32. Click Merge Now. The Save merge documents screen appears.

Save merge documents

Select a name for pour merge document and a folder where you want the document to be saved.

Document name: I

Save in folder: |c:'\files _I

The merge document will be zaved az:

0. I Cahcel

33. In the Document name field, enter the name of your conditional merge document.
34. In the Save in folder field, click the ellipsis to browse to the location you want to save the document.

35. Click OK. The mail merge process begins.

e YWword iz creating the document, please wait...

Your merged letters appear automatically in Word.
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ilj Increase Donation Letter. DOC - Microsoft Word

JE\Ie Edit View Insett Fomat Tools Table Window Help Acrobat

IDEdlaldy iR o-o- |8

JNormaI ~ Times MewRoman = 12 =

=

mq‘--|‘--1‘--|“-2-‘-|-“
Mz Lucy G Avdeenko

52 Pebble Lane
Eennebunkpert, ME 04046

nig|

Dear Ms. Avdeenko,

Thank you so much for your generous gift of $250.00 we received on 08/01/2001. Your
donation contributed to the new playground equipment for our younger children.

Mext year, we hope to purchase sporting goods equipment for the older children We
would love to have your support again next vear! & donation of $275.00 (only 10 percent
more than this year) would be a tremendous donation to eur challenge. We appreciate
anything you contribute, and weords cannot express the happiness the children will have
due to your donation.

Thank veu se much for your generous gift. We hope to hear from you again seon!

&
Sincerely, E
>
Sec 6 6137 ‘At Ly L REC [TRK [E4T |0V [Engish(u.s | CEf
@' =) I= Increase Donation Letter.DOC - Microsoft Word o B2
Home Insert Page Layout References Mailings Review Wiew Add-Ins [~ e
sec Imsert Raiser's Edge field = H Save and return ko RET to Merge
Custom Taolbars
liz)
-

Mz, Lucy 5. Avdeenko
52 Pebble Lane
Eennebunkport, ME 04048

Dear Iz, Avdeenko,

Thank you so much for your generous gift of $250.00 we received on 08/01/2001, Your
donation contributed to the new playzround equipment for our younger children

MNext year, we hope to purchase sporting goods equipment for the older children We
would love to have your support again next year! A donation of $275.00 (only 10 percent
more than this year) would be atremendous donation to our challenge. We appreciate
anything you contribute, and words cannot express the happiness the children will have
due to your donation.

4 [ il | »

Page:1of1 | Words:0 | <5 | [Eles == w5 y @)

Note: If you want to print the letter, select File, Print from the menu bar.
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36. To close Word, select File, Exit from the menu bar. You return to Export. Because you marked the Create

37.

38.

39.

40.
41.

42.
43.

control report checkbox and selected Preview on the General tab, the New Export Control Report
preview screen appears.

A New Export Control Report | _[=] x|

x| 4 4 Tl bV ou & F ke oo Z][ [ [#h T i00x 10610

Preview

Export Control Report

OQutput data file created: C:\lvFiles\Increase Donation Letter

Group Field Header
Addressee/Salutation
L. Addressee CnéidrSal Addressee =
2 Saluntation CnédrSal Salmtation
Addressibddress Processing
3. Address line 1 CnédridrProc Addidinel
4. City CnédradrProc City
5. State CnéidridrProc State
6. ZIF CubdrbdrProc ZIP
Gifta(1)
7. Date Cn3f 1 01 Date
8. Amount CnGf 1 01 Amoumnt?
9 Awmount CnGf 1 01 Amount
Crifts{ 1 \Fundsi1}
10. Description CnGf 1 01 Fnds 1 01 Description

T

If you want to save a hard copy of the fields you exported, click Print on the toolbar to print the Export
Control Report.

To close the preview screen, click the red “X” on the left hand top corner of the screen. You return to the
export record.

From the menu bar, select File, Save As to save the export record. The Save Export As screen appears.

Save Export As |
E xpart pame: I 5 ave I
Dezcription: Cancel |
E xport bype: |Eunstituenl j
Iv i Other uzers may run thiz export
W Other users may modify this expart

In the Export name field, enter “Request Increase in Donation Letter”.

In the Description field, enter “Letters sent to donors that gave to the Playground Site fund and the 2002
Annual Fund”.

The Export Type field is disabled because you selected Constituent in the Create a New Export screen.

If you want to authorize other users to run your export, mark the Other users may run this export
checkbox.
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44. If you want to authorize other users to change your export, mark the Other users may modify this export
checkbox.

Save Export As

Export name: IHequest Increase in Donation Letter Save I

Description: || atters sert to danars that gave to the Cancel |
Flapground Site fund and the 2002 Annual Fund

Export type: IEnnstituent j
[v Other users may un this expart

[v Other users may madify this expart

45. Click Save. The export record is saved and appears in the list on the Export page.
Create a Conditional Malil Merge in Mall

Note: If you have existing conditional mask documents, mail merge data files, and form letters, you can
continue to use the files using the old process. You can also cut and paste the old data into a document
formatted using the new formats, converting the old document. However, we recommend the next time you
need to create a new conditional mail merge, take advantage of the quick and easy steps within The Raiser’s
Edge. Every step of the old process (which can be complicated) is included when you generate the Microsoft
Word Mail Merge Wizard in Mail. The new Word integration process eliminates the risk of missing procedures
using the old process and saves you time.

You can create conditional mail merges to retrieve specific information from your database and use the
information with a Word letter to create multiple custom letters for your organization. A conditional mail merge
combines one data file (exported from The Raiser’s Edge) and a series of form letters (created in Word). In
addition, a conditional mail merge also contains a mask document (also created in Word). The mask document
contains the conditional statements used to select the form letter the record in the data file receives.

You can create conditional mail merges in the following mail tasks: Appeal Cards, Donor Acknowledgement
Letters, Follow-up Letters, Honor/Memorial Acknowledgement Letters, Membership Cards, Quick Letters,
Receipts, Reminders, Renewal notices, and Volunteer Follow-up Letters. There are many examples of when to
create conditional mail merges in Mail. You can create a conditional mail merge to send specific appeal cards
based on the appeal the constituent is receiving or to send a specific reminder based on the date a pledge was
made. You can also create a conditional mail merge in Donor Acknowledgement letters to send a specific letter to
a donor based on the fund to which she donated.

» Select records for a conditional mail merge in Mail

In this example, a letter is being sent to donors based on the fund to which they made a donation. You can
apply the steps in this procedure to any conditional mail merge you need to create in Mail.

Note: This chapter explains how to select parameters from the most important tabs in Mail for completing a
mail merge. These tabs are the General and Fields to Include tab. For information about selecting parameters
from the Filters, Gift Types, Attributes, Ind. Address, Org. Address, Postal, and Format tabs, see the Mail Guide.

1. On the Raiser’s Edge bar, click Mail.
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2. From the list on the left, highlight the Donor Acknowledgment Letters mail task.

i The Raiser's Edge

File Edit Wiew Go Favaortes Taools Help

4 Back & Fnrward‘ Open ih separate window

=\

-
]

|F||1-' Home

i

JHew ' |0pen 3 Delete

[_[5]x]

-

Appeal Cards
Cards

E Do

'_j Envelopes
j Follov-up Letters

] Honor/Memorial Acknowle
3] Label Truncation Feport

) Labels

j tMembership Card Truncat
j tMembership Cards

3 Name Tags

] Phonathon Forms

) Place Cards

j Pledge Reminder Report
] Quick Letters

] Receipt Report

j Receipts

) Reminders

] Renewal Motices

Date Created
0

Created By

ement Letter of

é Wolunteer Follow-up Leller;l

[ Only show my reports

‘Welcome ta The Raiser's Edge 7

n Donor Acknowledgement Letters exports fields for constituents who have given gifts

4

3. To create a new Donor Acknowledgment mail merge, click New on the action bar. The New Donor

Acknowledgement Letters screen a

lQ New Donor Acknowledgement Letters
File  Edit Help

= Wy =

Favarites

?3@ Send to Word merge wizard |

ppears.

IIE 3

E: Ind. Address

1. General | 2: Fields to Include |

All records

7 Org. Address I

& Farmat

2 Filkers | 4 Gift Tupes | 5 Attributes

r Include Gifts with these Dates
Date to use: I Gift date

[
[

Date: I Include all dates

— Soft Credit Gifts Ta

@ Donor

" Soft credit recipients
 Both

Uze distribution on gift j

Uze distnbution on gift j

Include these Constituent:
¥ Inactive constituents

[ Deceaszed constituents

W Congtituents with no valid address

 Credit Matching Gifts To

" Donor & MG Company  Both

[T Create IConstituent 'Ioutput query

¢ Bach | Mest » | Cancel |

Export... | teme. .. |

Note: If you select All Records, you consider all records found in your database for the export. If you choose
Selected Records, you must use a query. If you select One Record, you locate and use a specific record in your

database.
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4. To select the specific records to include in the mailing, click Include and choose Selected Records. The

Open Query screen appears for you to select the query you want. For more information about opening
queries, see the Query & Export Guide.

u New Donor Acknowledgement Letters

=]
File Edit Favortes Help
[ = = ? - @% Send bo Word menge wizard
E: Ind. Address 7 Org. Address ] 8 Format ]
1. General l 2: Fields to Include ] 2 Filkers ] 4 Gift Types ] 5 Attributes ]

All records

All Records 3

ne Recaord...

dates hd
Soft Credit Gifts Ta Include these Constituents
* Donar v Inactive constituents
" Soft credit recipients [T Deceased constituents
" Bath j ¥ Constituents with no valid address
Credit Matching Gifts To
" Danor * MG Company " Bath
[ Create autput guerny

| Mext = | Cancel |

Export... Merge. ..

5.

In the Date to use field in the Include Gifts with these Dates frame, select “Gift date” because you are
basing the record selection on when the gift was received.

Tip: You can also select “Last week”, which refers to the previous Sunday through Saturday.

6. Inthe Date field, select “Today”.

u New Donor Acknowledgement Letters

=]
File Edit Favortes Help
E | &= ? - qg@ Send to Word merge wizard
E: Ind. Address 7 Org. Address ] 8 Format ]
1. General l 2: Fields to Include ] 2 Filkers ] 4 Gift Types ] 5 Attributes ]

Include...

Include Gifts with these Dates
Date to uze: |Gift date

Donors for 'Thiz Month®

[
[

Date: | Today

Soft Credit Gifts Ta

" Soft credit recipients

" Bath

Credit Matching Gifts To

" Danor * MG Company

[ Create autput guerny

" Bath

| Mext = | Cancel |

Include these Constituents
v Inactive constituents

[T Deceased constituents

v Constituents with no walid address

Export... Merge. ..
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7. For this example, leave the defaults for the checkboxes and options in the Soft Credit Gifts To, Include
these Constituents, and Credit Matching Gifts To frames. For more information about these frames, see
the Mail Guide.

Note: An output query is a static query of all records included in a mailing. You can choose either a constituent
or a gift query. A constituent query is based on constituent records. A gift query includes gift records. For
example, when printing acknowledgement letters for a group of donors, you can create an output query
containing the names of all constituents who received an acknowledgement letter. Later, you can use this
query to print address labels or envelopes to mail with the letters. For more information about queries, see the

Query & Export Guide.
8. Leave the Create output query checkbox unmarked. To create an output query of records included in this

mailing for possible future use, at the bottom of the General tab, you can mark the Create output query
checkbox. The corresponding field becomes enabled.

I3 New Donor Acknowledgement Letters HE E
File Edit Favortez Help

(= RREN i =

E: Ind. Address

Include... | Donors for ‘This Month®

~ Include Gifts with these Dates

@E Send to Word merge wizard |

I 7 Org Address | 8: Postal I 9 Format
2: Fields to Include I 2 Filkers I & Gift Types I 5 Attributes

Date to uze: I Gift date j
Diate: I Today j
 Soft Credit Gifts To Include these Constituent
& Donar W Inactive constituents

" Soft credit recipients | Lse distribution on gift j ™ Deceazed constituents
" Buath Use distribution on gift ﬂ ¥ Constituents with no valid address

— Credit Matching Giftz To
@ Donor MG Company  Both

[~ Create IEonstituent 'I output querny
¢ Bach | Mest » | Cancel | Export.. | teme. .. |

To learn about selecting fields for a conditional mail merge in Mail, see “Select fields for a conditional mail
merge in Mail” on page 63.

» Select fields for a conditional mail merge in Mail
Once you select the records you need for your conditional mail merge, select the fields you need for your data
file. For more information about selecting records for a conditional mail merge in Mail, see “Select records for
a conditional mail merge in Mail” on page 60.

Note: This chapter explains how to select parameters from the most important tabs in Mail for completing a
mail merge. These tabs are the General and Fields to Include tab. For information about selecting parameters
from the Filters, Gift Types, Attributes, Ind. Address, Org. Address, Postal, and Format tabs, see the Mail Guide.
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1. On the New Donor Acknowledgement Letters screen, select the Fields to Include tab.

lQ New Donor Acknowledgement Letters HE E
Eille Edit Favortez Help

= Wy = I

%@ Send bo 'Word merge wizard |

B Ind. Address I T Org. Address | 8 Postal I 3 Format |
1: General 2: Fields ta Includa I 2 Filters | 4: Gift Tupes | 5 Attibutes
Send one |etter to each donor: Ipe[ gift vl ‘
Ayvailable Fields: Figlds bo E sport:

= {11 e |

Relationships
HondMem
tembership
Gifts

Address
Attributes j

a4 Find...l Eard

The addrezs to print iz defined on the [ndividual/Organization Address tabs. |f a phone number iz
chozen the zelected phone twpe for that address will be printed.

< Back | Mext = | Cancel Export... | Merge. .. |

Addressee/S alutation >
<

Note: If you have default fields in the Fields to Export box, highlight the fields you do not want and click the
left arrow to move the fields to the Available Fields box.

2.

In the Send one letter to each donor field, select “per gift” to generate one letter for every gift donated.

Sometimes a constituent donates more than one gift that meets the criteria selected on the mail task. In
the Send one Letter to each donor field, you need to select whether to send one letter for each gift
donated or one letter per constituent, regardless of the number of gifts each donated. If you choose “per
gift”, a constituent receives a letter for every gift donated. If you choose “per donor”, each donor receives
one letter summarizing all their gifts.
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3. First, you are going to select the addressee for the letter. The addressee is the constituent’s name,
however you wish to format it, that accompanies his address at the top of the letter. From the Available
Fields box, double-click the folder next to Addressee/Salutation. The fields available for this category
appear.

I3 New Donor Acknowledgement Letters HE E
File Edit Favortez Help

=] | E | ? - | ?@ Send to Word merge wizard |

B Ind. Address I 7 Org. Address I 8 Format
1. General 2: Fields to Include I 2 Filkers I & Gift Types I 5 Attributes
Send one letter to each donor: Iper gift vl ‘
Axailable Fields: Fields ta Expart:

- [ptions,.. |

Additional Addresses
Additional 5 alutation
Addresses

t- 2] Salutation

[~ | Relationships

[ |HondMem ;I

a4 Find...l |

The address to print iz defined on the [ndividual/Organization Address tabs. |f a phone number is
chozen the zelected phone twpe for that address will be printed.

¢ Back | Mest » | Cancel Egport...l Merge...l

Note: If you highlight a folder in the Available Fields box and click the right arrow, you move every field
available in this folder to the Fields to Export box.

4. Under the Addressee/Salutation folder, highlight Addressee and click the right arrow. The Customization
Options for Addressee screen appears.

Customization Options for Addressee [ |

@ Marne formats Addressee/Salutation To Use
=+{_7) Constituent
i [F] Individual

Organization Uze this addiezsessalutation from Configuratior:
i |Z] Contact k. and Mrs. William H. Smitk, Jr., Class of 1380 j

= Fram individual = Fram Caonfiguration & Usze individual name

Cancel |

Note: For more information about defining formats for Addressees/Salutations, see the Configuration chapter
of the Configuration & Security Guide.
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5. In the Addressee/Salutation To Use frame, select From individual. You want to select the specific format
to use for the addressee, which you have established on the donor’s record.

6. Inthe Use this addressee/salutation if present on the Individual field, select “Primary Addressee”. In the
Otherwise use field, select <Full Name>.

Customization Options for Addressee
I Mame formats r Addreszee/S alutation To Use
=I-_5) Comstituent o o o
; Individual " From individual " From Configuration " Use individual name

Organization Ilze thiz addressee/zalutation if present am the Individual:
i [B] Contact IF'rimaly Addreszes j

Othenwize use:
I <Full Mame: j

Cancel |

The name format you choose for Addressee will appear with the constituent’s address at the top of the
letter.

Click OK. You return to the New Donor Acknowledgement Letters screen.

8. In the Addressee/Salutation folder, highlight Salutation and click the right arrow. The Customization
Options for Salutation screen appears.

9. In the Addressee/Salutation To Use frame, select From individual.

10. Inthe Use this addressee/salutation if present on the Individual field, select “Primary Salutation”. In the
Otherwise use field, select <Full Name>. You want to use the Primary Salutation you have stored on the
donor’s record. If this option is not present, you want to use the constituent’s full name as the salutation

for your letter.

Customization Options For S alutation [ |

@ M ame farmats —Addressee/Salutation Ta Use
=+{_7) Constituent o . .
\ndiviclusl & From individual = Fram Caonfiguration i Usze individual name
Organization Use this addresseessalutation if present on the Individual:
Contact IF'rimar_l,l S alutation ﬂ

Othemwize use:
I <Full Mamnes j

Cancel |

The name format you choose for Salutation will appear after the “Dear” in the letter.
11. Click OK. You return to the New Donor Acknowledgement Letters screen.
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In the Fields to Export box, Addressee/Salutation.Addressee and Addressee/Salutation.Salutation now
appear. To make any changes to your selections, highlight one and click the Options button on the right.

A3 New Donor Acknowledgement Letters [_ [}

File Edit Favortez Help
[ = ? - ?@ Send to ward merge wizard

B Ind. Address ] T Org. Address ] 8 Postal ] 3 Format ]
1. General 2: Fields to Include l 2 Filkers ] 4 Gift Types ] 5 Attributes ]
Send one letter to each donor: | per gift -
Axailable Fields: Fields ta Expart:
—_|Bio1 - =] addressee/S DOptions...
_ 1Bin2 :
[ 10rg1
— 10mng 2

| Addressee/S alutation
i 2] Additional Addressee
Additional !
| Relationships
[ HondMem
| Membership
) Gifts =|

#4 Find.. alld

The addrezs to print is defined on the [ndividual/Organization &ddrezs tabs. |f a phone number is
chiosen the selected phone twoe for that address will be printed.

< Back | Mext » | Cancel Export... Merge. ..

Tip: Itis not necessary to select fields in the exact order you want them to appear in the letters, but it is
helpful.

12. You are now ready to select your address for the letter. In the Available Fields box, double-click the folder
next to Address. The fields available for this category appear.

A& New Donor Acknowledgement Letters [_ [T =]
File Edit Favortez Help

EH &= % - | 58 Send to Word merge wizard

B Ind. Address ] 7 Org Address ] 8: Postal ] 9 Format ]
1. General 2: Fields to Include l 2 Filkers ] 4 Gift Types ] 5 Attributes ]
Send one letter ta each donor: | per gift -
Available Figlds: Fields to Expart:

S| AddresseedS dutation Addresses Options...

[EU

- |Z] Endaorzement line
- [Z] Address barcode
- |Z] Country

- |Z] Address Block

- |Z] dddress Lines

- 2] Address line 1

- 2] Address line 2

- 2] dddress line 3

- 2] Address line 4

- 2] Address line 5 ﬂ

@& Find... +| ¥

The address to print iz defined on the Individual/Organization Address tabs. |f a phone number is
chozen the zelected phone twoe for that address will be printed.

< Back | Mext = | Cancel | Export... Merge. ..

13. Highlight Address line 1 and click the right arrow. Address.Address line 1 appears in the Fields to Export
box.
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If you select Address Block, all address data exports in one field.
14. Repeat this step for City, State, and ZIP Code so they all appear in the Fields to Export box.

I3 New Donor Acknowledgement Letters HE E

File Edit Favortez Help
= & e

B Ind. Address I 7 Org. Address I 8 Format
2: Fields to Include I 2 Filkers I 4 Gift Types I 5 Attributes

Send one letter to each donor: Ipergift 'I ‘

@E Send to Word merge wizard |

1. General

Fields to Expart:
AddreszeedS alutation Addresses

- 2] Address barcode Addressee/S alutation. S alutation
- 2] &ddress Block &ddress Address line 1

- 2] Address line 2 Address City

e |Z] Address Iine 3 > Address. State

- [B] &ddress line 4 &ddress ZIP Code

- [£] Address line 5
- 2] Address Lines
—[FCART

- |Z] Countmy

- |Z] County

44 Find...l Bk

The address to print iz defined on the Individual/Organization Addrezz tabs. If a phohe number iz

chozen the selected phone twpe for that address will be printed.
Export... | Merge. .. |

< Back | Mext = | Cancel |

15. Next, you will select gift information to include in the letter. From the Available Fields box, double-click
the folder next to Gifts. The fields available for this category appear.

I3 New Donor Acknowledgement Letters HE E
File Edit Favortes Help
= | E | ? - | %Q Send to Word menge wizard |
B Ind. Address | 7 Org. Address | 8: Postal I 3 Format
1. General 2: Fields to Include I 3 Filkers I 4 Gift Types I 5 Attributes

Send one letter to each donor: Iper qit 'I ‘

Available Figlds:

Fields to Expart:

- [E] Irstallment Balance

- [F] Instaliment Date

- |Z] Installment Frequency
- [E] Irstallment Murnber

- 2] lssuer

- |Z] Matching gift compary

&4 Find...l

- [2] Gift subtype ;I AddresseedS alutation. Sddresses gpn&l
- 2] Gift Vehicle Addressee/S alutation. S alutation

- [E) Homor/Memarial Letter Address Address line 1

- B Horor/Memarial Mame Address Address line 2

- |Z] Installment Amaount _I ﬂ Address Address line 3

Address Address line 4
Address.Address ine 5
Address. City

Address State
B A

*/9|

The address to print iz defined on the Individual/Organization Addrezz tabs. If a phohe number iz

chozen the selected phone twpe for that address will be printed.
Export... | Merge. .. |

< Back | Mext = | Cancel
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16.

17.

18.
19.

20.

Double-click Gift date. The Field Options screen appears.

Field Options ]|

Pleaze specify which *Window date format to uze.
[The formats are defined in Control Panel. ]

£ Short date

] Caticel |

Because you want the gift date to appear as “Monday, December 09, 2002” in your letters, select Long
date.

Click OK. Gifts.Gift date (Long date) appears in the Fields to Export box.

Because you want the gift amount to appear in the body of the letter, in the Available Fields box,
double-click Amount. Gifts.Amount appears in the Fields to Export box.

Because you want the fund to which the gift was donated written out in the letter, in the Available Fields
box, double-click Fund description. The Field Options screen appears.

Field Options E3
Mumber of Fund description fields to export; I‘I EI

Caticel |

Note: This chapter explains how to select parameters from the most important tabs in Mail for completing a
mail merge. These tabs are the General and Fields to Include tabs. For information about selecting parameters
from the Filters, Gift Types, Attributes, Ind. Address, Org. Address, Postal, and Format tabs, see the Mail Guide.

21. Inthe Number of Fund description fields to export field, enter “1” to include only one fund description

per gift in your mailing.

Including only one fund description per gift does not mean you are only considering gifts given to one
fund. This means that for every gift you include in your mailing, you want to include the description of
only one fund, instead of three fund descriptions. For example, for a gift that was split between three

funds, the name of only one of those funds appears in the letter.
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22. Click OK. Gifts.Fund description (1) appears in the Fields to Export box.

lQ New Donor Acknowledgement Letters M= E
File Edit Favortes Help
= | ] | ? - | %8 Send to word merge wizard |
B Ind. Address I T Org. Address | 8 Postal I 3 Format |
1: General 2: Fields ta Include 2 Filters | 4: Gift Types | 5 Attibutes

Send one letter to each donor: Ipe[ gift vl

Available Fields: Figlds bo E sport;

- [2] Amendment date
- [2] Amendment twpe
- | 2] Amount last paid
Appeal description

Address Address line 2
Address Address line 3
Address.Address line 4
Address Address line 5

L [+

B Appeal ID ﬂ Address. ity
Autharization Code Address State
- B Bank name ﬂ Address ZIF Code
- |Z] Campaign dezcription Gifts. Gift date (Long date)
- [B) Campaign ID Gifts. Amount

- 2] Cardhalder name
w |Z] Check D ate

Find... |

B Gifts.Fund description (1)

chiosen the selected phone type for that address will be printed.

3E2

The address to print is defined on the [ndividual/Organization Address tabs. |f a phone number is

;I {11 e |

< Back | Mext = | Cancel |

Export... | Merge. .. |

This chapter explains how to select parameters from the most important tabs in Mail for completing a
mail merge. These tabs are the General and Fields to Include tabs. For information about selecting
parameters from the Filters, Gift Types, Attributes, Ind. Address, Org. Address, Postal, and Format tabs,

see the Mail Guide.

To learn about creating a conditional mail merge in Mail, see “Create a conditional mail merge in Mail” on

page 70.

Create a conditional mail merge in Mail

Once you have selected the records and fields you need for your conditional mail merge, you can begin
creating your mail merge. For more information about selecting the records you need, see “Select records for

|II

a conditional mail merge in Mai
see “Select fields for a conditional mail merge in Mail” on page

on page 60. For more information about including fields for your data files,

63.

1. Once you complete selecting the parameters for your simple mail merge, click Send to Word merge

wizard. The Save Mailing As screen appears.

Save Mailing As

failitg ﬂame:l | Save

Dezcription:

¥ Other uzers may iun this Mailing
™ Other users may modify this Mailing

Cancel |

2.

In the Mailing name field, enter “Gift Acknowledgement Letters for May 2002”.
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3. In the Description field, enter any additional information you want. For example, you can enter “May
letters are a conditional mail merge.”

Save Mailing As

b ailing pame: |Gift Acknowledgemant Letters for May 2003 ‘ Save |

Drescription: b ay letters are a conditional mail merge. Bzl

W Other users may un this Mailing

[ Other users may modify this Mailing

4. If you want to authorize other users to run your mailing, mark the Other users may run this Mailing
checkbox.

5. If you want to authorize other users to change your mailing, mark the Other users may modify this
Mailing checkbox.

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the integration options,
but you cannot perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the
enhanced features, you must have Word 2000, XP, 2003, 2007, or 2010 installed on your computer.

6. Click Save. The Microsoft Word Mail Merge Wizard appears.

Welcome to the Word mail merge wizard

[
Thiz wizard will walk pau through the steps needed to create a Microzoft
Wword mail merge document.

The first ztep in creating a mail merge document iz o
export the data from The Raizer's Edge.

Click 'Mext' to export the data now uzing the fieldz and
critenia you defined in the mailing 'Gift Acknowledgement
Lefters'.

7. Click Next. A message appears, asking if you want to mark the gifts as Acknowledged.

| Cancel

The Raiser's Edge [ <]

\?1) Do pou want to mark giftz included i thiz run as “Acknowledged'?

ez Mo |
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Warning: Once the gifts are marked as “Acknowledged”, you cannot produce another acknowledgement
letter for them unless you change the field back to “Not Acknowledged”. This can be done manually or through
Globally Change Records in Administration. For more information, see the Global Add, Delete, & Change
Records Guide.

8. To automatically update the Acknowledge field on the gift records in the export from “Not
Acknowledged” to “Acknowledged”, click Yes. This helps you keep your records up-to-date.

To prevent the program from automatically changing the Acknowledge field on the gift records from “Not
Acknowledged” to “Acknowledged”, click No.

The next step of the Blackbaud Word Mail Merge Wizard appears.
9. To process a conditional mail merge, select Perform a conditional mail merge using multiple documents.

Microzoft Word Mail Merge Wizard

What type of Mail Merge do you want to run?

'ou can create a simple mail merge using a single document, or a conditional
mail merge uging multiple documents.

¢ Perform a simple mail merge using only one document

& Perfarm a conditional mail merge wzing multiple docurments

< Back Hext » itz Cancel
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10. Click Next. The Choose your conditional field screen appears.

Microzoft Word Mail Merge Wizard |

Choose your conditional field

Select the field you want to uge for the condition,

Salutation
Addrezz line 1

City

State

ZIF Code

Gift date

Amount

Fund description 1

Eireky Cancel

< Back |

The mask document is the Word document that contains a conditional statement used in the conditional mail
merge This statement determines the letter each record in the data file receives.

11. Highlight the field on which you want your conditional mail merge to be based for the mask document.
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For example, you are sending letters to every donor who has given to the Playground Site fund or the
2002 Annual Fund to encourage them to donate again. For your conditional mail merge, you want to
request that if a donor gave to the Playground Site fund, he receives Letter A. If a donor gave to the 2002

Annual Fund, he receives Letter B. To get the results you need using this example, base the conditional
field on Fund Description.

Microzoft Word Mail Merge Wizard |

Choose your conditional field

Select the field you want to uge for the condition,

Addreszee
Salutation
Addrezz line 1
City

State

ZIF Code

Gift date

Aot

‘Fund descrption 1

< Back |

Eirarsky Cancel
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12. Click Next. The Create the document and merge the data screen appears.

Microzoft Word Mail Merge Wizard |

Create merge documents

Usze the grid below to zetup a different merge document for each condition.

-l BEHN S e L

Deszcription | Caondition | Compare ta |

< Back i = Eireky |

A form letter is a Word document containing the text you want to repeat in each letter.

13. To create your first form letter for the conditional merge, click New Document on the action bar. The
Conditional Merge Document screen appears.

Conditional Merge Document |
 Use this document when Fund description 1 iz ... - I

Cancel

thiz value: I j

Edit merge documnent

Document dezcription:

14. In the Use this document when Description is frame, leave the default operator “equal to”.
15. In the this value field, enter “Playground Site”.
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16. Click Edit merge document. Word opens to a new screen automatically for you to create your form letter.

ITE. BB1_9.doc - Merge document for Hew Constituent Export [_T2]x]
JE\Ie Edit View Inzeit Fomat Tools Table Window Help il‘
IDeEeehy| i 2ad -« RAPAOR=4ET ox -0,

JNormaI ~ Times NewRoman = 12 =

nig|

EO-4-A-.

J %7 Insert Raiser's Edge field +  Insert Word Field ~ [ Save and retum to RET to Merge |

[e]

[Page 1 Sec 1 i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

@| Q ) L] |: BBL_9.doc - Merge document for New Constituent Export - Microsoft Word (= C1
nHome Insert Page Layout References Mailings Review e Add-Ins [~ e
sec Insert Raiser's Edge field = Insertword Field H Save and return to RET to Merge
Custom Toolbars
Lix]
-
-
+
o
s
4 [ M | »
Pagei 1of L | wordsio | o5 | IEEEE 100% (=) (+) .
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17. Click Insert Raiser’s Edge field on the toolbar. A list of the fields in the data file appears.

ITE. BB1_14.doc - Merge document for Blackbaud Word Merge Wizard [_T2]x]
J File Edit View Insett Format Tools Table Window Help il‘

== REE I

JNormaI ~ Times NewRoman = 12 =

PRS- REDESE &R T

nrulEs

J Insert Raiser's Edge field ~ Insert word Field » [ Save and retum ta HET|

-[ Addresses | . N L. o
Salutation
Address_line_1
City
State
ZIP_Code
Gift_date
Amount

H

1 . H e 3 R

Fund_description_1

i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

For Microsoft Word 2007 and 2010, the Raiser’s Edge toolbar appears on the Add-Ins tab of the Microsoft
Word ribbon.

@ = = BE1_14.doc - Merge document for Blackbaud Word Merge Wizard - Microsoft Word o B 22
File Home Insert Page Layout References Mailings Revigw iew Add-Ins (4] o
.o |Insert Raiser's Edge field = | Ihsert Word Field = H Save and return to RET to Merge
AddresseefSalutation >
Address 3
Event participations ~ » 13kam Toolbars
Relationships 4 Lix}
-
-
+
o
3
4 [ il »
Page:lofl | words: 0 | I+ | |@ HE == 0% ‘-5-' [} \_i__\

18. To place a field in the form letter, place your cursor where you want the field in Word.
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19. Click the field you need from the Insert Raiser’s Edge field list to add the field.

Flle Edt Wiew |nset Format Tools Table “Window Help 5'|

[
DsE8(gRY s mBd - @
J
|

Naormal ~  Times Mew Foman = 12 ~ | B 7 O ”EEE

Insert Raiser's Edge field = Insertword Fisld - B Save and retumn to RE? ‘

[ Addresses
Salutation

Address_line_1
City

State
ZIP_Code
Gift_date
Amaunt

Fund_description_1

whddresseen

»
i1 |At 1.3" Ln 3 Col 1 REC | [TRE |EXT) | |2YR [English (U.5 ﬁ
\E‘ H = BB1_14.doc - Merge document for Blackbaud Word Merge Wizard - Microsoft Word (=N C
Home Insert Page Layout References Mailings Review Wiewr Add-Ins () e
sec |Insert Raiser's Edge field = |Insert Word Field ~ H Save and return to RE7 to Merge
AddresseefSalutation ¥
Address 4
Event participations » Istom Toolbars
Relationships 4 iz
-
whddresseen |%|
-
Y
=]
z
4 | il | »
Pageriofl | wiords:0 | 5 | |BElEg z= w0 () {} (1)

Note: By selecting Tools, Spelling and Grammar from the menu bar, you can make sure you do not have
spelling mistakes in your form letter. You can also search for a different word to use, with the same meaning,
by selecting Language, Thesaurus from the Tools menu bar. You can find similar Word integration on Notepad
screens in The Raiser’s Edge. On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling
from the menu bar; or click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7
on your keyboard or select Tools, Thesaurus from the menu bar to access the thesaurus.
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As you write your form letter, repeat these steps to continue placing the fields you want in the letter.

ITE. BB1_12.doc - Merge document for condition ‘equal to Building Fund®

JE\Ie Edit View Inzeit Fomat Tools Table Window Help il‘
IDeEeeahy| i 2ad o-c APAOR=4ET = -0,

JNormaI + TimesMewRoman = 12 = | B £ O | 1= = iE i |E|' &~ A,

J<§.>(> Inzert Raizer's Edge field = [reer bord Field « uSave and retumn ta RET ta Melge|

g e e S—

«CnddrSal Addresseen
«CnddrAdrProc_Addrlinels
«CnadradProc_Cityy, «CnAdrAdtProc_Staten «CnbdrAdiProc_ZIP»

- Dear «CnAdrSal Salutations,

Thank you so much for your generous gift of «CnGE 1_01_Amount2s we received on
«CnGE_1_01_Daten. Tour donation contributed to the new playground equipment for our
younger children.

ezt year, we hope to purchase sporting goods equipment for the older children We
. would love to have your support again next year! A donation of «CnGE_1_01_Amounts
m (only 10 percent more than this year) would be a tremendous donation to our challenge.

We appreciate anything you contribute, and words cannot express the happiness the
children will have due to your donation

Thank you so much for your generous gift. We hope to hear from you again soonl

4
EICIEE

[Page 1 Sec 1 11 [at 48" (nz20 col3  [nec [ior EAT [OVF [Engishus [ B

@' H |+ BB1_12.doc - Merge document for condition 'equal to Building Fund' - Microsoft Word o = 2R
Horme Insert Page Layout References Mailings Review e Add-Ins [~ @
sec Insert Raiser's Edge field = H Save and return to RET to Merge

Custom Toolbars

&y

#Cnddr3al Addresseen
«CnddridrProc_Addrhinels
«CndidrddrProc_Citys, «CnidrAdiProc_Stater «CnfdrAdiProc_ZIP»

Dear «Cnddr3al_Salutations,

Thank you so much for your generous gift of «CnGE 1 01 _Amount2y we received on
«CnGE 1 01 Dater. Tour donation contributed to the new playground equipment for our
younger children.

Mext year, we hope to purchase sporting goods equipment for the older children. We

=
would love to have your support again next year! A donation of «CnGE_1_01_Amounts +
(only 10 percent more than this year) would be a tremendous donation to our challenge. o
‘We apbreciate anvthing vou contribute. and words cannot express the happiness the S

1 | M | »

Page: Lof 1l | Waords: 0 | \ﬁ | |EB§E E = 100% -_;—_;- U ._.i._;.
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21. To return to Mail to continue the conditional mail merge process, click Save and return to RE7 to Merge.
You return to the Conditional Merge Document screen.

Conditional Merge Document

Uze thiz document when Descnphion iz

|equa| to ﬂ

Cancel

thiz walue: |F'Iaygrounu:| Site ﬂ

E_1 Edit merge docurnent |

Document descnption:

22. Inthe Document description box, enter any specific information for the form letter you want. For
example, you can add that you requested a 10 percent increase in donation.

Note: The Compare to column is useful for determining which letter a constituent should receive when both
letters apply to the constituent. For example, Allison Andrews gave to both the Playground Site fund and the
2002 Annual Fund. By using the up and down arrow buttons above the Compare to column, you can highlight

the letter you want to send to Allison.

23. Click OK. You return to the Create merge documents screen and the first form letter appears in the grid.

Microsoft Word Mail Merge Wizard

Create merge documents

[Uze the grid below to setup a different merge document for each condition,

[T New Docunent & X T+

Compare to

Playground Site

Cancel

< Back

Note: If a gift meets more than one condition, The Raiser’s Edge selects the first condition that is met. For
example, Mark Smith donated two gifts, one to the Playground Site fund and one to the 2002 Annual Fund. In
this procedure, the condition fund equals Playground Site is the original condition. Therefore, Mark Smith

receives a letter for the Playground Site fund.
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24. To continue with your second form letter, click New Document.The Conditional Merge Document screen
appears.

Conditional Merge Document

Uze thiz document when Descnphion iz

Cancel

thiz walue: | ﬂ

E_1 Edit merge docurnent |

Document descnption:

Create this form letter using the same steps you completed to create the first form letter. Continue to add
the rest of the form letters you need for inclusion in your conditional mail merge.

25. After you create your last form letter for the conditional mail merge, click Next on the Create merge
documents screen. The Select a file name screen appears.

Microsoft ‘wWord Mail Merge Wizard

Select a file name

Enter a name far the document and a falder path where pau want the merged
docurnent to be zaved.

Document narme: |I3ift Acknowledgement Lett

Save in folde: [T \MyFiles =

The final merged document will be zaved as:
C:MyFileshGift Acknowledgement Lett.doc

Click Finish' to create the merged document.

< Back Hext » Finizh Cancel

26. In the Document name field, enter a name for the document.
27. Inthe Save in folder field, enter the path to where you want the merged document saved.
28. Click Finish. Word creates and save the document.

Tip: To quickly and easily merge letters again from a saved mail task in Mail, click Execute Word Merge on the
toolbar or Merge in the lower right corner of the mail task screen. The Confirm File Location screen appears so
you can select a location to save the merged letters. After you click OK, the mail merge process begins. When
complete, your merged letters appear automatically in Word.
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Your merged letters appear automatically in Word.

ITE. Letters for May 2002.DOC - Microsoft Word

JE\Ie Edit View Insett Format Tools Table Window Help Acrobat il‘

IDeEeeahy| i 2ad o-c APAOR=4ET = -0,

JNormaI ~ TimezMNewRoman = 12 = | B 7 O ”EE S

=

Eq‘--.‘--1‘--.“-2-‘-.-“3--‘
M Lucy G Avdeenko

52 Pebble Lane
Eennebunkport, ME 04046

Dear Ms. Awdeenko,

Thank you so much for your generous gift of $250.00 we received on Wednesday,  ar
August 01, 2001, Your donation contributed to the new playground equipment for our
vounger children.

Next year, we hope to purchase sporting goods equipment for the older children We
would love to have your support again next year! & donation of $225.00 {only 10 percent
more than this year) would be a tremendous donation to our challenge. We appreciate
anything you contribute, and words cannot express the happiness the children will have
due to vour donation.

Thank you so much for your generous gift. We hope to hear from you again soonl

3
Sincerely,
B
»
[Page 1 Sec 6 8137 | [At iy ol rec [ | B [EvE | [Engishios | [T
W |= Letters for May 2002.D0C - Microsoft Word = B &
Horme Insert Page Layout References Mailings Review e Add-Ins [~ @
sec Insert Raiser's Edge field = H Save and return to RET to Merge
Custom Toolbars
iz
-
s Lucy G Avdeenko
52 Pebble Lane 3
Eennebunkport, ME 04046
Dear Mz Avdeenke,
Thank you so much for your generous gift of $250.00 we received on 08/01/2001, Your
donation contributed to the new playground equipment for our younger children.
Mexzt year, we hope to purchase sporting goods equipment for the older children. We
would love to have your support again next year! & denation of §275.00 (only 10 percent
mere than this year) would be atremendous donation to our challenge. We appreciate
anything you centribute, and werds cannot express the happiness the children will have -
due to your denation 8
o
¥
4 4
Page:iofl | wardsio | o | Bz == 100% (=) y! (+)

Note: If you want to print the letter, select File, Print from the menu bar.

29. To close Word, select File, Exit from the menu bar. You return to Mail.
30. To close the mail task, select File, Close from the menu bar.

Edit a Mail Merge Task in Export

To edit a letter for a simple mail merge or a conditional mail merge in Export, complete the same steps for editing
the mail merge. It is important to remember to save the Word document with a new name so you do not
overwrite any existing letters you saved.
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» Edit a mail merge task in Export

In this procedure, we edit the simple mail merge document for Export. Follow the same steps for a conditional
mail merge in Export to complete the steps to edit mail merges.

1. From your saved export screen, click Edit merge document on the toolbar. For more information about
opening an existing export record, see the Export chapter in the Query & Export Guide.

E. Prospect Letters Export =] E3

File Edit ‘“iew Favontezs Tool: Help

H > ||1 @.||| ? - @ Edit merge document ‘

1:General | Z:0utput I

Selected Records from *Major Donor Prozpect’

‘Head of Household' Proceszing Inzhude these Constituents

" Export anly constituents marked 'Head of Househald' || W Inactive constituents

™ E=port first constituent found [ Deceased constituents

{* Export both constituents separately W Canstituents with na valid address

[ Create control report % Freviens € Frint

4 Back | Mewt > Cancel Merge Mow |

I 7
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Word opens and your form letter appears.
ITE. BB1_9.doc - Merge document for Hew Constituent Export [_T2]x]

JE\Ie Edit View Inzeit Fomat Tools Table Window Help il‘
IDeEseahy| i 2ad o-c APAOR=4ET ox -0,

JNormaI ~ Times NewRoman = 12 =

B oU|=

O-#-a-.

J %7 Insert Raiser's Edge field » [rs=r b/ord Field ~ [ Save and retum to RET to Merge |

(] — e e —

«Cnadrial Addresseen
“CnadradrProc_Addrlinels
«CnadradrProc_Citys, «CnaAdrAdrProc_States «CnaAdrAdrProc_Z1Ps

Dear «CnddrSal Salutations,

We hawe recetved your reservation for the «CoPrt_1_01_Ev Marnes on
«CnPrt_1_01_Ev_3tart_Dates. We are thrilled you plan to join us for this very exciting
day

You will get an invitation and schedule for the day very soon. If you have any questions
at any time, please contact «CnRelSol 1_01_Mamey or myself

. Kindest Regards,
L -
- Betey Srith ]
Director of Event Plannitg E
== +
[Page 1 11 (A 42" Inis col1 REC [ Eor |60 [Engish(u.s | G
@| H |: BB1_9.doc - Merge document for Mew Constituent Export - Microsaoft Ward (= C1
Horme Insert Page Layout References Mailings Review e Add-Ins [~ e
sec Insert Raiser's Edge field = Insertword Field H Save and return to RET to Merge
Custom Toolbars
Lix]
-

«CnAdral Addressess
aCnadrAdProc_Addrlinels
«CnidrAdrProc_Citys, «Cnfdr AdrProc_States «CnAdrddiProc_ZIP»

Dear «CnadrBal Bahitations,

We have received your reservation for the «CnPri_1_01_Ev_MNames on
«CnPrt 1 01 Ev Start Dates. We are thrilled you plan to join us for this very exciting
day.

You will get an invitation and schedule for the day wery soon. If you have any questions
at any time, please contact «CrRelSol 101 _Mames or myself.

=
Kindest Regards, %
o
Roetaw Srmith S
Il [ M | »
Fage:1ofl | wordsio | o | |@Eﬁ 2 U (+)

2. Make the changes you want to the form letter.
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3. Click Save and Return to RE7 to Merge. You return to Export.

£ Prospect Letters Export
File Edit Help

B x |&ac e ?-

View Favortes Tools

@ Edit merge document ‘

(=] E3

1:General | Z:0utput I

Selected Records from *Major Donor Prozpect’

‘Head of Household' Proceszing
™ Export only constituents marked 'Head of Household"
™ E=port first constituent found

{* Export both constituents separately

Include these Constituents

[+ Inactve conshituents

[T Deceased conshituents

[+ Constituents with no valid address

[ Create control report % Freviens € Frint

< Banl | Mest » Cancel

Merge Mow |

A

Note: If you want to edit your form letter only and do not want to generate the merge letters again, click Save
on the toolbar. Select File, Close from the menu bar to close the export record.

4. To begin the mail merge, click Merge Now. The Export file name screen appears.

Export file name

Save in: I =5 MyFiles

=« ®EB ek E-

File narme: I j Save I
Save as type: IW'ord Document % doc] j Cancel /l
2

5.

In the Save in field, assign a location to your data file. For example, you may want to save this to

C:\MyFiles, or another folder in which you prefer to store information.

6.

In the File name field, enter “EventSchedulelLetters.doc” to name the data file for the export.
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7. The value in the Save as type field defaults to the export type you selected on the Create a New Export
screen.

Export file name EHE
Save in; I@MyFiles j <] ¥ ER-

- @ ProspectLetters. doc

File name: IEventScheduIeLetters.doc j Save I
Save as type: IW'ord Document [* doc) j Cancel |

%

8. Click Save. The mail merge processes, and a processing screen appears.

i

Merging Data

o YWword iz creating the document, please wait...
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Your merged letters appear automatically in Word.

ilj EventS cheduleL etters. doc - Microsoft Word

JE\Ie Edit View Insett Format Tools Table Window Help Acrobat il‘
IDeEsehy| i 2ad -« APAOR=4ET = -3,
JNormaI ~ TimezMNewRoman = 12 = | B 7 O ”EE S
BB

Eq‘--.‘--1‘--.“-2-‘-.-“3--‘

Mr. and Mrs. Dustin 3. Andrews, Ir.
4859 Philpot Lane

Minneapolis, MIT 55403

Dear Mr. and IMrs. Andrews,

Enclosed, please find the schedule for Walk-A-Thon on 07/31/2004. We are thrilled you
plan to join us for this very exciting day!

If you have any questions at any time, please contact myself

Eindest regards,

Betsy Smith
Director of Event Planning B
+
| Page 1 Sec 4 1117 ‘At Ly | REG | |TRK | [EXT | [@¥R |English (U.5 E i
@ =) EventScheduleletters - Microsoft Word [=NCIRE
Horme Insert Page Layout References Mailings Review e Add-Ins [~ e
sec Insert Raiser's Edge field = H Save and return to RET to Merge
Custom Toolbars
Lix]
-

Mr. and Mrs. Dustin 3. Andrews, Jr
4859 Philpot Lane
Minneapolis, M 55403

Dear Mr. and Mrs. Andrews,

Enclosed, please find the schedule for Walk-A-Then on 07/31/2004. We are thrilled you
plan to join us for this very exciting day!

If you have any questions at any time, please contact myself.

Eindest regards,

-
%
=]
F

Fatew Senith
1 | M | »
Page:lofl | Wardsi0 | Q,a’ | b 100% -_:—_;. [} {4

m]
&
|
i
]

Note: If you want to print the letter, select File, Print from the menu bar.
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9. To close Word, select File, Exit from the menu bar. You return to Export.

E. Prospect Letters Export [_ O] x|
File Edit ‘“iew Favontezs Tool: Help
EH | ] @_| | | ? - | ®] Editmerge document ‘

1:General | Z:0utput I

Selected Records from *Major Donor Prozpect’

‘Head of Household' Proceszing Inzhude these Constituents

" Export anly constituents marked 'Head of Househald' || W Inactive constituents

™ E=port first constituent found [ Deceased constituents

{* Export both constituents separately W Canstituents with na valid address

[ Create control report % Freviens € Frint

4 Back | Mewt > | Cancel | MergeNoﬂl

I 7

10. To save and close Export, select File, Close on the menu bar.

Edit a Mail Merge Task in Malil

To edit a letter for a simple mail merge or a conditional mail merge in Mail, complete the same steps for editing
the mail merge. It is important to remember to save the Word document with a new name so you do not

overwrite any existing letters you saved.

» Edit a mail merge task in Mail

Note: You can edit mail merge tasks for Appeal Cards, Follow-up Letters, Honor/Memorial Acknowledgement
Letters (with Honor/Memorial Tracking), Membership Cards (with Membership Management), Quick Letters,
Receipts, Reminders, Renewal notices (with Membership Management), and Volunteer Follow-up Letters (with

Volunteer Management) in Mail.
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In this procedure, we edit the simple mail merge document for a Donor Acknowledgement Letter mail task in
Mail. Follow the same steps for a conditional mail merge in Mail to complete the steps to edit mail merges.

1. From your saved mail task screen, click Send to Word merge wizard on the toolbar. For more information
about opening an existing mail task, see the Mail Guide.

3 Gift Acknowledgement Letters HE E
File Edit Favortes Help

= B Ej | ? - 1"@ Send to Word merge wizard

E: Ind. Address ] 7 Org. Address ] & Farmat ]
1. General l 2: Fields to Include ] 2 Filkers ] 4 Gift Tupes ] 5 Attributes ]

All records

Include Gifts with these Dates

Date to use: |Gift date j
N

Date: ||nclude all dates

Saft Credit Gifts To Include these Constituents
* Donar IV Inactive constituents
" Soft credit recipients [ Deceased constituents
" Both [ Constituents with no valid address
Credit Matching Gifts To
" Daonar % MG Compary " Bath
[ Create output query

| Mest » | Cancel | Export... teme. ..

The Microsoft Word Mail Merge Wizard appears.

Welcome to the Word mail merge wizard

Thiz wizard will walk pau through the steps needed to create a Microzoft
Wword mail merge document.

The first ztep in creating a mail merge document iz o
export the data from The Raizer's Edge.

Click 'Mext' to export the data now uzing the fieldz and

critenia you defined in the mailing 'Gift Acknowledgement
Lefters'.

Cancel




90 CHAPTER

Warning: If all the gift records are marked “Acknowledged” for the mail task parameters you select, a message
appears stating that no records meet the criteria for the task. To edit an existing mail merge letter in Mail, you
must have gift records to export marked “Not Acknowledged”.

2. Click Next. A message appears asking if you want to mark the gifts as Acknowledged.

The Raiser's Edge E

\?I) Do wou want to mark giftz included in this iun as “Acknowledged''?

ez Mo |

3. To automatically update the Acknowledge field on the gift records in the export from “Not
Acknowledged” to “Acknowledged”, click Yes. This helps you keep your records up-to-date.

Warning: Once the gifts are marked as “Acknowledged”, you cannot produce another acknowledgement
letter for them unless you change the field back to “Not Acknowledged”. This can be done manually or through
Globally Change Records in Administration. For more information, see the Global Add, Delete, & Change
Records Guide.

To prevent the program from automatically changing the Acknowledge field on the gift records from “Not
Acknowledged” to “Acknowledged”, click No.

The next step of the Blackbaud Word Mail Merge Wizard appears.

Note: To process an existing conditional mail merge, select Perform a conditional mail merge using multiple
documents.

4. To process an existing simple mail merge, select Perform a simple mail merge using only one document.

Microsoft Word Mail Merge Wizard

What type of Mail Merge do you want to run?

Y'ou can create a simple mail merge using a single document, or a conditional
mail merge uzing multiple documents.

(s Perform a simple mail merge wsing only ane docurnent

(" Perform a conditional mail merge wuzing multiple documents

¢ Back Cancel
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5. Click Next. The Edit the document and merge the data screen appears.

Microsoft ‘wWord Mail Merge Wizard |

Edit the document and merge the data

Yau can edit the document if you want, ar start merging the data now.

Click the buttan below to open Microzaft Wiard and edit pour document.
“When you are ready to perform the merge click the 'Mest' button.

@ Edit merge document

Finizh Cancel

< Back |
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6. Click Edit merge document. Word opens and your form letter appears.

ITE. BB1_14.doc - Merge document for Blackbaud Word Merge Wizard [_T2]x]
J File Edit View Insett Format Tools Table Window Help il‘

== REE I

JNormaI ~ Times NewRoman = 12 =

hERS - o-

nrus

J Inzert Raizer's Edge figld = [rnzet wiord Field « E Save and return ta RET |

[o/mg ez

AFOE=a @ w -5,
=lo-s-a-.

S

¥ JIi5|

wAddresseey
wlddress_line_1»
«Clityn, «Stater «ZIP_Coder

Dear «Salutations,
. Thank you so much for your generous gift of «Ameunts to the «Fund_description_In
~ This gift was received on «Gift_dater, and is eligible for tax deduction. Please consider

this letter as your receipt for your tax purposes.

T appreciate your support, and look forward to personally meeting you soonl

- Sincerely,
N Allen Dupree ~
Director of Development 5
+
1f1 ‘At G2 Ln 1& ol 1 REC | [TRE |EXT | |@i7 | [English (0.5 E
@' H |3 BEB1_14.doc - Merge document for Blackbaud Word Merge Wizard - Microsoft Word (= C1
Horme Insert Page Layout References Mailings Review e Add-Ins [~ @
sec Insert Raiser's Edge field = H Save and return to RET to Merge
Custom Toolbars
Lix]
-

whddresseen
whddress_line_1x
«Cityn, «Statey «ZIP_Codes

Dear «3alutations,

Thank you so much for vour generous gift of whmounts to the «Fund_description_1».
This gift was recerved on «Gift_dates, and 1s eligible for tax deduction. Please consider
thiz letter as your receipt for your tax purposes

I appreciate your support, and look forward to personally meeting you soonl

Sincerely,

“ 0w 4

dllan Thunrea
| M | »

Page: Lof 1l | Waords: 0 | \j | |EE& (S 100% T [} (4]

7. Make the changes you want to the form letter.

Note: If you want to edit your form letter only and do not want to generate the merge letters again, click
Cancel on the Microsoft Word Mail Merge Wizard. You return to the mail task screen. To save the changes,
click Save on the toolbar. Select File, Close from the menu bar to close the mail task.

8. To return to Mail to continue the mail merge process, click Save and return to RE7. You return to the
Microsoft Word Mail Merge Wizard screen.
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9. Click Next. The wizard screen appears so you can save your Word mail merge.

Microzoft Word Mail Merge Wizard |

Select a file name

Enter a folder path and file name where you want the merged document to be
zaved.

Save document as: | C:\MyFiles\Gift Acknowledgement Letters DOC ﬂ

Click Finizh' to create the merged document.

< Back [ Ewt Finizh |

10. To browse for a location on your computer where you want to save the document, click the binoculars. If
you do not want to overwrite your existing document, rename your .doc file.

Tip: To quickly and easily merge letters again from a saved mail task in Mail, click Execute Word Merge on the
toolbar or Merge in the lower right corner of the mail task screen. The Confirm File Location screen appears so
you can select a location to save the merged letters. After you click OK, the mail merge process begins. When
complete, your merged letters appear automatically in Word.



94 CHAPTER

automatically in Word.

i3] Gift Acknowledgement Letters DOC - Microsoft Word

11. Click Finish. The simple mail merge begins processing. When complete, your merged letters appear

JE\Ie Edit Wiew Inset Format Tools Table Window Help Acrobat

r
IDEEagRY |iERad »-o RBEOE=# 8T w: -3,
JNormaI = TimesNewRoman = 12 = | B 1 H”ng ||:|viv£-v
BB

Mrs Cynthia T Miller
7930 Baker Street
MeMdinnwille, OR 97128

- Dear hs Miller,

letter as your receipt for your tax purposes

[cTm 1z e s

T T

. Thank you so much for your generous gift of $5,325.00 to the 2003 Annual Fund. This
f_v gift was received on 12/05/2003, and is eligible for tax deduction. Please consider this

We appreciate your continued support! It was so nice to meet you at the luncheon in

- September! =
- 2]
- Sincerely, E
»
[Page 1 Sec 1 1fz [ 23" ns colis REC [ Eor |60 [Engish(u.s | G
w| |= Gift Acknowledgement Letters.DOC - Microsoft Word o =&
Horme Insert Page Layout References Mailings Review e Add-Ins [~ @
sec Insert Raiser's Edge field = H Save and return to RET to Merge
Custom Toolbars
Lix]
-

Mfrs. Cynthia T. Mller
7930 Balcer Street
Mellinnwille, OF. %7128

Dear Ma Miller,

letter as your receipt for your tax purposes.

I appreciate your support, and lock forward te personally meeting you soen!

Sincerely,

Thank you so much for your generous gift of $5,325.00 to the 2002 Annual Fund. This
zift was received on 12/05/2002, and is eligible for tax deduction Please consider this

“ 0w 4

4 [ M

Page:iofl | wardsio | o |

IEEEE

1002 (= )

Note: If you want to print the letter, select File, Print from the menu bar.

12. To close Word, select File, Exit from the menu bar. You return to the mail task screen.

13. To close the mail task and return to the Mail page, select File, Close from the menu bar.
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Create a Letter from a Constituent Record

Note: On the Letters page, accessed from the Letters link of Configuration, you can set up the letters you use
at your organization. You can create merge documents from The Raiser’s Edge, link letters you create from
Microsoft Word to The Raiser’s Edge, and edit your merge fields. For more information about the Letters link
of Configuration, see the Configuration & Security Guide.

In The Raiser’s Edge, if you use Microsoft Word, you can create a single letter from an individual or organization
constituent record, using the Letter menu. To create a customized letter from a constituent record, you can
select the merge fields you want to export out of The Raiser’s Edge to use within your letter, create the merge
document, and select the letter from the Letter menu to automate the merge process. You can also quickly write
a letter by selecting Write a letter from the Letter menu. A Word document appears with fields already selected
for your letter. By using the Letter menu, you can quickly and easily print a single letter for a constituent while
working in Records.

For example, your organization sends a letter of congratulations to constituents who become new parents. Ellyn
and Derek Hassell, constituents in your database, recently had a baby boy. You want to immediately send a letter
congratulating the couple on the birth of their son. Instead of creating a mailing for this one record in Mail, you
can quickly generate the letter from the Letter menu of Derek’s constituent record.

» Create a new letter and generating a mail merge from the Letter menu of a constituent record

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the integration options,
but you cannot perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the
enhanced features, you must have Word 2000, XP, 2003, 2007, or 2010 installed on your computer.
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If you use Microsoft Word, you can create a letter from the Letter menu of an individual or organization
constituent record. From the constituent record, you can create a merge document and select the merge
fields you want to export out of The Raiser’s Edge to use within your letter. Once you define the merge fields

for a letter, you can automate the mail merge by selecting the letter from the Letter menu of a constituent
record.

1. From a constituent record, select Letter, Create a New Letter Format from the menu bar.

== Clara M. Daniels

File Edit ‘iew Constituent | Letter Favorites Tools Help

ESaveandClose'|u|é wirite a Letter... |—>|2-|? E||| ?-|§-|. |
v Aftributes I v Media Individual Letter I v Wolunteer I v Prospect I tembership I v Events I
v Bio 2 I v Org Letter tiohs I v Relationships I v Appeals I Hotes I v Gifts
—Biographical——————— Constituent Welcome Letter — Preferred Address - Home
Last name: IDanieIs President's Letter Country: IUnited States j # Mare... |
. Erochure Lett
First name: IF ch ;re be e;_ - Address lines: |48 Farmridge Road ;l
ew Membership Welcome
Vil mem IMyrtIe Appointment Reminder LI
Titles: IM[S_ City: | O anbury
etter Format I .
Suffives: I Moy Letter Meru. State: ICT Vl Connecticut
Nicknarme: | 2IF: [osE10 o
tMaiden name: IProsser Phanes(EmaiLinks
o i3 DNCI Type INumber,l’EmaiI Addressl Shared?
' I | Harre: 203-778-2523 Shared
Gender. |Female =] s5M: [011-00-3875 N
Birth date: |12/3041910 [F| Age: 93
™ Deceased? Date:l EI

b arital status: IWidowed j - This c.:onst!tuent - 5
[ Iz inactive ™ Iz a salicitor [/ etals |
ﬂl IJESSE E. Dariels [ Gives anonymously I Has no valid addresses

Solicit code: IDD ot phone on weekends: Do not call after 30| [ 7 Requests na e-mail

Friend (06/27/2001 -] vEducation | vBushess |  Bank |

Note: On the Letter screen, you can make a letter inactive by marking the Letter is inactive checkbox. The

letter becomes inactive throughout The Raiser’s Edge, and will also appear inactive on the Letters page,
accessed from the Letters link of Configuration.

The New Letter screen appears.

Newlowsr |
File Edit Letter Favortez Help

ESaveandEIDse | u bt | | ? o

Letter description: |I3ift-in-Kinl:|

Azzociate this letter with a Simple or Conditional wiord Merge export if vou wizh to uze
thiz letter to perform a mail merge from a constituent. The export defines the main
document and merge fields to uze for the letter.

Click here to learn more about Blackbaud *word berge Esports

Blackbaud *word Merge export: ﬁl’f I

[T Letter iz inactive Edit Expart |

2. In the Letter description field, enter the name or description of the letter.
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Note: On the Letter screen, in the Export name field, you can also click the Add a New Blackbaud Word Merge
Export button to bypass the Open screen.

3. In the Export name field, click the binoculars. The Open screen for exports appears.

i, Open
Find: I Ewpart j

Sl Open

Cancel

‘] Add New

Optiong

Find E xports that meet these criteria:

Export type: | Constitusnt = Dateddded [ ] 4 Find Now
Export fomat: | Blackbaud Simple Word Merge | ddedby [ | s Sierieln
Export name: I j

Dezcription: I ﬂ

Expand Results

[4F BF O

[~ Exact match anly

Note: For more information about working with export files, see the Export chapter of the Query & Export
Guide.
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4. From the Open screen, you can search for an export file you already created and saved for a mail merge,
or you can create a new export file for a mail merge. For this letter, create a new export file. Click Add
New. The New Constituent Export screen appears.

E. New Constituent Export M=l B3
File Edit “iew Favaortes Tools Help

& ||3.||| ? '|@ Edit merge document ‘

1:0utput |
—Swvailable Figlds to Export — Output
Show: IM vl 'I% Mew Constituent Export

Biographical .
Spouse

[y Aliases

[y Credit Cards

&y Constituent Codes

[y Solicit Codes

&y Solicitor Goals

Frirnary Alurmni infarmation
Primary Buziness information
Address

Addreszee,S alutation
Relationships ﬂ

i Find...l Select >®| <-F|emn\-'e| [E| Ecrmats.. IE%'Qriteria... |L|L|

Cancel |

| 4

Tip: To show only Biographical category fields, select Biographical in the Show field of the Available Fields to
Export box. This can make finding a biographical field easier and faster. You can focus on selecting from just
those fields.

5. On the Output tab, you need to select the merge fields you want to use in your letter. In the Available
Fields to Export box on the left, click the plus sign to the left of the Biographical category. From this list,
select Last Name, Name, and Title 1.
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Under Biographical, scroll down and double-click Last Name. Last Name appears in the Output box on the
right. To move a field from the Available Fields to Export box, you can also highlight the field and click
Select. Continue to move each biographical field, one at a time, to the Output box.

E. New Constituent Export M=l B3

File Edit “iew Favaortes Tools Help

= | [& | | | ? - | M Edit merge document ‘

1:0utput |

—Swvailable Figlds to Export — Output

5 how: |<,.f_\||> j 'I% Mew Constituent Export
=-[E Biographical
----- A  Solicitor Inactive? =] 0 LastMame
----- 0 Sortkey il Mame
----- 0 Sortname L Title
----- I SpouselD
----- B 55M
----- B Suffie 1
----- B Suffie2 =
----- 0 Spstem Fecod ID
----- § Target
----- A Tl 1
----- 0 Tite2 2
4| | 3
i Find...l Select E| | <-F|emn\-'e| H Ecrmat. I iy Eiiteria. | + | + |
Cancel |
| 4

Tip: To show only address fields, select Address in the Show field of the Available Fields to Export box. This
can make finding an Address category field easier and faster. You can focus on selecting just those fields.
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6. In the Available Fields to Export box, scroll down to the Address category (under Primary Business
information) and click the plus sign to the left. Next, click the plus sign to the left of Preferred Address.
The preferred address field list expands. From this list, you need Address line 1, Address line 2, City,
State, and ZIP as address merge fields in your letter. Scroll down and double-click each to move them over
to the Output box.

E. Mew Constituent Export [_ O] x|
File Edt “iew Favontes Toolz Help
S | @ Edit merge document ‘
1:0utput |
— Availlable Fields ta Esport — Output
Show: |<'.f_\||> j % Hew Constituent Export
E| . Bingraphical
~0 Seassonalto -l © el LastMame
-0 Send mail to thiz addr fl Mame
[ State CRfl Tiled
[ System Record 1D o-E . Addiess
B Type ] = . Preferred Addiess
~B VBA User Field f Address line 1
El‘ E| Address line 2
+-Ey Phones B Ciy
=B Attibutes = B State
-y Al Addresses B ZP
=+ Address Processing hd
4| | 3
i i | Find...l Select > ] | <-Flemu:uve| [l Fommat.. I iy Eriteria.. | + | + |
Cahcel |
I Y

Note: You can enter a date in your Microsoft Word merge document that automatically updates. From the
menu bar select Insert, Date and Time. Select the date format you want to use.
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7. Once you select your merge fields, click Edit merge document on the toolbar. Microsoft Word opens, and
a blank Merge document appears.

il BB1_1.doc - Merge document for New Constituent Export HE E3
JE\Ie Edit Wiew Inset Format Tools Table Window Help 5|

D2E(Ba = B 7ul=
J«»

tec Insert Raiser's Edge field »  Insert Word Field » u Save and retum to RET to Merge |

| Nomal = Times Hew Raman = 12 =

1
H
H

O-#-A-.

0]

~
-
n

- B
| »
11 [at 1" ni call ree [Tk [T [ER [Endlshi 05
@| lﬂ |= BE1 1 - Merge document for Mew Constituent Export (= C1
Horme Insert Page Layout References Mailings Review e Add-Ins [~ e

sec Insert Raiser's Edge field = Insertword Field H Save and return to RET to Merge

Custom Toolbars

&y

“ 0w 4

1 | M | »
Page:lofl | Words: 0 | @’ | |@Eﬁ B == 100% -__:—__;- [} (4]

As you write your merge document, you are going to insert merge fields into the letter. When you print

the letter, the correct information is exported out of The Raiser’s Edge and appears in the designated
areas (placeholders) of your letter.

8. To place afield in the letter, place your cursor where you want the field in Word.
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9. Click Insert Raiser’s Edge field on the toolbar. Select the field you need from the list that appears.

ITE. BB1_35.doc - Merge document for New Constituent Export [_T2]x]

JE\Ie Edit Wiew Inzett Format Tools Table Window Help ﬂ‘

IDzEaaldy iR o-c- ABAOES= &8 T 1w =06,

JNormaI ~ TimesMewPRoman = 12 = | B I O ”EEE = i= ;§| 0-#& - A' .

Jﬁ.? Insert Raiser's Edge field = Insert word Field ~ [ Save and retum to RET to Melge|

E@ liographica Last Mame S 3 g 5 e A -

Name . i . . . f .
#CnBio_Title 1w

&
+
o
3

I: BIE|E| 4 »

[Page 1 Sec 1 1 [ L9 [ne colle  [Rec [1E BT [0V [Engishus |G

For Microsoft Word 2007 and 2010, the Raiser’s Edge toolbar is located on the Add-Ins tab of the
Microsoft Word ribbon.

@‘ H |= BB1_9.doc - Merge document for Mew Constituent Expart - Microsoft Word (=N C
Home Insert Page Layout References Mailings Review Wiewr Add-Ins () @
sec |Insert Raiser's Edge field = |Insert Word Field ~ H Save and return to RE7 to Merge
Addressee/Salutation
Address
Event participations y Istom Toolbars
Relationships i)
-
whddresseen
-
Y
=]
z
4 4
pager1of 1 | wirdsio | 5 | |[ElBRE =2 = w0 —) L} ()

Note: By selecting Tools, Spelling and Grammar from the menu bar, you can make sure you do not have
spelling mistakes in your form letter. You can also search for a different word to use, with the same meaning,
by selecting Language, Thesaurus from the Tools menu bar. You can find similar Word integration on Notepad
screens in The Raiser’s Edge. On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling
from the menu bar; or click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7
on your keyboard or select Tools, Thesaurus from the menu bar to access the thesaurus.
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10. Asyou write your text for the letter, repeat these steps to continue placing the fields you want in the
letter.

il BB1_1.doc - Merge document for New Constituent Export
JE\Ie Edit Wiew Inset Format Tools Table Window Help
D=zdza 2 Bz uU|
J “.7 Insert Raiser's Edge field = [reert tord Field = u Save and retum to RET to Merge |

[CTMME ez

| Nomal = Times Hew Raman = 12 =

«CnBio_Title_1» «CnPBio_MNames
. «CnddePri Addrlinels
- «CnddrPri Addrline2yn
«CnddrPri Cityy, «CnddiPrf Staten «CnldrPri ZTFy

Dear «CnBio_Title_1» «CnBio_Last Namen:

Thartk you so much for your generous gift to the Preservation Seciety. The beautiful table and

chairs will look magnificent in the drawing room of the Englewood House. Generations of
visitors will enjoy the furniture.

It is the generosity of caring individuals like yourself who make it possible for us to continue
. preserving and furnishing these historical homes. We appreciate your continued support

. With kind regards,
” -
) Francis Willoughby B
| »
[Page 1 Sec 1 11 A 19" ne  col4n REG [TRK [ExT | [@4R | |English (U.5
@' H |z BE1 1 - Merge document for Mew Constituent Export (= C1
Horme Insert Page Layout References Mailings Review e Add-Ins [~ @
sec Insert Raiser's Edge field = H Save and return to RET to Merge
Custom Toolbars
Lix]
-

«CnBio_Title 1» «CnBio_Names
«CnldrPri Addrlinely
«CnldrPri AddrlineZy

«CnldrPri Cityn, «CnAdrPri Stater «CnldPri ZIPs

Dear «CnBie_Title_1» «CUnBio Last Names:

Thank you so much for vour genercus gift to the Preservation Society. The beautiful table and
chairs will look magnificent in the drawing room of the Englewood House

Generations of
visitors will enjov the furniture.

Tt is the generosity of caring individuals like yourself who make it possible for us to continue

preserving and furnishing these historical homes We appreciate your continued supportt :

o

With trind renard ¥
1 | M | »
Page:iofl | wardsio | o | 5 1005 (=) y! (+)

11. On the toolbar, click Save and return to RE7 to Merge. You return to the New Constituent Export screen.
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12. On the toolbar, click Save. The Save Export As screen appears. When you save your export file, you can

13.
14.
15.

16.

17.

18.

19.

use it with future letters.

Save Export Az E3 |
Export name: {Gift-in-ind Save

Deseription: [Latter zent ta Giftin-Kind donars. Cancel |

Expoit type; |Eunstituent j

¥ Other users rmay rn this export

[ Other users may modify this expart

Enter an Export name and Description for your export.
The Export Type field is disabled because you selected Constituent on the Create a New Export screen.

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

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

Click Save. The export record and is saved and you return once again to the New Constituent Export
screen. The title on the screen changes to the export name you just entered.

For more information about creating exports in The Raiser’s Edge, see the Export chapter of the Query &
Export Guide.

To close the Constituent Export screen, click the “X” in the top right corner. You return to the New Letter
screen.

Hew Letter E3 |

File Edit Letter Favortez Help

ESaveandEIDse | u bt | | ? o

Letter description: |I3ift-in-Kinl:|

Azzociate this letter with a Simple or Conditional wiord Merge export if vou wizh to uze
thiz letter to perform a mail merge from a constituent. The export defines the main
document and merge fields to uze for the letter.

Click here to learn more about Blackbaud *word berge Esports

Blackbaud Waord Merge export; | ELSg Sl lﬁl’f I

[T Letter iz inactive E dit Expart |

On the toolbar, click Save and Close. You return to the constituent record.

When you create a new letter, the letter appears on the Letter menu of all your constituent records and
on the Letters page, accessed from the Letters link of Configuration.
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20. From the menu bar of the constituent record, select Letter, then the name of the new letter. Your Word
document appears. The merge is complete. You can now edit or add to the letter, as needed.

il BB1_2.DOC - Letter Document for Clara M. Daniels ME e
JE\Ie Edit Wiew Inset Format Tools Table Window Help
vsu=s

D=zdza 2

J Return to Clara M. Daniels Save this document as an action |

| Nomal = Times Hew Raman = 12 =

Mrs. Clara M. Daniels
i 48 Farmridge Road
- Danbury, CT 06810
Dear Mrs. Daniels:

Thank you so much for your generous gift to the Preservation Society. The beautiful table and
. chairs will look magnificent in the drawing room of the Englewood House. Generations of
visttors will enjoy the furniture

~ It is the generssity of caring individuals like yvourself who make it possible for us to continue
preserving and furnishing these historical homes. We appreciate your continued support.

TWith kind regards,

- Francis Willeughby

[Page 1 Sec 1 i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

@' H |z BE1 1 - Merge document for Mew Constituent Export (= C1
Horme Insert Page Layout References Mailings Review e Add-Ins [~ @
sec Insert Raiser's Edge field = H Save and return to RET to Merge

Custom Toolbars

&y

Mrs. Clara M. Daniels
48 Farmridge Road
Danbury, CT 06810

Dear Mrs. Daniels:
Thank you so much for your genercus gift to the Preservation Society. The beautiful table and
chairs will lock magnificent in the drawing room of the Englewood House. Generations of

visttors will enjoy the farmiture.

It 15 the generosity of caring indinduals like vourself whe make 1t possible for us to continue

=
preserving and furnishing these historical homes. We appreciate your continued suppott +
[}
T ith lrind reoard= 7
1 | i | »
Pageilorl | wordsio | D | [EeEg == w0 (=) L] )

Note: To print the letter, select File, Print from the menu bar.

21. You can save the letter document as an action. On the toolbar, click Save this document as an action. A
message appears, letting you know the action has been added.

Microsoft Word E3

@ "Gift-in-Kind" has been added as an action for Clara M, Daniels,
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Note: The Action type field on the action record remains blank unless you add a business rule to include a
type. For example, in Constituent options, General options of Business Rules, you can select to add RE Letter
Document in the When an action is created for a letter frame. Mark the Set the action type to [Action type]

for action letters checkbox. In the drop-down field, select “RE Letter Document” to add this action type when
an action is created for a letter.

The letter appears as an action on the Actions tab of the constituent’s record. To view the action, you
must select the Actions tab of the constituent record, and open the action. The Category of the action is
Mailing. To access the letter from the action record itself, click the Microsoft Word icon in the bottom

right status bar. For more information about actions, see the Actions chapter of the Constituent Data
Entry Guide.

22. On the message, click OK. You return to the Word document.

23. Once you print the letter, click Return to [Constituent Name] on the toolbar. You return to the constituent
record, and the letter is saved.

24. On the toolbar of the constituent record, click Save and Close.

» Edit merge field information from the Letter menu of a constituent record

From the Letter menu of a constituent record, you can add, change, or delete the constituent record merge
fields selected for a mail merge. For more information about editing letters from the Letters page, accessed
from the Letters link of Configuration, see the Configuration & Security Guide.

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the integration options,
but you cannot perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the
enhanced features, you must have Word 2000, XP, 2003, 2007, or 2010 installed on your computer.

1. From the menu bar of a constituent record, select Letter, Modify Letter Menu.

== Clara M. Daniels

File Edit ‘iew Constituent | Letter Favorites Tools Help
ESaveandClose'|u|é wirite a Letter... |—>|2-|? E||| ?-|§-|. |

25 I v Media Individual Letter I v Wolunteer I v Prospect I Membership I v Events I

v Bio 2 I v Org Letter tiohs I v Relationships I v Appeals I Hotes I v Gifts
—Biographical——————— Constituent Welcome Letter — Preferred Address - Home
Last name: IDanieIs President's Letter Country: IUnited States j # Mare... |
. Erochure Lett
First name: ICIara ch ;re be e;_ - Address lines: |48 Farmridge Road ;I
ew Membership Welcome
Middle name: IMyrtIe Appointment Reminder LI
Titles: IMrs_ City: IDanbury
Create a Mew Letter Format
Suffives: I State: ICT Vl Connecticut
R . 2IF: [osE10 o
tMaiden name: IProsser Phanes{EmailLinks
o |1 7Y DNCI Type INumbar,l’EmaiI nddressl Shared?
: | Horme 203-776-2523 Shared
Gender. |Female =] s5M: [011-00-3875
Birth date: |12.-"3D.-"1 910 Ell Age: 93
™ Deceased? Date:l EI
: -  Thig constituent
b arital status: [wfidowed -
I J I Iz inactive I~ |z a solicitor [Uetails |
ﬂl IJESSE E. Daniels ™ Gives anonymously I Has no valid addresses
Solicit code: IDD ot phone on weekends: Do not call after 30| [ 7 Requests na e-mail

Friend [D6/27/2007 - |

v Education | v Business | Bark |
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The Modify Letter Menu screen appears.

Modify Letter Menu E3 |

Show these letters in the Letter menu;

aift-in-Kind Geanah |

[rdividual Letter 4 Se

Organization Letter S Mew

Constituent welcome Letter —

Mew Membership Welcome {7 0pen

Prezident's Letter —

Appaintrent Feminder ¢ Remove

Brochure Letter —

Separator |
e |
¥ Do |
Cloze |

Note: Highlighting a letter on the Modify Letter Menu screen enables the buttons on the right.
2. Highlight the letter which has merge fields you want to change, and click Open. The letter screen appears.

Gift-in-Kind ]|

File Edit Letter Favortez Help

ESaveandEIDse | u > | | ? o

Azzociate this letter with a Simple or Conditional wiord Merge export if vou wizh to uze
thiz letter to perform a mail merge from a constituent. The export defines the main
document and merge fields to uze for the letter.

Click here to learn more about Blackbaud *word berge Esports

Blackbaud Waord Merge expart; |Gift-in-Kind ﬁl’f I

[ Letter iz inactive Edit Export |
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3. Click Edit Export. The export screen appears. On this screen, you can add additional merge fields to use in
your letter.

E, Gift-in-Kind IS[=] E3

File Edit “iew Favaortes Tools Help

u ||3,||| ? '|@ Edit merge document ‘

1:0utput |
—Swvailable Figlds to Export — Output
o [ETRSRN =] [ G Find
B Biographical
#-E Biographical - © L@ LastMame
Spouse 0 Mame
Aliazes EOLR Tite
Credit Cards E| Address
Constituent Codes =-E Prefered Addiess
Solicit Codes 0 Addess line 1
Salicitor Goals B Addreszline 2
Prirnary Alumni infarmation -f City
Frimary Business information B  State
Address 0 2P
Addressee/Salutation
| Felationships ﬂ
i Find...l Select >®| <-F|emn\-'e| H Ecrmat. Igriteria... |L|L|

| 4

Note: You can edit the text of a merge document the same way. On the toolbar, click Edit merge document.
Microsoft Word opens, and the merge document appears. You can delete, add, or replace any of the original
text in the body or closing of the letter at this time. When finished, click Save and return to RE7 to Merge on
the toolbar. Continue to follow the rest of this procedure.
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4. In the Available Fields to Export box on the left, click the plus sign to the left of the category you want.
Scroll down and double-click the fields you want. The field appears in the Output box on the right.

E, Gift-in-Kind IS[=] E3

File Edit “iew Favaortes Tools Help

u ||3,||| ? '|@ Edit merge document ‘

1:0utput |
—Swvailable Figlds to Export — Output
Show: [ <A =] [ GiftiinKind
=~ Biographical
-----  Constituent iz an hu:unu:ur.-’m;l i el LastMame
----- 0 Dateddded i
----- 0 Date Last Changed _|
----- | Deceaszed Date i Ll [FretNEme
----- 0 Decessed? E Address
""" B Ethricity El Prefered &ddress
""" R irct Hare el Address line 1
----- 0 FiscalYear Starts ‘B Address line 2
----- I Gender B City
""" E I -} State
----- Impart D hd
H I _*|_I B aF
i Find...l Select E| | <-F|emn\-'e| H Ecrmat. I iy Eiiteria. | + | + |

Cancel |
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5. On the toolbar, click Edit merge document. Microsoft Word opens and the merge document appears.

ITE. BBE3_1.DOC - Merge document for Gift-in-Kind

JE\Ie Edit View Inzeit Fomat Tools Table Window Help il

IDEE (D& 2 Nom - TmeslewRoman = 12 = | B Z D [E=E==[(EiEes 0O-2-A-.
J o Insert Raiser's Edge field = Irsert Word Field + [ Save and return to RET to Merge |
(] [ R R S 5 s e

«CnBio_Title_1» «CnBio Names
. «CradePri Addrlinels
- «CnddrPri Addrline2n
«CnddrPri Citys, «CnAdPrf Stater «CnlddiPri ZIP»

Thank you se much for your generous gift to the Preservation Society. The beautiful table and
chairs will look magnificent in the drawing room of the Englewood House. Generations of
visiters will enjoy the furniture

It s the generosity of caring individuals like vourself who make it possible for us to continue
preserving and furnishing these historical homes. We appreciate your continued support.

With kind regards, 5
| »
11 [0 19" ne cols REG [TRK [ExT | [@4R | |English (U.5
@' H |z BB&9_1.DOC - Merge document for Gift-in-Kind - Microsoft Word (= C1
Horme Insert Page Layout References Mailings Review e Add-Ins [~ @
sec Insert Raiser's Edge field = H Save and return to RET to Merge
Custom Toolbars
Lix]
-

«CnBio_Title_1» «CnBio_Namex

«CnfdrPri Addrlinels

«CnldrPri AddrlineZy

«CnAdePrf Cityn, «CnAdPrf Staten «CnAdPrf ZIP»

Thank you so much for your generous gift to the Preservation Society. The beautiful table and
chairs will look magnificent in the drawing room of the Englewood House. Generations of
wisitors will enjoy the furniture

It is the generesity of caring individuals like yourself whe malke it possible for us te continue

preserving and furnishing these historical homes. We appreciate your continued suppeort. :

o

With kind regards, ¥
1 | M | »
Page: Lof 1l | Waords: 0 | \ﬁ | |EE& E == 100% -_;—_;- [} (4]

Highlight the merge field you want to change and click DELETE on your keyboard.
Click Insert Raiser’s Edge field to select a replacement merge field.

For example, you may want to replace the formal salutation in your letter with a less formal one. You can
change the salutation of your letter from “Dear Mrs. Daniels” to “Dear Clara”.

You can edit the text of the merge document the same way. Click Edit merge document. When Microsoft
Word opens and the merge document appears, you can delete, add, or replace any of the original text in
the body or closing of the letter at this time.

8. On the toolbar, click Save and return to RE7 to Merge. You return to the export screen.
On the toolbar, click Save and then, click the “X” in the right top corner. You return to the letter screen.
10. On the toolbar, click Save and Close. You return to the Modify Letter Menu screen.
11. Click Close. You return to the constituent record.
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12. On the toolbar, click Save and Close.

» Quickly write a letter from the Letter menu of a constituent record

From an individual or organization constituent record, you can quickly connect to Microsoft Word to write a
letter. From the Letter menu, select Write a Letter. A Word document appears, with certain fields defaulting
into the letter. The Long Date (a Windows setting), Primary Addressee, Preferred Address, and Primary
Salutation automatically appear in your letter.

Note: If an action record has the Category of Mailing, in the Letter field, you can quickly create a letter directly
from the action record. Click the Microsoft Word icon in the Letter field. You can follow this procedure and
apply the same techniques to write a letter from an action record. For more information about action records,
see the Actions chapter of the Constituent Data Entry Guide.

1. From the menu bar of a constituent record, select Letter, Write a Letter.

== AAA Concrete
File Edit ‘iew Constituent | Letter Favorites Tools Help

ESaveandClose'|u|é |_’|2'|?E|| ?'|&'|' |
iohs I Ho Individual Letter I Frozpect I Membership I Ewvents |
| v Org2 I " Org Letter Appeals | Haotes I v Gifts I v Attributes I Media
g Mame: Im Constituent ‘Welcome Letter Alisses |
President's Letter
L1563 Brochure Letter
— Preferred Address - Business New Membership Welcome [¥  Organizalion matches gifts
Courity: IUnited States Appointment Reminder — Matching Gift Information
Address lines: 974 Ocean St Create a New Letter Format Factar: W Fiscal year starks: ID‘I /0
Hodify Letter Menu... Matching Gift Limits |
City: IPahDa I Minirnum I Maimum I
State: |H| vl Hawaii Per gift $50.00 $5,000,00
& | d 50.00 60,000.00
AT & DFC| e pEranner i i
Total per donor 450,00 $100,000,00
Phones ErnailfLinks Notes:
DNC Type |Mumnber/Email A...| Shared? - - -
| if2 I ! I I Add, Concrete will match only for fulktime employees.,
- Business 808-779-1466 Mot Shared
 This constituent
I Iz inactive I™ Iz a solicitor [Ietails |
[T Gives anonymouzly I~ Has no valid addresses

I~ Requests no e-mail

Solicit code: I
Friend [04/01/2003 - ]; Matching Gift Comparny [04/01/2003 - ] Bark |

Tip: You can also click the Word button on the toolbar to quickly write a letter.

If the constituent from which you are writing the letter is an organization, the Search relationships screen
appears, so you can select the contact to whom to address the letter.

The Raizer's Edge |

Do you want to zend this letter to the congtituent or one of thiz
conztituent's relationships'?

" Congtituent

& One of this constibuent's relationships

(] I Cancel
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2. If you choose to send the letter to One of the constituent’s relationships, the Search relationships screen

appears, so you can select the contact to whom to send the letter. If you choose to send the letter to the
Constituent, this screen does not appear, and the letter is addressed to the constituent itself.

Search relationships for AAA Concrete

B
Find: I Individual - l

vy DOpen |
f Cancel |
artin &, Schultz Emploves 03/09/1390 E

4 Fird.. |

<] |

ﬂ Q Filters.. |

3. Select a contact name in the grid and click Open.

The Word document appears. The merge is complete. You can now continue to write and print your letter.
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If the constituent record from which you are creating the letter is an individual, once you select Letter,
Write a Letter from the menu bar, the Word document appears.

G BB1_5.D0C - Letter Document for AAA Concrete W= E3
JE\Ie Edit Wiew Inset Format Tools Table Window Help 5|
IDEd|Eg 2 tond - Tiestewroman < 12 <[ B 7 1 2= === O-4-A-.
J £ Retun to Ad4 Conciete Save this document as an action |

] 1 ' z ' 3 ' 4 5 e ANNITEE .

Tuesday, August 27, 2002

Mr. Eyle I Bell
- Abh Concrete
- 974 Ocean Shore Drive
- Pahoa, HI 78741

Dear Mr. Bell,

i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

W = BB1_5.D0C - Letter Document for AAA Concrete - Microsoft Word o B =R
Horme Insert Page Layout References Mailings Review e Add-Ins [~ e
sec Insert Raiser's Edge field = H Save and return to RET to Merge

Custom Toolbars

&y

Tuesday, August 27, 2002

Wr. Eyle M. Bell

A4 A Concrete

974 Ocean Shore Drive
Pahoa, HI 78741

Dear Mr Bell,

i
1 | M | »
Page:lofl | Wardsi0 | \ﬁ | |EE& S 100% -_;—_;- [} (4]

Note: To print the letter, select File, Print from the menu bar.

4. You can save the letter document as an action. On the toolbar, click Save this document as an action. A
message appears, letting you know the action has been added.

Microsoft Word E3

@ The letker has been added as an action For 44 Concrete,
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Note: The Action type field on the action record remains blank unless you add a business rule to include a
type. For example, in Constituent options, General options of Business Rules, you can select to add RE Letter
Document in the When an action is created for a letter frame. Mark the Set the action type to [Action type]
for action letters checkbox. In the drop-down field, select “RE Letter Document” to add this action type when
an action is created for a letter.

The letter appears as an action on the Actions tab of the constituent’s record. To view the action, you
must select the Actions tab of the constituent record, and open the action. The Category of the action is
Mailing. To access the letter from the action record itself, click the Microsoft Word icon in the bottom
right status bar. For more information about actions, see the Actions chapter of the Constituent Data
Entry Guide.

On the message, click OK. You return to the Word document.

Once you print the letter, click Return to [Constituent Name] on the toolbar. You return to the constituent
record.

7. On the toolbar, click Save and Close.

Create a Letter from a Gift Record

Note: On the Letters page, accessed from the Letters link of Configuration, you can set up the letters you use
at your organization. You can create merge documents from The Raiser’s Edge, link letters you create from
Microsoft Word to The Raiser’s Edge, and edit your merge fields. For more information about the Letters link
of Configuration, see the Configuration & Security Guide.

In The Raiser’s Edge, if you use Microsoft Word, you can create a single acknowledgement letter from a gift
record using the Word icon in the Letter field. To create a customized acknowledgement letter from a gift record,
you can select the merge fields you want to export out of The Raiser’s Edge to use within your letter and create
the merge document from the Letters link of Configuration. Then, you can select the letter from the Letter field
and click the Microsoft Word icon on a gift record to automate the merge process. For more information about
creating an export for your letter and creating the merge document in Configuration, see the Configuration
chapter of the Configuration & Security Guide.

For example, Frances Mills donates an unsolicited cash gift of $5,000 to your organization. To show your
appreciation, you want to immediately send a personal acknowledgement letter thanking Frances for her
generous gift. Instead of creating an acknowledgement letter for this one gift in Mail, you quickly generate the
letter from the Word icon on Frances’s gift record.

» Create a new acknowledgement letter from the gift record

If you use Microsoft Word, you can create an acknowledgement letter from the Word icon of a gift record. To
create a customized acknowledgement letter from a gift record, you can select the merge fields you want to
export out of The Raiser’s Edge to use within your letter in and create the merge document from Letters in
Configuration. Then, you select the letter from the Letter field and click the Microsoft Word icon on a gift
record to automate the merge process. For more information about creating your export for your letter and
creating the merge document in Configuration, see the Configuration chapter of the Configuration & Security
Guide.

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the integration options,
but you cannot perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the
enhanced features, you must have Word 2000, XP, 2003, 2007, or 2010 installed on your computer.
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1. Open the constituent’s gift record you want to generate an acknowledgement letter for. For more
information about opening a gift record, see the Gift Record chapter of the Gift Records Guide.

gﬁi[l for Scarlett K. Hay HE B3
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2. Inthe Letter field, select “Personalized Thank You”. In Configuration, you defined the letters that appear
in this list. For more information, see the Configuration chapter of the Configuration & Security Guide.

% Gift for Scarlett K. Ray M= E3
File Edit Yiew Gift Favorites Tools Help

ESaveandClose'|u|§'|ﬁ'|N 1 » H|—"||%|'|§'||
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Misc. Letter
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Fund: I2DD"1 Annual Fund J—Iv # Pledge Thank You
bopet | & ey =
Package: I '| Hl
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Note: You can also use the Microsoft Word icon on the gift record toolbar to generate your acknowledgement
letters.
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3.

In the Letter field, click the Microsoft Word icon. Word opens and your letter appears.

ITE. BB1_38.D0OC - Letter Document for Gift for Scarlett K. Ray

JE\Ie Edit View Inzeit Fomat Tools Table Window Help
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Idrs. Scarlett K. Ray
985 Eiverbank Feoad
Burlington, K2 66835
Dear Mrs. Ray,

Thank you so much for your generons Cash gift of $75.00. This gift was given on
12/07/2004 for the 2004 Annual Fund

We sincerely appreciate your denation and look forward to hearing from you again in the
future!

Eindest regards,

I:BEIZE—‘

| Page 1 Sec 1 1f1 lat 1" ln 1 col1

“|Cn|a

(W] i I=

Home Insert

e Insert Raiser's Edge field =

BE1_38.D0C - Letter Document for Gift for Scarlett K. Ray - Microsoft Word
Page Layout References Mailings Review e Add-Ins

H Save and return to RET to Merge

Custom Toolbars

Wrs. Scarlett . Ray
935 Raverbank Road
Burlington, K3 66839

Dear Mrs. Ray,

Thank you so much for your generous Cash gift of £75.00. This gift was given on
120072004 for the 2004 Annual Fund

“We sincerely appreciate your donation and look forward to hearing from you again in the
future!

Eindest regards,
4

Page: Lof 1 | WWords: 0 |\ﬁ | || B B =

1002 (=

1

“ 0w 4

Note: By selecting Tools, Spelling and Grammar from the menu bar, you can make sure you do not have
spelling mistakes in your form letter. You can also search for a different word to use, with the same meaning,
by selecting Language, Thesaurus from the Tools menu bar. You can find similar Word integration on Notepad
screens in The Raiser’s Edge. On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling
from the menu bar; or click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7
on your keyboard or select Tools, Thesaurus from the menu bar to access the thesaurus.
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4. Add the additional personalized information you want for the letter. For example, you can write “l am so
glad you were able to make it to the drop-in and | am very pleased we were able to meet! Please contact
me if you have any questions about the Fire Prevention event or about our organization.”

il BB1_38.DOC - Letter Document for Gift for Scarlett K. Ray
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Mrs. Scarlett K. Ray
585 Riverbank Road
Burlington, K5 6683%

Dear Mrs. Ray,

Thank you so much for your generons Cash gift of $75.00. This gift was given on
120712004 for the 2004 Annual Fund.

T am so glad you were able to make it to the drop-in, and I am very pleased we were able
to meet! Please contact me if you have questions about the Fire Prevention event or about

our organization.

We sincerely appreciate your donation and lock forward to hearing from vou again in the

future!
+
Kindest regards, o
¥
ElEEER »
[Page 1 Sec 1 1j1 [ac 44 [nis col19  [fEC [fE EiT [0 [Engishu.s | B
@ ‘H = BB1_38.D0C - Letter Document for Gift for Scarlett K. Ray - Microsoft Word = B
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so Insert Raiser's Edge field = H Save and return to RET to Merge
Custom Toolbars
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a
Mrs. Scarlett K. Ray
985 Raverbank Road
Burlington, K5 66839
Dear Mrs. Eay,
Thank you so much for your generous Cash gift of §75.00. This gift was given on
12007772004 for the 2004 Annual Fund
Tam so glad you were able to malke it to the drop-in, and I am very pleased we were able
to meet! Please contact me if vou have questions about the Fire Prevention event or about
our organization
=
We sincerely appreciate your denation and look forward to hearing from you again in the ;
future! o
4 »
Page:1ofl | Words 0 | é | 100%% — ; +

Warning: If you do not save the letter in an action record, you cannot access the letter at a later time to edit or
print again. The Microsoft Word letter is stored in the action record; not the gift record.

5. To save the letter in an action record, click Save this document as an action on the Microsoft Word
toolbar. A message appears, stating the letter has been saved as an action.

Microsolft Word

@ "Personalized Thank You" has been added as an action For Scarlett K. Ray.
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6. Click OK. Your return to the Microsoft Word letter screen.
7. To print the letter, select File, Print from the Microsoft Word menu bar.

8. Once the letter is printed, click Return to Gift for [Constituent Name] on the Microsoft Word toolbar. You
return to Scarlett’s gift record. The Acknowledge field automatically defaults to “Acknowledged” and the
day’s date you are writing the letter on. The Letter field is disabled.

v Letter ”F‘ersonalized Thark v 'I B enefits
Recsipt: |Not Receipted =] =l

Also note the Microsoft Word and action record icons appear in the bottom right status bar.
9. To save and close the gift record, click Save and Close on the toolbar.
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» Edit merge field information from the gift record

You can edit the acknowledgement letter you created from a gift record, from the same gift record. If you
need to edit the merge fields you export for the letter, you should edit the letter in Configuration. For more

information about editing letters from the Letters link of Configuration, see the Configuration & Security
Guide.

1. Open the gift record for which you want to edit the linked acknowledgement letter. For more information
about opening a gift record, see the Gift Record chapter of the Gift Records Guide.

File Edit “iew Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§'|ﬂ a0 N|—"|%|' & | ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Constituent: IScarIett Fiay QI 1D: 70
Gift bype: ICash j Reference: IFire Prevention ‘g
Gift sublype: | =] Acknowledge: |Ackmw|edged =l |12£0932004 =]
Gift date: [12/07,/2004 1] v Letier |[Personaleed Thark V2] Berefits |
Amourt [(7500 [ Recsipt: [NotFeceiped =] | =)
Campaigr: IAnnuaI Campaign jﬁl Receipt amt/no.: |$?5,DEI ﬂl I
Fund: |2004 Annuial Fund =|sa|
Appeal: I ﬂﬁl
Package: I jﬂl
Solicitors || jﬁl
Pay method: IPersonal Check ﬂ [~ EFT? Check no. /date: |1258 123’053’2004@'
Bank: I |7
|Date added:
| Press F3 for today's date, F7 for calendar @ oy P

Note: To open the action record for this acknowledgement letter, click the action record icon in the same right
corner of the status bar.



120 CHAPTER

2. Click the Microsoft Word icon in the lower right corner of the status bar. Your gift acknowledgement letter

appears.
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Mrs. Scarlett K. Ray
585 Riverbank Road
Burlington, K5 6683%

Dear Mrs. Ray,

Thank you so much for your generons Cash gift of $75.00. This gift was given on
120712004 for the 2004 Annual Fund.

T am so glad you were able to make it to the drop-in, and I am very pleased we were able
to meet! Please contact me if you have questions about the Fire Prevention event or about

our organization.

We sincerely appreciate your donation and lock forward to hearing from vou again in the

future!
£
Kindest regards, o
¥
E=l= »
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Mrs. Scarlett K. Ray
985 Riverbank Road
Burlington, K3 66832

Dear Mrs. Ray,

Thank you so much for your generous Cash gift of §75.00. This gift was given on
12/07/2004 for the 2004 Annual Fund

Tam so glad you were able to malke it to the drop-in, and I am wvery pleased we were able
to meet! Please contact me if vou have questions about the Fire Prevention event or about
our organization

=
We sincerely appreciate your donation and look forward to hearing from you again in the ;
future! .

1 | M | »
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3.

Note:

Make the changes to the acknowledgement letter you want by editing the letter on the Microsoft Word
screen.
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Mrs. Scarlett K. Ray
585 Riverbank Road
Burlington, K5 6683%

Dear Mrs. Ray,

Thank you so much for your generons Cash gift of $75.00. This gift was given on
120712004 for the 2004 Annual Fund.

I am so glad you were able to malke it to the drop-in and I am very please we were able to
meet! T wanted to let vou know another drop-in will be held next Thursday, and we

would love to have you join us!

Please contact me if you have any questions about the Fire Prevention event or about our

organization!
“We sincerely appreciate your donation and look forward to hearing from you again in the ;
future | 5
»
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Mrs. Scarlett . Ray
985 Riverbank Road =
Burlington, K5 66839
Dear Mrs. Eay,
Thank you so much for your generous Cash gift of $75.00. This gift was given on
12/07/2004 for the 2004 Annual Fund.
T am so glad you were able to malce it to the drop-in and Tam very please we were able to
meetl ITwanted to let you know another drop-in will be held next Thursday, and we
would love to have you join us!
=
Please contact me if you have any questions about the Fire Prevention event or about our ;
organization! o
4 m 4
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To print the letter, select File, Print from the Microsoft Word menu bar.

After your changes are complete, click Return to Gift for [Constituent Name] on the Microsoft Word
toolbar to save the changes.

To save and close the gift record, click Save and Close on the toolbar.
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Warning: This chapter is documented using PivotTable 9.0. Depending on your Microsoft Office version, you
may notice different options and selections in PivotTables. For information about these differences, see the
Microsoft help file accessed from the Pivot Report screen.

Numerous standard reports are contained in The Raiser’s Edge Enterprise to help you quickly produce and view
your organization’s development information. You may find that these ready-to-use reports provide all the
information your organization needs. However, if you need a custom report, one that includes a variety of
information not traditionally provided, then your solution may be to create a pivot report.

PivotTables (a Microsoft component “bundled” within The Raiser’s Edge) in pivot reports are unique tools you
can use to create custom views of your information by dragging and dropping information previously gathered
using a query. With these interactive reports, you can analyze data and create summaries and reports.

This chapter explains the basics of Pivot Reports and includes procedures for getting started and creating reports.
In addition, you will find explanations of the basic tools used in creating a pivot report and procedures that
provide an overview of creating a pivot report from start to finish. For information this chapter does not cover
about PivotTables, access the Microsoft help file from Microsoft’s Pivot Report screen.

Frequently Used Terms

Note: A PivotTable is a dynamic, multi-dimensional analysis tool (also known as OLAP or On-Line Analytical
Processing) that you can use to gain insight into your data.

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

Drop Column Fields Here area. Any fields you place in this area list across the top of the pivot report. For
example, you can place Address Line 1, City, State, and ZIP in this area to display the data across the pivot
report.

Drop Filter Fields Here area. To display summarized data, you can place a field in this area to filter your entire
pivot report. For example, you can place the Fund Description field in this area, and then filter an entire
report on the 2003 Annual Fund.

Drop Row Fields Here area. Any fields you place in this area list vertically in the pivot report. For example, to list
constituent names vertically in the first column of the report, you can place the Name field in this area.

Drop Totals or Details Here area. Any field you place in this area automatically generates a Grand Total for the
field you select. For example, to list individual gift amounts and automatically calculate a Grand Total in the
last row or column, place the Gift Amount field in this area.

Item. An item is a unique piece of data within a field. For example, if you summarize a pivot report by the 2003
Annual Fund, Fund Description is the field and 2003 Annual Fund is the item.

Pivot report. A pivot report lets you analyze your Raiser’s Edge data in a custom report format. You can use the
list to view and organize information from your database, look for details, and create summaries and reports.

Understanding Pivot Reports

A pivot report is the product of using an interactive PivotTable to summarize, organize, and calculate your
Raiser’s Edge data. With a pivot report, you get a multi-dimensional view of information you choose to include.
You can rotate the rows and columns of a pivot report to see different summaries of your data, filter your data by
displaying different pages, or display the details for specific areas of interest. By using a pivot report, you have
unprecedented flexibility in creating a report that presents information from your database not included in a
standard report.
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For example, you can create a query containing constituent names, gift amounts, and appeal descriptions. Using
that query, you can create a new pivot report. From there, you can manipulate the data using the pivot report
interface to show a grand total for each appeal amount in each column. The detail grid shows the total gift
amounts per constituent, per appeal. Or, you can create a query that includes constituents and their past due
pledges and fund description. You can then create a pivot report that shows the past due pledges in summary,
and with the click of a button shows the past due pledges per fund.

The possibilities for reporting with Pivot Reports are nearly endless and are only bound by the information in
your database. If you are new to pivot report, the abundant options and amount of customization may seem
daunting. However, with practice, you will soon be creating the exact pivot reports you need.

Pivot Report Process Summary

The steps provided in this section give a general overview, describing the process of creating a pivot report using
an interactive Microsoft PivotTable in The Raiser’s Edge.

Step 1. What is the goal of your report? What information do you want to analyze and present? Answering
these two questions is the first step in creating a pivot report. Once you consider what the end result should be
and focus on what information to include, you are ready for the next step.

Step 2. Create a query in The Raiser’s Edge containing the information you want to use in the pivot report. The
information you gather using the query will be the basis of your pivot report and is presented in the PivotTable
Field List. Think of the field list as a palette of information from which you create your report.

As you create your query, carefully consider which query format you select. For example, If you select a static
qguery, the number of records does not change when you process the pivot report. However, if data has changed
in the query, the pivot report reflects this change. If you select a dynamic query, the pivot report results refresh
automatically. For more information, see “Creating Pivot Reports” on page 132. For more information about
creating queries, see the Query & Export Guide.

Step 3. Access the Reports Page in the The Raiser’s Edge and click Pivot Reports. Open a new pivot report using
the query you created in step 2.

Step 4. Now, create the report and adjust the layout by dragging and dropping information from the PivotTable
Field List into sections of the New Pivot Report screen. This is where you manipulate the presentation of your
data and control how the report looks.

Step 5. Analyze the information the report provides. Select the Chart tab on the Pivot Report screen to view a
color graph or continue to drag and drop information to tweak the report.

Step 6. Once the report meets the goals you established during step 1, save the pivot report for future use. Once
saved, you can access the pivot report quickly from the Pivot Reports page in Reports. If you want to print the
pivot report, you must export the report to Excel. Because you cannot print your report from Microsoft’s Pivot
Report screen, exporting the report to Excel for printing purposes is a simple and quick solution.
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Accessing Pivot Reports

To access Pivot Reports, click Reports from the Raiser’s Edge bar, and click the Pivot Reports link. The Pivot
Reports page appears.

&% The Raiser's Edge

File Edt “iew Go Favoites Took Help
4 Back $ Forward| Open in separate windaw

(A ' Repors-+ Pivot Reporis

Reports M New Open Delete...

Action Reports

- Mame Date Created Created By
Ainalytical
Reports

Campaigns,
Fundsz, and
Appeals Feparts
Custam Reports

Demagraphic
and 5tatistical
Feports

Event
Management
Reparts

Financial Reports

Membership
Repoits

Pivot Reports

Pledge and
R ing Gift
HZ;EH?Q L ™ Only show my reports

Profiles. Lists.
and Directories

Prospect n The Pivot Report provides an easy way to slice and dice data retrieved with a query.
Research
B

“Welcome to The Raiser's Edge 7 &

On the Pivot Reports page, you can open a previously created pivot report or create a new one. To create a new
pivot report, click New on the action bar. To open an existing pivot report, highlight the report you want on the
right of the screen and click Open on the action bar.

Warning: If you use 2007, you must download Collaboration Data Objects, version 1.2.1, from
www.microsoft.com to be completely compatible with The Raiser’s Edge.

The Pivot Reports link on The Raiser’s Edge Reports page appears only if Excel is installed on your computer. To
view Microsoft’s PivotTables correctly, you must have Excel 2000, XP, 2003, or 2007. To use the Microsoft Office
integration features through a terminal session, Office must be installed on the Terminal or Citrix Server and
published out to users.

Pivot Report Toolbar Buttons

Note: You can set up a user option in The Raiser’s Edge that enables you to view tooltips that explain the
function of each toolbar command. Tooltips appear when you move your cursor across each item in the
toolbar. For more information about setting up this user option, see the User Options chapter of the Program
Basics Guide.

The Raiser’s Edge toolbar contains buttons representing common commands in Reports. By clicking these
buttons, you can easily perform functions, such as saving, without using the menu bar.
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Save

L&

Print Preview

Add to Favorites

?-

Raiser’s Edge Help Topics

Note: Tooltips automatically appear when you move your cursor across each item in the Microsoft toolbar.

The Microsoft toolbar contains buttons representing common commands used in PivotTables. By clicking these
buttons, you can easily perform a function, such as sorting, without right-clicking your mouse. Only the main
buttons you use in PivotTables with The Raiser’s Edge are covered in this section. For more information about
other PivotTable toolbar buttons, select the Microsoft help file from the Pivot Report screen.

Copy

Sort in ascending order

it

Sort in descending order

|

AutoFilter

&

Promote (move field to the left)

B

Demote (move field to the right)

$

Refresh the PivotTable




PivoT REPORTS 12

pid

Export to Excel

Display the PivotTable Property Toolbox

E

Display PivotTable Field List

(2)

Microsoft help

Anatomy of a Pivot Report

When you create a new pivot report, you load Raiser’s Edge data gathered using a query and begin with a fresh
canvas for your report. This data forms a palette from which you drag and drop the information to include in the
report.

The PivotTable interface contains the main Pivot Report screen, which is the canvas, and a small floating field
selection screen, which is the palette. This section provides an overview of those elements and includes other
pieces of the PivotTable interface you use to create custom reports.
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New Pivot Report Screen

E. New Pivol Report HEER
Pivat Repart |§hart I

B = = A s = (s EaE

Drop Filter Fields Here

Drop Column Fields Here

5@1 Totals

I Constituent Count
18 Largest Gift Amount
-0 Smallest Gift Amount
-] Total Gift Amount
ﬁ Fund Description

22 Gt Date

Drop Totals or Detail Fields Here £ ft Date breakdown
é Mame

Drop Row Fields Here

fidd b I IRow Area j

After you click Generate on the General tab, the New Pivot Report screen appears. You are now working in a
Microsoft component “bundled” within The Raiser’s Edge. You may notice a distinct difference in functionality
while working in this screen. For example, you cannot save a report directly from this screen from the File menu
or from an icon on the toolbar, as you can in The Raiser’s Edge. To save a pivot report, you must go back to the
Raiser’s Edge General tab and click Save on the toolbar.

The Raiser’s Edge Pivot Report functionality will enhance as Microsoft updates PivotTable functionality. For more
information about Microsoft PivotTables, access Microsoft’s help file from the Pivot Report screen. You can
access this by pressing F1 on your keyboard or by clicking Help on the Microsoft toolbar.

Pivot Report tab. This is the main area of the PivotTable interface where you manipulate the data to include in
the report. On this tab, you drag elements from the PivotTable Field List screen and drop them in designated
areas, depending on how you want the information to appear in the report. Specific areas exist for dropping filter
fields, column fields, row fields, and total/detail fields.

Chart tab. Once you populate the Pivot Report tab with information, select the Chart tab to view a colorful
graph of the pivot report data. This is an alternative view of the report in chart format, which is often helpful in
analyzing data.

Toolbar. The PivotTable report toolbar provides quick access to tools you can use to further manipulate your
data, including a button to export the pivot information to an Excel spreadsheet. You can also use the toolbar to
refresh the report, calculate data, sort fields, copy information, and access the Property Toolbox.
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PivotTable Field List Screen

Drag items to the PivokTable list
(" RrivotData
&L Totals
----- 15 Constituent Count
----- I Largest Gift Amount
----- 15 smallest Gift Amourk
J07 Total Gift Amaunt
Eﬂ--ﬁ Fund Cescription
F-EY Gift Date

Eﬂ--ﬁ Marme

&dd ho I IRDW frea j

PivotTable List. The information in this list originates from the query you selected when you created the
PivotTable. You can drag and drop fields from the list to quickly and efficiently populate the report with Raiser’s

Edge data. The information is displayed in a hierarchical tree view format.

Each field that originates from Query lists with a + sign next to the field. Expand the field to select the actual field
you want for your pivot report. For example, from the Totals field, select Total Gift Amount for your report.

Add to. You can use the Add to button as an alterative to dragging and dropping information from the
PivotTable Field List. Highlight a field, select an area of the report in the drop-down, and click Add to.
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PivotTable Property Toolbox

PivoltT able Property Toolbox I
Selection: ﬁtem @
Tezxk Format: B I 1O |iv
Farik: | Garamaond =]
Size: 10 =

Background: Sy -

Horizontal alignment: I.O.utomatic - I

Show/Hide ¥
Title ba: =
Toolhar: B
Fizld list:
Expand indicatars: %

o] ]

Drop areas:

With the PivotTable Property Toolbox, you can customize the look of elements in the pivot report, including
alignment, font size, and background color. When you adjust an element using the toolbox, the change appears
on the Pivot Report screen. You can quickly access the toolbox from the toolbar or by right clicking and selecting
Property Toolbox from the shortcut menu that appears. For detailed information, see “Formatting With the
PivotTable Property Toolbox” on page 151.

Preparing Queries

After you set a goal for your pivot report and know what information you want to analyze and present, create a
guery. As you create queries, keep in mind what you want your final output to include. For example, if you want
to analyze your organization’s overdue pledges for a specific period, you may include information in the query,
such as gift amount, latest payment amount, latest payment made, and pledge balance. For more information
about creating queries, see the Query & Export Guide.

Warning: For the best performance, do not include excess fields on the Output tab in Query. Only include
fields you want to report on in your query record.

Items selected on the Output tab in Query are the fields in the PivotTable Field List screen. The Raiser’s Edge
creates categories for the query data with varying levels of detail depending on the type of information. For
example, geographical data could include Country, Region, and City levels, while post date data could include
Year, Quarter, Month, and Day levels.

Creating Pivot Reports

After collecting in a query the data you want to use, you are ready to create a pivot report. When you create a
pivot report, you add fields of data to various data drop areas. Keep in mind the key feature of the pivot report is
the flexibility it provides. You are never committed to one view of information. You can manipulate, filter, add,
and remove information an unlimited number of times after creating the report. For more information about
customizing pivot reports, see “Customizing Pivot Reports” on page 145.
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» Creating a basic pivot report

For this example, we create a donor giving pivot report, using a query containing donor and fund information.
While this example demonstrates data and fields specific to a donor giving pivot report, you can use this
procedure as a model for creating any type of pivot report in The Raiser’s Edge.

Warning: The Pivot Reports link on The Raiser’s Edge Reports page appears only if Excel is installed on your
computer. To view Microsoft’s PivotTables correctly, you must have Excel 2000, XP, 2003, 2007 or 2010.

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

2. Click Pivot Reports. The Pivot Reports page appears, displaying a list of saved pivot reports.

i The Raiser's Edge

File Edit Wiew Go Favaortes Taools Help

4 Back & Forward‘ Open in geparate window

L (A'Reports» Fivot Reports:

[_[5]x]

Reports “JMew g Open ¥ Delete...
Action Report
i Date Created
:I;.;Ig?tzal embers 06/ 4
Blank Primamy dddresee... 05/11/2002 10:17:52 A
Campaighs,
Funds, and Tiustees and Board Me... 02/11/2002 10:18:57 AM

Appeals Reports
Custom Reparts

Demographic:
and Statistical
Reports

Event
Management
Reports

Financial Reports

Membership
Reports

Pive arts
Pledge and

Created By

Supervizor
Supervisor

Recurring Gift
Reports

™ Only show my reports

Frafiles, Lists,
and Directories

i

Prozpect
Research

Rennrts

‘Welcome to The Raiser's Edge 7

n The Pivot Report provides an easy way to slice and dice data retrieved with a query.

3. On the action bar, click New. The New Pivot Report screen appears.

I3 New Pivot Report
File  Edit

B = ?-

Favortes  Help

(O] %]

1. General I

Select Querny: I

#l

™ Refresh Pivat data on each run

Click here to lean about refreshing Pivot data

¢ Bach | HEst = | Cancel

Generate |
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4. On the General tab, in the Select Query field, click the binoculars to select a query. The Open screen
appears.

5. In the Query type field, select “Constituent”.

i+, Open Query
Find: Iﬂueries j

Sl Open

Cancel

& Ed
‘] Add New

Optiong

Find Queries that meet these criteria: hh Eind Now
Querny tpe: lm Created Or: lﬂ MNew Search
Guery farmat: lﬁ Created by: Iﬁ Previous Search
Query name: lﬁ
Description: lﬁ
[ Show merged queries only [ Exact match only Expand Results

(g

Note: To create a new query for a pivot report, click Add New on the Open screen. For more information
about creating queries, see the Query & Export Guide.
6. Click Find Now. Saved queries appear in the grid.

7. Highlight the “Donors for ‘This Month’” query and click Open. The query defaults in the Select Query
field.

To
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8. update information in the query each time you preview the pivot report, mark the Refresh Pivot data on
each run checkbox.

I3 New Pivot Report M= B3
File Edit Favortes Help
&= 2- |
1. General I
Select Querny: IDonors for 'Thiz Month' ﬁl
¥ Refresh Pivat data on each un Click here ta leam about refreshing Pivot data

¢ Bach | HEst = | Cancel | Generatel

If you select a static query and mark the Refresh Pivot data on each run checkbox, the number of records
does not change when you process the pivot report. However, if data has changed in the query, the pivot
report reflects this change. For example, David Murphy’s $250 gift is in the “Donors for ‘This Month’”
query. Your gift data entry person realizes she made a mistake and this should be $25, so she corrects
David’s gift record. The next time you process the pivot report, the $25 gift amount appears.

If you select a dynamic query and mark the Refresh Pivot data on each run checkbox, the pivot report
results refresh automatically.

If you do not mark the Refresh Pivot data on each run checkbox for static and dynamic queries, your pivot
report contains a “snapshot” of the data in the query. Only the data in the query at the time was originally
created appears when you view your pivot report results.

9. Click Generate. The Microsoft New Pivot Report screen appears.



136 CHAPTER

The query field information appears in a tree view on the PivotTable Field List screen.

E. New Pivot Report [_[=]x]
Pivot Repart |§hart|

Bl =aEaEE ¢ [=]Y (Y Ea =
Cirop Filter Fields Here

Drop Column Fields Here

=

Drag items to the PivotTable list
W
=) Totals

. I Constituent Count
I Largest Gift Amaunt
15 smallest Gift Amounk
¢ T Total Gift Amaunt
ﬁ Fund Description

& Gt Date

Drop Totals or Detail Fields Here \ﬁ Gift Date breakdown
25 Hame

Drrop Row Fields Here

| |

Note: Each field that originates from Query lists with a + sign next to the field. Expand the field to select the
actual field you want for your pivot report. For example, from the Name field, select the second Name you
view after expanding the original field.

10. Beside Name, click the “+” to expand the field. Select the Name field in the field list, and drag and drop it
to the Drop Row Fields Here area.

E. New Pivot Report HEE
PBivot Report | Chart |

B e e el e e s = [ [ E e

Crrop Filter Fislds Here

Drop Column Fields Hers

Name -
Bach, Julie Marie
Baldwin Entertainment Corporation

Campbell, Jason Douglas PivotT able Field List [x]
ot : Drag items ko the PivotTable list

Ellis, Anthony Stephen _0 Pg_ e

Gartett, Jill Madeline y @W]D ata

Haas, Lisa =] Totals

A Constituent Count
I Largest Gift Amaunt
15 smallest Gift Amounk
I3 Total GiFt Amounk

Hernandez, Robert Carlos
Korbin, David Matthew
Lutan, Kimbetly Johnsie
Ohar, Chloe Yenetia

Quing, Williarn Arthur £ Fund Description
Rosenbery, Ira Michael 2 GiftDate
Sirpson, Mary Ellen Drop Tatals of Detail Fields \ﬁ GiFt Date breakdown
Sinclair, Joseph Allen =5 Name

Taylor, Max Gerome L

Taylor, Michelle
Underwood, David Arthur
WWagner, Michelle Erin
Grand Total

Bddto | [Rowares ]




11. Beside Gift Date, click the “+” to expand the field. Select the Gift Date field in the field list, and drag and

drop it to the Drop Column Fields Here area.

E. New Pivot Report
PBivot Report | Chart |

(=] ]

Bl am=ERlaaeEsAles =% EalD

Crrop Filter Fislds Here

Gift Date ~ |
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Eialdwin Entertainment Corporation
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Luton, Kimberly Johnsie

Ohar, Chloe “enetia
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Rosenbery, Ira Michael

Simpson, Mary Ellen

Sinclair, Joseph Allen

Taylor, Max Gerome

Taylor, Michelle

Underwood, David Arthur

Wagner, Michelle Erin

Grand Total
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Column headings for each gift date for the constituents appear across the top of the report.

Note: You can use other fields in the Totals list to calculate other amounts.

12. Select the Total Gift Amount field in the field list, and drag and drop it in the Drop Totals or Detail Fields
Here area. This adds all the total gift amounts per constituent to the report.
E. New Pivot Report [_[=]x]

Pivot Repart |§hart I
A A el L w kA A S R A==l
Cirop Filter Fields Here

Gift Date ~ |

06/01/2002 |0&/M3/2002 |oB/05/2002 |o&/06/2002 |0B/M07/2002 |DB/10/201
Name ~ |Total Gift Amount|Total Gift &maount|Total Gift Amount|Total Gift Amount Total Gift Amount | Tatal Gift
Bach, Julie Marie =
Ealdwin Entertainment Corporation F""' — - =l
Campbell, Jason Douglas ?gw
Ellis, Anthony Stephen g FivotData
Garrett, Jill Madeline 2 T_Dtals
Haas, Lisa -] Constituent Count
Hernandez, Robert Carlos 1000 -J@ Largest Gift Amourt
Worbin, David Matthew A5 Smallest Gift Amount
Luton, Kimberly Johnsie : imk Total Gift Amount
Ohar, Chloe Yenetia £ Fund Description
Cuinn, William Arthur £1£% Gift Date
Rosenbery, Ira Michael 200 1.5+ Gift Date
Simpsan, Mary Ellen w2 Gift Date braskdown
Sinclair, Joseph Allen =2 Name
Taylor, hMax Gerame " F Name
Taylor, Michelle 10000
Underwood, David Arthur
Wagner, Michelle Erin
Grand Total 200 1000 10000

Note: Certain fields cannot be placed in a specific cell on the Pivot Reports screen. For example, the Total Gift
Amount field cannot be placed in the Drop Column Fields Here area. If you drag a field to a cell it cannot be
placed in, a circle icon (with a line through it) appears letting you know the field cannot be dropped in the area.

A Grand Total amount is also calculated automatically and displays in the last row.
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13. To format the gift amounts with currency text, right-click the Total Gift Amount column. A menu appears.

E. New Pivot Report [_[=]x]
Pivot Repart |§hart I
LR AR A s c AN A= TN
Cirop Filter Fields Here
Gift Date ~ |
06/01/2002 |0&/M03/2002 |DB/05/2002 |0&/06/2002 |0B/M07/2002 |DB10/201
Name ~ [Total Gift Amernt Tetal 2t Lengunt [Total Gift Amount|Total Gift Amount| Total Gift Amount [Total Gift
Bach, Julie Marie Copy
Baldwin Entertainment Corporation Ll ;. = x|
Camphell, Jason Douglas Fiemove Total Dragitems to the FivotTable list
Ellis, Anthony Stephen W
Garrett, Jill Madeline izl Vaslae: 2.0 Totals
et g -1 Constituent Count
Hernandez, Robert Carlos 1000 — _
I Largest Gift Amaunt
Korbin, David Matthew = ,
- - T Smallest Gift Amount
Lutan, Kimberly Johnsie I T
Ohar, Chloe Yenetia :
Quinn, Williarn Arthur é Fund Description
Rosenbery, Ira Michael 200 E‘é Gift Date
Simpson, Mary Ellen . i GiftDate
Sinclair, Joseph Allen g Gift Date breakdown
Taylor, Max Gerome = ﬁ Name
Taylor, Michelle 10000 G Name
Underwood, David Arthur
Wagner, Michelle Erin
Grand Total 200 1000 10000

Note: The options you view on the PivotTable Property Toolbox depends on the column you highlight on the
Pivot Report screen. For example, if you highlight a currency amount column, the Number format field
displays. If you highlight a name column, the Number format field does not display.

14. From the menu, select Property Toolbox. The PivotTable Property Toolbox screen appears.

ivoltT abhle Property Toolbox <]
Selection:l okals @

Texk Format: B 5 O |£'

Fonk: I.ﬁ.rial ;I
Size: 10 -
Background: oy -

[automatic =]
[curency =]

Width: [roe

I+ AutoFit field

Horizontal alignment:

Mumber format:

15. In the Number format field, select “Currency”. The gift amounts automatically formats using “S” and
decimals.
16. To return to the New Pivot Report screen, click the “X” in the top right corner of the PivotTable Property

Toolbox screen.

Note: You can use filter fields to confine the view to a particular part of the available data. For example, if you
move the Fund Description field to the row or column area, you can display a summary for one fund at a time.
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17.

18.

19.
20.
21.

22.

23.

24.
25.

Select the Fund Description field in the field list, and drag and drop it in the Drop Filter Fields Here area.

E. New Pivot Report [_[=5]x]
Pivot Repart | Chart I

Bl =aEaEE ¢ [=]Y (Y Ea =

Cirop Filter Fields Here

Gift Date ~ |
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Name ~ [ Total Gift Amount Total Gift Amount | Total Gift Amount|Total Gift Amount| Total Gift Amount | Total Gift
Bach, Julie Marie |
Baldwin Entertainment Corporation [ Pivoll: =|
Campbell, Jason Douglas $500. Drag ikems to the PivotTable list
Ellis, Anthony Stephen a PivotData
Garrett, Jill Madeline $5,000. | 2.1y Totals
Haas, Lisa $10,000 I Constituent Count
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- ; I Smallest GiFt Amaunt
Lutan, Kimberly Johnsie | Total Gift Amount
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Quinn, Willam Arthur 55,000, 2 g Desarpton
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Grand Total $200.00 $1,000.00 $10,000.00 $23.500.

q | N

To close and save the pivot report, click “X” in the top right corner. You return to the General tab on the
New Pivot Report screen.

Click Save on the toolbar. The Save Report As screen appears.
In the Report name field, enter “This Month’s Donors”.
In the Description field, enter “Includes name, gift date, and fund description”.

Save Report As E

Hepnrtname:IThis tonth’s Donors | Save I

Descriphion: {| ncludes name. gift date. and fund description Cancel |

¥ Other uzers may iun this Repart

™ Other users may modify this Beport

If you want to authorize other users to run this pivot report, mark the Other users may run this Report
checkbox.

If you want to authorize other users to change this pivot report, mark the Other users may modify this
Report checkbox.

To return to the General tab, click Save.
To return to the Reports page, select File, Close from the menu bar.

» Creating an advanced pivot report

For this example, we create a constituent pivot report using a query containing gift information and
biographical details. While this example demonstrates data and fields specific to a constituent pivot report,
you can use this procedure as a model for creating any type of advanced pivot report in The Raiser’s Edge.

Warning: The Pivot Reports link on The Raiser’s Edge Reports page appears only if Excel is installed on your
computer. To view Microsoft’s PivotTables correctly, you must have Excel 2000, XP, 2003, or 2007.

1.

On the Raiser’s Edge bar, click Reports. The Reports page appears.
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2. Click Pivot Reports. The Pivot Reports page appears, displaying a list of saved pivot reports.
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‘Welcome ta The Raiser's Edge 7 4

n The Pivot Report provides an easy way to slice and dice data retrieved with a query

3. On the action bar, click New. The New Pivot Report screen appears.

(O] %]

I3 New
File Edit Favortez Help

W& 2- |
1. General I
Selzct Querny: I ﬁl

I" Refresh Pivot data on each un Click here to lean about refreshing Pivot data

ot Report

< Bach | HHEst > | Cancel | Generatel

4. On the General tab, in the Select Query field, click the binoculars to select a query. The Open screen
appears.
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5. In the Query type field, select “Gift”.

i+i, Open Query
Find: IQueries j

& e

Cancel

& Edt
“] dadd New

Options

[ HER B LN

Find Queries that meet these criteria: b Eind Now
Quem twpe: |Gkt - Created On: IW New Search
Query format; Iﬁ Created by: Iﬁ Previous Search
Query name: lﬁ
Description: Iﬁ
™ Show merged queriss only [~ Exact match only Expand Results

Note: If you open an existing pivot report and select a different query, you receive a message stating that the
guery may not contain all the fields used in the report. Click Yes if you are sure you want to use the query you
select in the pivot report.

6. Click Find Now. Saved queries appear in the grid.

7. Highlight the “Gift search for Supervisor” query and click Open. The query defaults in the Select Query
field.

To create a new query for a pivot report, click Add New on the Open screen. For more information about
creating queries, see the Query & Export Guide.
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8. To update information in the query each time you preview the pivot report, mark the Refresh Pivot data
on each run checkbox.

I3 New Pivot Report M= B3
File Edit Favortes Help
&= 2- |
1. General I
Select Querny: IGift zearch for Supervizor ﬁl
™ Refresh Pivat data on each un Click here ta leam about refreshing Pivot data

¢ Bach | HEst = | Cancel | Generatel

If you select a static query and mark the Refresh Pivot data on each run checkbox, the number of records
does not change when you process the pivot report. However, if data has changed in the query, the pivot
report reflects this change. For example, David Murphy’s $250 gift is in the “Donors for ‘This Month’”
query. Your gift data entry person realizes she made a mistake and this should be $25, so she corrects
David’s gift record. The next time you process the pivot report, the $25 gift amount appears.

If you select a dynamic query and mark the Refresh Pivot data on each run checkbox, the Pivot Report
results refresh automatically.

If you do not mark the Refresh Pivot data on each run checkbox for static and dynamic queries, your pivot
report contains a “snapshot” of the data in the query. Only the data in the query at the time was originally
created appears when you view your pivot report results.

9. Click Generate. The Microsoft New Pivot Report screen appears.
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The query field information appears in a tree view on the PivotTable Field List screen.

E. New Pivot Report [_[=]x]
Pivot Repart |§hart|
Bl =aEaEE ¢ [=]Y (Y Ea =
Cirop Filter Fields Here
Drop Column Fields Here
xl

Drrop Row Fields Here

Drop Totals or Detail Fields Here

O Largest Gift Amount
(1T Smallest Gift Amount
AT Tatal Gift Amourt
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- Constituert 10
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H-£Y Gift Date
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ik San hd
4 »

Note: Each field that originates from Query lists with a + sign next to the field. Expand the field to select the
actual field you want for your pivot report. For example, from the Name field, select the second Name you

view after expanding the original field.

10. Nextto any field you want to include in the report, click the “+” on the PivotTable Field List. Drag and drop

the fields you need in the Drop Row Fields Here area.

E. New Pivot Report | _ 5] =]
PBivot Report |Qhart |
B2 ® =EaasE e =% B0
Crrop Filter Fislds Here -
|
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Agnes M. Cone

Agnes M. Cone (Agnes Hill)

Agnes M. Cone (William Cone)

Alan C. Hayes

Alan C. Hayes (Debra Hayes)

Alan R. Hayes

Alexander D. Harnilton

lexander k. Home

llison D. Goodson

llison D. Goodson (Allison Matthews)

llison D. Goodson (Allison Robertsor)

llison D. Goodson (Harry Goodsan)

Allison E. Andrews

Allison E. Andrews (Allison Kersher)

Allison E. Andrews (Dustin Andrews)

Andrea L. Tidwell

Andrew Crenshaw

Angela Diresta

Draq items ko the PivokTable list
FivotData

Tatals

0 Gift Count

O Largest Gift Amount
0 smallest Sift Amourk
AT Tatal Gift Amourt
=£Y Birth Date

. L.B BirthpDate

Eé Birthplace

i.f Birthplace

-7 Constitusnt 10

= ﬁ Constituent Name
{_F» Constituent Name
Fg Fund(s)

E]é Gender

L L. Gender had
4] | »

8

Angela Diresta (Angela Abhrarms)

Angela Diresta (Joseph Diresta)

Anne C. Sinclair

Anne C. Sinclair (Anne Boyd)

M feen & Cienlaiv £ ook Ciealait
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11.

Beside the remaining fields you need, drag and drop the fields from the PivotTable Field List in the Drop
Filter Fields Here area.

E. New Pivot Report HEE
PBivot Report | Chart |

Bl gam=ElaaesAles =% E0lD

Gift Type  [Gift Date ~ [Fund(s) = | =
All ] Al |

-]
Constituent Name - Birth Date = |Birthplace ~ |Marital Slal'@, s ﬂ'
i{é{é EUHCTEIEC Dra. items to the PivotTable list
earning Center -2 Constituent 1D B

Agnes M. Cone
Agnes M. Cone (Agnes Hill)
Agnes M. Cone (William Cone)

- é Constituent Name
.5 Constituent Name

Alan C. Hayes T é Fund(s)

Alan C. Hayes (Debra Hayes) i B Fond(e)

Alan R. Hayes =% Gender

Alexander D. Hamilton . [ Gender

Alexander M. Horne =% Gift Date

Allison D. Goodsaon . - GiftDate

Allison D. Goodson (Allison Matthews) £ Gift Date breakdown
Allison D. Goodson {Allison Robertson) =% Gift Type

Allison D. Goodson (Harry Goodson) . Br Git Type

Allison E. Andrews E| £ Marital Status

Allisan E. Andrews (Allison Kersher) | .Er Marital Status
Allison E. Andrews (Dustin Andrews) Eé S5N

Andrea L. Tidwell P oo l;l
Andrew Crenshaw 4 D
Angela Diresta I—Ll
Angela Diresta (Angela Abhrams) Raw Area
Angela Diresta (Joseph Diresta)

Anne C. Sinclair =

Note: In this example, constituent names are duplicated because the Gift Search for Supervisor query is a gift
query. For example, three of Allison Andrews’s gift records are included in the query results; therefore, her
name appears three times in the Pivot Report results. For more information about query types see the Query
chapter of the Query & Export Guide.

12.

13.
14.
15.

16.

17.

After you include all the fields you want in your pivot report, you can filter any field to view specific
information. For example, you can select the drop-down arrow in the Marital Status column and select to
view records with a marital status of “Single”. You can also add and remove other data in the pivot report,
hide data, sort data, and view a chart of the report. “Slicing and dicing” the data to analyze information is
nearly limitless in Pivot Reports. For more information about editing a pivot report to get the results you
want, see “Customizing Pivot Reports” on page 145, “Finding and Sorting Data in Pivot Reports” on

page 154, and “Pivot Reports Charts” on page 160.

To close and save the pivot report, click “X” in the top right corner. You return to the General tab on the
New Pivot Report screen.

Click Save on the toolbar. The Save Report As screen appears.

In the Report name field, enter “Constituent Biographical and Gift Information”.
In the Description field, enter “Includes multiple bio fields and gift fields”.

Save Report As E

Fiepart name: IEonstituent Bingraphical and Gift Information | Save I

Diescription: (| mciudes multiple bia fields and gift fields Cancel |

¥ Other uzers may iun this Repart

™ Other users may modify this Beport

If you want to authorize other users to run this pivot report, mark the Other users may run this Report
checkbox.

If you want to authorize other users to change your pivot report, mark the Other users may modify this
Report checkbox.
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18. To return to the General tab, click Save.
19. To return to the Reports page, select File, Close from the menu bar.

Customizing Pivot Reports

The flexibility in Pivot Reports allows you to customize and manipulate data to meet your reporting needs. You
can drill down to the most specific details, or you can display a broad overview. You can add or remove data,
rearrange the layout of data by changing fields, and format how information is displayed using the PivotTable
Property Toolbox.

The following section contains the basic procedures necessary to customize pivot reports.

Adding and Removing Data

Note: If you need additional information from your database that is not included in the field list, you can edit
the query to include this information.

If you decide you need more or less information in your report, you can always add or remove data fields. The
PivotTable Field List displays the data fields available from the query. Fields in this list that are not bold are
available but not yet displayed in the pivot report.

When you remove a field from the layout of a pivot report, data from the field is no longer displayed. However,
the field remains available in the PivotTable Field List and you can always add it back again.

Fields can be used in only certain drop areas determined by the type of data the field contains. Use only total
fields in the Drop Totals or Detail Fields Here area of the pivot report. Use all other fields in the filters, rows, and
columns drop areas.

Each drop area in the report is labeled with the type of fields it accepts. As you drag a field over the drop areas,
those that accept that type of information turn blue. An icon appears, indicating if a drop area does not accept
that type of information. Once you move fields to all the areas, the drop area outlines and captions are not
visible, but you can still move fields to these areas.

» Adding data to pivot reports

Note: From the Field List you can also add fields to the drop areas by highlighting the field to add, selecting the
drop area, and clicking Add to.
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1. On the Pivot Reports page, highlight an existing pivot report, and click Open on the action bar.

I3 New Pivot Report
Fil=  Edit Help

|- 2

Favarites

IS 3

1: General |

|

Select Query: IDonols fior 'This Morith'

¥ Refresh Pivat data on each run

Click here tolearn about refreshing Pivat data

¢ Bach | HEst = | Cancel |

Generate |

On the General tab, click Generate. The pivot report results appear.

Select fields in the list and drag them to the appropriate drop area, and drop total fields in the Drop Totals

or Detail Fields Here area.

4. Drop all other fields in the filters, rows and columns fields.

E. This Month’s Donors | _ 5] =]
PBivot Report | Chart |
B E = aaEEle s = (Y EaR
Fund Description =
Al
Gift Date ~ |
06/01/2002 |o&/m3/2002 |DE/M5/2002 |o6/06/2002 |o&/07 /2002

Name

Ellis, Anthony Stephen
Garrett, Jill Madeline
Haas, Lisa

Hernandez, Robert Carlos
Korbin, David Matthew
Luton, Kimberly Johnsie
Ohar, Chloe Yenetia
Cluinn, William Arthur
Rosenbery, Ira Michael
Simpson, Mary Ellen
Sinclair, Joseph Allen
Taylor, Max Gerome
Taylor, Michelle
Underwood, David Arthur
Wagner, Michelle Erin
Grand Total

1000

200

10000

200 1000 10000

4] |

~ [Day ~ |Total Gift Amount|Total Gift Amount|Total Gift Amount|Total Gift Amount | Total Gift Amoun

Bach, Julie Marie ﬂlﬂ
Baldwin Entertainment Corporation Dra . s ko the PivatTable list
Campbell, Jason Douglas 3 PivatData

£-12) Totals

IEJ Constituent Count
I Largest @ift Amourk
-] Smallest Gift Amourk
-1 Total Gift Amounk
! é Fund Description
B Gift Date
= f_% Gift Date breakdown
i vear
[ Quarker
- Month

[z} ﬁ Name

addto | [rowares =]

i

5. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot

Report screen.

6. To close the report, select File, Close from the menu bar.
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» Removing data from pivot reports

Tip: You can also remove a field by selecting and dragging it off the screen. The field returns to the PivotTable
Field List.

1. From an open pivot report, right-click the field label of the field you want to remove from the pivot report
and select Remove Field from the menu.

£ This Month’s Donors [_[5]x]
Pivot Repart | Chart I

Bodznm=Hanmales =t [%EaT

Fund Description -
Al

Gift Date ~ |
06/01/2002 |0&/03/2002 |0E/M5/2002 |DB/DBr2002 |08/07 /2002
Name ~ [Day = |Tatal Gift Amnnnt [ Trtal Gift Amount|Tatal Gift Amount|Total Gift Amount | Total Gift Amoun
Bach, Julie Marie Copy = ﬂlg
Baldwin Entertainment Corporation Delete Drag items bo the PivatTable fist
Ca.mphell, Jason Douglas e —— W
Ellis, Arthony Stephen Sart Descending - Totals
Garrett, Jill Madeline — —
- ~ L1 Constituent Count

Hzas, Lisa L -1 Largest Gift Amount
Herandez, Robert Carlos 1000 — y

: Kfive Tia FavisEs I Snallest Gift Amaunt
Korbin, David Matthew Move Ta Column Area |5 Total Gift Amount
Luton, Kimberly Johnsie Merve To Fiter drea 2 Fund Descripti
Ohar, Chloe Yenetia e ToBIZ E- und Bescriptian
GQuinn, WWilliam Arthur e — B Gift Date
Rosenberg, Ira Michael N £ Gift Date breakdown
Simpson, Mary Ellen ¥ Subtotal [ Year
Sinclair, Joseph Allen AutaCale » F#+ Cuarter
Taylor, Max Gerome P f# Month
Taylor, Michella Fiaperty Toalbox 10000 B Day
Underwood, David Arthur £ Name
Wagner, Michelle Erin
Grand Total 200 1000 10000
4] | i

[
The field returns to the PivotTable Field List.

2. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

3. To close the report, select File, Close from the Raiser’s Edge menu bar.

Changing the Layout

With Pivot Reports, you can rearrange the layout of information an unlimited number of times to view your data
from different perspectives. By “pivoting” information to different rows and columns, you can view different

summaries of the information or focus in on a different area of interest. You can also arrange the layout of fields
to format a chart using data in the report. For more information about creating charts, see “Pivot Reports Charts”

on page 160.

» Moving fields to different drop areas

Tip: You can also move row and column fields by selecting the field label and clicking the Move to
Row/Column/Filters Area button.
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1. From an open pivot report, select the field label for the field you want to move.

! |

2. Drag and drop the field in the new drop area.

3. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

4. To close the report, select File, Close from the Raiser’s Edge menu bar.

» Changing column orders

Note: To close the PivotTable Field List screen, select the “X” in the top right corner of the screen.
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1. From an open pivot report, select the field label for the column you want to move.

Tip: When you have multiple column fields, you can change the order of fields by highlighting the field to
change, and then clicking the Promote or Demote buttons on the toolbar.

2. Drag the column to the right or left.

3. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

4. To close the report, select File, Close from the Raiser’s Edge menu bar.
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» Hiding drop areas

Note: When the drop areas are hidden and the pivot report does not already have any row, column, data, or
filter fields, you cannot drag fields to these areas. However, you can still add and move fields by using the
buttons on the Pivot Report toolbar.

1. From an open pivot report, click Property Toolbox on the toolbar.

2. If the Show/Hide section is not expanded, click the Show/Hide bar.

E. Gifts > $5.000 mEE
PBivot Report | Chart |

LA e ST R A = N e A==

Drap Filter Fields Here |«
[Drop Colurn Fields Here

Hame ~ [Preferred Addres v |Prefe|

fadamaon, Mtk Pl Genesd 00 Y

Andrews, Allison Eve 5 IT—

Ashton, Elizabeth Ann Selection: [Tatals @

Bach, Julie Marig

Baker, Francis Evelyn Text Format: B 7 U A- 5000

Bently, Kathleen Rose Fant: lﬁ 5000

Eottling Unlimited l__l 10000 -

Campbell, Jason Douglas oz 10 5000

Carter Pharmaceuticals, Inc Background: & - 5325

City Insurance Company 5000

Cotton Clathing, Inc. Horizontal alignment: lm 5000

B D ol e N =

Davis & Johnson Pharmaceuticals il 150 10000

Diavis, Lisa IV putoFit field 5000

Diamond Import & Export 5000

Diresta, Jogeph Patrick 5000

Dorrion, Ryan Kenneth Title bar: = 10000

Frantz, Paul Robert = 20000

Garrett, Jill Madeline Toolbar: Ey 5000

Garrity, Stanley Field list: 5000

Graham, Kristy 10000

Green, Dale Expand indicators: ,?é 15000

Haas, Lisa . — 10000

Hart, Samantha Kelly PR B 25000 -

Note: Drop areas include the Drop Filter Fields Here, Drop Column Fields Here, and Drop Row Fields Here
areas.

3. Click the Drop areas button so it is not active. All drop areas with no fields added are removed from the
report.
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4. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

5. To close the report, select File, Close from the Raiser’s Edge menu bar.

Formatting With the PivotTable Property Toolbox

Note: To display the toolbox, click the Property Toolbox button on the toolbar.

The PivotTable Property Toolbox contains options and settings for displaying information in the report. The
toolbox is divided into sections, each with a bar that displays the name of the section. For example, in the Format
section, you can use word processing tools to format the font, size, color, and alignment of text in the selected
area. In the Show/Hide section, you can show or hide areas of the report such as the toolbar, field list, and drop
areas. Click a section’s name bar to hide or display that section in the toolbox.

The options available in the toolbox change depending on the area of the report you select. For more information
about the PivotTable Property Toolbox, click Microsoft’s Help on the Pivot Report toolbar.

General
|General $|
Selection: Fow field @

Warning: The options available in the toolbox change depending on the area of the report you select.

Selection. The Selection field identifies the selected area of the report to which settings and options in the
toolbox apply. For Microsoft help on PivotTables, click the question mark icon.

Format

[Format ¥|
Texk Format: I? I 0 | i v
Faont: |P.ria| =
Size: 10 =

Background: G

Width: |1 66

™ AutoFit Fisld

Note: To hide or display a section in the toolbox, click the section’s name bar.

Text format. In the Text format field, use the word processing buttons to bold, italicize, or underline the text in
the selected area. You can also change the color of the text.

Font. In the Font field, select the font to use.

Size. In the Size field, select the font size to use.

Background. In the Background field, select the color of the background.

Horizontal alignment. In the Horizontal alignment field, select the alighment of the text within a area.

Note: Changing the number format does not change the actual values, only how the values are displayed.
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Number format. In the Number format field, select from several predefined number formats. For example, you
can display a number as currency or as a percentage.

Width. In the Width field, select the width of the column.

Warning: The options available in the toolbox change depending on the area of the report you select.

AutoFit field. To set the column width to the width of the label name, mark the AutoFit field checkbox. If you
make changes to a column’s width, you can mark this checkbox to restore the original width.

Captions
Caption: '\Iame
Fieldset caption: l‘\]ame

Caption. In the Caption field, you can edit or overwrite the label name for the selected area.

Fieldset caption. This option appears for all data fields except Totals. In the Fieldset caption field, you can edit
or overwrite the name that appears on the PivotTable Field List screen.

Alignment within rows. For Totals data fields, you can select the alignment of subtotals and grand totals in the
Alignment within rows field.

Show/Hide
Show/Hide ¥
Title bar: 5"
Toolbar: %1-
Field list:

Expand indicators:

0l| €] @

Drop areas:

Note: Buttons for displayed items are white. Buttons for hidden items are gray.

To display an item in the Show/Hide section, click the button to the right of the field. The button background
turns white to indicate the item is displayed.

Title bar. Click this button to display the title bar.
Tool bar. Click this button to display the tool bar.
Field list. Click this button to display the PivotTable Field List screen.

Expand indicators. Expand indicators are the + and - boxes that appear next to items of data in fields. You can
use these to change the level of detail displayed for each item. Click this button to display expand indicators.

Drop areas. Click this button to display the outlines of drop areas.

Sort

Sork direction: |Default LI
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Sort direction. This option appears for column and row fields only. In the Sort direction field, you can sort items
in ascending or descending order.

Using Totals in a Pivot Report

Total field values are precalculated by The Raiser’s Edge to provide summarized values for the pivot report.
When a report contains a total field, it automatically displays subtotals and grand totals for each row and column
field you add. If you do not want this information displayed, you can move or hide subtotals and grand totals. If
you move a field with subtotals or grand totals out of the row or column area, the subtotals or grand totals
become hidden. However, if you move the field back to the row or column area, the subtotals or grand totals
display again. Data hidden in filtered fields is always excluded from totals. However, you can set an option to
include or exclude hidden data in subtotals and grand totals. For more information, see “Hiding subtotals or
grand totals for a field” on page 153.

» Hiding subtotals or grand totals for a field

1. From an open pivot report, select the row or column field for which you want to hide subtotals or grand
totals.
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2. Click the Subtotal button on the toolbar so it is no longer active. The grand totals and subtotals are
removed from the report.

3. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

4. To close the report, select File, Close from the Raiser’s Edge menu bar.

Finding and Sorting Data in Pivot Reports

You can filter and sort fields in a pivot report to find specific data values. Filtering is particularly helpful when a
pivot report has a large amount of information and you want to focus on only the specific areas you need. You
can sort data in columns and rows to make values easier to find.

Filtering Data

You can filter fields in the row, column, and totals area. When you filter a field, you select one or more items of
data in the field you want to display, and you hide the other items. To further narrow the focus of the list, you can
filter more than one field at a time. Filtering by selection (displaying only data that matches the value in a
selected area) is particularly useful for fields in the totals area, when you want to view all of the rows that contain
a particular value. You can tell if a field is filtered because the drop-down arrows for the filtered fields are blue
instead of black.

You can use the filters drop area to filter the entire pivot report. When you select an item in the filter field
drop-down list, the report displays data for that item only. You can select to filter by different items in the filter
field, add new filter fields to the pivot report, or move existing fields to the filter area. When you select a different
item for a filter field, the data displayed and calculated in the entire pivot report changes.

You can always remove filtering to display all data for all fields in a pivot report. The filter settings are retained so
that when you turn filtering back on, the previous filters apply and the same data is displayed and hidden again.
Filter settings are also retained when you move fields to change the layout of the pivot report. However, if you
begin making new filter settings with filtering turned off, your previous settings are cleared.
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» Filtering by selection

Note: Filtering by selection (displaying only data that matches the value in a selected area) is useful for fields
in the totals area. For example, from your Total Gift Amount column, you can view only the total gift amounts

for constituents who are not solicitors by selecting Filter By Selection.

1. From an open pivot report, right-click the Drop Row Fields Here area or Drop Column Fields Here area
that contains the value you want to filter by, and then select Filter By Selection from the menu.

=u Previous Donors [_[5]%]

PBivot Report I Chart |

AR el R el R N B A==

Constituency Code ~ [Appeal Description ~ |

I

All Al

Cons Is A Solicitor ~ |

Mo [Yes
Name ~[C ID ~ Total Gift Ar|Smallest Gift|Largest Gift AlTatal Gift

o

AAA Concrete

ABC Learning Center

Adamson, Mark Daniel

Andrews, Allison Eve

Andrews, Dustin Smith

Ashton, Elizabeth Ann

Autumn [ndustries, Inc.

Avdeenko, Lucy Gaylor

Bach, Julie Marie

Baker, Derrick Julian

Baker, Francis Evelyn

Baldwin Entertainment Corporation

Eeckner, Geoffrey Todd

Bell, Kyle Marbert

Bently, Kathleen Rose

Bernstein, Joseph

Eillings, Timothy David

Eottling Unlimited

Campbell, Jagon Douglas

Carter Pharmaceuticals, Inc

City Insurance Cormpany

Clover, Zachery Johnathon

Feeeclier Mooz (o

-1 EHHHEEEHREEREEHRHEERERHEEGEE®

2600
10010

230
16115
5200
1125
98430
1003
12087
7780
12150
780

2230
200
20000
24000
34050
7E00

aans

1000
25

a0
20
75
25
16
54
200
126
125
<]

a0
a0
2000
a0
25
100

cn

1800
5000

100
7500
750
1000
10000
s00
5000
2500
1500
700

1000
3500
10000
5000
5325
5000

£nn

240

38400

13176

Property Toolbox

300

78

o]

Note: When the drop-down arrow next to the field label is blue, you can tell items in a field are hidden by

filtering.

All other fields that do not match the selected value are removed from the pivot report.

Pivot Report IEhart |
LRGSR S AR N A==
Consti y Code - [Appeal Description ~ | L]
All Al

Cons Is A Solicitor v |

fes | Grand Tatal |
Name ~ [Consti ID ~ [Total Gift A Smallest Gift| Largest Gift AiTatal Gift ArSmallest Gift|Largest Gift Af
Andrews, Allison Eve 54050 25 10000 54050 25 10000
Eently, Kathleen Rose 35400 300 5000 35400 300 5000
Clover, Zachery Johnathon 13175 s 3000 13175 75 3000
Crenshaw, Ellen Hensley 8350 50 2000 g350 a0 2000
Diresta, Angela 2260 30 1000 2260 30 1000
Diresta, Joseph Pattick 23310 30 5000 23310 30 5000
Faulkner, Heather Leigh 240 15 125 240 148 125
Hensley, Cole 14040 35 5000 14040 35 5000
Hernandez, Robert Carlos 536865 10 50000 536865 10 50000
Hunter, Earl Mathan 6500 6500 6500 6500 6500 6500
lovalak, Spencer 3300 25 500 3300 25 &00
Lorenz, Audrey Irene 112450 25 15000 112450 25 15000
Matley, lsabelle Gray 2235 3 1000 2235 35 1000
Miller, Cynthia T 16540 5 5000 16540 5 5000
Wurphy, David Benson 8880 50 5000 8330 a0 5000
Pembroke, Lane Anthaony 21900 180 12000 21500 150 12000
Rahman, Moharnmed B305 15 5000 B305 15 5000
RCS Corporation 102682.5 90 15000 1026825 o0 15000
Richardson, Mary Beth 33900 50 10000 33500 a0 10000
Sadler, Hartis Frederick 10325 100 10000 10325 100 10000 —
Sinclair, Anne Clarice 39950 25 15000 39950 25 15000
Taylor, Max Gerome 29950 e} 5000 295990 i} 5000
Tidwell, Andrea Lynn 112050 50 100000 112050 S0 100000 |
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Note: Because Grand Total is calculated automatically in a pivot report, this field continues to display, even
when you select another field using Filter by Selection.

To restore the original data, click the blue drop-down arrow. A screen appears allowing you to mark
checkboxes next to fields you want to restore.

2. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

3. To close the report, select File, Close from the Raiser’s Edge menu bar.

» Filtering a field

1. From an open pivot report, click the down arrow for the field you want to filter. A box appears, listing all
items of data in that field.

E. Previous Donors HEE
PFivaot Report I;harl I
LI G A R AR R - T=hw
C i y Code ~ [Appeal Description ~ | =
All - -

- [1(Blank) Cons Is A Solicitor ~ |

£+[7]1998 Annual Maling Na [Yes |
Name ~[[11998 Annual Phonathon  — Tata| Gift ArdStnallest Gift|Largest Gift AfTotal Gift ArdSmallest Gift|Largest
AAA Concrele +[[]1998 Anrusal Mling 4240 10 1400
AEC Learning Centey (11999 Annual Phonathon 2500 1000 1800
Adamson, Mark Dan S;sss Fresident’s Sreatfos: 10010 b3 5000
Andrews, Allison Ew N 54050 25
Andraws. Dustin S| 2000 Presient’s E’E‘akf‘“t_l:l 230 0 10
Achton, Elizabeth Al | » 16115 0 7500
Autumn Industries, | Ok I Cancel | 5200 7a a0
Avdeenko, Lucy Gaylor 1125 25 1000
Bach, Julie Marie 28430 15 10000
Baker, Derrick Julian 1008 a4 500
Baker, Francis Evelyn 12087 200 5000
Baldwin Entertainment Carporation 7750 125 2500
Beckner, Geoffrey Todd 12160 125 1500
Eell, Kyle Morbert 780 5 700
Bently, Kathleen Rose 38400 300
Bernstein, Joseph 2230 30 1000
Billings, Timothy David 5200 50 3500
Buottling Unlirmited 20000 2000 10000
Carmnpbell, Jason Douglas 54000 a0 5000
Cartet Pharmaceuticals, Inc 34050 25 5325
City Insurance Cormpany 7600 100 5000
Clover, Zachery Johnathon 13175 =) =
e Ao e I Aie e enn ;Ij

Note: If you select to filter a field in the Drop Filter Fields Here area, you can only filter one item at a time.
Using this example, the Appeal Description field is in the Drop Filter Fields Here area. Therefore, you can only
filter one appeal at a time. If the Appeal Description field is in the Drop Row Fields Here area or the Drop
Column Fields Here area, you can filter by multiple appeals at a time.
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2. Mark the checkboxes for the items you want to display, and unmark the checkboxes for the items of data
you want to hide.

E. Previous Donors HEE
PFivaot Report I;harl I
LI G A R AR R - T=hw
C i y Code ~ Appeal Description ~ =
All :-[1]2000 Annual Phonathon &
i-[] 2000 President’s Breakfast Cons Is A Solicitor ~ |

2001 Annual Phonathon Mo [Yes |
Name 233; E:ect :;a"m Total Gift ArSmallest Gift Largest Gift AiTotal Gift AriSmallest Gift| Largest
ALA Concrete onachon 4240 10 1400
AEC Leaming Centa 280 1000 1800
Adamson, Mark Dan| |~ [Anmnusl tewsletter 10010 b3 5000
Andrews, Alison Eyg -~ 7oTP Kids Newsletter 54050 b
PR e g L Cel=beky Auction _ILI 230 0 10
Ashton, Elizabeth Af-tl LB 16115 0 7500
Autumn Industries, | Ok I Cancel | 5200 7a a0
Avdeenko, Lucy Gaylor 1125 25 1000
Bach, Julie Marie 28430 15 10000
Baker, Derrick Julian 1008 a4 500
Baker, Francis Evelyn 12087 200 5000
Baldwin Entertainment Carporation 7750 125 2500
Beckner, Geoffrey Todd 12160 125 1500
Eell, Kyle Morbert 780 5 700
Bently, Kathleen Rose 38400 300
Bernstein, Joseph 2230 30 1000
Billings, Timothy David 5200 50 3500
Buottling Unlirmited 20000 2000 10000
Carmnpbell, Jason Douglas 54000 a0 5000
Cartet Pharmaceuticals, Inc 34050 25 5325
City Insurance Cormpany 7600 100 5000
Clover, Zachery Johnathon 13175 =) =
e Ao e I Aie e enn ;Ij

[
3. To display or hide all the data for a field, mark or unmark All (if the field is in the Drop Filter Fields Here

area or Show All (if the field is in the Drop Row Fields Here or Drop Column Fields Here area).

Click OK. All items you marked appear in the field. All others are removed.

5. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

6. To close the report, select File, Close from the Raiser’s Edge menu bar.

» Removing filters to display all data

Note: If you do not want to retain filter selections, make sure the AutoFilter button is not active when you
select items to filter. If the button is not active, selecting new items to filter automatically turns filtering on and
removes your previous filter settings.
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1. From an open pivot report, click AutoFilter on the toolbar so that the button is not active.

All filters are removed and all field items display.

2. If you click AutoFilter again, the previously set filters are restored. In this example, notice the No column
no longer displays in the report results.

E. Previous Donors [_[5]x]
PFivaot Report I;harl I

8 e | £ 2T Pl 6 8 e [ [ e

y Code ~[Appeal Description ~ | =
All Al |
Cons Is A Solicitor ~

Grand Total [
Name ~ [Constituent ID ~ [Total Gift Arr Smallest Gift|Largest Gift AiTotal Gift ArdSmallest Gift|Largest Gift Al
Andrews, Allizon Eve 54080 28 10000 54050 25 10000
Bently, Kathleen Rose 38400 300 5000 38400 300 5000
Clover, Zachery Johnathon 13175 7a 3000 13175 7a 3000
Crenshaw, Ellen Hensley 8350 a0 2000 8350 a0 2000
Diresta, Angela 2260 30 1000 2260 30 1000
Diresta, Joseph Patrick 23310 30 5000 23310 30 5000
aulkner, Heather Leigh 240 158 1258 240 148 128
ensley, Cole 14040 35 5000 14040 35 5000
ernandez, Robert Carlos 536865 10 50000 536865 10 50000
unter, Earl Mathan 6500 B500 6500 B500 6500 6500
Kovalak, Spencer 3300 25 S00 3300 25 500
Lorenz, Audrey Irene 112450 25 15000 112450 268 15000
Matley, Isabelle Gray 2235 35 1000 2235 35 1000
Miller, Cynthia T, 16540 5 5000 16540 5 5000
hurphy, David Benson 86580 a0 5000 8860 a0 5000
Pembroke, Lane Anthony 21900 150 12000 21800 150 12000
Rahman, Moharnmed B305 15 5000 G305 15 5000
RCS Corporation 102682.5 90 15000 1026825 20 15000
Richardson, Mary Beth 33900 a0 10000 33900 50 10000

Sadler, Hartis Frederick 10325 100 10000 10325 100 10000 —
Sinclair, Anne Clarice 39950 25 15000 39950 25 15000
Taylor, Max Gerome 29930 85 A000 29990 B85 5000

Tidwell, Andrea Lynn 112050 50 100000 112050 S0 100000 -

3. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

4. To close the report, select File, Close from the Raiser’s Edge menu bar.
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Sorting Data

You can sort data in columns and rows to make values easier to find. For example, if you display constituent
name, you can sort the Name field in ascending or descending order. You can sort by more than one columnin a
report, but you must sort each column individually.

» Sortingin a field

1. From an open pivot report, select the items to be sorted.

¢ To sort the data in a field based on the field name, select the field name in the row heading or column
heading of the field you want to sort. For example, to sort by constituent name, select Name in the
column heading.

¢ To sort the data in a field based on the summary values in a column, select the area in the column that
contains the values by which you want to sort. For example, to sort by the total gift amount, from
largest to smallest, select a area in the Total Gift Amount column.

Note: If you select to sort a grand total value in the bottom row of the pivot report, the columns sort instead
of the rows.

¢ To sort the data in a field by subtotal or grand total values, select the subtotal or grand total calculated
value for the field you want to sort. For example, to sort by constituents; grand total amounts, select a
area in the Grand Total row.

2. To sort the field in A-Z 0-9 order, click Sort Ascending on the Pivot Report toolbar.

Note: To undo the sort and return to the previous order, click the Sort Ascending or Sort Descending button
again so that the button is not active.
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3. To sort the field in Z-A 9-0 order, click the Sort Descending button on the Pivot Report toolbar.

4. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

5. To close the report, select File, Close from the Raiser’s Edge menu bar.

Pivot Reports Charts

You can use the data in your pivot report to generate a chart of the same information. When creating a pivot
report that you want to use to generate a chart, keep in mind that at least one total field and one row or column
field are required. The total fields provide the chart data, and the row and column fields make up the category
and series data in the chart.

When you make changes to a pivot report, the chart based on the report is automatically updated to reflect the
changes. For example, if you move a field to the row or column area, the chart is automatically updated to reflect
the field as either category or series data. Or, if you filter the data or remove a field from report, the field
information is removed from the chart.
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» Viewing pivot report charts
1. From an open pivot report, select the Chart tab. The chart appears.

E. Previous Donors HEE
Pivot Report  Chart I

Faulkner, Heather Leigh
Vincert, Michaolas

Matley, Izabelle Gray

Diresta, Anoela

Kiovalak, Spencer

Rahman, Mohammed
Hunter, Earl Mathan
Crenshavwy, Ellen Hensley
Murphry, David Benson

Sadler, Harris Frederick
Tyler & Hanzon Associates
Clover, Zachery Johnathon

Hensley, Cole

Miller, Cyrthia T
Pembroke, Lane Anthany
Diresta, Joseph Patrick

Tarlor, Max Gerome
Richardzon, Mary Beth
Bertty, Kathlzen Rose
Sinclair, Anne Clarice

Andrews, Alison Eve
RCS Corporation
Tidwell, Andrea Lynn

Lorenz, Audrey Ireng

J”HUUUUUUHUWM“

Hernandez, Robert Carlos

T T T T
100000 200000 300000 400000 500000 500000

o

2. After viewing the chart, select the Pivot Report tab to return to the pivot report and make any necessary
changes.

3. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.

4. To close the report, select File, Close from the Raiser’s Edge menu bar.

Exporting a Pivot Report to Excel

With the click of a toolbar icon, you can export your pivot report to Excel. Because you cannot print your report

from Microsoft’s Pivot Report screen, exporting the report to Excel for printing purposes is a simple and quick
solution.
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» Exporting a pivot report to Excel

1. From an open pivot report, click Export to Excel on the toolbar. If your pivot report contains hidden fields,
a message appears, informing you that any hidden fields in the pivot report export to Excel.

E. Gifts > $5.000 HE B3
Pivat Report |Qhart | /d—\
LIEIEREIET A= R =N ST A=)
Drop Filter Fields Here \ / ]
—=""|Drop Calurnn Fields Here |
Name ~ Preferred Addres ~ [Preferred City  State = Total Last Gift Amount|Largest Largest Gift Amo|
Patterson, Chad 25000 25000
Pembroke, Lane Anthony 150 12000
Peters, Mancy Ruth 5000 15000
Quinn, William Arthur 15000 15000
Rahman, Mohammed 25 5000
Ray, Scarlett Karen 7h 10000
2 RCS Coporaion ts00
Richardson, Mary Be 10000
Sadler, Harris Freder  Totals in this PivotT able list do not include data that is hidden by filtering. \When you export this 10000
Schapiro, Heidi Eliza P\vole::I:e Iiwstt tlo ET:eL thziehtotEa\s |r’; the Elxcell Elval&ab\e{report will include the hidden data, and a5 A000
Sinclair‘ Anne Clarics A resul & lotal values in the Excel report will e diferent. 15000
Smith, John Thomas 150000
ate, Winston R. 15000
aylar, Bethany Matierer o 5000
aylor, Max Gerome 5000 5000
aylor, Michelle 50000 50000
he Bean Grinder 200 G000
idwell, Andrea Lynn 5000 100000
Tyler & Hanson Asgociates 500 5000
Urban, Cynthia Beth 5000 5000
Yincent, Jane Louise 500 5000
Wilson Exterminating and Pest Control - West Area 5000 5000
WYilson, Lajuan 2500 10000
Yang, Miles Austin 5000 5000
Grand Total 402990 200000 =

Warning: Pivot report results are automatically Read-Only in Excel. To edit the report, go back to Microsoft
Pivot Report screen.

2. Click OK. Excel opens automatically, and a report similar to your pivot report results displays.

J@ File Edit “iew |nsert Format Tools Data Window Help Acrobat ;Iilﬁﬂ
DEEagRy|smBda-o [ = 485 |Ine v -3,
| il - -|Bru|S=E=E(s %, B9 o
||
09 =l =| 10000
A | B [ C [ D [ E

[ 1]

2

3 Data -]

4 |Kame ~[Preferred Address Line 1 =|Preferred City State = |Total Last Gift Amount Largest Largest Gift
| 8 |Adamson, Mark Daniel 125 Smokerise Way |Charleston‘ sC a0

B 125 Smokerise Way Total * a0

7 |Adamson, Mark Daniel Total ™ a0
| 8 |Andrews, Allisan Eve [4859 Philpat Lane [Minneapalis, MM 100080

9 |4859 Philpat Lane Total = 100001

10 | Andrews, Allison Eve Total * 10000
| 11 |Ashtan, Elizabeth Ann [2457 Mornison Drive [Savannah, GA 50

12 |2457 Marrison Drive Total * a0

13 |Ashton, Elizabeth Ann Total * 50
| 14 [Bach, Julie Marie [502 Lang Avenue [Pittshurgh, PA 500

15 |802 Lang Awenue Total = 500

16 |Bach, Julie Marie Total * 500
| 17 |Baker, Francis Evelyn [3207 Yucca Cour [El Paso, T= 5000

18 |3207 Yucca Count Total * 5000

19 |Baker, Francis Evelyn Total * 5000
| 20 |Bently, Kathleen Rose [3212 Baywond Avenus [Atlanta, GA 1000

21 |3212 Baywood Avenue Total * 1000

22 |Bently, Kathleen Rose Total * : i 1000

144/ | #i]Sheet1 / Kl

Reay 1 ] I . ]

3. From the menu bar, select File, Print to print the report.
From the menu bar, select File, Close to close Excel and return to the Pivot Report screen.

5. To save your changes, click Save on the Raiser’s Edge toolbar. You can do this without closing the Pivot
Report screen, if you want to continue to view your report.
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6. To close the report, select File, Close from the Raiser’s Edge menu bar.



164 CHAPTER




blackbaud

chapter 4

Microsoft Outlook
Integration

L0 LT o] - T 167
How Do | Access Outlook Integration? .. ... . i i i e e e et e et 167
Y] T =@ o f o L3 168
Adding and LinKing RECOIAS . . ..ottt e e e et e e e e e e e 169
LiNKINg Wizard . . ..ot et e e e e e e e 170
What is SYNChronization ? . . .. .o e e e e e e 170
Installation NOtES. . ... ittt ittt it i ittt it i ietsntsneansassossnssnssnsansansossnssnsas 171
Office Collaboration Data Objects (CDO) . ... iii ittt e e et e ettt et et et et 171
Manually Installing or Removing the Outlook Integration COM Add-In. ........ ... . .. 172
Outlook Synchronization Options. . .. ..ottt ittt ittt iieetieetsentonasonassanasannssnns 178
CONtaCtS Tab .ot e e 178
Calendar/Tasks Tab . ..ottt e 181
Other Options Tab . . ..ot e i e e e e e e e e e e 185
Synchronizing The Raiser’s Edge With Outlook . ........ ...ttt it it i e ieiearanenns 186
Synchronization Conflicts ......... .. ittt ittt ieteeenareesensaesaenanansannans 189
RESOIVING CoNfliCES . ..o e e e e 190
00T ] = Lot B 2= o] L3 191
Contact Linking Wizard . . . ... o it e e e e e e e e 192
ApPPoINtMENt RECOIAS . ...ttt iii it iietiiieieneesnaseneesooesonnssnssosasssnnsonansannnans 202
Appointment LinKing Wizard . ... . e e e e e 202
I T Q8 2= T 208
Task LinKing Wizard . . . ..o e e e e e e e 208
Adding Incoming Emails as ACtions .. ........c ittt tiiieeineereersoersonasenssssansannnans 214
Creating Actions and OUtIOoK SECUIItY . ... v i e et et e e e 215
Linking Records Offline . .......ciiiiiiiii ittt ittt e tie e eaeeneaneaneansaneanannnnnas 215
Breaking Links Between Outlook and Raiser’'sEdge Records . ..........ciiiiiiiinnrnnrnnrnnnnnnnnnns 219
Outlook Field Mappings .. ..iviitiiitiin ittt iieetiennrennesonssssnsosssssnsonnsssnssannssnns 220
Outlook Contact Field Mappings . . ..o v it e e e e ettt ettt et e e e 220

Individual Biographical Fields . . ... ... e e e e e e e 220

Organization Biographical Fields . . ... .. i e e e e e e e 220

Primary Business Fields (Organization Relationship) . ... i i e 220

Address Fields . ... e 220

Phone Fields. . .o e 221
Outlook Appointment Field Mappings .. ..ottt e e e et et et et e e e e 221

Appointment/Action Fields. . ... ... i e 221

Appointment/Event Fields . ... ... i e 221

Appointment/Appeal Fields . .. ... e 222

Contact/EVent Fields . . . oottt e 222

Contact/Appeal Fields. . .. ..o 222



166 CHAPTER

Outlook Task Field Mappings . . . oottt e e e e e e ettt ettt e e et et e e 223
Task/ACtION FIelds . . ..ottt e e e e e 223
SEatUS AP PINg . o oottt e e e e e e 223

Troubleshooting Outlook Integration. . ..ottt ittt ittt iientenntonnasanansnnss 223

Procedures

Adding the Raiser’s Edge Outlook Integration components manually in Outlook ......................... 172

Removing the Raiser’s Edge Outlook Integration components manually in Outlook ...................... 175

Specifying Contact synchronization options. . ... .. i e 178

Specifying Calendar and Task synchronization options. . ........ ... . i i i 181

Specifying Other synchronization OptioNns . ... ... i i e et e et e e e 186

Synchronizing The Raiser’s Edge with Qutlook. . ... .. .. i e e e e 187

ResoIVIiNg coNflicts. . ..o e e e 190

Linking Outlook contacts to existing Raiser’s Edge constituents ............ ... i innn... 192

Linking Outlook contacts to new Raiser’s Edge constituents . .......... ... it 195

Linking Outlook contacts as Raiser’s Edge organizationcontacts. .. .......... ..., 198

Linking Outlook appointments to existing Raiser’s Edge actions, appeals,orevents....................... 202

Linking Outlook appointments to new Raiser’s Edge actions, appeals,orevents ......................... 205

Linking Outlook tasks with existing Raiser’s Edge actions. . ....... ...t i e 208

Linking Outlook tasks with new Raiser’s Edge actions. . .......... ittt ittt e 211

Linking Outlook contact records with Raiser’s Edge records offline .......... ... .. ... ... .. .. . .. oL, 215

Linking Outlook appointment records with Raiser’s Edge records offline.............. ... ... ... ........ 217

Linking Outlook task records with Raiser’s Edge records offline .......... ... ... ... . . i ... 218

Breaking the link between an Outlook record and a Raiser’'sEdgerecord ............. ... . i, 219



MICROSOFT OUTLOOK INTEGRATION 16

The Raiser’s Edge can integrate constituent, action, appeal, and (if you have the optional module Event
Management) event records with your Microsoft Outlook contact, calendar, and task records. You can
synchronize the two programs so that records from one program are linked to existing or new records in the
other program. Once records are linked, when you modify the record in one program, the record is automatically
updated in the other whenever you synchronize the programs.

Note: To use the Microsoft Office Integration features through a terminal session, Office must be installed on
the Terminal or Citrix Server and published out to users.

When you integrate the two programs, constituents you add to The Raiser’s Edge can be included in Outlook as
contacts. Additionally, actions and events you establish in The Raiser’s Edge can appear as calendar and task
records in Outlook. You can also select Outlook contact, calendar, and task records and link them to new or
existing records in The Raiser’s Edge.

Quick Start

Using Outlook Integration, you can create links between records in The Raiser’s Edge and Outlook. Once Raiser’s
Edge constituent, event, action, or appeal records are linked with contact, calendar, or task records in Outlook,
you can synchronize the two programs so that when you make changes to a record in one program, those
changes are automatically updated in the corresponding record in the other program.

Outlook Record Raiser's Edge Record

Contact H Constituent
Calendar H Action, Appeal,

Appointment or Event

Task ( ) Action

For more information about how Outlook record types correspond to Raiser’s Edge records, see “Contact
Records” on page 191, “Appointment Records” on page 202, and “Task Records” on page 208.

How Do | Access Outlook Integration?

Warning: If you do not want to use Outlook Integration and do not want the buttons to appear in your Outlook
toolbar, see “Removing the Raiser’s Edge Outlook Integration components manually in Outlook” on page 175.
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When you install The Raiser’s Edge, the necessary files are included to automatically integrate with Outlook.
After installation, you will notice several additional buttons on your Outlook toolbar. If the buttons do not appear
on the Outlook toolbar, see “Troubleshooting Outlook Integration” on page 223.

& Inbox - Microsoft Dutlook

The Raizer's Edge - Optichz @55 Synchronize

If you use Outlook 2010, the Raiser’s Edge toolbar appears on the Add-Ins tab of the Outlook menu bar. You must
first install the Microsoft Outlook add-in to see the Raiser’s Edge toolbar. For information about how to install the
Microsoft Outlook add-in see, “Adding the Raiser’s Edge Outlook Integration components manually in Outlook
2010” on page 176.

o9 i= o =2
File Home Send / Receive Folder e Add-Ins & e

The Raiser's Edge = _ﬁ' Options % Synchronize

Custom T\

The Raizer's Edge - ﬁ Dptions % Syhchronize

Custom Toolbars

Setting Options

To get started, you should first set options for the integration. These options control such things as which Raiser’s
Edge records are linked to records in Outlook, and whether you want to preview changes before they are
processed and actually entered into the database.
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To access the Options screen, click Options on the Raiser’s Edge toolbar. The Raiser’s Edge Synchronization
Options screen appears.

Raizer's Edge Synchronization Options

Contacts | Ca_lendan’TasksI cherl

v Synchronize Outlook. contacts with The Raizer's Edge
Adding new Outlook contacts
‘?E‘ [~ Create Outlook contacts Fram Raiser's Edge constituents

|Jze thiz Raizer's Edge query:l _I

" Greate Gutloek contacts franm Grganieation eontacts

Contact bype: I <8l contact tppess j

General conkacticonstituent synchronization rules

[~ Remove deleted Raiser's Edge constituents Frarm Sutlook

¥ Synchronize email addresses

Reset to System Defaulks a4 I Cancel

The Raiser’s Edge Synchronization Options screen consists of three tabs. Settings on these tabs control functions
related to linking records between the two programs. For example, on the Contacts tab, you specify that Outlook
contact records be created and linked to Raiser’s Edge constituent records based on a query.

It is important to note that no records are actually linked by setting these options. You are specifying what you
want to happen when the two programs are actually synchronized.

For in-depth information about the options on these tabs, see “Outlook Synchronization Options” on page 178.

Adding and Linking Records

Note: You can link existing records in the two programs, or you can specify that existing records in one
program be linked to new records you create in the other program.

Raiser’s Edge records added to Outlook are determined by queries you select on the Raiser’s Edge
Synchronization Options screen. For example, on the Options screen if you select a dynamic query that includes
all constituents to whom you are assigned as a solicitor, all these constituents are added as contacts in Outlook
and the constituent records are linked to the corresponding contact records. Every time you synchronize the two
programs, the Raiser’s Edge query is updated to include any additional constituents for whom you have been
added as a solicitor since the query was last run. These records are then added to Outlook as contacts and linked
to The Raiser’s Edge.

To link an Outlook record to a Raiser’s Edge record, you must use the Create Link toolbar button from the
selected Outlook record.
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EE Campbell Allan Phan . Ph.D. - Contact [_ 3] x

JEiIe Edit “iew Inset Format Tool: Action: Help
Juﬁaveandtlose|§[[||'(®@v|4v =

J Create link = —* o b

1l
il
il
"
il
"
Ll

JAnal - | 1 -

SENa

Certificates I Al Fields I

@ Business ll I—
Home | ET e
Business Fax ll I—
Mabile =

General

E-mail l“ @l
g‘% web page address: |
¥ This is the mailing
T —
EHHd9 0« @< Mark D. Adamson - Contact = E R
Contact Insert Format Text Rewigws Add-Ins <) @
Create link -
Customh
Full Mame... Mark D Adamson Mark D. Adamson
n Monpraft Org
Company: Monproft Org Director
lob title: Director H-&pp Dev &2C Engineerin
-~ . G43-555-4523 Work
File as: Adamson, Mark D, - # A | (B43) 817-TERAWiark
2 843-555-1010 Mabile
Internet Mark.Adamson@Manprofit.arg
- -mail.., - | | Mark Adamson@konprofit . or ) "
- '\%.nu_.__..____ﬂ--\ e e S ”

Links are created using the linking wizard for the specific Outlook record type. Using the wizard, you can link to an
existing Raiser’s Edge record, or to add a new record based on the information in the Outlook record and link to
it.

Once you create a link between records, when you make a change in one program and synchronize, the
corresponding record is updated in the other program.

Linking Wizard

The Linking wizard guides you through the process of linking Outlook records with Raiser’s Edge records. When
you click the Create Link toolbar button on an Outlook record, you must first specify the type of Raiser’s Edge
record you want to create or link with. Then, the linking wizard appears and guides you through the steps of
specifying whether the Outlook record should be linked to an existing Raiser’s Edge record, or if a new record
should be created and linked.

For more information about the linking wizards for different Outlook records, see “Contact Linking Wizard” on
page 192, “Appointment Linking Wizard” on page 202, and “Task Linking Wizard” on page 208.

What is Synchronization?

Synchronization is the process of updating records between The Raiser’s Edge and Outlook. You can link to
existing records in either program, or specify that existing records in one program be linked to new records you
create in the other program.

You can synchronize records in a number of ways.

¢ Click Synchronize on the Outlook toolbar to synchronize records based on your selections on the Raiser’s Edge
Synchronization Options screen tabs.
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¢ Work offline and specify that records be synchronized later. For example, you may add an Outlook contact to
your laptop when you are not connected to the network on which The Raiser’s Edge is installed. You can create
a link for that record so the next time you are on the network, the contact record is added to The Raiser’s Edge
as a constituent.

¢ Specify on the Other tab of the Raiser’s Edge Synchronization Options screen that records in the two programs
automatically synchronize whenever you open Outlook.

For more information, see “Synchronizing The Raiser’s Edge With Outlook” on page 186.

After records are linked in the two programs (for example, a Raiser’s Edge constituent is linked to a contact in
Outlook), if changes are made to the records in both Outlook and The Raiser’s Edge, a conflict is generated the
next time you synchronize records. You need to resolve the conflict by determining which data to use in both
records. For more information and other situations that can cause conflicts, see “Synchronization Conflicts” on
page 189.

Installation Notes

The Raiser’s Edge integrates with Outlook 2000, XP, 2003, 2007, or 2010. The integration is not available with
previous versions of Outlook.

Note: To use the Microsoft Office integration features through a terminal session, Office must be installed on
the Terminal or Citrix Server and published out to users.

In most cases, The Raiser’s Edge Outlook integration components are activated automatically as part of the The
Raiser’s Edge installation. However, in certain circumstances, you may need to install additional Office
components, such as the “Office Collaboration Data Objects,” or manually activate The Raiser’s Edge
components.

For more information about the Office Collaboration Data Objects, see the following section. For more
information about manually installing The Raiser’s Edge integration components, see “Manually Installing or
Removing the Outlook Integration COM Add-In” on page 172.

Office Collaboration Data Objects (CDO)

Before you can use the Office Integration features of The Raiser’s Edge, you must install the Collaboration Data
Objects (CDO). During the default installation of Office XP, for example, the CDO are not installed.

If you do not have the CDO installed, each time you open Outlook, it will attempt to install the missing
components. These components are available on your Microsoft Office CD.

Warning: If you use 2007, you must download Collaboration Data Objects, version 1.2.1, from
www.microsoft.com to be completely compatible with The Raiser’s Edge.

If you click Cancel instead of installing the CDO, a message appears stating that you must install CDO before using
The Raiser’s Edge Outlook Synchronization. If you do not want to install the CDO, to stop Outlook from
attempting to install them each time you open the program, you must remove the Raiser’s Edge Outlook
Integration COM Add-In. For more information, see the following section
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Manually Installing or Removing the Outlook Integration COM
Add-In

The Raiser’s Edge integrates with Outlook through a “COM add-in.” COM add-ins are executable files (.exe), or
Dynamic Link Library files (.dll) that enable other software to interact with Outlook. In most cases, the Raiser’s
Edge Outlook Integration COM Add-In installs automatically. However, in some cases, you may need to install it
manually.

One such instance may arise because Outlook integration by default is active only for the profile used to install
The Raiser’s Edge. You may have multiple users under different profiles on the same machine. For example, you
may have volunteers who come in at different times and work on the same machine using different profiles. In
this case, you must add the office integration COM manually for each of these profiles.

If you use Microsoft Outlook 2010, you must manually install the RE70utlook.dll to integrate The Raiser’s Edge
and Outlook. For information about how to install this .dll file, see “Adding the Raiser’s Edge Outlook Integration
components manually in Outlook 2010” on page 176.

You can also remove the Raiser’s Edge Outlook Integration COM Add-In if you want do not want to use its
features and do not want The Raiser’s Edge buttons to appear in your Outlook toolbar. For more information, see
“Removing the Raiser’s Edge Outlook Integration components manually in Outlook” on page 175.

» Adding the Raiser’s Edge Outlook Integration components manually in Outlook
1. From the Outlook menu bar, select Tools, Options. The Options screen for Outlook appears.

Options E E3

Preferences I Mail Services | Iail Format I Spelling I Security  COther IDeIegates |

General

%l ™ Empty the Deleted Items Folder upon exiting

Autosrchive

Autodrchive moves old items into an archive store and empties vour
Deleted Items Folder.

Autodrchive. ..

Preview pane

Lse these options ko customize the appearance and behavior of the
preview pane,

Preview Pane. .,

QK Cancel Ll

Note: If you use Outlook 2007, the steps in this procedure are slightly different. To begin, select Tools, Trust
Manager. From the treeview on the left, select Add-ins. The Add-ins screen appears. At the bottom of the
screen, in the Manage field, COM Add-ins appears. Beside the field, click Go. After you do this, go to step 5 in
this procedure to complete adding the Raiser’s Edge Outlook Integration components manually in Outlook.

2. Select the Other tab.
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3. Under General, click Advanced Options. The Advanced Options screen appears.

Advanced Options EHE

—iGeneral settings

Startup in this Folder:

V¥ Warn before permanently deleting items
¥ when selecting text, automatically select entire ward
™ provids Feedback with sound

—Appearance opkions

[rake Mavigatar: Font... | |8 pt. Tahoma

W wWhen viewing Mokes, show time and date

Task working hours per dayw: IB
Task working hours per week: |4E|

R_eminderOptiDns...l F\.dd-lnManager...l Advanced Tasks. ., |

Custom Forms. .. | COM Add-Ins. ..

(04 I Cancel |

4. Click COM Add-Ins. The COM Add-Ins screen appears.

COM Add-Ins EE3

AE_IE!-Ins available: _I
Cancel |
Add...
Rermove |

Location:

Load Behavior:

5. Click Add. A browse screen appears.



174 CHAPTER

6. Browse to the directory where The Raiser’s Edge is installed. In the RE7\DLL directory, select the
RE7Outlook.dll file and click OK. The COM Add-Ins screen appears again.

COM Add-Ins
Add-Ins available:

4l Elackbaud RET

-

Remove |

Locakion:  C:YProgram Files\REFDLLYREF Outloak. DLL

Load Behavior:  Load at Startup

Note: If you use Outlook 2007 and receive a message that Collaboration Data Objects (CDO) are not installed,
you must download Collaboration Data Objects, version 1.2.1, from www.microsoft.com. These are also
available on your Microsoft Office CD.

7. “Blackbaud RE7 Outlook Add-In” now appears in the Add-Ins available box. Make sure the checkbox is
marked and click OK. The Raiser’s Edge Outlook Integration buttons appear on the Outlook toolbar and
you return to the Advanced Options screen.

8. Click OK. You return to the Options screen.
9. Click OK. You return to Outlook.
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» Removing the Raiser’s Edge Outlook Integration components manually in Outlook
1. From the Outlook menu bar, select Tools, Options. The Options screen for Outlook appears.

Preferences I Mail Services I IMail Format I Spelling I Securiy  Other IDeIegates I

General

%l [ Empty the Deleted Items Folder upon exiting

Autosrchive

Autodrchive moves old items into an atchive store and emplies vour
Deleted Ikems Folder,

Autodrchive. ..

Preview pane

Use these options ko customize the appearance and behavior of the
preview pane,

Presiew Pane. .,

QK Cancel Ll

2. Select the Other tab.
3. Under General, click Advanced Options. The Advanced Options screen appears.

Advanced Options EHE

—iGeneral settings

Startup in this Folder:
V¥ Warn before permanently deleting items

W When selecting text, aukomatically select entire word
[ provide Feedback with sound

—Appearance opkions

Drake Mavigatar: Font... | |8 pt. Tahoma

W wWhen wiewing Mokes, show time and date

Task working hours per davw: |8
Task working hours per week: |4IZI

R_eminderOptions...l Add-lnManager...l Advanced Tasks. .. |

Custam Forms. .. | COM Add-Ins. ..

0K I Cancel |
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4. Click COM Add-Ins. The COM Add-Ins screen appears.

COM Add-Ins 2]
Add-Ins available: 0] 4 |
Ml Elackbaud RE7 Qutlook Add-In
Cancel |

Rermaove |

[~

Location:  CiProgram Files\REF\DLL\RET Cutlook, DILL

Load Behavior:  Load at Startup

In the Add-Ins available box, select “Blackbaud RE7 Outlook Add-In”. Click Remove.
Click OK. You return to the Options screen.
Click OK. You return to Outlook. The Raiser’s Edge Outlook Integration is no longer available and the
Raiser’s Edge buttons do not appear on the Outlook toolbar.
» Adding the Raiser’s Edge Outlook Integration components manually in Outlook 2010
1. From the Outlook menu bar, select File, Options. The Outlook Options screen appears.

Dutlook Dptions EHE
i 1
General ! . . .
3 General options for working with Outlook.
hail
Calendar User Interface options
Contacts ¥ Show Bini Toalbar on selection
¥ Enable Live Preview U
Tasks

W always use ClearType

Motes and Journal Color scheme: ISiI\ter VI

Search ScreenTip style: IShowfeature descriptions in ScreenTips ;I
tabile Personalize your copy of Microsoft Office
Language
User name: I
Advanced Initials: I

Customize Ribbon
Start up options

Cruick &ccess Toolbar
W Make Ctlook the default program for E-mail, Contacts, and Calendar

Add-Ins

Trust Center

QK I Cancel
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2. Select Add-Ins.
outiookoptions ———————— @H|

General _&3 Wiew and manage Microsoft Office Add-ins.
haail
Calendar Add-in Options
Contacts Launch &dd-in options dialog:  Add-in Options... |
Tasks
Add-ins
Motes and lournal
Mame |lUcatiUn =
Search Active Application Add-ins
Mabile BLfsiness Connectivity Ser.\r\cesAdd-In C:\..‘d?n.c
Microsoft Exchange Add-in Chdineg
Language Microsoft Qutlook Social Connector ChRDL
ticrosoft SharePoint Server Colleague Import &dd-in ot
Advanced Microsoft SharePoint Workspace Proxy for Qutlook &dd-in M EX D
CneMote Motes about Qutlook Ttems Ch oLl
Customize Ribban =
4 .3
Quick Access Toolbar Add-in: EBusiness Connectivity Services &dd-In
W Publisher: Microsoft Carporation
Compatibility: Mo compatibility information available
Trust Certer Location: CiProgram Files\Microsoft OfficeyOffice LAADDINSE CSADdin.dll

Drescription: This &dd-in is used by Business Connectivity Services,

Manage: ICOM Add-ins | = Go.., |

QK I Cancel |

e

3. Atthe bottom of the screen, make sure COM Add-ins appears in the Manage field, then click Go... The
COM Add-Ins screen appears.

Hv |5 Onre A Iyl

Microsoft Access Qutlook Add-in for Data Collection and Publishing
[+ Microsoft Exchange Add-in

[V Microsoft Outlook Social Connector add

[+ Microsoft SharePaint Server Colleague Import Add-in =

¥ Microsoft SharePaint Workspace Proxy For Outlook Add-in

v Microsaft WEA For Outlaok Addin BETEE |
[V Cnefiote Mokes about Outlook Ttems j

Add-Ins available:

Location: C:\Program Files\Microsoft OfficelOffice1 44 ADDINSIECSAddin.dl
Load Behavior: Load at Startup

4. Click Add. The Add Add-In screen appears.

5. Browse to the directory where The Raiser’s Edge is installed. In the DLL directory, select the
RE7Outlook.dll file and click OK. The COM Add-Ins screen appears again, and Blackbaud RE 7 Outlook
Add-In appears in the Add-Ins available grid.

Add-Ins available: Ok |
i

Bl Elackbaud REF Outlook -

v Business Connectivity Services Add-In Cancel |
[ Microsoft Access Outlook Add-in For Data Collection and Publishing
¥ Microsoft Exchange Add-in

[+ Microsoft Gutlook Social Connector

[+ Microsoft SharePaint Server Colleagus Import Add-in

[+ Microsoft SharePaint Workspace Proxy For Outlook Add-in Remove |
[V Microsaft WEA For Outlaok Addin ;I

Location: E:{Program Files\Blackbaud! The Raisers Edge \DLLRE7Outlook.dll

Load Behavior: Load at Startup

6. Click OK.
7. You return to Microsoft Outlook 2010, and the Add-Ins tab now appears on the Outlook menu bar.
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Outlook Synchronization Options

From the Raiser’s Edge Synchronization Options screen, accessed from the Outlook toolbar, you can set a variety
of options to specify how records are created and linked when you synchronize the two programs. The screen
consists of three tabs: Contacts, Calendar/Tasks, and Other.

Warning: No records are actually linked from the Raiser’s Edge Synchronization Options screen. On these tabs,
you specify what you want to happen when the two programs are actually synchronized.

The selections you make on these tabs determine which records are added and updated in the two programs
when you synchronize them. It is important to note that no records are actually linked by setting these options.
You are specifying what you want to happen when the two programs are actually synchronized.

Synchronizing ensures that records in each program are up-to-date. For more information about synchronizing
the two programs, see “Synchronizing The Raiser’s Edge With Outlook” on page 186.

For information about which Raiser’s Edge and Outlook fields are mapped to each other, see “Outlook Field
Mappings” on page 220.

Contacts Tab

On the Contacts tab of the Raiser’s Edge Synchronization Options screen, specify whether you want to create
Outlook contacts from constituent records (based on a query), and whether you want to create Outlook contacts
from Raiser’s Edge organization contacts. You can also specify that contact records created from constituent
records be deleted if the constituent record is deleted, and synchronize email addresses between linked contacts
and constituents.

» Specifying Contact synchronization options

1. From the Outlook toolbar, beside The Raiser’s Edge button, click Options. The Raiser’s Edge
Synchronization Options screen appears.
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2. Select the Contacts tab.

Raizer's Edge Synchronization Options

Contacts | Ea_lendara’Tasml cherl

~ W Svnchromze Outlook contacts wath The Raizer's Edge

Adding new Outlook contacks

% [~ Create Cutlook contacts From Raiser's Edge constituents
s -~

|z thiz Raizer's Edge query:l _I

" | Greate Gutloek contacks fram Groanization contacks

Contact t_l,-pe:|<.-’-\|| contact ppess j

General contackfconstituent synchronization rules

[ Remove deleted Raiser's Edge constituents from Outloak

¥ Synchronize email addresses

Reset to System Defaults Ok, I Cancel

Warning: You can synchronize only with contacts in the default Contacts folder in Outlook. New contacts
added through the integration are also placed in this folder. If you move linked contacts out of this folder, the
connection with Raiser’s Edge constituents is broken.

3. To enable synchronizing Outlook contacts with Raiser’s Edge individual and organization constituents,
and organization contacts, mark the Synchronize Outlook contacts with The Raiser’s Edge checkbox. If
you unmark this checkbox, this feature is not available and all other items on the tab are disabled.

Once records are linked, they remain synchronized even if you later unmark the Synchronize Outlook
contacts with The Raiser’s Edge checkbox. The checkbox only controls adding new records to Outlook
from The Raiser’s Edge during synchronization. You must break an established link manually. For more
information, see “Breaking Links Between Outlook and Raiser’s Edge Records” on page 219.

4. Under Adding new Outlook contacts, when you mark the Create Outlook contacts from Raiser’s Edge
constituents checkbox, new constituents you add in The Raiser’s Edge are automatically added as
contacts in Outlook. These constituents are determined by a query.

In the Use this Raiser’s Edge query field, you must specify a query to determine which constituent
records are added as contacts. To select or create a query, click the ellipses to access the Open screen for
queries. When you synchronize records, The Raiser’s Edge updates the query, then looks at the query
results and adds any records to Outlook that have not already been added.

Note: A dynamic query is useful here because it is automatically refreshed each time it is used. When you use

a dynamic query, the program searches the database for any new records meeting the criteria you specify and
adds them to the results.

For example, you may be the volunteer coordinator for your organization and want to add only volunteer
constituents to your list of Outlook contacts. You can create a dynamic query that includes all
constituents with a constituent code of “Volunteer” in your database to serve this purpose. Every time
you synchronize the two programs, the query is run and updated with any new volunteers added to The
Raiser’s Edge. These new volunteers are then added and linked as contacts in Outlook.
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An entry in the Use this Raiser’s Edge query field is required when you mark the Create Outlook contacts
from Raiser’s Edge constituents checkbox.

Note: In The Raiser’s Edge, individual relationships for an organization are specified as contacts by marking
the Contact checkbox on the General 1 tab of the relationship record. You can then enter a Type for the
contact, such as “Primary” or “Social”.

5. When you mark the Create Outlook contacts from Organization contacts checkbox, any time an Outlook
contact record is created and linked to an organization constituent based on your selected query, any
individual relationships specified as contacts for the organization constituent are also added as Outlook
contacts.

To create Outlook contacts for only a certain type of Raiser’s Edge organization contact, select an entry in
the Contact type field. For example, you may want to create contacts only for Primary organization
contacts in The Raiser’s Edge.

Note: Although you can specify that Outlook contacts imported from The Raiser’s Edge be deleted if no
corresponding constituent record still exists, the reverse is not true. You cannot delete constituent records in
The Raiser’s Edge based on changes you make in Outlook.

6. Under General contact/constituent synchronization rules, when you mark the Remove deleted Raiser’s
Edge constituents from Outlook checkbox, any Outlook contacts that were imported from The Raiser’s
Edge, but no longer have a matching constituent, are deleted.

Although you can delete Outlook contacts by marking this checkbox, the reverse is not true. You cannot
delete a constituent from The Raiser’s Edge based on any changes you make in Outlook.

If you leave this checkbox unmarked, a conflict arises because the Outlook contact is linked to a
constituent that no longer exists. Because of this, an “Edit Link” exception is generated when you
synchronize. You can either re-link the record to another constituent, or select to break the The Raiser’s
Edge link for the contact. For more information about conflicts that cause exceptions during
synchronization, see “Synchronization Conflicts” on page 189.

7. If you unmark the Synchronize email addresses checkbox, contact and constituent email addresses are
not synchronized. Outlook security determines that every time another program attempts to
automatically access Outlook email, a message appears informing you of what is happening. Whenever
email addresses are involved in a synchronization, this message appears. If you unmark this checkbox, the
security message does not appear because emails are not accessed.

When synchronizing email addresses, if only one email address appears on a contact and on a constituent
to which the contact is linked, the email address must be the same or you will have to overwrite one with
the other during synchronization. Sometimes you may want to use different addresses. For example, you
may want a home email address on the contact record and a business address on the constituent record.
You can store both on each record by using the “E-mail 2” and “E-mail 3” entries in the contact record
E-mail field. When you synchronize, “E-mail 2” and “E-mail 3” are added to the Phone Types table and
stored on the constituent record.

For existing Raiser’s Edge Phone type email table entries to map automatically to the Outlook email
fields, the Raiser’s Edge type names must exactly match those in Outlook. For example, your table entries
in The Raiser’s Edge must be “E-mail,” “E-mail 2,” and “E-mail 3” (not “e-mail,” “Email,” or any other
spelling variation).

8. To save your changes and close the Raiser’s Edge Synchronization Options screen, click OK. If you want to
close the Raiser’s Edge Synchronization Options screen without saving any changes, click Cancel. To
remove any changes you have made during this or any previous session, click Reset to System Defaults.
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Calendar/Tasks Tab

Note: Actions require a contact record in Outlook to which to link the constituent. If you synchronize calendar
entries or tasks with The Raiser’s Edge, the program automatically creates contact records for constituents
associated with actions, regardless of whether you select to synchronize contacts with The Raiser’s Edge.

On the Calendar/Tasks tab of the Raiser’s Edge Synchronization Options screen, you can specify that Outlook
records be created from Raiser’s Edge actions, appeals, and events based on a query.

You can also select to create Outlook contact records for Raiser’s Edge events in a selected query. Doing so
enables you to access the Activities tab of the contact record in Outlook to see any other record types
(appointments, tasks, etc.) associated with the event. You can also specify that Outlook items created from
actions be deleted if the action is deleted in The Raiser’s Edge.

» Specifying Calendar and Task synchronization options

1. From the Outlook toolbar, beside The Raiser’s Edge button, click Options. The Raiser’s Edge
Synchronization Options screen appears.

2. Select the Calendar/Tasks tab.

Raizer's Edge Synchromzation Ophlions
Contacts  Calendar/T azks Igtherl

v Sunchronize Outlook calendar and Tazks with The Raizer's Edge

Adding ness Dutlook calendar entries and tasks

[~ Create Cutlook calendar entries or basks From Raiser's Edge actions

|Jze thiz Raizer's Edge querny: I _I

bSdivaneed D ptiens.. |

[~ Create Cutlook calendar entries from Faiser's Edge appeals
Idze thiz Raizer's Edge queny: I My Outlaok Appeals _I

G watced Ehore., |

[ Create Cutlook calendar entries From Raiser's Edge events
|Jze thiz Baizer's Edge queny: I _I

Sdivaneed D ptians.. |

General calendartask)action svnchronization

[~ Remove deleted Raiser's Edge actions From Cutlook

“ Sunchronize item&thatarenomnrethanh IWEEkS j ald

Reset to System Defaults Ok, I Cancel

Note: To enable synchronizing actions with Outlook tasks and calendar appointments, users must have full
Raiser’s Edge security rights to action records.

3. To enable synchronizing Outlook calendar appointments and tasks with Raiser’s Edge actions, appeals,
and events (if you have the optional module Event Management), mark the Synchronize Outlook
calendar and Tasks with The Raiser’s Edge checkbox. If you unmark this checkbox, this feature is not
available and all other items on the tab are disabled.

Once records are linked, they remain synchronized even if you later unmark the Synchronize Outlook
calendar and Tasks with The Raiser’s Edge checkbox. The checkbox only controls adding new records to
Outlook from The Raiser’s Edge during synchronization. You must break an established link manually. For
more information, see “Breaking Links Between Outlook and Raiser’s Edge Records” on page 219.
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4.

Under Adding new Outlook calendar entries and tasks, when you mark the Create Outlook calendar
entries or tasks from Raiser’s Edge actions checkbox, actions included in a Raiser’s Edge query are
automatically added as calendar entries or tasks in Outlook when you synchronize the programs.

Note: Actions of the category “Meeting” can be added to Outlook as calendar appointment entries. “Phone
call,” “Mailing,” “E-mail,” and “Task/Other” actions can be added as Outlook tasks.

In the Use this Raiser’s Edge query field, you must specify a query to determine which constituent
records are added as contacts. To select or create a query, click the ellipses to access the Open screen for
queries.

When you synchronize records, The Raiser’s Edge runs the query, then looks at the query results and adds
any records to Outlook that have not already been added. You will probably want to specify a dynamic
guery. For example, you may want to create a dynamic query containing all actions to which you are
assigned. Then, any new actions to which you are assigned will be included in the query and added as
calendar entries or tasks in Outlook whenever you synchronize the programs.

An entry in the Use this Raiser’s Edge query field is required when you mark the Create Outlook calendar
entries or tasks for Raiser’s Edge actions checkbox.

When you mark the Create Outlook calendar entries or tasks from Raiser’s Edge actions checkbox, the
Advanced Options button is enabled.

Click Advanced Options. The Advanced Action Options screen appears.

Advanced Action Options E |
i v &dd a reminder ko each Sutlook calendar entrey created
ﬂ Set reminder for I'IE rinutes j beforehand
When creating calendar entries show time as:l Busp j

@ v &dd a reminder to each Suklook kask entry creaked
Set reminder for |1 day j beforehand

Zancel |

Warning: For calendar appointments and tasks created from actions, reminders are based on settings on the
Advanced Action Options screen. They are not affected by Auto-remind settings on the action record.

6.

When you mark the Add a reminder to each Outlook calendar entry created and Add a reminder to each
Outlook task entry created checkboxes, an Outlook reminder is set for each action appointment or task
item created from Raiser’s Edge information. You can mark neither, one, or both of these checkboxes.

For calendar appointments and tasks created from actions, reminders are set based on your entries here.
They are not affected by Auto-remind settings on The Raiser’s Edge action record.

Warning: Outlook does not allow reminders to be set for times that have already passed. If your settings
would result in an invalid reminder, no reminder is set for the appointment item.

7.

9.

In the Set reminder for {} beforehand field, specify the amount of time prior to an appointment or task to
display the reminder. Outlook does not allow reminders to be set for times that have already passed. If
your settings would result in an invalid reminder, no reminder is set for the task item.

In the When creating calendar entries show time as field, select how you want the time to appear for
calendar appointments created in Outlook. This setting specifies the time status of appointments when
others view your Outlook calendar. Select “Free”, “Tentative”, “Busy”, or “Out of Office”.

Click OK. You return to the Calendar/Tasks Tab of the Raiser’s Edge Synchronization Options screen.
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10.

11.

12.

13.

14.

15.

You can specify that Outlook calendar entries be made from appeal records. When you mark the Create
Outlook calendar entries from Raiser’s Edge appeals checkbox, appeals in a selected query in The
Raiser’s Edge are automatically added as calendar entries in Outlook.

In the Use this Raiser’s Edge query field, specify a query to determine which appeals are added as
calendar entries. To select or create a query, click the ellipses to access the Open screen for queries.

When you synchronize records, The Raiser’s Edge runs the query, then looks at the query results and adds
any records to Outlook that have not already been added. You will probably want to specify a dynamic
guery. For example, you may want all your organization’s appeals to appear on your Outlook calendar. You
can create a dynamic query that contains all your event records. Then, any new events added in The
Raiser’s Edge are included in the query and added as calendar entries in Outlook whenever you
synchronize the programs.

An entry in the Use this Raiser’s Edge query field is required when you mark the Create Outlook calendar
entries from Raiser’s Edge appeals checkbox.

When you mark the Create Outlook calendar entries from Raiser’s Edge appeals checkbox, the Advanced
Options button is enabled.

Click Advanced Options. The Advanced Appeal Options screen appears.

Advanced Appeal Options E |
':====-. v Add a reminder ko each Cutlook calendar entry created

Set reminder far I'IE minLbes j beforehand

YWwhen creating calendar entries show time as:l Busy j

¥ Create Cutlook contack record For each Appeal

O, I Zancel |

When you mark the Add a reminder to each Outlook calendar entry created checkbox, an Outlook
reminder is set for each event calendar appointment item created from Raiser’s Edge appeal
information.

In the Set reminder for {} beforehand field, specify the amount of time prior to an appointment to display
the reminder. Outlook does not allow reminders to be set for times that have already passed. If your
settings would result in an invalid reminder, no reminder is set for the task item.

In the When creating calendar entries show time as field, select how you want the time to appear for
calendar appointments created in Outlook. This setting specifies the time status of appointments when
others view your Outlook calendar. Select “Free”, “Tentative”, “Busy”, or “Out of Office”.

When you mark the Create Outlook contact record for each appeal checkbox, when you create
appointments from appeals, an Outlook contact record is also created for the appeal. The appeal contact
displays as “| Appeal Name |” to distinguish it from other contacts.

W% Contacts - Microsoft Dutlook

Welcome to Contac|
| 2003 Direct Mailing |
| Afternoon Tea |

| spring Ball |

| Spring Auction |
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16.

Adding a contact in this manner enables you to access the Activities tab of a contact record in Outlook to
see all other record types (appointments, tasks, etc.) associated with the contact (which in this case is an
appeal rather than a person).

Click OK. You return to the Calendar/Tasks Tab of the Raiser’s Edge Synchronization Options screen.

Note: Events must have at least a start date assigned in The Raiser’s Edge to create Outlook calendar entries
from them. Events without a start date will generate a conflict. For more information, see “Synchronization
Conflicts” on page 189.

17.

18.

19.

20.

21.

If you have the optional module Event Management, you can specify that Outlook calendar entries be
made from event records. When you mark the Create Outlook calendar entries from Raiser’s Edge
events checkbox, events in a selected query in The Raiser’s Edge are automatically added as calendar
entries in Outlook.

In the Use this Raiser’s Edge query field, specify a query to determine which events are added as calendar
entries. To select or create a query, click the ellipses to access the Open screen for queries.

When you synchronize records, The Raiser’s Edge runs the query, then looks at the query results and adds
any records to Outlook that have not already been added. You will probably want to specify a dynamic
query. For example, you may want all your organization’s events to appear on your Outlook calendar. You
can create a dynamic query that contains all your event records. Then, any new events added in The
Raiser’s Edge will be included in the query and added as calendar entries in Outlook whenever you
synchronize the programs.

An entry in the Use this Raiser’s Edge query field is required when you mark the Create Outlook calendar
entries for new Raiser’s Edge events checkbox.

When you mark the Create Outlook calendar entries from Raiser’s Edge events checkbox, the Advanced
Options button is enabled.

Click Advanced Options. The Advanced Action Options screen appears.

Advanced Event Options E |

':====-. v Add a reminder ko each Cutlook calendar entry created

Set reminder far I'IE minLbes j beforehand

YWwhen creating calendar entries show time as:l Busy

¥ Create Cutlook contack record For each event

[
Zancel |

When you mark the Add a reminder to each Outlook calendar entry created checkbox, an Outlook
reminder is set for each event calendar appointment item created from Raiser’s Edge information.

In the Set reminder for {} beforehand field, specify the amount of time prior to an appointment to display
the reminder. Outlook does not allow reminders to be set for times that have already passed. If your
settings would result in an invalid reminder, no reminder is set for the task item.

In the When creating calendar entries show time as field, select how you want the time to appear for
calendar appointments created in Outlook. This setting specifies the time status of appointments when
others view your Outlook calendar. Select “Free”, “Tentative”, “Busy”, or “Out of Office”.
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22.

23.

When you mark the Create Outlook contact record for each event checkbox, when you create
appointments from events, an Outlook contact record is also created for the event. The event contact
displays as “| Event Name |” to distinguish it from other contacts.

& Contacts - Microzoft Dutlook

JEiIe Edit View Fawgites Tool: Action: Help
|eigew - | & |0y X | ¥ 53 5y - | Bofind %

=r's Edge -« Optiong @'@ Sunchronize ‘

| Afternoon Tea|
| Spring Ball|
| Spring Auction |
Irbon H
| starlight Concert |
| Walk-A-Thon |

Adamson, Mark

125 Smaokerise Way
Charleston, 5T 29401

Calendar

s

Adding a contact in this manner enables you to access the Activities tab of a contact record in Outlook to
see all other record types (appointments, tasks, etc.) associated with the contact (which in this case is an
event rather than a person).

Click OK. You return to the Calendar/Tasks Tab of the Raiser’s Edge Synchronization Options screen.

Note: Tasks are linked to actions using an import ID. When The Raiser’s Edge checks whether a task is linked
to an action, it does so by checking the task to see if it contains a Raiser’s Edge import ID.

24.

25.

26.

Under General calendar/task/action synchronization, when you mark the Remove deleted Raiser’s Edge
actions from Outlook checkbox, if an Outlook appointment or task item with a Raiser’s Edge import ID
exists, but no corresponding action or event can be found in The Raiser’s Edge, the Outlook appointment
or task is deleted.

Marking this checkbox can never result in records being deleted from The Raiser’s Edge. You cannot
delete an action or event from The Raiser’s Edge based on changes made in Outlook.

In the Synchronize items that are no more than { } old field, select a time interval to further filter the
actions and events used to create calendar appointments and tasks.

The time frame you select here filters the items contained in the action and event queries used to create
calendar entries and tasks. Enter a number and select an interval of “Minutes”, “Hours”, “Days”, “Weeks”,
“Months”, or “Years”.

For example, your query may specify to create Outlook records for all actions to which you are assigned.
However, you may want to synchronize only those Raiser’s Edge actions that are no more than a week old
to avoid adding tasks and appointments for actions that are in the past.

To save your changes and close the Raiser’s Edge Synchronization Options screen, click OK. If you want to
close the Raiser’s Edge Synchronization Options screen without saving any changes, click Cancel. To
remove any changes you have made during this or any previous session, click Reset to System Defaults.

Other Options Tab

On the Other tab of the Raiser’s Edge Synchronization Options screen, you can specify whether you want a
message to appear each time you open Outlook, asking whether you want to synchronize it with The Raiser’s
Edge. You can also specify whether you want to preview changes before records are processed during
synchronization.
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» Specifying Other synchronization options

1.
2.

3.

4.

5.

From the Outlook toolbar, beside The Raiser’s Edge button, click Options.
Select the Other tab.

Raizer's Edge Synchronization Options

[~ Prampt ko synchronize when Qutlook opens

Contacts I Calendar/T azks

¥ Preview changes before processing records

Reset to System Defaults Ok I Cancel

When you mark the Prompt to synchronize when Outlook opens checkbox, a message appears each time
you open Outlook, asking if you want to synchronize it with The Raiser’s Edge.

When you mark the Preview changes before processing records checkbox, a Review Update screen listing
the records that will be added, updated, or deleted appears each time you process records. You must click
OK on this screen to continue processing.

From the Review Update screen, you can also remove specific records from the grid so they do not get
added, updated, or deleted during the synchronization process. However, if these records are in the
source query, or if they are changed after the current synchronization, they may appear in the grid the
next time you synchronize the two programs.

To save your changes and close the Raiser’s Edge Synchronization Options screen, click OK. If you want to
close the Raiser’s Edge Synchronization Options screen without saving any changes, click Cancel. To
remove any changes you have made during this or any previous session, click Reset to System Defaults.

Synchronizing The Raiser’s Edge With Outlook

Note: Before you can synchronize the two programs, the Office Collaboration Data Objects (CDO) must be
installed. They are available on your Microsoft Office CD. If you use 2007, you must download Collaboration
Data Objects, version 1.2.1, from www.microsoft.com. For more information, see “Office Collaboration Data
Objects (CDO)” on page 171.

Synchronizing the two programs ensures that linked records in each program are up-to-date. Selections you make
on the Raiser’s Edge Synchronization Options tabs affect which Raiser’s Edge records are added and linked in
Outlook. For more information about these tabs, see “Outlook Synchronization Options” on page 178.
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You can synchronize each time you open Outlook if you mark the Prompt to synchronize when Outlook opens
checkbox on the Other tab of the Raiser’s Edge Synchronization Options screen.

» Synchronizing The Raiser’s Edge with Outlook

You must be working online to synchronize records. This means you must be logged into the Raiser’s Edge
database. From the Outlook toolbar, click The Raiser’s Edge and make sure Work Offline is not checked. If you
are not already online, the login screen appears and you must enter your User name and Password.

Tip: You can also specify to synchronize records every time you open Outlook.

1. From the Outlook toolbar, click Synchronize.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

|- [5]x]
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Warning: If any of the queries you selected on the Raiser’s Edge Synchronization Options screen tabs has been
deleted from The Raiser’s Edge, a message appears, informing you that a query name is required. When you
close the message, the Raiser’s Edge Synchronization Options screen appears open to the tab on which the
query is required.

A process screen appears.

Synchronizing with The Raizer's Edge

Synchronizing Contacts
Synchronizing Outlook Contacts and B aizer's Edge Constituents

Contacts Comparing records....
E Events Mot synchronized
@ Appeals Mot synchronized
Calendar & Tazks Mot synchronized

|

Sof 27
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2.

4.

If you selected queries on the Raiser’s Edge Synchronization Options screen, The Raiser’s Edge updates
them and compares the results with your Outlook records to determine whether anything needs to be
updated. Additionally, records that have been linked previously are checked for changes to determine
whether the corresponding record in the other program needs to be updated.

The Synchronize {type of record} screen appears when records are flagged to be updated and you marked
the Preview changes before processing records checkbox on the Options/Other tab on the

Synchronization Options screens. For example, if contact records are being updated, the Synchronize
Contacts screen appears.

Synchronize Contacts
Preview Contact Records

Below are the records that will be synchronized. “ou can preview the details of the changes by highlighting a row and
selecting details. Y'ou may also choose to remove a record or break a link by right clicking on a row.

Details... | Ok I Cancel I

To view more detailed information for an item, select it in the grid and click Details. The Field Details

screen appears. The items on this screen vary based on the Outlook record type. The screen lists the
information that is being added or updated.

To close the Details screen and return to the Synchronize Contacts screen, click OK.

Note: If any calendar appointment or task records are flagged to be updated and you marked the Preview
changes before processing records checkbox on the Options/Other tab on the Synchronization Options
screens, the Synchronize Appointments screen and Synchronize Tasks screen also appear.

5.

On the Synchronize Contacts screen, the Name column lists the Full Name from Outlook or The Raiser’s
Edge. It lists either the individual name, organization name, or organization name (contact name).

The Action column informs you what will happen to each record during processing. If an action cannot be
completed for any reason, a conflict is generated. For more information about conflicts, see
“Synchronization Conflicts” on page 189.

The possible entries in the Action column are:

¢ Add to The Raiser’s Edge — adds the record to The Raiser’s Edge when the Create Link option was used
while offline. If the record cannot be added (for example, due to the Outlook record not containing

information for Raiser’s Edge fields you have made required, or business rules you may have set), a
conflict is generated.

¢ Add to Outlook — adds the record to Outlook. If the record cannot be added (for example, due to the
record containing information for Raiser’s Edge fields you have made required, or business rules you
may have set) a conflict is generated.

¢ Update The Raiser’s Edge — updates the record in The Raiser’s Edge. If the record cannot be updated
for any reason, a conflict is generated.

¢ Update Outlook — updates the record in Outlook. If the record cannot be updated for any reason, a
conflict is generated.
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¢ Update Records — Indicates a change in both programs. This always generates a conflict because The
Raiser’s Edge cannot tell which record is the most current.

Warning: There is no delete from The Raiser’s Edge. You cannot delete Raiser’s Edge records from Outlook.

¢ Delete from Outlook — removes the record from Outlook.

¢ Edit Link — appears if a link is somehow broken. For example, this occurs when a record is deleted from
The Raiser’s Edge, but you did not mark the Remove deleted Raiser’s Edge constituents from Outlook
contacts checkbox on the Raiser’s Edge Synchronize Options screen Contacts tab.
Edit Link appears if you change a linked address, or change a last name or an organization name for a
Raiser’s Edge contact. Edit Link also appears if you remove the RE7-Import ID or change it to an
invalid entry under “User-defined fields” on the All Fields tab of an Outlook contact record. The
Raiser’s Edge uses an import ID to link a Raiser’s Edge and an Outlook record. We strongly
recommend you never change the import ID from the All Fields tab.

6. After you finish reviewing the records that will be added or updated, click OK.

A processing screen appears. If there are errors during the processing, the Conflicts screen appears for the
type of record with the errors. Conflicts can be created for a variety of reasons. For more information
about conflicts and how to resolve them, see “Synchronization Conflicts” on page 189.

7. To close the Synchronize screen, click OK.

Synchronization Conflicts

Note: Outlook records that you specified to link to The Raiser’s Edge while offline are linked during the next
synchronization. For more information about working offline, see “Linking Records Offline” on page 215.

During the synchronization process, The Raiser’s Edge examines linked Outlook contacts, tasks, and
appointments (including records you have linked while offline), and The Raiser’s Edge constituents, events,
appeals, and actions in your selected queries. After comparing the records, The Raiser’s Edge does one of three
things:

¢ Adds the record to Outlook or The Raiser’s Edge
¢ Updates the record in Outlook or The Raiser’s Edge
e Removes the record from Outlook

If The Raiser’s Edge is unable to perform one of these actions, it is because of a conflict. If conflicts are detected,
the Conflict screen appears and you must either correct the condition that caused the conflict or break the link
between the records. For more information about the Conflict screen, see “Resolving conflicts” on page 190.

Conflicts can be caused when:

¢ Records have been changed in both The Raiser’s Edge and Outlook since the last synchronization. In this
situation, The Raiser’s Edge cannot determine which record to update.

¢ Alinked record cannot be found in The Raiser’s Edge.

¢ A change is made to an Outlook record that indicates the link may be broken. For example, changing a last
name or an organization name on an organization contact link.

¢ Alinked address is changed.

¢ Arecord cannot be saved in The Raiser’s Edge because fields you specified as required do not contain any
information from the Outlook record, or business rules you have set otherwise prevent it.

¢ Adding a record from Outlook would create duplicate records in The Raiser’s Edge. Duplicate records are
determined by the criteria you establish in Configuration, Business Rules. For more information, see the
Configuration chapter of the Configuration & Security Guide.
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Resolving Conflicts

When conflicts are encountered during synchronization, the Conflict screen appears. You can use the Conflict
screen to either correct the problem or break the link to the record.

» Resolving conflicts

1. From the Outlook toolbar, click Synchronize. The synchronization process begins. For more information
about this process, see “Synchronizing The Raiser’s Edge With Outlook” on page 186.

If The Raiser’s Edge encounters any conflicts during this process, the Conflicts screen appears for the type
of record with the errors. For more information about causes of conflicts, see “Synchronization Conflicts”
on page 189.

Contact Conflicts

Resolye Contact Conflicts

Below are the records that could not be synchronized. 'ou may choose to resolve the conflicts or to ignore the
changes.

—Add to The Raizer's Edge
& Resolve conflicts

The following error has occurred while validating The Resalve. .. |
R aizer's Edge constituett:

- Duplicate records found

= Ignore changes

™| Fermanentinbreat ink ta ke B aisers Edge Hesalie .. |

The cause of the conflict is listed on the screen. You can mark an option to Resolve conflicts or Ignore
changes.

2. When you mark Resolve conflicts, click Resolve to go through the steps necessary to resolve the conflict.
This may involve using the Linking Wizard for the type of record, such as in the case of “Edit Link” or
“Duplicate Records” conflicts or if records were changed in both programs since the last synchronization.

For more information about the Linking Wizard for each type of Outlook record, see:
e “Contact Linking Wizard” on page 192.

e “Appointment Linking Wizard” on page 202.

e “Task Linking Wizard” on page 208.

Resolving conflicts may also involve editing a Raiser’s Edge record (constituent, relationship, action,
appeal, or event), if additional required information is necessary to save the record. If additional
information is needed to save the record, when you click Resolve, the The Raiser’s Edge record appears
for you to add the necessary information.

3. When you mark the Ignore changes option, you can specify that you do not want to link the records that
caused the conflict. When you click Resolve, the program does not attempt to link the records during this
synchronization so it can complete. However, the next time you synchronize, the program will again
attempt to create a link between the records.

4. When you mark the Permanently break link to The Raiser’s Edge checkbox, when you click Resolve, the
program does not attempt to link the records. However, if the Raiser’s Edge records are included as
results in a query you selected in Options, the program will attempt to link the records the next time you
synchronize. To remove these records from all future synchronizations, you must remove them from the
query results.
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Contact Records

You can link Outlook contact records with three types of Raiser’s Edge records.
¢ Individuals.
e Organizations.

¢ Contact at an Organization. You can manually link an Outlook contact to any individual relationship for an
organization in The Raiser’s Edge. During automatic processing, Outlook contacts can be linked to individual
relationships that are specified as contacts for organizations in The Raiser’s Edge (by marking the Contact
checkbox, and optionally specifying the Contact type).

Warning: You can synchronize only with contacts in the default Contacts folder in Outlook. New contacts
added through the integration are also placed in this folder. If you move synchronized contacts out of this
folder, the connection with Raiser’s Edge constituents is broken.

For both individuals and organizations, the Preferred address is synchronized. For contact records created from
individuals, the preferred address is placed in the Address box with a type of “Home” on the General tab of
Outlook. For contacts created from organizations, the preferred address is placed in the Address box with a type
of “Business.” For Outlook contacts created from Raiser’s Edge organization contacts, the individual relationship
address is placed in the Address box with a type of “Business.”

Phone numbers are pulled from and synchronized with the preferred address (or the individual address).

After a contact record is linked with a Raiser’s Edge constituent record, you can select the All Fields tab in Outlook
to view additional Raiser’s Edge information included on the contact record.

EE Lisa Davis - Contact M= E

JEiIE Edit “iew Inseit Format Tools Actions Help

Juﬁaveandt\ose‘§@|v®@-‘47 »

J Z5 Break link. —* Go to Constituent |

| il -|m -|g|31g|§§££§i§’

General ] Details I Activities ] Certificates ] All Fields I

Seleck From:

M ame Walue =]
RE7-Address import [D 745
RE7-Child impoit D

RE7-Import [D

00001-073-0000000855

RE7-Last changed by

Supervisor

RE7-Last changed date

02/01/2002 4:15:57 PM

RE7-Last spnchronized

07/02/2002 211:54 PM

RE7-Outlook D ata Signature

f4B82ecabl 2ad68421 25 cebaflG77cE?

RE7-Outlook, |ast changed

07/02/2002 211:54 PM

RE7-Parent import [D

RE7-Record type

Individual

e, Praperhes Delete |

Warning: We strongly recommend you not edit any information on the Outlook All Fields tab. Doing so can
break links between records.

We strongly recommend you use the All Fields tab for reference purposes only. You should not edit any
information on the All Fields tab. Doing so may break links between records or result in synchronization between
the wrong records.
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Contact Linking Wizard

Using the Contact Linking Wizard, you can link records from Outlook. You can work online — meaning while you
are connected to The Raiser’s Edge database — and link and create records while you work. You can also work
offline and specify that records in Outlook be added to The Raiser’s Edge the next time you synchronize the
programs. For more information about working offline, see “Linking Records Offline” on page 215.

You can link an Outlook contact record to an existing Raiser’s Edge record, create a new constituent record,

create a new organization and Raiser’s Edge contact for that organization, or add a link as a Raiser’s Edge contact
to an existing organization record. Linking Outlook contact and Raiser’s Edge constituent records enables you to
make changes to the record in one program and then synchronize to update your changes in the other program.

After you select the type of constituent record you want to create or link with, the Contact Linking Wizard guides
you through all the steps necessary to create the link between the two programs.

» Linking Outlook contacts to existing Raiser’s Edge constituents

This procedure examines how to link an Outlook contact record to an existing Raiser’s Edge constituent
record. You can link to an existing individual or organization constituent record.

1. From the Outlook toolbar, click The Raiser’s Edge. If you are offline, click Work Online.

Tip: From Outlook, select View, Current View, By Category to see The Raiser’s Edge items.

2. Open the Outlook contact record you want to link to an existing record in The Raiser’s Edge.

EE Benjamin Stanfill - Contact [_ 5] x|
J Eile Edit Wiew Insert Format Tools Actions Help ‘
@ aracee 1y ST G E G|+
m
Create link ~ \
@ Indvidsal Certificates I All Fields ]
=] orgarnization
Stanfill Business ;I
@ Contact at an Organization —
- i Home | fizaz) ss5-3204
Comparg 4"‘ Biusiness Fax ;I
File as: IStanFiHJ Benjarnin - Mabile :I
Address... I 104 Red Fern Lang % E-mail jlbstanflﬂ owilla.ors @
Summerville, SC 29485 =
Business :I
é:% ‘Web page address: I
[V This is the maling address
| B
EHdY ™+ 95 Mark O, Adamson - Contact o B &R
File Contact Insert Format Text Rewiew Add-Ins [ 9
Create link ~
@  Individual
|85 Organization
% Cantact 5t an Organization
Full Mame.., Mark D, Adamson —~— Mark D. Adamson
. 4 \ Nanprofit Grg
Compar: |Nnnprnf\t arg | { \ Director
Iob title: | Director | b 4
_d e, 843-555-4523 vork
File 35: |adamson, Mark D, - 3 843-555-1010 Mobile

Mark.Adamson @MNonprofit.org

Internet

[ E-mall... = |Mark.Adamsun@NDngruﬁt.urg

" sl "‘*"“?’V“QW‘WE&WWM_..uJ PSS S p——_T L

3. From the toolbar, click Create link. A drop-down menu appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.
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4. Select the Raiser’s Edge record type you want to link with this contact, Individual, Organization or
Contact at an organization. For this procedure, we are linking to an individual record - follow similar steps
to link to an organization. You can also link to an organization contact relationship. For more information

about linking to an organization contact, see “Linking Outlook contacts as Raiser’s Edge organization
contacts” on page 198.

Select Individual. The Contact Linking Wizard, Link Constituent screen appears.

Contact Linking Wizard E2

Link Constituent

I this person is a Raiser's Edge constituent, create a link by gelecting 'Link to congtituent’, “ou
cah also chooze o create a new individual bazed on the information entered on the Outlook,
contact recard,

 Link. Constituent

@ Link to constituent ﬁl

 Add as a new constituent

— Dutlook Contact Infarmation — Raizer's Edge Contact Infarmation———————————
Taplor, Bethany

833071 Treybrook
Richmond, Wa 22424

= Preyviols [dext =

5. The Outlook Contact Information frame on the lower left of the screen displays the information from the

contact record. To link this contact to an existing constituent in The Raiser’s Edge, mark the Link to
constituent option.

For more information about adding a new constituent, see “Linking Outlook contacts to new Raiser’s Edge
constituents” on page 195.
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6. Click the binoculars to access the Open screen for constituents so you can select the record with which to
link the Outlook contact record. Select a record and click Open. You return to the Contact Linking Wizard,
Link Constituent screen.

Contact Linking Wizard

Link Constituent

If thiz person iz a Raizer's Edge constituent, create a link by zelecting ‘Link to constitugnt’. 'au
can algo choose to create a new individual based on the information entered on the Outlook,
contact record.

r— Link Constituent

& Lirk to corstituent  |Bethary M. T aylor )

 Add as a new constituent

— Dutlook Contact Infarmation — Raizer's Edge Contact Infarmation
Taplor, Bethany Bethary b, Taylor
833071 Treybrook 83307 Treybroak.
Richmond, Wa 22424 Richmaond, WA 23230

Cancel | = Preyinns | ek = I

7. The information from the constituent record appears in the Raiser’s Edge Contact Information frame on
the lower right of the screen. Click Next to continue. The Contact Linking Wizard, Review Contact
Information screen appears.

Contact Linking Wizard E2

Review Contact Information
Review the data below and make zure that your changes are comect, vou can select the
Raizer's Edage or the Outlook. infarmation by changing the entry in the 'Mew Value' column. A red
arrow next to the field name indicates that the data haz changed or haz been added.

— Review data
Field Graup: I Preferred address j

Field ~ I Mew value I The Raizer's Edge Dutlook.
Street 299301 Trewbrook 33301 Treybrook, 299301 Trewbrook
City Richriond Richmaond Richriond
State W, Wi, Wa

p Post code Wj 23230 22424
Country United States United States United States

[ Only show fields that are out of sunc

Cancel | < Previous | Einish I

From this screen, you can preview the information that will be included on the linked records.

8. In the Field Groups field, select the area of The Raiser’s Edge record for which you want to view field
value information. For example, to view name information select “Constituent,” or to view street number,
city, state, country, and ZIP Code information, select “Preferred Address”.

The Raiser’s Edge column displays the value currently in The Raiser’s Edge. The Outlook column contains
the current entry on the contact record.
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9. Entries appear in the New value column only when the information in the Raiser’s Edge and Outlook
columns is not the same. The entry defaults to the information in The Raiser’s Edge. From the New value
dropdown, you can select the current entry from either program, or no entry so the fields will be blank on
the records. Select the information that you want to appear in both the constituent and contact records.

10. Fields that are being updated or created — those which contain an entry in the New value column and do
not have the same identical entry in the Raiser’s Edge and Outlook columns — are not yet synchronized.
To make verifying the information that is being changed or added easier, you can view only these fields. To
do so, mark the Only show fields that are out of sync checkbox.

For information about which fields are mapped from Outlook to The Raiser’s Edge, see “Outlook Contact
Field Mappings” on page 220.

11. To create the link between the records, click Finish. If a required field on the constituent record does not
contain information, the constituent record screen appears and you must enter data in the required field
before you can save the record.

When you open the contact record in Outlook, the record now contains a Categories field entry of
“Raiser’s Edge Contact.”

| -]
Conkacts, . I I . Categories... | ‘Raiser‘s Edge Contact )lvate I

Tip: When an Outlook record is linked to a Raiser’s Edge record, you can click Go to on the Outlook toolbar to
access The Raiser’s Edge record directly from the Outlook record.

You now have the option of accessing the Raiser’s Edge constituent record directly from the Outlook
contact record by clicking Go to on the toolbar.

» Linking Outlook contacts to new Raiser’s Edge constituents

This procedure examines how to create a new individual constituent record from an Outlook contact record.
You can follow similar steps to create an organization record.

1. From the Outlook toolbar, click The Raiser’s Edge. If you are offline, click Work Online.
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2. Open the Outlook contact record for which you want to create a linked record in The Raiser’s Edge.

:E Benjamin Stanfill - Contact

Createlink » —+ Goto

@ Tndividual
Crganization

e —
e —

=
[

4 | [bstanfil@ovila.org
summerville, SC 29485

104 Red Fern Lane

B H9 ™ e+ 9| Mark D, Adamson - Contact = B 2R
Contat  Insert  FormatText  Review | Add-Ins a
Create link =| =+ Goto
¢ Individual
8 ©rganization
% Contact at an Organization
FU Uare.. [Merk L Adamson | Mark D. Adamson
. Monprofit Org
Company: |Nonprof\t arg | Bilasir
Job title; |D|reEtDr |
B43-555-4523 Winrk
File as: |[adamson, Mark D. [-] 8435551010 Mabile
Mark.Adamson@Monprofit.org
Internet
[ E-mail... ~ | |Mark.Adamson@Monprafit.org |
N Rl 'AJ@wn@r_@_@mAdammngmnnﬁmntmﬁl ) r+ g

3. From the toolbar, click Create link. A drop-down menu appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

Select the Raiser’s Edge record type you want to link with this contact: Individual, Organization or
Organization contact.

For this procedure, we are linking to an individual record - you can follow similar steps to link to an
organization. You can also link to an organization contact relationship. For more information about linking

to an organization contact, see “Linking Outlook contacts as Raiser’s Edge organization contacts” on
page 198.
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For this procedure, select Individual. The Contact Linking Wizard, Link Constituent screen appears.

Contact Linking Wizard E2

Link Constituent

I this person is a Raiser's Edge constituent, create a link by gelecting 'Link to congtituent’, “ou
cah also chooze o create a new individual bazed on the information entered on the Outlook,

contact recard,

 Link. Constituent

 Link to constitugnt

@ Add as a new constituent

3]

— DOutlook. Contact Information

Lewiz, Lynn

— Raizer's Edge Contact Infarmation

Zancel |

= Preyviols | Mext = I

For this procedure, we are creating a new constituent record in The Raiser’s Edge based on the
information in the Outlook contact record. Mark the Add as a new constituent option and click Next. The
Contact Linking Wizard, Review Contact Information screen appears.

Contact Linking Wizard E2

Review Contact Information

Review the data below and make zure that your changes are comect, vou can select the
Raizer's Edage or the Outlook. infarmation by changing the entry in the 'Mew Value' column. A red
arrow next to the field name indicates that the data haz changed or haz been added.

— Review data
Field Group: [23

Field [ Mew value

The Raizer's Edge

Outlook,

Title
p First name Lyrin
tiddle name
Lewis

F.hd.

p Last name

p Suffix
Mickname
Birth date

[ Only show fields that are out of sunc

Ly

Lewis
P.hd.

Zancel |

< Previous | Einish I

From this screen, you can preview information that will be included on the constituent record you are
creating. The Raiser’s Edge attempts to determine the data you want to use for the new record based on
the information contained in the Outlook contact record.

In the Field Group field, select the area of The Raiser’s Edge record for which you want to view field value
information. For example, you can select “All Fields” to view all information or “Preferred Address” to
view only street number, city, state, country, and ZIP Code information.

The New value column displays information that will be included on the new Raiser’s Edge record. When
updating or linking to an existing record, the Raiser’s Edge column displays the value currently in
The Raiser’s Edge. The Outlook column contains the current entry on the contact record.
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7. Fields that are being updated or created — those which contain an entry in the New value column and do
not have the same entry in the Raiser’s Edge and Outlook columns — are not yet synchronized. To make
verifying the information that is being changed or added easier, you can view only these fields in the grid.
To do so, mark the Only show fields that are out of sync checkbox.

For information about which fields are mapped from Outlook to The Raiser’s Edge, see “Outlook Contact
Field Mappings” on page 220.

8. To create the constituent record, click Finish. If a required field on the constituent record does not contain
information, the constituent record screen appears and you must enter data in the required field before
you can save the record.

When you open the contact record in Outlook, the record now contains a Categories field entry of
“Raiser’s Edge Contact.”

| =
Contats... | |  Categories... | [Raiser's Edge Cantact _)ivate o

Tip: When an Outlook record is linked to a Raiser’s Edge record, you can click Go to on the Outlook toolbar to
access The Raiser’s Edge record directly from the Outlook record.

You now have the option of accessing the Raiser’s Edge constituent record directly from the Outlook
contact record by clicking Go to on the toolbar.

» Linking Outlook contacts as Raiser’s Edge organization contacts

This procedure examines how to create a relationship contact for an organization constituent record in The
Raiser’s Edge from a contact record in Outlook.

1. From the Outlook toolbar, click The Raiser’s Edge. If you are offline, click Work Online.
2. Open the Outlook contact record you want to create an organization contact relationship for in The

H J
Raiser’s Edge.
EE Benjamin Stanfill - Contact [_[=]x]
J Ele Edit Wew Insert Format Tools Actions Help ‘
Jﬂgaveandc\mse@§@|v®@v‘-vv‘
[l create nk - \
@ Indidual Certificates I All Fields ]
[7=] organization
tanfill @ Business :I
@ Contact at an Organization p—_—
i Home | e

T
Campar rz.—-f_"r Business Fax VI

File as: IStanFl\I, Benjamin - IMobile j

Address. .. I 104 Red Fern Lane % E-mail :“bstanfil\@uwlla.urg B3
Summerille, SC 29485 =
Business j
4:‘ % Web page address: I
3=

¥ This is the maiing address

EHdY ™+ 95 Mark O, Adamson - Contact o B &R
Filg Contact Insert Format Text Review Add-Ins =) o

Create link ~
@  Individual
|85 Organization

% Cantact 5t an Organization

Full Mame.., Mark D, Adamson — Mark D. Adamson
Company: |Nnnprnf\t arg | / | gﬁ:g’;j't g
Job it |DirEEtDr | 1‘} ’\ 843-555-4523 vork
File 35: |adamson, Mark D, - 3 843-555-1010 Mabile
Mark.Adamson @MNonprofit.org
Internet
[ E-mail... - |Mark.Adamsun@NDngruﬁt.urg |

—— ¥ %VWQW‘WBIW HenpIRntaNal ‘*"J"‘..“\r'vﬂ‘f“‘-‘j -
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3. From the toolbar, click Create link. A drop-down menu appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

4. Select the Raiser’s Edge record type you want to link with this contact: Individual, Organization or
Contact at an organization.

For this procedure, we will select Contact at an organization. The Contact Linking Wizard, Link
Constituent screen appears.

Contact Linking Wizard

Link Constituent
If this company iz a Raiser's Edge constituent, create a link by selecting Link to constituent’. 'ou
cah alzo chooze to create a new arganization based on the information entered on the Outlook
contact recard,

 Link. Constituent

& Lirk to constitugnt ﬁl

 Add as a new constituent

— Outlook Contact Information — Raizer'z Edge Contact Information

Exeter Real Estate [Lewiz, D aniel]

155 Guendon Ct,
Summerville, SC 23485

< Previous [t =

5. The Outlook Contact Information appears in the lower left frame. Two options are available for linking
the contact to a constituent record in The Raiser’s Edge.

¢ Link to constituent - If the entry in the Company field on this contact record is already an organization
constituent in The Raiser’s Edge, and you want to add this Outlook contact as a Raiser’s Edge contact
relationship for that organization, mark the Link to constituent option. Click the binoculars to access
the Open screen for organization constituents.

If the company information in the Outlook contact record matches the information for the organization
in The Raiser’s Edge, the organization appears highlighted in the search results grid on the Open
screen. Click Open and you return to the Contact Linking Wizard, Link Constituent screen and the
organization name appears in the Link to constituent field.

¢ Add as new constituent - If you want to create a new constituent record for the organization that
appears on the Outlook contact record Company field, mark the Add as new constituent option. If no
entry appears in the Company field, when you finish the wizard, the New Organization screen appears
SO you can name the organization constituent.
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6. To continue, click Next. The Contact Linking Wizard, Link Organization Contact screen appears.

Contact Linking Wizard E2

Link Organization Contact
If this person is already a contact, create a link to the by selecting 'Link to an exizting relation
record’. If thiz person iz a constituent, create a link by zelecting ‘Link to constituent’. Y'ou can
algo create a new contact by selecting Ybdd as a new relation record’,

r— Link Organization Cantact

% Lirk to an esisting relation record ﬂl
" Link to constituent QI

 Add as & new relation record

— Dutlook Contact Infarmation — Raizer's Edge Contact Infarmation
Apyhy Concrete [Lewiz, Daniel] Add Concrete
974 Ocean Shore Drive 374 Ocean Shore Drive
Fahoa, Hawail 78741 Pahoa, HI 78741

Cancel | < Previous | [t = I

7. You can select an option to:

¢ Link to an existing relation record - (this option is not enabled if you selected the Add as a new
constituent option on the first wizard screen). If the Outlook contact is already an organization contact
in The Raiser’s Edge, mark this option. When you mark this option, click the binoculars to access the
Search Relationships screen for the organization.

Select a relationship and click Open. You return to the Contact Linking Wizard, Link Organization
Contact screen and the selected relationship appears in the Link to an existing relationship field.

¢ Link to constituent - If the Outlook contact is already a constituent in The Raiser’s Edge, mark this
option. When you mark this option, the Open screen for constituents appears. If the Outlook contact
information matches a constituent in your database, that constituent is highlighted in the search grid.

To return to the Contact Linking Wizard, Link Organization Contact screen, click Open. The selected
individual constituent record appears in the Link to constituent field. The information in the Outlook
contact record and the entry in this field must match exactly before you can continue. For example, if
the Outlook contact name is Daniel Lewis, and you select a Raiser’s Edge constituent of John Lewis,
although the name John Lewis appears in the Link to constituent field, the Next button is not enabled
and you cannot continue.

¢ Add as a new relation record - When you mark this option, you are specifying that you want to add the
name in the Outlook contact record as a new relationship record for the organization in The Raiser’s
Edge.
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8. To continue, click Next. The Contact Linking Wizard, Review Contact Information screen appears.

Contact Linking Wizard E2

Review Contact Information
Review the data below and make zure that your changes are comect, vou can select the
Raizer's Edage or the Outlook. infarmation by changing the entry in the 'Mew Value' column. A red
arrow next to the field name indicates that the data haz changed or haz been added.

— Review data
Field Group:
Field 2 MHew value The Raizer's Edge Outhook,
p Company na... | A4S Concrete And Concrete

¥ Only show fields that are out of sunc

Cancel | < Previous | Einish I

This screen enables you to preview the information that will be included on the Raiser’s Edge
organization contact record you are creating.

9. Inthe Field Group field, select the area of The Raiser’s Edge record for which you want to view field value
information. For example, to view all information select “All Fields”, or to view only street number, city,
state, country, and ZIP Code information, select “Preferred Address”.

The New value column displays information that will be included on the new Raiser’s Edge record. When
updating or linking to an existing record, if the information is different in the two programs (as displayed
in the Raiser’s Edge and Outlook columns), the New value column displays the value currently in The
Raiser’s Edge. You can select the entry from either program, or no entry at all for the field from the New
value drop-down.

Note: If you are adding a contact record and creating a new organization, and no entry is present in the
Company field on the Outlook contact record, when you click Finish, the New Organization screen will appear
so you can enter the name of the new organization.

10. Fields that are being updated or created — those which contain an entry in the New value column and do
not have the same entry in the Raiser’s Edge and Outlook columns — are not yet synchronized. To view
only these fields in the grid to make verifying the information that is being changed or added easier, mark
the Only show fields that are out of sync checkbox.

For information about which fields are mapped from Outlook to The Raiser’s Edge, see “Outlook Contact
Field Mappings” on page 220.

11. Click Finish. The contact record is created in the database. If a required field on the constituent record
does not contain information, the constituent record screen appears and you must enter data in the
required field before you can save the record.

When you open the contact record in Outlook, the record now contains a Categories field entry of
“Raiser’s Edge Contact.”

| =
Contats... | | _ Categories... | [Raiser's Edge Contart _)ivate o

Tip: When an Outlook record is linked to a Raiser’s Edge record, you can click Go to on the Outlook toolbar to
access The Raiser’s Edge record directly from the Outlook record.
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You now have the option of accessing the Raiser’s Edge constituent record directly from the Outlook
contact record by clicking Go to on the toolbar.

Appointment Records

Three Raiser’s Edge record types are involved during the synchronization process with Outlook appointment
records.

¢ Actions - These are actions with a category of Meeting in The Raiser’s Edge. Other action categories are
handled as Outlook Tasks. For more information, see “Task Records” on page 208. You must have full Raiser’s
Edge security rights to actions before you can synchronize them with Outlook records.

e Appeals - All appeal records in The Raiser’s Edge.

¢ Events - (available if you have the optional module Event Management) All event records in The Raiser’s Edge,
except those with a category of “class.” Events of the category “class” are not supported in the integration.

Appointment Linking Wizard

Using the Linking Wizard, you can link appointment records to existing or new Raiser’s Edge actions, appeals, and
events from Outlook. You can work online — meaning while you are connected to The Raiser’s Edge database —
and link and create records while you work. You can also work offline and specify that records you add in Outlook
be updated in The Raiser’s Edge the next time you synchronize the programs. For more information about
working offline, see “Linking Records Offline” on page 215.

When you are logged into The Raiser’s Edge database, you can link Outlook appointment records to existing
actions, appeals, or events (if you have the optional module Event Management), or add and link new events,
actions, or appeals based on the information in the appointment record.

After you select the type of existing or new record you want to link with, the Appointment Linking Wizard guides
you through all the steps necessary to create the link between the two programs.
» Linking Outlook appointments to existing Raiser’s Edge actions, appeals, or events

This procedure examines how to link an Outlook appointment record to an existing Raiser’s Edge action
record. You can follow similar steps to link to an existing appeal or event (if you have the optional module
Event Management). When you link appointments to Raiser’s Edge records, you can open the Raiser’s Edge
records directly from Outlook.

1. From the Outlook toolbar, click The Raiser’s Edge. If you are offline, click Work Online.
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2. Open the Outlook appointment record you want to link with a record in The Raiser’s Edge.

unch with Ellen Stanfill - Appointment

| I—

I Create link = —+
Z3 Action n
'El Event

%Appeal W Ellen Stanfill
T T —— |

) osaiszoo |z [roopn | I
" D |

|15 minutes 7] pusy
— ——
HEHY O» v Lunchwith Mark D, &damson - Appointment o B )
Appointment  Insert  FommatTest  Review | Add-Ins o @
Create link *| = Goto
%, Action
T Event
By Appest s
Subject: | Lunch with Mark D. Adamson ]
Location: | Roundiree Restaurant [-]
Starttime: |Wed 03/30/2011 || [12:30 1t |+ [T At day evert
Endiime . ed DN e -Wu «,'4"\0-—-#‘"‘“““* BB B g,

3. From the toolbar, click Create link. A drop-down menu appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

4. Select The Raiser’s Edge record type you want to link with this appointment: Action, Event, or Appeal.
For this procedure, we are linking to an action record - you can follow similar steps to link to an appeal or
event.

Select Action. The Appointment Linking Wizard, Link Action screen appears.

Appointment Linking Wizard

Link Action

If thiz Appointment iz a Raiser's Edge action, create a link by selecting 'Link to an exristing action
record. You can algo choose to create a new action bazed on the information entered on the
Outlook. Appaintment.

 Link. to an Action

& Link to an existing action record I ﬁl
 Add a3 & new action for a corstituent I ﬂl
" Add as a new action for an appeal I ﬂl
© Add as a new action for an eventl ﬂl

r— Outlook, Information — Raizer's Edge Information
Lunch with Ellen Stanfill

Start; 09/12/2002 1.30:00 PM
End: 09/12/2002 2:00:00 P
Location: Foundtree Festaurant

< Previous | [t = |

The Outlook Information frame on the lower left of the screen displays the information from the
appointment record.

5. To link this appointment to an existing action in The Raiser’s Edge, mark the Link to an existing action
record option.
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For more information about adding a new action, appeal, or event, see “Linking Outlook appointments to
new Raiser’s Edge actions, appeals, or events” on page 205.

6. Click the binoculars to access the Open screen for actions so you can select the record with which to link

the Outlook appointment. Select a record and click Open. You return to the Appointment Linking Wizard,
Link Action screen.

Appointment Linking Wizard E2
Link Action

If thiz Appointment iz a Raiser's Edge action, create a link by selecting 'Link to an exristing action
record. You can algo choose to create a new action bazed on the information entered on the
Outlook. Appaintment.

 Link. to an Action
& Link to an existing action record I Ellen Skanfill: Lunch Meeting ﬁl
 Add a3 & new action for a corstituent I ﬂl
" Add as a new action for an appeal I ﬂl
© Add as a new action for an eventl ﬂl
— Outlook, Information — Raizer'z Edge Information
Lunch with Ellzn Stanfill Ellen Stanfill: Lunch keeting
Start: 07/23/2002 2:00:00 P Due Date:  07/23/2002
End: 07/23/2002 4:00:00 P Start Date:  0F/23/2002
Location: Roundtres R estaurant Statuz Mot Started
Friciity: Hormal
Completed: Mo
= Preyviols [dext = |

The information from the action record appears in the Raiser’s Edge Information frame on the lower right
of the screen.

7. Click Next. The Appointment Linking Wizard, Review Information screen appears.

Appointment Linking Wizard E2

Review Information
Review the data below and make zure that your changes are comect, vou can select the

Raizer's Edage or the Outlook. infarmation by changing the entry in the 'Mew Value' column. A red
arrow next to the field name indicates that the data haz changed or added.

~ Review data
Field Group:
Field 2 Mew value The Raizer's Edge Outhook,
Start date 07/23/2002 0305/2004 07/23/2002
p Start time 12:00 PM 12:00 PM 2:00 PM
End date 07/23/2002 0305/2004 07/23/2002
p End time 200 PM 200 PM 4:00 PM
Pricrity Tormal Tormal Tormal
p Location Mirni's Restaurant Mirni's R estaurant Roundtres Restaurant
p Contact Ellen Stanfil Ellen Stanfil

™ Only show fields that are out of sync

Cancel | < Previous Einish |

From this screen, you can preview the information that will be included on the linked records.
8. In the Field Group field, the entry defaults to “Meeting.” All meeting fields are listed in the grid.

The Raiser’s Edge column displays the value currently in The Raiser’s Edge. The Outlook column contains
the current entry on the appointment record.




MICROSOFT OUTLOOK INTEGRATION 20

Note: The Subject consists of the constituent name followed by the type of action or event name. When
adding a new action, the information from the Outlook Subject field becomes the first line the Notes box on
The Raiser’s Edge action record. For more information about how information is mapped between the
programs, see “Outlook Appointment Field Mappings” on page 221.

9. Entries appear in the New value column only when the information in the Raiser’s Edge and Outlook
columns is not the same. The entry defaults to the information in The Raiser’s Edge. From the New value
drop-down, you can select the current entry from either program, or no entry so the fields will be blank
on the records. Select the entry you want to appear in both the action and appointment records.

10. Fields that are being updated or created — those which contain an entry in the New value column and do
not have the same identical entry in the Raiser’s Edge and Outlook columns — are not yet synchronized.
To make verifying the information that is being changed or added easier, you can view only these fields in
the grid. To do so, mark the Only show fields that are out of sync checkbox.

For information about which fields are mapped from Outlook to The Raiser’s Edge, see “Outlook
Appointment Field Mappings” on page 221.

11. To create the link between the records, click Finish. If a required field on the action record does not
contain information, the action record screen appears.

You must enter data in the required field before you can save the record.

Tip: When an Outlook record is linked to a Raiser’s Edge record, you can click Go to on the Outlook toolbar to
access The Raiser’s Edge record directly from the Outlook record.

12. When you open the appointment record in Outlook, the record now contains a Categories field entry of
“Raiser’s Edge Appointment” and the contact record (the constituent with whom the action is linked in
The Raiser’s Edge) appears in the Contacts field.

L]

|
Contacts,., ILlsa Davig Cabegories.., | |Raiser's Edge Appoinkment Private

You now have the option of accessing the Raiser’s Edge action record directly from the Outlook
appointment record by clicking Go to on the toolbar.

» Linking Outlook appointments to new Raiser’s Edge actions, appeals, or events

This procedure examines how to create a new action record from an Outlook appointment record. You would
follow similar steps to link to create a new appeal or event (if you have the optional module Event
Management).

1. From the Outlook toolbar, click The Raiser’s Edge. If you are offline, click Work Online.



206 CHAPTER

2. Open the Outlook appointment record for which you want to create a linked record in The Raiser’s Edge.

unch with Ellen Stanfill - Appointment

| I—

I Create link = —+
Z3 Action n
'El Event

%Appeal W Ellen Stanfill
T T —— |

) osaiszoo |z [roopn | I
" D |

|15 minutes 7] pusy
— ——
HEHY O» v Lunchwith Mark D, &damson - Appointment o B )
Appointment  Insert  FommatTest  Review | Add-Ins o @
Create link *| = Goto
%, Action
T Event
By Appest s
Subject: | Lunch with Mark D. Adamson ]
Location: | Roundiree Restaurant [-]
Starttime: |Wed 03/30/2011 || [12:30 1t |+ [T At day evert
Eng tine; MQnsfan‘znp - -Wu hr'r\‘___m‘ el Rt

3. From the toolbar, click Create link. A drop-down menu appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

4. Select the Raiser’s Edge record type you want to link with this appointment: Action, Event, or Appeal.
For this procedure, we will link to a new action record - you can follow similar steps to link to a new event.
Select Action. The Appointment Linking Wizard, Link Action screen appears.

Appointment Linking Wizard

Link Action

If thiz Appointment iz a Raiser's Edge action, create a link by selecting 'Link to an exristing action
record. You can algo choose to create a new action bazed on the information entered on the
Outlook. Appaintment.

 Link. to an Action

& Link to an existing action record I ﬁl
 Add a3 & new action for a corstituent I ﬂl
" Add as a new action for an appeal I ﬂl
© Add as a new action for an eventl ﬂl

r— Outlook, Information — Raizer's Edge Information

Lunch with Ellen Stanfill

Start; 09/12/2002 1.30:00 PM
End: 09/12/2002 2:00:00 P
Location: Foundtree Festaurant

< Previous | [t = |

5. The Outlook Information frame on the lower left of the screen displays the information from the
appointment record. You can link the appointment to a new constituent, appeal, or event action in The
Raiser’s Edge. For this procedure mark the Add as a new action for a constituent option.

For more information about linking to an existing action, appeal, or event, see “Linking Outlook
appointments to existing Raiser’s Edge actions, appeals, or events” on page 202.
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6. Click the binoculars in the Add as a new action for a constituent field. The open screen appears so you
can select the constituent with which to associate the new action. After you select a constituent, you
return to the Link Action screen.

Appointment Linking Wizard

Link Action
If thiz Appointment iz a Raiser's Edge action, create a link by selecting 'Link to an exristing action
record. You can algo choose to create a new action bazed on the information entered on the
Outlook. Appaintment.

 Link. to an Action

™ Link to an esisting action record I ﬂl
& Add as a new action for a constituent ILisa Darviz QI

" Add as a new action for an appeal I

© Add as a new action for an eventl

— Outlook, Information — Raizer'z Edge Information
Lunch with Ellen Stanfil

Start: 09/12/2002 1:30:00 P
End: 09/12/2002 2:00:00 PM
Location: Roundtree Restaurant

Cancel | = Previnus | Mext =

The selected constituent appears in the Add as a new action for a constituent field.

7. Click Next. The Appointment Linking Wizard, Review Information screen appears.

Appointment Linking Wizard E2

Review Information
Review the data below and make zure that your changes are comect, vou can select the
Raizer's Edage or the Outlook. infarmation by changing the entry in the 'Mew Value' column. A red
arrow next to the field name indicates that the data haz changed or added.

 Review data
Field Group: I Meeting j
Figld # I New value I The Raiser's Edge I Oublaok.
p Startdate 09/1Z/2002 09/12§2002
B Stark time 1:30 PM 1:30 PM
p Enddate 09/12§2002 09/12§2002
p Endtime 2:00 PM 2:00 PM
p Priority Marmal Marmal
Motes
p Location Roundtree Restaurant Roundtree Restaurant
Cantack
™ Only show fields that are out of spnc

Cancel | < Previous |

8. This screen enables you to preview the information that will be included on the action record you are
creating. The Raiser’s Edge attempts to determine the data you want to use for the new record based on
the information contained in the Outlook appointment record.

Note: When adding a new action, the information from the Outlook Subject field becomes the first line the
Notes box on The Raiser’s Edge action record. For more information about how information is mapped
between the programs, see “Outlook Appointment Field Mappings” on page 221.
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In the Field Group field, the entry defaults to “Meeting.” All meeting fields are listed in the grid.

The New value column displays information that will be included on the new Raiser’s Edge record. When
updating or linking to an existing record, the Raiser’s Edge column displays the value currently in
The Raiser’s Edge. The Outlook column contains the current entry on the appointment record.

9. Fields that are being updated or created — those which contain an entry in the New value column and do
not have the same entry in the Raiser’s Edge and Outlook columns — are not yet synchronized. To make
verifying the information that is being changed or added easier, you can view only these fields in the grid.
To do so, mark the Only show fields that are out of sync checkbox.

For information about which fields are mapped from Outlook to The Raiser’s Edge, see “Outlook
Appointment Field Mappings” on page 221.

10. To create the action record in the database, click Finish. If a required field on the action record does not
contain information, the action record screen appears.

Tip: When an Outlook record is linked to a Raiser’s Edge record, you can click Go to on the Outlook toolbar to
access The Raiser’s Edge record directly from the Outlook record.

11. When you open the appointment record in Outlook, the record now contains a Categories field entry of
“Raiser’s Edge Appointment” and the contact record (the constituent with whom the action is linked in
The Raiser’s Edge) appears in the Contacts field.

]

| o
Contacts... ILisa Dawis Categoties... | |Raiset's Edge Appaintment Private [

You now have the option of accessing the Raiser’s Edge action record directly from the Outlook
appointment record by clicking Go to on the toolbar.

Task Records

Outlook tasks can be linked to Raiser’s Edge actions with any category other than Meeting. Meetings are linked
as Outlook appointments. You must have full Raiser’s Edge security rights to actions before you can synchronize
them with Outlook records.

Task Linking Wizard

Using the Linking Wizard, you can link task records to existing or new Raiser’s Edge actions from Outlook. You can
work online — meaning while you are connected to The Raiser’s Edge database — and link and create records
while you work. You can also work offline and specify that records you add in Outlook be updated in The Raiser’s
Edge the next time you synchronize the programs. For more information about working offline, see “Linking
Records Offline” on page 215.

A Raiser’s Edge contact must be added to the task before you can link it to a Raiser’s Edge action record. You can
add this contact manually on the task record or you can add it through the Task Linking Wizard.

You can link task records to a constituent and appeal actions or, if you have the optional module Event
Management, event action records. After you select the type of record you want to link with, the Linking Wizard
guides you through all the steps necessary to create the link between the two programs.

You can link an Outlook task record to an existing Raiser’s Edge record or create a new record and link with it.

» Linking Outlook tasks with existing Raiser’s Edge actions
1. From the Outlook toolbar, click The Raiser’s Edge. If you are offline, click Work Online.
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Open the Outlook task record you want to link with a record in The Raiser’s Edge.

Plan birthday party for Campbell A Phan - Task
| Create fink. —» i fo Acion

[_[5]x]

JEi\e Edit “iew Insert Fommat Took Action: Help

Juﬁaveandtlose|9ﬂﬁ@|x‘@ ’,’JAliaI - |10 - &‘B I =
Task ] Details I
Subject: IPIan birthday party for Campbell & Phan
E Due date: Thu 04/10/2003 | @ Status: [niot Started =l
—— .
Start date: Thu 04/03/2003 j Priority:  [rormal 'I % Complete: IU% j
A ¥ Reminder: [Thu 04/03/2003 x| [z:00 am x| 4| owner: [pavid owens
Ilnvile all volunteers. =
dld9 o I= Flan birthday party for Campbell & Phan - Task = B E8|
Task Insert Format Text Revigw Add-Ins & @
Create link
Custom Toolbars
@ Duein 2 days,
Subject: Plan birthday party for Campbell & Phan
Start date: Sun 04/10/2011 = | Status: Mot Started -
Diue date; Sun 04/10/2011 - Priority; | Mormal | % Complete; | 0% =
Reminder: Sun 04/10/2011 - 8:00 &M - s Owner
&
Invite all volunteers,
ol | salhn S -
ol V. .. ™ SIS WSO L N AP g -

From the toolbar, click Create Link. The Task Linking Wizard - Link Action screen appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

Task Linking Wizard
Link Action
If this Task iz a FRaizer's Edge action, create a link, by selecting 'Link to an existing action recaord’,

You can also chooze o create a new action based on the infarmation entered on the Outlook
Task.

— Link ta an Action

% Lirk to an existing action record I ﬂl
 Add a3 & new action for a corstituent I ﬂl
" Add as a new action for an appeal I ﬂl
© Add as a new action for an eventl ﬂl

r— Outhook, Information
Flan birthday party far Campbell & Phan

— Raizer'z Edge Information

Due Drate: 04/03/2003
Start Date:  04/03/2003
Statuz Mot Started
Friciity: Mormal
Completed: Mo

= Preyviols [dext =

4. The information from the Outlook task record appears in the lower left frame. To link this task to an
existing action in The Raiser’s Edge, mark the Link to an existing action record option.

For more information about adding and linking to a new action for a constituent or event, see “Linking
Outlook tasks with new Raiser’s Edge actions” on page 211.
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5. Click the binoculars to access the Open screen for actions. From this screen you can select an existing
action for a constituent or event. After you select an action and return to the Task Linking Wizard, the
selected action appears in the Link field.

Task Linking Wizard

Link Action

If thiz T ask iz a Raizer's Edge action, create a link by selecting 'Link to an existing action record”.
You can also choose to create a new action based on the information entered on the Dutlook
Tazk.

 Link. to an Action

& Link to an existing action record IFH_I,Ian K. Darricr: Task/Other ﬁl
 Add a3 & new action for a corstituent I ﬂl
" Add as a new action for an appeal I ﬂl
© Add as a new action for an eventl ﬂl
— Outlook, Information — Raizer'z Edge Information
Flan birthday party far Campbell & Phan Ryan K. Damion: Task/Other
Due Date: 0470342003 Due Dater 0440342003
Start Date:  04/03/2003 Start Date:  04/03/2003
Status: Mot Started Status: Mot Started
Priority: Marmal Priority: MHarmal
Completed: Mo Completed: Mo

Cancel | = Previnus Mext =

The information from the selected action record now appears in the lower right frame of the wizard
screen.

6. To continue, click Next. The Review Information screen appears.

Task Linking Wizard

Review Information

Review the data below and make sure that your changes are correct. Vou can select the
Raizer's Edge or the Outlook information by changing the entry in the 'Mew Yalug' column, A red
arrow hext to the field name indicates that the data has changed or added.

— Review data
Field Group: I Task. ﬂ
Field ¢ I Mew value I The Raiser's Edge I Outlook.
p Due date 04/03/2003 04/03/2003 04/03/2003
Start date  |04/03/2003 D4/03/2003 D4/03/2003
Status Mok Started Mak Started Mak Started
Pricrity Tormal Tormal Tormal
Mokes Invite all volunteers, Invite all volunteers, Invite all volunteers,
Zompleted ] ] ]
Campleted ...
p Contack Ryan K. Darrion Ryan K. Darrion
™ Only show fields that are out of sync

Zancel | < Previous

This screen enables you to preview the information that will be included on the linked records.

7. Inthe Field Group field, the entry defaults to “Task” and displays all the fields mapped between tasks and
actions. For more detailed information about these mappings, see “Outlook Task Field Mappings” on
page 223.
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The New value column displays information that will be inc
updating or linking to an existing record, the Raiser’s Edge
Raiser’s Edge. The Outlook column contains the current en

luded on the new Raiser’s Edge record. When
column displays the value currently in The
try on the task record.

ation that is being changed or added easier,

8. Fields that are being updated or created — those which contain an entry in the New value column and do
not have the same entry in the Raiser’s Edge and Outlook columns — are not yet synchronized. If you
want to view only these fields to make verifying the inform
mark the Only show fields that are out of sync checkbox.

9. To link to the action record, click Finish. When you open th

e task record in Outlook, the record now

contains a Categories field entry of “Raiser’s Edge Task” and the contact record (the constituent with
whom the action is linked in The Raiser’s Edge) appears in the Contacts field.

Conkacks, ., | |Mr. Ryan Kenneth Darrion

Categories. .. | |Raiser's Edge Task

Privake r |

You now have the option of accessing the Raiser’s Edge action record directly from the Outlook task

record by clicking Go to on the toolbar.

» Linking Outlook tasks with new Raiser’s Edge actions

For this procedure, we are linking an Outlook task with a new action for a constituent. If you have the optional

module, Event Management, you can follow similar steps to lin

k to a new action for an event.

1. From the Outlook toolbar, click The Raiser’s Edge. If you are offline, click Work Online.

2. Open the Outlook task record for which you want to create

a linked record in The Raiser’s Edge.

Plan birthday party for Campbell A Phan - Task [_T&2[x]
| Create fink. —» i fo Acion
J File Edit “iew Inzert Fomat Tools Action: Help
Juﬁaveandtlose|9ﬂﬁ@|x‘@ ’,’JAliaI SR &‘B IH‘%%EEE‘;?E?-

Task ] Details I

Subject: IPIan birthday party for Campbell & Phan

== Due date: Thu 04/10/2003 | Status: [niot Started =l

Start date: Thu 04/03/2003 j Priority:  [rormal 'I % Complete: IU% ﬁ

A ¥ Reminder: [Thu 04/03/2003 x| [z:00 am x| 4| owner: [pavid owens

Ilnvile all volunteers. =
== ] <. Flan birthday party for Campbell 4 Phan - Task = B ]

Task Insert Format Text Rewviets Add-Ins = @
Create link
Custam Toolbars

@ Duein 2 days,

Subject: Plan birthday party for Camphbell & Phan

Start date: Sun 04/10/2011 - | Status; Mot Started -
Due date: Sun 0471072011 = Priority: Normal - % Complete: | 0% =

Reminder: Sun 04/10;/2011 - 8:00 &AM & B Owner

&
Invite all volunteers,

3. From the toolbar, click Create Link. The Task Linking Wizard

R SN N A WITRIIEF o N L W WP

- Link Action screen appears.
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For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

Task Linking Wizard
Link Action

If this Task iz a FRaizer's Edge action, create a link, by selecting 'Link to an existing action recaord’,

You can also chooze o create a new action based on the infarmation entered on the Outlook

Task.

— Link ta an Action

@ Link to an existing action record I

[

 Add as a new action for a constituent I

]

" Add as a new action for an appeal I

© Add as a new action for an eventl

]
]

r— Outhook, Information
Flan birthday party far Campbell & Phan

Due Drate: 04/03/2003
Start Date:  04/03/2003
Statuz Mot Started
Friciity: Mormal
Completed: Mo

— Raizer's Edge Information—————————————

= Preyviols | [dext = |

4. The information from the Outlook task record appears in the lower left frame of the screen. To link this
task to a new constituent action in The Raiser’s Edge, mark the Add as a new action for a constituent

option.

For more information about adding an existing action for a constituent, appeal, or event, see “Linking
Outlook tasks with existing Raiser’s Edge actions” on page 208.

5. Click the binoculars to access the Open screen for constituents. From this screen you can select a
constituent for whom you want to create the new action. After you select a constituent and return to the
Task Linking Wizard, the selected constituent appears in the Link field.

Task Linking Wizard
Link Action

If this Task iz a FRaizer's Edge action, create a link, by selecting 'Link to an existing action recaord’,

You can also chooze o create a new action based on the infarmation entered on the Outlook

Task.

— Link ta an Action

€ Link to an existing action record I

& Add as a new action for a constituent IF‘.'Han K. Darrion

" Add as a new action for an appeal I

© Add as a new action for an eventl

1
8|
4]
4

r— Outhook, Information
Flan birthday party far Campbell & Phan

Due Drate: 04,/10/2003
Start Date:  04/03/2003
Statuz Mot Started
Friciity: Mormal
Completed: Mo

— Raizer'z Edge Information

Cancel |

= Preyviols Mext =
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6. To continue, click Next. The Review Information screen appears.

Task Linking Wizard E2

Review Information
Review the data below and make zure that your changes are comect, vou can select the
Raizer's Edage or the Outlook. infarmation by changing the entry in the 'Mew Value' column. A red
arrow next to the field name indicates that the data haz changed or added.

 Review data
Field Group: I Task. ﬂ
Field ¢ I Mew value I The Raiser's Edge I Outlook.
p Due date 04/03/2003 04/03/2003 04/03/2003
Start date  |04/03/2003 D4/03/2003 D4/03/2003
Status Mok Started Mok Started Mok Started
Priority Marmal Marmal Marmal
Mokes Inwite all volunteers, Inwite all volunteers, Inwite all volunteers,
Campleted Mo Mo Mo
Completed ..
p Contack Ryan K. Dorrion Ryan K. Dorrion
™ Only show fields that are out of spnc

Cancel | < Previous |

This screen enables you to preview the information that will be included on the linked records.

7. Inthe Field Group field, the entry defaults to “Task” and displays all the fields mapped between tasks and
actions. For more detailed information about these mappings, see “Outlook Task Field Mappings” on
page 223.

The New value column displays information that will be included on the new Raiser’s Edge record. When
updating or linking to an existing record, the Raiser’s Edge column displays the value currently in
The Raiser’s Edge. The Outlook column contains the current entry on the contact record.

8. Fields that are being updated or created — those which contain an entry in the New value column and do
not have the same entry in the Raiser’s Edge and Outlook columns — are not yet synchronized. If you
want to view only these fields to make verifying the information that is being changed or added easier,
mark the Only show fields that are out of sync checkbox.

9. To create the action record, click Finish. When you open the task record in Outlook, the record now
contains a Categories field entry of “Raiser’s Edge Task” and the contact record (the constituent with
whom the action is linked in The Raiser’s Edge) appears in the Contacts field.

Contacts... | |Mr. Revan Kenneth Dorrion Categories...l IRaiser's Edge Task Private [ |

You now have the option of accessing the Raiser’s Edge action record directly from the Outlook task
record by clicking Go to on the toolbar.




214 CHAPTER

Adding Incoming Emails as Actions

You can create Raiser’s Edge actions from incoming emails with the click of a button. When you integrate The
Raiser’s Edge with Outlook, a Create Action button becomes available on the toolbar of incoming emails.

o Reply €0 Feplytodll 6 Fomard S vy K a-w- 3,

File Edit “iew Inzert Fommat Tools  Action: Help

FH Create Action

Custom Toolbar:

Create Action
'_1 =] &~ |z FiAf: = E 22
E / hMessage Add-Ins & @

When you click the button, an action is created based on the email. You can set business rules to determine such
things as a default action type and action notepad type for actions created from incoming emails. Additionally,
you can specify not to save attachments over a certain size. The emails are actually embedded in the action and
stored in your Raiser’s Edge database. For that reason, you may want to limit the size of attachments you allow
to be saved. For more information about these business rules, see the Configuration chapter of the Configuration
& Security Guide.

When you specify to create an action, The Raiser’s Edge Open screen for constituents appears for you to select a
constituent record on which to add the action.

The following information is included in an action created from an incoming email.

Constituent - the constituent you select on the Open screen

Category - Email

Action type - Specified as business rule

Action date - Date from email

Start/End time - blank

Solicitors - Pulled from user name, if applicable (the solicitor selected for that user in Security is used)
Status - blank

Action completed checkbox - marked

Action completed on - Today’s date

Email - If the constituent record to which the action is being added has only one email address, it defaults as
the entry. If the constituent has multiple email addresses, the field is blank (although you can later select an
email address on the action record).

Auto-remind checkbox - not marked (and all other fields blank)
Priority - Normal

Campaign - blank

Fund - blank

Proposal - blank

The complete text of the email (as well as any attachments within the acceptable size range you specify in
Configuration, Business Rules) is saved as a notepad.
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If no information is available for any fields required to save the action, when you try to save it, a message informs
you that additional information is required and the action opens for you to enter information in the appropriate
field.

Creating Actions and Outlook Security

The latest versions of Office have a security feature to prevent viruses from accessing Outlook’s address book and
sending messages without your knowledge. When you click the Create Action button, The Raiser’s Edge attempts
to connect with Outlook and a message appears asking whether you want to allow it. You have three choices:

¢ Click No and deny the access
¢ Click Yes and allow one-time access
¢ Specify an amount of time (by default, one minute) that The Raiser’s Edge can access Outlook

If you select the first option, an explanation appears and no message is sent. If you select the third option, the
email is sent and the action is created.

If you select the second option (allowing one-time access), numerous access warning messages may appear even
though you are creating an action from a single email. The Raiser’s Edge must access Outlook several times to
create an action, and each access causes a separate warning message to display. To avoid numerous appearances
of the security message, you should allow The Raiser’s Edge to access Outlook for one minute.

Linking Records Offline

When you are working offline, whether on a laptop in a remote location or on a computer not connected to The
Raiser’s Edge database, you can specify that Outlook records be linked with The Raiser’s Edge the next time the
two programs are synchronized.

» Linking Outlook contact records with Raiser’s Edge records offline

1. From the Outlook toolbar, click The Raiser’s Edge. If you are currently online and want to work offline,
click Work Offline.

When you select to work offline, the Options and Synchronize buttons are grayed out and disabled. You
can set options and synchronize only when The Raiser’s Edge database is online.
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2. Open the Outlook contact record you want to link with a record in The Raiser’s Edge.

EE Benjamin Stanfill - Contact [_[=]x]
J Ele Edit Wew Insert Format Tools Actions Help ‘
[Bseanicos B S0 [ v @R G-+ -w-,
B
Create link = \
@ Indidual Certificates I All Fields ]
[7=] organization
Stanfill Business :I
@ Contact at an Organization p—_—
i i Home | e
COMpBANT: _"‘ Business Fax :I
File as: IStanFi\I, Benjamin - Mobile ;I
Address... I 104 Red Fern Lane % E-mail :“hstanfil\@nwlla.nrg @
summerville, SC 29485 %
Business ;I
% ‘Web page address: I
¥ This is the maling address
| =
Y ™+ %= Mark D Adamsan - Contact o B &R
Fil Contact  Insert  FormatTet  Review | Addns o @
Create link ~
@  Individual
|85 Organization
% Cantact 5t an Organization
Full Mame.., Mark D, Adamson p Mark D. Adamson
X / Nonprofit Org
Compar: |Nnnprnf\t arg | { i
Iob title: | Director | )
< 843-555-4523 vork
File 35: |adamson, Mark D, - 843-555-1010 Mabile
Mark.Adamson @MNonprofit.org
Internet
[ E-mall... - |Mark.Adam5Dn Honprofit.ore |
L Rt Ad N it -
~ P gt naNerttael o, | s e

From the toolbar, click Create link. A drop-down menu appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

Select the Raiser’s Edge record type you want to create for this contact: Individual, Organization or

Contact at an organization. A message appears.

The Raizer's Edge

@ Thiz contact will be added az an individual conztituent the nest time pou sunchronize.

Click OK. You return to the contact record. “Raiser’s Edge Contact” is added to the Category field on the
contact record.

Contacts... I _ Categories. ., ‘Ralser‘s Edge Contact

Depending on how much information is in the contact record, the next time you synchronize, the contact
is either added to The Raiser’s Edge as the type of record you selected, or the Contact Conflicts screen
appears asking you for additional information The Raiser’s Edge needs to save the record. For example,
information for a required field in The Raiser’s Edge may not be included in the contact record.

Private |

The Contact Linking Wizard guides you through the process of resolving conflicts and filling in any
required information on the record itself. For more information about synchronizing, see
“Synchronization Conflicts” on page 189.
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» Linking Outlook appointment records with Raiser’s Edge records offline

1.

From the Outlook toolbar, click The Raiser’s Edge. If you are currently online and want to work offline,
click Work Offline.

When you select to work offline, the Options and Synchronize buttons are grayed out and disabled. You
can set options and synchronize only when The Raiser’s Edge database is online.

Open the Outlook appointment record you want to link with a record in The Raiser’s Edge.

JElIe Edit “iew Insert Foirmat Tools Actions Help

uﬁaveandt\ose|é 1] ‘ [ B |>< ‘ @ i

[ el <o :lals £ u

v
! Create link = il i)

C& Achion
Event

G Appeal vfh Ellen Starfil
L?catiun: ‘Wee Restaurant j ™ This is an onling meeting using: | oscft MetMeeting
Stark timey | Thu 05/05/2002 = Juooem = Tl day event

Endtime:  [Thoosfosfzooz | [zooem x|

L
;&; ¥ Reminder: |15 minutes j @EJ Shaw time as: |Busy =

Atkendee Availability ]

Hd9 O » ¥~ Lunch with Mark D, &damson - Appointment = B 52
G| Appointment  Insert  FormatTed  Review | Addns > @

Create link -

&, Action

0P Event

By sppeal |

Subject: | Lunch with Mark D. Adamsan |
Lacation: | Roundiree Restaurant E
Starttime: |Wed 03/30/2011 - [1z30pm - [ A day event

i [ DRI, g R, etV sttty O A g g

From the toolbar, click Create link. A drop-down menu appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

Select the Raiser’s Edge record type you want to link with this appointment: Action, Event (available if
you have the optional module Event Management), or Appeal. A message appears.

The Raiser's Edge

@ Thiz appointment will be added az an dction the next time you synchionize.

Click OK. You return to the appointment record. “Raiser’s Edge Appointment” is added to the Category
field on the appointment record.

1 |
Contacts. .. I  Categories... | Raiser's Edge Appolntmuate o

If you are linking the appointment with an action, in the Contacts field in the Outlook appointment, you
can specify a contact (constituent or event) who is already linked with The Raiser’s Edge in order to link
the appointment as an action to that constituent or event.

Depending on how much information is in the appointment record, and the type of Raiser’s Edge record
you specified to link it with, the next time you synchronize, the appointment is either linked to The
Raiser’s Edge, or the Appointment Conflicts screen appears asking you for additional information The
Raiser’s Edge needs to save the record.

For example, if you are linking to an action and you do not select a linked contact in the Contacts field on
the Outlook record, when you synchronize, a conflict arises and the Appointment Conflicts screen
appears.
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The Appointment Linking Wizard guides you through the process of resolving conflicts and filling in any
required information on the record itself. For more information about synchronizing, see
“Synchronization Conflicts” on page 189.

» Linking Outlook task records with Raiser’s Edge records offline

1. From the Outlook toolbar, click The Raiser’s Edge. If you are currently online and want to work offline,
click Work Offline.

When you select to work offline, the Options and Synchronize buttons are grayed out and disabled. You
can set options and synchronize only when The Raiser’s Edge database is online.

2. Open the Outlook task record you want to link to a record in The Raiser’s Edge.

Call the director - Task =] B3
JEiIe Edit “iew Inset Format Tools Actions Help
|§aveanq‘Elose|é{, Ez 2 |'X|@ ’,’JAriaI .|A|+;§ E
Create link Ejejlie) Heijelr|

sk, ails I

|ﬂ Dug in 5 days, |

Subject: ICaII the director

E Due date: IMon 060312002 j Status; INot Started j
] :
Start date: IFri 05/31 /2002 j Pricrity: INormaI 'l % Complete: ID% ﬁ

:& I™ Reminder: [ion 06/03(2002 | =l ﬁl Owner: [David Owens

=l

=

Contacts. .. | I Categories...l I Private o
HAIH9 G+ ¢ = Call the director - Task = B 52
File. Task Insert Format Text Reviewr Add-Ins & e

Create link r’ o to Action

Custam Toolbars

@ Dwein 7 days,

Subject: ‘Callthe director |
Start date: Mo 14/11/2011 - | status; | Not Started [~
Due date: Fri 04/15/2011 ~| Priority: - % Complete: =

[ reminder:  [Friid/i5/2000 - [B:00 20 - dp ownen

JURPPT S MMIMMJ-WM

3. From the toolbar, click Create link. A message appears.
For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

The Raizer's Edge E2

@ Thiz task will be added as an Action the nest time vou synchronize.
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4. Click OK. You return to the task record. “Raiser’s Edge Task” is added to the Categories field on the task

record.
[ -]
ctt...| Cat '...|R"Ed Task. Private [
Lontacts I _“h—a egqories I alsers ige | asi )ae

In the Contacts field in the Outlook task, you can specify a contact (constituent or event) who is already
linked with The Raiser’s Edge in order to link the task as an action to that constituent or event. If you do
not select a contact in the Contacts field, when you synchronize, a conflict arises and you must select a
constituent or event at that time. For more information, see “Synchronization Conflicts” on page 189.

The next time you synchronize, the task is added to The Raiser’s Edge as an action. For more information
about synchronizing, see “Synchronizing The Raiser’s Edge With Outlook” on page 186.

Breaking Links Between Outlook and Raiser’s
Edge Records

From an Outlook contact, appointment, or task record, you can break the link between it and a Raiser’s Edge
record.

» Breaking the link between an Outlook record and a Raiser’s Edge record

This procedure demonstrates how to break the link between an Outlook contact and a Raiser’s Edge

constituent. You would follow similar steps to break links between Outlook calendar appointments and tasks
and Raiser’s Edge actions and events.

1. From Outlook, open the contact record with which you want to break the link with The Raiser’s Edge.

EE Jeffrey Paul Ferber - Contact == E|

JEi\e Edit “iew Insert Fommat Took Action: Help

Juﬁaveandtlose|§lﬂ||v®@""‘v 4

| €8 Break ik — G to Consttuent ‘

£

J Avial = (| T

&l 2 o]

=

General 5 I Certificates I All Fields ]

@ Business j l—;SISB‘%B-ZZSI
Home j l—
Business Fax ﬂ l—
Mabile ll l—

E-mail :II @

‘Web page address: I
- |

|

1

effrey Paul Ferber's
D oy

ey Paul Ferber

£

= & ¥ |5 Mark Daniel Adamson I - Comtact o = 2R

i

Contact Insert Farmat Text Rewiew Add-Ins [ @

ﬁl'zf; Break link = Go to Canstituent

At

Custom Toolbars

Raiser's Edge Contact |

Full Mame... Mr. Mark Daniel Adamson I Mr. Mark Daniel Adamson I
. " MNonprofit Org
Company Monprofit Org Director
Job title: Directaor
ey s = o= 3 AP 55T) TIFE98 Hgmnt s -
I o= di= aF b Lo I e BT ) I e
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2. In the toolbar, click Break Link. A message appears verifying that you want to break the link for the
selected contact.

For Outlook 2010, the toolbar appears on the Add-Ins tab of the Outlook menu bar.

3. Click Yes.

The link is broken and the contact record closes. When you open the contact record, the Go to button is
no longer enabled, and the Create Link button appears on the toolbar

Outlook Field Mappings

When you synchronize The Raiser’s Edge and Outlook, values from Raiser’s Edge fields are mapped to
corresponding fields in Outlook records and vice versa. The section shows the field mappings between the two

programs.

Outlook Contact Field Mappings

Individual Biographical Fields

The following Raiser’s Edge fields refer to both the constituent record and the individual relationship record.

‘The Raiser’s Edge ‘Outlook ‘

Title 1 Title

First Name First Name
Middle Name Middle Name
Last Name Last Name
Suffix 1 Suffix
Nickname Nickname
Birth date Birthday

Organization Biographical Fields

The following fields refer to both the constituent record and the individual relationship record.

‘The Raiser’s Edge ‘Outlook ‘
Org Name Company Name

Primary Business Fields (Organization Relationship)

The following fields refer to organization relationships.

‘The Raiser’s Edge ‘Outlook ‘
Profession Profession
Position Job Title

Address Fields

In the following table, “<type>" refers to Home or Business address.

‘The Raiser’s Edge ‘Outlook
City <type>City
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The Raiser’s Edge Outlook

Country <type>Country
Zip <type>Postal Code
State <type>State
Address Lines <type>Street
Phone Fields

Phone numbers are pulled from the selected address and matched to the fixed list of phone types in Outlook. If a
match is found, the phone number is added to Outlook.

The same process occurs with phone information going from Outlook to The Raiser’s Edge, except that if the
phone type is not found, it is added as a Phone Type table entry, and the phone number is added.

Email Fields

For existing Raiser’s Edge Phone type email table entries to map automatically to the Outlook contact email
fields, the Raiser’s Edge type names must exactly match those in Outlook. For example, your table entries in The
Raiser’s Edge must be “E-mail,” “E-mail 2,” and “E-mail 3” (not “e-mail,” “Email,” or any other spelling variation).

Outlook Appointment Field Mappings

Appointment/Action Fields

The following fields are mapped between appointments and actions.

‘Outlook Appointment ‘ Raiser’s Edge Action

Subject Derived from constituent or event name and
action category (or type)*

Start Start time**

End End time***

Location Location

Importance Priority

Busy Status Set according to synchronization option

Reminder Set according to synchronization option

*This field is only synchronized from The Raiser’s Edge to Outlook. For actions created from Outlook records, the
Subject appears in the Note box on the action record.

**If there is no start and end time, the appointment is flagged as an all-day event. If no time is specified in The
Raiser’s Edge, the appointment is scheduled for 8 a.m.

***|f no end time is specified in The Raiser’s Edge, the duration of the appointment is set to thirty minutes.

Appointment/Event Fields

The following fields are mapped between appointments and events.

‘Outlook Appointment ‘ Raiser’s Edge Event

Subject Name*
Start Start date, Start time**
End End date, End time***

Location Location
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*This field is only synchronized from The Raiser’s Edge to Outlook for existing events. Events of the category
“class” are not supported in the integration. If you change the category of a linked event to “class,” a conflict is
generated the next time you synchronize.

**|f there is no start date for the event, a conflict is generated and you must add a start date to the event in The
Raiser’s Edge. If there is no start and end time, the appointment is flagged as an all-day event. If no time is
specified in The Raiser’s Edge, the appointment is scheduled for 8 a.m.

***|f no end time is specified in The Raiser’s Edge, the duration of the appointment is set to thirty minutes.

Appointment/Appeal Fields

The following fields are mapped between appointments and appeals.

‘Outlook Appointment ‘ Raiser’s Edge Appeal

Subject Appeal Desc*
Start Start date**
End End date
Note Notes

*This field is only synchronized from The Raiser’s Edge to Outlook for existing appeals.

**|f there is no start date for the appeal, a conflict is generated. If there is a start date, the appointment is flagged
as an all day appointment on that date in the Outlook calendar.

Contact/Event Fields

This record is created only when you mark the Create Outlook contact record for each event checkbox on the
Advanced Event Options screen. For more information, see “Specifying Calendar and Task synchronization
options” on page 181.

Outlook Contact ‘ Raiser’s Edge Event
File As “| Event Name |”

When you create appointments from events you can also create a contact record for the event. The contact name
displays as “| Event Name |” to distinguish it from other contacts. Adding a contact in this manner enables you to
access the Activities tab of a contact record in Outlook to see all other record types (appointments, tasks, etc.)
associated with the contact (which in this case is an event rather than a person).

Contact/Appeal Fields

This record is created only when you mark the Create Outlook contact record for each appeal checkbox on the
Advanced Appeal Options screen. For more information, see “Specifying Calendar and Task synchronization
options” on page 181.

Outlook Contact ‘Raiser’s Edge Event
File As “| Appeal Name |”

When you create appointments from appeals you can also create a contact record for the appeal. The contact
name displays as “| Appeal Name |” to distinguish it from other contacts. Adding a contact in this manner
enables you to access the Activities tab of a contact record in Outlook to see all other record types
(appointments, tasks, etc.) associated with the contact (which in this case is an appeal rather than a person).
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Outlook Task Field Mappings

Task/Action Fields

The following fields are mapped between tasks and actions.

‘Outlook Task ‘Rajser’s Edge

Subject Derived from constituent or event name, action
category (or type), and other pertinent
information (for example, phone number, letter
code, or email address)*

Start Date Action date

Due Date Action date

Importance Priority

Complete Action completed

Date Completed Action completed date

Status Status

Reminder Set according to synchronization option

*This field is synchronized only from The Raiser’s Edge to Outlook. For tasks brought into The Raiser’s Edge as
actions, the Subject appears as a notepad on the action record.

Status Mapping

The following statuses are mapped between the two programs.

‘Outlook Satus ‘ Raiser’s Edge Satus

Not Started Not Started

In Progress In Progress

Completed Completed

Waiting on Someone Else Waiting on Someone Else
Deferred Deferred

Not Started <any other code>

Troubleshooting Outlook Integration

The Raiser’s Edge integration toolbar buttons are not visible in Outlook... You may need to manually
add The Raiser’s Edge Outlook Integration components. For more information, see “Manually Installing or
Removing the Outlook Integration COM Add-In” on page 172.

When | try to synchronize the programs, the Collaboration Data Objects (CDO) begin installing...
If I cancel the installation, | get a message: “Could not install Collaboration Data Objects for the following
reason: Failed to install OutlookCDO: ConfigureFeature,Product,Feature,InstallState. Please install CDO before
using The Raiser’s Edge Outlook Synchronization tool.”

Before you can use the Office Integration features of The Raiser’s Edge, you must install the Collaboration
Data Objects (CDO). During some default installations of Office, the CDO are not installed. For example, the
default installation of Office XP does not include the CDO.

If you do not have the CDO installed, when you open Outlook, it attempts to install the missing components
which are available on your Office CD.
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Warning: If you use 2007, you must download Collaboration Data Objects, version 1.2.1, from
www.microsoft.com.

If you click Cancel instead of installing the CDO, a message appears informing you that you must install CDO
before using The Raiser’s Edge Outlook Synchronization. For more information, see “Office Collaboration Data
Objects (CDO)” on page 171.

Outlook Integration works for me on a machine, but when someone logs into the machine under

their user name, the toolbar buttons do not appear in Outlook... Office Integration is only active by
default for the profile used to install The Raiser’s Edge. If you have multiple users under different profiles on
the same machine, you must add the office integration plug-in manually for each of these profiles. For more
information, see “Manually Installing or Removing the Outlook Integration COM Add-In” on page 172.

Area codes for phone numbers | add in Outlook are always my area code... Phone numbers without
an area code are assigned the one set in the default location of the machine per Control Panel settings.
Because this occurs only for phone numbers without an area code, you can avoid this by always entering the
area code on the record.

Some international phone numbers on Outlook contact records change formatting after linking

the contact to The Raiser’s Edge and synchronizing the records. Because you may have different
phone formats set up in Outlook and The Raiser’s Edge, the format of the phone number in the Outlook
contact record may change when you synchronize records. During synchronization, the Outlook phone
number is copied to The Raiser’s Edge where it is formatted to one of the available formats and copied back
to Outlook in that format. If you select a format of <None> in The Raiser’s Edge for the “Home” phone type,
your Outlook formatting will remain unchanged after synchronization. Phone number formats for phone table
entries are assigned in the Tables section of Configuration in The Raiser’s Edge.

Whenever | synchronize, | get an Outlook warning message about email security... Anytime an
Outlook contact email field is synchronized, an Outlook security message appears. If an Outlook contact
record has more than one email address (E-mail 1,2, or 3), when you click Yes on the message, Outlook
approves that operation and goes to the next field. So when you click Yes, the message immediately appears
again when the integration checks the next synchronized email field.

If you click No on the message, another message appears saying that email addresses will no longer be
synchronized, and the Synchronize email checkbox on the Options/Contacts tab is automatically unmarked.
This means you cannot share email address information between the programs, but the security message will
no longer appear.

|II

You can also “stall” the Outlook message box by marking Allow access for and selecting a time frame up to ten

minutes.

Whenever | synchronize email addresses in Outlook, the Internet Format option for sending

email always defaults to “Let Outlook decide the best sending format”... On a contact record in
Office XP or 2003, you can double-click the e-mail address to open a screen which includes options for the
Internet Format to use when sending e-mails. There are three options, Let Outlook decide the best sending
format, Send Plain Text only, and Send using Outlook Rich Text Format.

If you change the Internet Format in Outlook to the second or third option, edit the email address in The
Raiser’s Edge, then synchronize to update the email address in Outlook, the Internet Format option is reset to
the third option, Let Outlook decide the best sending format.

In Outlook 2000, the only option is a Send As Plain Text checkbox on the Outlook Contact screen. This
checkbox does retain its value even when updating email addresses from The Raiser’s Edge to Outlook.

Some company names for contacts | add in Outlook sort differently than company names for

contacts created from Raiser’s Edge records... Outlook moves text such as “The” to the end of a company
name when you create a contact, for alphabetical sorting. When a Raiser’s Edge organization constituent is
added as an Outlook contact, the name does not change (for example, from The Flower Pot to Flower Pot,
The).
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After synchronizing email addresses, | cannot open some encrypted email with my digital ID

certificate... When you change an email address, some digital ID certificates may be invalidated. Digital IDs
linked to email addresses in your Contacts folder are the keys that allow you to read encrypted emails
received from your contacts. If a contact’s email address changes, the digital ID key you have for that contact

is no longer valid. You need to get another digital ID from the contact before you can read an encrypted email
from that contact.

| previously marked the option to synchronize records. Now | have unmarked it, but previously

linked records continue to synchronize. Once records are linked, they continue to synchronize even if you
later unmark the Synchronize checkbox on a tab of the Options screen. This checkbox controls adding new
records to Outlook from The Raiser’s Edge during synchronization. If you want to break the link between

existing records, you must do so manually. For more information, see “Breaking Links Between Outlook and
Raiser’s Edge Records” on page 219.
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accessing, see opening
action record
creating Outlook appointment records with 202
creating Outlook records with 181
Outlook tasks, link with 208
adding data to Pivot reports 145
adding records to Outlook 178
address field mappings 220
advanced pivot reports 139
appeal record
creating Outlook appointment records with 202
creating Outlook records with 181
appointment linking wizard 202
appointment record
field mapping 221
offline, linking 217
synchronization 202
appointment/action field mappings 221
appointment/appeal field mappings 222
appointment/event field mappings 221
available fields to export, defined 4

B

basic Pivot report 133

Blackbaud conditional Word merge, defined 4
Blackbaud simple Word merge, defined 4
breaking links 219

business, primary, field mappings 220

C

calendar/tasks tab 181
captions 152
CDO, see collaboration data objects
change, see editing
chart tab 130
charts, Pivot reports 160
collaboration data objects 171
column order, changing 148
COM add-in 172
conditional mail merge
defined 8
Export, creating in 42
Mail, creating in 60

conflicts 189
constituent record
create Outlook contacts from 178
individual
linking with Outlook contacts 191
letter
editing 106
writing 111
letters, creating from 95
linking Outlook contacts to 192
organization contacts, linking with Outlook
contacts 191
organization, linking with Outlook contacts 191
contact linking wizard 192
contact record
create for Outlook 178
field mapping 220
linking to constituent records from Outlook 192
linking with The Raiser’s Edge 191
offline, linking 215
contact/appeal field mappings 222
contact/event field mappings 222
contacts tab 178
control report, defined 5
create Outlook contacts from constituent records
178
criteria group, defined 5
customizing Pivot reports 145

D

data file, defined 5
display all data 157
drop area
changing 147
hiding 150
drop column fields here area 125
drop filter fields here area 125
drop row fields here area 125
drop totals or details here area 125

E

editing
letters
constituent records, from 106
gift records, from 119
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e-mail integration, see Outlook |
event record
creating Outlook appointment records with 202 individual biographical field mappings 220
creating Outlook records with 181 individual constituent record, linking with Outlook
Excel, see, Pivot reports contacts 191
Export installing, Outlook integration 171
conditional mail merge, creating in 42 integration
defined 5 Outlook
format, defined 5 appointment records 202
record, defined 5 conflicts 189
simple mail merge, creating in 9 contact linking wizard 192
styles, defined 5 defined 2
installing 171
opening 167
F resolving conflicts 190
synchronization 178
field Pivot reports
filter by, Pivot reports 156 adding data 145
moving in Pivot reports 147 changing layout 147
sort in, Pivot reports 159 charts 160
field list, Pivot tables 131 creating 132
field mapping, Outlook 220 customizing 145
fields defined 2
editing merge field information in letters 106, drop column fields here area 125
111, 119 drop filter fields here area 125
selecting for conditional mail merge in Mail 63 drop row fields here area 125
selecting for mail a simple merge in Mail 25 drop totals or details here area 125
filter by field 156 exporting to Excel 161
filter by selection 155 finding data 154
filtering data formatting 151
by field 156 item 125
by selection 155 opening 127
defined 154 pivot table field list screen 131
removing filters 157 pivot table property toolbox 132
form letter, defined 5 processing 126
format 151 queries 132
removing data 145
screen 130
G sorting data 154
toolbar buttons 127
general 151 totals 153
gift record Word
letter available fields to export 4
creating from 114 Blackbaud conditional Word merge 4
editing 119 Blackbaud simple Word merge 4
grand totals 153 conditional mail merge 8
control report 5
creating a conditional mail merge in Export 42
H creating a conditional mail merge in Mail 60
creating a letter from a constituent record 95
hide creating a letter from a gift record 114
grand totals in Pivot reports 153 creating a simple mail merge in Export 9
subtotals in Pivot reports 153 creating a simple mail merge in Mail 22
hiding drop area 150 criteria group 5
data file 5
defined 2
export 5
export format 5
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export record 5

export styles 5

form letter 5

mail task 5

mask document 5

output field 5

parameter file 6

simple mail merge 7

toolbar buttons 6
item 125

L

layout, changing in Pivot reports 147
letter
creating
constituent records, from 95
gift records, from 114
editing
constituent records, from 106
gift records, from 119
writing from a constituent record 111
link records offline 215

M

Mail
conditional mail merge
creating in 60
selecting fields for 63
selecting records for 60
simple mail merge
creating in 22
selecting fields for 25
selecting records for 22
mail merge
conditional 8
creating in Export 42
creating in Mail 60
simple 7
creating in Export 9
creating in Mail 22
mail task, defined 5
manually installing Outlook integration COM add-in
172
mapping fields, Outlook 220
mask document, defined 5
merge
mail
conditional 8
simple 7
modify, see editing

N

new Pivot report screen 130

O

offlline

Outlook appointment records, linking with 217

Outlook contact records, linking with 215

Outlook task records, linking with 218
opening

Outlook integration 167

Pivot reports 127

organization biographical field mappings 220
organization constituent records, linking with

Outlook contacts 191
organization contact, linking with Outlook contacts

191
organization relationship field mappings 220
other options tab 185
Outlook

appointment records 202

breaking links with The Raiser’s Edge 219

conflicts 189

contact linking wizard 192

field mapping 220

installation 171

integration, defined 2

integration, opening 167

resolving conflicts 190

synchronization 178

task records 208
output field, defined 5

P

parameter file, defined 6

phone field mappings 221

Pivot report tab 130

Pivot reports
adding data 145
captions 152
charts 160
columns, changing order 148
creating reports 132
customizing reports 145
defined 125
display all data 157
drop column fields here area 125
drop filter fields here area 125
drop row fields here area 125
drop totals or details here area 125
exporting to Excel 161
filtering data 154
format 151
general 151
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hiding drop area 150
integration, defined 2
item 125
layout, changing 147
moving fields to different drop area 147
new pivot report screen 130
opening 127
queries 132
removing data 145
show/hide 152
sort 152
sorting data 159
toolbar buttons 127
totals 153
Pivot table field list screen 131
Pivot table, property toolbox 132
preview changes before synchronization 185
primary business field mappings 220

Q

query, Pivot reports 132

R

Raiser’s Edge, The
breaking links with Outlook 219
link records with Outlook tasks 208
link with Outlook contact records 191
linking Outlook contacts to 192

records, link with Outlook appointments 202

synchronizing with Outlook 187
records

selecting for a simple mail merge in Mail 22
selecting for conditional mail merge in Mail 60

removing data from Pivot reports 145
report
Pivot
adding data 145
captions 152
charts 160
columns, changing order 148
creating 132
customizing 145
defined 125
display all data 157
exporting to Excel 161
filtering data 154
format 151
general 151
hiding drop area 150
layout, changing 147
moving fields 147
new screen 130
opening 127
removing data 145

show/hide 152
sort 152
sorting data 159
toolbar buttons 127
totals 153

resolving conflicts 190

S

screen
Pivot reports 130
pivot table field list 131

selecting fields for a conditional mail merge in Mail

63

selecting fields for a simple mail merge in Mail 25
selecting records for a conditional mail merge in

Mail 60

selecting records for a simple mail merge in Mail 22

simple mail merge 7
Export, creating in 9
Mail, creating in 22
sortin a field 159
sorting data
by field 159
defined 159
status field mappings 223
subtotals 153
synchronization
calendar/tasks tab 181
conflicts 189
contacts tab 178
options 178
other options tab 185
preview changes before 185
Raiser’s Edge with Outlook 187
resolving conflicts 190
synchronize when Outlook opens 186

T

task 181
task linking wizard 208
task record
field mappings 223
link with records in The Raiser’s Edge 208
offline, linking 218
task/action field mappings 223
toolbar buttons
Pivot reports 127
Word integration 6
toolbox 132, 151
totals in Pivot reports 153
troubleshooting Outlook integration 223
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updating records to Outlook 178

W

Word
available fields to export 4
blackbaud conditional Word merge 4
blackbaud simple Word merge 4
conditional mail merge 4, 8
control report 5
creating a conditional mail merge in Export 42
creating a conditional mail merge in Mail 60
creating a letter from a constituent record 95
creating a letter from a gift record 114
creating a simple mail merge in Export 9
creating a simple mail merge in Mail 22
criteria group 5
data file 5
editing merge field information in letters 106,
119
export 5
export format 5
export record 5
export styles 5
form letter 5
integration, defined 2
mail task 5
mask document 5
output field 5
parameter file 6
simple mail merge 6, 7
toolbar buttons 6
writing letters from constituent records 111
writing
letters, constituent records 111
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