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What Is In This Guide?

In the Prospect Data Entry Guide, you learn to add, edit, and delete prospect records. This guide includes the
following information and much more.

e “Prospect Tab Categories” on page 10

¢ “Tracking Prospect Donor Ratings” on page 54

¢ “Linking Proposals to Gifts” on page 61

e “Breaking the Link between a Gift and a Proposal” on page 63

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information. To
find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

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

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

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

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Note: For information about Target Analytics services, see the Target Analytics Guide.

Prospect Research Management, Blackbaud’s prospective and major donor management module, works in
conjunction with The Raiser’s Edge 7 to help you explore and track all potential givers.

If you have this module, a Prospect tab appears in the constituent record. With the functions available on the
Prospect tab, you can track gifts made by prospective donors to other organizations; record financial information,
such as sources of wealth, annual income, and real estate holdings; and enter information about prospects’
philanthropic interests. You can also track your organization’s proposals, including amounts solicited, amounts
funded, ratings data, and even enter extensive notes. For more information about all the functions available on
the Prospect tab, see “Prospect Tab Categories” on page 10.

In addition, if you subscribe to Target Analytics services, the Prospect tab stores all information rating your
prospect’s giving potential. You download this information from the Target Analytics server into the Ratings
category on the Prospect tab. No data entry is required.

Target Analytics service identifies your best charitable giving prospects. The service examines historical and
current data, as well as behavioral trends. You learn which individuals are your best annual, major, and planned
giving prospects now and in the future.

Finally, with Prospect Research Management, you can use the data entered in the program to generate several
prospect research reports. These reports can include lists of proposals presented to potential donors but still
outstanding, the number of days a a proposal has been open, actions taken after a proposal is opened, and much
more. For more information about Prospect Research Reports, see the Reports Guide. For a sample of each
report, see the Sample Reports Guide.

Navigating on the Prospect tab

Note: For information on constituent records, see the Constituent Records Guide.

To access the Prospect tab, you must first open or create the constituent record. All record types are stored in
Records. From Records on the Raiser’s Edge bar, you can access several record types, including constituent
records.

Select Records from the Raiser’s Edge bar and then click the Constituents link. The Constituents page appears.

@4 The Raiser’s Edge

File Edit “iew Go Favortes Tools Help
4 Back # Fnrward‘ Open in separate window
oo

L

ecoldse Coneituents

4
e Constituents =

= Constituents
— Campaigns
Funds agw W
Appeals e Individual Open a Constitent
Memberships §
L4 3 W oy Organization
= obs
- Events
= Recently Accessed Records Quick Find
Mark D. Adamson I—
Clara M, Daniiels Clara Daniels #

Francis E, Baker
Joseph P. Diresta
Denise Kadilak
Allison E. Andrevs
AAR Concrete
Lucy G. Avdeenko

-~ =

‘Welcome to The Raiser's Edge 7

RS



4 CHAPTER

Note: When MatchFinder is installed on your computer, a MatchFinder link appears on the Records page. A
MatchFinder button appears on the Org 1 tab of an organization record and on the General 2 tab of all
organization relationship records. Also, if a constituent’s matching gift is linked to a MatchFinder record, a

MatchFinder button appears on the Matching Gift screen of the Matching Gifts tab of the gift record. For more
information, see the MatchFinder Guide.

You should consider the Constituents page the starting point for constituent records. From this page, you can add
a new constituent record or open an existing record. The Constituents page also lists recently accessed
constituent records and provides a Quick Find field.

Once you open an constituent record, select the Prospect tab to enter prospect information for your
constituents.

== Sean A. Davenport

File Edit “iew Constituent Letter Favontes Toolz Help

ESaVBandCIose‘|u|§'&'@'|H 1 » H|—>|?B| |

?-|%- @

v Biol | + Bio2 | v Addresses | v AddresseesS alutations | » Relati Lppeals | Haotes | W Gifts
W Attributes I Media | v Bctions I Honordkemorial | Yolunteer v Membership I Events
& =l Ut Al B
G |

G;;ﬁ:'mhemrganizamns Lastproposal  11/04/2000 | Last action: 12/09/2004
Financial [nfarmation Amount asked: $30,000.00 Last gift: 11/28/2005
b Fi ial Inf tion Graph
P';‘;ZZ'; niermatian Srap Amount funded:  $30.00000 | Total given: £4.050.00
2;:'0””9;0% Classiication: [Individual =]

Prospect status: ICuItivation j

Philarkhropic Inkerests I Commerks |
| |Cancer Research Gave to children's wing at NGH
Will Mok Give To I Caormments
= General Operating Likes bo karget gifts

| | D9/20/2002

On this tab, you can track prospective donors. You can enter information about their giving history; financial data
you collected; proposals detailing how you intend to win a donation from this constituent; and rating
information. You can also graph financial information.

For more information about all the functions available on the Prospect tab, see “Prospect Tab Categories” on
page 10.

Buttons

The Prospect tab has three standard buttons to help you navigate through the program. For information about
other buttons available in a constituent record, see “Toolbar” on page 5.
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Opens the New Proposal screen, where you can enter a new constituent proposal (New Financial Information and New
Ratings an be accessed from the down arrow beside New Proposal. Use New Financial Information to enter a new financial
information record and New Ratings to enter a new ratings record.)

£

Opens a selected Prospect tab record

x

Deletes a selected record from the Prospect tab

Toolbar

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 General Options in the User Options chapter of the Program Basics
Guide.

The toolbar appears near the top of all record types, between the record’s menu bar and the tabs. A toolbar is a
row of buttons representing commands or functions for a record. You can use these buttons as alternatives to
menu commands to save time during data entry. On a constituent record, for example, the toolbar commands
include Save and Close, Print, and Help. The constituent record toolbar and menu bar are discussed in detail in the
Program Basics chapter of the Program Basics Guide.

[ save and Close -

Save and close the record (Save and New can be accessed from the down arrow beside Save and Close. Use Save and New
to save the record, close the saved record, and open a new record.)

Save the record and keep the record open

EX

Print the record

]

Preview the record before printing

@-

Write a letter in Microsoft Word

(4]

o to the first constituent record

[q)]

Go to the previous constituent record
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]

Go to the next constituent record

[#]

Go to the last constituent record

Go to records associated with this constituent record

E-

Open a Gift Summary, Honor/Memorial Gift Summary, or a Solicitor Performance Summary

View relationships for this constituent

Make an annotation

Open the Properties screen

Add this constituent record to your Favorites

[2-]

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

Access Address Validation

Create and edit macros to create shortcuts for functions you perform repeatedly in The Raiser’s Edge. This toolbar button is
available only if you have VBA.

-

Access Custom View

Accessing the Prospect Tab

You access the Prospect tab from a constituent record. Open the constituent record from the Constituents page
of Records, and if you have Prospect Research Management, the Prospect tab is one of the many tabs available on
the record.



PROSPECT INFORMATION 7

» Accessing the Prospect tab of a constituent record

1. From the Raiser’s Edge bar, select Records. The Constituents page appears.

@4 The Raiser’s Edge

File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

=D ;
IFt{H-' Home {oeeifels @aip)s = S
-
- =
: — Constituents
Campaigns
Funds @ [
Appeals e Individual Open a Constitent
Memberships F
T . Mew Organization
Events
Recently Accessed Records Quick Find
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Francis E, Baker
Joseph P. Diresta
Denise Kadilak
Allison E. Andrevs
AAR Concrete
Lucy G. Avdeenko
=

‘Welcome to The Raiser's Edge 7 /

2. Open or create the constituent record in which you want to enter prospect information.

Note: For information about opening a constituent record, see the Introduction to Constituent Records
chapter in the Constituent Records Guide.

3. Select the Prospect tab.

Clara M. Daniels

File Edit ‘“iew Constituent Letter Favortez Toole Help
E]Sa\-'eandCIOSE'| u|§' (&~ '| H 4 » H | =+ |? E||

w Biol I w Bio2 I w Addieszes I v Addressees/S alutations I v Relationships I v Bppeals I Motes I v Giftz

W Attributes I v Media I W Achions I Honor/tdemorial I W Yolunteer  « Prospect I temberzhip I v Events
& el I I A LV E
General .
Gilts ko other Orgarizations Last propozal: Last action: 12/09/2004
Financial Information Amount asked: Last gift: 12/02/2003
W) Financial Information Graph .
P Amount funded: Total giver: $4.825.00
Proposal
R atings L —
3 Chronology Classification: Ilndwu:lual j

Prospect status: ICultivation j

FPhilanthropic Interests I Comments I

| |Sancer Research Lost sister to cancer

| |Medical Research

. Children's Issues Taught first grade

Wwill Mok Give To I Comments
| General Operating g

Press F7 to zoom 08/20/2002
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4. You arrange information on this tab based on six categories: General, Gifts to other Organizations,
Financial Information, Financial Information Graph, Proposal, and Ratings.

Note: For information the categories available on the Prospect tab, see“Prospect Tab Categories” on page 10.

5. Click the Chronology category to view action, event, appeal, gift, and proposal information associated
with the prospect in chronological order.

6. After adding or editing the prospect information, click Save and Close on the toolbar. You return to the
Constituents page.

User Options for the Prospect Tab

User options are preferences you set that affect how The Raiser’s Edge looks and runs on your workstation. User
options are login-specific, which means if you log into any workstation using your password, your preferences are
active on that workstation. When you log off that workstation, your preferences are not active for any other user.
For example, if you work most often on the Prospect tab, you may want constituent records to open displaying
this tab instead of the default Bio 1 tab. Using User Options, you can do this.

» Setting individual constituent records to open displaying the Prospect tab

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

Dptions

Administration I Coolor | Prrinting I File Locations I tembership Scanning
General I Home Becords | Glueny I Erport I Reports I Hail I Batch

e
I-IJL * “You can uze these options to set personal preferences for each record type.

Iric "" o il b Default tab:
- Indirvidual title bar
Organizations IF'n:uspect j
- Organization litle bar Check these tabs for data:
E'f:? Individuals
CC one ¥ Bia 1 A
Famdpalgns [ Bio 2 —
iunGsL — W Addresses
SEEOUAE AUMBETS ¥ Addresses/Salutation hd
Appeals
Memberships i ;
Johs 'ou can chooze how to enter congtituent names when entering
conztituents on other records.
Events
Participants Constituent name format: | First name Last namme j
Mizcellaneous
'ou can chooze bo show constituencies or memberships on the
Bio 1 of constituent recards.
' Show constituencies ¢ Show memberships & None

HesettnSystemDefaultsl ok I Cancel | Apply |

2. From the treeview on the left, select Individuals. The Individual Constituent user option selections appear
on the right.

3. In the Default tab field, select Prospect.

4. To apply your changes, click Apply, or to save your changes and close the Options screen, click OK.
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» Setting organization constituent records to open displaying the Prospect tab

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

Options E
Adrminiztration | Calor I Erinting | File Locations | Mermberzhip Scanning
Gereral | Home Records | Gluem | Export I Reports I il I Batch

e
“JL " ou can uze these options to set personal preferences for each recard bpe.

Ir]dileiddgg: b Default tab:
- |ndividual tithe bar
D_rganizations Prospect j
- Organization tile bar Check these tabs for data:
G'"_S Organizations
Actions
Earr;lpmgns 7 Ora2
EunGsL — W Addresses
i GL acoount numbers . .
v Fielationships
Appeals P P ;I
Memberships ) _ _
Jobs ou cat choose to show constituehcies or memberships on the
Events Org 1 of constituent recards.

. ' Show constituencies € Show memberships @ Mone
Participants

Mizcellaneous

Rezet to System Defaults | Cancel | Apply |

2. From the treeview on the left, select Organizations. The Organization Constituent user option selections
appear on the right.

Note: For more information about user options, see the User Options chapter of the Program Basics Guide.

3. In the Default tab field, select Prospect.
4. To apply your changes, click Apply, or to save your changes and close the Options screen, click OK.

Business Rules for the Prospect Tab

Unlike user options, business rules affect all workstations using The Raiser’s Edge. You can set business rules
from the Security link of Administration.

Business rules can make a big difference in how you use The Raiser’s Edge and constituent records. For example,
you can determine what criteria to use in duplicate searches or have the program automatically generate
constituent identification numbers. You can also set user-defined business rules that run when you open a
constituent record. For step-by-step instructions on setting business rules, see the Configuration chapter of the
Configuration & Security Guide.

Integration with ResearchPoint

Users of the standalone version of ResearchPoint (not integrated with Blackbaud’s Constituent Record
Management system) and The Raiser’s Edge version 7.84 or higher can integrate the two applications and
simplify constituent management duties between the two application databases.
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The integration feature located in ResearchPoint links records included in both databases and synchronizes the
information included on both records. You can also open Raiser’s Edge records from ResearchPoint and
ResearchPoint records from The Raiser’s Edge. Once the applications are linked, a View in ResearchPoint button
appears on the Prospect tab, allowing you to access the constituent’s linked record in ResearchPoint.

For instructions on integration configuration, see the Raiser’ Edge Integration chapter in the ResearchPoint

documentation - Prospect and Wealth Information Management Guide.

Prospect Tab Categories

The Raiser’s Edge organizes prospect information using six categories: General, Gifts to other Organizations,
Financial Information, Financial Information Graph, Proposal, and Ratings. The tab also includes a Chronology

category that displays proposal information for select record types.

i
i

ik

Iy
@

iftz bo other Organizations
nancial Information
nancial Information Graph

(I
oo

Z Chionalogy

Prospect
Categories

SUEIETERS

Laszt propogal; 05,/08,/ 2002 Laszt action: 12/09,/2002
Amount asked; $30,000.00 Last gift: 120252002
Amount funded: Total given: $4.125.00
Classification: Ilndividual j
Prospect status: IEuItivation j
Philanthropic Interesks Carmments I

Cancer Research

|__|Children's Issues

Lost sister to cancer

Medical Reseatch

Taught firsk grade

will Mok Give To Comments

General Operating

The categories appear in the list on the left side on the Prospect tab. When you select a category, the right side of
the screen changes, displaying fields, checkboxes, options, and grids specific to the selected category. For
example, if you select the Gifts to other Organizations category, the right side of the screen displays a grid listing
all gifts the constituent gave to other organizations, including the organization name, gift amount, gift date,

reason for the gift, and any comments.
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General

To enter general information about prospects, including classification, status, philanthropic interests, and areas
to which they will not give, select the General category.

5@ =Sl T A B
Gifts to other Organizations Last propozal: 05/08/2002 Laszt action: 12/09/2002
Financial Information Amount asked: $30,000.00 Last gift: 12/02/2002
o . )
E:;T;;C;:ll Infarmation Giraph Amaunt funded: Total given: $4.125.00
E:tlngsl Clazsification: Ilndividual j
ronology
Prozpect status: ICultivatiDn j
Philanthropic Interests Cornments I
- Cancer Research Lost sister ko cancer

| |Medical Research
- Children's Issues Taught First grade

‘will Mok Give To Comments

- General Cperating

The top of this screen displays information from the constituent’s most recent proposal record, created using the
Proposal category of the Prospect tab.

Proposal display. The top section of the General category screen displays information entered in the
constituent’s most recent proposal record. All the information is taken from the corresponding fields in the
proposal record. For example, the Amount asked, is taken from the Amount asked field on the proposal
record. For information about each field on the proposal record, see “Proposal” on page 27.

Classification. Classification identifies and classifies prospects and varies from organization to organization.
Individual, Corporate, Organization, and Major Donor are a few prospect Classification an organization may
use. You establish Classification options from the Classifications category of Tables in Configuration. For
information about Tables, see the Tables section of the Configuration chapter in the Configuration & Security
Guide.

Prospect status. Prospect status tells you where a prospect is in the solicitation process and varies from
organization to organization. Accepted, Active, Cultivation, Pending, Rejected, and Solicited are a few
Prospect status options an organization may use. You establish Prospect status options from Prospect Status
category of Tables in Configuration. For information about Tables, see the Tables section of the Configuration
chapter in the Configuration & Security Guide.

Philanthropic Interests grid. Philanthropic Interests shows you the philanthropic areas in which a prospect
has displayed an interest. Cancer Research, Medical Research, Children’s Issues, Conservation, and
Environment are a few Philanthropic Interests options an organization may use. This grid holds an unlimited
number of interests. You can also enter any comments about the interest in the Comments column.

You establish Philanthropic Interests options from the Prospect Interests category of Tables in Configuration.
For information about Tables, see the Tables section of the Configuration chapter in the Configuration &
Security Guide.
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Will Not Give To grid. Will Not Give To shows you the philanthropic areas to which a prospect has refused to
donate. General Operations, Conservation, and Environment are a few Will Not Give To options an
organization may use. This grid holds an unlimited number of options. You can also enter any comments
about the option in the Comments column.

You establish Will Not Give To options from the Prospect Interests category of Tables in Configuration. For
information about Tables, see the Tables section of the Configuration chapter in the Configuration & Security
Guide.

» Completing the General category on the Prospect tab

Note: For more information about opening a constituent record, see “Accessing the Prospect tab of a
constituent record” on page 7

1. Open the constituent record.

2. Select the Prospect tab.

3. From the list on the left, select General.

T - aDpen PAEIETE
" - Last propozal; Last action;
Gifts bo ather Organizations
Financial [nfarmation Armount asked: Laszt gift:
B Financ .
Financial Information Graph Armount handed: Total given:
Proposal
Ratingz .
Classific-ation: h
% Chronology I J
Prospect statuz I j
Philanthropic Interests Comments I
Wil Mot Give To Camnments I

Note: For information on creating table entries, please see the Tables section in the Configuration chapter in
the Configuration & Security Guide.

4. On top of the right side, proposal information, if any exists, displays.

5. Also, on the right side, select a Classification. The options available depend on the Classifications you
entered in the Tables link in Configuration. For example, you can enter Individual, Corporate, or Major
Donor as Classification options.
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If you want a Classification that does not exist, click on the Classification field name. The Classifications
screen appears.

Classifications E

' Long Descripiion € Short Description

[ Individual Add Edit
& Corparate
[ Organization Inzert | Delete...

‘Bi Major Donor

Saort... Frrint...

a5

] Caticel |

From this screen, you can Add, Edit, Insert, or Delete a table entry. You can also Sort entries and Print a copy
of the table entries. Use the arrows to move a selected entry up or down in the list.

6. Next on the Prospect tab, select a Prospect status. The options available depend on the Prospect Status
options you entered in the Tables link in Configuration. For example, you can enter Accepted, Pending,
and Cultivation as Prospect status options.

If you want a Prospect status that does not exist, click on the Prospect status field name. The Prospect
Status screen appears.

' Long Descripiion € Short Description

B Accepted Add Edit
& Active
‘B Cultivation lnzert | Delete...
[ Pending
[E1 Rejected
[ Salicited
Saort... | Frrint... |

23]

(] Cancel |

Note: For information about table entries, please see the Configuration chapter in the Configuration &
Security Guide.

From this screen, you can Add, Edit, Insert, or Delete a table entry. You can also Sort entries and Print a copy
of the table entries. Use the arrows to move a selected entry up or down in the list.
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7. Next on the Prospect tab, complete the Philanthropic Interests grid. The options available in the
Philanthropic Interest column depend on the interests you entered in the Prospect Interests category of
Tables in Configuration. For example, you can enter Environment, Children’s Issues, Cancer Research, AlDs
Research, and Conservation.

Under Comments, enter any additional information.

Note: If you have security rights to add table entries, new entries can also be added “on the fly.” Simply place
your cursor in the field and type the new entry.

8. In the Will Not Give To grid, select the areas to which you know the constituent will not give. The options
available in the Will Not Give To column depend on the interests you entered in the Prospect Interests
category of Tables in Configuration. For example, you can enter Environment, Children’s Issues, Cancer
Research, AlDs Research, and Conservation.

9. After you complete the General category on the Prospect tab, you can select another category, or click
Save and Close on the toolbar to save your entries and return to the Constituents page.

Gifts to other Organizations

You can enter information about gifts you know a prospect donated to other organizations, including the
organization name, the type of organization, gift amount, gift date, reason for the gift, and any comments in the
Gifts to other Organizations category.

T hew Proposal || = Dz LU-lzi
General Gifts ko other Organizations |
Gifts to other Organizations Organization Name | Srganization Typel Arnaunt I Date Given I
F!nanc!al Infnrmat!nn Charleston Developm, .. Youth Development | $5,000.00 05092002 |
[k Financial Information Graph — — -
Fropasal |__|5tar Mission Shelter Education $10,000,,, 10/10/2002
Riatings Elahirn Synagogue Religion $4,000.00 12/12/2002
¥ Chronology =

| i

Note: For more information about the Open screen, see the Program Basics chapter in the Program Basics
Guide.

Gifts to other Organizations grid. To include an organization in this grid, click the binoculars in the
Organization Name column. The Open screen appears, and you must locate and select the organization
constituent record you want to include. If the organization does not exist in your database, you can enter it in
the grid.
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Note: For more information about creating a constituent record, see the Constituent Record chapter in the

Constituent Data Entry Guide.

Indicate the type of organization to which a prospect has given in the past in the Organization Type column.
Medical, Education, Environmental, and Youth Development are a few examples of organization types. You
establish Organization Type options from the Organization Type category of Tables in Configuration. For
information about Tables, see the Tables section of the Configuration chapter in the Configuration & Security

Guide.

You can also enter the Amount of the gift, the Date Given, the Reason for the gift, and any Comments.

Completing the Gifts to other Organizations category on the Prospect tab

Note: For more information about opening a constituent record, see “Accessing the Prospect tab of a

constituent record” on page 7

1. Open a constituent record.
2. Select the Prospect tab.

3. From the list on the left, select Gifts to other Organizations.

i ihew Proposal = fis=n o sl
General Gifts ko other Organizations I
Gifts to ather Organizations Orgarization Name | Organization Type | amount | Date Given |
F!nanc!al Informat!on Charleston Developm,.. Youth Development | $5,000,00 05/02/2002 |1
Financial Information Graph — o -
Proposal |__|5tar Missian Shelter Education $10,000,,, 10/10/2002
Ratings |__|Elohim Synagague Religion $4,000,00 12122002
Z Chranology

KN i

Note: If the organization is not already a constituent in your database, you must add the organization as a new
constituent. For information about adding new constituent records, see the Constituent Data Entry Guide.
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4.

In the Gifts to other Organizations grid, select the Organization Name. Click the binoculars to access the
Open screen.

Firud: |Drganization ﬂg
i« Open |

Options

Find Organizations that meet these criteria: (& Find Maw
Org name: Ino[th j City: I j Mew Search
Constituent 10: I x| State I | Previous Search

ZIF':I vI

v Display inactive constitugnts
[~ Check aliazes

[T Exact match anly Ewpand Results

[ A

|1 record found.

You can search for the organization in your database. If you find the organization, select it, and click Open.
For more information about the Open screen, see the Program Basics chapter in the Program Basics
Guide.

Note: For information on creating table entries, please see the Tables section in the Configuration chapter in
the Configuration & Security Guide.

5.

10.

On the Prospect tab, in the Organization Type column, select the type of organization to which the
prospect gave. You define Organization Types in the Organization Type category of Tables in
Configuration. For example, you can enter Medical, Educational, or Environmental.

In the Amount column, enter the amount the prospect gave to the organization.

In the Date Given column, enter when the gift was donated to the organization.

In the Reason column, enter why the prospect donated to the organization. For example, enter “Cancer
Wing”.

You can enter any Comments you want recorded about the gift.

After you complete the Gifts to other Organizations category on the Prospect tab, you can select another
category, or click Save and Close on the toolbar to save your entries and return to the Constituents page.
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Financial Information

You can enter financial information about your prospect such as real estate and stock holdings, income, and
personal property in the Financial Information category.

[k Financial Information Graph
Propozal

Riatings

Z Chionalogy

& _empen -

Gerneral Information Type 7 I Arniaunk Mokes 1
G}fls t':'. ather Drge.nmzahons Annual Income - Personal $155,000,00 Per
Financial Information Personal Property $690,800.00

$367,000,00

KIS

Total financial information; $1.212,800.00

I

The right side of the screen displays all existing Financial Information records. From this screen, you can Open an
existing record, Delete a record, or create a New Financial Information record.

Financial Information grid. This grid displays information entered on the constituent financial information
record. It includes a description of the information (Salary, Inheritance, Bonus), the amount, any notes, and
the source of the information (tax records, articles, personal contact). You enter this information on the
financial information record, accessed by clicking the New Financial Information button from the Prospect tab.

» Creating/opening a new financial information record

Note: For more information about opening a constituent record, see “Accessing the Prospect tab of a
constituent record” on page 7

1. Open a constituent record.

2. Select the Prospect tab.
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3. From the list on the left, select Financial Information.

W _fmlen :
General Information Type I Amaunt I Mokes I 1
Gifts to ather Organizations Annual Income - Personal $155,000,00 Pet

Financial Information

. . B Personal Propert 690,:500.00 IRE
Financial Information Graph L ey 4650,
Proposal (Securities Stocks £3 0,00
Ratings
% Chronology

K i

Total financial information: $1.212,800.00

4. Any existing financial information records appear on the right side of the screen. To open a record, select
it and click Open.

To create a new financial information record, on the action bar, click New Financial Information. The New
Financial Information screen appears.

Mew Financial Information for Mark D. Adamzon |

File Edit “iew Financial lnformation Help

[saveandClose - | [l | ¢ » |2 2 -\ % - |
Information type: [£nnual S alary =l
Amount: [$145,000.00 ]
Info source: [IRS/Tax Fiings =l

Date acquired:ll:lﬁ,-‘l:lﬂ.-’El]l]E Ell [rate gssessed:lDEIDSJEDDE EII

Mates: | Thiz amount does nat include zalay bonus.

|Prezs F7 to zoom

Note: For information on creating table entries, please see the Tables section in the Configuration chapter in
the Configuration & Security Guide.

5. In the Information type field, enter or select the type of financial information you are recording. You
define Information type options in the Financial Data Types category of Tables in Configuration. For
example, you can enter Net Wealth, Annual Income - Personal, Annual Salary, and Personal Property.

Note: If you have security rights to add table entries, new entries can also be added “on the fly.” Simply place
your cursor in the field and type the new entry.
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If you want an Information type that does not exist, click on the Information type field name. The

Financial Data Types screen appears.

Financial Data Types
' Long Descripiion € Short Description

B Annwal Income - Personal Add

%]

Edit

B Anrwal Beverue - Business
Ingert

(B Annual Salany

Delete. ..

[Z1 Buziness Holdings
[ Met wealth

[Z1 Personal Property

[Z1 Real Estate Haoldings
[ Securities/Stocks

[ Inkeritance
Saort...

Frrint...

23]

] Caticel |

From this screen, you can Add, Edit, Insert, or Delete a table entry. You can also Sort entries and Print a copy
of the table entries. Use the arrows to move a selected entry up or down in the list.

Next on the Financial Information screen, enter the dollar amount of the Information Type in the Amount
Field. For example, if you are entering financial information about the constituent’s annual salary, enter

his salary amount in this field.

. In the Info Source field, enter or select where you got this information. You define Info Source options in
the Information Sources category of Tables in Configuration. For example, you can enter Annual Report,

Article, and Tax Record.

If you want an Info source that does not exist, click on the Info source field name. The Information Source

screen appears.

Information Sources

' Long Descripiion € Short Description

nnual Bepart Add

%]

Edit

B Azzessor's Office-CitydTown
& Boak

Ingert

Delete. ..

& Index

[ Electronic Search/URL

[ Investment Advising Cormpary
21 IR5 /T ax Filings

[ Perzonal Contact

[ Periodical

E1'who's who

LI Saort...

Frrint...

Bl

] Caticel |
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Note: For information about table entries, please see the Configuration chapter in the Configuration &
Security Guide.

10.

11.
12.

13.

From this screen, you can Add, Edit, Insert, or Delete a table entry. You can also Sort entries and Print a copy
of the table entries. Use the arrows to move a selected entry up or down in the list.

Next on the Financial Information screen, enter the date you received this financial information in the
Date acquired field.

If your organization assess or rates financial information, you can enter the Date assessed.

In the Notes box, you can enter any additional information you want to include with the record. For
example, you can enter, “This amount does not include salary bonus”, so you have a better idea of what
all is included in this financial record.

To return to the Prospect tab and save this financial information record, click Save and Close.

Select another category, or click Save and Close from the toolbar on the Prospect tab to save your entries
and return to the Records screen.

After you complete the Financial Information category on the Prospect tab, you can select another
category, or click Save and Close on the toolbar to save your entries and return to the Constituents page.

Financial Information Graph

You can view a summary of a prospect’s Financial Information data in one of several graph formats. You can even
Customize your graph, selecting a graph type, data source, and much more.

T

| PR T R B |l]

Gereral

Gifts to ather Organizations
Financial Infarmation
Financial Infarmation Graph
Froposal

R atings

% Chronology

Financial Information Summary

. Annual Income - Personal
Annual Salary

B Personal Property
Securities/Stocks

» View/Print financial information graph

Note: For more information about opening a constituent record, see “Accessing the Prospect tab of a
constituent record” on page 7

1. Open a constituent record.

2. Select the Prospect tab.
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3. From the list on the left, select Financial Information Graph. A graph summarizing the prospect’s
financial information appears on the right.

7 b= (g fkia = 1

General

(Fiftz bo other Orgamizations
Financial [nformation
Financial Information Graph
Proposzal

Ratings

Z Chronology

Financial Information Summary

. Annual Income - Personal
Annual Salary

[l Personal Property
Securities/Stocks

4. From this screen you can click Print on the action bar to print the graph.

» Creating a customized graph

1. From the Prospect tab, select Financial Information Graph. A graph summarizing the prospect’s financial

information appears on the right.

7 b= (g fkia = 1

General

(Fiftz bo other Orgamizations
Financial [nformation
Financial Information Graph
Proposzal

Ratings

Z Chronology

Financial Information Summary

. Annual Income - Personal
Annual Salary

[l Personal Property
Securities/Stocks
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2. To design your own graph, click Customize on the action bar. The Customize Financial Information Graph
screen appears, displaying the Graph Type tab.

Customize Financial Information Graph E

1: Graph Type |2: Data Source' 2 Graph Dptionsl

Graph Types: Graph Type Options:
Pie Bar 2-0 Pie
Line Area

< Brevious | Mext > | Cancel |

3. In the Graph Types box on the left, select the graph type you want to use to summarize your financial
information: Pie, Bar, Line, or Area.

4. In the Graph Type Options box on the right, you can then select to view your graph in 2-D
(two-dimensional) or 3-D (three-dimensional) format.

5. Select the Data Source tab.

Customize Financial Information Graph E

1: Graph Type  2: Diata Source IQ: Graph Dptionsl

Diata ta graph: IAII Irfo Types j
j Financial Information Summary

“ear to graph; |2|JDE

Infa types to include:

' B Annual Income - Personal

Annual Revenue - Business
Il Annual Salary
Busziness Holdings

™ Colar
i ¢ Previous : Mest > | Cancel | Finizh |

6. In the Data to graph field, select what you want to graph. You can select one of the following options.

Note: The Year to graph option appears for only Pie graphs. It is not an option for Bar, Line, or Area graphs.

¢ All Info Types - This graphs all information types included in the prospect record (real estate, personal
property, annual income). If you select this option and you are running a pie graph, the second field
reads Year to graph. You must select the year you want to graph. You can also select <All Years>.

Note: The availability of these options depends on the graph type you select.



PROSPECT INFORMATION 23

¢ Selected Info Types - This graphs only the info types you check in the Info types to include box. For
example, if you want to include only Annual Salary information, mark the checkbox next to Annual
Salary. You can also mark all the checkboxes to include all financial information types.

Customize Financial Information Graph

1: Graph Type 2 Data Source |§: Graph Dptionsl

Drata to graph ISeIected Infa Types j

Yeat to graph [ <Al Vears>

Info types ko include:

[~

[w] Arnual Income - Persanal
Ainnual Revenue - Business
Arnaal Salary

Business Holdings

Met wiealth

Perzonal Property

Feal Estate Haldings
Secunties/Stocks
Inheritance

T Colar

Financial Information Summary

Annual Income - Personal
B Annual Revenue - Business
Annual Salary
Buginess Holdings
Il Het wealth
[ Personal Property
] Real Estate Holdings
1 securitiesStocks
Inheritance

< Previous | Mext > |

Cancel |

If you select this option and you are running a pie graph, the second field reads Year to graph. You must
then select the year you want to graph.

All Calendar Years - This graphs financial information based on all calendar years included in the

prospect record. If you select this option the second field reads Info type to graph. You must then
select the information types you want to include (real estate, personal property, annual income).

Selected Calendar Years - This graphs financial information based on only the calendar years you check

in the Calendar years to include box. If you select this option the second field reads Info type to graph.
You must then select the information types you want to include (real estate, personal property, annual

income).

All Fiscal Years - This graphs financial information based on all fiscal years included in the prospect

record. If you select this option the second field reads Info type to graph. You must then select the
information types you want to include (real estate, personal property, annual income).

Selected Fiscal Years - This graphs financial information based on only the fiscal years you check in the

Fiscal years to include box. If you select this option the second field reads Info type to graph. You must
then select the information types you want to include (real estate, personal property, annual income).

7. Double click on the Color option to access the Color screen. Here you can select the color you want to use
in your graph to represent the checked information type or year.

Note: Limited screen space may not allow the program to display all of the graph options you select. However,
all selected options will appear when you print your graph.
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8. Select the Graph Options tab.

Customize Financial Information Graph

1. Graph T_l,lpel 2 DataSource  3: Graph Options |

* Titles iz = Legend i Lahels

= Data arder

Chart title:
Financial Information Summary

30-amis bitle:
2000

Y-z title:
2001

Fart | |Samp|e text

Financial Information Summary

B Annual Income - Personal
Annual Revenue - Business
B Annual Salary
Business Holdings

<F'revious| IEnt s | Carncel |

9. In the Chart title field, enter a title you want to appear at the top of your graph.

10. The x-axis of your graph is the bottom axis. In the X-axis title field you can enter a title to identify this axis
in your graph. For example, if appeal information is displayed on the x-axis, you may want to title it
“Appeals”, so readers of your graph know what they are looking at.

11. The y-axis of your report is the left side axis. In the Y-axis title field you can enter a title to identify this axis
in your graph. For example, if year information is displayed on the y-axis, you may want to title it “Years”,

so readers of your graph know what

they are looking at.

12. You can also select the Font you want to use in your graph. Click the Font button. The Font screen

appears.
Font EE |
Font: Font style:
|l Biold ok, |
| |Reqular

!! Aiial Black _,j ltalic Concel |
€} Arial Maraw

T aial Unicode M5 Bold Italic

H Batang

H Blackbaud Fonts

{} Book Antiqua ;I

—Effects — Sample

AaBhYy7z

Colaor;

I- Black LI Script:

Note: A Pie Graph has no axes. Therefore,

Axis option entries do not appear on pie graphs.
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Select a Font, Font style, and font Size to use in your graph. In the Effects frame, you can mark the
Strikeout checkbox to include a line through your titles or mark the Underline checkbox to underline your

titles. In the Color field, select the font color you want to use in your graph. Click OK to return to the
Graph tab.

13. Select Axis.

Customize Financial Information Graph E

1: Graph T_I,Jpel 2 Data Source 3 Graph Options |

i Titles Lo " Legend " Labels  Data order
A

¥ Dizplay tiles and valuss on axis Financial Information Summa
A

¥ Dizplay tiles and values on axis
IV Display minor gridlines . Annual Income - Personal
Annual Revenue - Business
Il Annual Salary
Business Holdings

¢ Previous | [ent> | Cancel |

14. You can opt to show titles and data values along the axes of the graph by selecting the Display titles and
values on axis option in the X-Axis and/or Y-Axis frame. On the Y-Axis, you can also choose to Display
minor gridlines. The gridlines then appear at predetermined points along the axis of the graph.

15. Select Legend.

Customize Financial Information Graph

1: Graph T_l,lpel 2 DataSource  3: Graph Options

 Titles iz

" Labels € Data arder

¥ Show legend
Placement: I Center/Right j

Font | ISample text

Financial Information Summary

B Annual Income - Personal
Annual Revenue - Business
I Annual Salary
Business Holdings

<Previous| IERE | Cancel |

16. Select Show legend to include a legend explaining the symbols and/or colors used on your graph. You can
then select the Placement and Font of the legend. The right side of the screen displays how the graph will
look based on your selections so far.
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17. Select Labels.

Customize Financial Information Graph

1. Graph T_l,lpel 2 DataSource  3: Graph Options

= Titles iz = Legend i Lahels = Dataarder

" Mone

Financial Information Summary
% Shaw IPercent j

Font | ISample text

B Annual Income - Personal
Annual Revenue - Business
B Annual Salary
Business Holdings

IEnt s | Carncel | Firizh |

18. Here you can select the labels, if any, you want to appear on your graph. If you opt to Show labels, click
the drop-down arrow to access the list of available options. You can also select the Font used for the label.
19. Select Data Order.

Customize Financial Information Graph

1. Graph T_l,lpel 2 Data Source | 3 Graph Options |

= Titles iz = Legend i Lahels & Dataarder

Financial Information Summary

1998
—44877% [ 1999
85.123% ——

<F'revious| IEnt s | Carncel |

20. All the data source information you selected to include in your graph appears in the box. Click the Up and
Down buttons to arrange it in the correct order.

21. Click Finish to exit the screen and save your entries.
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Proposal

In this category, you can create or open proposals. A proposal is a formal plan, detailing how your organization
intends to win funds from a prospective donor, how much financial support you expect, and where the money
will be used. For example, you may have read an article about one of your constituents and learned he recently
made a large profit on the sale of his company. You can record this information in the various categories on the
Prospect tab, and use the Proposal category to determine how and how much you intend to solicit from this
constituent.

MNew Propozal for Sean A. Davenport [ x|

File Edit “iew Proposal Help

[saveandCiose <[ [ ¢ 4 b |7 2 -|%- |
General | Action | Media | Atributes | Notes |
Narne: |Maior Danar Status: | [
Purpose: [Annual Fund | Reasor | |
Campaign: [4nnual Campaign —l8a]  Typeof git | =]
Fund: [2005 Annual Fund (s8]  Instument | =]
«sDucnm[S]| [Allison Andrevis Rating: | =]

Dreadline: |5.-"5.-"2EIEIE EII Date rated: I EII

Amounts
Amount asked: |$1 00,000.00 | Date asked: |5;5,f2|:||34 m[
Amount expected; |$1 00.000.00 ﬂl [l ate expected: IE.-'E.-'EI:IDE EII
Amount funded: || | Date funded: I E|I

Link to Gift... |

™ Proposal is inactive

| Original amount asked: Original date asked:

| Press F7 for caloulator

Note: The Prospect tab is offered on the Constituent or Organization record only if your organization owns
Prospect Research Management.

Proposals information is arranged based on five tabs: General, Action, Media, Attributes, and Notes. On the
General tab, you enter basic information about the proposal, such as name, where the money is to go, amounts,
dates, and progress information.
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On the Action tab, you tack the actions taken or planned to help your organization win the donation.

Propozal for Sean A. Davenport E
File Edit “iew Propozal Help
ESaveandClnse-U'X_|1 b| 2 - B ‘

v General  Action |Media| Attribgtesl ﬂotesl

Solicitor(s) Skatus Completedy?
Conkinuous
g/1/2004 Phone Call Thank ¥ou Conkinuous Mo

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

An action is a specific step you take towards securing a donation from a constituent. It may include meetings,
mailings, telephone calls, and e-mail messages. Actions allow you to build a history of the contacts and
communications involved in creating a successful relationship with a constituent. For information about
completing the Action tab, see “Adding actions to the Action tab of a proposal record” on page 39.
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On the Media tab, you tack constituent information you find in the various media outlets, such as magazine
articles, photos, and newsletters.

Propozal for Sean A. Davenport I
File Edit “iew Propozal Help
[i5ave and Close -| [ 'X| 4 b||?'|§' |
W ﬁenerall v Action Media |.&ttribgt3$| ﬂntesl
Twpe \_I Description I Dake I Added By
[« | 2
|

For more information about completing the Media tab, see “Adding information to the Media tab in Proposals”
on page 47.

Note: For more information on entering a new proposal, see “Entering a New Proposal” on page 34 in this
book.
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On the Attributes tab, you enter attribute information about your proposal, such as eating habits or hobbies.

Propozal for Sean A. Davenport E
File Edit “iew Propozal Help
ESaveandClnse-U'X_|1 b| 2 - B ‘

v Qenerall vl gclionl Media Attibutes |ﬂotes|

-

Category 7 I Description IShDrt Desc.l Date I Comments
Digtary preferen... Low Sodium 5/2a/2004  |Heart trouble
ﬁ Diekary preferen. .. |wegetarian 5/28/2004

Note: For more information about creating attributes, see the Configuration chapter in the Configuration &
Security Guide.

Attributes help you store qualities, characteristics, and preferences associated with a constituent. They serve as a
way for you to identify a constituent’s special interests, dietary preferences, or mailing requests. Attributes may
include hobbies, interests, activities, committees, and important dates. One of the most useful aspects about

attributes is their flexibility. Because you create attributes in Configuration, you can customize them to meet your
organization’s specific needs.

For more information about the Attributes tab, see “Adding Attribute information to the Attributes tab in
Proposals” on page 50.
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On the Notes tab, you can enter any additional information about your prospect.

Propozal for Sean A. Davenport E

File Edit “iew Propozal Help
A5 ave and Cloze - U'X| 4 b| B - ‘

?-

v Qenerall vl gclionl Medial Aftributez  Notes |

Tvpe 4 Date Description Motes

Places ko eat 5/ s Favorite Restaurant He prefers the Sil...

Notes make it easy to maintain helpful pieces of information you heard, read, or need to remember about a
constituent. The Notes box accepts free-form text and holds an unlimited amount of information.

For information about completing the Notes tab, see “Adding notes to the Notes tab in Proposals” on page 52.

Opening a Proposal Record

Once you create and save a proposal record, you can access it to enter changes or view the information.
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» Opening an existing proposal record
1. From the Raiser’s Edge bar, select Records. The Constituents page appears.

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

4 Back # Fnrward‘ Open in separate window

=

Constituents

Actions

Campaigns
R @ Mew Individual r@ 8]

Ereh pen & Constituent
Memberships
Jobs

Events

WD o Organization

Recently Accessed Records Quick Find

Mark D. Adamson ICIara Daniels -]

Clara M. Daniels
Francis E, Baker
Joseph P. Diresta
Denise Kadilak
Allison E. Andrevs
AAR Concrete
Lucy G. Avdeenko

RS

‘Welcome to The Raiser's Edge 7

Note: For more information about opening a constituent record, see “Accessing the Prospect tab of a
constituent record” on page 7

2. Open the constituent record in which you want to work, and select the Prospect tab.

File Edit ‘“iew Constituent Letter Favortez Toole Help
ESaveandClose'|u|§' @' '| H 4 » H | = |? E||| ?'|§'| '|
w Biol I w Bio2 I w Addieszes I v Addressees/S alutations I v Relationships I v Bppeals I Motes I v Giftz I
W Attributes I v Media I W Achions I Honor/tdemorial I W Yolunteer  « Prospect I temberzhip I v Events
& el I I A LV E
General ) -
Gilts ko other Orgarizations Last propozal: Last action: 12/09/2004
Financial Information Amount asked: Last gift: 12/02/2003
Financial Information Graph .
Prapossl Amount funded: Total giver: $4.825.00
R atings _— —
- |Individual hd
¥ Chionology Classification: I ndividual J
Prospect status: ICultivation j
FPhilanthropic Interests I Comments I
| |Sancer Research Lost sister to cancer
| |Medical Research
. Children's Issues Taught first grade
Wwill Mok Give To I Comments
| General Operating g
Press F7 to zoom 08/20/2002
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3. From the list on the left, select Proposal.

< Clara M. Daniels
File Edit ‘“iew Constituent Letter Favortez Toole Help

ESaveandClose'|u|§'|§"|K L H|—’|?E|| ||?'|&'|'|

w Biol I w Bio2 I w Addieszes I v Addressees/S alutations I v Relationships I v Bppeals I Motes I v Giftz I
W Attributes I v Media I W Achions I Honor/tdemorial I v Yolunteer  + Prospect | Membership I v Events

& _fmdpen
General Proposal Name Purpose Stakus
Gifts to other Organizations
Financial Information
Financial Information Graph
Proposal

R atings

% Chronology

[ | i

v Display inactive proposals

| | navzosz002

All existing proposals appear on the right side of the screen, displaying the following information. You may
have to use the scroll bar at the bottom of the screen to view all columns.

¢ Proposal Name
® Purpose

e Status
Amount Asked
Date Asked

e Campaign

4. If you have a long list of proposal records, you can narrow the list based on campaign, fund, solicitor, or
status. Click Filter on the action bar. The Filters screen appears.

Filters E |
— Filter By
Campaiar; I.-'l'-.nnual Carmpaign

Fund: |2IZII]3 Annual Fund

Solicitor: I.-'l'-.llisnn Andrews

Lol [B] Lo L

Status: |Eultivatiu:un

Cancel

:
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5. You can complete one or all of the fields available on this screen to filter the records listed. For example,
you may want to see all proposals associated with your Annual Campaign. Select Annual Campaign in the
Campaign field, and click OK. Only proposals associated with the Annual Campaign appear on the right
side of the screen.

6. You can also narrow the list of proposal records by unmarking the Display inactive proposals checkbox. If
you unmark this checkbox, only proposal records that do not have the Proposal is inactive checkbox
marked on the General tab of the proposal record display.

Note: For information about completing the Proposal record tabs, see “Entering a New Proposal” on page 34.

7. To open a proposal record, select it, and click Open on the action bar. The proposal record appears,
displaying the General tab.

Mew Proposal for Clara M. Daniels E3

File Edit “iew Propozal Help
[Fi5ave and Closs - | [ )(| 4 » |Q‘ 2 '|a' |

General |Ecti0n| Medial .l’-‘n.ttribgtesl ﬂotesl

Marme: IBuiIding Appeal Statvis: IEIDSECI j
Purpoze: IBuiId niew hospital wing j Reazon; IGeneraI j
Campaigr: I.i‘n.nnual Campaign jﬁl Type of gift: Il:ash j
Fund: [Buiding Fund (8] mstument [Cash =

v Solicitor(z) | |.-'1‘A.||ison Andrews Rating; IE:-:c:ellent j

Deadline: |5£28£2DD4 EII Date rated: |5.-’28£2E|03 EII

Armounts
Amaunt asked: |$2U,Uuu,nu ﬂ Date asked: |5;2832|:|03 EII
Amount expectad: |$2D,DEIEI.DEI ﬂl Date expected: |5.-’28£2E|Dfi EII
Amaunt fundsd: |$2U,nuu,nu ﬂ [rate funded: |5£28£2|:|D4 EII

Link ta Gift... |

I Froposal is inactive

| Original amount azked: | Original date azked:

|Press F3 for today's date, F7 for calendar

Note: To delete a record, select it and click Delete on the action bar.

8. After you make any necessary changes to the proposal record, click Save and Close from the toolbar to
save your changes and return to the Prospect tab.

Entering a New Proposal

Proposals help you keep track of major fund-raising projects. You can attach a formal proposal to a constituent
record, detailing how you intend to solicit the individual, how large a donation you expect and in what time
period, and who is responsible for the proposal. Proposals consist of four tabs: General, Action, Media, and
Attributes/Notes. This section includes detailed procedures, showing you how to complete all four tabs. The data
entered for the procedures is based on the following scenario.
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» Completing the General tab on the proposal record

Scenario: A non-profit organization dedicated to fighting childhood diseases has researched a number
of its constituents, trying to get some idea about their giving potential. From tax records, the
organization learns Sean Davenport received a substantial salary bonus last year. In addition, it learned
he gave to a number of children-oriented charities over the past several years. The non-profit

organization decides Mr. Davenport is a very good prospect for donating $25,000 to its annual
campaign for children’s cancer research.

Note: For more information about opening a constituent record, see “Accessing the Prospect tab of a
constituent record” on page 7

1. From Sean Davenport’s constituent record, select the Prospect tab.

<@ Sean A. Davenport

File Edit ‘“iew Constituent Letter Favortez Toole Help

ESaveandClose'|u|§'|§"|K L H|—’|?E||| ?'|§'|'|

w Biol I w Bio2 I w Addieszes I v Addressees/S alutations I v Relationships I v Bppeals I Motes I v Giftz
W Altributes I Media I v Achions I Honor/t emorial I Wolunteer

v Prozpect I W bemberzhip I Events

] = aﬂpen Ve e B

General Proposal Name v Purpose Stakus
Gifts to other Drgarizations Schalarship Proposal h Endowment

Financial Information

Financial Information Graph

R atings
% Chronology

[ | i

v Display inactive proposals

| navzosz002

2. From the list on the left, select Proposal.

Note: In all fields on the General tab, you can add new entries on the fly. Simply place your cursor in the field
and type the new entry.
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3. Onthe action bar, click New Proposal. The Proposal for Mr. Sean Davenport screen appears displaying the

General tab.

Proposal for Sean A. Davenport E3

File Edit “iew Propozal Help
[ 5 ave and Clozs - U'X| | b| 2 - ‘

v General |¢ gclionl Medial ] Attribgtesl v ﬂnlesl

?-

v Solicitorz) | IAIIison Andrews
Deadline: |12;5,.-'2DDE EII

Narme: [Major Doner Status: |Cultivatinn =]
Purpoze: |Children's Research Endowment j Reason: |Salar_|,- Bonus j
Campaign: |Annual Campaign >8]  Tpe of git |Cash 2|
Fund: |2DDE Annual Fund jﬁl Ihstrumett: ICash ﬂ

|

R ating: IExceIIent

[Ciate rated: |5£28£2004 EII

Amounts

Amount asked: |$25,DDD.DD

ﬂl Date asked: |5£5£2DD4 EII

Amount expected: |$25,DDD.DD

ﬂl D ate expected: |5£5£2DDE EII

Amount funded: I

ﬂl Drate funded: I Ell

4.

Link to Gift... |

" Proposal iz inactive

| Original amount asked: $100.000.00 | Original date azked: 5/5/2004

|Press F7 for calculator

In the Name field enter a name for this proposal. The name appears in the Proposal Name column on the
Prospect tab.

For this scenario, enter “Major Donor/Research Proposal”. When you enter a name, you want to make
sure it is easy to identify from the Prospect tab.

Note: For information about entering Campaigns, Funds, and Appeals, seethe Campaigns, Funds, & Appeals
Data Entry Guide.

5.

In the Purpose field select a purpose for any money raised through this proposal.

Because of what is known about Sean’s giving history, for this scenario, select “Children’s Research
Endowment”.

In the Campaign field, select the campaign to be credited with any donation resulting from this proposal.
You can click the binoculars to access the Open screen and search your database for the campaign. If
when you created the campaign in Records, you assigned it a default fund and/or appeal, the defaults are
automatically included in the proposal when you select the campaign.

For this scenario, select “Annual Campaign”.

In the Fund field, select the fund to be credited with any donation resulting from this proposal. You can
click the binoculars to access the Open screen and search your database for the fund. If when you created
the fund entry in Records, you assigned it a default campaign, appeal, and/or solicitor, the defaults are
automatically included in the proposal when you select the fund.

For this scenario, select “2005 Annual Fund”.

Note: You can enter more than one solicitor by entering a semi-colon between IDs. You must then specify how
much of the gift to credit to each solicitor. The program defaults to crediting each the full amount.
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8.

Note:
10.

11.

Note:
12.

In the Solicitor(s) field, you can assign a solicitor to the proposal. If in Records, you determined a format
to use when entering solicitor names, the program tries to format any text you enter in this field into a
valid solicitor ID.

If you want to search the database for the solicitor entry, click the Solicitor button. The Solicitors Credited
for this Proposal screen appears.

Solicitors Credited for this Proposal @

Pleaze enter the zolicitars who should receive credit for this propozal.

Amount funded: $0.00 Enterby: © Amount & Percent
Solicitor Percent

Harris Sadler 0,000

Allison Andrews 0,000

] Caticel

In the Solicitor column, click the binoculars at the end of the field to access the Search screen, from which
you can search for the solicitor you want to assign to this proposal. You can assign several solicitors to
each proposal.

In the Enter by field, select how you want the solicitor(s) entered credited for any gift received: Amount
of gift or Percent of gift. The second column heading changes to reflect your selection.

For this scenario, enter “Allison Andrews”. Allison is a solicitor in the database.

In the Deadline field enter the date by which you hope to win a donation. A passed due deadline does not
automatically mark the proposal inactive. You must mark Proposal is inactive if you want to designate a
proposal as inactive.

For information about contacts, see Constituent Records chapter in the Constituent Data Entry Guide.

If you are working in an organization constituent record, the Contact field appears on the proposal screen.
You can select the contact name to include in your proposal. Only constituents entered on the
Relationships tab of the organization constituent record and marked as Contact can be included in the
proposal record. If the organization constituent has only one contact, the contact name defaults the
Contact field.

In the Status field, enter or select the status of the proposal. You define proposal Status options from the
Proposal Status category in Tables in Configuration. For example, in Configuration, you can enter
Pending, Cultivation, and Closed as Status options. These options are then available in the Status field of
the proposal.

If, while working in the proposal, you want to add a Status option, you can enter it in the field. When you
move to the next field, the program gives you the option of adding the new Status option to the Proposal
Status table. You must click Yes to use the option in your proposal.

For this scenario, select “Cultivation”.

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

In the Reason field, select or enter the reason you decided to pursue this individual for a donation. You
define Reason options in the Proposal Reasons category in Tables in Configuration. For example, in
Configuration, you can enter General, Salary Bonus, and Sale of Business as Reason options. These
options are then available in the Reason field of the proposal.
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Note:
13.

14.

Note:

If, while working in the proposal, you want to add a Reason option, you can enter it in the field. When you
move to the next field, the program gives you the option of adding the new Reason option to the
Proposal Reason table. You must click Yes to use the option in your proposal.

For this scenario, select “Salary Bonus”.

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

In the Type of gift field, select or enter the type of gift you hope win from this proposal. You define Type
of gift options in the Type of Gift category in Tables in Configuration. For example, in Configuration, you
can enter Pledge, Property, and Cash as Type of gift options. These options are then available in the Type
of gift field of the proposal.

If, while working in the proposal, you want to add a Type of gift option, you can enter it in the field. When
you move to the next field, the program gives you the option of adding the new Type of gift option to the
Type of Gift table. You must click Yes to use the option in your proposal.

For this scenario, enter “Cash”.

An Instrument further defines the type of gift you hope to win from the prospect. For example, if you
expect a “Planned gift” Gift type, the Instrument may be “Life Insurance”. You define Instrument options
in the Instrument category in Tables in Configuration. For example, in Configuration, you can enter Cash,
Bequest, Life Insurance, and Stock as Instrument options. These options are then available in the Type of
gift field of the proposal.

If, while working in the proposal, you want to add an Instrument option, you can enter it in the field.
When you move to the next field, the program gives you the option of adding the new Instrument option
to the Instrument table. You must click Yes to use the option in your proposal.

For this scenario, select “Cash”.

Ratings information entered on the proposal screen is not associated with the ratings data stored in the

Ratings category of the Prospect tab. For more information about the Ratings category, see “Tracking Prospect
Donor Ratings” on page 54.

15.

16.
17.

In the Rating field select or enter a rating, suggesting what you believe to be your organization’s chance of
success. You define Rating options in the Ratings category in Tables in Configuration. For example, in
Configuration, you can enter Hesitant, Excellent, Needs Cultivating, and Very Good as Ratings options.
These options are then available in the Rating field of the proposal.

If, while working in the proposal, you want to add a Rating option, you can enter it in the field. When you
move to the next field, the program gives you the option of adding the new Rating option to the Ratings
table. You must click Yes to use the option in your proposal.

For this scenario, select “Excellent”.
Enter the date you received the prospect’s rating in the Date rated field.
In the Amounts frame, enter the amount information for the prospect.

¢ In the Amount asked field enter the amount you requested or hope to request from the prospect. For
this scenario, enter $25,000.

¢ In Date asked field, enter the date you made your request. If the request has not yet been made, you
can leave this field blank.

¢ In the Amount expected field, enter what you realistically expect to win from this prospect. For this
scenario, enter $25,000.

¢ Inthe Date expected field, enter the date you hope to receive a donation. You can leave this field blank.

¢ Use the Amount funded field for pledges, cash, stock/property, other, gift-in-kind, and recurring gift
payments. A proposal is considered funded when a pledge is made. The pledge does not have to be
paid.
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Note: The Amount funded and Date funded are automatically updated when you link any gift (except pledge
payment) to the proposal. This is true when you link from the gift record to the proposal record and when you
link from the proposal record to the gift record. The Date funded is set to the oldest linked gift date. If you
break the link to the gift record, the Amount funded and Date funded fields are automatically cleared.

¢ In the Date funded field, enter the date the gift generated by the proposal was made.

18. If you want to designate a proposal as inactive, mark the Proposal is inactive checkbox.

19. If you want to link the proposal to a gift, see “Linking Proposals to Gifts” on page 61.

20. After you complete the General tab, select another tab or click Save and Close on the toolbar to save your
new proposal and return to the Prospect tab.

» Adding actions to the Action tab of a proposal record

Note: For more information about Action Tracks, see the Action Track section of the Constituent Records
chapter in the Constituent Data Entry Guide.

On this tab, you can document detailed actions your organization intends to follow in pursuit of a donation.
These actions are then linked to the proposal. Using the buttons provided on the action bar, you can create a
New Action, Open or Delete any selected action, or filter the type of actions displayed.

Scenario: The organization introduced in the above procedure arranged a dinner with Mr. Davenport
to discus his donating $25,000 to children’s cancer research. Volunteer Allison Andrews is assigned the
responsibility. The supervisor wants to be notified the day before the meeting. You also know Mr.

Davenport is a strict vegetarian. You call his secretary the day before to remind him of the dinner date.

Note: For more information about opening a proposal, see “Opening an existing proposal record” on page 32.
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1. From the Proposal screen, select the Action tab.

Proposal for Sean A. Davenport

File Edit “iew PFropozal Help
ESaveandElme'U}(|‘ P| ? - & - ‘
v General v Action |Media| W .t'-‘«ttribgtesl W ﬂotesl
] Sl e e DEEE -
Date | category | Type | Solictor(s) | Status |  Completed

Note: For more information about the Open screen, see the Program Basics chapter in the Program Basics
Guide.

2. Select New Action on the action bar. The Open screen appears.

i, Open

[~

Date

Search uzsing query: |<Default>

Find: |Acti0n

Find Actions that meet these criteria:

Action for: IEonstituents

|

Action date: I Ell

Last/Org narne: IDavenport

j Action category: I

First name: ISean

Constituent [D: I

I™ Check FPOLISE Name
™ Check aliazes

j Action type: J
j Action status: J
Azsigned to: I

I™ Check nickname
I~ Exact match only

e il

Sean A, Davenport 84142004 Phone Call Thank You Contin

Sean A, Daverport FA42004 Mailing Birthday Cantin

Sean . Davenport 1042542003 I ailing Letter Comph

Sean A, Davenport FAA2003 Task/Other Birthday Contin

Sean 4. Davenport BAE/2003 Meeting Meeting Contin

Sean A, Davenport 3M12/2003 Meeting Board Mesting Comph 5@ Add New
Sean A, Davenport 9/416/2002 Meeting Board Mesting Comph Options
FiP n [ awennort FAa0n2 Mailinn Rirthdau Pan'Ll —

@ Find Mow
Mew Search

Previous Search

Expand Results

|13 records found.

Note: For more information about actions, see the Actions chapter in the Constituent Data Entry Guide.
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3.

4.
5.

Note:

Note:

You can search for an existing action or click Add New to add a new action to the record.
For this scenario, click Add New. The New Action screen appears.

% New Action HiE

File Edit “iew aActon Favortes Toolz Help

ESaveandClose'|u|ﬁ B,|K 1 » N|"|E||Q ?'l%' ‘
v General Iv Attribgtesl W ﬂotes'
| M ame: |Sean D avenpart QI ID: 15 Not Completed

Categary: © Phone Call & Meeting ¢ Maiing ¢ E-mail € Task/Other

Action tppe; IDinner Meeting j W Auto-Remind '[:l
Action date: Im M s
Stark time: |?:DD P End tirne: |9:DD Pl e I1— Iday[sl :Iv S
: i| Allizon Andrews Pricrity: & High  Maomal ¢ Lo
Status: |Pending j Campaigr: IAnnuaI Campaigh jﬁl
[ Action completed onIT Fund: I2E|D5 Anrual Fund jﬁl
Locatian: [Rafery's =] FPropesak fisior Donor &l
e inact Templatel

| | 5/28/2004

The individual’s name defaults into the Name field. His Constituent ID number also appears.
In the Category field, select the type of action.
For this scenario, select Meeting.

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

In the Action type field, select or enter the specific type of action. You define Action type options in the
Actions category in Tables in Configuration. For example, you can enter Dinner Meeting, Lunch Meeting,
and Phone Call as Action type options. These options are then available in the Action type field.

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

If, while working in the action record, you want to add an Action type option, you can enter it in the field.
When you move to the next field, the program gives you the option of adding the new Action type option
to the Actions table. You must click Yes to use the option in your proposal.

For this scenario, select “Dinner Meeting”.

In the Action date field enter the date you intend to execute the action.
For this scenario, the dinner is planed for “5/25/2004”.

In the Start time field, enter the time the action will start.

For this scenario, the dinner is planned to start at “7 PM”.

In the End time field, enter the time the action will end.

For this scenario, the dinner is planned to end at “9 PM”.
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HAPTER

10.

Note:
Guide.

11.

12.
13.

Note:

14.
15.

Note:

16.

17.

18.

Note:

Click Solicitor(s) to access the Solicitor Assigned to this Action screen.

Solicitors Assigned to thiz Action |

Solicitor I

. Allizon Andrews

Cancel

i

For more information about the Open screen, see the Program Basics chapter in the Program Basics

Enter the solicitor’s name or click the binoculars to access the Open screen and search for the solicitor in
your database.

Click OK to return to the New Action screen.

On the New Action screen, in the Status field, enter or select the status of the action. You define action
Status options in the Action Status category in Tables in Configuration. For example, in Configuration, you
can enter Pending, Cultivation, and Closed as Status options. These options are then available in the
Status field.

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

If, while working in the action record, you want to add a Status option, you can enter it in the field. When
you move to the next field, the program gives you the option of adding the new Status option to the
Action Status table. You must click Yes to use the option in your proposal.

For this scenario, select “Pending”.
If the action has been completed, you can check the Action Completed on checkbox and enter a date.

In the Location field, enter the location of the action. You define action Location options in the Action
Location category in Tables in Configuration.

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

If, while working in the action record, you want to add a Location option, you can enter it in the field.
When you move to the next field, the program gives you the option of adding the new Action Location
option to the Action Location table. You must click Yes to use the option in your proposal.

For this scenario, select “Rafferty’s”.
In the Priority field, select the importance of this action — High, Normal, or Low.
For this scenario, select “High”.

Notification reminders on your actions allow The Raiser’s Edge to remind you days, weeks, or months
before an action is scheduled to occur. You can keep track of when to phone a constituent, send out a
mailing, or meet a prospect for lunch.

To send an e-mail reminder regarding this Action, mark the Auto-Remind checkbox. The fields in the
Auto-Remind frame are enabled.

On the bottom of the Action Notification screen, you can select whether you want to be notified using

Raiser’s Edge reminders, Outlook Appointments, or Both. You can only select Outlook Appointments if you
have Microsoft Outlook installed.
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19.

20.

21.

Note:

22.
23.

24.

25.

Note:
Guide.

26.

Click Notify. The Action Notification screen appears.

1 Action Motification

Uzers otify theze users
User Mame I Cutlook Mame | | User Mame ’ Cutlook MName |
[avid
Jering
Krigty
Fiab Z
\olunteer 3y
<]
<<

| MNotify using = Faiser's Edae reminders ¢ Outlook Appointments Both

Cancel |

From the Users box, highlight “Supervisor” and click the single right arrow. This moves Supervisor over to
the Notify these users box. This means the Supervisor is reminded automatically of this action when she
logs into The Raiser’s Edge.

On the bottom of the Action Notification screen, select whether you want to be reminded using Raiser’s
Edge reminders, Outlook Appointments, or Both. For this scenario, mark Raiser’s Edge reminders.

To use Outlook appointments, you must have Microsoft Outlook installed, and your name must be set up
as a user. When you mark Outlook Appointments, a meeting request is sent to the persons in the Notify
these users box. The meeting defaults to the Action date, the Start time, and End time you enter on the
Action screen. If you enter a Start time and no End time, the meeting defaults to 30 minutes. If you enter
neither a Start time nor End time, the meeting is set up as an all day event. If you change the meeting
date and time in The Raiser’s Edge, the meeting updates in Outlook. If you change the meeting date and
time in Outlook, the meeting does not update in The Raiser’s Edge.

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

Click OK. You return to the General tab of the action record.

In the Set reminder for field, enter “1” in the first box and select “day(s)” in the second box. This
information tells The Raiser’s Edge you or another user want to be reminded of this action one day before
the date in the Action date field.

In the Campaign field, select the campaign to be credited with any donations resulting from this action.
You can click the binoculars to access the Open screen and search your database for the campaign. If you
assigned the selected campaign a default fund when you created it in Records, the default is automatically
included when you select the campaign.

For this scenario, select “Annual Campaign”.

In the Fund field, select the fund to be credited with any donation resulting from this action. You can click
the binoculars to access the Open screen and search your database for the fund. If when you created the
fund entry in Records, you assigned it a default campaign, the default is automatically included when you
select the fund.

For this scenario, select “2003 Annual Fund”.

For more information about the Open screen, see the Program Basics chapter in the Program Basics

The program automatically associates the action to the proposal from which you accessed the Action
screen. In this scenarios, “Major Donor/Research Proposal” defaults.

To change the Proposal field, click the binoculars. The Open screen for Proposals appears so you can
search your database for the correct proposal. When found and selected, the proposal name appears in
the field.
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Note: For more information about actions, see the Actions chapter in the Constituent Data Entry Guide.

27. Select the Attributes tab. Attributes are the qualities, characteristics, and preferences you associate with
an action. They can include activities, special requests, or important dates.

% Mew Action [_ =] %]

File Edit “iew Action Favortes Tools Help

ESaveandElose'|n|ﬁ&|K 1 » N|"|E||I§' ?'|§' ‘
v General | W ﬂotes'
Cateqary | Description Short Desc, | Date Cormments |
1] Left Message? Yes 52412004 Secretary took call,

Dietary Preference Wegetarian

| | 5/28/2004

28. Inthe Category column, select an attribute category. You define attribute categories in the Attributes link
in Configuration. For example, you can enter Attended, Left Message, and Dietary Preference as action
attribute Category options.

For this scenario, select “Dietary Preference”.

Note: For information about creating attribute table entries, see the Tables section in the Configuration
chapter in the Configuration & Security Guide.

29. Tab over to the Description column. Enter or select the specifics regarding the attribute Category. You
define attribute descriptions in the Attributes link in Configuration. For example, you can enter Low Fat,
Vegetarian, and No Meat as attribute category Description options.

For this scenario, select “Vegetarian”.
30. Repeat steps 28 and 29 to enter information on the confirmation call.
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31. Select the Notes tab.
% Mew Action M=

Fle Edt View Action Favortes Took Help
isaveandChose- | Il [ B W 4 > 0| - | 0| G || 2 - |24 ‘
v General | v Attibutes v Hotes |
| e otepad] |~ |G AUi=lois =
Type | Diate Diescription | hates |
| | 5/28/2004

32. To enter a note, click New Notepad. The New Notepad screen appears.

4 New Notepad for Sean A. Davenport [ [O] x]
File - Edit - Maotepad  Format  Tools  Help

ESaveandElose‘|u X|ﬁ&| 4 ¥ ||Q'|$;' ? - -

[M5 Sans Serit st =Bz U === i=

Date: [5/24/2004 || Tite: |

Type: IDinner meeting notes j Aithar: ISupervisor j

D ezcription: |Vegetarian

hr. Davenport is a strict vegetarian - MO FISH.

|F'ress F5 ta Inzert Time Stamp %

33. The Date defaults to the day you created the note.

34. Enter a note Type. For this scenario, enter “Dinner meeting notes” because the notes are to help you with
your dinner meeting tomorrow with Mr. Davenport.

35. You can also enter a Title for the notepad.

36. The Author defaults.

37. Inthe Description field, enter “Vegetarian”.

38. In the box, enter a reminder that “Mr. Davenport is a strict vegetarian - NO FISH”.
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39. Click Save and Close on the toolbar to save your new note and return to the Action screen.

% Mew Action M=

File Edit “iew Action Favortes Tools Help

ESaveandElose'|u|ﬁ B,|N 4 b N|"|E||I§'

? |2 |

v Eeneral' v attibutes v Motes I

Description

Dinner meeting notes

| | 5/28/2004

40. Click Save and Close on the toolbar to save your new action and return to the Proposal screen.

Propozal for Sean A. Davenport I
File Edit “iew Propozal Help

[i5ave and Close - [ 'X| 1 b |

?-%- |

v General « Action |Media| v Attribgtesl v ﬂntesl

Date © Zakegory Type Solicitor(s) Status Zompleted?

Dinner Me.., Alison andr,.. Pending Mo

41. The new action appears in the grid on the Action tab.

42. Select another tab on the Proposal screen, or click Save and Close on the toolbar to save your new action
and return to the Prospect tab.
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» Adding information to the Media tab in Proposals

Note: For more information about the Media tab, see the Media Tab section in the Constituent Records
chapter in the Constituent Data Entry Guide.

The Media tab stores newspaper clippings, letters, pictures, graphs, and other such data using Object Linking
and Embedding (OLE). OLE stores or links information created in another Windows application into the Media
tab of the proposal record. From this tab, you can add a new media objects to your proposal, open and edit
one that is already embedded or linked, and delete an existing object you no longer need. This procedure
includes step-by-step instructions on adding a media object to a proposal record.

Scenario: Mr. Davenport is the proud father of a little girl and contributes photos of his daughter for
inclusion in your major donors calendar. You want to include this information and the most recent
photo in his proposal record.

Note: For more information about opening a proposal, see “Opening an existing proposal record” on page 32.

1. From the Proposal screen, select the Media tab.

Proposal for Sean A. Davenport I

File Edit “iew Propozal Help

ESaveandElUSB' = )(| 4 b || ? '|§' |

W Eenelall W Action  Media |.-’-‘-.ttribgtes| ﬂutesl

Tvpe \_I Description I Date Added By

4] | [

Note: For more information about the Media tab, see the Media Tab section in the Constituent Records
chapter in the Constituent Data Entry Guide.
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2. To add an object, click New Media on the action bar. The New Media Object screen appears.

Hew Media Object
= e ey &
Tvpe Diescription Drake Added By

Clipping 01/25/2000  Supervisar
Picture Investor story 01/25/2000  Unknown

Picture 01/25/2000  Supervisor
Yideo Sean ak the opening of the new hospital wing 01§25/2000  Supervisor

Note: For either option, you can select to Display As Icon, and the new object appears as an icon on the New
Media for screen.

3. Any media objects you saved on the Media tab in the constituent record appear. You can select to add one
of these existing media objects to the proposal record, or click New Media to add a new media object.

For this scenario, click New Media. The Insert Object screen appears.

Inzert Object E

File: Cancel

{* Create from File |E:HDDcuments anhd Settingz\Denizek.ahl

Browsze... [ Link

(" Create Mew

[ Display &z lcon

Result
|nzerts the contentz of the file az an object into

F M pouwr document o that you may activate it using
E the program which created it

Note: To generate a new media object, select Create New. You can use various object types, such as Microsoft
Word, Power Point, Paintbrush, and Adobe Acrobat.

4. Because the children’s photos are saved on the hard drive, select Create from File. You must enter the
File name and path of the media object you want to add.

Note: For more information about the Media tab, see the Media Tab section in the Constituent Records
chapter in the Constituent Data Entry Guide.
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If you do not know the exact File name and path, click Browse. The Browse screen appears.

Browse HE
Look i [ M3 = « & e E-
|ImportE sceptionz brc.h
- Mew Folder 2:] cfp.html
Histary Oracle @ congtit_dir. pdf
photos g dancers. gif
REG=DE @ Denisek adilak 703Projects. doc
[C o] Reviews Qﬁ Elephantz.bmp
m\ SampleDatabasze %’ Elephants2. bmp
i School Bl IP4_0E nglobsi exe
ty Docurments STC ﬁ licary, qif
Wolunteer_Hours ﬁ Methd ail. gif
2002 E-bail.CEY @ Moize Complaint. doc
L4 | *

File name: I j Open I
Files af bype: |m| Filess [%.%] = Cancel |

Locate the media object and click Open. You return to the Insert Object screen.
Click OK. The New Media screen appears. The picture appears in the bottom half of the screen.

&' Mew Media for Proposal for Sean A. Davenport [_[2]x]
File Edit “iew Media Help

ESaveandEluss"u X| 4 b |‘ i ‘

Date: [05/5/2004 |E@ Tite: [Erma
Type: IPictura j Luthor: ISupelvisnr ﬂ
Proposal: IME\UI Donor/Research Proposal ﬁl
Diescriptian: [, Davenport's oldest child. She is 11 moniths in this picture. ;I
El

7. In the Date field, enter the date you added the new object.

For this scenario, enter “05/5/2004".

8. In the Type field, identify the type of object you included in your proposal record. Media type options are
defined in the Media Type category in Tables in Configuration. For example, in Configuration, you can
enter Clipping, Video, and Picture as your media Type options. These options are then available for your

Media tab.
For this scenario, select “Picture”.

Note: For more information about the Media tab, see the Media Tab section in the Constituent Records
chapter in the Constituent Data Entry Guide.
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10.

Note:
11.

12.

Note:

13.

14.

Note:

In the Proposal field, identify the proposal record to which you want to add the media object. The name
of the proposal from which you accessed the Media tab defaults into the field. To change the default
proposal, click the binoculars to access the Open screen for proposals. Locate the proposal record and
click OK.

You can also enter a Title, further identifying the media object.
For this scenario, enter the daughter’s name “Emma”.

For information about creating authors, see the Security chapter in the Configuration & Security Guide.

In the Author field, select the media object’s author. You establish Author options in Security.
For this scenario, select “Supervisor”.

In the Description box, enter additional details about the media object. For example, you can describe the
picture.

New entries can also be added on the fly. Simply place your cursor in the field and type the new entry.

For this scenario, enter age information about the child.

To close the New Media screen and return to the New Media Object screen, click Save and Close on the
toolbar.

To close the New Media screen and return to the Media tab on the proposal record, click Close, in the far
right corner.

You establish attributes in Configuration. For information on entering the attributes into your system,

please see the Configuration chapter in the Configuration & Security Guide.

» Adding Attribute information to the Attributes tab in Proposals

The Attributes tab stores the qualities, characteristics, and preferences you associate with a constituent.
They serve as a way for you to identify a constituent’s special interests, dietary preferences, or mailing
requests. Attributes may include hobbies, interests, activities, committees, and important dates. One of the
most useful aspects about attributes is their flexibility. You can customize attributes to meet your
organization’s specific needs.

Note:

Scenario: While preparing its proposal on Sean Davenport, the non-profit organization learns he likes
to play golf.

For more information about opening a proposal, see “Opening an existing proposal record” on page 32.
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1. From the Proposal screen, select the Attributes/Notes tab.

Proposal for Sean A. Davenport
File Edit “iew PFropozal Help
ESaveandElme'U}(|1 b| 7 - B ‘

v Qenerall v gctinnl Media « Attibutes |v' ﬂotesl

*

Category/ I Description IShurt Desc. I Drate I Comments
Tnkerest Golf SI2402004  Often signs up For charity events

Note: To delete an attribute, select the row, and click the DELETE key on your keyboard.

2. To enter an attribute in the grid, click in the Category column to access a list of choices. Attribute
Category options for a proposal record are defined in the Proposal category in Attributes in
Configuration. For example, in Configuration, you can enter Dietary Preference and Interests as proposal
attribute category options. These options are then available from the Attributes/Notes tab in the
proposal record.

For this scenario, select “Interests”.
3. In the Description column, enter a description of the interest.
For this scenario, enter “Golf”.
4. In the Date column, enter the date you are entering this information.
For this scenario, enter “5/24/2004".
5. In the Comments column, you can enter any additional information related to the interest.
For this scenario, enter “Often signs up for charity events”.
6. Select another tab or click Save and Close to save the proposal record and return to the Prospect tab.
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» Adding notes to the Notes tab in Proposals

The Notes tab stores any additional information you want to include in the constituent’s proposal record.

Scenario: While preparing a proposal on Sean Davenport, the non-profit organization learns he likes
to play golf, which they enter on the Attributes tab. They also learned he often arranges his vacations

around golf. The nonprofit wants this information included on the record as well, but the comments
column of the attribute record is too small.

Note: For more information about opening a proposal, see “Opening an existing proposal record” on page 32.

1. From the Proposal screen, select the Notes tab.

Proposal for Sean A. Davenport 1%}
File Edit “iew Proposal Help

[ 5ave and Close - UX|( }| B - ‘
v Eeneral' v gctionl Medial w Aftributes v Motes I

Type £ | Date | Description | MNokes

?-
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2. To enter a note, click New Notepad. The New Notepad screen appears.

4 New Notepad for Sean A. Davenport [ [O] x]
File - Edit - Maotepad  Format  Tools  Help
ESaveandElose‘|u X|§|§|‘ D||Q'|$;' ? - -
ITimes Mew Roman j |1'| j | B I U | E% = |EE
Date: [5/24/2004 3| Title: |
Type: IVacatiDnS j Athar: ISupervisor j

D escription: |Golfing trips

Told by an employee at his company that Mr. Davenport arranges his summer
vacation based on the golf courses available

|F'ress F5 ta Ingert Time Stamp

The Date defaults to the day you created the note.
Enter a note Type. For this scenario, enter “Vacations”.
You can also enter a Title for the notepad.

The Author defaults.

In the Description field, enter “Golfing trips”.

O N uv AW

In the Notes box, you can enter any additional information you may need to track your prospect.

For this scenario, enter “Told by an employee at his company that Mr. Davenport arranges his summer

vacation based on the golf courses available”.

9. Select another tab or click Save and Close to save the proposal record and return to the Prospect tab.

Editing the Original Amount/Date Asked on a Proposal Record

If after you create a proposal, you discover the Original amount asked and/or the Original data asked information
appearing in the status bar at the bottom of the proposal record needs to be adjusted, you can edit this

information from the menu bar in the proposal record.
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» Editing the Original Amount/Date Asked
1. From the proposal record, select Proposal, Edit Original Amount/Date Asked from the menu bar.

Propozal for Sean A. Davenport

File Edit “iew | Propozal Help
ESave and Clos: 4 Previous Proposal | ‘
b HErtFioposal

Edit Original Amount/D ate 2 oo
Mame: W tatuis: IHesealch

Load Defaults from...
Purpose: IE = — azan; |Sale of Buginess
Campaigr: I.-’-'mnual Campaigh "I I Type of gift: II:ash

Fund: |2EIE|3 Annual Fund el Il:ash

.fsc.lic;it.:.r[g]l I.i‘-.llisun Andrews R atig: IE;-:c:ellent
Deadline: |5£5£2DD4 EII Date rated: |5£5£2DD2 EII

Arnounts
Armaunt azked: |$‘| 00,000.00 ﬂl Date azked: Im
Amount expected: |$‘| 00,000.00 ﬂl Date expected: m
Armount funded: I El D ate funded: Iﬁ
Link. o Gift... |

™ Proposal iz inactive

5

Lef Lol L L] Lol

| Onginal amount asked: 100,000 00 | Original date asked: 5/5/2003

The Edit Original Amount/Date Asked screen appears.

Edit Onginal Amount/D ate Azked E3 |

Enter the new information you would like to appear in the statuz bar.

Original amount azked: |EENEN

Original date azked: |1 /B89 EI

] Caticel |

2. Enter the new amount in the Original amount asked field.
3. Enter the new date in the Original date asked field.
4. Click OK to save the changes.

Tracking Prospect Donor Ratings

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

Note: For information about Target Analytics services, see the Target Analytics Guide.
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You can enter ratings information manually or electronically transfer ratings data provided by an outside agency
using the program’s Import and Export functions. If you subscribe to Target Analytics services, you can use the
Target Analytics link in Administration to download research information.

The manual process is explained in this section.

If your data has been scored by Target Analytics for the Giving Score, you can view an individual’s Giving Score
rating from the Ratings category of the Prospects tab as well.

Note: For information about electronically transferring data to and from a non-Blackbaud outside research
agency, you must contact the agency.

Opening an Existing Rating from the Prospect Tab

If ratings information already exists on the Prospect tab, you can open the Ratings screen to view and change the
information at any time.

» Opening an existing rating from the Prospect tab
1. From the Raiser’s Edge bar, select Records. The Constituents page appears.

@4 The Raiser’s Edge

File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

IFt{H-' Home Fecoldsy Taons |z S
-
i |
Recaords = .
g = Constituents
@I_!UH"T. Campaigns
= Funds W
| xport E®
) Expor At Mew Individual Open a ConstitLent
Memberships F
I w» Mew Organization
obs
Events
Recently Accessed Records Quick Find
Mark D. Adamson I—
Clara M, Daniiels Clara Daniels )

‘Welcome to The Raiser's Edge 7

Francis E, Baker
Joseph P. Diresta
Denise Kadilak
Allison E. Andrevs
AAR Concrete
Lucy G. Avdeenko

RS

Note: For more information about opening a constituent record, see “Accessing the Prospect tab of a
constituent record” on page 7

2. Open the constituent record in which you want to work, and select the Prospect tab.



56 CHAPTER

3. From the list on the left, select Ratings.

7?5 - E ﬁ x —
General Source '\'l Date | Cakegory Desct
Giifts ko ather Drganizations The Whelan ... 05/16/2002 Short Term Target Code
Enanc!a::niolmat!on Granh ‘General resea.., 05/1 2 Major Gift Likelihood
W] Financial Information Gral i
R Blackbaud Analytics' ... 06/08/2011 Fan 3

Proposal
Ratings
% Chronology

4] ] i

Note: To delete a record, select it and click Delete on the action bar.

Any existing ratings appear on the right side of the screen, displaying the following information. You may

have to use the scroll bar at the bottom of the screen to view all columns.
® Source

e Date

e Category

e Description

* Notes

4. You can limit the ratings displayed by clicking All Sources on the action bar and selecting a specific ratings

source. For example, if you want to view only ratings from Target Analytics services, select Target

Analytics’ Customization. Only ratings information provided by Target Analytics services appears in the list

on the right side of the screen.

Note: For information about completing the Rating screen, see “Entering Prospect Ratings Information” on

page 57.
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5. To open arating, select it, and click Open on the action bar. The Rating screen appears.

Rating for 5ean A. Davenport |

File Edit “iew HRating Help

[saveand Close - [l 3| ¢ |7 2 -\ % - |
Source; IGeneraI regearch j
Qate:lm
Categony: |Maiu:ur Gift Likelibood j

Diescriptian: IInu:u:ume Tax and newszpaper articles

Mates: Mr. Davenport received a large salary borus last year and
stands to receive an even larger bonuz this year.

|Prezs F7 for table lookup

6. After you make any necessary changes to the rating information, click Save and Close from the toolbar to
save your changes and return to the Prospect tab.

Entering Prospect Ratings Information

Note: For information about working with Target Analytics services, see the Target Analytics Guide.

You can enter prospect ratings information one of three ways: manually, using the Ratings option on the Prospect
tab; automatically import the data from Target Analytics services, using the Target Analytics utility included in
Data Services; or if importing data from a non-Blackbaud research agency, use the Export and Import
functionalities offered in The Raiser’s Edge to move data into the Ratings category.

Note: To import data from a non-Blackbaud research agency, you must contact the research agency to learn
how they want the export and import files formatted. For information about working in Import, see the Import
Guide. For information about working in Export, see the Query & Export Guide.

The manual process is explained in this section.

» Manually entering prospect ratings

Scenario: Your organization has researched its constituents and rated them based on data received
from their 2003 income tax returns and investment periodicals. From his quarterly income tax
records, you learn Sean Davenport earned $300,000 in 2003. You also discover, while reading the Oct.
4, 2004, issue of Forbes magazine, that Mr. Davenport is a prolific investor with a $1.5 million stock
portfolio. Your organization rates him an excellent prospect. You would like to record this information
on the constituent record prospect tab.

Scenario:

1. From Sean Davenport’s constituent record, select the Prospect tab.
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2. Select Ratings in the treeview on the left. All ratings data entered on the constituent record appears on
the right side of the screen.

& _emOpen :
General Source 'Fl Dake I Category Descr
Giifts ko ather Drganizations The Whelan G... 05/16/2002 Short Term Targst Code
F!nanc!allnformat!on ‘General resea.,, 05/16{2002 Major Gift Likelihood
Financial Information Graph F ’
Blackbaud Analytics' ... 06/05/2011 Fan 3
Proposal
Ratings
g
% Chronology
KN b

Note: For information on creating table entries, please see the Tables section in the Configuration chapter in
the Configuration & Security Guide.

3. To enter a new rating, click New Rating on the action bar. The New Rating for Mr. Sean Alan Davenport
screen appears.

Mew Rating for Sean A. Davenport |

File Edit “iew HRating Help

[saveandClose - | [l | ¢ » |2 2 -\ % - |

Source; IGeneraI regearch j
Qate:lm

Categarny: IE:-:::ellent Prospect =]

Diescriptian: |$3EIEI,EIEIEI

Mates: [Salary and bonus in 2003

|Prezs F7 to zoom

4. In the Source field, select the source of the information. You define source options in the Sources
category in Tables in Configuration. For example, in Configuration, you can enter Target Analytics services,
Econometrics, and General research. These options are then available in the Source field of the Rating

screen.

Note: For information on creating table entries, please see the Tables section in the Configuration chapter in
the Configuration & Security Guide.
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Note:

10.

If, while working on the Rating screen, you want to add a Source option, you can enter it in the field.
When you move to the next field, the program gives you the option of adding the new Source option to
the Sources table. You must click Yes to use the option.

For this scenario, because the research was done in-house, select “General research”.

New entries can also be added on the fly. Simply place your cursor in the field and type the new entry.

In the Date field, enter the date you are entering the ratings information
For this scenario, enter “05/16/2004”.

In the Category field, select a category rating your prospect. You define rating category options in the
Ratings category in Tables in Configuration. For example, in Configuration, you can enter Excellent
Prospect, Good Prospect, and Hesitant. These options are then available in the Category field of the
Rating screen.

For this scenario, select “Excellent Prospect”.

In the Description field, enter a monetary description of your prospect. For example, in this scenario, Mr.
Davenport’s salary and bonus equals $300,000, so enter “$300,000” in the Description field.

In the Notes box you can include any additional information.
For this scenario, enter “Salary and bonus in 2003”.

To enter the stock information, from the Ratings option on the Prospect tab, click New Rating on the
action bar. Enter “Forbes” in the Source field; “10/04/2002” in the Date field; “Excellent Prospect” in the
Category field; “1.5 million” in the Description field; and “Rated one of the country’s most prolific
investors” in Notes. Click Save and Close.

Rating for 5ean A. Davenport |

File Edit “iew HRating Help

[saveand Close - [l 3| ¢ |7 2 -\ % - |

Source: IFDrbES j
Date: [10/04/2002 =]

Categarny: IE:-:::ellent Prospect =]

Diezcription: |$'| .5 million

Mates: |Rated one of the country’s most pralific investors.

|Prezs F7 to zoom
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11. After you finish entering all of your ratings information, the new ratings appear in the Ratings category on
the Prospect tab.

m =

General Cakegory
Gifts bo other Organizations
Financial Infarmation
Financial nfarmation Graph

General resea... 05/16/2002 Major Gift: Likelihood
Proposal Farbes 10/04/2002 Excellent Prospect $1.5 million

R atings
Z Chionology

<] | Ll

12. Select another category, or to close the constituent record and return to the Constituents page, click Save
and Close from the menu bar.

Viewing a Chronology of Prospect Information

The last category listed on the Prospect tab offers a chronological overview of select information entered in the
constituent records. This information is not limited to that entered on the Prospect tab.

i - e SIEIEIERS

Gereral

Gifts to other Organizations Show: ¥ Actions W Gitts ¥ Froposals IA" propasals 'I

E] Financial Information Iﬁ

Financial Information Graph I Events ¥ Appeals |l Appeals =

;laot?nD;sal Chronalogy ﬂ

b C hionology Qceurrence Details

Action Ackion cake o
Q0701 2000 Ackion Action category = ..
11)15/1339 Action Action category = ..
0a/15/1999 Ackion Action category = ..
09/15/19393 Action Action category = ..
03/15/2000 Ackion Action category = ..
012311996 Action Action category = ..
OFj0Lfz00z Ackion Action category = ..
03/15/2001 Action Action category = ..
03/15/2002 Ackion Action category = ..
0zj0afz002 Action Action category = ..
10/2902002 Ackion Action category = .,
-
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In the Show frame, you can filter the information displayed in the Chronology grid. All information is arranged in
ascending order by date. You can change to order to descending by clicking on the Date column heading.

Actions. Mark Actions if you want a list of all action records entered on the constituent record. If you want to
open an action record, double-click on record you want to open. You can make limited changes to any record
opened from the Chronology grid.

Events. Mark Events if you want a list of all events to which the constituent is associated. If you want to open an
event record, double-click on record you want to open. You can make limited changes to any record opened
from the Chronology grid.

Gifts. Mark Gifts if you want a list of all gifts records entered on the constituent record. If you want to open a gift
record, double-click on record you want to open. You can make limited changes to any record opened from
the Chronology grid.

Appeals. Mark Appeals if you want a list of all appeal records to which the constituent is associated through the
Appeals tab of the constituent record. You can limit the appeals displayed by selecting Sent Appeals or Unsent
Appeals. If you want to open an appeal record, double-click on record you want to open. You can make limited
changes to any record opened from the Chronology grid.

Proposals. Mark Proposals if you want a list of all proposal records entered on the constituent record. You can
limit the proposals displayed by selecting Funded Proposals. If you want to open a proposal record,
double-click on record you want to open. You can make changes to any proposal record opened from the
Chronology grid.

Linking Proposals to Gifts

Once your proposal proves successful and you receive a donation from your constituent, you need to record the
gift in your database. This requires you to link a gift record to the proposal. In The Raiser’s Edge, you can do this
one of two ways — from the gift record or from the proposal record. The program also allows you to link one
constituent’s gift to another constituent’s proposal.

If after creating a link, you discover a mistake, breaking links is also a matter of a few simple steps.
The Link to gift button located on the proposal record links the proposal to a constituent gift record.

Once a proposal is linked to a gift, you can use this same button to view the gift record to which the proposal is
linked.This section takes you step-by-step through linking a proposal to a gift and breaking the link between a gift
and a proposal from the proposal record. For a detailed explanation on linking a proposal to a gift and breaking
the link between a gift and a proposal from the gift record, see the Gift Records Guide.

» Linking a proposal to a new gift record

Scenario: One month after your organization generated a proposal record seeking a $25,000 donation
from Sean Davenport for your Annual Campaign, Mr. Davenport makes a $25,000 donation. You
decide the best way to record the donation is to link it to a new gift record from the proposal record.

1. From the Prospect tab in Sean Davenport’s constituent record, select the Proposal option in the treeview.

Note: For information about accessing the Prospect tab, see “Accessing the Prospect Tab” on page 6.
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2. Select the proposal you want linked to a gift record, and select Open on the action bar. Sean Davenport’s
proposal record appears displaying the General tab.

Proposal for Sean A. Davenport
File Edit “iew Propozal Help

5 ave and Clozs - [ 3¢ (Rl

v General lv gclion] Media] ] Attribgtes] v ﬂnles]

Mame: [Major Donor Status: |Cultivation =]
Purpose: |Childlen's Rezearch Endowment ﬂ Reazon: |Sala[_|,| Bonus ﬂ
Campaign: [4nnual Campaign ~|88]  Type ot git: |Cash =
Fund: |2005 Annual Fund jﬁl Ihstrumett: |Cash j

v Solicitar(s] | [Aison dndrews Rating: [Excellent =l

Deadline: [12/5/2005 = Date rated: [5/28/2004 =

Amounts
Amount asked: |$25,DDD.DD i Date asked: [5/5/2004 =
Amount expected: |$25,DDD.DD ﬂ Date expected: |5/5/20058 =

Amount funded; | ﬂ Drate funded: =
Link to Gift...

[ Proposal is inactive

Original amount asked: $100.000.00 Original date azked: 5/5/2004

Fress F7 for calculator

3. Click Link to Gift. The Open screen appears displaying all existing gifts on the constituent’s record.

ii Open
Find: | J Search using query: |<Default> [ i §§

Constituent Mame Gift Date Gift Tvpe Gift Amount

<] Bpen

Sean b, Davenport ! Gift-in-Kind $50.00 Acquigitio
Cancel
Sean A, Davenport /92002 Cash $500.00 Smith-Bror
Sean &, Davenport 342842002 Cazh $500.00 2002 Men
Sean &, Davenport 3Mzs2002 Cazh $1.000.00 Annabelle
Sean b, Davenport TAR/2001 Cash $1.000.00 Srrith-Bron
Sean A, Davenport 342542000 Cash $1.000.00 2000 Men
[ Add New
Options
KV 0
Find Giftz that meet these criteria: @ Eind Now
Last/0rg name: ([KEE g =et j Type: | ﬂ Mew Search
First name: |Sean b
| J Previous Search
Constituent [D: | j
S5 | - A
[v Dizplay inactive constituents [~ Check spouse name [~ Exact match anly
™ Display deceased constituents [~ Check aliases [~ Check nickname Expand Results

4. To link the proposal to an existing gift, select the gift and click Open. To create a new gift record for the
proposal, click Add New.
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For this scenario, click Add New. The New Gift screen appears.

@New Gift for Sean A. Davenport M= E
Fie Edt View Git Favortes Tooks Help
ESaveandElose‘|u|§'@,'@|N 1i b N|"'|%'|@'||Q ?'l&' |
| Miscellaneaus | Soft Credit | Matching Gifts | Tribute | Attibutes | Split Gitt |
‘ Constituert: ISean Dravenport QI |
Gift type: IEash ﬂ Reference: | g
it sublype: [Annuity =] Acknowledge: [Not Ackrowledged |7 | =
Git date: [5/25/2004 1] teter |[T =]®)]  Bensitc |
Amourt: [$2500000 || Receipt [Receipted 5| BRG]
Campaigr: [&nnual Campaign ~sa| Rieceipt amt/nc.: [25,000. 00 (=] [122244R
Fund: [2005 &nrual Fund =|a|
Appeal: | ﬂﬁl
Package: I jﬂl
v Solicitars IIAIIison Andrews =&l
Pay methad: IEash ﬂ = EFT% Amount bills: Im
Ref ro./dte: | [5/31/2004 =] Amountcoins: [$000 |
|Date added:
| | 5/31/2004

5. Enter information about the gift. For a detailed explanation on completing these tabs, see the Gift
Records Guide.
6. After you complete the New Gift screen, click Save and Close. The Amount to Apply screen appears.

Amount to Apply to Sean Davenport |

|ndizate how much of the gift amount zhould be applied to thiz propozal

Amount to apply to thiz propozal; (FREET]

Gift Ammount: $25,000.00 |.-i'-.vailal:|le to Apply: $25.000.00
ak I Cancel |

7. Enter an Amount to apply to this proposal. You can not exceed the amount displayed in the Available to
Apply frame. For the above example, apply the entire $25,000.

8. Select OK. You are returned to the proposal record. The program automatically completes the Amount
funded and Date funded fields based on the information you entered on the gift record.

Also, the Link Gifts button now reads View Gifts.

) Amount funded from gifts: $25,000.00

9. To close the constituent record and return to the Constituents page, click Save and Close.

Breaking the Link between a Gift and a Proposal

On occasion, you may need to break the link between a gift and a proposal. A gift and proposal may have been
linked in error or the donor may decide to donate the gift to another project in your organization. When you
break the link, neither the gift nor the proposal is deleted from your database.
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» Breaking the link between a gift and a proposal from the proposal record
1. From the Prospect tab in a constituent record, select the Proposal option in the treeview.
Note: For information about accessing the Prospect tab, see “Accessing the Prospect Tab” on page 6.

2. Select the proposal in which you want break a link to a gift record, and select Open on the action bar. The
Proposal screen appears, displaying the General tab.

Proposal for Sean A. Davenport E3
File Edit “iew Propozal Help
5 ave and Ciose | [ )(| 4 b| i) ‘

v General |v Qctionl Medial v .t’-‘-.ttlibgtesl v ﬂntesl

M ame: IMaior Cranor Status: IEuIlivatinn j
Purpoze: |Ehildren's Research Endowment j Reason: |Salary Bonus j
Campaign: IAnnuaI Campaign jﬁl Tupe of gift; IEash j
Fund: |2DDE Annual Fund jﬁl Instrument: IEash j
vSoIicitor[s]l IMHSDH Andress R ating: IExceIIent j

Deadline: |12;5,.-'2005 EII Date rated: |5£28£2004 EII

Amounts
Amount azked: |$25,IJDD.DD ﬂl Date azked: |5£5£2DD4 EII
Amount expected: |$25,IJDD.DD ﬂl D ate expected: |5£5£2DDE EII
Amount funded; |$25,IJDD.DD ﬂl Drate funded: |5;25,.-'2DD.-.1 EII

Amount funded from gifts; $25,000,00

" Proposal iz inactive

| Original amount asked: $100.000.00 Original date azked: 5/5/2004

Click Link to Gift. Note: For information about accessing the Prospect tab, see “Accessing the Prospect Tab” on
page 6.

3. Click View Gift. The Link Gift screen appears, displaying all gift records to which the proposal is linked.

Link Gift to Major Donor I
a e &

Gift Type Gift Date Amount Applied Mame

Tatal paid amount: $25,000.00

4. Select the gift to which you want to break the link.
5. Click Break Link on the action bar. The gift is removed from the Link Gift screen.
6. To return to the proposal record, click Close.
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7. To save the changes and return to the Prospect tab, click Save and Close from the proposal record.

Avalilable Prospect Reports

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

Prospect Research Reports help you analyze the giving potential of future donors. Accessed through Reports on
the Raiser’s Edge bar, these documents track proposals presented to potential donors, track actions taken after a
proposal has been entered, and compare actual proposal results with the projected results.

Outstanding Proposal report. This report provides a list of proposals presented to potential donors.

Proposal Follow Up report. This report tracks actions taken after you present a proposal, including the status and
priority of the proposal.

Proposal Analysis. This report provides a comparison of proposal results with the expected outcome. It also
tracks the number of days the proposal has been open. You can graph the total amount asked and the total
amount funded.

Proposal Pipeline Summary. This is a cross-tab report that tracks proposal status and proposal solicitors.
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chapter 2

Glossary

This section defines words and phrases you need to know as you work with Prospect Research Management and
the Prospect tab. If you come across an unfamiliar term when reading this or any other book in The Raiser’s Edge
documentation, make sure you check the online glossary in the help file.

Adobe® Acrobat® Reader. Adobe® Acrobat® Reader is a third-party software application that enables electronic
distribution of formatted documents. Adobe® Acrobat® Reader can be downloaded free from the Adobe Web
site.

Action. An action is a specific step you take towards securing a donation from a constituent. It may include
meetings, mailings, telephone calls, and e-mail messages. Actions allow you to build a history of the contacts
and communications involved in creating a successful relationship with a constituent.

Action category. An action category defines the nature of the action. The categories are Phone Call, Meeting,
Mailing, E-mail, or Task/Other. The action record has varying available fields depending on the category you
choose. For example, if you choose Phone Call, you have a field to track the desired phone number and if you
choose Meeting, you can specify the location.

Action notification reminder. A notification reminder allows The Raiser’s Edge to remind you days, weeks, or
months before an action is scheduled to occur. You can easily keep track of when to phone a constituent, send
out a mailing, or meet a prospect for lunch. The notification can be set up to remind any user in your
database.

Action record. An action record contains all the pertinent information surrounding an action. Every action in the
database has its own record, which can be accessed from a constituent or event record, or directly through
the Actions page.

Action status. Action status is a user-defined field that indicates the condition of the action. Examples are Open,
Closed, Pending, Completed, and Not Completed. These statuses are used in building Action Tracks, creating
gueries, and generating reports.

Action track. An action track is a predefined sequence or series of actions assigned to a constituent or event
record. Tracks are usually a combination of independent and dependent actions. The creation of dependent
actions is based on the completion of a previous independent action. Tracks in essence simulate a hierarchal
process or checklist for a constituent or event.

Action type. An action type is a user-created table that further defines the action category. Examples for Mailing
are Follow-up letter, Welcome letter, Inquiry, and Birthday card.

Attribute. An attribute stores the qualities, characteristics, and preferences you associate with a constituent. An
attribute serves as a way for you to identify a constituent’s special interests, dietary preferences, or mailing
requests. Attributes can include hobbies, interests, activities, committees, and important dates.

Business rule. A business rule is a system-wide preference you set in Configuration to customize standard
procedures and requirements. With business rules, you can control functions and displays affecting all users in
the program.

Constituent. A constituent is an individual or business who supports your organization by contributing time,
money, and resources.
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Constituent record. A constituent record is a record that maintains all aspects of an individual or organization,
including biographical, relational, address, employment, and gift information.

Field. A field is a data entry box in which you add and store information on records in your database.

Home page. The Home page is a feature common to all The Raiser’s Edge programs that provides a central
location for quick and easy access to all areas of the program. Using links and tabs, you can customize your
Home page to display records and functions you use most frequently.

Inactive action. An inactive action is no longer current or valid. We recommend this option in lieu of deleting the
action record.

Inactive action track. An inactive action track is no longer current or valid. We recommend this option in lieu of
deleting the action track.

Link. A link is a bond between two constituent records or between two or more parts of a record. Examples of
links are spouse, education, business, or matching gift information. Links can also be “hyperlinks”. With
hyperlinks you can move from one part of The Raiser’s Edge to another. For example, Records, Query, and
Reports are all hyperlinks.

Media object. A media object is an electronic copy of something such as a newspaper clipping, letter, picture, or
graph that pertains to a constituent and is stored on the Media tab of his constituent record. The Media tab
uses Object Linking and Embedding (OLE) to store these newspaper clippings, letters, pictures, graphs, and
other important data about your constituents.

Option. An option is a preference you select that specifies defaults in The Raiser’s Edge. Options are
password-specific and follow the user, regardless of the workstation he logs into.

Password. A password is a series of typed characters required to access a computer program. This prevents
unauthorized users from entering the program.

PDF (Portable Document Format). A PDF is a type of document viewed with Adobe® Acrobat® Reader that
maintains its formatting and displays correctly on any output device. For example, The Raiser’s Edge user
guides are saved as PDFs and can be printed or accessed from the Help file, Online Manual page of the
program, or the installation CD. PDF files contain hyperlinks so you can jump from topic to topic.

Preferences. See “Option” on page 68.

Proposal. A proposal is a gift request made by your organization. For example, if you discover a constituent has
inherited $1,000,000 and your organization decides to pursue the constituent for a donation, you can enter a
proposal in the program, documenting a purpose for the donation; how much you requested and when; the
campaign, fund, or appeal involved; and the proposal’s status. You enter proposals on the Prospect tab in the
constituent’s record.

Prospect. The prospect is the source from whom your organization is cultivating a gift. For example, if you
discover Dr. Robert C. Hernadez, M.D. has inherited $1,000,000 and your organization decides to pursue him
for a donation, Dr. Hernadez is a prospect.

Query. Query is the means by which you flag, group, and list selected records from your database. You can create
dynamic and static queries specific to key areas of The Raiser’s Edge based on a set of criteria you define.
Although queries group entire records, you can limit and sort the output information included in query
results. You can use saved queries to limit the information processed in Records, Mail, and other areas of
The Raiser’s Edge. Using queries in this manner reduces data processing time.

Query format. Queries can be created in one of two formats: Dynamic and Static. Static queries search the
database and generate a list of records that match the specified criteria at a specific point in time. Dynamic
queries search the database and return records that match the criteria using the current database of
information.
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Query type. Query types correspond to specific application records. These vary according to the program you are
using. Your selection identifies the record type you want to query and makes a list of that record’s fields
available for filtering, output, and sorting.

Rating. A rating is a detailed analyses of gift and constituent prospects, usually performed by an outside research
company. Ratings information is based on a study of wealth of individuals and organizations. The results
usually include a category, such as target gift or asset level, along with an amount description suggesting what
your organization can realistically expect to receive from the individual or organization.

Record. A record is a page in The Raiser’s Edge from which you add, edit, and delete information such as names,
addresses, relationships, gifts, memberships, events. Records is also an area in The Raiser’s Edge where you
can manage records.

Relationship. A relationship is defined as a familial or social association with a constituent. In The Raiser’s Edge,
you can track five different types of relationships for a constituent. These relationships are individual (friends,
family members, associates), organization (businesses, clubs, employers), bank (financial institutions),
education (schools, colleges, and universities), and assigned canvasser (individuals or organizations assigned
to secure donations from the constituent).

Security. Security is a shared area in The Raiser’s Edge in which you establish access rights for users. With Security
you can control what specific groups of users are allowed to view, add, edit, or delete information.

Security group. A Security group is a group of users you define in Administration. You control security in
The Raiser’s Edge by creating groups with specific rights and assigning users to groups based on how much
system access you want them to have. You can edit the rights of existing groups.

Server. A server is a powerful computer or processor dedicated to managing disk drives, printers, or network
traffic. Servers are often dedicated, meaning they perform no tasks other than server tasks. For example, a
dedicated database server for processing database queries has no other functions besides processing the
queries.

Shortcut menu. A shortcut menu is a list of commonly used commands you can select to quickly perform actions
or to display properties. Open, Delete, Print, and Properties are common shortcut menu items. To access
shortcut menus, place your cursor in a field or grid and click the right mouse button.

Static query. A static query is a query that provides a record of query output that existed at the time you
established the query. If you run a report two months later using the same query, the system restricts the new
output to only the records from the original query. Data entered after the original query is disregarded.

Status bar. The status bar is a horizontal strip at the bottom of a screen that displays important messages to assist
you in the program. For example, when the cursor is in a field with a table lookup available, “Press F7 for Table
Lookup” appears in the status bar.

Tab. A tab is a design element that appears at the top of some screens in The Raiser’s Edge. Tabs work to separate
options into themed groups. For instance, you will find formatting options on various system Format tabs.

Table. A table is a field in which you can pre-define entries to save time and promote consistency for your data
entry.

Table lookup. A table lookup is a table from which you can select and enter information into fields to speed data
entry. To access a table lookup, place your cursor in a lookup field and press F7.

Title bar. A title bar is a horizontal strip at the top of a screen that identifies a program or file.

Toolbar. A toolbar is a horizontal strip with buttons that, when clicked, perform specific tasks. It is located under
the title bar at the top of a screen. Common toolbar buttons include New, Open, Save, and Print.

Treeview. A treeview is a hierarchical list used throughout The Raiser’s Edge. Treeviews differ from standard lists
in that items in a treeview contain branches represented by dotted lines. Some treeviews automatically
display all branches; for others you must click a plus sign to view the branches.

User option. See “Option” on page 68.
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Wizard. A wizard is a utility that walks you through a process.
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