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chapter i

What Is In This Guide?

In the Query & Export Guide, you can learn about extracting information from The Raiser’s Edge and exporting
data to other software programs. You can also learn about the following.

¢ “Understand the Ask Operator” on page 25

e “Create a relationship query using address processing” on page 38
e “Create a query of records with nothing in common” on page 75

¢ “Eliminate Duplicates From a Query” on page 104

e “Export Formats” on page 140

e “Export contact name and address information” on page 175

¢ “Send an Export Data File as Email” on page 200

e “Add an export to the list of favorites” on page 203

How Do | Use These Guides?

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

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

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

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

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

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Query, as the name implies, is a way of asking questions of your database. With the Query module, you can
select, group, and list records that meet a set of conditions you define. Queries are used throughout

The Raiser’s Edge to limit the scope of a task to a group of selected records. For example, you can use a query to
group all constituents in your database who are board members. When you create a query, you define the
records you want to include. When you use a query in another areas of the program, such as Mail or Reports, the
program processes only the records matching the query definition. To create a query, you must establish criteria
or conditions a record must satisfy in order to be included in the query. The program then locates and lists
specific records based on this criteria.

Query performs two tasks. First, it segments your database based on criteria you define. Secondly, it groups
records for quick reference and use in other areas of the program, such as Mail, Export, or Reports. For example,
you can create a query of all constituents who donated $100 to your organization’s Capital Campaign and then
create mailing labels for this group.

Warning: Query is not meant to be used as a reporting tool. Query groups records you can then use with other
areas of the program such as Reports, Export, and Mail.

Use Query to group certain records in your database based on criteria you define. Then, “ask” the program to
display specific information about the records to check the accuracy of your query. For example, you create a
campaign query for your organization. This query contains information for campaigns currently receiving
donations. For the query results, you want to list the name of the campaign and the campaign goal. By selecting
output fields for query results, your query not only groups the records based on criteria you specify, but also
provides information to check the query. You can assign a sorting order to output fields and define formatting for
fields containing date, number, currency, amount, and code table values.

Query is very versatile. You can choose from up to 13 query types. You can create, edit, and delete queries. In
addition, you have the option of merging two queries to create a third. You can use Query’s customizing
capabilities to create templates for the queries you run most frequently, customize the format of the results, and
export the information on the Results tab to a word processing or spreadsheet program.

Frequently Used Terms

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

Available Fields. This is a list of all information categories containing fields you can use in your query. The fields
you can use are based on the type of query you are creating. Fields for each query type are listed in categories
of information which can be expanded to reveal all the fields that fall under each category. For example, if you
want to create a gift query, only fields pertaining to the gift record are available for selection.

Control Report. This is a report listing the criteria fields and criteria operators selected for a query. The report
also shows the sort and output fields selected for the query, the name you assigned to it, and the location
where the query was saved.

Criteria Fields. You can use criteria fields to make a global selection of records to include in your query. For
example, if you use Gift Type as a criteria field, the program looks at constituent gift information and “groups”
all records with any gift type information.

Criteria Operators. These fields, in conjunction with criteria fields, let you define the specific conditions a record
must meet to be included in a group. Using the earlier example, if you select the criteria field Gift Type, the
program searches the database and “groups” all records with any gift type information. If you assign the
criteria operator “equals” and the value “cash,” the program looks at all the grouped records and selects those
with a gift type equal to Cash.

Warning: We recommend you limit the number of output fields you select. The more output fields you select,
the longer the query may take to run.
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Output Fields. These fields determine the information that displays on the Results tab of your query. For
example, you are creating a query of all constituents who donated $10 or more to your organization’s Literacy
Fund during the months of January, February, and March. For all records meeting this criteria, you want to see
only the constituent name and gift amount. Name and Gift Amount are your output fields for this query.

Query. A query is how you flag, group, and list selected records from your database that meet certain criteria you
define. Think of your database as a filing cabinet. Running a query is very much like asking someone to look at
all the records found in your filing cabinet and create stacks of records based on the criteria you define.

Sort Fields. These fields determine the order in which records appear on the query Results tab. You can sort in
ascending or descending order. For the above, you can select Last Name and Gift Amount as your sort fields.
You can sort alphabetically by last name, numerically by gift amount, or by using both fields.

Tips When Using Query

Selecting, grouping, and creating lists in Query is not always the easiest task. Query is used for two very important
reasons: to segment your database based on criteria you define and to group records for quick reference and to
use in other areas of The Raiser’s Edge. As you create a query, make sure you have a clear understanding of what
the task involves. Once you learn query basics in this chapter, refer to this list to help clarify certain aspects of the
process.

¢ Query duplicates are not a cause for concern: Just because a record is ‘duplicated’ in your query results does
not mean it is also duplicated in the query itself. Query duplication occurs when you include one-to-many fields
in the query output. For example, if you place phone number in the output, and John has three phone
numbers, each number appears on a separate row in the query results. However, when you save the query and
use it to run labels, John’s name appears only once.

If your query output does not include one-to-many fields, use the Suppress Duplicate Rows option to minimize
duplicates. For more information about suppressing duplicate rows see, “Eliminate Duplicates From a
Query” on page 104.

¢ Query is not a reporting function: Query is designed to group records, and is not intended to be a reporting
tool. That being said, if you need a quick and easy list of names, printing your query results may be adequate.
However, if you need a polished report, save the query and use it in Reports.

¢ Exporting from Query is not a good idea: Query is a grouping tool, and, although you can export query results,
you will most likely prefer your results when they are exported from Export. When you export from Query, you
are exporting exactly what you view in the query results (which is typically not what you actually want).

¢ Existing queries do not have to be run or refreshed: An existing query is ready for use anywhere in The Raiser’s
Edge. When you create a new query, you can run it to make sure it includes the correct records. Doing so is not
necessary in order to save the query.

¢ Field values are not saved with static queries: Until a static query is refreshed, it includes the same records it
did when it was first created (or last refreshed). For example, Tom is a board member and is included in a static
query of all board members. The query output includes names and addresses. If you remove the Board
Member constituent code from Tom’s Bio 2 tab and then run (not refresh) the query again, Tom’s name and
address no longer appear in the query results. However, Tom is still included in the query until it is refreshed. To
verify, you can use the query to run labels in Mail — Tom’s name still appears.

Navigate in Query

The Raiser’s Edge Query page contains the commands necessary to complete all query functions. You can
customize this screen with shortcuts to facilitate your access to query records and reduce the time it takes to
perform certain query functions. For more information about customizing the Query page, refer to “Customize
Query and Use Favorites” on page 62.
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Parts of the Query Page

Note: The appearance of the Query page varies depending on the preferences you select on the User Options

screen.

In order to navigate through Query, you must understand the parts of the Query page. To access the Query page,
click Query on the Raiser’s Edge bar. The Query page appears.
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Format
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Welcome to The Raiser's Edge 7

The Query page contains four main components: query action bar, query filters, query grid, and query locators.

Query Action Bar

You can perform several query tasks from the Query page. Links on the action bar provide a shortcut to the most
commonly performed query tasks. From the Query page, you can create, open, merge, delete, print, run, export,
and find a query. You can also organize queries into categories. To begin any of these tasks, simply click the query
link and the screen for that function appears.

] New Query...

| Open | Merge Queries...  2€ Delete... =4 Print ?Run Query & Export ﬂFi_nd... Organize Categories..
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Query Filters

Query filters let you determine which queries display in the query grid. You can filter by query type or query
format, or you can elect to show only the queries you created. The Type and Format fields and the Only show my
queries checkbox are extremely helpful because they can reduce the amount of time it takes to locate a query.
For example, if you are searching for a gift query you created, you may want to use the query Type Constituent
and the Only show my queries checkbox as filters.

] Type: I Gift LI Famat: I <Al Formats» LI

I
I ™ Only show my queries

Query Grid

The query grid displays all queries matching the query filters you use. This grid is for informational purposes only.
You can only enter and edit the information in this grid from the query record. To find a query, click the up and
down arrows on the scroll bar to scroll through the list.

Mame Tupe Diezcription Farmat Created Created by Fecords ﬂ
Action search for Supervisor Action  Used by the Search Scree.. Dynamic 12/28/1933 Supervizor MAA
Action Track: Completed = Yes Action  Segments of the Action tra... Dynamic  02/21,/2000 Supervizor MAA
Action Track: Completed=Yes/lnter... Action  Completed=ves/nterest G... Dynamic  05/30/2000 Supervizor MAA
Action Track: Interest Generated = .. Action  Segments of the Major Do... Dynamic  02/21,/2000 Supervizor MAA
Action Track: Interest Generated = .. Action  Segments of the Major Do... Dynamic  02/21,/2000 Supervizor MAA
All embers tMember... Al Members [Current and .. Dynamic  05/24/2000 Supervizar MAA
Appeal search for Supervizor Appeal  Used by the Search Scree.. Dynamic 08/23/1933 Supervizor MAA
Blank Primary Addreszee Constitu... Dynamic  06/20/2000 Supervizar MAA
Board Members Constitu... This querny is being uzed in... Dynamic  12/2941933 Supervizar MAA
Campaignz/average gift over $1.000 Campaign Campaigns whose averag.. Dynamic  05/24/2000 Supervisor MAA
Development Committee [Const Attr... Constitu... Thiz queny is being uzsed in... Dynamic  01/31/2000 Supervizar MAA
Dionars for 'Thiz Month' Constitu... Donors who have given t.. Dynamic  04/05/2000 Supervizar MAA
Events with other donations Ewvent Al events that have recei.. Dynamic  05/24/2000 Supervisor Mg LI
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Query Locators

Below the query grid are two areas you can use to search for queries. The Recently Accessed Queries frame
displays a list of the most recently opened queries. You can use the Quick Find field to enter the name of a query
and locate it without opening the query search screen. If you have numerous queries in the query grid, you can
hide these two areas if you select View, Expand Query List from the shell menu.

Recently Accessed Queries Quick Find

Solicit Code of ‘Do not phone’ ;I I ﬁl
Members [active and dropped)

Board Members ;I

Query Usage

On the Query page, many query records may be displayed in the query grid. To provide more information that
may help differentiate between queries, you can view where in the system each query is currently being used.
When you select a query in the grid, under The selected query is used in the following... at the bottom of the
page, you can view the name of the process where it is used, what type of process it is, and who created the
process. For example, you can select a query for event participants and see that it is currently being used in an
Event Summary Report, and it was created by your supervisor.

A

T e Moibeds 77 _""Mél"ﬁD‘L.,_ _.<'-P|Tfi;\"|8|.1:|'bc:l"5 v Thynanie ’;D'b.rr_-rzfﬂ'tua"r_. B, viS e -
Relations with Daughter/Son  Relation, .. Relations with ... Dvnamic 05/24/2000  Supervisor
Gift Amount = ASK Gift Dywnamic 05/25/2000  Supervisor
I Only show my queries

Recently Accessed Queries [ The selected query is used in the following... \\

volunkeers ;I Marne Type Created by

VIPs o . Golf Tournament - 2004 Expenses Report Supervisar

Donor Giving Summary For This ... LI Galf Tournament - 2004 Summary Reoart Supervisar /

Note: For some process types, you can click the name of the process where the query is being used to access
the process record.

Mame Type Dezeription Farrnat Created Created by Records ﬂ
Action gearch for Supervizor Action  Used by the Search Scree.. Dynamic 12/28/1999 Supervizar HAA
Action Track: Complated = Yes Action  Segments of the Action bra.. Dynamic  02/21/2000 Supervizar HAA
Action Track: Completed=vesz/Inter... Action  Complated=vesdnterest G... Dynamic  05/30/2000 Supervizor HAA
Action Track: Interest Generated = ... Action  Sedments of the Major Do... Dynamic  02/21/2000 Supervizor HAA
Action Track: Interest Generated = ... Action  Sedments of the Major Do... Dynamic  02/21/2000 Supervizor HAA
All Members Member... Al Merbers [Current and ... Dynamic  05/24/2000 Supervizor HAA
Appeal zearch for Supervizar Appeal  Used by the Search Scree.. Dynamic  08/23/1999 Supervizar HAA
Blank. Primary Addreszee Caristitu... Dynamic  06/20/2000 Supervizar HAA
Board Members Constitu... Thiz query iz being uzed in... Dynamic  12/29/1999 Supervizar HAA
Campaigns/average gift over $1,000 Campaign Campaigns whose averag.. Dynamic  05/24/2000 Supervizar HAA
Developrment Committee [Canst Abtri.. Constitu... Thiz query iz being uzed in... Dynamic  01/31/2000 Supervizar HAA
Dionars for 'Thiz Manth' Constitu... Donors whao have given 't.. Dynamic  04/05/2000 Supervizar HAA
Events with ather donations Event All events that have recei.. Dynamic  05/24/2000 Supervisor HAA LI
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Access a Query

A query record stores all criteria, output, and sort field information. Once you create queries, you can perform a
variety of tasks with them, including editing and deleting. You can open queries directly from the Query page by
scrolling through the grid, highlighting the query you want to open and clicking the Open link. Another way to
access queries is from the Open Query screen. Enter all or part of the name of the query you want to open in the
Quick Find field on the Query page and click the binoculars. The Open Query screen appears, which helps you
locate a query by various details, such as query type, name, format, and description. The description is useful if
you do not know the exact name of the query you want to open. Use some or all the fields in the Find queries
using these criteria frame on the Open Query screen to narrow your search.

» Open a query record

Tip: You can also click Find on the action bar of the Query page to access and locate a query.

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

2. Inthe Quick Find field on the bottom right of the screen, enter the name of the query and click the
binoculars.

[ The Raiser's Edge [_[O]x]

Ele Edit View Go Favorites Tools Help

4= Back # Forward ‘Open in separate window

g_ Query

] Mew Query... <] Open  Merge Queries... 3¢ Delete.. =5 Print '? Run Query &4 Export ﬁ Find... Organize Categories..
Type: | Gift LI Formal:l(AH Formats> LI
Mame Type  Desaipion  Format  Created  Createdby  Records
Gift search for Supervisor Gift Used by the... Dynamic ~ 08/24/1993 Supervisor 1624 {ap...
Gift Amount = ASK. Gift Dynamic  05/25/2000 Supervisor 1101 {ap....
Gifts Marked as Admowledged Gift Al gifts give... Static 06/15/2000 Supervisor 121
Gifts that need to be adno... Gift Dynamic  12/04/2001 Supervisor 38 {approx)
Gifts for This Week' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 2 {approx)
Gifts for "This Month' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 18 (approx)
Gifts for This Year' Blackbaud s. .. 07/17/2002 Supervisor
Gifts Admowledged on = <... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 503 (app...
@' Mapping Campaign = <ask> and Dat... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (app...
Fund = =ask> and Date Ra... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (app...
Q Admin Appeal = <ask> and Date ... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 6 (approx)
g Batch Number = <ask> Gift Blackbaud s... Dynamic — 08/29/2002 Supervisor 6 (approx)
" Config Hon/Memorial Name = <ask... Gift Blackbaud s... Dynamic  10/03/2002 Supervisor 18 (approx)
% Scanning
=
]
E_% NetSoluti
g~
@[Iashbo
rly show my queries
I~ Only sh
AuctionM. B B N
Pro Recently Accessed Queries Quick Find
B Gift search for Supervisor =g &l
e Hon/Memorial Name = <ask> and Date Range = <ask>
- Gifts Marked as Acknowlzdged =
Cents

‘Welcome to The Raiser's Edge 7 4
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If there are no queries matching the description you provided, the Open Query screen appears.

i+, Open Query

Find: I Queries j

ol Open

Cancel

& Edt

Options

AR R

Find Queries that meet these criteria: 4 Eind Now
Query type: lﬁ Created On: IW New Search
Query format; Iﬁ Created by: Iﬁ Previous Search
Query name: IW
Description: lﬁ
™ Show merged queriss only I Exact match only Expand Results

Warning: We recommend using the filter fields on the Find Queries that meet these criteria frame sparingly.
Adding too many filters can narrow your search too much, resulting in no matches.

3. Inthe Find Queries that meet these criteria frame, decide what criteria you want to use to search for the
query and enter the information in the appropriate fields. You can search by Query type, Query format,
Query name, Description, Created On, or Created by. Use the Created On field to enter the date the
query was created. The Created by field helps you locate a query by its author.

4. If you are searching for merged queries, you can narrow your search by marking the Show merged
queries only checkbox. This checkbox displays only merged queries in the results grid.

Note: Queries created from reports do not appear in the grid. However, they can be used as a source for a new
query. For more information, see “Use Output Queries as a Source for a New Query” on page 106.

5. If you want to display only queries that meet the exact criteria you define, mark the Exact match only
checkbox. If you mark this checkbox, an asterisk is taken literally and not as a wildcard. This means that
the query must contain an asterisk in its name to appear in the results grid. For more information about
wildcard characters, see “Understand Wildcard Characters” on page 26.

Note: You can click the Expand Results button to make the query list area larger.
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6. Once you enter all your search criteria, click Find Now. The program searches the database and locates all

gueries matching the criteria you entered. These queries appear in the grid.

Find: I Queries ﬂ

Query Mame Format vy Open
Cancel
Inactive Records This query is being us... Constituent Crynammic Superviso
Invalid AddressfBlank... This query is being us... Constituent Crynamic Superviso

& Edt

Options

KN i

Eind M
Fid Queries that meet theze criteria: Bl o

Query type: IEonstituent v[ Created Or: |n1 /3172000 E'l Mew Search
Query format: I Dynamic - I Created by: I Supervisor = l Previous Search

Query name:l vI
Description: I - I

fAARREE G

™ Show merged queriss only I Exact match only Expand Results

|3 records found.

7. Once you locate your query, highlight it and click Open. The selected query record appears.

42, Development Committee [Const Attribute] - The Haizer’s Edge

File Edit View Fommat Hecords Favortes Tool: Help

CIE I 1R

Z:Dutputl §:Sort| 4_1:F|esults|
The filters entered here will determine the records that are output.
¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid addiess

— fwailable Fields — Filter:
Shiow: |<AII> j ----- Constituent 5 pecific Attributes Committees Description equals Deve
[#- Query Fields -

Favorites

Constituent Information
Spouge

Aliages

Credit Cards

Constituency

Solicit Codes

Constituent 5 alicitar [nfarmat
-- Primary Alurnni Information =

S o |

a4
& Find...l Select> | <-F!emove| Change...l _[l _]I ﬂl il LIL'

< Bach | Mext » | Cancel | EunNowl

A

8. Make the appropriate changes and click Save to save the query record.
9. Close the query record by selecting File, Close from the menu bar.
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Toolbar Buttons

The toolbar contains buttons representing common commands used in Query. By clicking these buttons, you can
easily perform a function, such as saving, without using the menu bar. Some of the buttons listed below only
appear on the Results tab of an opened query.

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

Save the current query

Run the current query

Export query results

Send query results as mail

View query properties

-

Iy

Print query results or query control report

[

I
>
o
o)
[
[0}
=
<
=
©
[oN
7

H

o

o to the first query record

[~]

o

o to the previous query record

[+]

)

o to the next query record

=]

Go to the last query record

7]

Access help contents

For more information about menu bars, see the Program Basics chapter of the Program Basics Guide.
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Query User Options

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

Your ability to access User Options is based on your access rights as defined in Security. For more information
about user access rights, refer to the Security chapter of the Configuration & Security Guide.

You can establish general, advanced, and code table default query settings. Use these options to set preferences
for creating and running queries.

» Set General query options

All query options are located on the Query tab of the Options screen. Your selection in the list on the left
determines which options display on the right.

1. From the shell menu bar, select Tools, User Options. The Options screen appears.

2. Select the Query tab. The tab opens with General selected in the list on the left. The General query
options appear on the right.

Options
Adrminiztration I Caolar I Printifig | File Locations I Memberzhip Scanning
General I Home I Becords Export I Reports I Mail I Batch
A~
A . . . .
I Yiou can use these options to set perzonal preferences for creating ar running queries.,
General .
ed [ Automatically save query parameters on cloge
Code tables
Drefault quen tpe: IEunstiluent j
Drefault query format: ID_I,Jnamic: j

*fou can chooze which name format to use when displaying
constituents in the query results grid.

Canstituent name format; ILasL First Middle j

1'ou can chooge bo dizplay the number of records found on all
queries and to automatically run a query when it iz opened.

|+ Display number of recards found on all quernies
[~ Automatically win queries when opened

[ Display raw numbers

Feset to System Defaultsl 0k I Cancel | Apply |

Note: Parameters refer to any field, option, or filter that narrows information used in a query. By naming and
saving the query, you can reuse it or open and modify it and save it under a new name instead of starting

anew.
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3.

You can mark a checkbox to Automatically save query parameters on close. If you have not saved a query
before, when you close it (whether or not it has been run), the Save Query As screen appears so you can
name and save the query. If you already saved the query, when you close it after making changes, any
new parameters are automatically saved without the Save Query As screen appearing. We recommend
you mark this checkbox and always name and save your queries for future use.

Define a Default query type for new queries. If you create one type of query more often than others,
entering it as your default can speed data entry. For example, if you run constituent queries more often
than any other type, entering it as your default saves time when you create queries.

Note: We recommend you select Constituent as your Default query type and Dynamic as your Default query
format. These are the most commonly used options. Constituent queries give you access to all fields in your
database. Dynamic queries automatically update every time they are used.

5.

9.
10.

Enter a Default query format. Select either “Dynamic” or “Static”. If you want most of your queries to
include new records each time you run them, select “Dynamic”. If you want most of your queries to
include only the records selected at the time you create the query, select “Static”. For more information
on dynamic and static queries see “Query Formats” on page 22.

Select a Constituent name format to determine how constituents display in the query results grid. For
Output and Criteria tabs, the Name field appears as you define it to display in Query User Options.

In the You can choose to display the number of records found on all queries and to automatically run a
query when it is opened frame, mark the Display number of records found on all queries checkbox if you
want the number of records to automatically display on the Results tab. You may want to include this
number as a quick reference when you run your queries.

If you want to save time by going directly to the Results tab when you open a query, you can mark the
Automatically run queries when opened checkbox.

To display row numbers on the Results tab, mark the Display row numbers checkbox.

Click Apply to save your selections and keep User Options open, or click OK to save your settings and exit
User Options.

» Set Advanced query options

Advanced options include establishing criteria and sort field defaults.

1.
2.

From the shell menu bar, select Tools, User Options. The Options screen appears.
Select the Query tab.
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4.
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From the list on the left, select Advanced. The Advanced query options appear on the right.

Options
Adrminiztration ] Caolar ] Printifig ] File Locations ] Memberzhip Scanning ]
General ] Home ] Becords Querny ] Export ] Reports ] Mail ] Batch ]

N

A= : . . :
%" You can use these options to set personal preferences for creating or running quieries.
General when displaying ves/Mo fields, show: |Yes,.-'Ng ﬂ
Code tables

i'ou can chooge whether or not the system should automatic ally
apply filter criteria to summary fields.

™~ Autoratically apply all query criteria
¢~ Do not automatically apply all queny critena

fo  Azk me each time | zelect a summary field

'ou can chooge ko automatically add criteria ar zort fields az output,
WV Automatically add criteria fields as output fields

v Automatically add sort fislds a3 output fields

Feset to Syster Defaults ‘ u] | Cancel

Use the When displaying Yes/No fields, show field to determine how values for fields that require an
“either, or” entry display. The default is Yes/No, but you may want to use another variation such as

True/False or Y/N.

Note: Summary fields display sum values for fields. For example, Total Amount of Gifts and Total Number of
Job Assignments are summary fields.

5.

In the You can choose whether or not the system should automatically apply filter criteria to summary
fields frame, you can mark an option to Automatically apply all query criteria, Do not automatically
apply all query criteria, or Ask me each time | select a summary field.

If you mark Automatically apply all query criteria, any field you select as criteria is automatically applied
to any applicable summary field you choose. For example, you may filter constituents by gifts given to
your Annual Fund. If you elect to automatically apply filters to summary fields, the total amount for a
constituent includes only gifts given to this fund. If you do not automatically apply filters to summary
fields, the total amount reflects all gifts given by a constituent. Automatically applying your criteria to all
summary fields can save a great amount of time, as opposed to specifying whether you want the criteria
to apply each time you select a summary field.

If you mark Do not automatically apply all query criteria, when you select a summary field, you must
specify if you want the filter fields you already selected to apply to the summary field.

If you mark Ask me each time | select a summary field, each time you select a summary field, and at least
one applicable criteria field is already selected, a message appears asking if you want to apply applicable
criteria to the summary field. Click Yes to apply the criteria.

Tip: If you usually make your criteria or sort fields output for your queries, you can save time by marking a
checkbox to automatically include them as output every time you run a query.
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6.

In the You can choose to automatically add criteria or sort fields as output frame, you can mark a
checkbox to Automatically add criteria fields as output fields, so whenever you run a query, any fields
you select as criteria also appear as output for the query. You can do the same with the fields you select to
sort the query when you mark the Automatically add sort fields as output fields checkbox.

Click Apply to save your selections and keep User Options open, or click OK to save your settings and exit
User Options.

» Set Code tables query options

Note: A field with a down arrow to the right is a code table. You can display entries for some tables in either a
short or long description. Once you become familiar with your entries, you may want to display the short
entries to save time.

You can select how code tables, such as State and Constituent code, display and sort in queries.

1.
2.
3.

From the shell menu bar, select Tools, User Options. The Options screen appears.
Select the Query tab.
From the list on the left, select Code tables. The Code tables query options appear on the right.

Options
Adrminiztration ] Caolar ] Printifig ] File Locations ] Memberzhip Scanning ]
General ] Home ] Becords Querny ] EHlet] Fiepur_ts] Mail ] Batch ]
N
&

= . . . .
%" You can use these options to set personal preferences for creating or running quieries.

Esneral d r'ou can chooge bo digplay code tables by their zhort or long
e dezcription in queries.

™ Shart dezcription

* Laong description

*fou can chooze the default sort order when code tables are
selected as sort fields.

{+ Sort alphabetically

~ Sart by table order

Feset to Syster Defaults u] | Cancel

In the You can choose to display code tables by their short or long description in queries frame, you can
mark an option to display the Short description or Long description. For example, if you want to view the
constituent code Volunteer as “VOL” in Query, select Short description. If you want to view the word
“Volunteer”, select Long description.

In the You can choose the default sort order when code tables are selected as sort fields frame, you can
mark an option to Sort alphabetically or Sort by table order.

Note: If you want to undo any changes you made and reestablish all program settings, click Reset System to
Defaults. To exit User Options without saving your most recent changes, click Cancel.
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6. Click Apply to save and apply your changes and keep the Options screen open. Click OK to save your
changes and exit the Options screen. For more information about User Options, see the User Options
chapter of the Program Basics Guide.

Query Record Components

A query is a file containing all records that meet the criteria you specify. A query also stores criteria fields
selected, criteria operators used, and the sorting order of output fields. You can customize your query record.
This is helpful if you want to create templates for the queries you run most frequently. For example, you can
establish default query types and formats based on what you use most often, or you can create a list of your
favorite query fields. Creating a list of your favorite or most often used query fields is very helpful in reducing the
time it takes to search each information category to find the fields you want to use. You can also establish
preferences to automatically add criteria and sort fields to the query’s output. All these options simplify the
qguerying process and help you save time.

A query record screen is composed of four tabs:
the Criteria tab, the Output tab, the Sort tab, and the Results tab.

Criteria Tab

Note: On the Criteria tab, the Name field appears as you define it to display in the Constituent name format
field in Query User Options.

On the Criteria tab, you can select the criteria fields and enter criteria operators to determine which records to
include in the query. For example, if you are creating an individual query to find the names of everyone with a
home telephone number for a phonathon, you can use the criteria field Phone Type “equals” Home to group all
individual records with a value in this field.

& New Constituent Query - The Raizer's Edge

File Edit “iew Format Hecords Favortes Tools Help

SEETEIFT 1R
| 20utput | 250t | 4Resuls|

The filkers entered here will determing the records that are autput.

¥ Include inactive constituent: W Include deceased constituents [ Include constituents with no valid address
—&vvailable Fislds — Filters
Show: |<All> =]

- Query Fields -
#- Favorites
- Constituent Information

- Spouse

- hliazes

- Credit Cards

- Constituency

- Solicit Codes

- Congtituent Solicitor Informat

- Prirnary Alumni Information
3

dh Find...l Select->| <-Hem0ve| Ehange...l _[l _]lﬂl il LlLl
< HEch | Hest » | Cancel | Eunanl

| 7

s
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Output Tab

Note: On the Output tab, the Name field appears as you define it to display in the Constituent name format
field in Query User Options.

On the Output tab, you can select the output fields corresponding to the information you want to see in the
guery results. These fields appear as column headings in your query Results tab. Output fields are optional, but
they facilitate the viewing and interpretation of your query results. For example, if you are creating an individual
query to find the names of everyone with a home telephone number for a phonathon, you probably want to have
Name and Phone Number as output fields. Remember, the more output fields you select, the longer the query
may take to run.

& New Constituent Query - The Raiser's Edge

File Edit “iew Foimat Eecords Faworites Tool: Help

=1E I YRS
1:Criteria  ; | Q:Sorll ﬂ:HesuItsl

Select the fields to dizplay in the Besultz grid. wWhen exporting, these are the fields to export,

—&vvailable Fislds — Output
Show: | <ll> =]
Query Figlds -
+- Favorites
- Conastituent Information

- Spouse

- hliazes

- Credit Cards

- Conztituency

- Solicit Codes

- Caonstituent Solicitor Informat

- Prirary & Infnrmalion—lll
| B

dh Find...l Select-)l <-F|emc:ve| B == llll
< Back | Hest > | Cancel | Bunanl

| | 7

-

Sort Tab

Note: If you enter a backslash (\ ) in the constituent name on the constituent record, Query sorts as if that
name started with the letter after the backslash. For example, if you enter The\Computer Warehouse in the
Org Name field on the Bio 1 tab of an organization’s record, The Computer Warehouse is sorted using the C
from “Computer”, rather than T from “The”.
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On the Sort tab, you can select the fields you want to sort by and the sorting order. You can sort in ascending or
descending order. Sort fields are optional. For example, if you are creating an individual query to list the name
and home telephone number of individual constituents for a phonathon, you can select an ascending sorting
order using the last name of the individual.

4@ New Constituent Query - The Raiser's Edge

File Edit View Fommat Hecords  Favortes Toolz Help
= I Y

1:Cliteria| 2 0utput ; 2 | &:Hesultsl

The recards returned by the query will be sarted by the fields selected here.

— Awailable Fields —Sort By
Show: | <All> =]

-+ Huery Fields -
+]- Favantes
- Conztituent [nformation

- Spouse

- bliazes

- Credit Cards

- Conztituency

- Solicit Codes

- Congtituent Solicitor Informat

- Primary dlumni Information =
»

il Find...l Select->| <-Hemove| [Ehamge.. ﬁIEILILI
< Back | Hext > | Cancel | Eunanl

| | | /4

-

If you choose the Name field on the Sort tab in Query, the query sorts by Last Name, First Name, and Middle
Name for individuals and by Organization Name for organizations.

Note: Itis important to use Sort Key if your query contains two constituents with the same name. This way,
you can easily recognize the constituents as two individuals rather than one because Import ID is used in the
sorting. Import ID does not appear in query results. However, it does appear in Export.

In addition, you can use the Sort Key field to alphabetize your records. The Sort Key field is used most often for
exporting purposes. This way, you can easily maintain the original sorting order in another software application,
such as Crystal Reports. For Individuals, Sort Key combines Last Name, First Name, Middle Name, and Import ID.
For example, John D. Campbell, with an import ID of 12345, sorts by “Campbell,John, D.,12345”. For
Organizations, Sort Key combines the Organization Name and Import ID. For example, AAA Concrete, with an
import ID of 45678, sorts by “AAA Concrete,45678".
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Results Tab

The Results tab displays the filtered data organized in columns resulting from your Criteria, Output, and Sort field
selections. This is a listing of the actual data found in your database. To determine how names display in the
query results grid, select a name format in the Constituent name format field in Query User Options.

& New Constituent Query - The Raiser's Edge
File Edit “iew Fomat Recods Fawortes Tool: Help
= e A T S N
1:Criteria | 2:0utput | 2:Sort
M arme Constituent |0 | Current Standing 1=
Adgd Concrete
ABC Learning Center 164
ABC Learning Center-Downtor 165
Adarnzon, Mark Daniel 3 Active |
All Track International 133
Andrews, Allizon Eve 4 Active
Andrews, Dustin Smiith 180
Ashton, Elizabeth Ann 2 Active
Autumnn [ndustries, Inc. 143
Awdeenka, Lucy Gaplar 48 Active
Bach, Julie b arie B Active
B aker, Derrick Julian
Baker, Franciz Evelyn 143
B aldwin Entertainment Corpor. 118
Barclay Furniture 182
The Bean Grinder 102
Beckner, Geoffrey Todd 5 -
< Back | THEwts | Cancel Bun Mo |
| 230 records | S

Query Types

Understanding the different query types is essential to using Query properly. Selecting a specific query type
instructs the program to select that particular record type for inclusion in the query. Query types determine the
field categories available to include in a query.

Hew Query

Ok, I Cahcel |

Selecting query types can be considered the first step in narrowing the information available for your query.
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Note: In User Options, you can establish your default query type on the Query tab of the Options screen. We
recommend you select Constituent as your default. Constituent queries give you access to all the fields in your
database. For more information, see “Query User Options” on page 13.

You can create queries based on the major record types found in the program (constituent, gift, fund, etc.).
Records are characterized by a series of tabs that organize specific information. You can also create queries using
the major information categories found in The Raiser’s Edge (for example, action, relationship, constituent, gift,
and fund). Information categories are usually tabs within a constituent record.

You can select from the following query types.

Action. Action queries are based on action records on the Action tab of a constituent record. For example, if you
schedule a meeting with 20 of your organization’s volunteers and want to print a quick list with their names,
you can use an action query to group the records on which you entered this meeting as an action.

Appeal. Appeal queries are based on the appeal record. For example, the Development Director for your
organization wants to locate all appeals with outstanding expenses. You can use the appeal query to group
this appeal information and export the results for further analysis.

Campaign. Campaign queries are based on the campaign record. For example, one of your board members
wants his company to match the amount donated to your organization’s Literacy Campaign and requests
information about certain solicitors for your campaigns. You can use a campaign query to group this
information for the board member.

Note: The constituent query is the query you will probably use most often. This query type gives you access to
all information contained in a constituent’s record.

Constituent. Constituent queries are based on the constituent record. Constituents are individuals or
organizations in your database who have donated time, funds, or resources to your organization. Constituent
queries give you access to all fields you find in other query types. The Constituent query gives you a complete
picture of the entire constituent record, including information about gifts, relationships, memberships, and
actions. For example, you want to change the area codes for all donors (both individual and organization
constituents) who reside or are based in the Miami area. You can use a constituent query to group these
records.

Event. Event queries are based on the event record and are available only if you use the optional module Event
Management. For example, you are finalizing your Annual Conference preparations and want to see if any of
your concurrent conference events have the same participants registered for them. You can use an event
qguery to group all participants with scheduling conflicts.

Fund. Fund queries are based on the fund record. For example, you are preparing the book of acknowledgments
for the Youth Literacy Campaign and want to make sure you mention the total amount of donations to all the
campaign funds. You can use a fund query to group and list these records.

Gift. Gift queries are based on the gift record. For example, you are preparing for your organization’s board
meeting and need a list of all gifts donated to the Annual Fund this year. You can use the gift query to group
and list these records.

Giving Score. Giving Score queries are based on Giving Score ratings each individual receives after your data is
scored by Target Analytics. For example, you would like to send a targeted mailing for an upcoming campaign
to raise funds for a new building and would like it to go to your best donors. You can create a Giving Score
query of all individuals in your database with a Giving Score rating of VIP and use that list for your mailing.

Note: You can use query type as filters when searching for a query.

Individual. Individual queries are based on the individual constituent record. For example, your organization is
planning the Annual Banquet and the Development Director wants to invite all individuals who have not
bought a ticket for the Annual Banquet in two years. You can use the individual query type to group these
individuals and export their mailing information to create an invitation letter.
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Jobs. Job queries are based on the job record and are available only if you use the optional module Volunteer
Management. For example, you are planning a training session for your volunteers and need to know how
many of them have CPR certification listed as a job qualification. You can use the job query type to group
these volunteer records.

Member. Member queries are based on the membership record. This query type is available only if you use the
optional module Membership Management. For example, you are updating the membership status of your
constituents and need to know which constituents have memberships expiring this month. You can use the
membership query type to group those records.

Organization. Organization queries are based on the organization constituent record. For example, you are
planning a new matching gift campaign and want to see how many of your constituents are matching gift
organizations. You can use an organization query to group and list these records. You can then use this list to
send out announcements about your new program.

Participant. Participant queries are based on the participant information found on the Participant tab of the
event record. This query type is available only if you use the optional module Event Management. For
example, the Finance Director for your organization wants to know how many of the Annual Conference
participants will receive the early registration discount. Early bird registrants need to register by the close of
the business day on May 30th. You can use a participant query to group all individuals who paid their
registration by the early bird registration deadline.

Relationship. Relationship queries are based on the relationship information on the Relationship tab of the
constituent record. For example, Mother’s Day is approaching and your organization has decided to send
roses to all mothers listed as constituent relationships in your database. You can use the relationship query to
group and list all mothers found in your database.

Query Formats

Note: You can use query format as a filter when searching for a query.

The query format determines what records are included when you run your query. Query formats can be used to
filter queries listed on the Query page. The two query formats are static and dynamic.

Static Query

A static query is like taking a “snapshot” of your database at the time you are creating the query. Only the records
selected when the query is originally created are included when the query is used in the program.

For example, you want to gather information about the first 50 constituents to donate over $5,000 to a new fund
in June. You can create a static query with the constituents’ names, gift amounts, gift dates, and addresses as the
output, so that you can send them special mailings and benefits. By using a static query, no other constituents will
automatically be included when you use the query again. The list of the 50 constituents is frozen when you create
it and remains the same, unless you choose to “refresh” the query. For more information about refreshing a static
guery, see “Refresh a Static Query” on page 59.

Dynamic Query

Note: If most of your queries are dynamic, we recommend you select “Dynamic” as your default. You can
establish your default query format on the Query tab of the Options screen of User Options. For more
information about User Options, see “Query User Options” on page 13.

A dynamic query is automatically refreshed each time it is used. When you use a dynamic query, the program
searches the database for any new records meeting the criteria you specify and adds them to the results.
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For example, you can use a dynamic query to determine how many new constituents donated to the Literacy
Fund at the end of each month. When you use the query to compile a list of constituents at the end of April, the
program searches the database and compiles a list of all constituents who donated. Then, when you use the
qguery to print the list at the end of July, the program again searches the database and compiles a list of
constituents who donated to the fund. If new constituents donated in May, June, or July, they appear on the July
report because the query added all new records meeting the criteria you defined.

Understand Query Criteria Operators

When you define a query, you establish a set of conditions each record must meet to be selected. You establish
these requirements using the criteria fields. You can use criteria fields to make a global selection of records. For
example, if you want to create a query of all constituents who donated $10 or more in cash gifts to your
organization, you can use the criteria fields Gift Type and Gift Amount to “group” the constituent information.
You use criteria operators in the criteria field to define more precisely the exact conditions a record must meet to
be selected. In other words, criteria operators are additional filters you assign to the criteria fields you select.
Using the example above, if you want to see only constituents who made a $10 or more cash donation to your
organization, use a criteria operator to specify that the Gift Type “equals” Cash and the Gift Amount is “greater
than or equal to” $10 for the record to be selected.

You can select from many different criteria operators to narrow your queries, but not all of them are appropriate
for every field.

Equals. When you choose this operator, the records selected in your query must have the exact entry you
define. For example, if you choose Constituency Code “equals” Board Member, only records with the exact
entry of Board Member in the Constituency Code field are selected.

Does Not Equal. When you choose “does not equal” as your operator, the records selected for your query
must not match the entry you define. For example, if you choose Constituency Code “does not equal” Board
Member, the program selects every record that does not have Board Member entered as the constituent
code.

Greater Than. If you select “greater than” as your operator, the records selected must have a value greater than
the one you define. For example, if you select Gift Amount “greater than” $100, only records with gift
amounts of more than $100 are selected.

Greater Than or Equal To. Selecting “greater than or equal to” as your operator limits the records selected to
those with a value greater than or equal to the one you define. For example, if you select Gift Amount
“greater than or equal to” $100, only records with a gift amount of $100 or more are selected. This operator
includes the value you selected, in this case $100.

Less Than. When you select “less than” as your operator, you limit the records selected to those with an entry
less than the value you define. For example, if you select Gift Amount “less than” $100, only records with a
gift amount of $99.99 or less are selected. Records with a gift amount of $100 are not included.

Less Than or Equal To. When “less than or equal to” is selected as an operator, the records selected must
have an entry less than or equal to the value you define. For example, if you select Gift Amount “less than or
equal to” $100, only records with a gift amount of $100 or less are selected. This operator includes records
with the value you selected, in this case $100.

Note: The asterisk ( * ) can be used as a wildcard character with certain query operators. For more information
about wildcard characters, see “Understand Wildcard Characters” on page 26.

One Of. Choosing “one of” as the operator means that records selected must have at least one of the entries
you define. The “one of” operator acts as an “or” between the entries you select. For example, if you select
Campaign Category “one of” Annual, Capital, and Event, records selected must contain on of the campaigns
chosen.

Not One Of. Choosing “not one of” as the operator means that records selected must not contain any of the
entries you define. For example, if you select Campaign Category “not one of” Annual, Capital, and Event
records selected must not contain any of the campaigns you defined.
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Between. When you choose “between” as the operator, the records selected must fall within the range you
define. This criteria operator is inclusive. For example, if you select Gift Amount “between” $100 and $300,
records with gift amounts between $100 and $300 are included. Amounts equal to $100 and $300 are also
included.

Not Between. If this operator is selected, the records included in your query must not fall within the range you
specify. This operator is exclusive. For example, if you select Gift Payment Amount is “not between” $100 and
$300, only records with gift payments of less than $100 and more than $300 are included. Gift payments
between $100 and $300 are not included.

Note: The “blank” operator is helpful if you want to maintain consistency in data entry or if you want to see
which records have empty fields.

Blank. If you select “blank” as the operator, the records selected for your query must have a blank in the field
you specify. For example, if you choose Constituent ID is “blank”, the program selects records with an empty
Constituent ID field.

Is Not Blank. When “is not blank” is selected as the operator, the selected records must have an entry in the
field you specify. For example, if you select Constituent ID “is not blank”, the program selects all records with
an entry in the Constituent ID field.

Note: Wildcard characters allow you to replace a character or a set of characters in a field. For more
information about wildcard characters, refer to “Understand Wildcard Characters” on page 26.

Contains. Choosing “contains” as the operator selects records containing the defined value anywhere in the
field. For example, if you select Last Name “contains” G, any records with the letter “G” anywhere in the Last
name field are selected. You can use wildcard characters with this operator.

Does Not Contain. Choosing “does not contain” as the operator selects records that do not have the defined
entry anywhere in the field you specify. For example, if you select Last Name “does not contain” G, only
records without a “G” anywhere in the Last name field are selected. You can use wildcard characters with this
operator.

Begins With. Selecting “begins with” as the operator means that records selected must have an entry
beginning with the value you define. For example, if you choose Last Name “begins with” Bell, only
constituents whose last name begin with “Bell” are selected (for example, Bell, Bellmont, or Bellingham). You
can use wildcard characters with this operator.

Does Not Begin With. When you choose “does not begin with” as the operator, the records selected must not
have an entry beginning with the value you define. For example, if you choose Last Name “does not begin
with” Bell, only constituents whose last name does not have “Bell” at the beginning are selected. You can use
wildcard characters with this operator.

Like. The “like” operator allows you to use wildcard characters to replace a character or a set of charactersin a
field. This operator and the wildcard characters are particularly useful when you are not sure of the spelling of
a name or if you suspect something might be misspelled. For example, if you select Last Name “like” B?rd, the
program selects all records with a similar spelling for example, Berd, Bird, or Byrd).

Not Like. The “not like” operator selects the records that are not spelled like the entry you define. You can use
wildcard characters with this operator. For more information about wildcard characters, see “Understand
Wildcard Characters” on page 26.

Note: The “sounds like” operator is available only for text fields.

Sounds Like. The “sounds like” operator can be used when you want to select records based on a field for
which you do not have the exact spelling. For example, you want to add a note about a conversation you had
over the phone with a constituent who says their name is Smith. However, their name is actually spelled
Smyth, which sounds like Smith. When you query, if you search for “sounds like” Smith, the program will find
their record. You can also use wildcard characters with this operator.



QUERY 25

Ask. The “ask” operator means Ask at Runtime. This operator lets you postpone the selection of specific values
for your criteria fields (filters) until the time you actually run the query. For more information about the Ask
at Runtime wizard, see “Understand the Ask Operator” on page 25.

Understand the Ask Operator

Note: The Ask at Runtime operator is not available for summary fields.

The Ask at Runtime operator lets you postpone the selection of specific values for your criteria fields (filters) until
the time you actually run the query. For example, you may have a query you run on different dates that otherwise
has identical criteria and output. As you create the query, you can select the appropriate date criteria fields and
select the “<ask>" operator for that criteria field. When you run the query, an Ask at Runtime wizard appears,
asking you to define the values for any fields with the “<ask>" criteria operator selected.

Edit Field Criteria

| Age

Operator [EEEERMN -

ok I Cancel

Note: The “is <any value>”" criteria operator acts as a combination of the “not blank” and “blank” criteria
operators. It functions as the “not blank” operator when it selects records with any value in the field you
specify. It functions as the “blank” operator when it selects records with no value in the field you specify.

Once you select all your criteria fields and attempt to run the query, the wizard displays all criteria fields you
selected with the “<ask>" operator. You can select any of the standard criteria operators defined earlier. The Ask
at Runtime processing includes Field Criteria screens for every field you selected with the “<ask>" operator.

In addition to the criteria operators defined earlier, you can also select the “is <any value>”" criteria operator,
which is the default for the Ask at Runtime function. This criteria operator selects all possible entries for the filter
field you selected. By using “is <any value>” you are telling the program you want all possible values for a field,
including blanks. For example, if you select Gift Type with the criteria operator “is <any value>”, the program
selects all records with a value in that field.
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In other words, you are selecting such gifts as Cash, Pledges, Gifts-in-Kind, and Stocks. You also select all records
for which no value exists in the gift type field.

Ask at Runtime Wizard Step 3 of 3
Query Name: Yolunteers

Descriptian:

‘You have entered all of the required information for proceszing this gueny. 1F you
want ko review or change any criteria, click Back. If you are satisfied with the
criteria, click Finizh to begin proceszing the queny.

Review Criteria

Show:  All criteria @ "dzk at Buntime" criteria anly

AMND Job Azsignment is <any value>
AMD Poghion iz <any waluer

4]

Review Eriterial < Back | Tl EpE |

After the Ask at Runtime processing has concluded and before you view the query results, you can view all the
other criteria set for this query by clicking the Review Criteria button. You can select to view all filtering criteria
selected for the query or just the filtering criteria with the Ask at Runtime operator selected.

Understand Wildcard Characters

Note: Use wildcard characters with the following operators: “begins with”, “does not begin with”, “contains”,
“does not contain”, “like”, “not like”, and “sounds like”.

Some criteria operators allow you to use special characters or a series of characters to define conditions a record
must meet in order to be selected. These special characters are called “wildcards”. Wildcards are extremely
helpful when you are not sure about the spelling of a name or when you suspect something may be misspelled.
Below is a list of wildcard characters and examples of how they are used.

Question Mark (?). You can use the question mark symbol to replace a character. By typing a question mark
within a word, you are asking the program to search for every possible spelling of the word with the question
mark in that specific spot. More than one question mark is allowed within a word. For example, if you want to
locate any constituent with a last name such as Smith or Smyth you can use the criteria Last Name “like”
Sm?th. The program selects all constituents whose last name fits the pattern you described.

Asterisk (*). You can use the asterisk to replace a series of characters. For example, to locate all constituents
with a last name ending with the letters “son”, you can enter the criteria Last Name “like” *son. The program
selects all constituents whose last name ends in son (for example, Simpson, Henderson, or Michaelson).

Note: You should only use brackets ([ ]) when searching for a single character. If you need a wildcard to
replace a series of characters, use the asterisk (*).
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Brackets ([ ]). You can use brackets to query for a range of characters or to locate several characters. For
example, use the criteria Last Name “begins with” [A-C] to locate all constituent records with a last name
beginning with A through C. When you use the brackets with a comma between characters, you are searching
for records with the specific values listed. For example, if you select the criteria Last Name “begins with”
[A,C,F], the program selects all constituent records with last names beginning with A, C, and F and skips those
with last names beginning with B, D, and E.

Understand Combining Operators

Combining operators allow you to narrow your query even further by combining two separate sets of filtering
criteria to make one. Combining operators are characters that provide a link between selected criteria and define
the records included in the query.

And. You can use the And button between criteria fields to indicate that records must meet both criteria to be
selected. For example, if you use the field criteria Last Name “equals” to Smith And Constituency Code
“equals” to Board Member, the program locates all constituents whose last name is Smith AND who are board
members. The records selected have to meet both criteria to be included in the query. The default combining
operator used in a query record is And.

Or. You can use the Or button between fields to indicate records can meet either criteria to be selected. For
example, if you use the field criteria Last Name “equals” to Smith Or Constituency Code “equals” to Board
Member, the program locates all constituents whose last name is Smith OR constituents with a constituency
code of board member.

Parentheses (). You can use the parentheses buttons to make two pieces of a criteria a whole. If you select the
following criteria: State “equals” South Carolina And (Constituency Code “equals” Board Member Or Gift
Amount “greater than or equal to” $1,000) the records selected must first have South Carolina as a value in
the State field, and must have either a constituent code of Board Member or a gift amount of $1000 or more.
In this case, records must meet the first criteria and at least one of the criteria within the parentheses.

Work with Basic Query Functions

Once you are familiar with the terms and concepts associated with Query, you are ready to begin creating
queries. You can create, open, edit, delete, save, run, and send a query through electronic mail. You can also
organize queries into categories, change a query’s properties, and print a control report. The procedures detailed
in this section provide the basic information needed to perform the more advanced querying tasks presented
later in this chapter. In general, you can complete each task in many ways. The procedures section shows one
way you can accomplish each described task.

Create a Query

The query process lets you group records based on criteria you define. Once you create a query, you can edit,
delete, and print the results. You can also perform more advanced query functions like formatting the query
results, merging two queries, or using an output query. The following procedures take you step-by-step through
two of the ways in which you can create a query. The query types may differ, but the process for creating a query
is basically the same for all query types. For more information about query types, refer to “Query Types” on
page 20.
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» Create a constituent query

A constituent query is based on the records found in the constituent record. Constituents are individuals or
organizations in your database who have donated time, funds, or resources to your institution. Constituent

queries give you access to all fields you find in other query types. Constituent records include information
about gifts, relationships, actions, and addresses.

Scenario: The development director of your organization asks you to create a list of all constituents
who donated $10 or more to your organization’s Annual or Capital Campaigns, between January and
June of 2003. The list should be sorted in ascending alphabetical order and should list the names of
the constituent and how much each donated. You may want to update this list next month.

Note: You can determine your default query type and query format in User Options. We recommend you
select “Constituent” and “Dynamic” as your defaults. These are the most commonly used options. For more
information about Query User Options, see “Query User Options” on page 13.

1. From the Query page, on the action bar, click New Query. The New Query screen appears. For more
information about accessing a Query page, see “Navigate in Query” on page 5.

New Query E

Huery type: ([

Glueny farmat; IDynamic 'I

ak I Cancel |

Warning: If you do not have rights to certain records in The Raiser’s Edge, you do not see that query type in
the Query type field. For example, if you do not have rights to gift records, you do not see the query type of
Gift. For more information about Security, see the Configuration & Security Guide.

2. Inthe Query type field, select “Constituent” because you want to access information from both

organization and individual records.

3. Inthe Query format field, select “Dynamic” because you want to make sure this list is refreshed each time

you run it.



QUERY 29

4. Click OK. The New Constituent Query record screen appears.

12 New Constituent Query - The Raiser's Edge
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The filterz entered here will determine the records that are output.
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Note: You can add the criteria fields you use most often to your list of favorite fields. For more information
about creating a list of favorite query fields, refer to “Customize Query and Use Favorites” on page 62.

5. Mark the Include inactive constituents, Include deceased constituents, or Include constituents with no
valid address checkbox to indicate whether or not you want these constituents in your queries.

You generally do not want to include inactive constituents, deceased constituents, or constituents with no
valid address in your queries. However, checking any of these checkboxes gives you the ability to include
them for historic purposes. For this procedure, leave the default marks in the checkboxes.

6. Inthe Show field, select “<All>". You can select a specific group of fields, or select “<All>" to see a
complete list of Available Field categories.

7. Click the plus sign to the left of the group name to reveal criteria fields under each group. Click the Gifts
group to reveal the Gift Amount and the Gift Date fields. Click the Gifts, Campaigns group to reveal the
Campaign Category field.

Tip: You can use the Find button to easily locate a field in the Available Fields list.
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8. In the Available Fields box, highlight Gift Amount and click Select. The Edit Field Criteria screen appears.

Edit Field Criteria E2
| Gift Amount

Operetr (TR ~
W alue: I

ok I Cancel

Tip: You can also select a filter and access the Edit Field Criteria screen by highlighting the field and dragging it
into the Filters frame, or by double-clicking on the field.

9. Inthe Operator field, select “greater than or equal to”. For more information about criteria operators,
refer to “Understand Query Criteria Operators” on page 23.
10. In the Value field, enter the amount $10.00. Because the field is already formatted for monetary
amounts, you do not have to enter in the $, only the amount.
Edit Field Criteria E2
| Gift Amount

Operatar: (o e

Walle: |$1 0.00

Ok I Cancel




11. Click OK. The criteria field with the criteria operator appears in the Filters box.

12 New Constituent Query - The Raiser's Edge
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Note: You can install sample queries in The Raiser’s Edge. Some of these queries save the time it takes to
create them yourself. Others may serve as a starting point to get the specific results you are seeking. To access
the Sample Installer, select Tools, Install Samples from the shell menu bar. For more information about

installing samples for your database, see the Program Basics chapter in the Program Basics Guide.

12. In the Available Fields box, highlight Gift Date and click Select. The Edit Field Criteria screen appears.

Edit Field Criteria

Gift

Date

Operatar: [

Diate: I <Specific date»

Walue: I EI

[

ok I Cancel
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13. In the Operator field, select “between”.

Edit Field Critena E
| Gift Date

Operatar: |between j

Walue 1:

Walue 2

ak. I Cancel |

14. In the Value 1 field, enter the date 01/01/2003.
15. In the Value 2 field, enter the date 06/30/2003.

Edit Field Criteria E2
| Gift Date

Operator: | between =l

Value1:|01 AN /2003 EI
alue 2 IDE;’ED;"2DD3 EI

Cancel |

16. Click OK.

17. In the Available Fields box, highlight the field Campaign Category and click Select. The Edit Field Criteria
screen appears.

Edit Field Criteria

| Campaign Category

Operatar: [

W alue: I.-’-‘mnual j

ak I Cahicel




18.
appear.

19.
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In the Operator field, select “one of”. The Campaign Categories and the Campaign Categories to boxes

In the Campaign Categories box on the left, click the, highlight “Annual” and “Capital” and click the single

right arrow. The selected campaigns move to the Campaign Categories to box on the right side of the

screen.

Edit Field Criteria

| Campaign Category

[

Operatar: I.;,ne of
Campaign Categories:

|Event

Capital

> |
|
|

[ Each record must meet all specified criteria

ak | Cahicel |

Campaign Categories to

20. Click OK. You return to the Criteria tab of the New Constituent Query record screen. The criteria fields
with the criteria operators appear in the Filters box.

42, Mew Constituent Query - The Raiser's Edge
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Tip: You can move from one tab to another by clicking the Next and Back buttons.
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21. Select the Output tab. If you marked the Automatically add criteria fields as output fields checkbox in
User Options, the fields you select on the Criteria tab automatically appear in the Output box of the
Output tab. For more information about Query User Options, see “Query User Options” on page 13.

12 New Constituent Query - The Raiser's Edge

File Edit View Fommat Hecords Favortes Tool: Help

CIE EEIEIE YRS |
1.Criteria ¢ §:Sort| 4_1:F|esults|

Select the fields to display in the Besultz arid. “w'hen exporting, these are the fields to export.

— fwailable Fields — Dutput
Show [ <Al = || [ -~ Gift mount
- - Gift Date
- Guer_l,l. Fields = ‘.. Campaign Categary
[#- Favorites
[#]- Constituent Information
-- Spouse
-- Aliazes

[ Credit Cards

-- Constituency

&l Golicit Codes

Constituent S alicitar [nformat

-- Primary Alurnni Information =
4

a4
& Find...l Select> | <-F!emove| Change...l LIL'
| < Back | Mext » | Cancel | Bun Mow |

Tip: You can set your User Options to automatically include all criteria and sort fields on the Output tab. For
more information, see “Query User Options” on page 13.

22. Inthe Show field, select “<All>". You can select a specific group of fields, or select “<All>" to see a
complete list of Available Fields categories.

23. To reveal output fields under a category, click the plus sign to the left of the information category. In the
Available Fields box, highlight the fields you want as an output field and click Select. Select Name under
Constituent Information. The selected output field appears in the Output box.

Warning: We recommend you limit the number of output fields you select. Output fields increase processing
time.
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24. Using the up and down arrows, move Name to the top of the Output field list. You can use the up and
down arrows to change the order of the Output fields, so the results appear in any order you like.

42, New Constituent Query - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help

3w B S| 68

?-

1.Criteria 2 Output |§:Sort| ﬂ:HesuItsI

Select the figlds ta display in the Besults arid. “when esparting, these are the figlds to expaort.

r— Awvailable Fields

— Dutput

Show: [ <Al =l

- Max Match Tatal ﬂ
- Middle Mame

- Min Match Annual

- Min Match Per Gift

- Win Match Total o
- Name

- Mickname

- Mo alid Addresses?

- Mo, Emplopees

- Mo, Subsidianes A
R

<-F|ernove| [Eharae.. |

A
& Find...l Select-» |

< Back | Mest » | Canc

ell

Bun Mow

i

25. Select the Sort tab.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Hecords Favontes Tool: Help

H taW 3 4

?-

1:Criteria | 2 0utpu

‘Fesults |

The records retuned by the querny will be zorted by the fields selected here.

r— Awvailable Fields

—Sort By

Shouw: | <Al =l

[#- Query Fieldz -
Favorites

Constituent |nfarmation
Spouze

Aliazes

Credit Cards

Constituency

Solicit Codes

Constituent Salicitor |nformat
Primary Alummi Information | =

4 3
@ Find...l Select |

<-Hemove | Eharge... |

o el 2] 3

< Back | MNext > |

Cancel |

Bun Maw |

4

Note: If the field you want to sort by is already used in the query, you can select it by expanding the Query
Fields category.
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26. Click the plus sign by Constituent Information to expand the group. Highlight Last Name, and click Select.
The selected sort field appears in the Sort frame with (Asc) as its default alphabetical sorting order.

42, New Constituent Query - The Raiser's Edge

File Edit “iew Fomst Fecods Favoites Tool: Help
B e S Al2-
1:I:riteria| Z0utput  2:Sort |£_1:Hesults|
The recards returned by the queny will be zorted by the fields selected here.
— fvailable Fields —Sort By
Show: | <Al j ----- Last Mame [&sc)
- Income ﬂ
- Industry
- Ky Indicator
-~ Last Changed By |
e
- Maiden Mame
- Marital Statuz
- Match Notes
- Matching Gift Factor
- b aw b atch Annual h
A 3
& Find...l Select-» | <-F|ernove| Ehatiaes.. | AEE | Descl + | + |
< Back | Mest » | Cancel | Bun Mow |

4

Note: After you assign your criteria, output, and sort fields you can click Run Now to view the query results.

27. Select the Results tab to view the results of your query.

42, New Constituent Query - The Raiser's Edge
File Edit “iew Fomat Records Favortes Tool: Help
FIE T EEE I
1:Criteria | Z0utput I 350t 4:Results I
Mame Gift Amount | Gift Date | Campaign Category | Last Mame =
tottling Unlimited $5.000.00 05 13 Annual
Davis & Johnson Pharmar  $10.000.00 01/27/2003  Anrwual
City Insurance Compary $2500.00 02/22/2003  Annual
The Computer Warehous:  $2,000.00 02/22/2003  Annual
City Irsuratce Cormpary $5.000.00 01/31/2003  Annual —
RCS Corparation $15,000.00 05/22/2003  Annual
Eotting Unlimited $2.000.00 05/23/2003  Annual
RCS Corporatioh $4.000.00 061472003 Annual
Adamzon, Mark D aniel $300.00 06 3/2003  Annual Adamzan
Ashitan, Elizabeth Ann $5.000.00 034772003 Annual Ashtan
Baker, Francis Evelyn $200.00 04/21/2003  Annual Baker
Beckner, Geoffrey Todd $200.00 0315/2003  Annual Beckner
Bernatein, Joseph $150.00 0414/2003  Annual Bernstein
Clower, Zachery Johnathc $800.00 0118/2003  Annual Claver
Compton, Autumn Lynn $125.00 03/24/2003  Annual Compton
Crenzhaw, Ellen Hensley $2.000.00 020142003 Annual Crenzhaw
Direzta, Jozeph Patrick $50.00 02/28/2003  Annual Diresta -
< Back | et > | Cancel Bun Mow |
B3 records | A
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Because you only want to sort the results by Last Name, you do not need to view this column on the
Results tab. From the menu bar, select Format, Show Columns to hide this column. For more information,
see “Format query results” on page 101.

12 New Constituent Query - The Raiser's Edge

File Edit View Fomat Records Favortes Toolz Help

WA adw « » u|2-

1:Criteria | Z0utput I FSort &Results I

Bottling Unlimited $5,000.00

Davis & Johnzon Pharmae $10,000.00 01/27/2003  Annual

City Insurance Company $2500.00 02222003 Annual

The Computer Warehouss  $2,000.00 02/22/2003  Annual

City Insurance Compary $5.000.00 01/31/2003  Annual —

RCS Corparation $15,000.00 05/22/2003  Annual

Eotting Unlimited $2.000.00 06/23/2003  Annual

RCS Corporation $4.000.00 061472003 Annual

Adamszon, Mark D aniel $300.00 0641372003 Annual

Ashtan, Elizabeth Ann $5.000.00 034772003 Annual

Baker, Franciz Ewelpn $200.00 04/21/2003  Annual

Beckner, Geoffrey Todd $200.00 0315/2003  Annual

Bernstein, Joseph $150.00 0414/2003  Annual

Clower, Zachery Johnathc $800.00 01A118/2003  Annual

Compton, Autumn Lynn $125.00 03/24/2003  Annual

Crenzhaw, Ellen Hensley  $2.000.00 02401/2003  Annual

Direzta, Jozeph Patrick $50.00 02/28/2003  Annual -
< Back | et > | Cancel Bun Mow |

| | B3 records | A

Tip: You can also save a query by selecting File, Save from the query record.

29.

Note:

On the toolbar, click Save. The Save Query As screen appears.

Save Query As E
Query name: I | Save I

Description: ;I Cancel |

-

Cluerny format: I Dypnamic A l

v Other users may execube this query

W Other users may modify this query

Create in: I General j Mews Category |

We recommend you assign uniqgue names and descriptions to your queries. This facilitates locating them

if you use this function extensively.

30.
31.

32.
33.
34.

In the Query name field, enter “Jan.- June Donors”.

In the Description box, enter “This query contains the names of all constituents who donated $10 or more
between January and June 2000.”

To authorize other users to run your query, mark Other users may execute this query.
To authorize other users to change your query, mark Other users may modify this query.
In the Create in field, select the category to store the query. By default, “General” appears.
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To create a new category for the query, click New Category. On the New Category screen, enter a name
for the new category and click OK.

Save Query As

Query name: |Jan.dune Donorg | Save I

Descriptior; | This queny containg the names of al ;l
constituents who donated $10 or more Cancel |
between January and June 2000.

Query format; ID_l,lnamic 'l

¥ Other uzers may execute thiz quens

-

v Other users may modify this query

Create in: I General j Mew Category |

35. Click Save. The query is saved and appears in the grid on the Query page.

» Create a relationship query using address processing

Relationship queries are based on the relationship information found in the constituent record. Using the
relationship query, you can retrieve information about a constituent’s financial, personal, institutional and
fundraising affiliations.

Scenario: You are planning your organization’s annual father-daughter dance and want to create a
query to group all father-daughter pairs found in your database. On the Output tab, select address

processing fields to prepare the invitations. To verify the results, print a list of all the constituents and
their daughters in alphabetical order.

Warning: If you do not have rights to certain records in The Raiser’s Edge, you do not see that query type in
the Query type field. For example, if you do not have rights to gift records, you do not see the query type of
Gift. For more information about Security, see the Configuration & Security Guide.

1. From the Query page, on the action bar click New Query. The New Query screen appears. For more
information about accessing the Query page, see “Navigate in Query” on page 5.

New Query [ ]

Buery type: ([

Cluery format; ID pramic 'I

Ok I Cancel |

Note: You can determine your default query type and query format in User Options. We recommend you
select “Constituent” and “Dynamic” as your defaults. These are the most commonly used options. For more
information about Query User Options, see “Query User Options” on page 13.

2. Inthe Query type field, select “Relationship”.
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3. In the Query format field, select “Dynamic”.

New Query

Ok I Cancel |

4. Click OK. The New Relationship Query record screen appears.

File Edit “iew Fommat Fecords  Fawvorites
10 S al?-

I 2 0utput I 3Sort I 4:Results I

The filkers entered here will determine the records that are output,

IV Include inactive constituents v Include deceased constituents
—&wailable Fields — Filter:

Shouw: | <Al =

+ Queny Fields
¥l Favarites
Constituent
Individuals
Organizations
[ VBA

Toolz Help

¥ Include constituents with no walid address

@ Find...l Select->| <-F|em0ve| Ehange...l _[l _]I ﬂl il lILl
| < Bachk | MNext > | Cahcel | EunNowl

| | v

5. Mark the Include inactive constituents, Include deceased constituents, or Include constituents with no
valid address checkbox to indicate whether or not you want these constituents in your queries.

You generally do not want to include inactive constituents, deceased constituents, or constituents with no

valid address in your queries. However, checking any of these checkboxes gives you the ability to include
them for historic purposes. For this procedure, leave the default marks in the checkboxes.

In the Show field, select “<All>". You can select a specific group of fields, or select “<All>" to see a
complete list of Available Fields categories.

Warning: You can use the Find button to easily locate a field in the Available Fields box.

7. Click the plus sign to the left of the category to reveal criteria fields under each category. Expand the
Individuals category to reveal the Relationship and Reciprocal fields.
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8. In the Available Fields box, highlight Relationship and click Select. The Edit Field Criteria screen appears.

Edit Field Critena E

| Relationship

Operatar: [N

Walue: | Attomey =l

akK I Cancel |

Tip: You can also select a filter and access the Edit Field Criteria screen by highlighting the field and dragging it
into the Filters frame, or by double-clicking on the field.

9. In the Operator field, select “equals” from the list of criteria operators. For more information about
criteria operators, refer to “Understand Query Criteria Operators” on page 23.

10. In the Value field, select “Daughter” from the list of available options.

Edit Field Critenia

| Relationship

Operator: quuals ﬂ
Yalue: IDaughtel j|

ak. I Cancel |

Note: The criteria fields selected for a query are stored in the Query Fields category of information. Accessing
fields from this category reduces the time it takes to locate a field.

11. Click OK. The criteria field with the criteria operator appears in the Filters box.



QUERY 41

12. Highlight Reciprocal and click Select. The Edit Field Criteria screen appears.

Edit Field Critena E
| Reciprocal
Operatar; quuals j
Waluie: | sttomey =l

akK I Cancel

13. In the Operator field, select “equals”.
14. In the Value field, select “Father”.

Edit Field Critenia B
I Reciprocal
Operatar; |equals j
Walue: v

ar. I Cancel
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15. Click OK. You return to the Criteria tab of the New Relationship Query record screen. The criteria fields
with the criteria operators appear in the Filters box.

42, New Relationship Query - The Raiser's Edge
File Edit View Fommat Hecords Favorites Tool: Help

?-

H G A
1.Criteria IZ:DutputI §:Sort| A_I:Hesultsl

The filterz entered here will determine the records that are output.

¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address
r— Awvailable Fields r— Filter.

Show: |<AII> j - [ndividual Relationship equals D aughter
- AMD Individual Felation Reciprocal equals Father

-~ Organization Mame ﬂ
- Position

-~ Primary Buginess Infarm:

- Print Organization Mame

- Relationship

- Sort Key

- Specific Recard
- 55N hd

A I I 3
& Find...l Select-» | <-FIernu:Ne| Ehange...l _[l _]I ﬂl il LIL'

< Blach | Mest » | Cancel | EunNowl

I I I /

16. Select the Output tab. If you marked the Automatically add criteria fields as output fields checkbox in
Advanced User Options, the fields you select on the Criteria tab automatically appear in the Output box of
the Output tab. For more information about Query User Options, see “Query User Options” on page 13.

42, New Relationship Query - The Raiser's Edge
File Edit View Fommat Hecords Favorites Tool: Help

1.Criteria

Select the figlds ta display in the Besults arid. “when esparting, these are the figlds to expaort.

— fvailable Fields — Dutput
Show: [ <Al =l

- | ndividual Relationzhip
Individual Relation Reciprocal

[+ Query Fields
[+ Favorites
- Constituent

[ Individuals

-- Qrganizations
[ WBA

& Find...l Select->| <-FIernu:Ne| Ehange...l LIL'
< Back | Mest » | Cancel | EunNowl

I I I /

Tip: You can set your User Options to automatically include all criteria and sort fields in the output fields list.
For more information about Query User Options, see “Query User Options” on page 13.
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17. Inthe Show field, select “<All>". You can select a specific group of fields, or select “<All>" to see a
complete list of Available Fields categories.

18. To reveal output fields under a category, click the plus sign to the left of the information category. In the
Available Fields box, highlight the Name field under Constituent and click Select. The field appears in the
Output box.

19. In the Available Fields box, highlight Address Line 1 under Constituent, Addresses, Address Processing
and click Select. The Address Processing screen appears.

Address Processing
1: Ind Address ]g: Org. Address]

Complete the steps below to determine which address will export. Click here to learn sbout address processing,

Step 1:Indicate if seazonal addrezses should be considered for this export. |F seasonal addreszes are
considered the first valid seazonal address will be uzed.

v Consider addresses with seasonal dates as of |Include all dates j
Step 2:Specify, in the order of importance, the addresses to consider if a valid seasonal address is not found.
Addreszes: Addresses to use:
First address in list il Prefered &ddress
Primary Business
oo P B Al

Step 3: vou may check for special requirements by first considening addresses with the specified attribute(s).

Address Attibutes... | <Mo atributes specified >

Step 4:Specify what happens if no address is found:lEHDDrt with no address ﬂ

0K | Cancel |

Note: Address processing fields are also found in the query types of Constituent, Individual, Organization,
Relationship, Action, Gift, Event and Participant (if you use the optional module Event Management), and
Membership (if you use the optional module Membership Management).

20. In Step 1, mark the Consider addresses with seasonal dates as of checkbox if seasonal addresses should
be considered as eligible addresses for the mailing. When you mark this checkbox, you need to select a
date, such as Today, Yesterday, or <Specific date>, in the corresponding field. When you select <Specific
date>, the Date field appears so you can enter a date, such as 06/30/2003.

The program uses the date you enter to determine whether a seasonal address is valid. For example, if
you mark the Consider addresses with seasonal dates as of checkbox, select <Specific date> in the
corresponding field, and enter 12/01/2003 in the Date field, an address with Seasonal from date of 04/03
and a Seasonal to date of 07/03 is not selected for this mailing. If the program considers seasonal
addresses, it selects the first valid seasonal address found. If a valid seasonal address is not found, the
program uses your selections in Step 2.

Note: The program checks only the address types listed in the Addresses to use box. If you want the program
to check all address types during address processing, move all available address types from the Addresses box
to the Addresses to use box. To consider the Preferred address and then all other addresses after that, if the
Preferred address is not valid, select First Address Found.

21. In Step 2, specify the addresses to consider when a valid seasonal address is not found in Step 1 or if you
did not consider seasonal addresses for the mailing. To select an address, highlight the address in the
Addresses box and click the right arrow to move it to the Addresses to use box. If you list multiple
addresses in the Addresses to use box, you need to sort the addresses in order of their importance. To
move an address within the Addresses to use box, highlight the address and click the up or down arrow.
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22.

Note:

For example, you can include the Preferred address and the Primary business address by highlighting
them in the Addresses box and clicking the right arrow to move them to the Addresses to use box. If a
constituent has both addresses in his record, you want to use the Preferred address. Because the program
selects the address based on its position in the Addresses to use box, you need to use the arrows to move
the Preferred address to the beginning of the list.

In Step 3, you can use attributes to choose the address type to print by clicking the Address Attributes
button. When you click Address Attributes, the Address Attributes to Consider screen appears.

Address Attributes to Consider Ed

—Addrezs Attributes bo Conaider for this Mailing
Seasonal addreszes will be checked for one of the attributes below. 1f no valid address
iz found then addreszes in the ‘Address to use' list will be checked for the attribute(z]. If
no address iz found, the process i repeated disregarding the attnbute crtena.
Cakegory Descripkion | Short Desc I
- MCOA Confirmed'? Yes
QK | Cancel |

An ellipsis appears at the end of the display if the attributes you selected do not fit in the area provided.

You can hold your cursor over the attribute to view a tool tip displaying the entire attribute.

23.

24.

Note:
25.

You can select an attribute category and description that, if present on an address, give it priority
consideration to be used for the mailing. For example, if you want to include addresses with the attribute
Category of NCOA Confirmed? and a Description of Yes, enter the information on this screen. For more
information about entering address attributes, see the Constituent Mailing Information chapter of the
Constituent Data Entry Guide. After entering the necessary address attributes, click OK. A display appears
to the right of the Address Attributes button and lists the attributes you selected. When you do not
specify any attributes, the label displays <No address attributes specified>.

In Step 4, select the address type the program should use if it cannot find an address meeting your
selections in Steps 1 through 3. You can print the individual’s name with no address, remove the record
from printing in the mailing, or select a specific address to print. If you select a specific address to print,
the Address to print field appears so you can select the address type to print on the mailing when no
other valid address is found for the constituent. If no valid address has yet been found by this step in
processing, the address type selected here prints regardless of selections made in previous steps.

Click OK. The Address line 1 field appears in the Output box.

For more information about the Address Processing screen, see the Mail Guide.

Repeat these steps to move Address Line 2, City, State, and ZIP (under Constituent, Addresses, Address
Processing) from the Available Fields box to the Output box. The highlighted output fields appear in the
Output box.
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26. Using the up and down arrows, move Name to the top of the Output box. You can use the up and down

arrows to change the order of the Output fields, so the results appear in any order you like.

42 New Relationship Query - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help

H W26 ?-
1.Criteria §:Sort| ﬂ:HesuItsI

Select the figlds ta display in the Besults arid. “when esparting, these are the figlds to expaort.

S pecific Addrezs Types h
i T E

— fvailable Fields — Dutput
Show: | <Al j - Mame
Address Line 1

-~ Seasonal To ﬂ Address Line 2
- Send Mail To This Address
- State
Sul.aurb ndividual Relationship
\-"al!d Dt From — i Individual Relation Reciprocal
- Walid Date To
- ZIF

- Attributes

- Preferred Phones

i

& Find...l Select-» | <-F|ernove| Ehange...l

< Back | Mest » | Cancel |

Bun Mow |

| v

27. Select the Sort tab.

12 New Relationzhip Query - The Raiser's Edge
File Edit “iew Fomst Fecods Favontes Tool: Help

?-

3 2| = 68

1:Criteria | 2 0utpu -Results |

The records retuned by the querny will be zorted by the fields selected here.

— &wvailable Fields —Sort By

Shouw: | <Al =l

[#- Query Fieldz
Favorites
Constituent
Individuals
Organizations
Bl VBA

o el 2] 3

@ Find...l Select | <-F|em0ve| Ehange...l

< Back | MNext > | Cahcel |

Bun Maw |

4

Note: If the field you want to sort by is already used in the query, you can select it by expanding the Query
Fields category.
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28. Expand the Constituent category by clicking the plus sign. Highlight the Last Name field and click Select.
The selected sort field appears in the Sort by box with (Asc) as its default alphabetical sorting order.

42 New Relationship Query - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help

FIE I RS

1:I:riteria| Z0utput  2:Sort |£_1:Hesults|

The recaords returned by the quane will be sorted by the figlds selected here.

— fvailable Fields —Sort By
Show: | <Al j ----- Last Mame [&sc)
- Income ﬂ
- Industry
- Ky Indicator
-~ Last Changed By _l

e

- Maiden Mame

- Marital Status

- Match Notes

- Matching Gift Factor

- bl ax Match Annual A

A
& Find...l Select-» | <-F|ernove| Ehange...l &l EI LIL'
| < Back | Mest » | Cancel | Bun Mow |

I | I /

29. To view the results, select the Results tab.

12 New Relationzhip Query - The Raiser's Edge

File Edit “iew Fomat Records Favontes Tool: Help

B S0 |2
1:Criteria | 2 0utput | F5ort 4Results |
MName Address Processin Address | Address Processing | Address Processing 2|
Her
Hernandez, Fobert Carlos 410 17th St Denver. CO 80202-4402
Taplor, Max Gerome 3327 Dawszon Street Pittsburgh, P&, 15208
Taplor, Max Gerome 3327 Dawzon Street Pittsburgh, P&, 15208
Campbell, Jazon Douglas 911 Sycarnare Drive Athens, GA 30606
Goodzon, Harry Emest 201 Brentwood Avenue Greenville, SC 29608
Taplor, Max Gerome 3327 Dawsgon Street Pittsburgh, P&, 15208
Wincent, Micholas 1425 Jefferson Lane Orlanda, FL 32803
Montgomery, Otto Gregorp 117 Shell Strest Oklahoma City, OF, 73114
4| »
< Back | Iert> | Cahcel | Bun Maw |
| | 9 reconds | 5

Tip: You can also save a query by clicking Save on the toolbar.

After you assign your criteria, output, and sort fields, you can also click the Run Now button on the action
bar to view the query results.
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30. Select File, Save to save the query. The Save Query As screen appears.

31.
32.

33.
34.
35.

Save Query As
Cluery name: I | Save I
Description; ;I Cancel |

Query format: ID_l,lnamic 'l

W Other uzers may execute this gueny

¥ Other uzers may modify this query

[ |

Create in: I General

j Mew Eategoryl

In the Query name field, enter “Daughter’s Dance”.

In the Description field, enter “This query contains the names of all constituents and their daughters who
are potential invitees to the Daughter’s Dance.”

To authorize other users to run your query, mark Other users may execute this query.

To authorize other users to change your query, mark Other users may modify this query.
In the Create in field, select the category to store the query. By default, “General” appears.

To create a new category for the query, click New Category. On the New Category screen, enter a name

for the new category and click OK.

Save Query As

Huery name: IDaughter's Dance

| Save I

Description;  |Mames of constituents and their daughters
who are potential invitees to the Dlaughter's
Dance.

Query format: ID_l,lnamic 'l

W Other uzers may execute this gueny

¥ Other uzers may modify this query

;I Cancel |

[ |

Create in: I General

j Mew Eategoryl

36. Click Save. The query is saved and appears in the grid on the Query page.

Save a Query

Once you create your query and verify the query results are correct, you can save it and apply the filters you
selected to any new records you enter into your database. If any new records meet the specifications defined in
the example, they will be included in the query results the next time you run this query.
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» Save a query

1. From the query record screen, click Save on the toolbar. The Save Query As screen appears. For more
information about accessing the Query page, see “Navigate in Query” on page 5. For more information
about creating a query, see “Create a constituent query” on page 28.

Gluery name: I | Save I
Description: ;I Cancel |
| -]

Guery forrmat: ID_l,lnamic 'l

W Other users may execube this query

W Other users may modify this query

Create in: I General j Mews Category |

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

In the Query name field, enter a name for the query.

In the Description field, enter a description of what information the query contains.

In the Query format field, select the query format.

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

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

No u ke wN

In the Create in field, select the category to store the query.
To create a new category for the query:
a. Click New Category. The New Category screen appears.
b. Inthe Name field, enter the name of the new category.
c. Click OK. You return to the Save Query As screen.

Save Query As

Huery name: IJan.dune Donars | Save I

Description: | This query contains the names of all ;I
constituents who donated $10 or more Cancel |
between January and Jure 2000,
[~

Query format: ID_l,lnamic 'l

W Other uzers may execute this query

W Other users may modify this query

Create in: I Fielationzhip j Mew Category |

8. Click Save. The query is saved and appears in the grid on the Query page.

Review Query Results

Once you create a query, you can review the accuracy of the results by opening and reviewing the individual
records listed in the results. This is extremely useful if you query a group of records to use in other applications
like Mail or Reports. You can verify the query results and make sure you have the correct group for your mailing
or to generate your report.
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Note: Once you open one record in the Query Results grid, you can scroll through the entire group using the
arrows on the toolbar.

» Open individual records from a query

1. From an existing query, select the Results tab. For more information about accessing the Query page, see
“Navigate in Query” on page 5. For more information about creating a query, see “Create a constituent
guery” on page 28.

1 Jan. - June Donors - The Raiser's Edge

File Edit View Fomat Records Favortes Toolz Help

CIE T I TR

1.Criteria | 2 0utput I 350t 4:Results I

City Insurance Company $2500.00 02222003 Annual

The Computer Warehouss  $2,000.00 02/22/2003  Annual

City Insurance Compary $5.000.00 01/31/2003  Annual —

RCS Corparation $15,000.00 05/22/2003  Annual

Eotting Unlimited $2.000.00 06/23/2003  Annual

RCS Corporation $4.000.00 061472003 Annual

Adamszon, Mark D aniel $300.00 0641372003 Annual

Ashtan, Elizabeth Ann $5.000.00 034772003 Annual

Baker, Franciz Ewelpn $200.00 04/21/2003  Annual

Beckner, Geoffrey Todd $200.00 0315/2003  Annual

Bernstein, Joseph $150.00 0414/2003  Annual

Clower, Zachery Johnathc $800.00 01A118/2003  Annual

Compton, Autumn Lynn $125.00 03/24/2003  Annual

Crenzhaw, Ellen Hensley  $2.000.00 02401/2003  Annual

Direzta, Jozeph Patrick $50.00 02/28/2003  Annual -
< Back | et > | Cancel Bun Mow |

| | B3 records | A

Note: If you want to hide a column on the Results tab, select Format, Show Columns on the menu bar. For
more information, see “Format query results” on page 101.
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2. Highlight the specific record you want to verify and right-click. The right-click menu appears.

4 Jan. - June Donors - The Raiser's Edge

File Edit “iew Fomat Records Favontes Tool: Help

FIE IS I
1:Eriteria| g:Dutputl 2S5t
Mame I Gift Amount | Gift D ate I Campaign Cateqary | Lazt Mame 1=
Bottling Unlimited $5,000.00 05/30/2000  Annual
Davis & Johnson Pharmaceuticals $10,000.00 01,/27/2000  Annual
City Insurance Compary $2500.00 02/22/2000  Annual
The Computer ‘Warehouse $2,000.00 02/22/2000  Anrwal
City lrsurance Compary $5.000.00 01,/31/2000  Annual —
RCS Corporation $15,000.00 0542242000 Annual
Botting Unlimited $2,000.00 05/23/2000  Anrwal
RCS Corporation $4.000.00 061442000 Anrual
Adamzon, Mark Daniel $300.00 06132000 Annual Adamzon
Ash A SE——— AT T E Aghton
Baker, Francis Evelyn : Apnnual Baker
Beckner, Geoffrey Todd Find... Annual Beckner
Bermstein, Jozeph Calurmn Heading... Annual Bemstein
Clover, Zachery Johnathon ¥ftdle Bl Annual Claver
Comptan, Autumn Lynn Freeze Column Annual Compton
Crenshaw, Ellen Hensley UrFreeze Ealumr Annual Crenshaw
Direzta, Jozeph Patrick Annual Diresta -

< Back | Iert> | Cahcel | EunNowl

| | 53 records | 5

3. From the right-click menu, select Open. The selected record appears.

Elizabeth A_ Ashton

File Edit “iew Constituent Letter Favortes Toole Help
ESaveandClose'|u|§'@' '| H 4 » M | —’| 2'|? E| ?'|&'| EN |

v Attributes I Media I v Actions I Honor/kemarial I Wolunteer I v Prospect I v Membership | v Events |
v Bio2 I v Addiesses I v Addressees/S alutations I v Relationships I v Appeals I v Motes I v Gifts

— Biographical — Preferred Address - Home
Last name: IAshton v iliazes Caurtny: IUnited States j e More... |
First name: IEIizabeth Address lines: | 2457 Maorrison Drive ;I
Middle name: IAnn LI
Titles: IMrs_ j I j Cily:ISavannah
Suffines: I j I j State: IGA Vl Georgia
Nickname: [Liz 2IF: [31406 #| oPc
Maiden name: IEarter Phanes{EmailfLinks
o |2 DNCI Type INumber,l’Ema\I Addr...l Shared? I
: N Home 912-927-1215 Shared
Gender: [Female =]/ 58N: [233-26-5948
Birth date: |D4£2?£1 956 Ell Age: 43
[T Deceased? Date:l El
: -  This constituent
Marital statuz: |Married -
I J I |z inactive [ Is a solicitar [etas |
ﬂl IDennls Ashton ™ Gives anonymously [ Has no valid addresses
Solicit code: I ™ Requests no e-mail
Board Member Education | + Buziness | Bank |

4. Click Save and Close to return to the query Results tab.
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Edit a Query

You can change a query’s filtering criteria and formatting options at any time. This may be necessary if you need
to include additional output fields in an existing query or if you want to change the values or the criteria
operators assigned to certain criteria fields.

» Edit a query

Scenario: You already created, saved, and closed the query of all constituents who donated $10 or
more to the Annual Campaign, but you realize that it would be useful to include as one of the output
fields the name of the appeal to which they responded and the gift type you received. You notice the
date on the query results has different formatting than the one you prefer. You also want to include in
the query constituents who donated in December. This scenario uses the query Jan.- June Donors
added in “Create a constituent query” on page 28 of this chapter.

Tip: From the Query page you can open a query by highlighting it and double-clicking, by using Open, or by
selecting File, Open from the menu bar.

1. From the Jan.- June Donors query record, select the Criteria tab. For more information about opening a
guery, see “Open a query record” on page 9.

& Jan. - June Donors - The Raiser's Edge
File Edit “iew Fommat Hecords  Favortes Tool: Help

B 1= Sl ?-

1:Criteria IZ:DutputI Q:Sortl Q:Hesultsl

The filters entered hene will determineg the recaords that are output,

¥ Include inactive constituents ¥ Include deceased constituents [ Include constituents with no valid address
— Available Fields — Filter:

Showy; |<AII> j - Gift Amount greater than or equal to $10.00
- AMD Gift Date bebween 01/01/2003 AMD 06/30/2003

L BND Campaign Categom one of Annual, Capital

- Tribute Git =]
- dppeals
[ Asttributes
- Benefits
=- Egmpaigns

Campaign 1D
Campaign lg Inactiy
i~ Description b
3

KN
h Find...l Select-» | <-F|em0ve| Change...l _[I _]I ﬂl il LILI
| < Bachk | Next = | Cancel | Bun Mow |

I | I /

Note: The Change button is enabled only on the Criteria tab. You cannot use it to edit information on the
Output or Sort tabs.



52 CHAPTER

2. To modify the Gift Date field to include donations made in December, highlight the Gift Date field on the
Available Filters box of the Criteria tab. Click Change. The Edit Field Criteria screen appears.

Edit Field Critenia

| Gift Date

Operatar: |between j

Value1:|D1£D1£2DEI3 ﬁl
Walue 2 IDEBDEZDDS ﬁl

ak. I Cancel |

3. Change the dates to include donations made in December. Change the date in the Value 1 field to
12/01/2002. The Value 2 field date remains 06/30/2003.

Edit Field Criteria E2
| Gift Date

Operator: | between =l

Value1:|12£ﬂ1x’2002 EI
alue 2 IDE;’ED;"2DD3 EI

ok I Cancel




4. Click OK. You return to the Jan.- June Donors query screen.

4 Jan. - June Donors - The Raiser's Edge

File Edit “iew Fomat Hecords Favontes Tool: Help

=R RN R

1:Criteria Ig:Dutputl Q:Sortl 4_1:F|esults|

The filterz entered here will determine the records that are output.

V¥ Include inactive constituents |V Include deceased constituents [ Include constituents with no valid address

r— Awvailable Fields  Filter.

Sheuw: | <Al =l

- Tribute Gift =]
- Appeals

- dttributes

- Benefits

= Campaigns

- Annotation

- Campaign Categom [
- Campaign 1D

- Campaign |z Inactiv
Description i

4 I I 3
@ Find...l Select-» |

Gift Amount greater than or equal to $10.00
AND Gift Date between 12/01/2002 AND 06./30/2003
AMD Campaign Categany ohe of Annual, Capital

<-F|em0ve| Change...l _[l_]lﬂlilllﬂ

< Bachk | MNext > | Cahcel | EunNowl

| 53 records |

4

5. Select the Output tab.

& Jan. - June Donors - The Raiser's Edge

File Edit “iew Fomat Fecods Favorites Tool: Help

W W S ]2

1.Criteria Sortl =_1:F|esu|ts|

Select the fieldz to dizplay in the Resultz grid. “When exporting, these are the fields to export.

— Available Fields — Dutput
Showe: | <Al j M ame
- Gift Amaunt
- Min Match Annual ;I Gift Diate
M?n Match Per Gift - Campaign Categary
- Min Match Tatal © Last Name
- Mame
- Mickname

- Mo Valid Addreszes?

- Mo, Employees

- Mo, Subsidianes

- Organization M atches G

- Organization Marme hd

4 3
i Find...l Select-» | <-F|em0ve| Ehange...l LILI

< Back | Next = | Cancel | EunNowl

| | 53 records |

4

Description and click Select. Description moves to the Output box.

QUERY 53

From the Available Fields box, click the plus sign beside Appeals to expand the tree view. Highlight
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7. From the Available Fields box, click the plus sign beside Gifts to expand the tree view. Highlight Gift Type
and click Select. Gift Type moves to the Output box.

4@ Jan. - June Donors - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help
B e S Al2-

1.Criteria 2 Output |§:Sort| ﬂ:HesuItsI

Select the figlds ta display in the Besults arid. “when esparting, these are the figlds to expaort.

— fvailable Fields — Dutput
Show: [ <Al =l

- Gt I3 Linked To An Evea |
- Gift 15 Linked To An Eve

- Gift Statug

- Gift Subtype

- [GL Post D ate

- GL Pozt Status

- |mport |D

- |nztallment Frequency
- Inztallment Mumber A

A
& Find...l Select-» | <-F|ernove| Ehange...l LIL'
| < Back | Mest » | Cancel | Bun Mow |

| | 59 records | 4

Campaign Categorny
Last Mame

Appeal Dezcription
- Gifk Type

Note: If you want to hide a column on the Results tab, select Format, Show Columns on the menu bar. For
more information, see “Format query results” on page 101.

8. Select the Results tab to ensure you gathered the appropriate information in your query.

@ .Jan. - June Donors - The Raiser's Edge

Fill= Edit “iew Fomat Fecords Favortes Tool: Help

CIE I IR
1:Eliteria| Z:Dutputl 3Sort
Carter Phar $75.00 [
Afs Concrete $150.00 121042002 2002 Phanathe M
Carter Pharmaceuticals, Inc. $5,326.00 12/06/2002  Annual b
Bell, Eyle Maorbert $75.00 121042002 Annual Bel Unsolicited  C
Bernztein, Joseph $30.00 12/01/2002  Annual Bernstein C
Clover, Zachery Johnathon $75.00 12/01/2002  Anrual Clover C
Cone, Agnes Mahalia $75.00 12/01/2002  Annual Cone C
Connor, Benjiman Edward $75.00 12/07/2002  Anrwal Conrnor 2002 Phonathe C
Dranigls, Clara Myrtle $75.00 12/02/2002  Anrual Daniels C
Elzy, Melizza Christina $30.00 12/01/2002  Annual Elzy 2002 Phonathi C
Frantz, Paul Robert $75.00 12/02/2002  Anrwal Frantz C
Garrity, Stanley $150.00 124012002 Annual Garrity [
Haas, Lisa $75.00 12/01/2002  Annual Haaz E_
Judson, Hampton Louis $75.00 05/25/2003  Annual Judson Unsgolicited
Ohar, Chioe Venetia $75.00 12/01/2002  Annual Ohar C
Ray, Scarlett Karen $75.00 12/07/2002  Annual Fay Cw
f | of

< Back | Hests | Cancel Bun Mow |
| | 99 records | A

Note: To replace the original query with the one you just edited, click Save on the toolbar.
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9. Because you want to keep the original query and create a new query based on the edits you just made,
select File, Save As from the menu bar. The Save Query As screen appears.

Save Query As

Querynarne:l | Save I

Description; ;I Cancel |

-

Query format; ID_l,lnamic 'l

¥ Other uzers may execute thiz quens

v Other users may modify this query

Create in: I General j Mew Category |

10. In the Query name field, enter “December 1999 - June 2000 Donors”.

11. In the Description field, enter “Includes appeal and gift type information”.

12. To authorize other users to run your query, mark Other users may execute this query.

13. To authorize other users to change your query, mark Other users may modify this query.
14. In the Create in field, select the category to store the query. By default, “General” appears.

To create a new category for the query, click New Category. On the New Category screen, enter a name
for the new category and click OK.

Save Query As
Huery name: IDecemher 1399 - June 2000 Danors | Save I
Description:  |Includes appeal and gift type information ;I Cancel |

Query format: ID_l,lnamic 'l

W Other uzers may execute this gueny

¥ Other uzers may modify this query

Create in: I General j Mew Category |

15. Click Save. The query is saved and appears in the grid on the Query page.

Run a Query

From the Query page, you can run a dynamic or static query without opening it. If you saved a query and want to
view the query results, you can run and view the results automatically. If you selected the “<ask>" query operator
for any criteria fields, the Ask at Runtime wizard appears before you can view the results.
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» Run aquery

1. From the Query page, highlight the query you want to run. For more information about accessing the

Query page, see “Navigate in Query” on page 5.

[ The Raiser's Edge =]
Ele Edit View Go Favorites Tools Help
4 Back # Forvard | Openin separste window
7
FrQuery’
MNew Query.. <) Open Merge Queries... Delete... =) Print \? Run Query &4 Export tﬁ Find... Organize Categories..
Type: | Gift LI Formal:l(AH Formats> LI
Mame Type  Desaipion  Format  Created  Createdby  Records
Gift search for Supervisor Used by the... Dynamic  08/24/1999 Supervisor 1624 (ap...
Gift Amount = ASK. Gift Dynamic  05/25/2000 Supervisor 1101 {ap....
Gifts Marked as Admowledged Gift Al gifts give... Static 06/15/2000 Supervisor 121
Gifts that need to be adno... Gift Dynamic  12/04/2001 Supervisor 38 {approx)
Gifts for This Week' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 2 {approx)
Gifts for "This Month' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 18 (approx)
Gifts for This Year' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 165 (app...
Gifts Admowledged on = <... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 503 (app...
Campaign = <ask> and Dat... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (app...
Fund = =ask> and Date Ra... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (app...
Appeal = <ask> and Date ... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 6 (approx)
Batch Number = <ask> Gift Blackbaud s... Dynamic — 08/29/2002 Supervisor 6 (approx)
Hon/Memorial Name = <ask... Gift Blackbaud s... Dynamic  10/03/2002 Supervisor 18 (approx)
L
@Dashbo
™ Only show my queries
& AuctionM. B B N
Pro Recently Accessed Queries Quick Find
B Gift search for Supervisor =g &l
&_ Health ! Hon/Memorial Name = <ask> and Date Range = <ask>
ety Gifts Marked as Acknowledged LI
‘Welcome to The Raiser's Edge 7 4

Tip: From an open query record click Run Now or select the Results tab to run the query.

2. On the action bar, click Run. The query runs and the Results tab of the query appears.

1, Action search for Supervizor - The Raiser's Edge
File Edit View Fomat Records Favortes Toolz Help
CIE AT TR

| Meeting Lunch Meeting C|
Jozeph P. Diresta [bdngela Diresta) 07/19/1999  Meeting Lunch b esting Clc
Timathy D, Bilingz /012002 TaskAOther Birthday Co
Timothy D Bilings [Ruth Anne Bilings) 01/01/2002  Task/Other Birthday Co—i
Benjiman E. Connor 01/01/2000  Task/Other Birthday Co
Cale Hensley /012000 TaskAOther Birthday Ca
Phillip B. F.eller 01/01/2002  Task/Other Birthday Co
Barett J. 0% alley 01/01/2000 T ask Other Birthday Co
Scarlett k. Ray 01/01/2000 - Task/Other Birthday Ca
Scarlett k. Rayp [Scarlett Thompzon) 01/01/2000 - Task/Other Birthday Co
David &, Undenwood 01/01/2000  Task Other Birthday Co
Christopher T. ¥oung 01/01/2003  Mailing Birthday Ca
Christopher T. v'oung [Mary “oung) 01/01/2003  Mailing Birthday Co
Zachem ). Clover 02/01/2000  Task Other Birthday Co
ZachemJ. Clover [Cynthia Clover] 02/01,/2000 - Task/Other Birthday Co
elizza C. Elzy 02/01/2000 - Task/Other Birthday Cow
4| »

< Back | it =s | Cancel | Bun Mow |

| | 1877 records | A

3. From the menu bar, select File, Close to close the query record.
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Delete a Query

At any time, you can delete a query you created. We recommend you make a backup copy of your database
before deleting any information. We also suggest you print a control report of any query you decide to delete.
The control report lists all filtering criteria used and the output and sort fields selected. This can be extremely
helpful if you decide to create the query again or if you need to maintain a record for historic purposes. For more
information about printing a control report, refer to the next section about printing query records.

» Delete a query

Note: You can also delete queries from the Query page. In the grid, highlight the query you want to delete and
click Delete on the action bar.

1. From a query record, select File, Delete the menu bar. A warning message appears, asking if you are sure
you want to delete the query. For more information about opening a query, see “Open a query record” on
page 9.

& Gift gearch for Supervizor - The Raizer's Edge

File Edit “iew Fomat Fecods Favorites Tool: Help

B S
Z:Dutputl Q:Sortl =_1:F|esu|ts|

The filkers entered here will determine the records that are output,

IV Include inactive constituents v Include deceased constituents

¥ Include constituents with no walid address

=

—&wailable Fields Filter
al ’7

Shouw: | <Al
The Raizser's Edge ]

@ Aire pou sure pou want to delete this querny?

=1

- Query Fields

- Favorites

Gift Information
Caonstituent

SpoLse

Primary Businezs [nforme
Campaigns

Funds

Appeals |

Yes

255 E R T E

Packages i
| >

@ Find...l Select->| <-F|em0ve| Ehange...l _[l _]I ﬂl il lILl
| < Bachk | MNext > | Cahcel | EunNowl

4

Warning: A warning message appears if the query you want to delete is used as part of a merge, as a source
for another query, or if the query is associated with a business rule or action track. If this is the case with the
latter two, the query cannot be deleted.

2. To delete the query, click Yes. You return to the Query page.

Print Query Records

For each query you create, you can print the query results or a control report. Query results are simply a list of all
records meeting the criteria you specified. Query results display a grid with all the output fields you selected for
the query. When you select to print query results, you are selecting to print an exact replica of what is displayed
on the Results tab of the query. The control report lists all criteria fields, criteria operators, sort fields, and output
fields used to define the conditions records must meet to be selected.
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» Print a query control report

The control report lists all criteria fields, criteria operators, sort fields, and output fields used to define the
conditions the records must meet to be selected. Printing a control report is useful if you plan to delete the
query, but want to maintain a record of the fields used to create it. The control report also contains details
about a query, including the name, description, type, format, the date the query was created and last run, the
number of records, the access rights, the filter fields, the sort, and the output fields.

Scenario: One of your co-workers wants to duplicate the Daughter’s Dance constituent query you
created earlier and needs a list of the filters, sort fields, and output fields you used to create the query.
This scenario uses the Daughter’s Dance query created in “Create a relationship query using address
processing” on page 38 of this chapter.

1. On the Query page, highlight the query for which you want to print a control report. For this example,
highlight the Daughter’s Dance query. For more information about accessing the Query page, see
“Navigate in Query” on page 5. For more information about opening a query, see “Open a query record”
on page 9.

Note: You can also access the control report by selecting File, Properties from the menu bar of the query
record, or by clicking the Properties on the toolbar.

2. From the menu bar, select File, Properties. The Properties screen appears, which lists details of your
query.

Properties - Daughter's Dance %]
Selected Fields |

Query Type: Relationship

Desgcription: Names of constituents and their daughters who are potential invitees to the
Daughter's Dance.

Last run: 05,/10/2003

Elapsed time: 1 zecond Spstem Record [D: 190
MNumber of records: M4a VEBA Macro: Nane
Created by Supervisar Last modified by Supervisor
Created on: 05/03/2003 at 12:10 P Last modified or: 05/10/2003 at 09:09 A
Format; Dynamic Output limitz; Mo output limits applied
Suppress duplicate rows: Mo Select from query:

Rightz: Others may modify and execute this query

Created from: Qlusry

ak. I Presiew
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3. From either the General tab or the Selected Fields tab, click Preview. A preview of the control report
displays on the screen.

A& New Query Control Report | _[=] =]

x| <| 1af7 >|>||- §|§® R :ﬂ Totak2?  100% g

Freview

Blackbaud Demo
Query Control Report

Daughter’s Dance
Lescriptionr Hames of corstituents and their daughters who an
Dypc:  Relatiskip
P Dyramic

Date fast oy OLOGVZ001
Hguedame 000001
Aonixcr gfrecords 10
Bxport flic e

Cheated & Bupervivar Last modiffcd . Supervisor
Cheated om OLOGA00] 2:20:25 P Last modificd owe OLDOGA001 2:29:28 PIL

Sewress dplicat rows:  Fabe Cugpnd Fimits: Ho cutput lirdts applied
Fights:  Others may modify and exeoute this query SeRact Pom quse:
Creaed frmr Query

Criteria Fields
Field Name Criteria

Click Print on the toolbar to print the report.

5. To close the Preview screen, click the red “X” in the top left corner of the screen. You return to the
Properties screen.

6. To close the Properties screen, click OK. You return to the Query page.

Refresh a Static Query

One way of understanding a static query is to think of the query as a snapshot of your database. When you create
a static query, only the records selected at the time the query was originally designed and run are included when
the query is used in the future. For example, you may create a static query of all constituents who made a
donation in December to your organization’s Annual Fund. In February, you use that query to print a report of all
constituents who donated to the Annual Fund. Only the records that existed in the system in December and were
selected when the query was created are included. To include the records of the constituents who donated since
December, you must refresh the query. If you create a static query and rerun it at a later time using the Run
Query button, you will update the query to include any new records that meet the specified criteria.

For information about refreshing a static merged query, see “Refresh a Merged Query” on page 95.
» Update a static query

Tip: You can also click Refresh to refresh a query from the Query page, but you will still have to open the query
to view the refreshed results.
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1. From the Query page, highlight a static query you want to refresh. For more information about accessing
the Query page, see “Navigate in Query” on page 5. For more information about opening a query, see
“Open a query record” on page 9.

[l The Raiser’s Edge [_ O[]
Eile Edit View Go Favorites Tools Help
4 Back % Foed | Openin separate window
. ~
M Home H— Query”
' - | New Guery... ) Open Merge Queries... 3¢ Delete.. (=4 Print § RunQuery &3 Export | @} Find... Organize Categories..
Records
@ mlioneial Type:[Gitt - Fomst: [<All Formats> -
Query
Mame Type Desciption  Format  Created  Created by Records
é, Export Gift search for Supervisor Gift Used by the... Dynamic ~ 08/24/133% Supervisor 1854 (approx)
Gift Amount = ASK Gift Dynamic  05/25/2000 Supervisor 1101 (approx)
06/16/2000 Supervisor
Gifts that need to be ackno... Gift Dynamic 12042001 Supervisor 33 (approx)
Gifts for "This Week' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 2 (approx)
Gifts for "This Month' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 25 (approx)
Gifts for ‘This Year' Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 165 (approx)
Gifts Acnowledged on = <... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 503 (approx)
@ Mapping Campaign = <ask> and Dat... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (3pprox)
Fund = <ask> and Date Ra... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 939 (approx)
0 Admin Appeal = <ask>and Date ... Gift Blackbaud s... Dynamic  07/17/2002 Supervisor 6 (approx)
g Batch Number = <ask> Gift Blackbaud s... Dynamic  08/29/2002 Supervisor & (approx)
g Config Hon/Memerial Name = <ask... Gift Blackbaud s... Dynamic  10/03/2002 Supervisor 18 (approx)
% Scanning
/) S
&z NetSoluti..
—_— e i
Dashbo
™ Only show my queries
AuctionM R . .
Pro Recently Accessed Queries Quick Find
I ’ Gift search for Supervisor Ll £
Gifts for This Month'
Gifts for "This Year' =l
Welcome to The Raiser's Edge 7 /’;I

2. On the action bar, click Open. The query record screen appears.

4 Gifts Marked as Acknowledged - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help

=R I T

Z:Dutputl §:Sort| ﬂ:HesuItsI

The filterz entered here will determine the records that are output.

¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address
r— Awvailable Fields r— Filter.

Shouw: | <Al =

+ Gift Acknowledge equals Acknowledged
o AND Gift Date bebween 01,/01,/2000 AND 12/31,/2000

[#- Cluery Fields -
avorites

Gift Infarmation

Constituent

poUsE

Prirmary Buziness Information
Campaignz

unds

Appeals

[ Packages hd
4 | >

& Find...l Select->| <-F|ernove| Ehange...l _[l _]I ﬂl il LIL'
< Blach | Mest » | Cancel | EunNowl

I | I /

3. If you want to change any of the filtering criteria you used in this query, select the Criteria, Output, and
Sort tabs and make your changes.

Note: The Records menu option is available only from the Results tab of a query.
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4. Select the Results tab or click Run Now on the toolbar to process the query results.
5. From the menu bar, select Records, Refresh.

The updated results in a static query save when you click Save on the toolbar or select Records, Refresh
from the menu bar. If you select the Results tab or click Run Query on the toolbar, the static query
updates, but the changes are not automatically saved.

6. A confirmation message appears. The program searches the database for any new records meeting the
criteria you defined and adds them to the query results.

The Raizer's Edge

\i_) Thiz iz a static quen. After the guem has been zaved the spstem will generate keys for
the records that meet the zpecified criteria.

Cancel

Note: Keys in a static query are equivalent to the number of records in a static query. This number is also
visible at the bottom of the Results tab.

7. Click OK.
8. When the program is finished counting keys, or records in the query, another message appears telling you

how many records the static query contains.
The Raiser's Edge

i F.eys for ztatic queny 'Giftz Marked az Acknowledged' were successfully created. 37
\I) record(z) met specified criteria.
Elapzed Time = 00:00:00

9. Click OK. You return to the Results tab of the query record.

& Gifts Marked as Acknowledged - The Raiser's Edge M=l E3
File Edit “iew Foimat Records Favorites Tool: Help
B TR S A »ou 7

l:Eliteria] Z:Dutput] 3Sort

Mame Gift Acknowledge =
RCS Corporation Acknowledged
Itmian, Travis Dylan Acknowledged
F.ovalak, Spencer Acknowledged 01./10/2000
Haaz, Lisa Acknowledged 0112000
Mashwile Healthcare Acknowledged 01./14,/2000 |
Finley, George D avis Acknowledged 01,/15/2000
Justin, Larre! May Acknowledged 011/A15/2000
Parker, Madizon Rhoads Acknowledged MA742000
Sadler, Harns Frederick Acknowledged 01,/18/2000
Kaowalak, Spencer Acknowledged 01/26/2000
Langley, Roger Brian Acknowledged 01/27,/2000
Carter Pharmaceuticals, Inc. Acknowledged 01/27/2000
Adamson, Mark Daniel Acknowledged 02/02/2000
Mivens, Lavem Elenar Acknowledged 02/08/2000
Korbin, David M atthew Acknowledged 02/A8/2000
Kessler, Marlyn Andrea Acknowledged 0282000
City Ingurance Compary Acknowledged 02/22/2000 -
< Back | | Cancel Bun Mow

A7 records
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10. Click Save to save the results of your refreshed static query.

11. From the menu bar, select File, Close to close the refreshed static query.

Customize Query and Use Favorites

With The Raiser’s Edge, you can customize Query to reduce the amount of time it takes to create, find, open, or
perform any other functions with your queries. For example, you can create shortcuts for easy access to the
queries you use most frequently. You can further customize Query by making certain decisions affecting your
query record screens. You can establish a default query format and type, depending on the selections you use
most often. You can also create a list of your favorite query fields to reduce the time it takes to find the fields you
want to use. User Options provide another option for customizing the query record screen. You can establish user
options to automatically add criteria and sort fields to a query’s output. All these options simplify the querying
process and help save you time. For more information about Query User Options, see “Query User Options” on

page 13.

» Add a query to the list of favorites

Note: For more information about Favorites on the Home page, see the Program Basics Guide.

If you create query templates or have queries which you use constantly, you can add them to a list of favorites.
Adding frequently used queries to your list of favorites provides easy access to them, especially if the list
displayed in the Query page is extensive. Your favorites are listed in the order in which they are added, unless
you specify an alternate order. Once you compile your list of favorite queries, you can run a query without
opening it, right from the Favorites shell menu or the Home page.

Note: We recommend creating a list of query favorites. A list of queries you use most often saves time when

you want to locate a query.

1. From the Query page, highlight the query you want to add to your list of favorites. For more information
about accessing the Query page, see “Navigate in Query” on page 5. For more information about opening
a query, see “Open a query record” on page 9.

[E] The Raiser's Edge
Fie Edt Vew Go Favorits Tools Help

4 Back # Fove | Open in separmte window

Sv Home ﬁl. r“_rdf‘/

' . T Mew Query = Open Merge Queriss Delete. = Pint ¥ RunQuery & Export % Find... Organize Categories
ecoras

i General

u Query

Tupe:| <All Types> hd

4
% NetSoluti

Name

Received amount greater th...
Events with other donations
List of All Vendors

Solicit Code of ‘Do not phone’
All Members

Relations with Daughter/Son
Gift Amount = ASK.

Gifts Marked as Acknowledged
Blank Primary Addressee

Previous Donors

Type
Appeal
Event

Partidi....
Indivi...
Memb. ..
Relati...

Gift

Members (active and dropped) Consti...

Gift

Consti...

Description

List of Appe. ..
All events th...
Vendor listin...

All Members ...

Relations wi...

All gifts give...
Blackbaud s...
... All constitue...

[ (O[]
Farmat: | <All Formatsy =

Farmat Created Created by Records d
Dynamic  05/24/2000 Supervisar 3 (appr
Dynamic  05/24/2000 Supervisor 33 (appr:
Dynamic  05/24/2000 Supervisor 14 (appr:
Dynamic  05/24/2000 Supervisor 7 (appri
Dynamic  05/24/2000 Supervisor 141 (appn_l
Dynamic  05/24/2000 Supervisor 47 (appri
Dynamic  05/25/2000 Supervisor 1101 (appri
Dynamic  05/25/2000 Supervisor 175 (appr:
Static 06/16/2000 Supervisar
Dynamic  05/20/2000 Supervisor 14 (appr

06/21/2000 Supervisor

@D‘ashbo..

AuctionM...

Data : Gift search for Supervisor

&_ PO | | Gifts for 'This Month'

Participant search for Super... Partici... Used by the... Dynamic  05/22/2000 Supervisor 228 (appri
Trustees Consti... Query of all ... Dynamic ~ 07/12/2001 Supervisor 11 (appri
MNavalidAddress Consti... Constituent... Dynamic ~ 09/04/2001 Supervisor 9 (appr:
Volunteers with Birthdays in... Consti... Volunteers ... Dynamic  08/13/2001 Supervisor 11 {apprs
Gifts that need to be ackno... Gift Dynamic 12042001 Supervisor 33 (appr:
All Volunteers Indivi... Query foru... Dynamic  12/04/2001 Supervisor 26 (appr:
Bl rima s £l b b Pt Blebba A Femesis | ATHTAARY Eminnn PR
4 »
[ Only show my queries
Pro Recently Accessed Queries Quick Find
=) &l
Gifts for ‘This Year' =

Center

Welcome to The Raiser's Edge 7




2. From the menu bar, select Favorites, Add to Favorites. The New Favorite screen appears.

New Favorite E3

Marne: IPrevious Donars Ok I
Degcription:  |Donors who have given previouzly sorted by Date Cersl |

=

Default Action:

¥ Use Tihe Faiser's Edge toopen this item,

Create ir: IJFavnrite& e j [ ew falder |

|ternz in thiz folder will be available from the R aizer's Edge
Shell 'Favorites' menu

3. Leave the default information in the Name and Description fields.

QUERY 63

Note: The Use The Raiser’s Edge to open this item checkbox only enables if you are adding an external.

4. In the Default Action field, select if you want to run, open, export, or send the query as email from the

Home page.

Once the task is added to Favorites, you can also right-click the task to select these options from a menu

that appears.

5. In the Create in field, click the drop-down arrow and select the “Queries and Records” folder.

New Favorite E3

Marne: IPrevious Donars Ok I
Degcription:  |Donors who have given previouzly sorted by Date Cersl |

Default Action:

¥ Use Tihe Faiser's Edge toopen this item,

Create in: I ) Queries and Records j [ ew falder

i

[ueriez and Flecords

6. Click OK. The query is added to the favorites list on the Home page.

Favorite Query Fields

You can select the fields you use most often and include them in a list of favorites. This shortcut is helpful because
it reduces the amount of time it takes to search all field categories to access the fields you want to use in your
guery. For example, if you work in the Development Office, you may use the summary criteria field gift amount
often. You can include this field in your list of favorites and you do not have to search for it every time you want
to use it. Your list of favorite query fields can be accessed from the Criteria, Output, and Sort tabs. You can create

your list of favorite query fields from an existing query or you can create it from a new query.

» Create a list of favorite query fields

Note: Due to the unique customization of fields that begin with “Specific”, you cannot include these in your list
of query favorites. For example, if you attempt to move Specific Attributes to the Fields to include box, the

right arrow button disables.
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1. From a query record, from the menu bar select File, Organize Favorite Fields. The Favorite Fields screen
appears. For more information about accessing the Query page, see “Navigate in Query” on page 5. For
more information about opening a query, see “Open a query record” on page 9.

Favonte Fields
Huery Tupe: (g
Available Fields: Fields to [nchude:
- Comstituent | nfarmation - -3“" D
-5 onstituent
i I.JDUSE Last Mame
qa--.f-\llases
- Credit Cards
Ba Constitugncy

EB Salicit Codes = |
Ea Prirmany Alurnni Information

Ba Primary Buziness Information ;l
- Primary Constituency Information

Eia--.t'-\dclresses

- Addresses/S alutations

- Felationships

Eia--.t'-\ssigned Appeals ;I

s I Cancel Find...

2. You can include favorite fields for each query type available in the program. In the Query Type field, select
the query type you want to select favorite fields for.

Tip: You can use Find for quick access to a field.

3. Inthe Available Fields box, expand the category containing the fields you want to include in your list of
favorites. To expand a category, click the plus sign to the left of the information category.

Tip: From the Available Fields frame of a query record, you can also add fields to your list of favorites by
highlighting the field and selecting Add to Favorite Fields from the right-click menu.

4. In the Available Fields box, highlight the fields you want to use and click the right arrow button to move
them to the Fields to Include box.
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5. Once you compile your list of favorites, click OK to save it. Your favorite fields display under the Favorite
category in the Available Fields box.

Last Mame
Constituent [0

Query Properties

You can review the properties for an existing query. Query properties are the overall characteristics of the query.
These settings include type, format, description, formatting options, and access/editing rights information. This is
especially useful if you want to determine if the query can be used to perform another function in The Raiser’s
Edge. For example, if you want to assign output limits to a query, you need to make sure you are working with a
static query, because you can only establish limits to queries with that format.

» View a query’s properties

Note: You can also view query information by highlighting the query and selecting File, Properties from the
menu bar of Query page or by selecting File, Properties from the menu bar of an Open query screen.
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1. From the query record, click the Properties button on the toolbar. The Properties screen appears. For
more information about accessing the Query page, see “Navigate in Query” on page 5. For more
information about opening a query, see “Open a query record” on page 9.

Properties - Daughter's Dance [ x|
elected Fields |

Query Type: Relationship

Descrption: Mames of constituents and their daughters who are potential invitees to the
Daughter's Dance.

Laszt run: 05,/10/2002
Elapsed time: 1 second
MNurnber of records: M4

Syztem Record 1D: 190
WBA Macro: Mone

Created by Supervisar
Created on: 05/09/2003 at 12:10 Pk

Last modified by Supervisor
Last modified on: 05/10/2003 at 09:09 Ak

Format: Dynamic Output limits: Mo output limits applied

Suppress duplicate rows Mo Select from querny:

Rights: Others may modify and execute this query

Created from: Qluery

ak. I Presiew |

2. To view general information about the query, select the General tab. This tab includes information about
the query type, format, description, date the query was run, and date the query was last modified.

3. To view the filter, output, and sort fields used to define the query, select the Selected Fields tab.

Properties - Jan.- June Donors [ x|

General

Filter Fields: Output Fields: Sort Fields:

Gift Amount greater than or equal to
AND Gift D ate between 12401/13%
AND Campaigh Categor one of Ar

Mame
Gift Amount
Gift Date

Last Mame [hac)

Campaign Categomy
Last Mame

ALppeal Description
Gift Type

ak. I Presiew |

4. To preview the properties before printing, click Preview. From the preview screen, you can print or email
the properties of the query.

To close the screen, click OK.
From the menu bar, select File, Close to close the query record.
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Organize Query Categories

Note: When you save a query, you can add it to an existing category or create a new category.

To help manage and organize the queries you create, you can create directories, or categories, in which to group
them, such as by user or by the query’s intended use. To create and organize query categories, select Organize
Categories from the menu bar of the Query page. On the Organize Categories screen, you can create, rename,
and delete query categories. You can also adjust the order in which they appear on the Query page.

Categories that appear on the Query page are not specific to individual users. By default, the General category
appears. You cannot rename or delete this category.

» Create query categories

1. From the Query page, on the menu bar, select Organize Categories. The Organize Categories screen
appears.

Organize Categories

| Herame

] | Cancel |

2. To create a new query category, click New Category. The New Category screen appears.

Mew Category )
Mame; I

] I Cancel |

3. Inthe Name field, enter a name for the new query category.




68 CHAPTER

4. Click OK. You return to the Organize Categories screen.
Organize Categories

e "

gory Bename LDielete

1 General
B Felationzhip

] | Cancel |

5. Click OK. You return to the Query page. In the box on the left, the new category appears.

1 feners
'I [ JRelationship

6. To add an existing query to the new category:

a. Inthe query grid, select the query to add to the category.
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b. Right-click and select Change Category.

The Raiser’s Edge [_[o]=]
Fle Edit View Go Favorites Tools Help

4 Back # Forwerd | Open in separate window
~
M Home d— Query’
’ — ] New Query... < Open Merge Queries... 3¢ Delete.. 4 Print ¥ RunQuery &% Egort (34 Aind... Omanize Categories
lecoras
® (General Format [<AT Farmats> -
Query (CRelationship
Name Type Desaipion  Format  Created  Createdby Records -]
g Export Funds with no ending date Fund ~ These funds... Dynamic  05/24/2000 Supervisor 22 (appri
Received amount areater th... Appeal  List of Appe... Dynamic  05/24/2000 Supervisor 8 (appri
Events with other donations  Event  All events th... Dynamic ~ 05/24/2000 Supervisor 33 (appr
List of All Vendors Partici... Vendor listin... Dynamic  05/24/2000 Supervisor 14 (appri
Salicit Code of Do not phone’  Indivi... Dynamic  05/24/2000 Sugervisor 7 Gapor_|

All Members Memb.

All Members ... Dynamic  05/24/2000

Supervisor
r :

141 (appr:

=l Open

Gift Amount = ASK Gift Dynamic ~ 05f;
@ Mapping Members (active and dropped) Consti... Dynamic  05/2¢ ¥ Delete..
Gifts Marked as Acknowledged Gift Al gifts give... Static 08/1¢ N Delete Multiple Queries...
Q Pl Blank Primary Adcressee  Const... Blackbaud's... Dynamic  08/2( "  REMame...
i Previous Donors Const... All constitue... Dynamic i 1
Particpant search for Super... Part... Used by the... Dynamic  Gb/2: [ Change Category 1
Trustess Consti... Query ofall ... Dynamic
NoValidAddress Consti... Constituent... Dynamic  09/0¢ e
Volunteers with Birthdays in... Consti... Volunteers ... Dynamic  08/1: &4 Export Query ListGrd...
Gifis that need to be ackno... Gift Dynamic  12jo- ) ExportQuery List Grid to Excel...
[ S 12, S Print
@[\ashbm I Columns...
1 ™ Only show my queries .
AuctionM | IR o Properties

Recently Accessed Queries

Previous Donors\Blank Primary Addressee
Gift search for Supervisor
Gifts for This Month'

Welcome to The Raiser's Edge 7

Tip: To save time, you can drag and drop a query from the query list into the appropriate category on the left.

The Query Options screen appears.

pery Options

| Becard Pracessing | Gift Erocessingl Advanced Processing|

Query Twpe: | B elationship - | Query Format: ID_l,lnamic 'l

Query Mame: IFIeIations with Daughter/Saot
Category: IGeneraI j

Description: |Felations with Daughter/San :l

¥ Other users may mn this querny
v Other users may modify this query

(]9 I Cancel
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c. Inthe Category field, select the new category.

Query Options E3

General |Becord Processingl Gift Emcessingl Advanced Processing|

Query Type: IHeIationship vl Query Format: ID_l,lnamic vl

Quer Mame: IFIeIations with D aughter/Son

Category: | Relationship =l
Description: [Felations with Daughter/Son ;I
|-

[v' Other users may mn thiz quany
v Other users may maodify this query

(14 I Cancel |

d. Click OK. You return to the Query page.

Query Lists

You can create query lists to simplify the results of a query and manage the constituents, individuals, and
organizations that appear in the results. Query lists take the results of an existing query, and place them into a list
you can edit and save separately for use in other processes throughout The Raiser’s Edge, such as in mailings. For
example, you can create a list from a query of all of your volunteers, and then edit the list to include only certain
volunteers.

Note: The results of a query list are considered static, and will not change unless you manually edit the list to
add or remove constituents.

» Create a query list

1. From the Query page, click New Query List on the action bar. The Open Query screen appears. For more
information about how to access a Query page, see “Navigate in Query” on page 5.

2. Onthe Open Query screen, search for and select the query from which to create a query list. You can also
create a new query to use if necessary.
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3. Click Open. The New Query List page appears.

i
File Edit View Constiuent Favorites Tools Help
[AsaveandCiose | (| 4 & =] 2 -
a S .
Name | Primary Salutation acdre~ Nancy Peters
McGrann, Crla Ann Dr, McGirann 3150 Brertmore Court i}
Inman, Travis Dylan M. Inman 2223 Sweetwater Lane Giving
Korbin, David Matthew Dr, Karbin 1230 Pelican Point Recent Gift $22,500.00  Acquisition Fund 05/16/2009
Kenrick, Jennifer Angela s, Kennick 4850 Seenic Court Largest Gift $22,500.00  Acquistion Fund 051642009
Langley, Roger Brian M. and M, Langley 18 Hassel Strest
Avdeenka, Lucy Gaylar Ms, Avdeenko 52 Pebhlz Lane First Gift $250,00 Natural Disaster 04/21/2005
Montgomery, Otto Gregory lr. Montgomery 11 Shell Street Giving History
hivens, Lavern Elenar M. Nivens 8328 Chalmers Street
O'Malley, Barrett James Hr. O'Malley 5428 Hickary Trace Drive Constituent Codes
Prescatt, Sidney Lauren M. Prescatt 1425 white Point Road Buidi | | Lo a1y21/2003 -
Rosenberg, Ira Michael Mr. Rasenberg 251 Fifth Avenus
Smith, John Thomas Mr. Smith 621 Winder Road
Sriyder, Daniel Roy M. Sryder 74 Carter Avenue
Sharp, Monica Leigh Mrs. Sharp 325 Kentwood Lane
Terrel, Emma Virginia Ms. Terrel 545 High il Court Sute 56
Kavalak, Spencer General Kovalak 844 Ft, Johnson Lane
kovalak, Jennifer Anne Mrs. Kovalak 844 Ft. Johnson Lane
Dubase, Calin Mr. Dubase 5541 0ld Towne R,
Srmyth, Tenl Dr. Smyth 2510 College Avenue Apartmi
Baker, Derrick Julian M. Baker 3207 tucea Court
Rhodes, kyle Matthew M. Rhodes 12 Jane Way
white, Stella Suzanne D, White 228 Cooper Way
Smalls, Harold Prestey Chief Smalls 75 Sycamare fvenue
Hernandsz, Robert Carlos Or. and Mrs, Hernandez 410 17th Street
K| ;lj
|Records infist 26 [03/20/2011 4

To display additional information about constituents in the results list, such as gift information and
constituent code, click Show Details on the action bar.

a. By default, the Name, Primary Salutation, Address, City, State, and ZIP columns appear. To display
additional columns, click View on the menu bar, and select Columns. The Columns screen appears.

E

Use these fields to indicate which columng should display in the selectad grid.

Dizplay thesze columns:
M arme - |
Frimary 5 alutation

Address >
City —I

Courtry

Recent Gift ;l State
Largest Gift Z ZIP
First Gift _l

Constituent Code
Constituent Code 2
Canstituent Code 3

@4 Find... |
Reset to System Defaultsl ak. I Cancel |

b. Select a column from the Columns grid, and move it to the Display these columns grid. You can
select the column and click the left or right arrow, or double-click the column to move it.

Tip: Use the up and down arrows to create the order in which the columns display on the query list record.

c. After you select the columns to view, click OK. You return to the query list record, and the new
columns are displayed.
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Find a Constituent in a Query List

The Find button is available in many areas of the program to help you locate specific fields or items from a list. It
is particularly useful in saving you time scrolling through lists with so many entries that all are not visible at the
same time in the box or grid. For example, you can click Find a Constituent in the List from a query list record to
find a specific constituent in your results. When you click the Find button, the Find screen appears so you can
define the search for a field or other item.

» Find a constituent in a query list

1.

From a query list, click Find a Constituent in the List on the action bar. The Find screen appears.

T
Field: I vI

Find what: |

Malchilf-‘-.ny pat of field "I " Match case
Fird Firgt | Eirnd Ne:-:tl Cloge |

Note: To open a constituent record, select a constituent in the list and click Open on the action bar. The
constituent record appears.

2.

In the Field field, select the column of the list you would like to search. For example, you can select Name
to search for the constituent by name, or select Constituent Code to search for constituents who have a
specific constituent code.

In the Find what field, enter the name of the entry you want to find. If you are unsure of the spelling of
the field for which you are searching, you can substitute the wildcard character ? for part, or the character
* for all of the entry.

In the Match field, select whether you want your entry in the Find what field to match: Any part of field,
Whole field, or Start of field.

If you want the search to match any capitalization in the field name, select Match case.

When you click the Find First button, the first match that meets your search criteria is highlighted in the
query results list.

Click the Find Next button to find any additional entries that meet your criteria.

8. After you locate the entry you want to find, click Close to exit the Find screen. You return to the query

record and the last field found is highlighted.

Add Constituents to a Query List

After you create a query list, you can add constituents to the list as necessary. You can add a single constituent, or
a group of constituents at a time.
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» Add constituents to a query list
1. From a query list, click Add to List on the action bar and select One Constituent or A Group of

Constituents.
#New Individual Query - The Raiser's Edge =1al x|
Fle Edt wiew Copaflient Favoritss Tooks Help
a3 E|?-
P74 _
©ne Constituent rirnary Saldtation | Address = Nancy Peters
4 Group of Constiuents | McGrann 3150 Brentmore Court Atlanta Giving
ey TFEviE DyTan F. Inman 2223 Swestwater Lane Cincinn.
Korhin, David Matthew Dr. Korbin 1230 Pelican Paint Daver Recent Gift $22,500.00  Acquisition Fund 05/18/2009
Kennick, Jennifer Angela Ms. Kennick 4850 Scenic Court LECIEE | -, $25,50000  Acquistion Fund ey1egzo0n
Langley, Roger Brian mr. and Mr, Langley 16 Hassell Strest san Anl
fwdeenko, Lucy Gaylor Ms. Avdeenko 57 Pebble Lane Kenneb First Gift: $250.00 Matural Disaster 04/21/2005
Monkgomery, Otk Gregory  Mr, Mantgamery 11 Shell Street OHlzhor Giving History.
hivens, Lavern Elenor Ms. Nivens 8328 Chalmers Street Richmor
OMaley, Barrett James W, OMalley 5428 Hickory Trace Drive Greznsl || Constituent Codes
Frastott, Sidney Lauren s, Prescott 1425 white Poirk Road Buidng 250 Boston L velontesr o1f21j2005 -
Rosenberg, Ira Michael M. Rosenberg 251 Fifth Averue Hew Yo
Srith, John Thomas P, Smith 621 Winder Road Louisvil
Snyder, Daniel Roy Pir. Snyder 74 Carter Avenue Portlam
Sharp, Monica Leigh Wrs. Sharp 325 Kentwood Lane Chicage
Terrell, Emma Yirginia s, Terrell 845 High Hil Court Suite 56 Toronte
Kovalak, Spencer General Kovalak 844 Ft. Johnson Lane Columb
Kovalsk, Jennifer Anne s, Kovalak 844 Ft. Johnson Lane Columb
Dubose, Calin M. Dubose 5541 Old Towne Rd Albugue
Smyth, Tenli Dr, Smyth 2510 College Avenue Apartment #12  Oaklan:
Biaker, Derrick Julian 1r, Baker 3207 Yucea Court ElFaso
Fhodes, Kyle Matthew 1. Rhodes 12 Jane Way Edinbur
White, Stella Suzanne Dr. Whits 22-B Cooper Way Coffma
smalls, Harold Presiey Chief Smalls 78 Sycamore Avenue Charles
Hetnandez, Robert Catlos D, and Mrs, Hernandez 410 17th Strest Denvver
Ll | v
| Records inlist 26| D3/2042011 |

2. If you selected One Constituent, the Open screen appears.

If you selected A Group of Constituents, the Open Query screen appears.

3. Search for the individual, or constituent query to add to your query list.
Click Open. You return to the query list record, and the constituent or group of constituents are added to

the list.

Remove Constituents from a Query List

After you create a query list, you can remove constituents from the list as necessary. You can remove a single
constituent, or a group of constituents at a time.
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» Remove constituents from a query list

1. From a query list, select the constituent you would like to remove from the list. Click Remove from list on

the action bar, and select Selected Constituent(s).

®new Individual Query - The Raiser's Edge B =10] x|
Fie Edi Wiew Constituent Favorites Tools Help -
[Hsaveandliose | (| 4 &8 (1] 2 - ‘
i} ) 53 e
Name. Selected Constiuents) Address B Nancy Peters
HcGrann, Crls Ann & Group of Constituents  jrtmore Court Atlants -
Giving

Inman, Travis Dylan TR 222 Smeetwater Lane Cincinn.
Kaorbin, David Matthew Dr. Karbin 1230 Pelican Paint Dover Recent Gift $22,500.00  Acquistion Fund 05{16{2003
Kennick, Jennifer Angela Ms. Kennick 4850 Scenic Court Baltimon Largest Gift $22,500.00 Acquisition Fund 05/16{2009
Langley, Rager Erian Hr, and Mr, Langley 16 Hassell Street San Anl
fvdeerko, Lucy Gaylor Ms. fwdesrka 52 Pebhiz Lane Kerineb First Gift 425000 Matural Disaster 04/21/2005
Montgomery, Otto Gregory  Mr, Morkgomery 11 Shell Street Oklahor Giving History
Hivens, Lavern Elenar 5. Mivens 8328 Chalmers Street Richriot
(O'Mallery, Barrstt James Mr, O'Malley 5428 Hickary Trace Drive Gresns! Constituent Codes
Prescatt, Sidney Lawen M. Prescatt 1425 white Pont Road Buiding 250 Boston || |y o121j2000-
Rosenberg, Ira Michael Hr. Rosenberg 251 Fifth Avenus New Yo
Smith, John Thomas Mr. Smith 621 Winder Road Louisvill
snyder, Daniel Roy Hr. Snyder 74 Carter Avenue Partlans
Sharp, Manica Leigh Mrs. Sharp 325 Kentwood Lane Chicage
Terrell, Emma tirginia s, Terrel 545 High il Court ute 56 Torante
Kovalak, Spencer General Kovalak 544 Ft, Johnson Lane Calumb
Kovalak, Jennifer &nne Mrs. Kovalal 844 Ft. Johnson Lane Columb
Dubose, Calin Hr. Dubase 5541 0ld Towne R, fbuaus
Smyth, Tenli Dr. Smyth 2510 College Avenue Apartment #12  Daklanc
Baker, Derrick, Juian i, Baker 3207 tucea Court El Pasa
Rhodes, Kyls Matthew r, Rhodes 12 Jane Way Edinbur
white, Stella Suzanne Dr. White 22-8 Cooper Way Coffma
smalls, Harold Presley Chisf Smalls 75 Sycamare fvenue Charles
Hernandez, Robert Carlos Dr. and Mrs. Hernandez 410 17th Strest Derver
T 5

[Records inlist 26 | 09/20/2011

Note: To select multiple constituents, hold down CTRL on your keyboard and select the constituents you would

like to remove.

2. Click Yes. You return to the query list, and the constituent is removed from your list.

» Remove a group of constituents from a query list

1. From a query list, click Remove from List on the action bar and select A Group of Constituents. The Open

Query screen appears.
2. Search for the constituent query to remove from your query list.
Click Open. A confirmation message appears.

4. Click Yes. You return to the query list record, and all constituents in the select query are removed from the

list.

View Change Log

Since multiple users may be able to access and edit a query list, you can view a change log to track all the changes

that have been made to a given list.

To view the change log, from a query list, click View on the toolbar and select Change Log. The Change Log
appears and displays the date of every change made to the query list, as well as the user who made the change,

the action, description, and the number of records left in the query list.

®new Individual Query List Change Log - The Raiser’s Edge

Date T |User Ackion Description Records After Action
12/14/2011 6:15:51 PM Supervisar Removed Hatold P. Smalls 24
12/14/2011 6:15:29 PM Supervisor Removed Emma . Terrell 25
12/14/2011 5:57:37 PM Superyisar Created List Query ‘Al Yolunteers' 26
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Work with Advanced Query Functions

Warning: You should attempt advanced query functions only after you master basic query concepts.
Advanced query functions, such as deleting multiple queries, can be reversed only from a backup of your
database.

After you master the basic knowledge necessary to create and edit queries, you can begin to manipulate the
results using more advanced query functions. Advanced query functions add flexibility to The Raiser’s Edge. You
can delete multiple queries, refresh and merge queries, change the appearance of query results, or you can
eliminate duplicates from your query results.

Create Advanced Queries

After you master basic query concepts, you can begin to expand your knowledge and usability of Query. A
common advanced query involves combining multiple fields of the same group into one query to achieve results
you need for other functions such as reports, exports, or mail merges.

» Create a query of records with nothing in common

Scenario: Your top five major donors deserve special attention in various ways. These donors have
nothing in common, but you need to create a query of these constituents to group them together for
special tasks, such as processing specific reports or sending event invitations. Create a query of these
records that having nothing in common using the Specific Record field.

1. From the Query page, on the action bar, click New Query. The New Query screen appears. For more
information about accessing a query page, see “Navigate in Query” on page 5.

New Query

Luer wpe: [T

Guery format: I Diymamic b I

0K I Cancel |

2. Inthe Query type field, select “Constituent” because you want to access information from both
organization and individual records.

3. In the Query format field, select “Dynamic”.

New Query [ %]

—=

Buery type: (e

Cluery format: ID pramic 'I

Ok I Cancel |
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4. Click OK. The New Constituent Query record screen appears.

12 New Constituent Query - The Raiser's Edge
File Edit Yew Fomat Hecods

R Y

Favortes Tools Help

g:Dutputl Q:Sortl 4_1:F|esults|
The filterz entered here will determine the records that are output.
M Include inactive constituents [V Include deceased constituents
r— Awvailable Fields  Filter.
Sheuw: | <Al =l
-

¥ Include constituents with no walid address

Query Fields

- Favorites

Constituent |nfarmation
Spouze

Aliazes

Credit Cards

Constituency

Solicit Codes

Constituent Salicitor |nformat

Primary Alummi Information | =
g
@ Find...l Select |

<-F|em0ve| Change...l _[l_]lﬂlilllﬂ

Bun Maw |

< Bachk | MNext > | Cahcel |

4

5. Mark the Include inactive constituents, Include deceased constituents, or Include constituents with no
valid address checkbox to indicate whether or not you want these constituents in your queries.

You generally do not want to include inactive constituents, deceased co

nstituents, or constituents with no

valid address in your queries. However, checking any of these checkboxes gives you the ability to include
them for historic purposes. For this procedure, leave the default marks in the checkboxes.

In the Show field, select “<All>”. You can select a specific group of field
complete list of Available Field categories.

s, or select “<All>” to see a
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7. Click the plus sign to the left of the group name to reveal criteria fields under each group. Click the
Constituent Information, and highlight the Specific Record field.

42, New Constituent Query - The Raiser's Edge
File Edit View Fommat Hecords Favorites Tool: Help

CE N

1.Criteria IZ:DutputI §:Sort| ﬂ:HesuItsI

The filterz entered here will determine the records that are output.

¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address

r— Awvailable Fields r— Filter.
Shouw: | <Al =

-~ Parent Corporation ﬂ
- Receipt Type

- Religion

- Reguests No E-mail?

- Sort Key

- 55N
- Suffin 1
- Suffis 2

- Syztem Record 1D _lﬂ
A I | 3
& Find...l Select-» | <-F|ernove| Ehange...l _[l _]I ﬂl il LIL'

< Blach | Mest » | Cancel | EunNowl

I | I /

8. Click Select. The Edit Field Criteria screen appears.

Edit Field Critena E

| Specific Record

Operator; [t

Walue; | ﬁ'

akK I Cancel

9. Inthe Operator field, select “one of”. For more information about query operators, refer to “Understand
Query Criteria Operators” on page 23.
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10. Place your cursor in the first line of the Constituent ID grid.

Edit Field Critena E
| Specific Record
Operatar; Igne of j

Caonztituent |0

KIS M

[f I Cancel |

11. Press F7 on your keyboard. The Open screen appears.

i, Open

Find: I Canstituent ﬂ Search uzsing quen: |<Default>

&

Sl Open

Cancel

"] fadd New
Find Constituents that meet these criteria: ot
phions

Last/Drg name: I j Address lines: I
First M ame: I j Clity: I

Constituert [D: I j State: I (b it (e

SSNZI j Z”:'il Mew Search
tembership [D: I j Clazz af: I [ —

Bank acct. no.: I j Credit card no.: I

[V Display inactive constituents = Check spouse name [T Exact match anly " Eheck rickname
I Display deceased constituents [~ Check aliases I” | Chiesk contact name Expand Results

[ HREBE

12. Search for the record you need and click Open. The constituent name appears in the Constituent ID grid.

Edit Field Criteria [ x|
| Specific Record
DOperatar: Ione of j
Congtituent 1D
Mark &damzon ﬂl
[« | i
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13. To move your cursor to the next line, press Tas on your keyboard.
14. Repeat the previous steps to enter your remaining four major donors.
15. Click OK. The criteria field with the criteria operator appears in the Filters box.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomal Fecords Favorites Tools Help

H %W 2 a2

1.Criteria IZ:DutputI Q:Sortl =_1:F|esu|ts|

The filkers entered here will determine the records that are output,
¥ Include inactive constituents v Include deceased constituents [ Include constituents with no valid address
—&wailable Fields — Filter:
Show; |<AII> j ----- Specific Record one of Mark D. Adamzon, Julie M. Bach, Robert C.
- Parent Corparation ;I
- Receipt Type
- Religion
- Requests Mo E-mail?
- Gort Key
- Specific Recaord |
- 55N
- Suffix 1
- Suffin 2
- Spgtem Record 1D hd
4] | » < | |
& Find...l <-F|em0ve| Change... | [ | ] | .t‘-\ndl [ | 1+ | + |
< Hachk | Mest > | Cancel | Bun Now |

I | I /

Note: For more information about selecting fields on the Output tab and Sort tab, and viewing query results
on the Results tab, see “Create a constituent query” on page 28.

16. On the toolbar, click Save. The Save Query As screen appears.

Save Query As
Cluery name: I | Save I
Description: ;I Cancel |

[~

Query format: ID_l,lnamic 'l

W Other uzers may execute this gueny

¥ Other uzers may modify this query

Create in: I General j Mew Category |

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

17. In the Query name field, enter “Top 5 Major Donors”. For more information about the Save Query As
screen, see “Save a Query” on page 47.

18. Click Save. The query is saved and appears in the grid on the Query page.
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» Create a query using Summary Information fields

Scenario: The board members of your organization ask for a list of constituents donated gifts greater
than $50 each year in the years 2000, 2001, and 2002. Create a query for this request and sort the
results alphabetically by Name.

1. From the Query page, on the action bar, click New Query. The New Query screen appears. For more
information about accessing a Query page, see “Navigate in Query” on page 5.

New Query [ x|

Ouery type: e

Query format: I Dynarnic hd I

Ok I Cancel |

2. Inthe Query type field, select “Constituent” because you want to access information from both
organization and individual records.

3. Inthe Query format field, select “Static” because the board members request is for previous years.

New Query [ X]
Huery type: | Constituent = I
Guery format;

Ok I Cancel |
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4. Click OK. The New Constituent Query record screen appears.

12 New Constituent Query - The Raiser's Edge
File Edit “iew Fomst Fecods Favontes Tool: Help

BN S
2 0utput | 35ort | A:Results |

The filterz entered here will determine the records that are output.
V¥ Include inactive constituents |V Include deceased constituents [ Include constituents with no valid address

r— Awvailable Fields  Filter.
Sheuw: | <Al =l
o [uery Fields -
- Favorites

Constituent |nfarmation
Spouze

Aliazes

Credit Cards

Constituency

Solicit Codes

Constituent Salicitor |nformat

Primary Alurnmi Information_lﬂ
D
@ Find...l Select | <-F|em0ve| Ehange...l _[l _]I ﬂl il lILl

< Bachk | MNext > | Cahcel | EunNowl

I | I /

5. Mark the Include inactive constituents, Include deceased constituents, or Include constituents with no
valid address checkbox to indicate whether or not you want these constituents in your queries.

You generally do not want to include inactive constituents, deceased constituents, or constituents with no
valid address in your queries. However, checking any of these checkboxes gives you the ability to include
them for historic purposes. For this procedure, leave the default marks in the checkboxes.

6. Inthe Show field, select “<All>". You can select a specific group of fields, or select “<All>" to see a
complete list of Available Field categories.
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7. Click the plus sign to the left of the group name to reveal criteria fields under each group. Click the
Summary Information, Summary For Gift group, and highlight the Total Amount of Gifts field.

42, New Constituent Query - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help
B e S Al2-
1.Criteria IZ:DutputI §:Sort| ﬂ:HesuItsI

The filterz entered here will determine the records that are output.
¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address

r— Awvailable Fields r— Filter.
Shouw: | <Al =

- Gain/Loss Amount |4 |

Median

Mode

- Pledge Balance

Total Amount of Gif
i Total Mumber of Gift

Total Receipt Gift Ar

+- Summary For Honorhder

+- Summary For Actions

+- Summary For Appeals

3

A
& Find...l Gelent | <-F|ernove| Ehange...l _[l _]I ﬂl il LIL'
| < Blach | Mest » | Cancel | Bun Mow |

I | I /

Note: For information about the default gift types included in query results when using Summary Information
fields, see “Default Gift Types for Summary Information Fields” on page 89.

8. Click Select. The Edit Field Criteria screen appears.

Edit Field Criteria [ x|
Criteria |Ei|ter |

Total Amount of Gifts_ 1

You hawve selected a
summary field. Aftar Dperalnl’:lequal$ =l

entering the criteria for
this field, yvou may Va|uer|
further refine the

results by selecting
the filter tak.

Cancel

9. Inthe Operator field, select “greater than or equal to”. For more information about query operators, refer
to “Understand Query Criteria Operators” on page 23.
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10. In the Value field, enter the amount $50. Because this field is already formatted for monetary amounts,
you do not have to enter in the S, only the amount.

Edit Field Criteria

Criteria | Eilter |

Total Amount of Gifts_1
Y'ou have selected a

LIl ﬁEId: Aﬁer Operator: Igreater than ar equal to j
entering the criteria for

this field, vou may Va'”33|$5D-DD
further refine the
results by selecting
the filter tab.

Cancel |

11. Select the Filter tab.

Edit Field Critena

Criteria

—&wailable Fields r— Filters

[=- Gift Infarmation il
- Acknowledge

- Acknowledge Date

- tdded By

- Amnount Bills

- Amount Coing

- dmount To Credit To Ce

- tppeal Ligt
- Authorization Code

- Bank Mame -
Selent | <-F|emove| i = s [= | _[I_]Iﬂlilllll

] I Cancel |
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12. Inthe Gift Information group, highlight Gift Date and click Select. The Edit Field Criteria screen for the Gift
Date appears.

Edit Field Critenia

| Gift Date

perco: [EETETRRGG ~ |

Date: |<Specific date> j

W alLe: I EI

ak. I Cancel

13. In the Operator field, select “between”. For more information about criteria operators, refer to
“Understand Query Criteria Operators” on page 23.

14. In the Value 1 field, enter the date 01/01/2000.
15. In the Value 2 field, enter the date 12/31/2000.

Edit Field Criteria (%]
| Gift Date

Operatar; |between j

Walue 1: ID‘I.-’DUZDDD EII
Yalue 2: |1 24312000 EII
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16. Click OK. You return to the first Edit field Criteria screen.

Edit Field Critena
Criteria ~ Filter |

—&wvailable Fields r— Filters

- Direct Debit Received ;l ----- Gift Date between 07,/00,/2000 &MD 124312000

- EFT?

- Expires On

- First Instaliment Due |

- Fund List

- Gift Amount
- Gift Code

::Gift D
- Gift 15 Anongmous -
5 _'IJ
Select-> | <-F|em0ve| Change... | _[I_]I Andl (] |l|i|

] I Cancel |

17. Click OK. The criteria field with the criteria operator appears in the Filters box.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Hecords Favontes Tool: Help

1w =2

1:Criteria Ig:Dutputl Q:Sortl 4_1:F|esults|

The filterz entered here will determine the records that are output.

V¥ Include inactive constituents |V Include deceased constituents [ Include constituents with no valid address

r— Awvailable Fields  Filter.
Shows: |<AII> j +- Total Amount of Gifts_1 greater than or equal to $50.00

Gain/Loss Amount d

- Pledge Balance
Total Armount of Gift:

- Total Mumber of Gift
Total Receipt Gift Ar

+- Summary For Honor/bder

+- Surmmary For Actions

+- Summary For Appealz

4 I I 3

@ Find...l <-F|em0ve| Ehange...l _[l _]I ﬂl il lILl
< Bachk | MNext > | Cahcel | EunNowl

I | I /

18. Highlight the Total Amount of Gifts field a second time in the Available Fields box to select the gift dates
for 2001.

Note: This message appears if you select Ask me each time | select a summary in the You can choose whether
or not the system should automatically apply filter criteria to summary fields frame of Advanced Query User

Options.
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19. Click Select. A message appears.

The Raizer's Edge

@ Do wou wizh to apply applicable critenia to this summary figld?

Mo | Cancel |

Note: Click Yes if you want to retain the filters you select on the Filter tab, but need to change the operator
and values for the Total Amount of Gifts field on the Criteria tab.

20. To select the filters you need on the Filter tab of the Edit Criteria screen, click No.
21. Repeat the previous steps to complete the query for the years 2001 and 2002.

22. Because you want constituents that have given at least $50 all three years, you must change the
combining operators. To do this, highlight the second filter and click And below the Filters box.

42, New Constituent Query - The Raiser's Edge

File Edit View Fommat Hecords Favorites Tool: Help
B e S Al2-

1.Criteria IZ:DutputI §:Sort| ﬂ:HesuItsI

The filterz entered here will determine the records that are output.

¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address
r— Awvailable Fields r— Filter.

Show: |<AII> j +- Total Amaount of Giftz_1 greater than or equal to $50.00
— - +- OR Total Amount of Gifts_2 greater than or equal to $50.00
H Eiaga"Loss Amount ﬂ +- OR Total Amount of Gifts_3 greater than or equal to $50.00
edian

Mode
i-- Pledge Balance
Total Amount of Gift:
i Total Mumber of Gift
Total Receipt Gift Ar
+- Summary For Honor hder
+- Summary For Actions
+- Summary For Appeals

3

A
& Find...l Select-» | <-F|ernove| Ehange...l _[l _]I ﬂl il LIL'
| Cancel | Bun Mow |

I | I /

< Blach |

23. Highlight the third filter in the Filters box and click And. For more information about combining
operators, see “Understand Combining Operators” on page 27.



24. Select the Output tab.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Hecords Favontes Tool: Help
=1E EEEEN S

1:Criteria Sart | A:Results |

Select the fields to display in the Besultz grid. “When exporting, these are the fields to export.

— &wvailable Fields — Output

Show | <alls j +1- Total Amount of Giftz_1
+- Total Amount, of Gifts_2
+- Total Amaunt of Gifts_3

[#- Query Fieldz -
Favorites

Constituent |nfarmation
Spouze

Aliazes

Credit Cards

Constituency

Solicit Codes

Constituent Salicitor |nformat

Primary Alurnmi Information_lﬂ
4 I I 3
@ Find...l Select | <-F|em0ve| Ehange...l lILl

< Back | MNext > | Cahcel | EunNowl

I | I /

25. Click the plus sign to the left of the Constituent Information group. Highlight the Name field.

QUERY 87

Note: Do not change the filters for the Total Amount of Gifts fields on the Output tab. Use the same filters on

the Criteria tab and the Output tab.

26. Click Select. The Name field moves to the Output box. Use the up arrow button in the lower right corner

to move Name to the top of the list.

42, Mew Constituent Query - The Raiser's Edge

File Edit “iew Fomat Fecods Favorites Tool: Help
H R S(al?-

1:.Criteria 2 0utput |§:Sort| =_1:F|esu|ts|

Select the fieldz to dizplay in the Resultz grid. “When exporting, these are the fields to export.

— Available Fields — Dutput
Showe: | <Al j - Mame
- +- Total Amount of Giftz_1
M!ddle Mame =] +- Total Amount of Gifts_2
- Min Match Annual +)- Tatal Armount of Gifts_3
- Min Match Per Gift
- Min Match Tatal
- Name
- Mickname

- Mo alid Addresses?
- Mo, Emplopess
- Mo, Subsidianes

- Organization Matches G ¥
4 I I 3
i Find...l Select-» | <-F|em0ve| Ehange...l

< Back | Next = | Cancel |
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27. Select the Sort tab.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Fecods Favontes Tool: Help
=1E EEEEN RS

1:Criteria | 2 0utput

A:Results |

The records retuned by the querny will be zorted by the fields selected here.

— &wvailable Fields —Sort By
Shouw: | <Al =l

[#- Query Fields -
+]- Favorites
Constituent |nfarmation

Spouze

Aliazes

Credit Cards

Constituency

Solicit Codes

Constituent Salicitor |nformat

Primary Alurnmi Information_lﬂ
4 I I 3
@ Find...l Select | <-FIem0ve| Ehange...l il EI lILl

< Back | MNext > | Cahcel | EunNowl

I I I /

28. Click the plus sign to the left of the Query Fields group. Highlight the Name field.
29. Click Select. The Name field moves to the Sort By box.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomst Fecods Favontes Tool: Help
B 10 s 26 2-

1:Eriteria| 20utput 2:Sart |£_1:FIesuIts|

The recaords returned by the queny will be zorted by the fields selected here.

— &wvailable Fields —Sort By
Show: [ <&l =T Name [A3c]

- Max Match Total ﬂ
- Middle Mame

- Min Match Annual

- Min Match Per Gift

- Win Match Total o
= [arne

- Mickname

- Mo alid Addresses?

- Mo, Emplopess

- Mo, Subsidianes _lﬂ
A I | »
& Find...l Select-» | <-FIernu:Ne| Ehange...l &l EI LIL'

< Back | Mest » | Cancel | EunNowl

I I I /

Note: To rename a column heading, right-click over the column name. Select Column Heading from the menu.
Enter the name you prefer in the Column heading field and click OK. You can also rename a column heading
from the Output tab. Right-click the field in the Output box, and select Column Heading from the menu that
appears. Enter the column name you prefer in the Column heading field and click OK.



30. To view the results of your advanced query, click the Results tab.

12 New Constituent Query - The Raiser's Edge

Eile Edit View Format

Records

CIEET=IEIEIE YL

Favorites  Tools Help
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1:Criteria | 2 0utput | 3:Sart

Total Amount of Gifts 1
$450.00

$10,000.00

3 \

$6.025.00

$300.00

Adamson, Mark Daniel $6.100.00 $100.00 $750.00
Andrews, Alison Eve $1.000.00 $65.00 $15.750.00
Bach, Julie Marie $200.00 $5.360.00 $5.000.00
Comptan, dutumn Lynn $150.00 $1.050.00 $1.030.00
Davenport, Sean Alan $5.450.00 $100.00 $550.00 L
Elliz. Anthany Stephen $E00.00 $6.025.00 $5.075.00
Campbell, Jazon Douglas $3.300.00 $1.500.00 $375.00
Finley, George D avis $375.00 $250.00 $1.,150.00
Frantz, Paul Robert $1.080.00 $50.00 $1.075.00
Graypzon, Wade Chiistopher $2.075.00 $400.00 $650.00
Henzley, Cole $1.000.00 $1.000.00 $2,000.00
Hart, Samartha Kely $130.00 $2.500.00 $6.100.00
|sley, Dean Pierce $500.00 $500.00 $4.500.00
Ivery, Claudia Louize $1.800.00 $500.00 $2.500.00
Justin, Larrel May $145.00 $250.00 $220.00 =
Kook I ucl kA b 2000 4000 44 000 00

< Back | et > | Cancel | Bun Mow |

| | 42 records |

4

31. Save and close the query. For more information about saving a query, see “Save a Query” on page 47.

If you use this query in another area of the program, such as Export, you must use the same criteria for
processing that is used in this query.

Default Gift Types for Summary Information Fields

For information about the default gift types when you use Summary Information fields, refer to the following

table.
Cash Pledge
Matching Gift Pledge Stock/Property
Stock/Property (Sold) Gift-in-Kind
Recurring Gift Pay-Cash Other

Note: Pledge write-offs and Matching Gift write-offs are subtracted from the totals.

If you need to include additional gift types in the query, select the Gift Type field. Use the “one of” merge
operator to select the additional gift types you need. For information about merge operators, see “Understand
Merge Operators” on page 90.
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Merge Queries

Merging queries combines two queries to make a third. The records included in the final query are determined by
the merging operator selected. Merging operators are simply the mechanisms that allow you to include or
exclude records from your final query. You can merge queries of different formats (for example, merging a static
qguery with a dynamic query), but both queries must be the same type (for example, constituent, gift, or event).
For more information about query types and formats, refer to “Query Types” on page 20 and “Query Formats” on
page 22.

Understand Merge Operators

Merging queries allows you to create a new query from two previously created queries. Merge operators
determine how your queries are merged and which records are included in the final query. For example, if you
want to send your organization’s Annual Report to your constituents and you already mailed this information to
your Board of Directors, you can create a query for your mailing using merging operators to exclude your Board of
Directors.

Merge operators include AND, OR, XOR, and SUB. For the following examples, the left circle represents the
primary query containing residents of Texas. The circle on the right represents the secondary query containing
alumni. The darkened areas are the records included in the resulting merged query.

AND. When you use the merging operator “AND”, only records that appear in both queries are included in the
final query. For this example, the merged query consists of alumni living in Texas.

AND Results

Primary Secondary
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OR. When you use the merging operator “OR”, the two queries are combined to make one query without record
duplication. In other words, records can appear in either query or in both. The final query contains all records
found in either query, but duplicate records will not appear. For this example, the merged query consists of all
alumni and all Texas residents. If John Doe is an alumni and a resident of Texas, his name appears only once in
the final query.

% Results

Primary Secondary

Note: You can merge queries with different formats (for example, merging a static query with a dynamic
query), but they must be of the same type (for example, constituent, gift, or event).

XOR. When you use the merge operator “XOR”, the final merged query contains only records that are in only one
query or the other, but not in both. Records found in both queries are eliminated from the final query. For this
example, the merged query consists of Texas residents who are not alumni and alumni who do not live in
Texas.

XOR Results Results

Primary Secondary
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SUB. When you use the merge operator “SUB”, the final query contains records found in the first (primary) query
minus the records found in the second (secondary) query. This is the only merging operator in which the order
of the queries is important. All records that appear in the secondary query and records in both queries are
eliminated from the final query. For this example, the merged query consists of Texas residents who are not
alumni.

Results SUB

Primary Secondary

» Merge queries

Merged queries combine records found in two previously created queries. The records available in the
merged query depend on the criteria operators used. Merged queries can be either static or dynamic and
their criteria cannot be modified to include more filters. You can, however, include more output and sorting
fields.

Note: You can also merge queries using Merge on the Query page.

1. From the Query page, from the menu bar, click Merge Queries on the Query action bar. The Merge
Queries screen appears. For more information about accessing the Query page, see “Navigate in Query”

)

on page 5.
Brimary query: I ﬂ
Secohdary query: I ﬂ

Merge operatar: lm
] I Cancel |

Click. here far a detailed explanation of merge operators.

2. Inthe Primary query and Secondary query fields, enter the name of the queries you want to use.

You can also select the primary and secondary query using the binoculars to access a list of available
queries.
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3. Select the Merge operator. The operator determines which records from each query are included in the
merged query. For more information about query merge operators, refer to “Understand Merge

Operators” on page 90.

Merge Quenes

Prirnary quiery: IBIank Primary Addreszee

)

Secondary query: IF'revious Donors

Merge operator: lﬂ
] I Cancel |

Click. here far a detailed explanation of merge operators.

&)

Note: If the queries you choose for merging have any filter fields with the “<ask>" operator selected, the Ask

at Runtime Wizard appears.

4. Click OK. The query record screen appears.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fommat Hecods

3 2| = 68

Favortes Tools Help
? =

Iz:Dutputl 3:80rt| 4_1:Flesults|
The filterz entered here will determine the records that are output.

W Include inactive constituents W Include deceased constituents
r— Available Fields — Filter:

¥ Include constituents with no valid address

Sheuw: | <Al =l

- Query Fields -
Favorites
Constituent |nfarmatian

Spouze

Aliazes

Credit Cards

Constituency

Solicit Codes

Constituent Salicitor |nformat
-- Primary Alummi Information | *
3

A
& Find...l Gelent | <-F|ernove| Ehange...l

o o ]

< Blach | Mest » | Cancel |

Bun Mow |

4

Note: The Criteria tab of a merged query is not available because you cannot add criteria fields or criteria

operators to a merged query.
5.

fields, see “Create a constituent query” on page 28.

about selecting a sort field, see “Create a constituent query” on page 28.

On the Output tab, select the output fields for your merged query. For more information about selecting

On the Sort tab, select the Sort field you want to use to sort the merged query. For more information
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7. Select the Results tab. A message appears informing you the program will generate keys for a static query.

The Raizer's Edge |

Before a merged query can be executed it must be saved. After the querny iz zaved the
zpstemn will then generate kevs fram the merged quernes.

Do pou wizsh to continue?

o |

Note: Keys in a static query are equivalent to the number of records in a static query. This number is also
visible at the bottom of the Results tab.

8. Click Yes to continue.
9. The Save Query As screen appears.

Query name: I | Save I
Description:  |Menge of ‘Blank Primary Address’ OR ;l
"Previous Donars' Cancel |

Cluerny format: I Static X l

v Other users may execube this query

W Other users may modify this query

Create in: I General j Mews Category |

10. Enter the Query name for the merged query.

11. The Description appears automatically. This is the title of the Primary and Secondary query used for the
merged query. The merge operator you select on the Merge Queries screen is also used in the
Description.

12. The Query format field is disabled because a merged query can only be a static query.

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

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

15. Inthe Create in field, select the category to store the query. By default, “General” appears.

16. To create a new category for the query, click New Category. On the New Category screen, enter a name
for the new category and click OK.

17. Click Save. A confirmation message appears.
The Raizer's Edge

Thiz iz a static querny. After the guemn has been saved the system will generate keys for
the records that meet the zpecified criteria.

Eancell

Note: Keys in a static query are equivalent to the number of records in a static query. This number is also
visible at the bottom of the Results tab.
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18. Click OK.

19. When the program finishes counting keys, or records in the query, another message appears telling you
how many records the static query contains.

The Raizer's Edge |

created. 195 record(z] met zpecified criteria.

@ K.eys far static quen 'Previous Donorz'Blank Priman Addreszee’ were successully
Elapzed Time = 00:00:09

20. Click OK. The Results appear.

& Previous Donors\Blank Primary Addressee - The Raiser's Edge

File Edt %iew Format Records Favortes Tools Help
=1 NI PETY S i
g:Dutputl 2Sart ;
nagogue ! 'ml
Consulting Group., Ltd. 97
Buginess Information Systems 93
Bottling Unlimited 93 —
D aviz & Simms 100
Caotton Clathing. Inc. 1
TheBean Grinder 102
Graphic Images, Inc. 103
Tyler & Hanzon Azsociates 104
Davenport Creamerny 105
Jetferson Manufacturing 106
Charleston Development Corparation 107
South Caroling Blood B atik 108
Surmerville Land & Lumber 109
Smith, Wesley & Brennan 110
Dutzide lnvestments 111 -
< Back | || =e | Cancel Bun Mow |
| | 195 records | 7

21. To close the merged query, select File, Save from the menu bar.

Refresh a Merged Query

Merged queries that are static queries can be updated. When you want to refresh a merged static query, the
process varies slightly from updating a basic static query. A basic static query would be a static query that is not
created as a result of merging two existing queries. For more information about updating basic static queries, see
“Refresh a Static Query” on page 59.
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» Update a merged static query

1. From the Query page, select the merged static query you want to open. For more information about
accessing the Query page, see “Navigate in Query” on page 5. For more information about opening
queries, see “Access a Query” on page 9.

[E The Raiser's Edge [ (O[]

Fle Edit View Go Favorites Tools Help

4 Back # Fove | Open in separmte window

Sv Home 2— rju:-[\[

‘ R g 1 Mew Query... <] QOpen Merge Queries... ¢ Delete.. =4 Print '? Run Query &M Export @h Find... Organize Categories..
tecords

Name Type Description Farmat Created Created by Records ;I
&y Export Lapsed Members Consti... Blackbaud s... Dynamic 07/17/2002 Supervisar 20 (apprt
Dropped Members with Dro... Consti... Blackbaud s... Dynamic  07/17/2002 Supervisor 5 (appr
e Reports Alumni with Class Of = <ask> Consti... Blackbaud s... Dynamic  07/17/2002 Supervisor 107 (appr:
Total Amount Given for Acti... Consti... Blackbaud s... Dynamic  07/17/2002 Supervisor 16 (appri
a Mail Partidpants with Event ID =... Partidi... Blackbaud s... Dynamic 07/17/2002 Supervisor 15 (appr:
Canstituents with Defined T... Consti... Dynamic  07/30/2002 Supervisar 73 (appri
" Batch Batch Number = <ask> Gift Blackbaud s... Dynamic  08/29/2002 Supervisor 6 (appri
Fund ID = <ask> Consti... Blackbaud s... Dynamic  10/03/2002 Supervisor 1154 (appr:
@ Mapping Hon/Memorial Name = <ask... Gift Blackbaud s... Dynamic  10/03/2002 Supervisor 18 (appri
All Current Members Consti... Blackbaud s... Dynamic ~01/08/2003 Supervisor 21 (appri
ﬁ Admin All Campaigns Camp... Dynamic  10/08/2003 Supervisar 320 (appr
g Local Residents Consti... Preferred a... Dynamic  10/20/2003 Supervisor 18 (appr:
g Config Donors Since 2000 Consti... Dynamic  02f17/2005 Supervisor 1071 (appr:
SC Orline Supporters Consti... South Caroli... Dynamic  03/29/2005 Supervisar 4 (appri
% Scanning Constituent Code = Trustees Dynamic  06/30/2005 Supervisor 11 (appri
) . Danors for This Month' Donors wha ... Dynamic ~ 10/11/2006 Supervisor 21 (appri
E‘Z” NetSoluti e 07/22{2002 Supervisor
= TS| D
@ Dashbo
||_ Only show my queries
& AuctionM... R ~ ~
Pro Recently Accessed Queries Quick Find
' Previous Donors'Blank Primary Addressee T &
&_ PP | | it search for supervisor
ooy - | | Gifts for This Month' =
Welcome to The Raiser's Edge 7 A

Note: If you want to update a merged query by changing the primary query or secondary query, or by
changing the merge operator, select Tools, Query Options from the menu bar. Select the Record Processing
tab and make the changes you need in the Merged Queries frame (this frame is only visible for merged query
records). Click OK to return to the query tabs.



2. On the action bar, click Open. The Merged Query screen appears.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Hecords Favontes Tool: Help

EIE TSI 1

2 0utput | 5ot | 4 Results |

Select the fields to display in the Besultz grid. “When exporting, these are the fields to export.

— &wvailable Fields — Output

Shouw: | <Al =l

- Inactive? d

- Incame:

- |hdustry

- Key Indicator |
-~ Last Changed By

Congtituent 1D
Last Mame

4 ame:

- Maiden Mame
- Marital Status
- Match Notes

- Matching Gift Factor i
N

Bl

4
@ Find...l Select-» | <-F|em0ve| Ehange...l

< Bachk | MNext > | Cahcel |

Bun Maw |

| | 43 records

4
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3. Click the Results tab. The list of results that appears is the original from when the merged query was

initially run.

4, Previous Donors\Blank Primary Addressee - The Raizer's Edge

File Edit “iew Fomat Records Favontes Tool: Help

B ot e S @ |2

2 0utput | 5ot

Mame Constituent 1D | Last Name 1=
Finle Finley
tcDonald, Suzan Elizabeth 24 b4 cD onald
Henzley, Cale 29 Hengley
Fdurphy, David Benzon a1 tdurphy
Malan, D ale Jeremy 55 Malan
Radcliffe, K.eith Dwayne EY Radcliffe
Bottling Unlimited 93 Eoe
Cattan Clathing, Inc. m
The Bean Grinder 102
Tyler & Hanson Associates 104
Davenpaort Creamerny 105
South Carolina Blood Bank 108
Outside [rvestments 111
RCS Corporation 112
The Computer ‘Warehouse 113
B aldwin Entertainment Corporation 118
Wegley & Sons 132 -
< Back | Iert> | Cahcel Bun Maw |
| 195 records

4

4. Click Save.
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5. A confirmation message appears. The program searches the database for any new records meeting the
criteria you defined and adds them to the query results.

The Raizer's Edge

é]) Thiz i a static queny. After the guemn has been zaved the spstem will generate keys for
the records that meet the zpecified criteria.

Cancel

6. Click OK.

Note: Keys in a static query are equivalent to the number of records in a static query. This number is also
visible at the bottom of the Results tab.

7. When the program finishes counting keys, or records in the query, another message appears telling you
how many records the static query contains.

The Raizer's Edge

- K.eys far static quen 'Previous Donorz'Blank Priman Addreszee’ were successully
\\I) created. 195 record(s] met specified criteria,
Elapzed Time = 00:00:09

8. Click OK. The list remains the same.

Tip: You can also press F5 on your keyboard to refresh.

9. From the menu bar, select Records, Refresh to refresh the merged static query.

4 Previous Donors\Blank Primary Addressee - The Raizser's Edoge

File Edit “iew Format Favortes Toolz: Help
=N RE=EE PoM| 27
2 0utput ] FSort I
Congtituent 1D | Last Name |
MecDionald
29 Hengley
Furphy, David Bensan 51 tdurphy
Molan, Dale Jeremy 55 MNalan
Radcliffe, Keith Dwayne E7 R adcliffe
Battling Unlimited 93 |
Cotton Clothing, Inc. 1m
The Bean Grinder 102
Tyler & Hansoh Axsociates 104
Diavenport Creamery 105
South Carolina Blood B ank 108
Outside Investments m
RCS Corporation 112
The Carmputer Warshouse 113
B aldwin Entertainment Corporation 118
‘Wegley & Sons 132 -
< Back | | Cancel Bun Mow

195 records
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Note: The updated results in a static query save when you click Save on the toolbar or select Records, Refresh
from the menu bar. If you select the Results tab or click Run Query on the toolbar, the static query updates, but
the changes are not automatically saved.

The list updates to reflect the changes made in your database.

4 Previous Donors\Blank Primary Addressee - The Raizser's Edoge
File Edit “iew Fomat Records Favortes Tool: Help
IR RO
2 0utput | FSort
Finley, Geargs O Finley
McDonald, Suzan Elizabeth 24 MecDonald
Henzley, Cale 29 Hengley
Murphy, David Benson a1 turphy
Molan, Dale Jeremy 55 Malan
Radcliffe, Keith Dwayne B7 R adcliffe
Bottling Unlimited 93 o
Cotton Clothing, Inc. m
The Bean Grinder 102
Tyler & Hanson Azsociates 104
Davenport Creamery 105
South Caroling Blood Bank 108
Outside Investments m
RCS Corporation 112
The Camputer Warshouse 113
B aldwin Entertainment Corporation 118
‘Wesley & Sons 132 -
< Back | et > | Cancel | Bun Mow |
| | 195 records | A

10. To close the refreshed, merged query, select File, Close from the menu bar.

Query Formatting

Once you create a query and produce the output, you may want to change the appearance of the results. You can
easily assign alternate formatting options for the font size and style, column width, grid lines, and query
headings. The formatting options discussed in this section are enhancements that affect only the appearance of
the information you selected as output for the query.

You can also assign alternate formatting to certain criteria fields, but those formatting options are defined on the
Query tab of the User Options screen. For more information about User Options, see “Query User Options” on
page 13.

You can assign several formatting options to your query results.
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Format Options

You can use 11 menu options to determine formatting for your query results. These options are accessed from
the Format menu of the Results tab. From the Results tab, you can also access some Format menu options by
using the right-click menu.

42, Board Members - The Raiser's Edge | _ (O] x|
File Edit “iew Bl FRecords Favortes Tool: Help
u ! —ﬁ | El:ll"lt... ? T
1:Eritetia] 20l Gnid Praperties...
LCaolurmn Heading. ..
NE referred Full Address |_azt Gift
Hide Calurin iavannah, Gé 31406
Mrs. Kathleen Fic Show Columns. ell0 akview Plantationllétlanta, G 30066
b1, Sean Alan D. Atosize Col Chlsd, iarni, FL 33147 kY
Mr. Paul Robert | 205128 Lolumns & Cleveland, DH 44104
s, Samantha K Freeze idence. Rl 02907
Mr. Richard Joze . Unfreeze Salt Lake City, UT 84106 kY
Mz, Andrea Lunn EllLitle Rock, AR 72212 10
Mr. Micholas Wine | ¥ Horizontal Gridlines Nrlanda, FL 32803
Cr. Christopher T (v ertical Gridines ingtot, OC 20010
Dir. Robert Carloz o IL 0623
Beport Properties. ..
4] r
< Back | | Cancel ‘ Bun Mow
10 records

Font. Several font formatting options exist for fonts. You can change the font name, style, and size. You can
define font formatting options for the information contained in the results grid and column headings, or you
can choose to assign separate font options for the column headings.

Grid Properties. Grid Properties lets you determine the number of entries that should appear on a row. You
can also use this menu option to determine if you want the program to automatically assign headings at the
top of each column and determine the number of rows allocated for the heading.

Column Heading. This menu option lets you select a specific name for a column. The program automatically
assigns a default column name depending on the output fields selected. This menu option is not available
from the Format menu, only from the right-click menu.

Hide/Show Columns. You can choose to Hide Columns or Show Columns of information contained in your
query results.

Autosize Columns. This function automatically sizes columns to accommodate the largest data field entry for
that column.

Note: Format menu options are available only from the Results tab of a query.

Freeze/Unfreeze. Freezing a column prevents it from being moved or scrolling off the page when you are
viewing query results. All columns of information can be moved by clicking on the heading and dragging it to
another spot.

Horizontal Gridlines. Horizontal gridlines run from left to right in between the rows of data fields. A check
mark by the Horizontal Gridlines menu option indicates the gridlines will appear. To remove gridlines, select
this menu option and the check mark disappears.
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Vertical Gridlines. Vertical gridlines run from top to bottom between columns. A check mark by the Vertical
Gridlines menu option indicates the gridlines will appear. To remove gridlines, select this menu option and
the check mark disappears.

Report Properties. The Report Properties menu options let you define whether the query results print in
landscape or portrait setting. You can also determine the heading or title for the query report and decide if
you want to print the organization’s name or date with the heading. These menu options also allow you to
define information to include in a page footer.

» Format query results

Note: From the Results tab you can also access certain formatting menu options by right-clicking on the grid.

You can customize how your query results appear with The Raiser’s Edge formatting menu options. These are
extremely helpful if your query results are prepared as reports or if certain information on the query results
should be highlighted or hidden. The following example shows only how to set a few formatting menu
options, but the procedure is basically the same for the remaining menu options.

Scenario: The Development Director of your organization wants you to format the query results of the
Tribute Records query to show only the constituent name and tribute type. You are presenting this
information to the Board of Directors and want to change the heading font style and size.

1. From the Tribute Records query record, select the Results tab. For more information about accessing the
Query page, see “Navigate in Query” on page 5. For more information about opening queries, see “Access
a Query” on page 9.

42 Tribute Records - The Raizer's Edge

File Edit “iew Fomat Record: Favortes Toolz Help
R S R
1:Criteria | 2 0utput | Z5ort
Tribute Descriptio Tribute From +

Tyler & He late In 5 al an their o nding orporat 12
Mew Mexico Gas & Electi In Special Recogn the donation of services to the Community 11/1939
Mashwille Healthcare In Suppart OF the iritiative toward increazing Cancer research 10/1937
trz. Allizon Eve Andrews In Special Recogn her committment to the Food Bank Outreach pre 03/2000
trz. Francis Baker In Special Recogn Francis and Derrick's 25th Anniverzam 09/01.41937
trs. K.athleen Roze Bent In Honaor OF Teacher of the Tear 0E/03/2002
trz. Angela Diresta Ih Special Recogn receiving the Harizon Volunteer Award 1241642000
tdr. Hamy Ermest Goodsor In Honor OF hig 2000 Sailing Regatta wictomy 0E/7 2000
['r. Robert Carlos Herman In Special Recogn Dr. Robert Hemandez, Pediatrician of the vear 03/1333
Dr. Fobert Carlos Hernan Far the Marriage of hiz daughter Camilia Hemandez-G arcia 041042000
tz. Willa Jane Kiger In kemany OF her life of dewvation ta our pouth
e willa Jane Kiger In Special Recogn the dedication of the Hospice “Wing 08/1995
tr. Jozeph Alan Mahone Far the Birth of their Granddaughter Alexis 12/08/1993 —
tr. Jozeph Alan Mahone In Memaory OF her loving husband Jozeph Mahoney 05/12/1938
Fr, Otto Gregon Mantgal In Honar OF hiz birthday -
N 5iE

< Back | [HERts | Cancel | Bun Mow |

| | 17 records | 4

Note: All alternate query formatting is saved and replaces the formatting of the original query. If you refresh
the query, the formatting remains the same.
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2. To show only the constituent name and tribute type, from the menu bar, select Format, Show Columns.
The Show screen appears with all the columns shown on the query Results tab checked on.

Show Colum
Shiat |
Tribute Tupe
Tribute Description Hide |
Tribute From Date
Tribute To D ate Cloze |

3. To hide the Tribute Description, Tribute From Date, and Tribute To Date columns, unmark the checkboxes
to the left of these fields.

4. Click Close. You return to the Results tab of the query record. Only the name and tribute type appear in
the grid.

4@ Tribute Records - The Raizer's Edge

Fil= Edit “iew Format Records Favortes Tool: Help

=E IR MR A

1:Eliteria| E:Dutputl ZSort &Results |

Mew Mexico Gas & Electric
Washwille Healthcare

bz Allizon Eve Andrews, Ph.D.

trs. Framciz B aker
trz. K.athleen Roze Bently
tdrz. Angela Diresta

In Special Recognition OF
In Support OF

In Special Recognition OF
In Special Recognition OF
In Honor Of

In Special Recognition OF

In Honor Of
In Special Recognition OF
For the Mariage of

tdr. Hamy Ernest Goodzon, Sr.
Cr. Robert Carlos Hernandez, .0,
Dr. Robert Carloz Hermandez, M.D.

tdz. Wwilla Jane Kiger In bemory OF
tz. Wwilla Jane Kiger In Special Recognition OF
ki, Jozeph Alan Mahoney For the Birth of
tdr. Jozeph Alan Mahoney In bemory OF
tdr, Otto Gregaory Montgonnerny In Honor OF
Mrz. Jenrw Rhodes In Memary OF -
< Back | et | Cancel | Bun Mow |
| | 17 records | A

5. To change the heading font size and style, from the menu bar, select Format, Font. The Font screen
appears.

Font E

Grid Fant... | M5 Sanz Senf, Regular, 8 pt.

[+ Use grd fort for column headings

[Ealurann H Eadimms Fant.. | MS Sans Senf, Hegular, 8 pt.

(o]

6. To access the column, heading, and font options, unmark the Use grid font for column headings
checkbox. The Column Heading Font button is now enabled.

Cancel
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7. Click Columns Heading Font on the Font screen. A second Font screen appears so you can select the font,
font style, and size you want for your heading.

Font EHE
Font: Faont gtyle:
‘ if IHegulal QK. |
s -
M5 Seri Italic Lemez) |
B MT Extra Bold
Raoman Bold [talic
% S4Cr ==
SatBar
Script LI LI
—Sample
AaBbyysz
Script:
Wwheztern LI

8. Inthe Font box, select “MS Sans Serif”. Select the font size and style you want for your headings.
9. In the Font style box, select “Bold Italic”.
10. In the Size box, select “12”.

Note: Use the Sample box to view the font format for your Heading on the query Results tab.

11. In the Script field, leave the default “Western”.

Font [ 7] x]
Fant: Fant style: Size:
IMS Sahz Serf Bold Italic: 12 ak. I
145 Sans Serif Regular N 1 =
MS Sert Italc B 10 I concs |
Raoman Bald
T 540r Bold [talic 14
B SatBar — 18
Script 24
Small Fonts LI LI LI
—Sample
| AZLEL s
Script:

IWestern ;I
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12. Click OK. You return to the Results tab. Notice the differences in your font, style, and size.

4@ Tribute Records - The Raizer's Edge

Fil= Edit “iew Format Records Favortes Tool: Help
=1 R IR A

1:Eliteria| E:Dutputl ZSort &Results |

Hame frifiute Type —
In of
Mew Mexico Gas & Electric In Special Recognition OF

Nashwille Healthcare In Support OF

trz. Allizon Eve Andrews, Ph.D. In Special R ecognition OF
Frz. Francis Baker Ih Special Recognition OF
iz, Kathleen Roze Bently In Honor OF

tdrz. Angela Diresta In Special Recognition OF
tdr. Hamy Ernest Goodzon, Sr. In Honor Of

[ir. Robert Carloz Hernandez, .0 In Special Recognition OF
Dr. Robert Carlos Hernandez, M.D. Far the Marriage of

tz. Wwilla Jane Kiger I bemory OF

g, willa Jane Kiger In Special Recognition OF

tr. Jozeph Alan Mahoney Far the Birth of |

tdr. Jozeph Alan Mahoney I bemary OF

tr. Otto Gregory Montgonnerny In Honor OF -
< Back | ezt | Cancel Burn Mow |

| | 17 records | A

13. To close the query record, select File, Close from the menu bar.

Eliminate Duplicates From a Query

With The Raiser’s Edge, there are multiple ways to avoid displaying duplicate information in query results. When
you first create the query, make sure to use the correct query type. For example, you create a gift query. One
constituent has five gifts in the query. All five gifts appear in query results because they are not duplicates and
each gift is a separate record. If you want to query on an entire constituent record, you need to create a
constituent query. For more information about query types, see “Query Types” on page 20.

To eliminate as many duplicates in your query as possible, follow these steps.

U Limit the number of output fields in the query. Specifically, limit the number of one-to-many fields, such as Gift
Type or Home Phone Number. For example, if you place Home Phone Number in the output, and John has
three phone numbers, each number appears on a separate row in the query results. However, when you save
the query and use it to run labels, John’s name appears only once.

U Increase the number of filters in the query. For example, when you filter Phone Number, also filter Phone
Type. This limits the phone number to a specific type.

U select Tools, Query Options from the menu bar. Mark the Suppress duplicate rows checkbox and then save
and run the query. Use this option if your query does not contain one-to-many fields.
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» Suppress duplicate records

When you use the Suppress duplicate rows checkbox, duplicate rows may still appear for one-to-many fields
in query results. For example, if you select to output Phone Number in the results, the rows do not
necessarily contain the same data. Therefore, the rows are not considered duplicates. Using this example, one
row for a constituent could contain the home phone number. The second row for the constituent could
contain the cell phone number.

To eliminate duplicates, use the query in other functions, such as Mail or Reports. You can also export the
qguery to Microsoft Excel to delete or hide duplicates.

1. From the toolbar of a query record screen, select Tools, Query Options. For more information about
accessing the Query page, see “Navigate in Query” on page 5. For more information about opening
gueries, see “Access a Query” on page 9.

48, Gift search for Supervisor - The Raiser’'s Edge [ (O] x|

File Edit Wiew Format Records Favorites | Tools Help

EIEEEIEIEITEIER \
1:Eriteria| E:Uutputl 2GSt | Query Options. .. |

Wiy are there duplicates in my query results? v e
A4 Concrete 0E/15, ! Cash $30.00 Botanical Garden
Afd Concrete 05,/30,/2005  Qther $40.00° Smith-Brown 5cha
AEC Learning Center 05/22/2007  Stock/Property $1.000.00 President's Develo__|
ABC Learning Center 01A14/2007  Cash $2.500.00° Intemational R eliel
ABC Learning Center 01/13/2004  Stock/Property $1.800.00 Acquizition Fund
Angela Diresta (Angela Abhrams) 0340172008 Gift-in-Kind $1.000.00 Building Fund
Angela Diresta (Angela Abhrams) 0E/25/2006 Cash $100.00° Building Fund
Aingela Diresta [Bngela Abhrams) Q70 /2005  Cash $30.00 Playground Site
Mark D. &damzon 11415/2008 Cash $75.00 2008 Annual Fund
Mark D. &damson 06/25/2008 Cash $50.00° 2008 Annual Fund
Mark D. &damson 06/06/2008 Cash $2.000.00 International Reliel
Mark D. &damson 06/01/2008 Cash $100.00 2007 Annual Fund
Mark D. ddamnzon 05,/30/2008 Cash $100.00 2008 Annual Fund
Mark D. &damzon 06A15/2007 Cash $60.00 International Feliel
b arl M A damean NASIESINNT  Cach A5 100 N0 |nbarn akional Falial
1 r | 3 i

< Back | Hewt > | Cancel | Bun Now |
| 1719 records | 4

The Query Options screen appears.
2. Select the Record Processing tab.

Query Options E

General

Gift Processing | Advanced Processing

™ Select from quer_l,J:I ﬁl
™ Suppress duplicate rows
I | Eppl antput limits:

) Hendemsampling Mo, of records to include: I—

& inmittatoprovws Limittal [Humber 2]

WEBA Macro: I j

ak I Cancel |
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3. Mark the Suppress duplicate rows checkbox.

s [ %]

Query Dpti

General

™ Select from quer_l,J:I ﬁl
™ Suppress duplicate rows
I | Eppl antput limits:

) Hendemsampling Mo, of records to include: I—

& inmittatoprovws Limittal [Humber 2]

WEBA Macro: I j

ak I Cancel |

4. Click OK. You return to the query record screen.

5. Select your criteria, output, and sort fields and view the results.
6. To close the query record, select File, Close from the menu bar.

Use Output Queries as a Source for a New Query

You can create queries to group records you used in program functions, such as Mail and Reports. For example, if
you are creating labels for the participants of a conference, you can create an output query of the records you use
in this function. An output query, in this case, is simply a query of all records for which a label was printed.

Creating output queries is recommended, especially when you are performing functions such as importing,
globally adding constituents, and posting gifts to General Ledger which can potentially change your entire
database. You can use the output queries generated in Reports or Batch to verify the results of your process or to
limit the scope of additional functions to the group of records included in your output query. For example, you
can import into your database the information for new constituents and create an output query with these
records. Later on, you can use the output query to send this group of new constituents letters, or you can use this
group as a source for another query.
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» Select records from an existing query

You can use an output query as the source for a new query. Selecting records from a previously created query
can reduce the time it takes the program to generate results. It also limits the records used to the ones
included in the query. You can select records from a dynamic or static query, but the records must be the
same type. For more information about query types, refer to “Query Types” on page 20.

Scenario: The Development Director for your organization previously asked you to generate a list of
volunteers for your national organization. You created an output query to group these records, which
you named Volunteers. Now, your Director asks you to generate a list of all volunteers who gave gifts
of $50 or more, for a special mailing. To save time and effort, you want to create a new query from the
existing Volunteers query.

1. From the Query page, on the action bar, click New Query. The New Query screen appears. For more
information about accessing the Query page, see “Navigate in Query” on page 5. For more information
about creating a new query, see “Create a constituent query” on page 28.

42, New Constituent Query - The Raiser's Edge

File Edit “iew Fommat Hecords  Favortes Tool: Help
B 'R S al2-
Z0utput I 3Sort I 4:Results I

The filters entered hene will determineg the recaords that are output,
¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address

—&wvailable Fields — Filter:
Show: | <Al =
+~ Query Fields -

Favorites

Constituent Information

Spouze

Aliages

Credit Cands

Constituency

Solicit Codes

Constituent 5 olicitor [nformat

Primary Alumni Information | =
3

& Find...l Select | <-F|emove| Change...l _[l _]I ﬂl il LIL'
< Blach | MNext > | Cancel | EunNowl

| v

L5 B E-E
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2. From the menu bar of the new query record, select Tools, Query Options. The Query Options screen
appears.

Query Options

Becord Processing | Gift Emcessingl Advanced F'rocessing|

Query Type: IConstituent vl Query Format: IDynamic vI

Buemy Mame: I
Category: I General j
Description: il

¥ Other uzers may mn thiz queny
[+ Other users may modify this query
Ok, I Cancel |
3. Select the Record Processing tab.
Query Options

General Becord Processing | Gift Erocessingl Advanced Procezzsing

¥ Select from quel_l,l:l ﬁl
[~ Suppress duplicate rows
I | Al cutrat irmits

) Handom sampliftg. Mo, of records to includs: I_

&1 Lirit b fap raws: Liit to I I Hurnber - I

ak. I Cancel |

Note: You can only select the same type of query as you want to create. For example, a constituent query can
only serve as a source to create another constituent query.
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4. Mark the Select from query checkbox and enter “Volunteers”. You can also click the binoculars to access a
list of available queries to search for your query.

Query Options

General Becord Processing | Gift Emcessingl Advanced Processing

¥ Select from quens I\-"olunteers ﬁl
[~ Suppress duplicate rows
= | Al oot limits

) Handom sampliig. Mo of records to includs: I_

£ Lirit b fam rows:— Limit to I I Hurnber e l

YEB& Macro: I j

ak. I Cancel |

Note: If you just want to open an output query, do this from the Query page. When you close and save the
output query, the Save Query As screen appears. The name you selected when you originally created the
output query (in another program function such as Mail or Reports) defaults in the Query name field. You can
keep the same output query name or rename the output query.

5. Click OK. You return to the new query record.

6. On the Criteria tab for this new query, in the Available Fields box, under Gifts, select Gift Amount. The
Edit Field Criteria screen appears.

a. Inthe Operator field, select “greater than”.
b. In the Value field, enter $50.

42, New Constituent Query - The Raiser's Edge
Eile Edit Wiew Fommat Fecords Favortes Tool: Help

B 1= Sl ?-

1:Criteria IZ:DutputI Q:Sortl Q:Hesultsl

The filters entered hene will determineg the recaords that are output,

¥ Include inactive constituents ¥ Include deceased constituents W Include constituents with no valid address
— Awailable Fields — Filter:
Shiow: |<AII> j Gift Amount greater than $50.00

First Instaliment Due ;I
First Premium Due

Flewible Defered?

(ift Ammaunt

Gift Code

Gift D ate

Gift Has Been Realized? ||
Gift Has Realized Revent
Gift 1D

D
& Find...l Select->| <-F|ernove| Ehange...l _[l _]I ﬂl il LIL'

< Blach | Mest » | Cancel | EunNowl

I | I /

Tip: You can set your User Options to automatically include all criteria and sort fields on the Output tab. For
more information, see “Query User Options” on page 13.



110 CHAPTER

7. On the Output tab, under Constituent Information, select Name. To move it to the Output box, click
Select.

Repeat this step to select Job Assignment, Department, and Start Date under Volunteer, Assignments.
Gift Amount automatically defaults in the Output box.

8. In the Output box, use the up and down arrows to change the order of the output fields. The results can
appear in any order.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Hecords Favontes Tool: Help

CIE R I A

1:Criteria 2 0utput |§:Sort| 4_1:Flesults|

Select the fields to display in the Besultz grid. “When exparting, these are the fields to export.

— &wvailable Fields — Dutput
Sheuw: | <Al ElT - it Amount

- Letter Sent On ﬂ
- Location

- Wolunteer Job Azzignment
< Wolunteer Job Agzignment Department

- Motes ‘- Valurteer Job Assignment Start Date
- Pogition

- Reguested On
- Start Date

- Start Time

- Statug

- Supervizor

—
- Tazk _lﬂ

A I | 3
& Find...l Select-» | <-F|ernove| Ehange...l LI

< Back | Mest » | Cancel | EunNowl

I | I /

9. Select the Sort tab. In the Available Fields box, highlight Last Name and click Select to move it to the Sort
box. For more information about selecting sort fields, see “Create a constituent query” on page 28.

12 New Constituent Query - The Raiser's Edge

File Edit “iew Fomat Hecords Favontes Tool: Help

B 1w e s a2

1:Eriteria| 20utput 2:Sart |£_1:Fiesults|

The recaords returned by the queny will be zorted by the fields selected here.

— &wvailable Fields —Sort By
Show | <alls j ----- Last Mame [&sc)
- Income ﬂ
- ndustry
- Key Indicator
-~ Lazt Changed By |

=

- Maiden Mame

- M arital Status

- Match Notes

- Matching Gift Factor

- Max Match Annual A

A
& Find...l Gelent | <-F|ernove| Ehange...l &l EI LIL'
| < Back | Mest » | Cancel | Bun Mow |

| v




10. Select the Results tab. The query automatically runs and the results appear. The query output is limited to

records found in the original report output query.
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42, New Constituent Query - The Raiser's Edge
File Edit “iew Foimat Records Favortes Tools
=1 R SRS R

1:I:riteria| Z:Dutputl S:Sort
Adamson, Mark Daniel 00.00 Computer Bus
Adamson, Mark Daniel $1.000.00 Parking &ssistance Yolunteers
Adarson, Mark Daniel $375.00 Soup Kitchen Community Service 01/01./2000
Adamzon, Mark Daniel $75.00 Lawn Care Maintenance 0Am2000 =
Awdeenko, Lucy Gaylor $100.00 Mevsletter Business 12/16/1999
Avdeerko, Lucy Gaylor $100.00 Decarations Sparting Events 0442722002
Awdeenko, Lucy Gaylor $100.00 W ait Staff for Lunch Break  Sporting Events 124072002
Awdeenko, Lucy Gaylor $100.00 '/ ait Staff Yolunteers 12415/2001
Avdeerko, Lucy Gaylor $100.00 Promation Connmmittee Sparting Events 01/0242002
Baker, Francis Evelyn $1.000.00 Phone calls E ducation 044272002
Bently, Kathlzen Rose $1.000.00 Crowd Caortral Public Safety 044272002
Bently, Kathleen Fose $2.000.00 Computer Community Service 064302000
Bently, Kathlzen Rose $150.00 %/ ait Staff for Lunch Break  Public Safety 124072002
Bently, Kathlzen Rose $175.00 W ait Staff Wolunteers 1241542001
Campbell, Jazon Douglas $75.00 Lawn Care Maintenance 094132001
Clover, Zachery Johnathon $175.00 W ait Staff Yolunteers 1241 5.:’20014|j
A 3

< Back | Herts | Cancel | Bun Mow |

| | 79 records | 4

11. To close the query record, select File, Close from the menu bar.

Delete Multiple Queries

You can delete a group of queries from your database. We recommend you make a backup copy of your database
before you delete any records. We also suggest you print a control report of all queries you decide to delete. The
control report lists all filtering criteria used and the output and sort fields selected. This can be extremely helpful
if you decide to recreate the query.

» Delete multiple queries

Note: You cannot delete queries that are part of an action track or business rule.

In The Raiser’s Edge you can delete a group of queries. We recommend you use the Query type and Query

format fields and the Only show my queries checkbox to determine which queries are available for deletion.
Using these filters prevents you from unwittingly deleting queries you did not create. Queries associated with
business rules or action tracks cannot be deleted and will be excluded from the delete multiple queries task.

Note: You can also delete multiple queries by right-clicking on the Query page and selecting Delete Multiple
Queries.
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1. From the menu bar of the Query page, select Tools, Delete Multiple Queries. The Delete Multiple Queries
screen appears. For more information about accessing the Query page, see “Navigate in Query” on

page 5.
Delete Multiple Queries
Use the 'Delete™ column to indicate which queries to Delete. Select 'Delste Now' o delets the selected gueries.
Buery ppe! | <alltypesy | Buery format: ID_I,Inamiu: 'I
Delete? | Query Name Description I Created On I Created B;ﬂ
- Action gearch for Supervizor Uszed by the Search Screen far .. 12/28/1939 Supervisor
- Action Track: Completed =es | Segments of the Action tracks ... 0242172000 Supervizor
- Action Track: Interest Generate... Segments of the Major Donor &... 0242172000 Supervizor
- Action Track: Interest Generate...| Segments of the Major Donor 4. 02/21/2000 Supervisor
- Appeal search for Supervizor Used by the Search Screen for .. 08/23/1939 Supervisor
- Board Members This quem iz beingused in a B... 12/29/1939 Supervisor
- Campaign zearch for Supervizor | Used by the Search Screen for .. 08/23/1939 Supervisor
[l Cotstituent search for Supervizar| Used by the Search Screen for .. 0842341999 Supervizor
- Development Committee [Const...| Thiz queny is being used ina B... 0143122000 Supervisor_lll
KN »
™ DOnly show my queries
| Total Queries: 23 | Total Queries to Frint: 0

Warning: We recommend you back up your system before deleting any queries. Deleted queries can be
restored only from a backup of your system.

2. Beside each of the queries you want to delete, mark the Delete? checkbox. If you want to delete all
queries in the grid, you can mark all the Delete? checkboxes by clicking Select All on the action bar.
3. To delete all queries with the Delete? checkbox marked, on the action bar, click Delete Now. A warning

message appears.

Delete Multiple Quenes (x|

Uze the ‘Delete?' column to indicate which queries to Delete. Select ‘Delete Mow' to delete the selected queries.

Huery wpe: | Constituent | =] Guery format: ID_l,Jnamic: 'I
Delete? I Guery Mame I Description | Created On I Created Bgﬂ
- - .. . —_ —— — P -
:; The Raiser's Edge B
r Vou have selected a total of 5 queries to be deleted. Are you sure you want to delete
|l them now?
=
r e
[ -
= Prospects 02/07/2000 Supervizor
- Solicitars 124131999 Supervizor |+
A I I 3
™ Orly shaw my queries

|Tolal Queries: 15 |Totall§!ueries to Print: 11

4. Click Yes to continue.
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5. Once the query deletion process is complete, a screen detailing the number of records processed and the
number of exceptions appears.

Delete Multiple Queries - The Raiser's Edge E

Query Deletion Complete

[Quenies Processed: ]
Quernies Deleted: 5
Total Exceptions: 0

6. Click Close. You return to the Delete Multiple Queries screen.
7. Click Cancel to return to the Query page.

Export a Query

Note: Even though you can export information from Query, for full export functionality we recommend you
use Export.

Exporting is how you send (export) selected information from your database to another software application. You
can export the results of any query to a word processor, spreadsheet, or reports program. You can use many
export formats. Export formats determine the way the data extracted from your query results appears and with
which software application it is used. Some export formats include: Microsoft Excel, dBase, and Lotus 1-2-3.

When you export information from the Results tab of a query, what you see is what you get. In other words, the
exported information is limited to how it appears in the query results. We recommend using Export for full
exporting capabilities. For example, you create a constituent query for those who donated $5,000 or more, and
you select the output constituent name, gift date, and gift amount. If David Murphy donates over $5,000 on two
separate occasions, you see results for each gift given. If you export the query information through Export, you
can manipulate the results to get the name listed only once, with each gift and gift date. For more information
about exporting, refer to the Export chapter of this book.

» Export a query

Warning: When you export the Results tab, you can use only the data generated from your output field
choices. If you create a query and use the query in Export, you have access to all information contained in the
records.
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Exporting a query’s results can be useful if you want to use only the information generated from your output
field choices. For example, you can use data extracted from a query’s results to create a spreadsheet for
further analysis. You can export information within the results grid or the entire display of information from
the Results tab. You can also export directly to Microsoft Excel, if you use that program.

1. From the Results tab of a query record, click Export on the toolbar. The Export screen appears. For
information about opening a query record, see “Open a query record” on page 9.

N |
Export file tpe: Comma-Separated Y alues j
Export file name: IE:'\M}IFiIes _I

¥ Include header

Export Mow I Cancel

Note: You can also export a query from the Query page by highlighting the query you want to export and
clicking Export on the action bar.

If the selected query contains any filter fields with the “<ask>" operator, the Ask at Runtime wizard
appears. Once you select all criteria, the Results tab of the query displays and the Export screen appears.

2. Inthe Export file type field, select the type of data in which you want your file to export. For more
information about export file types, see “Export Formats” on page 140.

Note: Selecting certain file types in the Export file type field enables the Include header checkbox. If you mark
this checkbox, a header of the export field names are included in your data file.

3. In the Export file name field, assign a location and name your data file. For example, you may want to
save this to C:\MyFiles or another folder you prefer. After you assign the data file to a location, name the
data file “Export.csv” in the Export file name field.

Export E
Expart file: type: ITE Comma-5eparated Walues j
Export file narme: IE:\,MyFiles'\E:-:port.csv _I

¥ Include header

Export Mow I Cancel

Tip: You can click the Browse button to easily name and locate your export file.
4. Click Export Now. If the file already exists, a message appears asking if you want to overwrite that file with
the new version.
5. To overwrite the existing file, click Yes.
When Query finishes exporting, a message appears informing you that your export files have been
created.
The Raizer's Edge |

'C:AMuFileshE sport. cav' created successfully, 73 record(s] writken.
Elapzed Time: 00:00:01
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6. Click OK. You return to the Results tab.
7. From the menu bar, select File, Close to close the query record.

Send a Query’s Results as Electronic Malil

You can share information you grouped in Query with other users through electronic mail. You can send the
results of a query to another user for further analysis or to use in other tasks. When you email query information,
you perform two tasks: you change the format in which the information appears on the Results tab and you send
it to another individual. Before you send an email of your query results to another user, you must first assign it a
format. The format determines the appearance of the information and with which software applications it can be
used. Sending an email of your query results can be particularly useful for situations in which you need to quickly
reference the query results, but do not need to access or edit the query record.

» Send a query’s result as email

When you send an email of a query’s results, you create a data file with the information you want to send. You
then assign a format (dBase I, Lotus 1-2-3, Microsoft Excel) to the information in the data file. Once you
assign your format, another user can access the information without using The Raiser’s Edge functions.

1. From the query record screen, on the toolbar click Send to. The Export screen appears. For information
about opening a query record, see “Open a query record” on page 9.

Export E |
Expart file tupe: ITE Camma-5eparated Yalues j
Expart file name: IE:\,MyFiIes _I

W Include header

Export Mow I Cancel

Note: Selecting certain file types in the Export file type field enables the Include header checkbox. If you mark
this checkbox, a header of the export field names are included in your data file.

2. Inthe Export file type field, select the type of data in which you want your file once you send the email.
For more information about export file types, see “Export Formats” on page 140.

3. In the Export file name field, assign a location and name your data file. For example, you may want to
save this to C:\MyFiles or another folder you prefer. After you assign the data file to a location, name the
data file “Export.csv” in the Export file name field.

Export E |
Expart file: type: ITE Comma-5eparated Walues j
Expart file name: IE:\,MyFiles'\Email.csv _I

¥ Include header

Export Mow I Cancel

Tip: You can click the ellipsis button to easily name and locate your export file.

4. Click Export Now. The program processes the information in the query and exports it to the data file.
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5. The email message screen appears with the query results in the data format you specified as an
attachment.

® MEMBER._MDB - Message [Rich Text) 10O x|

JEiIe Edit Miew Insert Format Tools Ackions Help

Jgie”d|§|clﬁlnﬁ ?J.ﬁ.rial mE

|ﬂ This message has not been sent.

Ta... ||
|

Subiect: IMEMBER.MDB

e@ [

MEMBER.MDE

6. Complete the email message and send it.
Query Options

Query options summarize the information that describes a query’s characteristics and lets you decide specific
processing options for your query. For example, if you create a gift query and want to make sure you soft credit
both the donor and the recipient, you can establish that preference in the Query Options screen. The Query
Options screen is composed of four tabs: the General tab, Record Processing tab, Gift Processing tab, and
Advanced Processing tab. On the General tab, you can define the query type and format, assign a name and
description, and define the access/editing rights for the query. The Records Processing tab lets you create a query
using records found in an existing query, apply output limits to your query, and suppress duplicate rows of
information in the query results. On the Gift Processing tab, you can determine how to credit soft credits and
matching gifts. On the Advanced Processing tab, you can select the optimal processing mode for queries with a
large number of attributes or code table fields.
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Change query options

You can edit the description of a query, allow access/edits rights to other users, use a different query as a
source, and limit the output of a query for special purposes. Query options can often save time when you
want to use an existing query, but need to modify some of the features. For example, if you want one of your
co-workers to have access to a query you created, you can mark the Other users may run this query and
Other users may modify this query checkboxes on the Query Options screen to redefine access/editing rights
for that query.

2.

Scenario: You are creating a static constituent query with gift information and want to make sure
access to this query is given to other co-workers. You do not want duplicates in the results and want
your results to include only the top ten percent of constituents meeting your criteria. In this query, all
matching gifts are credited to both the donor and the matching gift company.

From the menu bar of a new query record screen, select Tools, Query Options. The Query Options screen
appears. For more information about accessing the Query page, see “Navigate in Query” on page 5.

Query Options

General |Becord Processingl Gift Erocessingl Advanced Processing|

Query Type: IConstituent 'l Query Farmat: ID_l,lnamic 'l

Query Mame: I
Category: I General j
D escription: :l

¥ Other users may mn this querny
v Other users may modify this query

(]9 I Cancel |

Select the General tab. For example, to specify you want a static query, select “Static” in the Query
format field.

Note: To rename an existing query, select Tools, User Options from the menu bar. In the Query Name field,
delete the old name and enter the new name. To save the changes, click OK.

3.

4.

If you select query options for an existing query, the name defaults automatically in the Query Name
field. Because this is a new query, you can enter a query name on the General tab.

If you select query options for an existing query, the category of the query automatically defaults in the
Category field. Because this is a new query, select the category to store the category.

If you select query options for an existing query, the description of the query automatically defaults in the
Description field. Because this is a new query, enter a description on the General tab.

To authorize other users to run your query, mark Other users may execute this query.
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7. To authorize other users to change your query, mark Other users may modify this query.

Query Options

General |Becord Processingl Gift Erocessingl Advanced Processing|

Query Type: IConstituent 'l Query Farmat: ID_l,lnamic 'l

Query Mame: INew Members

Category: IGeneraI j
Description: |Mew members as of September 1, 2001 ;l

v Other users may mn thiz querny
¥ Other users may modify this query

ak. I Cancel |

8. Select the Record Processing tab.

Query Options E

General

Gift Processing I Advanced Processing

™ Select from quel_l,l:l ﬂl
[~ Suppress duplicate rows
[~ &pply output limits

) Handom sampling. Mo, of records o include:l—

G Limit b fom rows: Lirit tol INumbet vl

WhA Macr: I ﬂ

(]9 I Cancel |

Warning: You can apply output limits to static queries only.

9. To suppress duplicate rows in the query results, mark Suppress duplicate rows.

10. To limit your output to the top ten percent, mark Apply output limits. This activates the options on the
lower part of the screen.

Note: If you select Tools, Query Options from the menu bar for a merged query, a Merged Queries frame
appears on the Record Processing tab. You can update a merged query by changing the primary query or
secondary query, or by changing the merge operator in this frame. For more information about merging
queries, see “Merge Queries” on page 90.
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11. Select Limit to top rows. For example, in the Limit to field, enter “10” and select “Percent”.

Query Options

General Becord Processing | Gift Erocessingl Advanced Procezzing

[~ Select from quel_l,l:l ﬁl
¥ Suppress duplicate rows

I & pply

" Random sampling Mo of records o include:IU

@ Limittotap raws — Limit to I'I 0 I Percent = I

ak. I Cancel |

You can select Random sampling to calculate the number of records you want to use in a query. For
example, your constituent query contains 600 records. You want to send an appeal randomly to 300 of
these constituents. In the No. of records to include field, enter “300”. Your query results still display 600
constituent records, but only 300 records receive the appeal when you use the query in Mail.

12. Select the Gift Processing tab.

Query Options E

General I Record Processing

dvanced Processing

r— Credit Soft Credits to

¢ Donor
" Recipients IFuII amourt to Al j
" Bath |Fu|| amount to sl j

— Credit Matching Gifts to
" Donor

& Matching gift company
= Both

(1]4 I Cancel |

13. To credit soft credits to both the donor and the recipient, select Both on the Credit Soft Credits to frame.
In the field beside Both, select “Full amount to all”.
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14. To credit matching gifts to both the donor and the matching gift company, select Both on the Credit
Matching Gifts to frame.

Query Options

Qenerall Becord Processing  Gift Processing |advanced Processing

r— Credit Soft Credits to

" Donar
" Recipients IFuII amount to all j
@+ Eoth IFuII amount to all j

— Credit Matching Gifts to
¢ [Donor

" Matching gift company
~ Btk

ak. I Cancel |

15. Select the Advanced Processing tab.

Query Options E3

General I Record Processing | Gift Processing | Advanced Processing |

[ Use alternate SOL method for code table fields

[ Use alternate SAL method for multiple attibutes

QK I Cancel |

Warning: If the output of your query contains many attributes or many code table fields, using an alternate
SQL statement may increase the processing speed of the query.

16. Mark Use alternate SQL method for code table fields to optimize processing time if you select many code
table fields on the Output tab.

17. Mark Use alternate SQL method for multiple attributes to optimize processing if you select many
attributes on the Output tab.

18. Click OK. You return to the new query record screen.

19. Select your criteria, output and sort fields and view the results. For more information about selecting
criteria, output, or sort fields, refer to “Create a constituent query” on page 28.
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Giving Score Query

Giving Score queries allow you to create lists of your constituents to be used in other processes throughout the
program, such as in mailings. The lists you create are based on the Giving Score ratings your constituents receive
when your data is scored for the Giving Score through the Data Health Center, or when you manually assign a
Giving Score rating. For example, if you start a campaign and want to send targeted mailings to your best donors,
you can use a Giving Score query to create a list of all of your constituents who have a rating of VIP, and use that
list for the mailing.

Note: For information about the Giving Score, and how to submit your data to be scored, see the Data Health
Center Guide.

A Giving Score query record is slightly different from other query types. Rather than containing four tabs from
which to build your query and view its results, a Giving Score query record uses a list concept to create your query
in one step, and then display your results on a single page. For example, you can create a Giving Score query that
produces a list off all of constituents with a Giving Score rating of VIP.

Create a Giving Score Query

Giving Score queries are unique from other query types. Rather than set criteria and output fields, use operators,
and choose your sorting, to create a Giving Score query, you only need to select which Giving Score ratings you
want to appear in your query results.

» Create a Giving Score query

1. From the Query page, on the action bar, click New Query. The New Query screen appears. For more
information about accessing a Query page, see “Navigate in Query” on page 5.

]

Huery type: IGiving Score 'I
Query format: IStatic 'I

Ok I Cancel |

2. Inthe Query type field, select Giving Score.

Note: You cannot edit the query format. All Giving Score queries are static.
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3. Click OK. The Add Giving Score Query screen appears.

Wwhich groups would you like to include?
[~ ¥IPs [ie. Major Givers)
[~ Fans [i.e. Annual Fund Donors)
[~ Long-Shots

[T Acquaintances

[~ Mo Score

] I Cancel |

4. Select the Giving Score ratings you would like to include in the results of your query.
5. Click OK. The query runs, and the results appear.

®vIps - The Raiser's Edge =] ]
Fle Edt View Consttuent Favortes Tooks Help
v and Close | (ol | - e~ (=-| 2 - |
|andjor |Name |operatar |value | addeediriters [ 2opFiters
ExpandFiters | Clear Fiters
5 LF0pen R
Giving Score Mame Total Giving Canstituent Code Soliciorts) I
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WIP Meredith Tirrito $305.00 Trustee Robert C, Hernan...
WE Andrew Crenshaw $380.00 Aluranus
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To display additional information about constituents in the results list, such as gift information, recent
actions, and notes, select a constituent and click Show Details on the action bar.

Note: In the details section, you can view recent giving history and WealthPoint results for the selected
constituent. For information about how to view giving history, see the Summaries Guide. For information
about WealthPoint, see the Web Services Installation and Set Up Guide.

From the list of recent actions, you can create a new action, open an existing action, or delete an action. For
information about actions, see the Constituent Guide.
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You can also view recent notes for the selected constituent, as well as create a new note, open an existing
note, or delete a note. For information about notes, see the Constituents Guide.

AT

File Edit View Constituent Favorites Tools Help
[5ave and Close | i | 4~ @3- (- 2 -

|andfor Mame |operatar |value Add/Edi Fiters | Apply Filers

Expand Filters Clear Filters

3 3 R A
Total Giving
$12,

Mark Adamson

Constituent Code Solicitor(s)

tee Anine s L

=5
5 &

YIP Ryan Darrion $17,195.,00 Development Staff  Allison E. Andrews Giving
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Giving Score Query Record Actions

After you run a Giving Score query, there are number of actions you can complete to customize your list and
manage constituents. For example, you can manually add or remove constituents to a Giving Score query results
list, find a specific constituent in the list, and assign a solicitor to a constituent in the list.

Find a Constituent in the List

The Find button is available in many areas of the program to help you locate specific fields or items from a list. It
is particularly useful in saving you time scrolling through lists with so many entries that all are not visible at the
same time in the box or grid. For example, you can click Find a Constituent in the List on a Giving Score query
record to find a specific constituent in your results. When you click the Find button, the Find screen appears so
you can define the search for a field or other item.

Note: To open a constituent record, select a constituent in the list and click Open on the action bar. The
constituent record appears.
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» Find a constituent in a Giving Score query results list

1. On a Giving Score query record, click Find a Constituent in the List on the action bar. The Find screen
appears.

i
Figld: IGiving Score "I

Fitnd what: |

Match: I.-’-‘n.ny part of field "I [T Match case
FrdFist | Bz | e |

2. Inthe Field field, select the column of the list you would like to search. For example, you can select Name
to search for the constituent by name, or select Constituent Code to search for all constituents who have
a specific constituent code.

3. Inthe Find what field, enter the name of the entry you want to find. If you are unsure of the spelling of
the field for which you are searching, you can substitute the wildcard character ? for part, or the character
* for all of the entry.

4. In the Match field, select whether you want your entry in the Find what field to match: Any part of field,
Whole field, or Start of field.

If you want the search to match any capitalization in the field name, select Match case.

6. When you click the Find First button, the first match that meets your search criteria is highlighted in the
query results list.

7. Click the Find Next button to find any additional entries that meet your criteria.

8. After you locate the entry you want to find, click Close to exit the Find screen. You return to the query
record and the last field found is highlighted.

Giving Score Query Filters

If you want to find specific information in a Giving Score query results list, you can add filters to narrow it down.
For example, you can add filters to your VIP list to only display VIPs who have a total giving of more than $10,000.

Note: To calculate totals, the Total Giving column includes gifts and pledges with a payment method of cash or
stock/property.

To add filters to a Giving Score query list, click Add/Edit Filters. The Filters screen appears. Use the list of available
fields to locate the filters you would like to apply, and then add them to the Filters grid. After you add all your
filters, click OK. You return to the Giving Score query record. Click Apply Filters to update the list according to the
filters you added.

For more information about how to select filter criteria for a Giving Score query list, see “Create a constituent
guery” on page 28.

Tip: If you have multiple filters, you can click Expand Filters to display the entire list of filters that have been
added. To reset your filters, click Clear Filters.

Add Constituents to a Giving Score Query List

After you run a Giving Score query, you can add constituents to the list if necessary. For example, if there is a
specific constituent that is not on your VIP list because they have a Giving Score rating of Fan, you can manually
add them to the list so they can be included in a mailing you plan to send.
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Note: To open a constituent record, select a constituent in the list and click Open on the action bar. The
constituent record appears.

» Add constituents to a Giving Score query list

1. On a Giving Score query record, click Add to List on the action bar and select One Constituent or A group

of Constituents.

#VIPs - The Raiser's Edge =] 5]
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1- [ B T " »
Recent Notes
] & X

Date

Title

Author

Records in list: 11

081172011 //J

2. If you selected One Constituent, the Open screen appears.

If you selected A Group of Constituents, the Open Query screen appears.
3. Search for the individual, or constituent query to add to your Giving Score query list.

4. Click Open. You return to the Giving Score query record, and the constituent or group of constituents are

added to the list.

Remove Constituents from a Giving Score Query List

After you run a Giving Score query, you can remove constituents from the list if necessary. For example, if you
plan to use your list of VIPs in a mailing for an upcoming golf tournament fundraising event, but you know one of

your VIPs does not want to receive this type of communication, you can remove them from the list.

Note: To open a constituent record, select a constituent in the list and click Open on the action bar. The
constituent record appears.
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» Remove selected constituents from a Giving Score query list
1. On a Giving Score query record, select the constituent you would like to remove from the list.

®VIPs - The Raiser’s Edge =] ]
File Edi View Comstituent Favorkes Tosls Help
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02/06/2007  Emeail Diavid Murphy Closed
10{29(2005 Mailing Allison Andrews Completed &
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Recent Notes
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2. Click Remove from list on the action bar, and select Selected Constituent(s).

Note: To select multiple constituents, hold down CTRL on your keyboard and select the constituents you would
like to remove.

3. Click Yes. You return to the Giving Score query record, and the constituent is removed from your list.

» Remove a group of constituents from a Giving Score query list

1. On a Giving Score query record, click Remove from List on the action bar and select A Group of
Constituents. The Open Query screen appears.

Search for the constituent query to remove from your Giving Score query list.
Click Open. A confirmation message appears.

Click Yes. You return to the Giving Score query record, and all constituents in the select query are
removed from the list.

Assign a Solicitor to a Constituent in a Giving Score Query List

From a Giving Score query record, you can assign a solicitor to a constituent in the list. For example, since your
VIPs are your best donors, each one should have a solicitor. If you notice a constituent in your VIP list does not a
have a solicitor assigned to them, you can do so from here.

To assign a solicitor to a constituent in a list, click the magnifying glass in the Solicitor column for the appropriate
constituent. The Open screen appears. Search for the solicitor for which to assign to the constituent, and click
Open. You return to the Giving Score query record.

Override a Giving Score Rating

From a Giving Score query record, you can override a constituent’s Giving Score rating if necessary. For example,
when your data was scored by Target Analytics, a constituent received a rating of Fan. However, you have
additional information about that constituent that makes you believe them to be a VIP. From a Giving Score
query record, you can change their rating from Fan to VIP.
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After you override a Giving Score rating and apply a new one from a query record, the new rating appears on the
constituent record as well.

» Override a Giving Score rating from a Giving Score query record

1. On a Giving Score query record, click the Giving Score rating link for the constituent for which you would
to change the rating. The Giving Score screen appears.

Giving Score for Mark D. Adamsol

Change Giving Score far Mark [ Adamson:
% Ise Blackbaud's score; Fan

" Use vour score; I\-"IF' ﬂ

QK. I Cancel |

2. Select the Giving Score rating to use.

¢ To use the Giving Score rating assigned to the constituent when Target Analytics scored your data through
the Data Health Center, click Use Blackbaud’s score.

This option automatically assigns the most recent Giving Score rating from Target Analytics.

¢ To override the Target Analytics Giving Score rating and assign another rating, click Use your score and
select the rating to assign.

The rating you assign will not change unless you assign a new one or select to use the Target Analytics
score.

3. Click OK. You return to the constituent record.
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Exporting is extracting information from your database and sending it to some other place, mainly, another
software application. There may be times when you want to take data from The Raiser’s Edge and send it to
another program, perhaps to a word processing program for a mailing or to a spreadsheet program for further
analysis. You can also use The Raiser’s Edge Export in conjunction with other program functions, like Mail and
Reports or with outside programs like Microsoft Word and Microsoft Excel. In Export, you can indicate the type of
export you want to create, the format you want to use for the data extracted, determine which records the
program should use, and select the fields to export.

This process is also useful if you routinely create custom reports using your Raiser’s Edge data. Using Export, you
can select the appropriate criteria, extract the information you want to use, and create a customized report. You
can update the data in your export by saving the export record and using it as a template for similar exports. You
can also document and print information pertaining to an export by using a control report.

The Raiser’s Edge can create several types of exports. These export types provide access to all the fields found in
your database. You can use the export type as a way of filtering the fields available for your export. This is
especially helpful if you already have an idea of what fields you want to use to design your export or what
information you need to extract from your database.

Frequently Used Terms

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

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

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

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

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

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

Note: Export formats are especially important if you are extracting information to send to a mailing house for
address updating and verification, because formats can vary, and each mailing house requires a specific data
format. For more information contact your mailing house.
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Export Format. An export format determines the way the data extracted from your database appears and with
which software application it is used. Some export formats include Microsoft Excel, Microsoft Access, and
Lotus 1-2-3.

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

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

Output Field. An output field is the field you want to include in your export. These fields correspond to fields
found in The Raiser’s Edge. For example, if you want to export the names of all constituents in your database,
one of your output fields will be Name.

Navigate in Export

The Export page contains the commands necessary to complete all exporting functions. You can customize this
screen with shortcuts to facilitate your access to export records and reduce the time it takes to perform certain
Export functions. For more information about customizing the Export page, see “Customize Export and Using
Favorites” on page 203.

Parts of the Export Page

In order to navigate through Export, you must understand the parts of the Export page. To access the Export
page, click Export on the Raiser’s Edge bar. The Export page appears.

## The Raiser's Edge |- [&] x]

File Edit “iew Go Favortes Tool: Help

4 Back & Forward| Open in separate window

#pR Home _
~

lﬁ R 1 Mew Expart... | v |Open 3 Delete.. | Export ﬁ Find...
Type'|<ml Typess 'l Format: I <Al Farmatss» ﬂ

Mame Diescription Expart Type File Format Created Last Changed Last Run File Man|
Exparted field... Constitu B aud A... O 0 [ i)
CRYSE_F export for zam... Constituent Blackbaud R... 05/24/2000 05/24/2000

DIRECTORY export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000
GDET_COMST export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000
Motepad Infarmation MNotepad infor...  Constituent Microzoft Wi, 04/06/2000 05/25/2000
PLGSTATEMENT export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000
[ ] 0]

[ Orly show my exports

Recently Accessed Exports Quick Find

Welcome to The Raizer's Edge 7 -

The Export page contains four main components: export action bar, export filters, export grid, and export
locators.
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Export Action Bar

Links on the action bar provide a shortcut to the commonly performed export tasks. From the Export page, you
can create, open, delete, refresh, run and find an export. To begin any of these tasks, simply click the export link
and the screen for that function appears.

_ Bun Quemny ngpmt ﬂFind...

5@ Mew Queny.. v |Open  Merge Queries.. 3¢ Delete... | S Print

Export Filters

Export filters help you determine which exports display in the export grid. You can filter by export type or export
format, or you can elect to show only the exports you created. The Type and Format fields and the Only show my
exports checkbox are extremely helpful because they can reduce the amount of time it takes to locate an export.
For example, if you are searching for a gift export you created, you may want to use export Type and the Only
show my exports checkbox as filters.

Type'|<ml Typess 'l Format: I <Al Farmatss»

[ Orly show my exports

Export Grid

The export grid displays all the exports matching the selected export filters. The information displayed in this grid
is entered, and can be edited, from the export record. To find an export, click the up and down arrows to scroll in
the list.

MHarme Drezcription Expart Type File Forrnat Created Lazt Changed Last Run File Mame
Address/Phone List Export Exported field... Constituent Blackbaud R... 03/22/2000 04/05/2000 03/22/2000  D:ARE7AmpPr
CRYSE_7 ewport for gam... Constituent Blackbaud R... 05/24/2000 05/24/2000

DIRECTORY ewpart far zam... Constituent Blackbaud R... 05/24/2000 05/24/2000

GDET_COMST expart for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000

Motepad Information Motepad infor... Constituent Microgoft Wo... 04/05,/2000 05/25/2000

PLGSTATEMEMT ewpart far zam... Constituent Blackbaud R... 05/24/2000 05/24/2000
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Export Locators

Below the export grid are two areas you can use to search for exports. The Recently Accessed Exports area
displays a list of the most recently opened exports. You can use the Quick Find field to enter the name of an
export and locate it without opening the export search screen. If you have numerous exports in the export grid,
you can hide these two areas if you select View, Expand Export List from the shell menu.

Recently Accessed Exports Quick Find

GDET_CONST ;I IAddressfF'hone List Export ﬁl
Address/Phone List Export

PLGSTATEMENT d|

Access an Export Record

Once you create an export record, you can save and reuse it to update the information in your database. You can
also modify the criteria or add and delete output fields. You can open an export record directly from the Export
page.

The Open screen for Export serves a dual purpose. First, it helps you locate an export you cannot see in the list of
export records displayed on the Export page, and second, it serves as a searching mechanism. Use some or all the
fields in the Find Exports that meet these criteria frame to narrow your search.

» Open an export record

Tip: You can also highlight the export in the export grid, and click Open on the action bar to access an export
record.

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

i The Raiser's Edge - 17]]
File Edit “iew Go Favortes Taools Help

4 Back & Forwa|d| Open in separate window

B Home XPOTT
-
f Mew Export.. ¢ |Open 3¢ Delete...  Export ﬁa Find.
Type: |<A\I Types> - Fnrmat'|<AH Formats> j
Name Description Expart Type File Format Created Last Changed Last Fun File Nan
ne 0 d... Constituent Blackbaud R. o0
CRYSE_7 export for zam... Congtituent Blackbaud R... 05/24,/2000 05/24/2000
DIRECTORY export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000
GDET_CONST export for gam... Constituent Blackbaud R... 05/24/2000 05/24/2000
Matepad Information Notepad infor... Constituent Micrasoft 'Wo... 04/05/2000 05/25/2000
PLGSTATEMENT export for sam... Constituent Blackbaud R... 05/24/2000 05/24/2000
Ein I

[ Only show my exparts

Recently Accessed Exports Quick Find

I &

‘welcome to The Raiser's Edge 7 4
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2. In the Quick Find field, enter the name of the export and click the binoculars. If no exports matching the
description you provided exist, the Open screen appears.

i, Open
Find: I Expart ﬂ

Sl Open

Cancel

i

Options

3% Find Maw
Find Exports that meet these criteria;
Mew Search
Export type; I Date Added; I Ell
Previous Search
Export format: I Added by: I vl

Export name: |Intemational Hailing

Lef Lol Lef Lo

Descriphion: I

[ HEE

[T Exact match anly Ewpand Results

Warning: We recommend using the filter fields on the Find Export that meet these criteria frame sparingly.
Adding too many filters can narrow your search too much, resulting in no matches.

3. Inthe Find Exports that meet these criteria frame, decide what criteria you want to use to search for the
query and enter the information in the appropriate fields. You can search by Export type, Export format,
Export name, Description, Date Added, or Added by. Use the Added by field to enter the date the export
was created. The Added by field helps you locate a query by its author.

4. If you want to display only export records that meet the exact criteria you define, check the Exact match
only checkbox.

Note: If more than one export record is listed in the grid, you can use the Expand Results button to make the
export list area larger.
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5. Once you enter all your search criteria, click Find Now. The program searches the database and locates all
export records matching the criteria you entered. These records appear in the grid.

Find: I Expart ﬂ

Export Name Description Export Type Format Ad (o

Open

Cancel

I

Options

«] | 2] @endon |
Find Exports that meet these criteria; New S "
ew Searc |
Export type: I j Date Added: IDMDEJZDDD EII
Previous Search |
Evport farmnat: IMicrosoft whord Merge File j Added b I 'l
E=port name: I j Q
Descriphion: I j

[T Exact match anly Ewpand Results

| 1 record found,

6. Once you locate the export record you want, highlight it and click Open. The selected export record
appears.

E. Motepad Information
File Edit Help

ESaveandElose|n > ||3 R.||| Y e

1:General | 2:0utput I

S [=] B3

Wiew Favortez Tools

All Records

‘Head of Houzehold' Processzing
¢ Export only constituents marked ‘Head of Household
™ Expart first constituent found
& Export both constituents separately

Include these Constituents
¥ Inactive conshituents

[~ Deceased constituents
v Constituents with no walid address

[ Create contral report €5 Freviers € Fiint

< Hash I Mewt » Cancel |

Ewport Mow |

A

7. Make the appropriate changes and click Save and Close on the toolbar to save and exit the export record.
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Toolbar Buttons

The toolbar contains buttons representing common commands used in Export. By clicking these buttons, you can
easily perform a function, such as saving, without using the menu bar.

[ 5ave and Close

Save and close the export parameter file

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

(]

Save the current export parameter file

£

O

elete the selected export parameter file

=

un the selected export

Preview Export File Layout

A

[oR

d this export record to your favorites list

View properties for a selected export

[2-]

Access help topics

For a detailed explanation of all other toolbar options, see the Program Basics chapter in the Program Basics
Guide

Export User Options

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

Using General options on the Export tab in User Options, you can establish your default export type and
format. On this tab, you can also select what type of action should occur when you select an export on the
Export page and determine how the program exports fields with Yes/No values.

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

appears.
Administration | Calar | Printing | File Locations | tembership Scanning
General | Home | Becaords | Query Flepor!sl Hail | Batch

% Y'ou can uze theze options to set personal preferences for creating or running exparts.

[ Automatically save export parameters on cloze

Default export type: IEDnslituenl j

Default expart farrmat: IMicrnsofl wiord Merge File j

'ou can chooze the walues to export for ves/no fields.

When exporting ves/no fields, export; IYes.f'No vl

HesettnSystemDefaultsl Ok I Cancel | Lpply |

2. The Export tab opens with General selected in the box on the left. You can mark a checkbox to
Automatically save export parameters on close. If you have not saved an export before, when you close
it, the Save Export As screen appears so you can name and save the export. If the export has already been
saved, when you close it, the parameters are saved without the Save Export As screen appearing.

3. In the Default export type field, you can select the type of export you want to appear as a default on the
Create a New Export screen. You can always override your selection. If you create one type of export more
than others, entering it as your default can speed data entry.

4. In the Default export format field, you can select the type of format you want to appear as a default on
the Create a New Export screen. You can always override your selection. If you create a certain export
format more than others, entering it as your default can speed data entry.

5. Inthe When exporting yes/no fields, export field, determine how values for fields that require an “either,
or” entry display. The default is Yes/No, but you may want to use another variation such as True/False or
Y/N.
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6. Select the File Locations tab. You can set the default location for your export files.

General I Home I Becords I Query I Esport I Feparts I HMail I Eatch
Administration I Calor I Frrinting File Locations tembership Scanning

-

& T'oucan choose the default file locations when exparting files fram the spstem.

File Tvpe I Location

Word Processing Documents/Letters
Crystal Reports Database

CA35 Data Files

Export/Import Data Files

Exrel Spreadshests

ICverify Data Path

General Ledger Post File

|CWerify gtation [D: I

HesettuSystemDefaultsI ] I Cancel I Apply I

7. Inthe Export/Import Data Files row, click in the Location column. An ellipsis appears to browse to a
default location.

Note: If you want to undo any changes you made and reestablish all program settings, click Reset to System
Defaults.
8. Click Apply to apply and save your changes or click OK to save your changes and close the Options screen.
To exit User Options without saving your most recent changes, click Cancel.

Export Types

Note: You can use an export type as a filter when searching for an export on the Export page.

To use Export properly, it is essential to understand the different export types. When you select a specific export
type, the program looks only at fields pertaining to the type you select. Export types determine the criteria
groups available to include in an export. For example, if you select to create a Gift export, only fields related to
the gifts record are available.

When searching for an export on the Export page, you can narrow your search by using an export type.
You can select from the following export types:

Action. An Action export is based on the action record found on the Action tab of an appeal, event, or
constituent record. For example, if you schedule a meeting with a group of constituents and want to send a
letter to inform them of a meeting location change, you can create an Action export and extract the fields you
want to include in the letter.

Appeal. An Appeal export is based on the appeal record. For example, if you want to analyze the status of all
your inactive appeals, you can use the Appeal export to extract the information you want to review and
export it to a Microsoft Excel spreadsheet.
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Campaign. A Campaign export is based on the campaign record. For example, you are preparing a campaign
status report spreadsheet for your Board Members or prospective donors. You can use a Campaign export to
extract information about your campaigns you want to include in the report.

Constituent. A Constituent export is based on the constituent record. Constituents are individuals or
organizations in your database who have donated time, funds, or resources to your organization. Constituent
exports give you access to all fields you find in other export types. The Constituent export type gives you a
complete picture of the entire constituent record, including information about gifts, relationships,
memberships, and actions. For example, you want to create a report detailing the amount each donor (both
individual and organization constituents) contributed to a specific campaign. You can use the Constituent
export to extract this information.

Event. An Event export is based on the event record and is available only if you use the optional module Event
Management. For example, you are planning your organization’s annual conference and need to create a
spreadsheet with the name of all the events associated with the conference, all the participants assigned to
each event, the names of the coordinators for each event, and the instructor or speaker for each event. You
can use an Event export to retrieve all this information.

Fund. A Fund export is based on the fund record. For example, you are preparing for your annual board meeting
and are asked to prepare a presentation regarding the status of all active funds currently receiving donations.
You can use the Fund export to retrieve the information from your database.

Gift. A Gift export is based on the gift record. For example, you are meeting with a representative from a
prospective donor company, and she wants to know how many other companies are matching employees’
donations and what is the highest level of contribution for these organizations. You can use the Gift export to
extract this information.

Individual Relationships. An Individual Relationships export is based on the relationship information found
on the relationship record on the Relationship tab of the constituent record. For example, you are planning
your organization’s Mother’s Day event and want to create labels to send Mother’s Day invitation cards to all
mothers listed as relationships to the constituents in your database. You can use the Individual Relationships
export to extract this information.

Job. A Job export is based on the job record and is available only if you use the optional module Volunteer
Management. For example, you are planning your organization’s annual walk-a-thon, and your director asks
for a breakdown of all the volunteer positions that need to be filled for the event, the minimum qualifications
needed for each, and the name of the person who filled that position last year. You can use a Job export to
retrieve this information.

Membership. A Membership export is based on the membership record. The Membership export type is
available only if you use the optional module Membership Management. For example, you need to send a
letter to all your members reminding them of the Members Day that your organization is planning for them.
You can use a Membership export to retrieve all the information you would need for your letters.

Participant. A Participant export is based on the participant information found on the Participants tab of the
event record. This export type is available only if you use the optional module Event Management. For
example, you are preparing to create the seating assignment chart for your organization’s annual banquet.
You want to make sure you seat all the same type of donors in the same area and all participants are seated
with their guests. You can use the Participant export to create a spreadsheet with all this information.

Export Formats

Export formats determine the way the data exported from your database appears in the data file and with which
application itis used. Export formats are especially important for address verification and other activities in which
you are exporting information you plan to update and import back into The Raiser’s Edge database. Although
export formats are totally independent from export styles, some formats work better with certain styles. For
example, you can use a relational export style if you choose Blackbaud Report Writer, Microsoft Access 2.x, 95, or
97 Database formats, and you select to export One-to-Many criteria groups in separate tables. For more
information about export styles, see “Understand Export Styles” on page 152.
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More About Export Formats

The following is a list of the export formats available in The Raiser’s Edge.

Blackbaud Conditional Word Merge (DOC). Use this export format to create conditional mail merges
using Microsoft Word and The Raiser’s Edge. When you select this export format, the Blackbaud Conditional
Word Merge Wizard generates. The wizard helps you select the information you need to create an entire
conditional mail merge, automating the process for you. This includes selecting the conditional field for the
mask document and writing each individual letter to be used in the conditional mail merge. For more
information about using the Blackbaud Conditional Word Merge Wizard, see the Mail Merge With Microsoft
Word chapter in the The Raiser’s Edge & Microsoft Office Integration Guide.

Blackbaud Simple Word Merge (DOC). Use this export format to create simple mail merge documents
using Microsoft Word and The Raiser’s Edge. When you select this export format, an Edit merge document
button appears on the toolbar. Click Edit merge document to open Word and create your simple mail merge
document. When you export the information, your letters generate automatically. For more information
about selecting Blackbaud Simple Word Merge export format, see the Mail Merge With Microsoft Word
chapter in the The Raiser’s Edge & Microsoft Office Integration Guide.

Blackbaud Report Writer Database (MDB). Use this export format when you want to use Seagate’s Crystal
Reports with your Raiser’s Edge data. After an export completes in this format, use the MDB (Microsoft Jet
DataBase) file in Crystal Reports to manipulate and customize the data in a format you need. If you select this
export format, you are not required to define the number of fields to export.

Blackbaud XML Export (XML). Short for Extensible Markup Language, XML describes the data in your export
file and provides a consistent means to share information. XML is frequently used to make different parts of
Web page content available to different audiences. If you select this export format, you are not required to
define the number of fields to export.

Character Separated Values (CHR). In a CHR data file, you select the separator field (for example, quotes)
for characters. These files are often referred to as “ASCII” files, and can be used for importing and exporting
data.

Comma-Separated Values (CSV). In a comma-separated values file, each piece of data is separated by a
comma. This is the most common export format used to export or import data into The Raiser’s Edge. CSV
files are also commonly called “comma delimited” or “ASCII” files.

dBase Ill (DBF). Use this export format when you want to use Ashton Tate Corporation’s dBaselll with your
Raiser’s Edge data. After an export completes in this format, use the DBF (DBase Format) file in dBaselll to
manipulate and customize the data in a format you need.

Excel 3.0 (XLS), Excel 4.0 (XLS), and Excel 5.0 (XLS). Use this export format when you want to use
Microsoft Excel with your Raiser’s Edge data. After an export completes in this format, use the XLS
(XL Spreadsheet) file in Excel to manipulate and customize the data in the spreadsheet program. This format
also works with Microsoft Excel 97 or higher.

FoxPro Database (FPT). Use this export format when you want to use FoxPro with your Raiser’s Edge data.
After an export completes in this format, use the FPT (FoxPro Table) file in FoxPro to manipulate and
customize the data in a format you need.

Internet Document (HTML). Short for HyperText Markup Language, this export format is used to create
documents on the World Wide Web. HTML controls the layout of a Web document based on the formatting in
the data file.

Lotus 1-2-3 (WK1) and Lotus 1-2-3 (WK3). Use this export format when you want to use Lotus 1-2-3 with
your Raiser’s Edge data. After an export completes in this format, use the WK1 or WK3 (Workbook) file in
Lotus 1-2-3 to manipulate and customize the data in the spreadsheet program.

Microsoft Access 2.x Database, Microsoft Access 95 Database, and Microsoft Access 97

Database (MDB). Use this export format when you want to use Microsoft Access with your Raiser’s Edge data.
After an export completes in this format, use the MDB (Microsoft Jet DataBase) file in Access to manipulate
and customize the data in a format you need. This format also works with Microsoft Access 97 or higher.
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Microsoft ADO Recordset 2.1 (ADO). Short for ActiveX Data Objects, ADO is a high-level interface for data
objects. ADO can be used to access a wide variety of different data types, including Web pages, spreadsheets,
and other documents. Together with OLE DB and ODBC, ADO is one of the main components of Microsoft’s
Universal Data Access (UDA) specification, which provides a consistent way of accessing data regardless of
how the data is structured.

Microsoft ADO XML Recordset 2.1 (XML). Short for Extensible Markup Language, XML is an industry
standard text format commonly used to structure the content of Web documents. If you select this export
format, you are required to define the number of fields to export. This type of format is similar to a CSV file,
but is not delimited by commas.

Microsoft Word Merge File (DAT). DAT is a generic file extension for data files. Select this export format
when creating a mail merge in Microsoft Word.

Rich Text Format\Microsoft Word Table (RTF). RTF files are ASCII files with special commands that
indicate format information such as margins and fonts. These files can be used between different applications
on different platforms.

Text (TXT). TXT files are composed of text characters. These files encode a format that most all computers can
use because it does not use special formatting characters.

WordPerfect Merge File (DAT). DAT is a generic file extension for data files. Select this export format when
creating a mail merge in Corel’s WordPerfect.

Export Record Components

The export record contains all the criteria established for the export, information to determine which records
should be considered for export, output fields, and specific formatting options established for the output fields.
You can create templates for the exports you run most frequently using the export record. For example, if you
normally run letters requesting donations at the end of each month, you can create a constituent export with the
type of information you export for these letters, including the constituent name and address and any pertinent
gift information. At the end of each month, you can select the group of constituents who have not received this
letter and use the saved export record to extract the information you specify.

The export record is composed of the General tab and the Output tab.

General Tab

On the General tab, you can determine which records you want to consider for export. You can choose to use all
records from your database, selected records from your database using a query, or one record from your
database. For more information about the records to include options, see “Understand the Include Options” on
page 145.
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On this tab, you can also define other processing preferences for the export type you are creating. For example,
on the General tab of a Constituent export, you can determine how to process individuals marked as Head of
Household. If inactive, deceased, or constituents with no valid address should be included in the export. The
General tab for each export type is different and displays information pertinent to the type of export you are
creating.

E. Mew Constituent Export M=l E3

File Edit “iew Favortes Tools Help

ESaveandEluse|u P4 |E@|‘|?' |

1:.General | 2Z:0utput I

All Records

'Head of Househaold' Processing Ihclude these Constituents

™ Ewxpart only constituents marked 'Head of Househald' || W Inactive constituents

" Export first constituent faund [~ Deceased constitugnts

¢ Export both constituents separately ¥ Constituents with no valid address

[~ Create contral repart 6 Freview € Frint

< Bach Mest = Cancel E xport Mo |

| Y
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Output Tab

On the Output tab, you can select the fields corresponding to the data you want to see in your export. The Output
tab is comprised of two areas: the Available Fields to Export box and the Output box. The Available Fields to
Export box displays a list of all fields available for your export. The fields available for selection depend on the
export type you select. For more information about export types, see “Export Types” on page 139. The Output
box displays the fields you select for your export. You can also select formatting for certain output fields. For
example, if you want to use a date field in your export, you can select to use the long or short format for the date.

E. Mew Constituent E xport M=l E3

File Edit “iew Favortes Tools

[ 5ave and Close ‘

Help

-
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= NN

—Availsble Fields to Export

— Output

Shaw: [ <Al

Conztitugnt Infarmation

¥ Spouse

[y Aliases

Iy Credit Cards

Iy Constituent Codes

Solicit Codes

Solicitor Goals

Frimary Alumni information
Frimary Buzsiness information
Address

AddreszesdS alutation

[

'L'E New Constituent Export

E# Relationships LI
ik Find...l Selest > ®| <-F|emm-'e| [H Fammat... | Erggriteria... |L|l|
< Back | Hest s | Cancel | Expart Mo |

i

On the Output tab, you can define criteria for certain fields. For more information about the Output tab, see

“Understand an Export Output” on page 147.
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Understand the Include Options

You can choose the group of records the program should use for your export. The Include button on the General
tab allows you to refer the program to the groups of records it should consider when exporting. You can select to
use All Records, Selected Records (with a query), or One Record from your database.

E. New Constituent Export =] E3

File Edt “iew Favontez Toolz Help

ESaveandEluse‘u vt |E&|||?' |

1:.General | 2 0utput |

All Records

All Recards
Selected Records. ..
One Record

zing Include these Constituents

™~ Export only constituents marked 'Head of Household' || W Inactive constituents
" Export first constitusnt found [~ Deceased constituents
% Export both constituents separately [ Constituents with no valid addiess

[ Create contral repart (8 Freview, Frint

< Hack Mest » Cancel Export Mow |

| v

Think of your database as a filing cabinet and the Include selections as filing drawers. When you make one of
these selections, you tell the program to find a specific drawer and use only the records within to create the
export.

All Records. If you select All Records, all records of that type found in your database are included. For example,
if you are creating a Constituent export and you select All Records, you are telling the program to consider all
constituent records found in the database. This means the program exports the information you define for all
constituent records found in your database. Using the filing cabinet example, if you select All Records, the
program uses the entire filing cabinet.

Note: You can use the Selected Records option only if you group your records using Query.
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Selected Records. Choose Selected Records to select a smaller group from your database. This selection
requires that you group records for the export using a query. For example, if you are creating a Constituent
export, but only want to export information for constituents who donated $5,000 to your organization’s
Literacy Campaign, you can use Selected Records. You must first create a query group containing these
records. If you choose Selected Records, the program uses one filing drawer (query of grouped records)
within your filing cabinet (all records). Once you make this selection, you can search for the query you created
earlier from the Open Query screen.

i, Open Query

Find: I Queries ﬂ

[ipen

Cancel

&

g

Edt
“F1Add New

Optiohs

Find Queries that mest these criteria: b Find Now
Query ype: I <&l relevant types> j Created On: Iﬂ Neys Search
Cluery farmat: I j Created by: Iﬁ Previous Search
Query name: I ﬂ
Description: I j
™ Show merged queries only [T Eract match anly Expand Besults

For more information about the Open Query screen, see “Access a Query” on page 9.
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One Record. With One Record, you can select a specific record within your database. For example, if you are
creating a Constituent export but you are only interested in extracting information for John Doe, use
One Record. If you select One Record, the program looks in the filing cabinet (all records) and selects a
specific file folder (one record). You can search the database for the specific record you want using the Open
screen.

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

B

ol pEn

Cancel

] Add New
Find Conztituents that meet theze criteria:
Optionz
Last/Org name: I x| Addess lines: | =]
First Name:l j Cit_l,l:l ﬂ
Congtituent [0 I j State: I j (K Eiridl o
55N3| j Z|P3| j Mew Search
b ernbership 10 I j Clazs af: I ﬂ [ —
Bank acct. no.:l j Credit card no.: I j

v Display inactive constituents [~ Check spouse name. [ Exact match anly ™| Chesk nickname

[~ Display deceased constituents = Chech lizses [T Check cortact name Expand Besults

AR B

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

Understand an Export Output

Export provides flexibility when you select the type of information you want to export. Certain output fields have
alternate formatting options. For example, you can set up multiple criteria groups for One-to-Many and Summary
fields and specify filter criteria for the entire group. If you export gift information, you can create a criteria group
for Total Gift amount that filters only Cash gifts. You can then create a second Total Gift amount criteria group
that filters only Pledge gifts.

Understand Criteria Groups

Criteria groups in export are defined as a group of related fields from the same record type. For example, the
Constituent Information group contains all the fields on the main constituent record and a Gifts group contains
all the fields contained in a gift record. The Output tab of an export record displays all the criteria groups in the
Available Fields to Export box. In The Raiser’s Edge, two types of criteria groups exist: One-to-One groups and
One-to-Many groups. One-to-One and One-to-Many criteria groups illustrate the relationship between groups of
fields. Below is an in-depth description of these groups and how they can be used in your export.

One-to-One Criteria Groups

A One-to-One criteria group is composed of fields for which only one value exists in your database. For example,
the Spouse group is a One-to-One criteria group because only one relation in a constituent’s record is considered
a spouse. Preferred Address is another One-to-One criteria group because each constituent can have only one
preferred address in their record.
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You can recognize a One-to-One criteria group in two ways. One-to-One criteria groups display in
The Raiser’s Edge as a single table icon on the Available Fields to Export box.

%. New Constituent Export M=] &3

File Edit “iew Toaolz Help
ESaveandCIose|u‘x_ ||3@|||?_ |
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----- [ Bithplace
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4| | 3
dh Find...l Select & ®| <-F|emcwe| [l FEomat.. | Qiteria...l + | + |

< Back | TRt | Cancel | EHDD[[NDﬂl
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One-to-One criteria groups do not have the option of assigning any additional criteria to them through the
Criteria button on the Output tab when they are selected as output fields.

One-to-Many Criteria Groups

A One-to-Many criteria group is composed of fields for which several values exist in your database. For example,
the Gift group is a One-to-Many criteria group because each constituent record can be associated with more than
one gift. Notes is another One-to-Many criteria group because each constituent can have more than one notepad
in the constituent record.
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You can recognize a One-to-Many criteria group in two ways. One-to-Many criteria groups display in
The Raiser’s Edge as an icon depicting one table related to other tables on the Available Fields to Export box.

%. New Constituent Export _ O] =]
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You can also recognize One-to-Many criteria groups because when you select them as output fields, you can
access additional filtering options to help you determine the records you want to export. These filtering options
display when you click the Criteria button on the Output tab. For more information about criteria screens, see
“Understand Output Criteria Screens” on page 150. When you select One-to-Many criteria groups, you have the
option of defining which records you want to export, or you can determine how many instances of the same field

you want to export. For example, if you select the One-to-Many criteria group Credit Cards and the criteria field
Expires, the Credit Cards criteria screen appears.

Credit Cards
For each Constituent, enter the number of Credit Cards to e:-:pu:urt:|1_
Al Credit Cards & Selected Credit Cards
Wiza
il asterCard
American Express
Discover >
Diiner's Club 35
Check[Debit] Card J
<
<X
[T Show inactive entries Order by
|<no zpecific order: j

% fizcending € Descending

o |

Cancel |
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On this screen, you can determine how many credit card records you want to export and define the credit cards
for which you want an expiration date.

Establish Multiple Criteria Groups

In Export, you can define multiple criteria groups for One-to-Many and Summary fields. This means that you can
define multiple instances of the same group type, each with its own unique filtering criteria. For example, if you

want to design an export and include information about your gifts, you can define a gift group for Cash gifts and a
gift group for Pledges.

You can further define the exported gifts by adding different criteria fields to each gift group. To do this, select
the first group by highlighting the field in the Available Fields to Export box, and clicking Select. The query field
and its parent criteria move to the Output box. For the second criteria group, highlight New Constituent Export
(or corresponding export type) or the title of the export in the Output box. Then, highlight the field in the
Available Fields to Export box, and click Select. The query field and its parent criteria move to the Output box.
The multiple gift groups used in the example appear in the output like the one below.
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0 GEREEEEREE ||| i [l Pledge Balance
B Policy face amount
B Policy number
B Policy voe _Ij
| | B
i Find...l Select -» [] | <-F|emm-'e| [ Fomat... | Iy Eriteria.. |L|l|
< Back | =5 | Cancel | Ml

| 4

The option of establishing multiple instances of the same group type is useful if you want to compare similar
items. For example, if you want to create a report and compare the total gift amounts received during the year,
you can create a gift group for each gift type (Cash, Pledge, Stocks, etc.) and compare those amounts.

Understand Output Criteria Screens

Note: The type of criteria screen that appears depends on the field you select. For example, with certain
export groups, you can sort by fields in the group. If you select the Reciprocal field in the Relationships,
Individuals group, an Order by frame appears on the criteria screen. You can select “Birth date” in Ascending
order in this frame to sort by the oldest birth date within the reciprocal export.
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On the Output criteria screen, you can specifically tell the program what records to extract. Output criteria
screens act as a filter for the records in your database. Once you select to export a field from a One-to-Many
criteria group, you can decide the characteristics these records must meet to be selected. For example, if you
want to export relationships for your constituents, and you decide that for each constituent you want to export
the relationship corresponding to the father and mother, you can use a criteria screen to specify that only those
relationships should export. The criteria screen for the example appears like the one below.

Individuals |
Faor each Constituent, enter the number of Individual Relationzhips to e:-:pu:urt:l
Relationship Types | Clazs of |

™ Include cortacts anly
Al Individual Felations & Selected Individual Felations

Attarney - F athier
Aunt bl other

Board Member
Brather A

Brother-in-law ﬂ
<

Buzinezs Partner <
Charitable Society

Church ﬂ

Client
Club ﬂ
Order by

Start Date: I ﬁl IBirth date ﬂ
End Date: I EI & Azcending O Descending

ak. I Cancel |

Understand Output Field Formatting

Note: Use the Sort Key, accessed in the Available Fields to Export frame on the Output tab, to correctly
alphabetize individual and organization names in Query and Export. Define your preferred name format on the
Query tab in User Options. The names are alphabetized based on the format you select. For example, define
your name format as “Last, First Middle”, include the Name field in the Output and the Sort Key on the Sort
tab. Records for Blackbaud, Inc., Mrs. Elizabeth Ann Ashton, Mr. Nicholas Vincent, and Dr. Robert Carlos
Hernandez list as, “Mrs. Elizabeth Ann Ashton, Blackbaud, Inc., Dr. Robert Carlos Hernandez, and Mr. Nicholas
Vincent.”

You can use output fields to determine what information is extracted from your database. Certain output fields
have alternate formatting options. Format screens determine how the program formats the actual data it
extracts from your database, or how data appears once the export is run. For example, you can use a format
screen to determine the type of addressee you want to use for individuals and organization records extracted
from your database.

You can select if you want to use the addressee/salutation found in the constituent record, the
addressee/salutation from Configuration, or if you want to use the constituent’s name. In addition, you can also
determine if the organization records extracted should appear with the organization name only, if the
addressee/salutation should include the name of the contact person for that organization, or if the program
should leave these entries blank.

Formatting options affect only one field at a time. This means if you export the same field twice and want them to
be formatted in the same way, you must apply the preferred formatting both times the field is exported.
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To maintain consistency in your export, you must either format all like fields the same way or let the program
assign the default formatting options to all fields.

You can assign alternate formatting for date fields, currency fields, state fields, amount fields, primary salutation
fields, primary addressee fields, and additional addressee/salutation fields.

Once you select one of the multi-format fields discussed earlier, you can access the corresponding format screen
by clicking the Format button of an export record screen.

For certain fields such as dates, The Raiser’s Edge uses the formatting option established in the Control Panel of
your Windows program.

Understand Export Styles

Once you select the information you want to extract, you can also select the style of export you want to create.
“Export style” is a term used to describe how the extracted data is present in the data file. In The Raiser’s Edge,
you can create two export styles: Flat Style and Relational Style.

Export styles are totally independent from export formats, although some export styles work better or are only
available with certain export formats. For more information about export formats, see “Export Formats” on
page 140.

Flat Style Exports

A Flat Style export is an export in which the information displays in grid format. Each row contains a different
record and each column displays a field within that record. For example, in a constituent export, each row
displays all information extracted for the constituent. Flat style exports are used most often for mail merges, but
they are also useful when doing simple reports.

The Raiser’s Edge provides two ways for you to visualize a flattened export data file. From the menu bar, you can
select View, Header Field Names to see the naming convention used for the data extracted. For example, if you
want to export the first two home phone numbers and the first two business phone numbers for your
constituents, the Output tab of your export may look like the one below.

ConstPhone M=] E3

File Edit “iew Toolz Help

E]Saveandlilnse|n b4 ||E&|| ? - |
1:General Q:Dutputl
—Available Fields to Export—————————— — Output
Shaw: |<;3\||> j & ConstPhone
El-E Constituent Information
BB Constitugnt Information - -8 First Name
Spause <[ LastMame
* Credit Cards o Rl Marital status
By Constituency 2B Addiess
B Address E-E Prefened Address
Addresses/Salutation El Phores

Relationships FA - | Phone number
Motes :

-Gy Phones 2
Appeals -l Phane number
By Gits
' First Gift
E Last Gift

dh Find...l Select-» ®| [l Famat... | by riteria). Illll
< Back | = | Cancel | EHDD[INDﬂl

I y
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If you select to use Header Field Names, you can easily see all the fields that will appear in your export. For the
example above, the row header names appear like the ones below.

Header Field Names

L]
]

=

CnBio_First_Mame
CnBio_Laszt_Mame
CnBio_tdarital_status
CradrPriPh_1_01_Phaone_number
CradrPriPh_1_02_Phone_nunmber
CrddrPriPh_2_ 01_Phone_number
CrddPriPh_2 02 Phone_nuniber

|This export will have 7 columns.

Each criteria group is identified by a unique name. Using the example above, CnBio_First_Name is the constituent
first name and CnAdrPrfPh_1_01_Phone_number is the first preferred home phone number for each constituent,

and so on.

From the menu bar, select File, Preview Export File Layout to view a sample of your data file. This menu option
presents a grid view of the first few rows in the export. In this view, the headers displaying in the Header Field

Names screen are the column headers in the grid. For the example we used previously, the preview appears like
the one below.

i Preview Export File Layout

I [=] E3

CrBio_First_Mame | CrBio_Last Name | CrBio_Marital status | CrédPrPh_1_01_Pho

=) =

Jozeph Driresta

b arl, Adamzon
Geoffrey Beckner
Julie Bach
Benjiman Connor
Ellen Crenzhaw
Aukumn Compton
Ryan Drarrion
Catlin Draly
Sean Dravenport
Micole [rastin
Anthary Eliiz
Melizza Elzy
Jason Campbell
ﬁﬂe Finley

4

M arried
Divorced
Separated
Single

[205] 566-1254
[243] 79E8-6692
[243] 743-0938
[412] 565-3375
[204] 741-5241
[212]1545-0010
[615] 255-7410
[336] 7256397
[415] 743-3214
[305] 326-1551
[226] 7EE-3314
[E03] 733-3333
[304] 754-2217
[F0E] 435-8511
[414] 276-3162

i

|Thi$ export will have 7 columns. The first 15 records that meet the selected criteria are displayed. 2

i

The bottom of the screen lets you know how many columns appear in your export. For more information, see
“Preview an export layout” on page 196.
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Relational Style Exports

A Relational Style export is an export in which the information for each selected criteria group is displayed in a
separate table. Each row in the table may or may not correspond to a separate record. If you export to Seagate’s
Crystal Reports and select Blackbaud Report Writer Database in the Export format field, the data displays in a
Relational Style. Also, if you select Microsoft Access 2.x Database, Microsoft Access 95 Database, or Microsoft
Access 97 Database in the Export format field, and mark the Export one-to-many records in separate tables
checkbox, the fields export in a Relational Style. For example, if you want to export the gift information for the
constituents in your database, the Output tab of your export may look like the one below.

Hew Constituent Export I =]

File Edit “iew Toals

ESaveandEIose|u x ||3 @||| ?-

Help

1.General 2 0utput |

— Awailable Fieldsz to Export — Output
Shaw: |<,.f.\||> j ’ Mew Constituent Export
= B Constituent Infarmation
----- I Curency Country ;I First Mame
----- B Cumency Exchange Rate : LI Last Mame
----- [ Curency Receipt Amount E| Gifts
----- @ Date | 0 Gitt Amount
----- I Date 13t Pay “ol Campaign
----- [ Datefdded B Fund
----- [ Date Last Changed Lol GitDate
----- I Description
----- B Erld
----- I Expirez On
----- Fund hd
1] . | _>|_I
% Find | [Celect 5 <-Hemwe| [ Eommat.. | Iy Lriterial. ILILI
¢ Back | HEwts | Cancel | Export Moy |

4

For this example, the data file for this relational style export contains three tables: a key table to define how
records are linked, a table with all the constituent biographical information, and a table for the gift information. If
you export to a Microsoft Access Database format, the data file appears like the one below in Microsoft Access,
where Cn defines how records are linked, CnBio contains the constituent’s biographical information, and CnGf_1
contains the gift information.

g®E DonorsGifts : Database

E Tables | B queries I B2 Forms | B Reports | 2 Macros | «&& Modules |

IS [=] E3

= Qpen
Cni Design |
Cnaf_t

[ew
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If you select the relational style, you do not have to specify the number of records you want to export. The
relational export style gives you access to all the records meeting the criteria you established.

B Cn : Table =] 3
Cn_IDKEY CnBio_LINK | CnGf_1_LINK
- 1 1 1
- 2 2 2
- 3 3 3
- 4 4 4
- 5 5 5
- 53 53 53
- 7 7 7
- 8 8 8
- 9 9
- 10 10
- 1 1
- 12 12
- 13 13
- 14 14
- 15 15
- 16 16
- 17 17
- 18 18
- 19 19
- 20 20
- 21 21
22 22
Record: LI;II Llilﬁl 4

You can use the Cn key table in Microsoft Access to link each constituent to his gifts. The linkage process
automatically occurs when using Seagate’s Crystal Reports.

When exporting to a relational style, the Preview Export File Layout menu option under the File menu and the
Header Field Names menu option under the View menu are not available.

Work with Export

Warning: If you use a mailing house, be aware that address lines are imported and exported with the /n
between address lines instead of separate fields. For example, if your address is 123 Main Street Apt. 6, it
exports and imports as “123 Main Street/nApt. 6”. If your mailing house cannot accept this format or the mail
house cannot return the file in this format, you must separate the addresses before you send the export file.

Once you are familiar with the terms and concepts associated with the exporting function, you are ready to begin
creating exports. You can create, open, edit, delete, save, run, and send an export through email. You can also
change an export’s properties and print a control report. Procedures in this section provide the basic information
you need to perform more advanced exporting functions.

Create an Export

Note: The export record, which is the record containing all the output and formatting choices for your export,
can be customized, saved, or reused in the future.
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The export function helps you extract records from your database to use in other applications. This process is
very useful, especially, if you want to create mail merges, reports, or if you want to send your data to a mailing
house for address updating. Once you create an export record, you can edit and reuse it as you update your
database. The appearance of the export data files may differ depending on the export format you select. For
more information about export formats, see “Export Formats” on page 140. The following procedure takes you
step-by-step through two of the ways in which you create an export. The export types may differ, but the process
for creating an export is the same for all export types. For more information about export types, see “Export
Types” on page 139.

» Create a constituent export

Warning: Your mailing house may accept only certain data formats. Most mailing houses want exported data
in the CSV, fixed length, or Excel formats. We suggest you contact your mailing house for specific information
about the data formats they accept.

A constituent export gives you access to all information stored in a constituent record. This type of export is
useful because it considers both individual and organization records in your database. From this type of
export you can access constituent information, gift, relationship, address, action, membership (with Member
Management), event (with Event Management), volunteer (with Volunteer Management), prospect (with
Prospect Research Management), and honor/memorial (with Honor/Memorial Tracking) information for all
constituents found in your database.

Scenario: You are preparing to validate the preferred addresses for constituents in your database. The
mailing house you use is very strict and wants to make sure you include import IDs in your export, in
addition to the address information you want to verify. You also want to include the type of address
displayed for each constituent and the source for the address information. For this example, use the
Comma-Separated Value (CSV) export format.

Warning: If you do not have rights to certain records in The Raiser’s Edge, you do not see that export type on
the Create a New Export screen. For example, if you do not have rights to gift records, you do not see the
export type of Gift. For more information about Security, see the Configuration & Security Guide.

1. From the Export page, click New Export. The Create a New Export screen appears. For more information
about accessing the Export page, see “Navigate in Export” on page 132.

Create a New Export

what type of export do you wart to create?

Individual Relationships
Action

Campaign

Fund

Appeal

Gift

Event

Participant

tembership

Jaob

Ewpart farmat; I Microzoft Word Merge File j
v Include Headsr

Create NDﬂI Cancel |

Note: You can establish your export type and format preferences in User Options. For more information about
Export User Options, see “Export User Options” on page 137.

2. Inthe What type of export do you want to create box, select Constituent.
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3. Inthe Export format field, select Comma-Separated Values.
4. Mark Include Header. You want the first row of your export to contain the header names for the fields
selected.

Create a Mew Export

what type of export do you wart to create?

ft
Individual Relationships
Action
Campaign
Fund
Appeal
Event
Participant
tembership
Job

omma-Separated Yalues j

Export format; |2

v Include Headsr

Create NDﬂI Cancel |

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

E. New Constituent Export M=l E3

File Edit Yiew Toolz Help
ESaveandElnse|nX ||}@.|||?' ‘

1:General | 2:0utput I

Include. . | All Records

‘Head of Houzehold' Processzing Inchude these Constituents

" Ewport anly canstituents marked 'Head of Househald' || W Inactive constituents
[~ Deceased conztituents

v Constituents with no walid address

™ Expart first constituent found
& Export both constituents separately

[ Create contral report (5 Freviews € Fiint

< Hash | Mewt » Cancel EHpDrtNDﬂl

| S

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

database.
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6. On the General tab, click Include to select the specific records to include in the export. For more

7.

information about the Include button, see “Understand the Include Options” on page 145. Select All
Records to consider all constituent records in the database for your export.

E. New Constituent Export M=l B3

File Edt Yiew Favorites Tools Help
ESaveandEIose|U}{ |E|ﬁ|||?- ‘

1:General | Z:0utput I

| All Records

Re
Selected Records. ..

Ons Record zing Include these Constituents
" Export only constituents marked 'Head of Household' || W Inactive constituents
™ Expart first constituent found ™ Deceased constituents
' Export both constitugnts separatel ¥ Constituents with na walid address

[T Create control report &8 Freview € Fint
< Blash I Mewt » I Cancel | EHDD[tNDﬂl

| .

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

In Export processing, “Head of Household” can determine who should be exported from a constituent
record. For example, when you make a spouse a constituent in your database, or if the spouse is already a
constituent in your database, a “Head of Household” checkbox appears on the General tab of the
individual relationship record. If you do not mark this checkbox for the spouse, the constituent on the
Bio 1 tab is automatically “Head of Household”.

If you select Export only constituent marked ‘Head of Household’, on the General tab in Export, only the
constituent marked Head of Household is selected for your export. If you select Export first constituent
found, the first constituent found in the database exports.

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

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

9. Mark the Create control report checkbox to create a control report for the constituent export. A control

report summarizes the export’s characteristics and field criteria.



10. Select the Preview option so you can preview the control report.

% New Constituent Export M=l B3
Fil=  Edit Wiew Favorter Toolz Help

ESaveandCIose| H * |E &||

1:General | Z0utput I

Include... | All Records

‘Head of Househald' Processing Include theze Constituents

" Export only constituents marked 'Head of Housshold || [ Inactive constituents
[~ Deceased constibuents

[~ Caonstituents with nao valid address

?- |

¢ Export first constituent found
& Eypart both constitusnts separately

¢ Previes  { Print
< Bach I Mest » Cancel EHDDI’tNDﬂl

| 4

ExPORT 15

Note: The first field in the Output box of an export is either the export’s name (for saved exports) or the

export type (for exports not saved).
11. Select the Output tab.

E. New Constituent Export M=l B
File Edit Yiew Toolz Help

ESaveandElose|nx ||3@|||?- ‘

1:General  Z:0utput |

— &vvailable Figlds to Export — Output
Show |<,e:-.,||> d &) Mew Constituent Export

- Constituent [nfarmation -
Spouse

Credit Cards

Conztituehoy

Address

Addreszes/Salutation
Relationshipz

Motes

Appealz

Gifts

Firzt Gift

[ Last Gift =l

il Find...l Selects ®| <-F|emnve| | Eammat.. I E@Qriteria... |L|L|

Ewport Mow |

< Back I HEx I

| S




160 CHAPTER

Tip: You can use Find to quickly access a field.

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

categories.
13.

and Info source.

Tip: You can also drag the highlighted field and drop it into the Output frame or double-click on the field in the

Available Fields to Export box.

14. Highlight Import ID and click Select. The selected output criteria field and its parent criteria group appear

in the Output box.

15.

Criteria Groups” on page 147.

Click the plus sign to the left of the group name to reveal criteria fields under each group. Expand the
Constituent Information group to reveal Import ID, First Name, Last Name, and Org Name. Click the
Address, Preferred Address criteria group to reveal Address line 1, Address line 2, City, State, ZIP, Type,

Repeat steps 13 and 14 to move the remaining criteria fields used in this example from the Available
Fields to Export box to the Output box. For more information about criteria groups, see “Understand

% New Constituent Export [_ (O] <]

File  Edit iew Toolz Help

E]Saveandlzluse|n v ||3E1||| 7 - ‘

1:General 2 0utput |

— Available Fields to Export

Show: |<g||> j Import 10 =]
First Mame
@ DatelLast Changed «| Last Mare
- Dateto Org Mame
E DPC dress
E| Id Preferred Address
E| Im|:!ort I e B addessline 1
Inll:atnr B Addessline 2
BN o souce B Ciy
@ Last Changed By 0 State
B Linked? 0 zF
E hDZTE' = 0 Type
N ity _'I_I [ Info source —
5 Find...l Seleah- ®| <-F|em0\-'e| i Eommat... I Elitelia_._l 4 | + |
< Back I Herts I Cancel | Ewport Mo |

4

Note: You can set a default location on the File Locations tab in User Options. For more information, see

“Export User Options” on page 137.
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16. Click Export Now. The Export file name screen appears.

Export file name EE

Save in: IEI MuFiles j | Ic_ufl |
|1 CatRoot [AForts [(AJava
) Config [ A Media
|71 Coakies | Help e
11 Carel | History & b zagent
) Cryztal CAnf & MSapps
I Curscrs [ Installer @ mzdownld. trap

1] | i3
Fle gome: | [sme]
Save as type: IEomma-Separated Yalues j Cancel |

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

18. In the File name field, enter “ConstituentAddress.csv” to name the data file for the export.

19. The value in the Save as type field defaults to the export type you selected on the Create a New Export
screen.

Save in: I _ 4 MyFiles j ﬁl

File name: |Eonstituent&ddresses.csv Save I
Save az lppe: II:nmma-S eparated YValues j Cancel |

Note: When you click Save on the Export file name screen, the data file you are saving contains information
exported from your database. Later in this procedure, you will save the export record, which contains the
criteria established on the General and Output tabs to use in other exports.
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20. Click Save. The export processes, and you receive a message letting you know how many records were
exported and the processing time.

E. New Constituent E xport [_ (O] x|
File= Edit “iew Favortes Toaols Help

ESaveandElnse|nx ||3@|||?- |

1:.General 2 Output |

—&vailable Fields to Export Cutput
Show: |<,f_-._||> ﬂ ol Impart 1D =]
‘B First Mame
----- B Datelast Changed |« ] Last Name
""" @ Dateto o el DigMame
..... A DPC 2 [H—
..... B Id The Raiser's Edge
dress

----- B ImportID line 1
..... ; 207 rows exported. )

,,,,, E e ® Elapsed Time: 00:00:13 e 2
----- [ Last Changed

----- B Linked? Ok |

----- B Lot .

----- A MZCiy = 0 nfa |
5 I I ; I Infosource —
i Find...l Select -» E| I <-F|emove| [ Eomat.. | Eriteria...l + | + |

¢ Back | TRt | Cancel I

| 4

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

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

A& New Export Control Report HEE
EANER R 1at1 ¥ >||- %ﬂ@ '=| 100% = :lﬁ[ Tata1l  100% 1ot 11

Preview

Export Control Report

Crutput data file created: C\MvFiles'Constituent&ddressdemail csv

Group Field Header

Constiment Information

1. Iraport ID CrnBio_Import_ID _—

2. First Mame CrBio_First_Mame

3. Last Name CrBio_Last_Mame

4. Org Name CrBio_Org_Name
Address\Preferred Address

5. Address Tine 1 CrbdrPr Addrlinel

6. Address line 2 CrbdrPr Addrline?

T City CrbdrPrf City

3. State CridiPe State

9 ZIF CrbdrPr ZIP

10. Type CrdrPe Type

11. Info source CridrPe Info_Source

22. To print the Export Control Report, click Print on the toolbar.
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23. To close the preview screen, click the red “X” on the left hand top corner of the screen. You return to the
export record.

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

Save Export As E3 |
Export harme: I Save I
Diescription: Cancel |
Expart type: IEDnstituent j
[+ i Other uzers may wn this expart §
[ Other uzers may modify this export

25. In the Export name field, enter “Constituent Address”.

26. In the Description field, enter “Preferred address for all constituents”.

27. The Export type field is disabled because you selected Constituent in the Create a New Export screen.
28. To authorize other users to run your export, mark the Other users may run this export checkbox.

29. To authorize other users to change your export, mark the Other users may modify this export checkbox.

Save Export As |

Export name: IEnnstituent Address Save

Deseription: |Praferred address for all constituents Cancel |

Export type; IEunstituent j

[v Other users may min this expart

v Other users may modify this export

30. Click Save. The export record is saved and appears in the list on the Export page.
31. From the menu bar, select File, Close to exit the export record.
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» Create a gift export

Using a gift export you can extract all gift information found in your database. This type of export is especially
helpful if you want to extract information for further analysis or for graphing. When you select to perform a
gift export, you extract information from the gift record of each constituent. If a constituent has more than

one gift that meets the criteria of your export, each gift is included in the data file.

Scenario: You are preparing for your upcoming Annual Campaign and decide to create a small, custom
report on constituent giving information in 2001. You want to include the first name, last name,
address information, and a summary of total gift information to get an idea of who you can expect to
contribute to the Annual Campaign for the current year. You export this information from Export to

Microsoft Excel where you will finalize the report.

Warning: If you do not have rights to certain records in The Raiser’s Edge, you do not see that export type on
the Create a New Export screen. For example, if you do not have rights to gift records, you do not see the
export type of Gift. For more information about Security, see the Configuration & Security Guide.

1. From the Export page, click New Export. The Create a New Export screen appears. For more information
about accessing the Export page, see “Navigate in Export” on page 132.

Create a Mew Export x|

What type of export do you want to create?

Individual Relationships
Action

Campaign

Fund

Appeal

Gift

Event

| Participant

tembership

Jaob

Ewpart format: I Microzoft \Word Merge File j

V¥ Include Header

Create NDﬂI Cancel |

Note: You can establish your export type and format preferences in User Options. For more information about
Export User Options, see “Export User Options” on page 137.

2. Inthe What type of export do you want to create box, select Gift.
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3. Inthe Export format field, select Excel 5-7 (XLS), or another version of Excel if this does not apply to you.

Create a Mew Export

What type of export do wou want to create?

Canztituent

Individual R elationships
Action

Campaign

Fund

AEEeaI

Ewvent
Participant
temberzhip
Job

Excel 57 [XL5) =]

E xport format:

Create NDﬂI Cancel |

4. Click Create Now. The New Gift Export screen appears.

% New Gift Export [_ (O] <]

Fil=  Edit Wiew Toolz Help

Inciude... | All Records

Include Gifts For
[+ Inactive conshtuents

[~ Deceased constituents
[ Constituents with no valid address

[ Create control report €5 Freview € Fiint

< Back | Mext » | Cancel | EHDUFtNDﬂl

| 4

5. On the General tab, click Include to select the specific records to include in the export. For more
information about the Include button, see “Understand the Include Options” on page 145. Select All
Records to include all gift records in the export.

6. Unmark all the checkboxes in the Include Gifts For frame. You want to exclude gifts from inactive,
deceased, and constituents with no valid address.

7. Mark the Create control report checkbox to create a control report for the constituent export. A control
report summarizes the export’s characteristics and field criteria.
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8. Select the Preview option so you can preview the control report.

% New Gift Export M=l B3

Fil=  Edit Wiew Favorter Toolz Help

ESaveandCIose| H * |E &||

1:General | Z0utput I

Include... | All Records

Include Gifts For
[ Inactive conshtuents

?- |

[~ Deceased constituents
[~ Constituents with no valid address

{* Previes { Print

< Back | Mext » Cancel EHDDFtNDﬂl

| 4

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

9. Click Next. The Output tab appears.
E. New Gift E xport [_ [O]x]

File Edit Yiew Toolz Help
ESaveandElose|nx ||3@|||?- ‘

1:General  Z:0utput |

— &vvailable Figlds to Export — Output
Show: |<,e:-.,||> d [E2) Mew Gift Export

Acknowledge -
Acknowledge date

Added By

Address Block,

Adjustment reazon

Agency

Amount coins

Amount notes

Anonprmous?

Appeal

Archived gift?

Authorization code ;I

il Find...l Selects ®| <-F|emnve| | Eammat.. I E@Qriteria... |L|L|

Ewport Mow |

| S

AEEOEE S E s EE

< Back I HEx I
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Tip: You can use Find for quick access to a field.

10. In the Show field, select a specific group of fields, or select “<All>” to see a complete list of Available
Fields categories.

11. Click the plus sign to the left of the group name to reveal criteria fields under each group. Expand the
Constituent, Constituent Information group to reveal First Name, Last Name, and Address, and click
Constituent, Summary Information, Gifts group to reveal Total Gift amount.

Tip: You can also drag the highlighted field and drop it into the Output box or double-click on the field in the
Available Fields to Export box.

12. Highlight First Name and click Select. The selected output criteria field and its parent criteria category
appear in the Output box.

13. Repeat steps 11 and 12 to move the Last Name and Address fields from the Available Fields to Export
box to the Output box. For more information about criteria groups, see “Understand Criteria Groups” on
page 147.

% New Gift Export M=l B3

Fil=  Edit Wiew Favorter Toolz Help

ESaveandCIDse|U){ |E|ﬁ|||?- ‘

1:General 2 0utput |

— Available Fields to Export — Output
Show: [ e =] {5y New Gift Export
_ B Constituent
=B Constituent Information ;I =B Constitusnt Information
""" 0 Academy ID B First Mame
""" 0 AddedBy B Last Mame
""" 0 Ll Address
..... I bge
----- 0 Annatation -
----- 0 Annotation suto Displ
----- I Anonymous?
----- 0 Bithdate
----- 0 Bithplace
-----  Constituent Code 4
1| | k]
h Find...l Select > E| | <-Hem0ve| i Fomat... I iy Eriterian.. |LIL|

< Back | Ments | Cancel | EHDUFtNDﬂl
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14.

In the Available Fields to Export box, highlight Total Gift amount and click Select. The Gifts Criteria
screen appears.

Gifts Criteria
1: General |Z: Filtersl 2 Gift T_I,Jpesl

— Include Gifts with these Dates

Date: Ilnclude all dates j

[ate to use:

r Include Gifts for these Amounts ——— — Soft Credit Gifts To

Start amount:l ﬁl ' Donar
 Soft credit [ecipients IUSB diztribution on gift j
End amount:l ﬁl — -
" Both ILIse distribution on gift j
— Credit Matching Gifts To
™ Donar &' MG Compary " Both

Ok I Cancel |

Note: You can install sample exports in The Raiser’s Edge. Some of these queries save the time it takes to
create them yourself. Others may serve as a starting point to get the specific results you are seeking. To access
the Sample Installer, select Tools, Install Samples from the shell menu bar. For more information about
installing samples for your database, see the Program Basics chapter in the Program Basics Guide.

15.
16.
17.
18.
19.

20.
21.

In the Date to use field, in the Include Gifts with these Dates frame, select “Gift date”.
In the Date field, select “<Specific Range>". The Start and End fields appear.

In the Start field, enter the date 01/01/2001.

In the End field, enter the date 12/31/2001.

Leave the fields blank in the Include Gifts for these Amounts frame. You can narrow down the
information to export by entering start and end amounts in these fields.

In the Soft Credit Gifts To frame, select Both to export information for the donor and the recipient.

In the Credit Matching Gifts To frame, select Both to include information for the donor and the matching
gift company. On the Gift Types tab, include all gift types.

Gifts Criteria E

1: General |2: Filtersl 2 Gift T_I,Jpesl

r Include Gifts with these D ates

Date to use:l Gift date j
Date: | <Specific range> =l stak|0n/mzon | End: [12/31/2001 |
r Include Gifts for these Amounts——— — Soft Credit Giftz To

Start amount:l ﬁl " Danor
™ Soft credit recipients ILISB diztribution o gift j

End amount:l ﬁl — -
+ Both IUse digtribution on gift j
— Credit Matching Gifts Ta
" Donar MG Compary o

0K I Cancel
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22. Select the Filters tab.

Giftz Criteria E

By uzing the grid below, the giftz may be filtered on the items shown in the Selected Filters column.

Filters Include I Selected Filters
Campaiqns all <Al Campaigns =
Funds Al <All Funds>
Appeals all <Al Aippeals =
Ciuery All <4l Gifts that meet criteriaz=

ok I Cancel

23. In the Include column of the Campaigns filter, choose “Selected”.

24. Click in the Selected Filters column. The binoculars appear. Click the binoculars. The Selected Campaigns
screen appears.

Selected Campaigns

Include: @ ® Query
Type an entiy to zearch the lizt;
b Find Now I Include these Campaigns
(] IDescription Iﬂ (5] IDescription I
ARMUAL annual Carnpaign
CAPITAL Capital Carnpaign
RELIEF Disaster Relief Ca.., > I
EMDOW Endowment Carn. .,
MEMEER Membership Cam. .. =~
PLANMED Planned Giving C... ha |
PLAYGROUND Playground Camp. ..
L AT Cmb mleabim - LI
[~ Show inactive Campaigns
Ok | Cancel |

25. In the Include field, select Selected.

If you need to choose a campaign query, select Query. A Query name field appears with a binoculars
button. Click the binoculars to browse for an existing campaign query.
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26. Highlight “Annual Campaign”. Click the single right arrow to move “Annual Campaign” from the box on the
left into the Include these Campaigns box on the right.

Selected Campaigns

Type an entiy to zearch the lizt;

@& Find Now I Include these Campaigns

Descripkion

(o} Description
CAPITAL Capital Campaign
RELIEF Disaster Relief Ca..,
EMDOW Endowment Camp...
MEMEER. Membership Cam...

PLAMMED Planned Giving Ca. .. ;I
PLAYGRCUND Playground Camp. .. il

SCHOLAR,

Annual Campaign

Scholarship Camp...

[~ Show inactive Campaigns

Ok | Cancel |

27. Click OK. You return to the Filters tab of the Gifts Criteria screen. “Annual Campaign” appears in the
Selected Filters column on the Campaigns row.

Gifts Criteria E
1: General 2 Filters | 2 Gift T_I,Jpesl

By uzing the gnd below, the gifts may be fikered on the ikems shown in the Selected Filkers column.

Filters I Include I Selected Filters |
Campaigns Selected Anrual Campaign ﬂl
Funds all <Al Funds =
Appeals all <Al Appeals>=
Query all <all Gifts that meet criteria >

0K I Cancel




28. Select the Gift Types tab.

Gifts Criteria
1: General | 2 Filters

Gift Types:

All Pledge

All Stack

All Giftz In Kind
All'wiite Offs
Al Otker

[T Exclude zero amount gifts
™ Use sale date for sold stock/property
™ Use zale amount for zold stock property

™ | Sutitract brakenfee fan sold stoskdmraperty

W Use gift balance instead of gift amaunt

A Pay-Cash

MG Pap-Cash

ﬁ Fledge

ﬂ MG Fledge
Stack/Property

ﬂ Stock/Property [Sold)

Pay-Stock/Property LI

Include these Gift Types:

Ok I Cancel |
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29. Leave the information that defaults automatically because you do not want to narrow your fields to
export by any gift type information other than the default fields.

30. Click OK. You return to the Output tab.

E. New Gift E xport

File Edit “iew Favortes Tools Help

ESaveandEIose| EH > |E &||

IS EX

?-

1:General  2:0utput |

— &vailable Figlds to Export

— Output

Show: | <Al &
- [E Constituent |nformation ﬂ
----- 0 Academy D
----- 0 AddedBu
-----  Addess
..... El Age i

----- 8 Arnotation

----- 0 Annotation Auta Digpl
----- 0 Anonymous?

----- d Birthdate

----- 8 Eithplace

----- 0 Constituent Code ﬂ
| ©

Mew Gift Export
=B Consttuent
E| Congtituent Information
. el Fist Mame
B Last Name
o -l Address
B- Summary information
- Gifts
Lol Total Gitt amount

<-F|em0\-'e| i Eomat... I Elileria... |L|L|

< Back I Hents I Cancel |

Ewport Mo |

&

Note: You can set a default location on the File Locations tab in User Options. For more information, see

“Export User Options” on page 137.
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31. Click Export Now. The Export file name screen appears.

Save in: I _ i MyFiles j gl

Save az type: IEHCE| B-7 [¥LS) j Cancel |

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

33. In the File name field, enter “ConstituentGiving2001.xls” to name the data file for the export.

34. The value in the Save as type field defaults to the export type you selected on the Create a New Export
screen.

Save jn: I _4 MyFiles j gl

File name: IEnnstituentGiving2DD1 s Save I
Save as lype: IEr:c:eI B-7 [#L5) j Cancel |

Note: When you click Save on the Export file name screen, the data file you save contains information
exported from your database. Later in this procedure, you will save the export record, which contains the
criteria established on the General and Output tabs to use in other exports.
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35. Click Save. The export processes, and you receive a message letting you know how many records were

exported and the processing time.

E. New Gift E xport
File Edit “iew Favortes Tools Help

ESaveandEIose| EH > |E &||

2-

IS EX

1:General  2:0utput |

— &vailable Figlds to Export Dutput
Show: |<;:-._||> j % Mew Gift Export
T - - = Conshtuent
=-E Eonstltuentlnformatlnn ;l E| Coretituent Information
E| 2;?3?'[) 8 Fist Mame
ed By
[ Addess The Raiser's Edge
B Ao 461 ted
: rows exported. )
E i::g::::ﬂ: ol @ Elapsed Time: 00:01:04 prmation
- Anonymous? .
0 Bith date ok | | Gift amaount
[ Bithplace
@ Constituert Code %
4| | 3
ind... elect = ] <-Remove ainat.. f |Gy Ertens..
@4 Find..| Sel F i F 2 [ + |+

< Back I Hents I Cancel |

Ewport Mo

&

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

on the Control Report preview screen.

36. Click OK. Because you marked the Create Control Report checkbox and selected Preview on the General

tab, the New Export Control Report preview screen appears.

lg New Export Control Report

X | <| 1af1

N =T 0 ) e e | £

[ [5]x]
5065

Preview

Cutput data file created:  C:iMvFiles\Constituent Giving2001 xls

Group Field
Constifuent'Constituent Information
1. First Mame

2. Last Name
3. Address

ConstituentSurmmary informationiifts
4. Total Gift amount

Export Control Report

Header

Gf_CnBio_First_Name
Gf_CnBio_Last_Name
Gf_CnBio_fddress

Gf CnSrryGR_1_Total Gift_amount

37. Click Print on the toolbar to print the Export Control Report.
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38.

39.

40.
41.
42.
43.
44,

45.
46.

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

From the menu bar, select File, Save to save the export record with the criteria fields selected on the
General and Output tabs. The Save Export As screen appears.

Save Export As

E wpart name: I Save I

Diescription: Cancel

Export type: IGift j

v i Other users may rn this export ;

[ Other users may madify this expart

In the Export name field, enter “Gift Info.”.

In the Description field, enter “Use for custom report in Excel”.

The Export type field is disabled because you selected Gift on the Create a New Export screen.

To authorize other users to run your export, mark the Other users may run this export checkbox.

To authorize other users to change your export, mark the Other users may modify this export checkbox.

Save Export As

E zport name: |Giﬂ Infa. Save

Description: [ e for cuistam report in Ewcel Cancel |

Export type: IGift j
[¥ Other users may fun this expart

[v Other users may madify this expart

Click Save.

From the menu bar, select File, Close to exit the export record. The export record appears in the list on
the Export page.
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» Export contact name and address information

When you export contact information, there are several reasons the contact information you intend to export
does not export. For example, the day you export the contact information may fall outside of the Date from
and Date to dates in the contact relationship record. Also, to export contact information, you must mark the
Contact checkbox on the Relationships tab and make sure you do not mark the Do not mail to this contact

checkbox in this same frame. For more information about relationships, see the Relationships chapter of the
Constituent Data Entry Guide.

Scenario: At the request of your Volunteer Director, you are going to send all the organizations in your
database a letter to recruit new volunteers. You want to personalize these letters to organizations by
including the contact name and address information. Select all the contact information you need for
your letter and use the Microsoft Word Merge File format to export the data for your mailing house.

Note: If you need to export contact information for your own mail merge, you should select the Blackbaud
Simple Word Merge format or Blackbaud Conditional Word Merge format. When you select one of these
formats, The Raiser’s Edge integrates with Word to generate mail merge letters quickly and easily. For more
information about using The Raiser’s Edge with Word to generate mail merge letters, see the Mail Merge With
Microsoft Word chapter in the The Raiser’s Edge & Microsoft Integration Guide.

1. From the Export page, click New Export. The Create a New Export screen appears. For more information
about accessing the Export page, see “Navigate in Export” on page 132.

Create a New Export [ X]

What tppe af export da you want to create?

ik
Individual R elationzhips

Export format: IE Comma-Separated Values

¥ Include Header

Create Noﬂl Cancel |

2. Inthe What type of export do you want to create box, select Constituent.

You can establish your export type and format preferences in User Options. For more information about
Export User Options, see “Export User Options” on page 137

3. Inthe Export format field, select Microsoft Word Merge File.
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4. Mark Include Header. You want the first row of your export to contain the header names for the fields
selected.

Create a New Export [ X]
i 0 what bipe of export do you want to create?

Individual R elationzhips

Export format: Microzoft 'word Merge File j

¥ Include Header

Create Noﬂl Cancel |

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

E. New Constituent Export M=l B
File Edit Yiew Toolz Help

ESaveandEIose| EH > |E &||

1:General | Z0utput I

Include. .. | All Records

?- |

‘Head of Househald' Processing Include these Constituents

" Export only constituents marked 'Head of Household' || W Inactive constituents
€~ Expart first constituent found [ Deceased constituents

&% Export both constitugnts separately [v Constituents with no valid address

[ Create control report &8 Freview € Fint

< Back I Mext » I Cancel | EHDD[tNDﬂl

4

6. On the General tab, click Include to select the specific records to include in the export. For more

information about the Include button, see “Understand the Include Options” on page 145. Select All
Records to include all records in the database in this export.

Note: If you are exporting organization records only, your selection in the ‘Head of Household” Processing
frame does not matter. Organization records do not have the Head of Household checkbox. For more

information about organization records, see the Biographical Information chapter in the Constituent Data
Entry Guide.

7. Inthe ‘Head of Household’ Processing frame, select Export both constituents separately to specify that

each constituent should have his criteria appear in the export.
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In Export processing, “Head of Household” can determine who should be exported from a constituent
record. For example, when you make a spouse a constituent in your database, or if the spouse is already a
constituent in your database, a “Head of Household” checkbox appears on the General tab of the
individual relationship record. If you do not mark this checkbox for the spouse, the constituent on the
Bio 1 tab is automatically “Head of Household”.

If you select Export only constituent marked ‘Head of Household’, on the General tab in Export, only the
constituent marked Head of Household is selected for your export. If you select Export first constituent
found, the first constituent found in the database exports.

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

Mark the Create control report checkbox to create a control report for the constituent export. A control
report summarizes the export’s characteristics and field criteria.

10. Select the Preview option so you can preview the control report.

E. New Constituent Export _ [O] x|

File Edit Yiew Favortes Toolz Help

ESaveandEIO$e|ux ||}|ﬁ|||?' ‘

1:.General | 2:0utput I

Include. . | All Records

‘Head of Houzehold' Processing Inchude these Constituents

" Ewport anly canstituents marked 'Head of Househald' || T Inactive constituents

™ Export first constituent found [T Deceased constituents

* Ewpart both constituents separately [~ Canstituents with na walid address

/ ot % Preview ¢ Print
% Bach I Mest > Cancel EHpDrtNDﬂl

| 7

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



178 CHAPTER

11. Click Next. The Output tab appears.

12.

13.

14.

15.

% New Constituent Export [_ (O] <]
Fil=  Edit Wiew Toolz Help

ESaveandCIose| H * |E &||

1:General 2 0utput |

?- |

— Available Fields to Export — Output
Shiow |<,.f_-.,||> j [E2] New Constituent Export

- B Canstituent |nfarmation -
A B Spouse

Iy Credit Cards

gy Constituency

EH Address

FH AddresseedSalutation

EF Relationships

Maotes

Appeals

Gifts

First Gift

- B Last Gift =

i Find...l SElech=y ®| <-Hem0ve| (E| Forat.. I = Eriterian, |LIL|

Export Mow |

| 4

< Back | HEerts |

In the Show field, select a specific group of fields, or select “<All>" to see a complete list of Available Field
categories.

Click the plus sign to the left of the group name to reveal criteria fields under each group. Expand the
Constituent Information group to reveal Org Name. Expand the Address, Address Processing group to
reveal Address line 1, Address line 2, City, State, and ZIP. Within this same group, click the plus sign to the
left of the Contact group to reveal the contact Primary Addressee field.

Highlight Org Name and click Select. The selected output criteria field moves to the Available Fields to
Export box to the Output box.

Highlight Address line 1 and click Select. The Address Processing screen appears.

1: Ind. Address |2: Org, Addressl

‘ Complete the steps below to daterming which address will export. Click here to learn sbout address processing,

Step 1:Indicate if seazonal addresses should be conzidered for this export. |f seasonal addrezses ars
considerad the first valid seazonal address will be uzed.

[V iConsider addresses with seasonal dates as of | Inchude all dates j

Step 2:Specify. in the order of impaortance, the addrezses to consider if & valid seazonal address is not found.
Addresses: Addreszes to use:

First address in list ﬂ Preferred Address
Primary Buzineszs A

Spouse Primary Busineszs _I <

DC T EO A Adrmmn T mimi memimes

Step 3: v'ou may check for special requirements by first considenng addresses with the specified attribute(s).

Address Attributes... | <Mo attributes specified.>

Step 4:Specify what happens if no address iz found:l Erport with no address j

#
®l

(] 4 I Cancel
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16. Select the Org. Address tab.

Note: For more information about the Address Processing screen, see the Mail Guide.

17. In Step 1, select Export contact’s address.

Address Processing E

1:Ind. Address § 2:

‘ Complete the steps below to determine which address will export. Click here to learn about address processing.

Step 1:Indicate if thiz export should export the contact's or the organization's address.
* Export contact's address = Export only the organization's address

Step 2:Specify the contact twpes to congsider for this export.

Caontact Types ta Include... | <4l contact lypess

Contact Address Attributes. .. | <Mo attributes zpecified.>

Step 3: Specify what happens if no contact is found: | Ewport with no address j

Ok I Cancel |
18. Click OK. The selected output criteria field and its’ parent criteria group appear in the Output box.

% New Constituent Export | _ (O] <]

File Edit ‘iew Favorter Tools Help
ESaveandEluse|n)( |EE1|||?' ‘

1:General  2:0utput |

— Available Fields to Export — Output
Shiow: |<g||> j % New Constituent Export
- Constituent Infarmation
&l dddresses =] []] .El Org Name
- Address Processing E| Address
""" A AddedBy J =B Address Processing

----- [ Addiess Block
----- 0 Addessline 1
----- [ addess line 2
----- 0 Addiess line 3
----- 0 Addessline 4
----- I addesslnes
----- 0 Addess lines

..... 0 CeRT | hd

el Address line

<-F|em0\-'e| i Eormat. IQlitelia... |l|i|
< Back I Hents I Cancel | EHDD[tNDﬂl

| 4
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19. Repeat this step to move Address line 2, City, State, ZIP, and contact Primary Addressee from the
Available Fields to Export box to the Output box. For more information about criteria groups, see
“Understand Criteria Groups” on page 147.

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

ESaveandEIDse|U}{ |E|ﬁ|||?- ‘

1:General  2:0utput |

— &vailable Figlds to Export — Output
Shiow: |<;:-._||> j 'E-ﬁ New Constituent Export
E| Conztituent [nformation
:I ‘o OrgMame
Bl Address
=1~ Addiess Processing
Lol Address line 1
B addessline 2

Al &ddrezzes

=& Address Processing
..... 0 AddedBy

----- 0 4ddessBlock J
----- 0 Addessline 1

----- 0 Addess line 2

----- 0 Addiess line 3

----- 0 Addessline 4

----- [ Addessline s

----- 1 Addess lines

----- 0 CarRT 2
4| | B

% Find...l Select -» E| | <-F|em0\-'e| i Eormat.. Igliteria... |L|L|

< Back I Hents I Cancel | EHDD[tNDﬂl

| 4

EI Contact
Ll Primany Addresses

To change the order of the items in the Output box, use the up and down arrow keys.

Note: You can set a default location on the File Locations tab in User Options. For more information, see
“Export User Options” on page 137.

20. Click Export Now. The Export file name screen appears.

Export file name EHE

Save n: |E;| MyFilez j | ﬁl |

|1 CatRoot [ Fonts [dJava

I Config [ fams [ Media

I_1l Cookies @ Help [OMs

1 Carel 5 Hizgtamy 2 I zagent

= Crpztal Cine | MSapps

|_7l Cursors [ Installer @ mzdownld.trp
1] | i
File name: I

Save as ppe: |Micrasoft Wwiord Merge File j Cancel |

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

22. Inthe File name field, enter “Contacts.dat” to name the data file for the export.
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23. The value in the Save as type field defaults to the export type you selected on the Create a New Export
screen.

Save i I _ 4 MyFiles j gl

File name: IEDntacts.dat Save I
Save as ppe: |Micrasoft Wwiord Merge File j Cancel |

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

24. Click Save. The export processes, and you receive a message letting you know how many records were
exported and the processing time.

E. New Constituent E xport =] E3
File Edit “iew Favontez Toolz Help

ESaveandCIo$e| H > |E @| |

1:General  Z:0utput |

ik |

— Awailable Fields to Export DOutput

Showe |<A||> j Mew Conslituent Export
- - =B Constituent mformation

Send mail ta thiz addr;l { L] OigMame

Shate E-EE Addiess

Syztem Record D =

Feszing
Type The X

1]
]
f
@ WBA User Fielc :
-0 P @ 2225 rows exported, line 2
f
ET_

Elapzed Timme: 00:00:16

_MOMAME_1%
=By Contact
0 AddedBy DK |
B Age . e
@ Birth date hd
1 | 3

dh Find...I Select -» E| | <-F|emu:|ve| [l Fomat.. |Eriteria... |L|L|
< Back | |t =31 | Cancel |
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25. Click OK. Because you marked the Create control report checkbox and selected Preview on the General
tab, the New Export Control Report preview screen appears.

lQ Mew Export Control Report [_ 5] x]

x| 4 4 1ty W= & F &= [ 5 [ | Tow? o0z 7ol7

Preview |

Export Control Report Pag
Cutput data file created: C:WContacts.dat
Group Eield Header
Constiment Information
1. Org Name CnBio Org Name i
Lddress\bddress Processing
2. Address line 1 CnfdridrProc Addrdinel
3. Address line 2 CnfdridrProc Addrdine2
4. City CrnbdridrProc City
5. State CnbdridrProc State
6. ZIF CnédradrProc ZIP
Lddress\hddress Processing\Contact
7. Hame CnédradrProcCnt HName
-
i) | ,

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

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

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

Save Export As |

E:-:pu:nrtgame:l Save I
Diescription: Cancel |

Expart type: IEDnstituent j

v | Other uzers may wn this expart

[ Other uzers may modify this export

29. In the Export name field, enter “Contacts”.

30. Inthe Description field, enter “Contact name and information”.

31. The Export type field is disabled because you selected Constituent in the Create a New Export screen.
32. To authorize other users to run your export, mark the Other users may run this export checkbox.
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33. To authorize other users to change your export, mark the Other users may modify this export checkbox.

Save Export As |

Export name: |Enntacts Save

Deseription: |Cantact name and information Cancel |

Expart type: IEunstituent ¥
[v Other users may min this expart

v Other users may modify this export

34. Click Save. The export record is saved and appears in the list on the Export page.
35. From the menu bar, select File, Close to exit the export record.

» Export one field multiple times using a separate set of parameters

You can export the same field multiple times in Export. Certain fields allow you to select a separate set of

parameters for the field. For example, you can select a separate set of parameters for the Total Gift amount

field in a Constituent export. However, you cannot select a separate set of parameters for gift fields in a Gift

export.

1. From the Export page, click New Export. The Create a New Export screen appears. For more information
about accessing the Export page, see “Navigate in Export” on page 132.

Create a New Export

| what type of export do you wark to create?

. | Participant
temberzhip
Job

Export format: Fﬁ Comma-Separated Values

¥ Include Header

Create Noﬂl Cancel |

2. Inthe What type of export do you want to create box, select Constituent.

You can establish your export type and format preferences in User Options. For more information about
Export User Options, see “Export User Options” on page 137.

3. In the Export format field, select Comma-Separated Values.
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4. Mark Include Header. You want the first row of your export to contain the header names for the fields
selected.

Create a New Export E3

What type of export do you want to create?

uznt
Gift
Individual R elationships
Action
Campaign
Fund
Appeal
Event
Participant
temberzhip
Job

Expart farmat: Comma-Separated Values j

v Include Header

Create NU@I Cancel |

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

E. New Constituent Export M=l B

File Edit Yiew Toolz Help
ESaveandEluse|n)( ||3@|||?- ‘

1:General | Z0utput I

Include. .. | All Records

‘Head of Househald' Processing Include these Constituents

" Export only constituents marked 'Head of Household' || W Inactive constituents
[~ Deceased constibuents

v Constituents with no walid address

€~ Expart first constituent found
' Eyport both constituents separately

[ Create control report &8 Freview € Fint

< Back I Mext » Cancel Ewport Mo |

| 4

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

database.
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6. On the General tab, click Include to select the specific records to include in the export. For more

7.

information about the Include button, see “Understand the Include Options” on page 145. Select All
Records to consider all constituent records in the database for your export.

E. New Constituent Export M=l B3

File Edt Yiew Favorites Tools Help
ESaveandEIose|U}{ |E|ﬁ|||?- ‘

1:General | Z:0utput I

| All Records

Re
Selected Records. ..

Ons Record zing Include these Constituents
" Export only constituents marked 'Head of Household' || W Inactive constituents
™ Expart first constituent found ™ Deceased constituents
' Export both constitugnts separatel ¥ Constituents with na walid address

[T Create control report &8 Freview € Fint
< Blash I Mewt » I Cancel | EHDD[tNDﬂl

| .

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

In Export processing, “Head of Household” can determine who should be exported from a constituent
record. For example, when you make a spouse a constituent in your database, or if the spouse is already a
constituent in your database, a “Head of Household” checkbox appears on the General tab of the
individual relationship record. If you do not mark this checkbox for the spouse, the constituent on the
Bio 1 tab is automatically “Head of Household”.

If you select Export only constituent marked ‘Head of Household’, on the General tab in Export, only the
constituent marked Head of Household is selected for your export. If you select Export first constituent
found, the first constituent found in the database exports.

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

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

9. Mark the Create control report checkbox to create a control report for the constituent export. A control

report summarizes the export’s characteristics and field criteria.
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10. Select the Preview option so you can preview the control report.

% New Constituent Export M=l B3
Fil=  Edit Wiew Favorter Toolz Help

ESaveandCIose| H * |E &||

1:General | Z0utput I

Include... | All Records

‘Head of Househald' Processing Include theze Constituents

" Export only constituents marked 'Head of Housshold || [ Inactive constituents
[~ Deceased constibuents

[~ Caonstituents with nao valid address

?- |

¢ Export first constituent found
& Eypart both constitusnts separately

¢ Previes  { Print
< Bach I Mest » Cancel EHDDI’tNDﬂl

| 4

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

11. Select the Output tab.

E. New Constituent Export M=l B
File Edit Yiew Toolz Help

ESaveandElose|nx ||3@|||?- ‘

1:General  Z:0utput |

— &vvailable Figlds to Export — Output
Show |<,e:-.,||> d &) Mew Constituent Export

- Constituent [nfarmation -
Spouse

Credit Cards

Conztituehoy

Address

Addreszes/Salutation
Relationshipz

Motes

Appealz

Gifts

Firzt Gift

[ Last Gift =l

il Find...l Selects ®| <-F|emnve| | Eammat.. I E@Qriteria... |L|L|

Ewport Mow |

| S

< Back I HEx I




EXPORT 18

Tip: You can use Find to quickly access a field.

12.

13.

In the Show field, select a specific group of fields, or select “<All>" to see a complete list of Available Field
categories.

Click the plus sign to the left of the group name to reveal criteria fields under each group. Expand the
Summary Information, Gifts group to reveal Total Gift amount.

Tip: You can also drag the highlighted field and drop it into the Output frame or double-click on the field in the
Available Fields to Export box.

14.

15.
16.
17.
18.
19.

20.
21.

Highlight Total Gift amount and click Select. The Gift Criteria screen appears.

Gift Criteria
1: General |2: Filtersl 2 Gt T_I,Jpesl

~Include Gifts with these Dates

Date: I Include all dates ;I

Drate to use:

r Include Gifts for these Amounts — Soft Credit Gifts To

Start amount:l I & Donor
" Soft credit recipients IUse digtribution on gift ;I

End amount:l I — -
" Both IUse diztribution on gift ;I
— Credit Matching Gifts To
" Donar % MG Company " Both

0K I Cancel |

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

In the Date field, select “<Specific Range>". The Start and End fields appear.
In the Start field, enter a start date.
In the End field, enter an end date.

In the Include Gifts for these Amounts frame, you can narrow down the information to export by
entering start and end amounts in these fields.

In the Soft Credit Gifts To frame, select Both to export information for the donor and the recipient.

In the Credit Matching Gifts To frame, select Both to include information for the donor and the matching
gift company. On the Gift Types tab, include all gift types.
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22. Select the Filters tab.

Gifts Criteria
2 Gift Types I

1: General

By uzing the grid below, the gifts may be filkered on the items shown in the Selected Filkers column,

Filters Include I Selected Filkers
Campaigns all <Al Campaigns =
Funds al <Al Funds =
Appeals all <ol Appeals=
Query all <pll Gifts that reet criteria >

Ok I Cancel |

23. To filter by a campaign, fund, appeal, or query, in the Include column of the appropriate filter, choose
“Selected”. For more information about the Filter tab, see “Create a gift export” on page 164.

24. Select the Gift Types tab.

Gifts Criteria
1: General | 2 Filters

Gift Types: Include theze Gift Tupes:
&l Pledge Pay-Cash
Al Stock A MG Pap-Cash
Al Giftz In Kind ﬁ Fledge
Allwiite Offs W& Fledge
<
Al Other J Stock/Property
ﬂ Stock/Property [Sold)
Fay-Stock/Property LI

[T Exclude zero amourt gifts

™ Use zale date for sold stock/property

™ Use zale amount for sold stock property

™ | Gubitract Graken fee fan sald stonkmramerty
¥ Use gift balance instead of gift amaunt

0K I Cancel |

25. Leave the information that defaults because you do not want to narrow your fields to export by any gift
type information other than the default fields.




26. Click OK. You return to the Output tab.

&% New Constituent Export

File Edit View Favorites Tools Help

[=] E3

dSaveandEluse|H |ﬁ }_}],| ‘ |3:|' ?-
1:General E:Dutputl
— Awailable Fields to Export — Output
Show: [ <Al =11 'New Constituent Export
- Summary information
+ Ewvent participations ;I 5 Giftz
- Surnmary information 0 Tatal Gift amount
- Giftz
A Total number of Gifts
0 Total Gift amount
[ 4verage Gift amount
0 Largest Gift amount
0 Smalest Gt amnuntJ
0 Total gaindlozs
+ Haonor/Memarial Gifts
+ Actions -

L;

@4 Find...

<-F|em0\-'e| H Fomat... I Qliteria... |_|_|

< Back I Hent > I

Cancel |

Ewport Mo |

4
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Warning: Make sure you do not highlight other fields in the Output box. If you do, you are not asked to select
new parameters for the export. For example, Total Gift amount is highlighted in the Output box. You select the
Total Gift amount field from the Available Fields to Export box for the second time for the export. The field
appears in the Output box. The Gift Criteria screen does not appear for you to select a second set of

parameters.

27. Inthe Output box, select the name of the export. For example, highlight New Constituent Export.
28. Beginning with step 13, repeat the previous steps to complete the export for the same field using

separate parameters.
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Multiple fields appear under a new node and end with a number. For example, the second time you select
the Total Gift amount field, it appears in the Output box under the Gifts 2 node.

& New Constituent Export M=l B3

File Edit View Favorites Tools Help
dSaveandEluse|H |-_L'5 :_}],| . |'_*_:|'

1:General  2:0utput |

:- |

— &vailable Figlds to Export — Output
Shous [ <l =1l 'New Constituent Export
= Surmmary information
+ Ewent participations ;I = Gifts
- Surmmary information i
=B Gifts | 5B Gifts 2
A Total number of Gifts [ Total Gift amount
0 Total Gift amount
0 Average Gift amount
0 Largest Gift amount
0 Smalest Giit amnuntJ
0 Total gaindloss
+ Haonor/Memaorial Gifts
+ Actions -
a5 Find...l Select -» | <-Hemwe| 0 Farmat... I Qriteria... |_|_|

< Back | Hexts | Cancel | EHpDrtNDﬂl

| y

29. Click Export Now. The Export file name screen appears.

Export file name EHE

Save ir: IE;I MyFiles j | IfFl |

|_1 CatRoat [ Forts [(dJava

I Config [ forms [ Media

20 Cookies 3 Help Mz

|71 Carel | Higtary | b zagent

I Crystal Cainf & M SApps

23 Cursars ([ Installer 5] mgdownld, trp
1] | i
File name: I

Save as type: IEomma-Separated Walues j Cancel |

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

31. Inthe File name field, enter a name the data file for the export.

32. Thevalue in the Save as type field defaults to the export type you selected on the Create a New Export
screen.

33. Click Save. The export processes, and you receive a message letting you know how many records were
exported and the processing time.
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34. Click OK. Because you marked the Create control report checkbox and selected Preview on the General

35.
36.

37.

38.

39.

40.
41.

tab, the New Export Control Report preview screen appears.

lQ Mew Export Control Report [_ 5] x]

x|« 1at1 ¥ >||- %ﬂ@ '=| 100% = :lﬁ[ Tata1l 1003 1ot 11

Preview

Export Control Report

Output data file created: C:\filesMultiple Fields Gift Export CSV

Group Eield Header

Summary information'Gifts
1. Total Gift amount CnSmryGit_1_Total_Gift_amount

Summary information'Gifts 2
2. Total Gift amount CnSmryGit 2_Total_Gift_amount

e

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

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

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

Save Export As |

Export name: I Save I
Descriphion: Cancel |
Expart type; IEunstituent ¥

[v i Other users may in this expart:
[v Other users may modify this export

In the Export name field, enter the export name you want. For example, you can enter “Gift Total Amount
Field”.

In the Description field, enter further details about the export record. For example, you can enter “Uses
the same field multiple times with separate parameters”.

The Export type field is disabled because you selected Constituent in the Create a New Export screen.
To authorize other users to run your export, mark the Other users may run this export checkbox.



192 CHAPTER

42. To authorize other users to change your export, mark the Other users may modify this export checkbox.

T ~ |

Export name: {Gift Total Amount Field Save |
Descriphian: || ses the zame field multiple tmes with separate Cancel |
parameters
Expart type: IEunstituent =
v Other users may min this expart
v Other users may modify this export

43. Click Save. The export record is saved and appears in the list on the Export page.
44. From the menu bar, select File, Close to exit the export record.

» Save an export record

Note: You can save an export record before you export your data.

Once you select the criteria you want to use in your export, you can save it and use it again at a later time to
extract any new records you enter in your database. This is especially helpful if you run the same type of
export often and do not want to generate an export record each time you want to extract this information.

Note: We recommend you assign unique names and descriptions to your exports so you can find them easily
when looking through a long list of export names on the Export page. We also recommend you begin the name
of the export with your initials. This keeps all your exports together.
1. From the menu bar of the export record, select File, Save As. The Save Export As screen appears. For
more about accessing the Export page, see “Navigate in Export” on page 132. For more about opening an
export record, see “Open an export record” on page 134.

Save Export As E2

E:-:portgarne:l Save I
Description: Cancel |

E =port type: IEonstituent j

[V Other users may min this export i

W Other uzers may modify this expart

2. Enter the Export name and Description for your export record.

Warning: The Export type field is disabled and defaults to the export type you selected in the Create a New
Export screen.
3. To authorize other users to run your export, mark the Other users may run this export checkbox.



ExPORT 19

4. To authorize other users to change your export, mark the Other users may modify this export checkbox.

Save Export As [ x|

Eport name: |Eiiﬂ Info. Save

Diescription: [ se for custom report in Excel Cancel |

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

[v Other users may modify this export

5. Click Save.

6. From the menu bar, select File, Close to exit the export record. The export record appears in the list on
the Export page.

Edit an Export

Once you create your export record, you can make changes and alter the results. You can add output fields to
extract additional information and add or change formatting for certain export output fields.
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» Edit an export

Scenario: Your organization’s Development Director decides he wants to send the Annual Campaign
solicitation letter to constituents included in the Gift Info. export. He asks that in addition to each
donor’s total contributions for last year, you include a request for constituents to increase their

donation by 10 percent for the upcoming year. This scenario uses the export record created in “Create
a gift export” on page 164.

From the Gift Info. record screen, select the Output tab. For more about accessing the Export page, see

“Navigate in Export” on page 132. For more about opening an export record, see “Open an export record”
on page 134.

E. Gift Info. M=l

File Edt ‘“iew Favontezr Toolz Help

ESaveandElnse|ux ||EB.|||?' ‘

1:General  Z:0utput |

— Awallable Figlds to Expart — Output

Shaw: |<A||> B2 Rlg Y Gift Info.
..... 0 Acknowlsdge = =-E Eunstltuer?t .
_____ 0 Acknowledge date E| Constituent Information
----- 0 AddedBy o -0 FirstMame
----- I Amount bills B LastName

[ Address

----- Amaount coing . .
0 = Summary information

..... A 7 : "

..... ] s

----- 0 Autharization Code +8 Total it amourt
----- 0 PBalance

----- [ Batch Murber

0 Bensfitinclude notes? il
a| | I»

% Find...l Gelech - ®| <-Hemnve| i Formiat... I l%Eriteria... |L|L|

< Back I Merts I Cancel | EHpDrtNDﬂl

| 7

Tip: You can use Find for quick access to a field.

2.

In the Show field, select a specific group of fields, or select “<All>" to see a complete list of Available Field
categories.

Click the plus sign to the left of the group to reveal criteria fields under each group. The additional output
fields for this example include Org Name from the Constituent, Constituent Information criteria group
and Total Gift amount from the Constituent, Summary Information, Gift group.

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

Note: Because the Development Director wants to include last year’s total gift amount, plus request an
additional 10 percent increase in the solicitation letter, you must include the Total Gift amount field twice on
the Output tab to export both amounts.

5.

Highlight the Total Gift amount field in the Available Fields to Export box and click Select. The second
instance of the Total Gift amount field appears in the Output box.
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6. Highlight the second gift field that appears on the Output box and click Format. The Amount Format
screen appears. The Gifts Criteria screen does not appear because the program knows you need the same
filters selected for the first Total Gift amount.

Amount Format

Armount Dptions:

" lncrease () Decrease  (+ |

By I.-’-‘n.mount j

| [=]

I Bound bawshelEnumbens

ak. I Cancel |

7. In the Amount Options frame, mark Increase.

In the By field select “Percent” from the list and enter 10 in the field below.
9. Mark the Round to whole numbers checkbox to round your numbers to the nearest dollar.

Amount Format

Amount Dptiong:
% Increase (& Decrease ¢ Meither

By: IF'en:ent j

|1D.DDD %

v Found to whale numbers

akK I Cancel |

10. Click OK. You return to the Output tab.
11. Click Export Now to run the export.

12. From the menu bar, select File, Save As because you want to keep the original export and create a new
export record based on the edits you just made. The Save Export As screen appears.

Save Export As

Expurtﬂame:l Save I
Descrphion: Cancel |

Export type: IGift j
[¥ Other users may fun this expart

[v Other users may madify this expart

13. In the Export name field, enter “Solicitation Letter for 2002”.
14. In the Description field, enter “Request 10% increase for Annual Campaign”.
15. To authorize other users to run your export, mark the Other users may run this export checkbox.
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16. To authorize other users to change your export, mark the Other users may modify this export checkbox.

Save Export As [ x|
Esport name: ISoIicitation Letter for 2002

Save

Cahcel

Drescription: Request 10% increasze for Annual Campaign |

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

[v Other users may modify this export

17. Click Save.

18. From the menu bar, select File, Close to exit the export record. The export record appears in the list on
the Export page.

Preview the Export File Layout

Note: Previewing the export file layout is not an option for Relational Style exports.

Previewing the export file layout allows you to review the information that appears in a Flat Style export. The file
layout for an export usually displays the first 15 rows of exported information. The information is displayed in a
grid and each row contains a different record type and each column displays information pertaining to that field.
The Preview Export File Layout screen also displays the number of columns for the export.

» Preview an export layout

1. From the Export page, highlight the export for which you want to preview the export file layout. For more
about accessing the Export page, see “Navigate in Export” on page 132.

i The Raiser's Edge

[_[5]x]
File Edit “iew Go Favortes Taools Help
4 Back o Forwald| Open in separate window
E‘:._.':'jr )OIt
Mew Export... | Open 3 Delete...  Export @ Find
Type: |<A\I Typess - Fnrmat'|<AH Formats> j
Mame Dezcription Ewxpoart Type File Farmat Created Last Changed Last Run File I

Address/Phaone List Export Exparted fields ar... Constituent Blackbaud R,

. 03/22/2000 04/05/2000 03/22/2000 DR
Loj uent o

CRYSE_F export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000
DIRECTORY export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000
GDET_CONST export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000
Maotepad Infarmation Motepad informat... Canstituent Microzaft Wa... 04/05/2000 05/25/2000
PLGSTATEMENT export for zample... Constituent Blackbaud R... 05/24/2000 05/24/2000

1 »
[ Only show my exports
Recently Accessed Exports Quick Find
Constituent Addresses I ﬂl

‘wielcome to The Raiser's Edge 7
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2. From the shell menu bar, select File, Preview Export File Layout. The export data is processed for
previewing and the Preview Export File Layout screen appears.

i Preview Export File Layout

& =

I[=] E3

CrBio_|mport_ld I CrBio_First_Mame I CrBio_Last_Mame I CrBio_Org_Mame IEnAdrF'rf_StateI CradiPif_Type I

00001-073-0000185
00001-073-0000186
00001-073-0000187
00001-073-00001 58
00001-073-0000183
00001-073-0000190
00001-073-0000191
00001-073-0000192
00001-073-0000193
00001-073-0000194
00001-073-0000195
00001-073-0000196
00001-073-0000197
00001-073-0000133
iDIDEII-D?S-DDDD‘I 19
4

Jozeph
Elizabeth
I ark.
Allison
Geoffrey
Julie
Timnothy
Kathleen
Benjiman
Ellen
Zachery
Auturmn
Fiyan
Catlin
Sean

Diresta
Azhtan
Adamzon
Andrews
Beckner
Bach
Billings
Bently
Cannor
Crenshaw
Clover
Compton
Doariaon
Draly

D avenport

AL
GA
SC
MM
SC
P&,
co
GA
WA
WY
i
TH
NC
CA
FL

Home
Home
Home
Home
Home
Home
Home
Home

Home -
Home -
Home -
Home -
Home -
Home -

Home

- CORYErSIon

CONVErsion
CONVErsion
CONVErsion
CONVErsion
CONVErsion

CONVErsion

3|

|This export will have 7 columns. The first 15 records that meet the selected criteria are displayed.

4

3. On the action bar, click Close to return to the Export page.

Run an Export

Warning: If you use a mailing house, be aware that address lines are imported and exported with the /n
between address lines instead of separate fields. For example, if your address is 123 Main Street Apt. 6, it
would export and import as “123 Main Street/nApt. 6”. If your mail house cannot accept this format or the
mail house cannot return the file in this format, you must separate the addresses before you send the export

file.

» Run an export

You can run an export directly from the Export page if you want to update the export to include new data
entered in your database. Use this procedure to execute an export without opening it. Before you select this
procedure, you must have assigned output fields to the export record.

1. From the Export page, highlight the export you want to run. For more about accessing the Export page,

see “Navigate in Export” on page 132.
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2. From the shell menu bar, select File, Export.

#h The Raiser's Edae

ISl Edit View Go Favoites Tools Help

Mew Export. arate wWindow
Open
Delete {POTIT

Import a Report Layout

< 0pen | 3 Delete | Export | () Find

Savehs
BRename
ypes j Format: I <l Farmats> ﬂ
Propetties
Drezcription Expart Type File Farmat Created Last Changed Last Hun File I
Prit Setup one List Ewport Exported fields ar... Constituent Blackbaud R 03/22/2000 DRI

Preview Export File Layout

nt

Sond as Mal export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000
— s export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000
Exit ST export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000
Exit and Sign Ouk (Superviser] o mation Notepad informat... Constituent  Micrasoft We... 04/05/2000 05/25/2000
PLGSTATEMENT export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000

RN ,

[ Only show my exports
Recently Accessed Exports Quick Find
Constituent Addresses I ﬂl

‘wielcome to The Raiser's Edge 7 4

The Export file name screen appears.

2] %]
Save in: I A MyFiles j ﬁl

Export file name

File narme: I Save I
Save as type: IBIackbaud Report \Whiter Databaze [MDE) j Cancel |

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

4. In the File name field, enter “ConsAddress.mdb” to name the data file for the export.
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5. The value in the Save as type field defaults to the export type you selected in the Create a New Export
screen.

Save it I_‘GM}'F”E$ j ﬁl

File name: IEUns-’-‘n.cIdless.MDB Save I
Save as lype: IBIackbaud Fepart Writer D atabaze [MDB] j Cancel |

Note: When you click Save on the Export file name screen, the data file you save contains information
exported from your database. Search for this file name to use the data file in another software application.

6. Click Save.
7. Once the export completes processing, you receive a confirmation message.

The Raiszer's Edge |

228 rows exported.
Elapsed Time: 00:00:30

8. Click OK. You can use the data file in your other software application.

Delete Export Records

In The Raiser’s Edge, you can delete individual export records. When you delete an export record, you are
deleting only the record containing your output field selections and any formatting options assigned to them.
Once you delete an export, you can still use the file containing all the data extracted from your database in the
other software application. We suggest you print a control report of any export you decide to delete. The control

report lists the export criteria.
» Delete an export record

Warning: We recommend you back up your database before deleting any queries. Deleted queries can be
restored only from a backup of your system.
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1. From the Export page, highlight the export you want to delete. For more about accessing the Export page,
see “Navigate in Export” on page 132.
# The Raiser's Edge HE]E
File Edt “iew Go Favortes Tools Help

4 Back & Forwaldl Open in separate windaw

l%_.':jrlrlri

Mew Export... (¢ |Open ¢ Delete... Export ﬁFind

Type: |<A\I Types> h FDrm&l.I(AH Foimats>» j
Mame [escription E=port Type File Format Created Last Changed Last Run File I
Address/Phaone List Export Exported fields ar... Constituent Blackbaud R... 03/22/2000 04/05/2000 03/22/2000  DoARI
Constituent Addresses Canstituent Comma-Sepa... 07/22/2002 07/22/2002
4 export for sample. Lent Blackbaud R__. D i}

DIRECTORY export for zample... Constituent Blackbaud R... 05/24/2000 05/24/2000

GDET_COMST export for sample... Constituent Blackbaud R... 05/24,/2000 05/24/2000

Motepad Information Motepad informat... Constituent Microsoft Wo... 04/06/2000 05/25/2000

PLGSTATEMENT export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000

EE] i3]
™ Only show my exparts
Recently Accessed Exports Quick Find

Constituent Sddesses I ﬂl

‘wielcome to The Raiser's Edge 7 4

2. On the action bar, click Delete. A warning message appears.

The Raizer's Edge

® Are pou) sure you want to delete this Export record?

o | (]

3. Click Yes to delete the export and return to the Export page.

Send an Export Data File as Email

Warning: If your data file is very large, you may have to compress the file before you email it. Even after
compression some data files may still be too large to email.

With The Raiser’s Edge, you can share information you stored in your database with other users. You can send
export data files as electronic mail to another user for further analysis or to use in other functions. Sending an
export data file via email can be particularly useful for situations in which users need to manipulate the data from
your database but do not need to access or edit the export record.

» Send an export data file as email

Tip: To email an export record from the Export page, highlight the export you want to email on the Export
page, and select File, Send as Mail from the shell menu bar.



ExpPoORT 20

1. From the export record screen, from the menu bar, select File, Send as Mail. For more information about
accessing the Export page, see “Navigate in Export” on page 132. For more information about creating an
export record, see “Create a constituent export” on page 156.

E. Constituent Addresses _[O]
AR Edit Wiew Favortes Tools Help
-}ﬁ Mew... Chrl+M ﬁ & | | | P - ‘
{7 Open... Chrl+0
¥ Delete
& Save Ctr+S

Save bz,
Froperties

Include these Constituents

D Print Setup... bd 'Head of Household® || W Inactive constitusnts
@. Preview Export File Layout [~ Deceased constituents
E Export... rately ¥ Canstituents with na walid address
=) 5

Becently Accessed Exports ¥
Close

¥ Create control report % Preview ¢ Print
% Bach I Mest » I Cancel EHpDrtNDﬂl

| v

The Export file name screen appears.

Export file name EHE

Save jn: I E;I tyFiles j gl
|_1 CatRoat [dForts [(Adava
I Config [ forms [ Media
|1 Caokies [AHelp [(AMs
|71 Carel 3 Hiztary @ b zagent
[0 Crystal [Ani [ MSpps
|1 Cursars [ Installer [ msdownid.trp

1] | |
File: narme: I
Save as lype: IEomma-Separated Yallues j Cancel |

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

3. Inthe File name field, enter “ConstituentAddress4email.csv” to name the data file for the export.
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4. The value in the Save as type field defaults to the export type you selected on the Create a New Export

screen.

Export file name EHE

Saveini | 3 MyFies -] & of
File name: |Eonstituent&ddresses.csv Save I

Save az lype: I Comma-5Separated Yalues

j Cancel |

Note: When you click Save on the Export file name screen, the data file you are saving contains information
exported from your database. Search for this file name to use the data file in another software application.

5. Click Save. The export processes.

6. The email message screen appears with the export data file in the data format specified as an

attachment.

i ConstituentAddressdemail csv - Message [Rich Text)

JEiIe Edit Wiew Insert Format Tools Actions Help

EEECIE IR I

J Arial -

|ﬁ This message has not been sent,

Subject: IConstituentnddress‘%email.csv

Constituentaddreszde
mail. sy

[

7. Enter the email information that applies to the recipient and click Send.

8. To close the export record, click Save and Close on the toolbar.



ExpPoORT 20

Customize Export and Using Favorites

The Raiser’s Edge provides some time-saving options to create, find, open, or perform other functions with your
exports. For example, you can create shortcuts for easy access to the exports you use most frequently. This is
especially helpful if you use this function extensively or if you run the same export repeatedly based on a specific
schedule. You can further customize Export by making some decisions affecting the export record screens. You
can establish default export format and type, depending on the selections you use most often. User Options
provide another option for customizing the export record screen. For more information about User Options, see
“Export User Options” on page 137. These options simplify the process and help you save time.

» Add an export to the list of favorites

Note: For more information about Favorites on the Home page, see the Program Basics Guide.

If you create export templates or have exports you use constantly, add them to a list of favorites. Adding
frequently used exports to your list of favorites provides easy access to them, especially if the list displayed in
the Export page is extensive. Once you compile your list of favorite exports, you can run an export without
opening it, right from the Favorites shell menu or the Home page.

Note: We recommend creating a list of export favorites. This is a list of the exports you use most often.

1. From the Export page, highlight the export you want to add to your list of favorites. For more information
about accessing the Export page, see “Navigate in Export” on page 132. For more about creating an
export record, see “Create a constituent export” on page 156.

#h The Raiser's Edge

File Edt Wiew Go Favortes Tools Help

4 Back & Furwaldl Open in separate window

[, +
B Home 45-:”—_-'n_mrr
t': ame

Mew Expoil... (¢ |Open 3¢ Delete... Export ﬁFlnd

Type; |<A\I Typesr - FDrmat:l(AH Formats> j

Name Drescription Erport Type File Format Created Last Changed Last Run File I
Address/Phone List Export Exported fields ar... Constituent Blackbaud R... 03/22/2000 04/05/2000 03/22/2000  D:ARI

CRYSG_7 export for zample... Constituent Blackbaud R... 05/24/2000 05/24/2000

DIRECTORY export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000

GDET_COMST export for sample... Constituent Blackbawd R... 05/24,/2000 05/24/2000

Matepad Information Notepad informat... Constituent Microsoft \wo... 04/05/2000 05/25/2000

PLGSTATEMENT export for sample... Constituent Blackbaud R... 05/24/2000 05/24/2000

Eiml H
™1 Only show my exports

Recently Accessed Exports Quick Find

Constituent Addresses I ﬂl

‘Welcome to The Raizer's Edge 7 4
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2. From the shell menu bar, select Favorites, Add Favorites. The New Favorite screen appears.

Mame: IEonstituent Adress (1] I

Opens an Expoart Cancel |

Default Action: I@ j

W] e The Basers Edae to apen tis itemm

Create in: I;JFavnritﬁ Meru j Mew folder |

|tems in this folder will be available from the B aizer's Edge
Shell 'Favorites' menu

Description:

3. Leave the default information in the Name and Description fields.
Note: The Default Action field is disabled because you can only open export records from the Home page. The Use
The Raiser’s Edge to open this item checkbox only enables if you are adding an external document to the Home
page.
4. In the Default Action field, select if you want to run, open, export, or send the query as email from the
Home page.
Once the task is added to Favorites, you can also right-click the task to select these options from a menu
that appears.
5. Inthe Create in field, leave the default “Favorites” folder selected. This way, you can open the export
record by clicking the link for it directly from Favorites on the Home page.

6. Click OK. The export is added to the favorites list on the Home page.

Export Properties and Options

Properties are the overall characteristics of the export. These settings include general characteristics such as the
description, type, format, information about the records to include, and access and edit rights information.
Export properties also include information about the output fields you select.

Export options summarize basic information about the export. You can make changes to your export options. For
example, after you create and save an export, you may need to change the export’s name or description. The
Export Options screen allows you to edit the information in these fields. Export Options are password-specific,
which means you can access them from any computer as long as you log in using your password.



» Add or change export options

ExpPoORT 20

1. From the Constituent Addresses export record screen, select Tools, Export Options from the menu bar.
For more about accessing the Export page, see “Navigate in Export” on page 132. For more about opening

an export record, see “Open an export record” on page 134.

Export Options

]|

Export pame: IEDnstituent Addresses

Deseription: |Preferred address for all constituents

WEBA kM acro: I

Expoit type; IEunstituent j

Export format; I%j Comma-5eparated Yalues
v Include Header
[v Other uzers may un this export

[+ Other users may modify this export

Ok, I Cahcel

Note: The information in these fields default to the original values assigned when the export record was first

saved.

2. Inthe Export name field, enter “First Constituent Address List” to change the export record name.
3. For the remainder of the fields on the Export Options screen, leave the default information. For more

information about these fields, see “Save an export record” on page 192.

Export Options

E xport name: |First Congtituent Address List

Description: |Preferred address for all canstituents
WEA kW acro: I j
Export type: |Ennstituent j

Export format; Comma-5Separated Values j

v Include Header
[v Other uzers may un this export
[+ Other users may modify this export

Ok, I Cahcel
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4. Click OK. You return to the export record screen. Notice the title change to First Constituent Address List
in the title bar.

L. First Constituent Address List
T —

5. To return to the Export page, click Save and Close on the toolbar.

» View an export properties

1. From an export record screen menu bar, select File, Properties. The Export Properties screen appears. For
more information about accessing the Export page, see “Navigate in Export” on page 132. For more
information about creating an export record, see “Create a constituent export” on page 156.

Export Properties E2
| ConstPhone
Property I Yalue ﬂ

System Record ID 1

Dake added 012002000

Last changed on 021162000

added by Superyisor

Last changed by SUperyisor

Description all Constituents with their home and E
Export Type Constituent

SinglefSeparate Records Single Row

Export Format Microsoft Word Merge File

Records to Include All records LI

You can view general information about the export, including the export type, format, description, date
the export was run, and date the export was last modified.

Click Close to close the screen. You return to the export record.
To close the export record, click Save and Close on the toolbar.
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Organize Export Categories

Note: The export record, which is the record containing all the output and formatting choices for your export,
can be customized, saved, or reused in the future.

To help manage and organize the export records you create, you can create categories in which to group them,
such as by user or by the export’s intended use. To create and organize export categories, select Organize
Categories from the menu bar of the Export page. On the Organize Categories screen, you can create, rename,
and delete export categories. You can also adjust the order in which they appear on the Export page.

Categories that appear on the Export page are not specific to individual users. By default, the General category
appears. You cannot rename or delete this category.

Note: When you save an export, you can add it to an existing category or create a new category.

» Create export categories
1. From the Export page, on the menu bar, select Organize Categories. The Organize Categories screen

appears.

Organize Categories B

ak | Cancel |

2. To create a new export category, click New Category. The New Category screen appears.

Hew Category )
M arme: I

[k I Cancel |

In the Name field, enter a name for the new export category.

Click OK. You return to the Organize Categories screen.
Click OK. You return to the Export page. In the box on the left, the new category appears.

A

To add an existing export to the new category:
a. Inthe export grid, select the export to add to the category.
b. Right-click and select Change Category.
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Note: To save time, you can drag and drop an export from the export list into the appropriate category on the
left.
The Export Options screen appears.

Export Options il

Export name: IAddressJF’hone List Eport

Categony: IGeneraI j
Description: Exported fields are: Address/Phone/Constitency
Code/Marne:
WEBA Macro: I j

Export bype: IConstituent 'l

E=port format;: I Blackbaud Report \witer Databaze (MDE] j

¥ QOther users may rn this expart
[ Other users may modify this export

ak. I Cancel |

c. Inthe Category field, select the new category.
d. Click OK. You return to the Export page.
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