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chapter i

What Is In This Guide?

In the Queue for Task Scheduling Guide, you learn how to use the optional module Queue for Task Scheduling to
set up a series of tasks to run automatically and unattended. You can set up and run queues when you have large
amounts of data to export, print, commit, import, or send as email. Because you create queues to work with large
amounts of data, you can schedule the queue to run during a break in the day or when all your volunteers and
employees have left for the day. With the optional module Queue for Task Scheduling, you can include the
following modules: Batch, Export, Mail, Query, Reports, and Admin.

In addition, you can create a recurring queue to run at a set interval, such as daily, hourly, or monthly.
You can also learn about the following:

e “Basic Queue Procedures” on page 17

¢ “Queue Reports” on page 39

e “Creating a Queue for Admin” on page 42

¢ “Creating a Queue for Batch” on page 60

¢ “Creating a Queue for Export” on page 76

e “Creating a Queue for Mail” on page 94

¢ “Creating a Queue for Query” on page 114
¢ “Creating a Queue for Reports” on page 130
e “Recurring Queues” on page 147

How Do | Use These Guides?

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

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

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

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

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

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Note: When you purchase modules from Blackbaud, such as Queue for Task Scheduling or Event Management,
you are given a code. You must enter this code to “unlock” or activate the module. For more information, see
the Program Basics Guide.

With the Queue for Task Scheduling module, you can set up a series of tasks to run automatically and unattended.
You can set up and run queues when you have large amounts of data to export, print, commit, import, or send as
email. Because you create queues to work with large amounts of data, you can schedule the queue to run during
a break in the day or when all your volunteers and employees have left for the day. For example, you can set up a
gueue to print receipts. This time consuming task can be run at night after all your volunteers and employees

have gone home. For your convenience, you can create the queue and schedule a specific date and time to run it.

To create a queue, you need to specify the type of module, category, and subcategory to include. You can include
multiple modules in one queue. For example, you can set up a queue to run reports and also export information
at the same time. This is useful when you have a variety of tasks to accomplish at once.

Not only can you create multiple tasks at once, you can also send the results of tasks you run in the queue as
email. For example, the Director of Development wants to know how many constituents exist in the database
with no valid address. You can set up a queue to query the database for this information and send the list of
names directly to your Director of Development as email.

You can also assign tasks you are running in the queue to separate printers. For example, you want to print labels
for invitations to your annual fundraiser. You also want to print a monthly financial report. You can accomplish
both tasks by setting up one queue and assigning each task to separate printers. This is helpful if you want to
print multiple tasks at the same time. To successfully run a scheduled queue, at least one computer must be set
up as a Queue Service computer. Queue Service is a utility in The Raiser’s Edge that enables you to run scheduled
queues. For more information about installing Queue Service, see “Installing Queue Service” on page 148. You do
not need to install queue service to run queues on demand.

With the Queue for Task Scheduling module, you can organize the order of the items in a queue by using the Up
and Down buttons on the Queue screen. You can also view a list of recently accessed queues and properties for
all queues. Properties include statistical information for each queue, such as when the queue was last run. In
addition, you can use the Add to Favorites option to add queues to a list of records you often use.

With the Queue for Task Scheduling module, you can include the following modules: Batch, Export, Mail, Query,
Reports, and Admin. This book explains each module you can include in a queue and the different procedures you
can run.

You can schedule a recurring queue to run at a set interval, such as daily, weekly, or monthly. To set up recurring
qgueue information, use the Processing, and Miscellaneous tabs on the Queue screen.

For more information about recurring queues, see “Recurring Queues” on page 147.

Frequently Used Terms

This section defines words and phrases you need to know as you work with the Queue for Task Scheduling
module. 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.

Category. A category is a breakdown within the module of the queue you are creating. It helps to specify the type
of task you are creating. For example, to set up a queue to run your quarterly financial report. On the Add
Iltems to New Queue screen, in the Module field, you select the Reports module. In the Category field, select
Financial to specify that the task you are working with is for Financial reports.

Frequency. You can set a frequency for a recurring queue. Frequency designates how often to run the recurring
queue. Frequency is the key part to setting up a recurring queue because by selecting a frequency for your
queue, you know your queue runs automatically and unattended at your specified interval. For example,
running a monthly report for your organization’s Board of Directors. Your Board meets each month, and you
are responsible for supplying a monthly gift report. By setting up a recurring queue to run with a frequency of
Monthly, you know that your recurring queue runs automatically and supplies you the information you need
monthly. You can set a recurring queue to run on demand, hourly, daily, weekly, monthly, and semi-monthly.
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Module. A module is the type of task the queue will run. You must begin setting up your queue by selecting a
module. The module you select determines which list of categories appear in the Category field on the Add
Iltems to New Queue screen. For example, you set up a new queue to print your weekly receipts. On the Add
Items to New Queue screen, in the Module field, select Mail. In the Category field, you select Receipts to
designate that this new task specifically pertains to receipts in Mail.

Queue. A queue is a series of tasks that can be run automatically and unattended. You can designate the type of
gueue to run by selecting specific criteria on the Add Items to New Queue screen. For example, to create a
report queue to run at night after all your volunteers have left or gone home for the day. You would specify
the type of report to run, the report function to run, and designate a time for the report to run at night. You
can set up all criteria for creating a queue on the Add Items to New Queue screen.

Queue item. A queue item is a specific task in a queue. A queue item appears as a row on the Queue screen and
consists of the module, category, and description for the task. Because you can include multiple tasks in one
gueue, multiple queue items can exist on the Queue screen. Queue items are set up in rows on the left side of
the Queue screen and can be opened and removed directly from the Queue screen. You can also position the
gueue items in any order by using the Up and Down buttons on the Queue screen.

Queue service. Queue Service is a utility required to run scheduled queues. You can install Queue Service. It
enables a queue to run on a computer without a user being logged in; however, the computer must be
turned on for the queue to run. All computers with Queue Service installed routinely check the database for
gueues scheduled to run at the current time.

Recurring queue. You can create and run recurring queues. A recurring queue is a queue set to run at a specified
interval. For example, to run a membership report to specify information about all dropped and lapsed
members. To run this report each Sunday night so the printed report is ready when you arrive at your
organization Monday morning you can create a recurring queue to run a membership report each week, and
you can specify what time of day the queue will run.

Scheduled queue. You can schedule a recurring or nonrecurring queue. A scheduled queue sits on the Queue
Schedule screen until it is ready for processing. For example, you create a queue to export constituent
information each week. You schedule the queue to run with a weekly frequency. Each week, the scheduled
gueue sits on the Queue Schedule screen until it is ready for processing. You can schedule a queue from the
Queue page or from within the queue.

Subcategory. A subcategory specifies a further breakdown within the category of a queue. These subcategories
provide the specific information needed to successfully run the queue. For example, you create a new report
gueue to run an Action Summary Report. On the Add Items to New Queue screen, select Reports in the
Module field, Action Reports in the Category field, and Action Summary Report in the Subcategory field.
When you select Action Summary Report in the Subcategory field, you specify the type of action report to
run.

Navigating in Queue

From the Queue link in Administration, you can create new queues or open existing queues to run unattended at
designated times.
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» Accessing the Queue page
1. Click Admin on the Raiser’s Edge bar. The Administration page appears.
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2. Click Queue. The Queue page appears.

From the Queue page, you can designate queues to run at a scheduled time or on an as-needed basis.
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The grid on the Queue page displays all the queues in your database. The Queue page also contains a list of
recently accessed queues. You can open any queue in this list by clicking the queue or by highlighting the queue,
and clicking Open on the action bar. To quickly find a queue, enter the name of the queue in the Quick Find field
and click the binoculars to display a list of queues matching your entry.
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Use the Schedule button to access the Schedule Queue screen where you can schedule a date and time for the
gueue to run or run the queue now. For information about scheduling nonrecurring queues, see the Scheduling a
Queue procedure in each chapter of this guide. You also use the same Schedule button to schedule recurring
gueues. For more information about scheduling a recurring queue, see “Scheduling a Recurring Queue” on

page 157.

The Show Scheduled Queues button displays scheduled recurring and nonrecurring queues. For more
information about showing scheduled queues, see “Showing scheduled queues” on page 165.

To install or uninstall Queue Service, use the Install Queue Service or Uninstall Queue Service button on the
Queue page. You must have Queue Service installed on at least one computer on your network or on your
standalone computer to successfully run scheduled queues. For more information about installing queue service,
see “Installing Queue Service” on page 148.

Accessing a Queue

From the Queue page, you can open any queue in your database. To open a queue, you must have appropriate
security rights. For more information about security, see “Security” on page 13. Also, if you do not mark the
Other users may modify this queue checkbox on the Save Queue As screen for the queue, you cannot modify the
gueue unless you originally created the queue or have appropriate security rights.

» Opening an existing queue

Note: The Queue link on the Administration page appears only if you use the Queue for Task Scheduling
module.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.
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Queue

Scheduiing Guide:

Allows youto set up a series of tasks to run automatically and unattended. For more informetion ahout Queve, see the Queue for Taskj

[l
4

Tip: You can press F8 on your keyboard to move between the left and right sides of the Queue screen.

3. Inthe grid, select a queue and click Open on the action bar. The Queue screen appears.
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Thiz queue will run on demand.

4. Make any necessary changes to the queue and click Save and Close on the toolbar. You return to the

Queue page.

Queue Tool

bar

Note: You can set up a user option that enables you to view tooltips that explain the function of each toolbar
command. Tooltips appear when you move your cursor across each item on the toolbar. For more information
about setting up this user option, see the User Options chapter of the Program Basics Guide.
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The Queue screen toolbar contains buttons that represent common commands for a queue. You can use these
buttons as alternatives to menu commands to save time during data entry.

[ save and Close -

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

Save the queue

Schedule the queue to run

View queue properties

Print the Queue Profile report for a queue.

Preview the Queue Profile report for a queue.

Validate the queue

[2-]

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

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 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. Several user options are specific to the Queue for Task Scheduling module. For example, you
can select to automatically save a queue when closing, create a control report, and set export defaults. For more
information about User Options, see the Program Basics Guide.

» Defining general user options

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

2. Select the Administration tab.
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3. From the tree view on the left side of the Options screen, under Queue, select General. General queue
user options appear on the right side of the screen.

Options I
General I Home I Records I Huery I E=port I Reports I HMail I Batch
Admiriztration | Colar I Printing I File Lozationz I temberzhip Scanning

You zan uge these optiohs to set perzonal preferences for glabal change, import, and
5 RE:Queue.
Global change v Automaticaly save queus on close
Irmport
Queue
- General Detault module: I Reports j
" Exvport defaults
Default categary: I.-’-'A.Iumni Reports ﬂ
Default subcategary: | Alumn Class List =l
v Create contral repart
Control report format: I Dietail "I
Action: I Pritt - I
Pinter: |HP Desklet 722C |
Gonies ]
oples: (3 =i

Rezet to Spgtem Defaultz QK I Cancel Apply

¢ To automatically save the information entered in a queue when you close the queue, mark the
Automatically save queue on close checkbox.

¢ |n the Default module field, select a module to default in the Module field on the Add Items to New
Queue screen. The modules available are Admin, Batch, Export, Query, Reports, or Mail.

¢ Selecting defaults is useful when you enter the same type of information more than once. For example, if
you have multiple Mail tasks to run, you can select Mail as the default module in the Default module field.

¢ In the Default category field, select a category to default in the Category field on the Add Items to New
Queue screen. Categories are used to further specify the type of module you are working with.

¢ Selecting defaults is useful when you enter the same type of information more than once. For example, if
you have more than one group of letters to print for Mail, you can select Letters as the default category in
the Default category field.

¢ In the Default subcategory field, select a subcategory to default in the Subcategory field on the Add Items
to New Queue screen. The subcategory specifies a further breakdown within the category of the queue.

¢ Selecting defaults is useful when you enter the same type of information more than once. For example, if
you are going to print multiple types of labels, you can select Labels as the default subcategory in the
Default subcategory field.

¢ To create a control report for your queue, mark the Create control report checkbox. A control report lists
the queue name, description, and all the tasks run in the queue, and appears after you run the queue.

¢ In the Control report format field, select the format for your control reports. You can either select to
create a detail or summary control report.

¢ A detail control report lists all the options, checkboxes, and other specific properties selected for items in
the queue. A summary report lists several properties for items in the queue, but does not include all
information about items in the queue.
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Note: On the Options screen, when you select to send the control report as email, the Subject and cc fields do
not appear. When the control report is sent, “Queue Control Report” defaults into the subject line of the email.

¢ In the Action field, select whether to export, print, or send the control report as email. Once the queue
runs, the control report either exports, prints, or is sent as email.

¢ Depending on your selection in the Action field, additional fields appear for you to specify the action
further. For example, if you select Print in the Action field, you can choose a designated printer and the
number of copies to print.

4. Click Apply to save your changes, or click OK to save your changes and close the Options screen.

» Defining export default user options

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

Select the Administration tab.

From the tree view on the left side of the Options screen, under Queue, select Export defaults. Export
defaults user options appear on the right side of the screen.

ptons |

General I Home I Records I Query I Esport I Fieports I Hail I Batch
Administration | Color I FPrinting I File Locations I temberzhip Scanning

% You zan uge these optiohs to set perzonal preferences for glabal change, import, and

i RE:Queue,
lGIobatI change Export defaults for; € Query and Export  Reports and Mail
mpor
Uueue Format:
: *| Excel 57 [<LS -
g----GeneraI I Hee L) J
B [ =port defaults Destinatinn:l D-Files _I

Separatar: I [*.CHR farmat anly]
Drelimiter: I" [*.CHF farmat only]

Rezet to Spgtem Defaultsl QK I Cancel | Sl

4. Mark the Query and Export option to define defaults for the Query and Export modules.

¢ In the Format field, select the default format for Query and Export queues when they are exported. For
example, you can select to have your queue export in a Text format or a Microsoft Excel format.
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¢ In the Destination field, select the location where the Query or Export queue to be exported. To browse to
a file location, click the ellipsis to the right of the field. The Browse for Folder screen appears.

Browse for Folder

Export Path

El"'::‘fj Deskiop
-5 My Documents
E@ My Compuker
. 24 3% Floppy (A0
= Local Disk ()
[+]-1=a CDRIVE (D
-5} Compact Disc (E:)
My Metwork Places

G-

o]

Zancel

Select the file location and click OK. You return to the Options screen.

After you export the queue, you can find the exported file by locating the folder you specified on the

Browse for Folder screen.

¢ In the Separator field, enter the character to use to separate the data in an export. For example, you can
use a comma as the character for separating fields in an export.

¢ In the Delimiter field, enter the character to use to separate the data in an export. For example, you can
use quotation marks as the character for separating strings of information in a field.

¢ If you select a comma as separator and quotation marks as delimiter, and export records with Name and
Age selected as output, your results appear formatted as:

“Mark D. Adamson”, “46”
“Allison E. Andrews”, “41”
“Dustin S. Andrews”, “47”
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5. Select the Reports and Mail option to define defaults for the Reports and Mail modules. Additional fields
appear on the right specific to the Reports and Mail modules.

L |

General | Hame I Becords I Huerny I Export I Reportz I Mail I Batch
adminigtration | Colaor I Printing I File Lozations I temberzhip Scanning

% You zan uge these optiohs to set perzonal preferences for glabal change, import, and

i RE:Queue,

lGIobatI change Export defaults for; € Quem and Export % Reports and Mail
mpor

Uueue Format:

: : |Ewcel B-7 [<LS -

g----GeneraI I Hee FL5) J

B [ =port defaults Destination: ID;\F“ES _I

Separatar: I [*.CHR farmat anly]
Drelimiter: I" [*.CHF farmat only]
Lines per page:|1 ill [Faginated test farmat only)

[ Use the same number formats selected in report

I Use the date number formats selected in report

Rezet to Spgtem Defaultz QK I Cancel Sl

¢ In the Format field, select the default format for exporting Report and Mail queues. For example, you can
select to have your queue export in a Text format or a Microsoft Excel format.

¢ In the Destination field, select the location where the Report or Mail queue will be exported. To browse to
a file location, click the ellipsis to the right of the field. The Browse for Folder screen appears.

Browse for Folder HE

Export Path

El---::{j Deskiop

-5 My Documents

El @ My Computer
| 24 3% Floppy (40
=l Local Disk {C:)
=3 DORIVE (D)
@ Zompact Disc (E:)
-- My Metwork Places

(] 4 I Zancel

Select the file location and click OK. You return to the Options screen.
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After you export the queue, you can find the exported file by locating the folder you specified on the
Browse for Folder screen.

¢ In the Separator field, enter the character to use to separate the data in a report. For example, you can use
a comma as the character for separating data in a report.

¢ In the Delimiter field, enter the character to use to separate the data in a report. For example, you can use
guotation marks as the character for separating strings of information in a field.

¢ In the Lines per page field, select the number of lines to appear for each page in the report by clicking the
up and down arrows.

¢ To use the same number formatting you selected for the report, mark the Use the same number formats
selected in report checkbox.

¢ When you mark this checkbox, the report uses the same number formats set up for the report. If you
unmark this checkbox, the report uses number formats specified in your Windows control panel settings.

¢ To use the same date formatting you selected for the report, mark the Use the date number formats
selected in report checkbox.

¢ When you mark this checkbox, the report uses the same date formats set up for the report. If you unmark
this checkbox, the report uses date formats specified in your Windows control panel settings.

o

Click Apply to save your changes or click OK to save your changes and close the Options screen.

Security

Security options give you the ability to ensure the consistency and confidentiality of your data by limiting access
to records and functions to only the users who need it. For example, by limiting access for executing or modifying
gueues, you can control who can run, change, or delete queues for your organization.

Each queue has its own security options. When a user runs a queue, security options are based on the user who
runs the queue, not the user who creates the queue. For more information about setting up security options for a
gueue, see the Security chapter of the Configuration & Security Guide.

Overview of Queue Information

With the Queue for Task Scheduling module, you can create queues to run automatically and unattended. For
example, you can set up queues to run reports, to export information, or print mailing information. To create a
gueue, you need to specify the type of module, category, and subcategory for each item to be included in the
gueue. You can also include multiple modules in one queue.

For example, you set up a queue to run reports and to export information at the same time. Once you set up the
gueue, you can specify when and what time to run the queue. For example, you may want to run queues at night
after all of your volunteers have gone home or left for the day, or during a lunch break.

For every queue you create, you can view the properties of the queue, add the queue to your list of favorites, and
view recently accessed queues. You can also create queues from existing queues and change the order of the
items in a queue using the Up and Down buttons on the Queue screen. In addition, not only can you export, print,
or run the information in a queue, you can also send the results of the queue as email.
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When you create a new queue, the Add Items to New Queue screen appears, asking you to select specific criteria.

¥ Add Items to New Queue E
— Filter.
Enter the module, category, and subcategory to filker the items that can be added to the queue.
Module: | Mai =]
Categony: ILabeIs j
Subcategan: I j
5l'j L EV @ IUse these options for all selected items.
Select I Descripkion I i - =
[ Basic Mailing e IF'nnt jv MI
' Labels For Birthday Card Printer: |{%=
Copies: 1 ﬂ
[ Orily shaw my mailings
(] 4 | Cancel | Add to queve |

| Tatal number of items in the quewe: 0

In the Module field, you can select a specific module such as Mail or Export. In the Category field, you can select
a category for the corresponding module and in the Subcategory field, you can select a subcategory to further
define the category. When you save the queue item, you can name the queue and give the queue a description.

For example, when you save an Action report, you can specify that the Action reports are major donor actions.
From the Add Items to New Queue screen, you can also add new queue items, open existing items, and specify an
action for your queue item. For example, you can specify a queue item to export, print, send as email, commit, or
create a word merge. Depending on the action you choose, you can select an export format, name, and even a
printer path. Depending on what queue items you mark to include, several additional checkboxes appear on the
Add ltems to New Queue screen to help process the queue item.

Once you select the items to include in the queue, click Add to queue. The items are then added to the queue.
Click OK to move to the Queue screen.
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Once your queue is set up, you can save the queue to your database. You can easily open the queue, and add or
edit information at any time before you run the queue. All saved queues appear in the grid on the Queue page. To
open a saved queue, select the queue in the grid and click Open on the action bar. The Queue screen appears.

's"JJ Birthday labels for Yolunteers-May [_ O] x|
File Edit Favorites Tools Help

E]Saveandl:lose'l u|__ ||§ E{| i}

Hueue | Processing I Miscellaneousl

? |

sa e X g ¥ Down Labels for Birthday Card
Module Category Description Labels

Labels For Birthday ... [Etaa] Prink
Data Format
Include Header
4

Output Query

I_ILILI;I_IL

Query Type Conskituent

Cuery Name Labels for Birthday Card10

Cuery Description Labels for Birthday Card

rithers Mas Fyariba? v LI

v LContinue procezsing if minimum Postal Discount requirements
are nat met

This queue will run on demand.

From the Queue screen, you can add new items to the queue, open or remove items in the queue, and use the Up
and Down buttons to change the position of each item in the queue grid.

When you select an item in the queue grid, you can view the criteria for that item on the right side of the screen.
Depending on the type of module you select in the queue, a variety of fields appear on the right. The fields and
checkboxes that appear on the right are the properties you selected when setting up the queue item. You can
change these properties from the right side of the Queue screen or by opening the queue item. To open a queue
item, select the queue item in the grid and click Open on the action bar.

In addition to the settings you specify on the Queue tab, depending on your needs, you may also need to specify
data for the Run as and Run on fields on the Processing tab. These fields are also used for recurring queues. The
remaining fields on the Processing tab and Miscellaneous tab are also used for recurring queues.

For detailed information about the Processing and Miscellaneous tabs and how they work for non-recurring and
recurring queues, see “Recurring Queues” on page 147.

Queue Modules

With the Queue for Task Scheduling module, the Batch, Export, Mail, Query, Reports, and Admin modules are
available. A module is the type of task the queue will run. You must begin setting up your queue by selecting a
module for the first task in the queue. After you select the type of task to run, you can select additional
information, such as a category and subcategory, to specify the types of tasks to run within the module.

Admin

With the Queue for Task Scheduling module, you can set up and run queues for Admin. For example, your
organization receives information each quarter listing prospective donors that may be interested in donating to
your organization. You create a queue to import the list of names into your database. When you create the new
gueue, select the Admin module and select Import as the category. Once you select the Admin module, you can
select the prospective donor import file and specify a date and time to import the file into your database.

For detailed information and procedures explaining how to set up and run queues for Admin, see the chapter
“Admin” on page 41.
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Batch

With the Queue for Task Scheduling module, you can set up and run queues for Batch. For example, your
organization held an Open House last week where you collected numerous information cards of prospective
constituents. You created a constituent batch including the names, addresses, and phone numbers of the
prospective donors. You want to create a queue to commit this large constituent batch to the database. When
you create the new queue, select the Batch module. Once you select the Batch module, you can select the Open
House constituent batch and specify a date and time to commit the batch to your database.

For detailed information and procedures explaining how to set up and run queues for Batch, see the Batch
chapter in this guide.

Export

Warning: The Queue for Task Scheduling module does not recognize queues for Query or Export that are
associated with a VBA macro.

With the Queue for Task Scheduling module, you can set up and run queues for Export. For example, to export all
constituent names in your database into a text file so this information can be used in your next Board meeting.
When you set up the queue, you can select the Export module and specify that constituent information be
exported into a text format.

For detailed information and procedures explaining how to set up and run queues for Export, see the Export
chapter in this guide.

Malil

With the Queue for Task Scheduling module, you can set up and run queues for Mail. For example, your
organization is having its Annual Alumni Ball, and you will be sending out invitations to all alumni from your
organization. You can set up a queue to print address labels for your invitations to the ball. Because you have
many labels to print, you can set the queue to run at night after all your employees and volunteers have left for
the day.

For detailed information and procedures explaining how to set up and run queues for Mail, see the Mail chapter
in this guide.

Query

With the Queue for Task Scheduling module, you can set up and run queues for Query. For example, you want to
run several queries at once; one to find the names of all prospective donors for the year, and another for all
previous donors over the last five years. In addition, you want to run a report specifying the donations your
organization has received during the year. Because several modules can be included in one queue, you can set up
the queue and designate a date and time for the queue to complete the specified tasks.

For detailed information and procedures explaining how to set up and run queues for Query, see the Query
chapter in this guide.

Reports

With the Queue for Task Scheduling module, you can set up queues for Reports. For example, you want to print
an Alumni Class List for your organization. You know this task is very time consuming due to the large amount of
alumni currently in your database. You can set up the queue to print the Alumni Class List at a time when most or
all of your employees and volunteers are not working in the database.

For detailed information and procedures explaining how to set up and run queues for Reports, see the Reports
chapter in this guide.
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Basic Queue Procedures

This section contains basic procedures for the Queue screen, including validating, exporting, printing, and
deleting a queue. Procedures such as creating and scheduling a queue are discussed in each chapter. For more
information about those procedures, see the chapter that corresponds to the specific module.

Not all menu options are discussed in this section because the menu bar is very similar throughout The Raiser’s
Edge. For more information about menu options, see the Program Basics Guide.

Validating a Queue

When you validate a queue, The Raiser’s Edge examines all information entered in the queue to determine
whether any data entry errors exist. For example, when you validate a queue, the program checks to see that all
output file names are valid, that duplicate file names are not used, and that input queries can be found. Other

examples of validation include ensuring the printers for all printer output can be found and ensuring that every
selected report contains all necessary information.

When the program validates the queue, a Queue Validation Complete screen appears, displaying the results of
the validation process. Exceptions are created for any problem found in the queue. If exceptions are found, you

can click the Preview Report button to preview the exception report created for the queue. To validate a queue,
select Tools, Validate from the menu bar of the Queue screen.

» Validating a queue

1. From a Queue screen, select Tools, Validate from the menu bar. For more information about opening a
gueue, see “Accessing a Queue” on page 6.

L‘JJ Birthday labels for Yolunteers-May
File Edit Favorites | Tools Help

2o aacese - 5 (TP

Bueue | Processing I

I[=] B3

? |

Quene Opkions., .,

;5 T User Cpkions... ¥ o

Labels for Birthday Card

Module Category Description

Labels

Labels For Birthday ... [ftaa) Print

Drata Format

Include Header
4

e ]

Cukpuk Guery
Query Type Conskituent
Query Mare Labels For Birthday Cardi0
Guery Descripkion Labels for Birthday Card
Mithers Maw Fracka? W LI

~ Lontinue processing if minimum Postal Discount requirements
are not met

Thiz queve will run on demand.

A status bar appears, showing the progress of the validation.

Yalidating Queue, pleaze wait. ..
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2. When the program finishes validating the batch, a Queue Validation Complete screen appears, displaying
the results.

¥ Bithday Card Labels

{ﬁ

Queue Validation Complete!

Item Yalidated: 1

Walid ltern: 1

|reealid Itern: 0

Cloze

The Queue Validation Complete screen displays the number of items validated in the queue, and the
number of valid and invalid items in the queue.

3. Ifinvalid items exist, the Preview Report button appears on the Queue Validation Complete screen. Click
Preview Report to preview the validation report for the queue.

4. |If all items validated successfully, the Run Now button appears on the Queue Validation Complete screen.
Click Run Now to access the Run Queue screen.

On the Run Queue screen, you can select to schedule a date and time to run the queue or run the queue
now.

5. To return to the Queue screen, click Close.

Viewing Queue Properties

You can easily view properties for a queue. The Queue Properties screen gives you detailed information about a
queue such as the date created, by whom the queue was created, when the queue was last changed, and if other
users can execute the queue. To access the Queue Properties screen, select File, Properties from the menu bar of
the Queue screen.
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» Viewing queue properties

1. From a Queue screen, select File, Properties from the menu bar. For more information about opening a
gueue, see “Accessing a Queue” on page 6.

E“JJ Birthday labels for ¥Yolunteers-May

I[=] B3

File Edit Favorites Tools Help
7] Mew Chrl+h E | = I§| o2 |
i< Open... Chrl4+0 |
¥ Delete. .
4 Up ¥ Lown | Labels for Birthday Card
[& save Ctrl+s Diescription Lahels ﬂ
Save fs.., Lahels For Birthday ... It Print
E Save and Mew Chrl+iw [rata Format
E] Save and Close Chrl+L Include Header
¥ Schedule Queue il—] L'_I
Qutput Query ﬂ
Query Type (Conskituent
D Print Setup Query Mame Labels for Birthday Card10
@ - Query Description Labels for Birthday Card
= Others May Execute? v
=) Print... Chrl+P - — =l
E Export ~ LContinue processing if minimum Postal Discount requirements
= are not met
Send as Mail. ..
Recently Accessed Queues  F
Close
[
The Queue Properties screen appears.
Queue Properties E |
| Birthday labelzs for Yolunteers-M ay
Property I Yalue I
Created on 0z(01)z008
Created by SUpervisar
Last modified on 0z/10/2008
Last modified by SUpervisar
Last run an
Last run by
Last run completed successfully Mo
Curation of the last run
Other users can execute this Queus Yes
Other users can modify this Queue Yes

You can view the specific properties for the queue, such as when the queue was created and who the last
person was to modify the queue.

2. When you finish viewing the Queue Properties screen, click Close. You return to the Queue screen.

Viewing Recently Accessed Queues

At any time, you can select to view queues you have recently accessed. This is helpful when you are creating new
gueues and need to base a queue on a specific queue you recently used or for quickly locating a recently accessed
gueue, without having to query your database. To view recently accessed queues, select File, Recently Accessed
Queues from the menu bar of the Queue screen.
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» Viewing recently accessed queues

1. From a Queue screen, select File, Recently Accessed Queues from the menu bar. A submenu appears,
listing the most recently accessed queues. For more information about opening a queue, see “Accessing a
Queue” on page 6.

¥ Birthday labels for Yolunteers-May [_ (O] %]
File Edit Favorites Tools Help
) Mew Chrl+h E‘ | = (4 | A2 |
{7 Open... Chrl+0 I
¥ Delete. .
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Save As... Labels For Birthday ... R l

i3 Save and New Chrl+i Data Format
E] Save and Close ChrHL Include Header -

[
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Cutput Query -
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D Prink Setup... Guery Mame Labels for Birthday Card10

Query Description Labels for Birthday Card
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=) Print... Ctrl+P e e e - — =
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- Birthday labels for Yolunteers-May
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. Batch Processing
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2. Select the recently accessed queue to open. The Queue screen appears.

E“JJ 2005 Building Fund Donations [_ (O] x]
File Edit Favorites Tools Help

E]Saveandﬁ\ose" u|7_ ||§ @| o4
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Include Header

Fil= hlama LI
Qukpuk Query ﬂ

Query Type Fund

Query Marne Detail Report

Query Description

Mithers Maw Fracka? 72 LI

Thiz quewe will run on demand.

3. When you finish viewing or editing the queue, click Save and Close on the toolbar. You return to the
Queue screen.

Queue Options

From the Queue Options screen, you can add specific information about the queue to be used when querying
your database for the queue. For example, you can enter a name for the queue and a description. You can also
specify if other users can run or modify the queue. To add queue options, select Tools, Queue Options from the
menu bar of the Queue screen. Once you add queue options for a queue, you can always edit the queue options
you specify for a queue. For example, if you incorrectly named the queue or need to add to the description, you
can always access the Queue Options screen from an open queue to make any necessary changes.
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» Adding queue options
1. From a Queue screen, select Tools, Queue Options from the menu bar. For more information about
opening a queue, see “Accessing a Queue” on page 6.

E“JJ New Queue

1= E3
File Edit Favorites | Tools Help
[ 5ave and Close " W Yalidate | | ? |
Queue |Erocessmg| Queue Options. .. |
N Lo |%Covwn | 2008 Gift Detail Report
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Detail Report \ﬂ
Detail Report [ R Print

Data Format
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Qutput Query ﬂ

Guery Type Gift

Cuery Mame 2008 Gift Detail Repaort
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The Queue Options screen appears.

i_ﬂ] Queue Options E |
[lueue name: IEDDB Giftz

Description: Report detailing giftz given in 2003 ;I

[ Other uzers may un this quele

v Other uzers may modify this queus

Input query: I EI

ak I Cancel |

2. In the Queue name field enter a name, such as “2008 Gifts”. You should be able to query your database
based on this name. This name may already default into the Queue name field, depending on whether or
not you saved the queue.

3. In the Description box, enter a description such as “Report detailing gifts given in 2008”. You can enter a
description to help give the queue more specific information.

4. Mark the Other users may run this queue checkbox. Marking this checkbox specifies that users other
than yourself can run this particular queue.

5. Mark the Other users may modify this queue checkbox. Marking this checkbox specifies that users other
than yourself can modify this particular queue.

6.

In the Input query field, you can search for an existing query to use as the input query for the queue.
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When you select a query in the Input query field, you specify that the queue use the properties of the
input query. For example, you created a query listing the board members of your organization. You want
to create a queue to print a report of constituents who donated to your organization this year and want to
list only board members who contributed. You can create the queue and select the Board Members query
in the Input query field on the Queue Options screen. Whenever you include an input query for a queue,
the query you select takes precedence over any query on a parameter form.

7. When you finish adding options for the queue, click OK. You return to the Queue screen.

Previewing a Queue Profile

At any time, you can select to preview a profile for the queue with which you are working. A queue profile is
basically a summary of the options you set up for the queue. For example, on the Queue Profile screen you can
view the name and description of the queue, as well as the properties of the tasks included in the queue. Once
you preview the queue profile, you can select to print or export the information for the queue. To access a queue

profile, select File, Preview from the menu bar of the Queue screen.

» Previewing a queue profile

1. From a Queue screen, select File, Preview from the menu bar. For more information about opening a

gueue, see “Accessing a Queue” on page 6.
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A status bar appears, showing the progress for preparing the queue profile.
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The Queue Profile appears
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2. To close the Queue Profile, click the “X” at the top left of the screen. You return to the Queue screen.

Exporting a Queue

When working with queues, you can export a queue profile. You can also export the queue data entry grid to

Microsoft Excel or to another application. When you select to export the data entry grid, all data entered in the
gueue is exported to your selected application. Exporting queue information lets you work with it in a different
format or print it to store for later use.

» Exporting a queue profile
1.

gueue, see “Accessing a Queue” on page 6.

¥]| Birthday labels for Yolunteers-May
File Edit Favorites Tools Help

From a Queue screen, select File, Export from the menu bar. For more information about opening a

I[=] B

7] New el E| & IE,| oA ? |
{7 Open... Chrl+0 I

¢ Delete, ..
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[ Save and New Chrl+i Data Format
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File Mame &
4 Schedule Queue 1 [
oukput -
Properties WS CREY j
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D Print Setup... Query Mame Labels for Birthday Card10
[ & Preview Query Description Labels For Birthday Card
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The Export screen appears.

Export E3 |

Format;
=

I Cryztal Reports [RPT]

. Cancel |
Dreztination:
| Disk file =l

2. Inthe Format field, select the type of format in which to export the queue. Some examples of formatting
are Crystal Reports (RPT), Excel, or Rich Text Format.

3. In the Destination field, select the location to store the exported queue. For example, you can select to
save the exported queue to a disc or store it in another application.

4. Click OK. The Choose Export File screen appears.

Choose Export File 7 | x]
Save in: I@f—‘«dministrator j = cF E3-

| spplication Data | Templates
|1 Cookies

| Desklop
Favorites

| Lacal Settings
Ca My Documents
| MetHood

| PrintHood

5] Flecert

| SendTa

|1 Start Menu

File name: I\r"olunteer Labelz (May] j Save I

Save as ype: I Crystal Report [.rpt] j LCancel |
7

5. Select the location where to store the exported queue and click Save. The queue exports and saves to the
location you specify.
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» Exporting the data grid to another application

1. From a Queue screen, select Edit, Export Grid from the menu bar. For more information about opening a
gueue, see “Accessing a Queue” on page 6.

'k_ﬂ] Birthday labels for Yolunteers-May [_ O] x|
File | Edit Favorites Tools Help
i« o TR | (3 2 |
Que Export to Excel e I
-55 B End.. culir 4 4 U ¥ Lown | Labels for Birthday Card
Module Category Description Labels ﬂ
Labels For Birthday ... [t Print

Data Format
Include Header

File: Marme hd
4 I I 3

Cubpuk Cuery ﬂ
Query Type Constituent
Query Mame Labels for Birthday Card10
Query Description Labels Far Birthday Card
Others May Execute? =
Cthers May Mordife? v LI

~ LContinue processing if minimum Postal Discount requirements
are hot met

Thiz quewe wil run on demand,

The Export screen appears so you can choose the file type and file name for the export file.

Export E |
Export file tpe: Comma-Separated Yalues j
Ewport file name; ID:'xegpurt_ES\-f _I

W Include header

2. Inthe Export file type field, select the format for the export file. For more information about the available
export formats, see the Query & Export Guide.

3. In the Export file name field, enter the name and location to save the export file. Click the ellipsis to
browse for a location to store the file.

4. If the first row of the export file should contain the column headings listed on the Data Entry screen, mark
the Include header checkbox.

Note: You can click Cancel on the Exporting File screen to stop the export and return to the Queue screen.

5. To begin exporting the Data Entry grid, click Export Now. The Exporting File screen appears, displaying a
progress indicator. In the lower left corner of this screen, the path and file name of the export file appear.

When the Exporting File screen closes, the export is complete. You can open the export file using an
application compatible with the Export file type you selected.
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» Exporting the data grid to Microsoft Excel

1. From a Queue screen, select Edit, Export to Excel from the menu bar. For more information about

opening a queue, see “Accessing a Queue” on page 6.
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File: Marme
<] |
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Note: You can click Cancel on the Exporting File screen to stop the export and return to the Queue screen.

The Exporting File screen appears, displaying a progress indicator. In the lower left corner of this screen,
the path and file name of the export file appear.

Microsoft Excel automatically opens and displays the information exported from the queue.
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2. To save any changes to the export file, select File, Save from the Microsoft Excel menu bar.
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Sending a Queue Profile as Email

Note: The Raiser’s Edge is compliant only with MAPI email software, such as Microsoft Outlook.

With the Queue for Task Scheduling module, you can send information included in a queue as email. For example,
you and a co-worker are working to clean up your organization’s database. One of your tasks is to update all
constituent records that do not have a valid address. You can create a queue listing all constituent records in your
database with invalid addresses and send the constituent names to your co-worker as email. When sending data
as email, you can select the type of format for the information you are sending, select the recipients of the email,
and check the names and addresses of the recipients. As a reminder, sending queue information as email and
working with options in Mail are separate. For more information about Mail, see the Mail Guide.

You can also send the profile for a queue as an email. To send a queue profile as email, select File, Send as Mail
from the menu bar of a Queue screen.

» Sending the queue profile as email

Note: In User Options, when you select to send the control report as email, the Subject and cc fields do not
appear. When the control report is sent, “Queue Control Report” defaults into the subject line of the email. For
more information about User Options, see “User Options” on page 8.

1. From a Queue screen, select File, Send as Mail from the menu bar. For more information about opening a
gueue, see “Accessing a Queue” on page 6.

¥ Birthday labels for Yolunteers-May [_ (O] %]
’E Edit Favorites Tools Help

1 Mew Ctrl+h E | =) &| | ? |
{7 Open... Chrl+0 I

¢ Delete, ..

4 Up ¥ Wowrn Labels for Birthday Card
n Save Chrhs Description Labels ﬂ
Save fs... Labels For Birthday ... [ Print:

[ saveandMew  Ctri+w Data Format

E] Save and Close ChrHL Include Header

File Marne _ILI
4 Schedule Queue LI_I 5

Properties (OIS QU7 ﬂ
— Query Type Constituent
D Print Setup... Query Mame Labels Far Birthday Card10
[& Preview Query Description Labels For Birthday Card
@ Print... Chrl+p Others May Execute? v
E - Cithers Maw Modify? v ;I
Export. ..
w LContinue processing if minimum Postal Discount requirements
Send as Mai... are not met

Recently Accessed Queues  F

Close

The Export screen appears.

Export

Format;

Cancel

]|
_ Concel |

Dreztination

[Microsat Mail (MAF1) =]

2. Inthe Format field, select the type of format in which to export the queue. Some examples of formatting
are Crystal Reports (RPT), Text, or Rich Text Format.
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3. In the Destination field, select “Microsoft Mail (MAPI)”.

MAPI is the application used to send mail from a queue and is an acronym for Messaging Application
Program Interface. This program interface allows you to send email from within a Windows application,
such as Microsoft Word, and include the open document as an attachment.

4. Click OK. The Send Mail screen appears.

Send Mail ]|
ITI Check Mames | Address | Cancel |
To Imark.smith@sulutiuns#u.cum

Cc: Iaml:uer.iu:uhnsu:un@su:ulutiu:unsdu.u:u:um

Subject: I Profile for Labels

Meszzage

Hi bark. Attached iz the queue profile for the birthday labelz we ;I

are printing. Pleaze let me know if you have any questions,
Thanksz.

| -]

5. Enter the information on the Send Mail screen as shown in the previous picture. The queue information
you are sending is automatically attached to the email in the format you specified. You do not see the

information in the body of the email, but once you send the email, the information from the queue is
sent.

6. On the Send Mail screen, click Send.
Saving a Queue
Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press CTRL + S on your keyboard to save a queue or CTRL + O to open a queue.
At any time, you can save a queue to your database. When you save a queue to your database, any export file

name that you enter is validated against other export file names. If duplicate file names exist, a message appears
asking whether to change the current file name.
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» Saving a queue
You can save any changes you make and keep the queue open to continue working.

1. From a Queue screen, select File, Save from the menu bar. For more information about opening a queue,
see “Accessing a Queue” on page 6.

Eﬂ] Birthday labels for ¥Yolunteers-May M= B3
’E Edit Favorites Tools Help

) Mew Ctrl+h E‘ | = @| o
{7 Open... Chrl+0 I
¥ Delete. .

? |

4+ e ¥ Do Labels for Birthday Card

Labels ﬂ
Action Prink

Description

Save fs...

3 Save and New Chrl+i Data Format
E] Save and Close ChrHL Include Header
File Mame &
=y Schedule Queue ll_l r
Properties OMEEE QT ﬂ
— Query Type Constituent
D Print Setup... Query Mame Labels Far Birthday Cardi0
[& Preview Query Description Labels For Birthday Card
@ Brint... Chrl+p Others May Execute? o
Others May Mdify? ¥ |~ |
E Export. .. N L . .
w LContinue processing if minimum Postal Discount requirements
Send as Mall... are not met

Recently Accessed Queues  *

Close

Note: You can also save a queue by selecting File, Save As from the menu bar of a Queue screen. The Save
Queue As screen appears so you can enter a new name for the queue. For more information about saving a
queue from an existing queue, see “Creating a New Queue from an Existing Queue” on page 30.

When saving a queue, any export file name that you enter is validated against other queue export file
names saved in your database. If duplicate export file names exist, a message appears, asking you to
replace the existing export file.

E xport file name |
O:ABE 1. xls already exists.
Do you want to replace it?
Tes | Mo

2. To replace the existing file, click Yes. You return to the Queue screen. To return to the Queue screen and
rename the file, click No.
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3. From the Queue screen, select File, Save again. The Save Queue As screen appears.

¥] Save Queue As |

[lueue name: IBirthda_l,l Labels for Wolunteers-tay

Description: monthly labels for wolunteer birthday cards ;I

v Other uzers may un this quele

W Other uzers may modify this queus

ak I Cancel

In the Queue name field, enter a name for the queue.
In the Description box, enter a description for the queue.

Mark the Other users may run this queue checkbox. Marking this checkbox specifies that users other
than yourself can run this particular queue.

7. Mark the Other users may modify this queue checkbox. Marking this checkbox specifies that users other
than yourself can modify this particular queue.

8. Click Save. You return to the Queue screen.

Creating a New Queue from an Existing Queue

When you create a new queue from an existing queue, you are basically opening an existing queue and saving the
gueue under a different file name. For example, last week, you ran a queue exporting the names of all
constituents who graduated from your organization in 1989 with a degree in History. This week, you want to
export the names of constituents who graduated in 1990 with a degree in History. You can open the queue you
ran last week, make any necessary parameter changes, and save the queue under a new name. The only
exception to this is in the Batch module. When you are creating a queue to commit a batch, only one set of
parameters exists for the batch. It is important to remember that when you include a constituent or gift batch in
a queue, parameters set for the batch exist until you open the batch and change them. An existing batch cannot
be edited from within a queue. You must edit batches within the Batch module of The Raiser’s Edge. For more
information about editing batches, see the Batch Guide.

» Creating a new queue from an existing queue
You can open any queue, change any necessary settings, and save the queue under a new name.
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

[E The R Edge [- O[]

File Edit Wiew Go Favorites Tools Help
# Back 4 Forsad| Open in separate window

A metratn = =
_fjﬂ Adminrstration=Queue

Administration | | ] NewOueue ‘v Open 3 Delete.. —§ Schedus.. @ Find.. Show Sgheduled Queuss  Install Queus Service

System Statistics

T— Name Description Sthedule Frequency Mext run dateftime Created by Last run by Last run on
mport
——— 2005 Building Fund Donations Report detailing don... On demand Supervisor Supervisor 02/01{2005
b Address Import on demand Supervisor
Slobaly Change ||| |B2tch Processing on demand Supervisor
Records Birthday labels for Yolunkeers-May ©On demand Supervisor
Globaly Delete Class of 1992 Alurni On demand Supervisor
Records
Globally White Off. || | Custom Report 2005 on demand Supervisor
Fledgas Inactive Constituents On demand Supervisor
Convert Pledges | || |piciges for 2008 Phonathon ©n demand Supervisor
ToRecuring
Gifts Queu For Yolurkser 2 items - Yolunteer ... On demand Supervisor
Post 1o General Supervisors Queue Ttems - Event Mana. .. On demand Supervisor
Ledger
Duplicate
Corsttusnts
Merge
Consttuents
Diap Lapsed
Members Ll
Security T rly show rip queues
Blackbaud Recently Accessed Queues Quick Find
Analytics Constituent Donors Greater Than $500 | &l
Auction-Tracker | || Birthday labels for Volunteers-May
Integration 2005 Buikding Fund Donations =l
Queue 4

Allows you to set up a series of tasks to run automatically and unsttended. For more informetion about Gueue, see the Queue for
Task Scheduling Guide

‘wielcome ko The Raiser's Edas 7

[l
4

3. Inthe grid, select the queue to open.
4. Click Open on the action bar at the top of the page. The Queue screen appears.

nstituent Donors Greater Than $500 =] E3

File Edit Favorites Tools Help
ESaveandC\ose"u| ||§&|m|? |

Hueue |Erocessing I Mizcellaneous I

e x E e e Donations Given This Year

Description Constituent Giving History

Action Print

Data Format

Include Header

File: Mame

Dacument Marne LI
Cutput Guery ﬂ

Query Type Gift

Query Marne Donations Given This Yearl

Query Description Donations Given This Year

Others May Execute? v

Others May Modify? I _I

This queue will run on demand.
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5.

© N o

10.
11.

12.

13.

To create a new queue from this open queue, select File, Save As from the menu bar. The Save Queue As
screen appears.

¥] Save Queue As |

[lueue name: IEDnstituent Donors LezsThan $500

Description: Mames of donars giving less than $500 ;I

v Other uzers may un this quele

W Other uzers may modify this queus

ak I Cancel

In the Queue name field, enter a new name for the queue.

In the Description box, enter a new description for the queue.
To allow users other than you to run the queue, mark the Others users may run this queue checkbox.

To allow users other than you to make changes to the queue, mark the Other users may modify this
queue checkbox.

Click OK.
If duplicate export names exist for the queue, the Duplicate File Name screen appears.

#]| Duplicate File Name [ X]

Every export file muzt have a unique name. 7ou can change all of the files in this queus to a new directony.

Do pou want to change the directory for the files in the new queue?

i ‘ez, change the directaony where my files are zaved bo ID:\FiIes\erolts _I

= Mo, | will zave each file with & unique name individualiy,

1] 8 | Cancel |

When you create a new queue from an existing queue that contains export file names and paths, you
must change the directory for the export file names and paths in the new queue.

To change the directory for the new export queue, mark the Yes, change the directory where my files are
saved to option and enter a new file location. You can also click the ellipsis to browse for a new file
location.

If you would rather save each file individually, you can mark the No, | will save each file with a unique
name individually option.

Click OK. You return to the Queue screen.
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14. Click Save on the toolbar. The Save File screen may appear asking you to further specify file names and

15.

16.

17.

18.
19.

locations.

¥ Save File

The file T \Filezwerportzh Congtituent Donorg Greater than $500.=L5" has been specified for

the Conztituent ‘Tionors Greater than $500" and is already in uze it ‘Constituent Donors Greater
He —ame #ROOT

w'hat do pou want to do?
% Save thiz file a3 ID:'\FiIes\ernrts\Eonstituent Donorz Less than $500.+LS _I

" Save this file to ID:'\FiIes'\ernltsk _I

" Owenarite the existing file when the queus iz run

Apply | e e | | Cancel |

To select a different file name to save in the default directory, mark the Save this file as option and enter
a new name for the file. You can also click the ellipsis to browse for a new file name.

To select a different file location, mark the Save this file to option and enter a new file location. You can
also click the ellipsis to browse to a new file location.

To leave the default file location as is and save over the existing queue in your database when the queue
is run, mark the Overwrite the existing file when the queue is run option.

When you mark the Overwrite the existing file when the queue is run option, the Apply to All button is

enabled. To apply the new options you specified on the Save File screen to any other duplicate export file
names found in the database, click Apply to All.

Click Apply. You return to the Queue screen.

Make any other necessary changes and click Save and Close on the toolbar.

Creating a Queue Using a Query as the Input

When you create a queue using a query as the input, you search for an existing query to use as the input query for
the queue. For example, you created a query listing the board members of your organization. You want to create
a queue to print the names of constituents who donated to your organization this year, and want to list only
board members who contributed. You can create the queue, and select the Board Members query as the input

guery. Whenever you include an input query for a queue, the query you select takes precedence over any query
on a parameter form.

» Creating a queue using a query as the input

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

[E The R Edge [- O[]

File Edit Wiew Go Favorites Tools Help
# Back 4 Forsad| Open in separate window

A metratn = =
_fjﬂ Adminrstration=Queue

Administration | | ] NewOueue ‘v Open 3 Delete.. —§ Schedus.. @ Find.. Show Sgheduled Queuss  Install Queus Service

System Statistics

T— Name Description Sthedule Frequency Mext run dateftime Created by Last run by Last run on
mport
——— 2005 Building Fund Donations Report detailing don... On demand Supervisor Supervisor 02/01{2005
b Address Import on demand Supervisor
Slobaly Change ||| |B2tch Processing on demand Supervisor
Records Birthday labels for Yolunkeers-May ©On demand Supervisor
Globaly Delete Class of 1992 Alurni On demand Supervisor
Records
Globally White Off. || | Custom Report 2005 on demand Supervisor
Fledgas Inactive Constituents On demand Supervisor
Convert Pledges | || |piciges for 2008 Phonathon ©n demand Supervisor
ToRecuring
Gifts Queu For Yolurkser 2 items - Yolunteer ... On demand Supervisor
Post 1o General Supervisors Queue Ttems - Event Mana. .. On demand Supervisor
Ledger
Duplicate
Corsttusnts
Merge
Consttuents
Diap Lapsed
Members Ll
Security T rly show rip queues
Blackbaud Recently Accessed Queues Quick Find
Analytics Constituent Donors Greater Than $500 | &l
Auction-Tracker | || Birthday labels for Volunteers-May
Integration 2005 Buikding Fund Donations =l
Queue 4

Allows you to set up a series of tasks to run automatically and unsttended. For more informetion about Gueue, see the Queue for
Task Scheduling Guide

‘wielcome ko The Raiser's Edas 7

[l
4

3. Inthe grid, select the queue to open.
4. Click Open on the action bar at the top of the page. The Queue screen appears.

nstituent Donors Greater Than $500 =] E3

File Edit Favorites Tools Help
ESaveandC\ose"u| ||§&|m|? |

Hueue |Erocessing I Mizcellaneous I

e x E e e Donations Given This Year

Description Constituent Giving History

Action Print

Data Format

Include Header

File: Mame

Dacument Marne LI
Cutput Guery ﬂ

Query Type Gift

Query Marne Donations Given This Yearl

Query Description Donations Given This Year

Others May Execute? v

Others May Modify? I _I

This queue will run on demand.
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5.

7.

From the menu bar, select Tools, Queue Options. The Queue Options screen appears.

¥ Queue Dptions | %] |

[lueue name: IEDnstituent Donors Greater Than $500

Description: Mames of donars giving more than $500 ;I

[ Other uzers may un this quele

W Other uzers may modify this queus

Irput quenys: I"v"l:nlunteers ﬂl

] I Cance| |

In the Input query field, click the binoculars to search for a query. When you select a query in the Input
query field, you specify that the queue use the properties of the input query. For this example, you can
use the Volunteers query as the input query for this queue. The Volunteers query lists all volunteers in
your database.

The Open Query screen appears.

i+, Open Query

Find: I [ueries j

S| Open

Cancel

& Edi

Optiong

Find Queries that meet these criternia:

Guemy bipe: I <l relevant typess vl Created On: I ml @4 Find Now
Query farmat: - Created by: lﬁ Mew Search
Querny name: lm

Drescription: lﬁ

™ Show merged queries anly ™ Ewact match atly Expand Besults

In the Queue name field, enter “Volunteers” to search for the Volunteers query.

AR
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8. Click Find Now. The Volunteers query appears in the grid.

i+, Open Query

Find: I Cueries j

Format w1 Open

Juery Description

Cancel

1 Oen |
't
L Ed |
Options |
<] | H
Find Queries that meet these criteria:
Query tepe: I <4l relevant typess - l Created Or: I ml ml
Query format: lﬁ Created by: lﬁ MNew Search |
Qe name: Im C%
Drescription: lﬁ
™ Show merged queries only [~ Exactmatch only Expand Besults |

| 1 recaord found.

9. Click Open. You return to the Queue Options screen. The Volunteers query now appears in the Input
query field.

10. Click OK. You return to the Queue screen.
11. Make any other necessary changes and click Save and Close on the toolbar.

Printing a Queue
Note: You can change your default printer for a queue by selecting File, Print Setup from the menu bar of the
Queue screen. For more information, see the Program Basics Guide.

You can use the following procedure to print the Queue Profile for your queue. A Queue Profile is useful to see
specific information you are adding or have added to a queue before you run the queue.
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» Printing a queue

1. From a Queue screen, select File, Print from the menu bar. For more information about opening a queue,
see “Accessing a Queue” on page 6.

E“JJ Birthday labels for ¥Yolunteers-May =] B3
E Edit Favorites Tools Help

7] Mew Chrl+ E | & (& | o ? |
(7 Open... Chrl+O |

¥ Delete. .

4+ Up ¥ Uown | Labels for Birthday Card
[& save Ctrl+s Diescription Lahels ﬂ
Save As... Labels For Birthday ... [ftaan Prink
E Save and Mew Chrl+iw [rata Format
E] Save and Close Chrl+L Include Header

File: Marme

. I T
== 7

Output Query I

A schedule Queus

Properties

[ Print Setup... Query Type Constituent
[ & Preview Query Mame Labels for Birthday Card10
= - Query Description Labels for Birthday Card
s Others May Execute? I~
E . Others May Modify? W~

Send as Mai...

~ LContinue proceszing if minimum Postal Discount requirements

Recently Accessed Queues  # are not met

Close

This queue will run on demand.

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press CTRL + P on your keyboard to print a queue.

2. The Queue Profile for the queue prints to your default printer.

Deleting a Queue

On occasion, you may want to delete a queue from your database. For example, you created two very similar
qgueues and only update and run one of the two most often. Once you are sure you do not need the second
gueue, you can select to delete the queue from your database. You can delete a queue from the Queue page or
from the Queue screen.

» Deleting an existing queue from the Queue page

Warning: Before you delete a queue, or any other record in The Raiser’s Edge, you should have a complete
backup of your database. To successfully back up your data, you must first shut down the database.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

[ The Raiser's Edge [- O[]

File Edt Wiew Go Favarites Tools Help
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mpor
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Records Birthday labels for Yoluresrs-May ©n demand Supervisor
Globally Delete Class of 1392 Alumni an demand Supervisor
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Globally ‘Wiite Off Custom Report 2005 ©On demand Supervisor
flodos Tnactive Constituents on demand Supervisor
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Task Scheduling Guide

Queue S
Allows you to set up a series of tasks to run automatically and unsttended. For more informetion about Gueue, see the Queue for
A

‘wielcome ko The Raiser's Edas 7

Warning: When the time comes for a queue to run, if the queue has been deleted, a message appears
informing you that the queue could not be found.

3. Select the queue to delete and click Delete on the action bar at the top of the page. A message appears,
asking if you are sure you want to delete the queue.

The Raizer's Edge B

@ Are pou zure you want to delete this queue?

Tes [ [a] |

If you do not have security rights to delete a queue, the Other users may modify this queue checkbox has
not been marked, or if you did not originally create the queue, you receive the message “User not
authorized to delete this queue.”

4. Click Yes. The queue is permanently removed from the database. You return to the Queue page.

» Deleting a queue item from the Queue screen

Note: You can delete a queue item from the action bar of the Queue screen. To do this, select the queue item
to delete in the grid and click Remove on the action bar.
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1. From a Queue screen, select File, Delete from the menu bar. For more information about opening a
gueue, see “Accessing a Queue” on page 6.

'tﬂl Birthday labels for Yolunteers-May [_ (O] ]
File Edit Favorites Tools Help

] Mew Chrl+h §|§ I3,| i

Chrl+0 I

? |

4+ Up ¥ Down Labels for Birthday Card

& save Curl+5 Diescription Lahels ﬂ
Save 4s... Labels For Birthday ... [t Print
i__!] Save and Mew Chrl+i Diata Farmat
E Save and Close Chri+L Include Header
0 o File: Marne
Schedule Queus Y Y- ~
£ of
FiieppiEes Oukput Query I
D Bt St Query Type Constituent
& - Query Mame Labels for Birthday Card10
m Guery Descripkion Labels for Birthday Card
é (2l Ewi? Others May Execute? cd
(& export... Others May Modify? |

Send as Mail. ..

w LContinue processing if minimum Postal Discount requirements

Recently Accessed Queues ¥ are not met

Close

Thiz queve will run on demand.

A message appears asking if you are sure you want to delete the queue.

The Raizer's Edge B
@ Are pou zure you want to delete this queue?
Tes [ [a] |

2. To permanently delete the queue, click Yes. To return to the Queue screen, click No.

Queue Reports

With the Queue for Task Scheduling module, several reports are available to help you track the different queues
entered in your database, to record the settings selected when you run a queue, and correct the exceptions
generated when you run a queue. The next chapters explain each report and how the report is useful to the
specific module with which you are working. If you use the Queue for Task Scheduling module, the following

reports are available for each module:

¢ Validation Report
¢ Control Report

* Queue Profile
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With the Queue for Task Scheduling module, several modules are available for you to include when creating and
running queues. With the Admin module, you can import data into your database, validate data, create import
files, and update existing records by importing updated information into your database. By identifying the type of
import to bring in and defining your import parameter file, you can easily import the information you need. With
the Queue for Task Scheduling module, you can set up and run multiple imports in one queue. In addition, you
can also run multiple modules in one queue. For example, you want to commit a gift batch of new pledges. You
also want to import action information into your database. Not only can you include both the Batch module and
the Admin module in one queue, you can set the queue to run at any time that is convenient for you.

Working with Queues for Admin

When working with queues for Admin, one category is available. A category is a breakdown within the Admin
module of the queue and helps to specify the type of task you are creating. The available category for the Admin
module is Import. Once you select the Import category for Admin, you can further specify the category by
selecting a subcategory. A subcategory specifies a breakdown within the category of a task. Subcategories
provide the specific information needed to successfully run the task. For more information about the Import
category and the available subcategories, see the Import Guide.

Once you select Import and specify a subcategory, select the appropriate checkboxes and options to include in
the queue. Then, specify a date and time to run the queue. For more information about running a queue, see
“Scheduling a Queue for Admin” on page 52.

Creating a Queue for Admin

Note: The Raiser’s Edge sample database includes several sample import files. These files may prove useful as
guides when you create import files. You can access the sample files for Import by clicking the ellipsis in the
What file do you wish to import? frame on the new import screen. The Select Import File screen appears,
where you can map to the sample import files stored in RE7/Help folders. In the Files of type field, select “All
Files”.

With the Queue for Task Scheduling module, you can create a new queue, create a queue from an existing queue,
or create a queue using a query as the input.

When you create a new queue from an existing queue, you are basically opening an existing queue and saving the
gueue under a different file name. For example, you ran a queue last month importing names of prospective
donors to your organization. This month, you want to import new names of prospective donors. You can set up
the queue and specify the queue to run at the most convenient time for you. This can be during your lunch break
or at night after your volunteers and employees have left for the day. You can open the queue you ran last
month, make any necessary parameter changes, and save the queue under a new name. You can now use the
settings from the previous queue to run your new queue.

When working with import files, you need to specify settings, or “parameters”, for the import file you include in a
gueue. Each import file has its own set of parameters. When you work with a particular import file many times,
remember that parameters set for the import file exist until you open the import file and change them. For
example, the first time you create a campaign import, you specify parameters for it and run the queue. Next
month, when you run the queue again, the same parameters exist. You can change the parameters for an import
file, but remember, only one set of parameters exists for each import file.

For more information about saving a queue from an existing queue, see “Creating a New Queue from an Existing
Queue” on page 30.
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When you create a queue using a query as the input, the input query can either apply to the queue task you are
creating, or it can apply to the entire queue. First, when creating an import queue item, on the import parameter
form, you can select Create import file and then choose a query of constituents to include. This query only
applies to the current queue task you are creating. You can only base an import file on a query if you select Create
import file. If you select other options such as Import new records, or Update existing records, the ability to base
the import file on a query is disabled on the import parameter form. For example, you are creating a new import
file to include in a queue. You only want to include certain constituents in the import file. You can use an input
query for the import you are creating, to specify only certain constituents be included in the process.

You can also create a queue using a query as the input from the Queue Options screen for a queue. From the
Queue Options screen, use the Input query field to search for a query to use as the input for the queue. This
query applies to the entire queue. The Input query field is always enabled because other queue items may exist
in the queue that can be affected by the query you select. Even though the Input query field is always enabled, it
does not mean that it will apply to the import task you are including in the queue. The input query only applies to
the import task you are including in the queue if you have selected Create import file, and the query type is
consistent with the import file type that you are creating. In general, whenever you include an input query for a
gueue, the query you select takes precedence over any query on a parameter form. For more information about
importing and the different options available, see the Import Guide.

From the Queue link of the Administration page, you can create new queues for Admin or open existing queues
to run unattended at designated times. To access the Queue page, click Admin on the Raiser’s Edge bar. The
Administration page appears. Click Queue. The Queue page appears. From the Queue page, you can create and
work with queues for Admin.

» Creating a new queue

Scenario: Earlier this month, you created an import file listing specific constituent names and
addresses in your database. You sent the import file to an outside research company to update the
addresses for the specific constituents listed in the file. You just received the updated file and need to
import the updated addresses into your database. Because the list contains many updated addresses,
you need to create a queue to import the information.

Note: One parameter form exists for each import file. You can change the parameters for an import from
within a queue.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

[ The Raiser’s Edge [- O[]

File Edt ¥iew Go Favarites ool Help

# Back 4 Fonsad| Openin separate window

gfﬁﬂ Administration*Quee

Administration || ] MewQueue | «j0pen 3 Delete.. | §5chedule.. @ Find..  Show Scheduied Qusuess  Install Queus Servics
System Statistics
e Hame: Description Scheduls Frequency Next run dateftime Created by Last run by Last run on L
mpor
— 2005 Buiding Fund Donations ai .... On demand E "
Hisa Address Import on demand Supervisar )
Slobaly Changs ||| | 2t Processing ©On demand Supervisor r\
Records Birthday labels for Yolurtesrs-May n demand Supervisor r\
Globally Delete Class of 1992 Alumni ©On demand Supervisor r\
Records Constituent Donors Greater Than $500 on demand Supervisar 1
Globally Wiite O || | Custom Report 2008 ©On demand Supervisor r\
Az Inactive Constituents on demand Supervisar b
Convert Pledges | || | pleges for 2008 Phonathon on demand Supervisor A
To Recuring
Gifts Queus for Yoluntesr 2 items - Yolunteer ... On demand Supervisor r\
Post o General | || | Supervisors Queue Ttems - Event Mana... On demand Supervisor r\
Ledger
Duplicate
Constituents
Merge
Consttuents
Drop Lapsed
Members Ll d
Security I Only show my queues
Queus
Recently Accessed Queues Quick Find
Blackbaud
Analylics Eirthday labels for Volunteers-iay 5| &
N Auction-Tracker ||| 2008 Buiding Fund Donations
Irtegration Batch Processing H
Queue =
Allows you'to set up & series of tasks 0 run automatically and unattended. For more information sbout Gueue, see the Gueve for Task
Seheduing Guide B
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A

3. On the action bar, click New Queue. The Add Items to New Queue screen appears. For more information
about accessing the queue page, see “Accessing a Queue” on page 6.

¥ Add Items to New Queue [ X]

Filter
Enter the module, categaory, and subcategory to filker the items that can be added to the queus.
Module: IAdmin j
Categony: IImport j
Subcategony: | Constiuent Address =l
5{3 e B [ IUse these ophions for all selected items.

Select I Description :
Action: IHun Irnport 'l Hestors toefaults |

For the control reports uze:

Action: IP[in[ vl

Printer: IGeneric PastScript Printer j

Copies: |1 j

I | ey shiow myimports
[ | Cancel | S bEqUENE |

| Tatal number of items in the queue: 0

In the Module field, select “Admin” to run a queue for the Admin module.
5. In the Category field, select “Import” to import information.

In the Subcategory field, select “Constituent Address”. You are importing updated addresses for the
constituents in your database.

7. When imports exist on the Add Items to New Queue screen, the Only show my imports checkbox is
enabled at the bottom of the screen. To display only imports that you have saved, mark the Only show my
imports checkbox.
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8. On the action bar, click New Item to add a new administration task. The Import-Constituent Address
screen appears.

Import - Constituent Address E3
File Edit Fawvortes Tools Help

b x| 2o Q6 ?-

1: General |2: File La_l,n:nutl i Fieldsl 4 Surmary

What do you want to do?
= Import new records Dptians

[~ Walidate data only

¥ Create new table entries

¥ Import records not found as new records

* Update existing records

= Create impoart filey

What file do you wizh to import?
Impaort file: |D:hupdatedaddresses.imp J

How do you want the spstem to identify existing constituents?
@ Usge the Import [0
" Use the Constituent 10
" Use the Social Security Number

What iz the format of this import file?

* Delimited - Characters separate the fields

= Fired width - Fields and records have a set lenath Fec lenoth: I Mo. of fields: I

< Hank | Hent » | Cancel | Save | |mDDItNDﬂ|

9. Onthe General tab, in the What do you want to do? frame, select Update existing records to specify that
you want to import a file that will update address information on your constituent records.

10. In the Options frame, mark the Create new table entries checkbox. When you mark this checkbox, new
table entries are created for those found in the import file that do not already exist in The Raiser’s Edge.
However, because new table entries are created, misspellings and incorrect formatting may occur. For

example, title entries may appear in several different forms: MR., Mr, Mr. It is important to be aware that
this may occur.

11. In the Options frame, mark the Import records not found as new records checkbox. When you mark this
checkbox, the program identifies any updated record that does not match an existing record in your
database, and treats it as a new record. A new record is created for the data.

If you mark the Import records not found as new records checkbox, make sure your import file includes
all fields required to import new records. For information about fields required for new imports, see the
Import Table chapter of the Import Guide.

Note: Animport file must be formatted in accordance with the parameter settings you select in Import. Import
files must be formatted as *.txt, *.csv, or *.prn files.
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12. In the What file do you wish to import? frame, in the Import file field, enter the name of the import file
to import. This is the name of the file that contains the updated address information to import. To search
for the file name, click the ellipsis. The Select Import File screen appears.

Select Import File EHE
Lack in: | = DDRIVE [D:) 7] - =% B2
Fllas CIRET
Frame book docs UK RE 7 docs
Hiztory FTF . updatedaddres
- 1386
ICYERIFY
Desktap ICW M 20
m 1C W in201_Installer
- I¥gen
My Documents IxgenfarFrank
Paint Shop Pro B
;
p— Program Files
My Computer
File name: Iupdatedaddresses. imp j Open I
Files of type: ||m|:||3rt Files [*.imp) j Cancel |
7

Select the name of the file to import and click Open. You return to the Import screen.

Note: To update a record, you must have a unique ID to reference the record.

13. Inthe How do you want the system to identify existing constituents? frame, mark the Use the import ID
checkbox. The import ID is a program-generated number assigned to your records. The Raiser’s Edge uses
the import ID to identify existing records.

14. In the What is the format of this import file? frame, mark Delimited - Characters separate the fields.
When you select this option, a character, such as a comma, is used to separate the fields in the import file.
Whatever you select as the format for the import file must be the same format you selected when you
created the import file.
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15. Click Next. The File Layout tab appears.

16.

17.

18.

Import - Constituent Address [ ]
File Edit Favortez Tool: Help

B x| sy ?-

i3 Fieldsl 4 Summar_l,JI

1: General | 2 File Layout

Field Separatorz and Text Qualifiers -

{* Comma Text qualifier:luugtatign vl I_

O Tab Pleaze indicate the text gualifiers. The information found between two text qualifiers

" Semicolon will be imported as iz, Ay field zeparators found between two text qualifiers will not
be treated as a field separator,

" Space

Otk I— Thig allows pou to distinguish between a field separator character and a character
izl that is part of the data to be imported.

Impaort Figld Mames -

* Field names are on the first line of the import file

" Impart file does not contain field nanmes

= Field names are in a separate file _I
Sample Import Format
AddrImpID AddrLines Addr Ciky ConsID ImportID
00001-027-0000184 246 Twin Lane/nE... Birmingham 1 00o01-079-0000155
00001-027-0000352 14681 Mountain Cr... | Birminghar 1 00001 -079-0000158
T[m AT R P . [ n.-m.-.zi
< Back | MHewt » | Cancel | Save | Import Mow |

The parameters on the File Layout tab must exactly match the parameters you specified when you
created the import file to be sent to the outside research company.

In the Field Separators and Text Qualifiers frame, select Comma to use a comma as the delimiter to
separate the fields in the import file.

In the Text qualifier field, you can define the beginning and end points of your field.

For example, to include the Address block field in your import file using quotation marks as your text
gualifier and commas as your separator, it would appear as “AddrBlock”. The text qualifier also allows the
program to distinguish between actual punctuation in a string of text and the field separator. For example,
if you select the comma as your separator and then try to import the following address — 100 Main
Street, Apt. 23F — the program may think the comma indicates a new field. By placing a text qualifier at
the beginning and end of your field — “100 Main Street, Apt. 23F” — the program knows all text
contained between the text qualifier is part of the same field.

In the Import Field Names frame, select Field names are on the first line of the import file. When you
select this option, the first line of the import file is the header line or row, which contains the import
name of the fields included in the file.
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19. Click Next. The Fields tab appears.

Import - Constituent Address [ ]
File Edit Favortez Tool: Help
W x|S0
1: General I 2 File Layout
Indicate where each ‘Field to Import’ should go by choosing the Raiser's Edge Field from the list of YAsvailable
Fields'
—Awailable Fields———— -~ Impart Figlds
Shaw: |<-"-\|| fields: j Field to Impart Raiser's Edge Field | Extension
—-Address e AddrImpID fddress Impork ID (&,
~ddress Import 1D Addrlines Address Lines {addrLi. ..
-dhddress Lines
CART Addrity City (addrCity)
~City ConsID Constituent ID (ConsID)
~Constituent (D -
~Constituent Import 10 ImportID Canskituent Import 1D ..
—LConztitugnt S5M S5Mum Constituent S5M (55N,
oLty
oty — AddrCountry Country (AddrCountry)
~Date from AddriZounty Counky (AaddrCounky)
:ZIB E.tg to Addrstate State (AddrStats)
~Info zource AddrZIP ZIP (AddrZIP)
~LOT
~MNZ City frees
Click here for detailed field information.
ek Firnd... | SElect > | <- Remaove Update Fields | Clear Fields |
¢ Back | Hewt » | Cancel | Save | Irnport M ow |

Note: The import values contained in your import file must be arranged in the same order you arrange the
field names on the Fields tab.

20. From the Fields tab, you map the fields in the import file to the appropriate location in The Raiser’s Edge.
The program attempts to automatically match all your Fields to Import entries with the fields in The
Raiser’s Edge. If the program does not recognize a field name, you must manually map to the field. All
available fields appear in the box to the left of the grid. For more information, see the Import Guide.
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21. Click Next. The Summary tab appears.

22.

23.

24.
25.
26.
27.

28.

Import - Constituent Address E3
File Edit Favortez Tool: Help

=i IR

1 Generall 2 File La_l,JnutI 3 Fields 4 Summary |

Import Options

[ Create exception file of records not updatedZimported ID:\er:ception.imp _I
[V Create an autput querny of the records imported

¥ Create an output queny of the records updated
¥ Create contral report

Irport Summary Information -

Type: Constituent Address a
File Mame: updatedaddresses.imp

Mew conzstituent addreszes will be imparted
Exizting constituent addrezses will have their information updated

Figld names are on the firgt ine of the import file
Figlds are separated by Comma
The text qualifier iz a <Guotation:

These fieldz will be imported and/or updated:
Address lmport (D [Addilmpl D]
Address Lines [AddiLines)

City [AddiCity]
Congtituent 1D [ConglD] LI
< Back | [ EpE | Cancel | Save | Importhﬂl

In the Import Options frame, you can choose to create an exception of files not updated or imported, an
output query of the records imported or updated, or a control report. For this example, mark all
checkboxes. Later, when you add the queue item to the queue, on the Queue screen, you can specify a
name and description for the output query.

When you mark the Create control report checkbox, a control report is created after the import runs that
lists criteria fields and criteria operators selected for the import. The report also shows the import name
and the location of the saved import. You can select to print or preview the control report.

Click Save on the toolbar. The Save Import As screen appears.

Save Import As

Hame: |L||:u:Iateu:I Addreszes 5 ave I

Description: |updated address from 2003 file. Cancel

[V Other uzers may n this impart
[ Other uzers may modify this import

In the Name field, enter “Updated Addresses”.
In the Description box, enter “Updated addresses from 2008 file”.
To allow users other than you to run the report, mark the Other users may run this import checkbox.

To allow users other than you to modify the report, mark the Other users may modify this import
checkbox

To save the parameters for the new queue item and close the Save Import As screen, click Save. You
return to the Import-Constituent Address screen.
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29.

30.

31.

32.

33.
34.

To close the Import-Constituent Address screen, click the “X” at the top right corner of the screen. You
return to the Add Item to New Queue screen.

On the Add Items to New Queue screen, in the Select column, mark the checkbox next to “Updated
Addresses” to add this queue item to the queue.

Once you select the queue item to add, several options are enabled on the right side of the Add Items to
New Queue screen.

¥ Add Items to New Queue
Filter
Enter the module, category, and subcategory to filker the items that can be added ta the gueue.
Todule: IAdmin j
Cateqgory: IImport j
Subcategony: | Constituent Address =]
;fj il I IET E’ [ Uze theze options for all zelected items.
Select I Description I bt Iﬁ T
cior: ¥ |
[ Updalted Addriesses il Rur Irmpart Restore ta Defaults
For the control reports use:
Action: IF‘rint vl
Brinter: |HP Desklet 722C E
Copies: [1 j
W Orly show my imports
ak. | Cancel | Add to queue |

| Total number of items in the quewe: 0

In the Use these options for all selected items frame, “Run Import” defaults in the Action field. You are
going to run the import file.

Under For the control report use, in the Action field, specify the action for the control report. You can
either export, print, or send the control report as email.

In the Printer field, specify the printer to print the control report.
To add the new queue item to the queue, click Add to queue.
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35. Click OK. The New Queue screen appears.

¥]| New Queue

File Edit Favorites Tools Help

I[=] B3

E]Saveand[ﬁ\use"u|i |Q|§&|Eﬂ ?

Hueue |Emcessing I Mizcellaneous I

S Ly x - Un % lown - |Updated Addresses
Module Category Drescription

Impart

Admin Updated Addr

Action

Data Format
Include Header
File Mame

Document Name

Run Irnport

r

[-]

Qutput Query

Query Type

Conskituent

Query Mame

Query Description
Others May Execute?
Others May Modify?

Updated Addressesz
Updated Addresses
[

I~

This queue will run on demand.

Note: On the Processing tab, you can specify what to do if an error occurs while running the queue. For
information about the Processing tab, see “Processing Tab” on page 154.

On the left side of the New Queue screen, you can see the list of queue items for the queue. Multiple
modules can be included in one queue. When you select a queue item, the preferences you selected for
that queue item appear to the right of the New Queue screen. You can change the information on the
right side of the screen, such as the action and data format for the queue item. Earlier, if you selected to
create an output query, you can now specify a name and description for the output query in the Output

Query column.

In the bottom left corner of the screen, the frequency appears for the queue. At a glance, the frequency
lets you know how often or seldom the queue is scheduled to run. Examples of frequencies are on

demand, hourly, and monthly. You can change the frequency of a recurring queue on the Processing tab.
For more information, see “Processing Tab” on page 154.

36. To save the new queue, click Save. The Save Queue As screen appears.

¥] Save Queue As |

[lueue name: I.-’-'-.ddress |rmpart

Description: |Ipdated addrezses, 2003

v Other uzers may un this quele

W Other uzers may modify this queus

Save I Cancel

=
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Note: When you save a queue to your database, any export file name that you enter is validated against other
export file names in your database. If duplicate file names exist, a message appears asking if you want to
change the current file name. For more information about saving a queue, see “Saving a queue” on page 29.

37. Inthe Queue name field, enter “Address Import”.
38. In the Description box, enter “Updated addresses, 2008”.
39. To allow users other than you to run the queue, mark the Others users may run this queue checkbox.

40. To allow users other than you to make changes to the queue, mark the Other users may modify this
queue checkbox.

41. Click Save. You return to the New Queue screen.
42. To save and close the queue, click Save and Close on the toolbar. You return to the Queue page.

You can now run the queue. For more information about running a queue, see “Scheduling a Queue for
Admin” on page 52.

Scheduling a Queue for Admin

Warning: If you are using The Raiser’s Edge on a network, make sure all other users have exited the program
before running any imports.

Once you create a queue, you can either select to save and run the queue immediately, or you can select another
date and time to run the queue.

When the queue is recurring, you can schedule the queue to run at a set frequency. For more information about
scheduling recurring queues, see “Scheduling a Recurring Queue” on page 157.

To successfully run a scheduled queue, at least one computer must be set up as a Queue Service computer.
Queue Service is a utility in The Raiser’s Edge that enables you to run scheduled queues. For more information
about installing Queue Service, see “Installing Queue Service” on page 148. You do not need to install queue
service to run queues on demand.

Note: From The Raiser’s Edge shell, you can also run a queue by selecting File, Schedule Selected Queue from
the menu bar. From the Queue screen, you can run a queue by clicking Open in the toolbar or by selecting File,
Schedule Queue from the menu bar.

» Scheduling a queue

Scenario: You recently received a file from an outside research company that contains address
updates for constituents in your database. Because many addresses need importing, you created a
gueue to import the address updates. Open the queue and select to run the queue at 8:00 tonight,
after your volunteers and employees have left for the day. Before you run the queue, you must
properly set up and save the queue. This scenario uses the queue created in “Creating a new queue’
on page 43.

z

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

i The Raiser's Edge [-10[]
File Edt Wiew Go Favarites Tools Help

# Back 4 Forsad| Open in separate window

A mretrat = =
gt Horne fjﬂ Administration=Quene
i ;
I‘ﬁ = Administration | | ] NewOueue ‘v Open 3 Delete.. —§ Schedus.. @ Find.. Show Sgheduled Queuss  Install Queus Service
i’ I System Statistics
pot Name Description Schedule Frequency Mexk run date/time Created by Last run by Last run on
mpor
@ 0 Report detailing don.... ©on demand & isor Supervisor 02/01/2005
Globally Add p—— - -
7 bk on demand E or
s Eport On demand Supervisor
Globally Change
Records Birthday labels For Volunkesrs-May ©n demand Supervisor
Globally Delete Class of 1992 Alumni ©n demand Supervisor
Fecords Constituent Donors Greater Than $500 on demand Supervisar
Globally ‘Wiite Off Custom Report 2008 ©On demand Supervisor
GalEE Inactive Constitusnts on demand Supervisor
Convert Pledges | || | pleges For 2008 Phonathon on demand Supervisor
ToRecuring
Gifts Queue For Yolurteer 2 items - Yolunteer ... On demand Supervisor
Post to General Supervisors Queus Ttemns - Event Mana. .. On demand Supervisor
Ledger
Duplicate
Constituents
Meige
Constituents
Diop Lapsed
Members « |
Security I Only show my queues
Recently Accessed Queues Quick Find
Blackbaud
Analylics Address Import A&
AuctionTracker | || Birthday labels for Wiolunteers-May
Integration «Constituent Donors Greater Than $500 LI
Queue =
Allowss you to set up a series of tasks to run automatically end unettended. For more information about Gueue, see the Queue for
Tzsk Scheduling Guide. _I
A
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3. Inthe grid, select “Address Import”.
4. Click Schedule on the action bar at the top of the page.

Warning: For a queue to run successfully, the database must be running.

Once you select to run the queue, if you marked the Create control report checkbox on the Options
screen, the queue is validated to ensure that the printer, file, or mail recipient can be located. If the
printer, file, or mail recipient cannot be located, a message appears informing you that the information
cannot be successfully located. To correct the information, click Edit User Options on the Options screen.
For more information about setting user options, see “User Options” on page 8.

If any other item in the queue is not valid, the Queue Validation Complete screen appears. For more
information about validating a queue, see “Validating a Queue” on page 17.

Warning: You must enter a date and time to run the queue that is either on or after the current date and time.
If the validate process is successful, the Schedule screen appears.

Schedule Address Import

Enter the date and time to begin processing the queus and press 'Schedule Quesue’
or prezs ‘Run Quews Mow' to run the queue now.

Current date: 05/12 /2008 Current time: 3:47:55 AM
Queue start date: |05/12 /2008 Glueue start time: I a-00 F'Mﬁ

Run As: ISupBWiSDI vl Run Or: I

Beqin processing with: I.&ddress Impaort j

Scheduls Queus | Cancel | Run Queue Mow |

Note: On the Schedule screen, you can click Run Queue Now to run the queue now.

5. In the Queue start date field, enter today’s date to run the queue tonight.
6. In the Queue start time field, enter “8:00 PM” to run the queue at 8:00 tonight.
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Tip: In the Queue start date field, press F3 on your keyboard for today’s date and F7 for a calendar.

7. Inthe Run As field, select the user to run the queue. Security rights are considered based on the user’s
security settings. A scheduled queue can run only when the user selected in the Run As field is not logged
into The Raiser's Edge.

8. In the Run On field, enter a specific computer on which to run the queue. This field is useful when you
have more than one queue server.

9. Inthe Begin processing with field, if you have more than one queue item in a queue, you can select which
gueue item to process first by selecting a queue item in this field.

If more than one queue item exists in the queue and you select a queue item other than the first one in
the list, queue items listed before the one you select in this field will not run. For this example, only one
gueue item exists in the queue.

Warning: When the time comes for a queue to run, if the queue has been deleted, a message appears
informing you that the queue could not be found.

10. To schedule the queue to run at the time you specified, click Schedule Queue. The Queue sits on the
Queue Schedule screen until it is ready to run. For more information about viewing scheduled queues,
see “Showing scheduled queues” on page 165.

If you change your mind and decide to run the queue now, you can click Run Queue Now to cancel the
scheduling process and begin processing the queue immediately.

Queue Reports for Admin

With the Queue for Task Scheduling module, several reports are available for Admin to help you track the
different queues entered in your database, record the settings selected when you run a queue, and correct the
exceptions generated when you run a queue. A validation report, a queue profile, and a control report are
available for the Admin module.

Validation Report

You can validate a queue by selecting Tools, Validate from the menu bar of the Queue screen. The Queue
Validation Complete screen appears, specifying how many items successfully validated or failed. You can view the
validation report for items that failed to validate by clicking Preview Report on the Queue Validation Complete
screen. A validation report appears only if errors are found during the queue validation process. When the
validation report appears, you can view the queue name; description; input query; module; subcategory; and
category for each invalid item in the queue. The report also gives an explanation for the invalid queue item.
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For more information about validating a queue, see “Validating a Queue” on page 17.

[ Queue Repart [_[5]x]

3 R S = [ e

2012/2008 Blackbaud Demo
Queue Validation Report

Quene Nazae: Address Tumort
Description: Updated addresses, 2008
Report Ran Date: 2/12/2008

EXCEPTIONS:

Module Category Subcategory Description Reason

Ademin Irmport Corstituent Address Upidated fuddresses Import file ot found:
pdatedaddresses imp

Total exceptions listed:
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Queue Profile

You can select to preview a profile for the queue you are working with at any time. A queue profile is basically a
summary of the options you set up for the queue. For example, on the Queue Profile screen you can view the
name and description of the queue, as well as the properties of the tasks included in the queue. Once you
preview the queue profile, you can select to print or export the information for the queue. To access a queue
profile, select File, Preview from the menu bar of the Queue screen.

] '_ : | wifim | lw.uuz” | fﬁ] a2 i

612/2008 Blackbaud Demo Page |
Queue Profile

Queve Nares: Address [ruport Last runby: Supervisor
Diescription: Undsted addresses, 2008 Last nun oz 1241242008
Crestedby: Supervisor Last run commleted successfillv: Ves
Created on: £/12/2008

Input Query:

Module Category Subcategory Description

Lydroin Constituent Address

Output

Tmmport Undated fiddresses

Traport
o Iraport

Control Report
Aetion: Print

Friner; HF Desklet 7220
Copras: 1

Output Query
Crugry fype: Constitusnt
Cueue Name: Undated Addresses
(uery dascripfion: Updated Addresses
Others may execute: Ves
C¥hars may modify: Yes

Control Report

When you mark the Create control report checkbox on the Options screen in User Options, a control report
appears after a queue finishes processing. Depending on your settings in User Options, the control report either
exports, prints, or is sent as email. There are two types of control reports — Summary and Detail. When you mark
the Create control report checkbox in User Options, you need to select which type of report to create. For more
information about setting up user options, see “User Options” on page 8.
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Summary

The summary report includes the queue name, description, input query, start date and time, and end date and
time for the queue. The summary report also lists the type of module, category, subcategory, and description for
each queue item entered in the queue. You can select whether to create a summary control report or a detail
control report for a queue in User Options. For more information about User Options, see “User Options” on
page 8.

AR Qusue Control Report [ [51x]
x| ] - : o

* Preview

0L0202008 Blackbaud Demo
Queue Control Report

Quene name: Address Iraport

Description: Undated addresses. 2008

Tnpnt query:
Start dateftue: 010202008 / 12:00:00 PRI
End dateitire: 0110202008 [ 12:35:00 PR

Elapsed time: 00:33:00

Status: Allcompleted
Elapsed
Category Subcategory Description Start Time End Time Time Status

Irport Constituent & ddress Updated Addresses 120000PM 12:3500PM  00:35:00 Completed
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Detall

The detail report includes the queue name, description, input query, start date and time, and end date and time
for the queue. The detail report also lists the type of module, category, subcategory, description, and each option
you selected for the queue. These options can include checkboxes you selected, which printer you specified for
the queue output, or the names of people receiving the queue output as email. You can select to either create a
summary control report or a detail control report for a queue in User Options. For more information about User
Options, see “User Options” on page 8.
I Queue Contiol Report

x|
 Preview

[_[5]x]
S| i

=1 o0 a1

Blackbaud Demo
Queue Control Report

010212008

Quene name
Deseription:
Inpt query:

Start dateftire:

End dateftizee:
Elapsed time
Status:

Category

Address Irport
Undated addresses, 2008

01022008 / 12:00.00 PM
010272008 / 12:21:00 PRT
00:21.00

Al corpleted,

Subcategory

Description Start Time End Time

Elapsed
Time

Status

Taport

Constituent Sddress

Cutput:

Ackion

Cutput:

Action

Printar:

Undated fddresses 12:00:00PM 12:21:00PM

Outgut
Iupart
Irmport

Control Repart
Fint
HP Desklet 722C

Copies: 1

Oufpuf quary fype
Cuipurf query name

Cuery deseripfion.

(Cthers may execute

Others may modify:

Output Cuery
Constitusnt
Updated Addresses
Undated Addresses
Yes

Yes

00:21.00

Campleted
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With the Queue for Task Scheduling module, several modules are available for you to include when creating and
running queues. With Batch, you can commit constituent, gift, and time sheet batches included in the queue, and
run multiple batches in one queue. In addition, you can also run multiple modules in one queue. For example, you
want to commit two gift batches that you created yesterday. You also want to print address labels for your
mailing this month. Not only can you include both the Batch module and the Mail module in one queue, you can
set the queue to run at any time that is convenient for you.

Working with Queues for Batch

When working with queues for Batch, three categories are available. A category is a breakdown within the Batch
module of the queue and helps to specify the type of task you are creating. The available categories for the Batch
module are Constituent, Gift, and Time Sheet. No subcategories exist within the Batch module. For more
information about the available categories for Batch, see the Batch Guide.

Once you select the specific category for Batch, select the appropriate checkboxes and options to include in the
qgueue. Then, specify a date and time to run the queue.

For more information about running a queue, see “Scheduling a Queue for Batch” on page 67.

Creating a Queue for Batch

Warning: An existing batch cannot be edited from within a queue. You must edit batches within the Batch
module of The Raiser’s Edge. For more information about editing batches, see the Batch Guide.

With the Queue for Task Scheduling module, you can create a new queue or create a queue from an existing
gueue to commit to the database. The Batch module is a little different than all other modules available in Queue
for Task Scheduling. With other modules, you can create new items to add to a queue, such as a new task to print
labels or a new query. While working in a batch queue, you cannot create a new constituent, gift, or time sheet
batch. Constituent, gift, and time sheet batches must already exist. Once you create a batch, you can then create
a new queue and include the batch in the queue.

You can also specify settings, or “parameters”, for batches you include in the queue. Each batch has its own set of
parameters. When you work with a particular batch many times, remember that parameters set for the batch
exist until you open the batch and change them. For example, the first time you commit a recurring batch, you
mark the Create a new batch of exceptions checkbox on the Commit Gift Batch screen, and run the queue. Next
month, when you run the queue again, the Create a new batch of exceptions checkbox is still set as a parameter.
You can change the parameters for a batch, but remember, only one set of parameters exists for each batch.

With the Batch module, you can create a queue to commit a batch with numerous gifts, or set a specific time for
a recurring batch to commit to the database. You can also create new queues from existing queues. When you
create a new queue from an existing queue, you are basically opening an existing queue and saving the queue
under a different file name. By doing this, you are basing the new queue on the settings of the existing queue. For
example, last month you ran a queue committing a gift batch that contained gifts donated during your February
Appeal. This month, you want to create a queue to do exactly the same thing, but this time, you want to commit
the batch for your March Appeal. You can open the queue you ran last month, select your March Appeal batch,
and save the queue under a new name.

For more information about saving a queue from an existing queue, see “Creating a New Queue from an Existing
Queue” on page 30.

From the Queue link of Administration, you can create new queues for Batch or open existing queues to run
unattended at designated times. To access the Queue page, click Admin on the Raiser’s Edge bar. The
Administration page appears. Click Queue. The Queue page appears. From the Queue page, you can create and
work with queues for Batch.
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Warning: You cannot create a new constituent or gift batch from within a queue. You must create batches
within the Batch module of The Raiser’s Edge. For more information about creating batches, see the Batch
Guide.

» Creating a new queue

Scenario: Your organization just finished receiving pledges for its Annual Phonathon. You created a
gift batch containing the numerous gifts pledged during your fundraiser last week. Now, you are ready
to commit these pledges to the database. Because the gift batch is large, you need to use a queue to
commit the gift batch to the database at the end of the business day. Name the queue “Pledges for
2008 Phonathon”.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Queue. The Queue page appears.

[ The Raiser’s Edge [- O[]

File Edt ¥iew Go Favarites ool Help

# Back 4 Fonsad| Openin separate window

gfﬁﬂ Administration*Quee

Administration | | ] NewOueue =j0pen 3 Delete. Tﬁchedu\e i Find..  Show Scheduled Queuss | Install Queus Service

Spstem Statistics

Hame

Sthedule Frequency Next run dsts/time C

Import

— 2005 Buiiding Fund Don, .... On demand E

S Address Import on demand S

Slobaly Changs ||| | 2t Processing ©On demand Supervisor A
Records Birthday labels For Voluntesrs-May n demand Supervisor r\
Globally Delete ||| | Class of 1352 Alumni ©On demand Supervisor r\
Records Constituent Donors Greater Than $500 on demand Supervisar 1
Globally Wiite O] || | custom Report 2008 ©On demand Supervisor r\
et g Inactive Constituents on demand Supervisar b
Convert Pledges | || |pleciges for 2008 Phonathon On demand Supervisor A
To Recuring

Gifts Queus for Yoluntesr 2 items - Yolunteer ... On demand Supervisor r\
Post o General | || | Supervisors Queue Ttems - Event Mana... On demand Supervisor r\
Ledger

Duplicate

Constituents

Merge

Consttuents

Drop Lapsed

Members < ﬂ

Security
Queue .
T Recently Accessed Queues Quick Find

lackbau
Analytics Birthday labels For Volunteers-May a| &
M | Auction-Tracker | || 2008 Bulding Fund Donations
Integration Batch Processing =l

I Ol shaw my queves

Queue 2
Allows youto set up a series of tasks to run automatically and unattended. For mare informetion about Queve, see the Queue for Task
Scheduiing Guide: B
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Note: Nonrecurring gift batches that have been previously committed will not appear in the list of gift batches
available for selection in a queue. For more information about creating gift batches, see the Batch Guide.
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3. Click New Queue on the action bar. The Add Items to New Queue screen appears. For more information
about accessing the Queue page, see “Accessing a Queue” on page 6.

¥]| Add Items to New Queue
Filter
Enter the module, category, and subcategory to filker the items that can be added ta the gueue.
Todule: IBatch j
Cateqgory: IGifl j
Subcategons: I j
Iﬁ TEFIETT e @ B Usze these options for all zelected items.
Select I Description I Aci Iﬁ Frestore to Diefaul
chiom; -
25 - 10 gifts of $100 - 10/03/2008 N | Commit MI
26 Far the contral reparts uze:
27 Action: IPnnt vl
"}/ 39 - 2008 Phanathaon ;
Erinter: |HP Destel et 722C =l
Copigs: 1 ::Il
™ Only show my batches
[0k | Cancel | Add to queue |

| Tatal number of items in the queue: 0

In the Module field, select “Batch” to commit a batch to the database.
5. In the Category field, select “Gift” to select your gift batch to commit to the database.

When batches exist on the Add Items to New Queue screen, the Only show my batches checkbox is
enabled at the bottom of the screen. To display only batches that you saved, mark the Only show my
batches checkbox.

7. On the Add Items to New Queue screen, in the Select column, mark the checkbox next to “2008
Phonathon”.

8. Click Open. The Commit Gift Batch screen appears, and you can specify settings for the batch.

Commit Gift Batch =l

1: General Iz; F'aymentsl

Step 1: Enter general information

[ | 4alidate Batch befare committing

v iCreate gift queny of committed gifts

¥ Create a new batch of exceptions
[V Create control repart | Summary || & Previers €0 Fiint
¥ Delete batch after committing
¥ Automatically apply qifts ta pledges and recuring gifts
[~ Only apply gifts to pledges and recuring gifts with the same fund(z] [

Batch Statistics I
Running number of gifts: 31 Mumber of matching gifts: 4
Rurrirg arnount: $5.020.00 t atching qift armount: $210.00
Created on:| 08/03/2008 3:43:24 A Times committed: I
Lazt changed on: 03/03,/2008 11:09.46 ... Lazt committed on;
Created by: Supervizor

© Eael Hest » Cancel Save and Cloge |
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9. To create a query of all gifts you entered in this batch, mark the Create gift query of committed gifts
checkbox. Later, when you add the queue item to the queue, the Queue screen appears. Options appear
on the right side of the Queue screen where you can specify the name and description for the query. We
strongly recommend that you mark this checkbox because you can later use this query to send a letter or
other mailings to the constituents for whom you added gifts in this batch.

Warning: When you mark the Create gift query of committed gifts checkbox, the program includes only the
gifts committed to the database. Any gifts not committed to the database due to exceptions are not included
in the query.

10. To create a new batch containing all gifts not committed to the database, mark the Create a new batch of
exceptions checkbox.

11. To create a control report after you commit the batch to the database, mark the Create control report
checkbox. Mark this to select whether to create a Detail or Summary report in the adjacent field. For
more information about a detail or summary control report, see “Control Report” on page 71.

12. To delete the batch file after committing the batch to the database, mark the Delete batch after
committing checkbox. Even though the program deletes the batch file, the batch number is never reused.
You may want to mark this checkbox to reduce the size of your database.

Note: Gifts can be automatically applied to a recurring gift if the recurring gift is active, the pay method is cash,
and the next transaction does not have the status of pending. A recurring gift transaction has the status of
pending when the previous transaction has not yet been committed.

13. To have the program automatically apply a gift to a pledge or recurring gift when a constituent has an
outstanding pledge or recurring gift, mark the Automatically apply gifts to pledges and recurring gifts
checkbox. For more information about automatically generating gifts in a batch, see the Electronic Funds
Transfer (EFT) Guide.

When you mark this checkbox, the program determines whether each constituent who gave an eligible
gift has any outstanding pledges or recurring gifts. If no outstanding pledges or recurring gifts exist for the
constituent, the gift is committed to the database as you entered it. When a constituent has outstanding
pledges or recurring gifts, the program applies the gift to the oldest outstanding pledge or recurring gift
matching the fund listed in the batch. If you split the gift entered in the batch over several funds, the
program selects the pledge or recurring gift with the same funds. When an exact match does not exist,
the program selects a pledge or recurring gift with at least one common fund listed on the constituent’s
record. Each gift is automatically applied to only one pledge or recurring gift.
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14. Click Next. The Payments tab appears.

Commit Gift Batch

Step 2: Indicate how to process payments

1: General

If a payment overpays a pledge:

" Create gift with remainder i

i [dohot Sammit e paymistt]
If & payment iz applied ta a gift that iz linked ta a memberzhip:

¥ &pply the payment to the same membership

Batch Statistics I
Running number of gifts: 31 Mumber of matching gifts: 4
Running amount; $5.020.00 b atching gift amount; $210.00
Created on: 08/03/2008 9:49. 24 AM Times committed: a0
Last changed on: 08A03/2008 11:03:46 .. Last committed on:
Created by: Supervizor

< Back I Mest » | Cancel | Save and Close |

15. When you apply a gift to a pledge or recurring gift that is greater than the amount of the pledge or
recurring gift transaction, select Create gift with remainder to have the program create a separate cash
gift, or select Create an exception (do not commit the payment) to create an exception and not commit
the gift.

Note: When working with recurring gift batches, the Recurring Batch tab appears on the Commit Gift Batch
screen. You can specify the gift date, post date, and batch number on this tab. For more information about the
Recurring Batch tab, see the Batch Guide and the Gift Records Guide.

16. When a payment is applied to a gift linked to a membership, to apply the payment to the membership,
mark the Apply the payment to the same membership checkbox.
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17. Click Save and Close. You return to the Add Items to New Queue screen.

¥ Add Items to New Queue [ %]

18.

19.

20.
21.

22.

—Filk
Filter

Enter the module, categaory, and subcategary to filter the items that can be added to the queus.

Module: IBatch j
Categony: IGifl ﬂ
Subcategony: I j
% THEwIrEm Ly Bl [ Usze these options for all selected items._
Select I Description I R Iﬁ S
: -
[T |25- 10 gifts of $100 - 10/03{2008 g Comnil MI
[ 26 For the control reparts use:
- 27 Action: IF‘rint vl
- 39 - 2008 Phanathan :
Evinter: |HP Desk et 722C =l
Copies: |1 ::ll
™ Orly show my batches
) | Cancel | Add to queue |

| Tatal number of items in the queue: 0

On the Add Items to New Queue screen, in the Select column, mark the checkbox next to “2008
Phonathon” to add this queue item to the queue.

Once you select the queue item to add, several options are enabled on the right side of the Add Items to

New Queue screen.

In the Use these options for all selected items frame, in the Action field, select “Commit” to commit the

gift batch to the database.

Under For the control and exception reports use, in the Action field, select “Print”.
In the Printer field, specify the printer to print the report.

Additional options appear on the right side of the screen depending on the action you choose. For

example, you can select an export format, name, or a printer path.
To add the new queue item to the queue, click Add to queue.
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23. Click OK. The New Queue screen appears.

¥]| New Queue JH[=] E3

File Edit Favorites Tools Help

E]Saveand[ﬁ\use" u|__ ||g'|§ &| A

? |

Hueue |Emcessing I Mizcellaneous I

i ] b 4 Up $ 0o |45 - 2008 Phonathon
Module Category Drescription Eatch Exception Repart ﬂ
Phonathon  ESEN Carmrmit Print
Data Format
Include Header
Fils Mame _'LI
RIS >
Cutput Query ﬂ

Query Type Gift
Query Mame 45 - 2003 Phonathon1
Guery Descripkion 45 - 2005 Phonathon
Others May Execute? cd

Thiz quewe will run on demand.

Note: On the Processing tab, you can specify what to do if an error occurs while running the queue. For
information about the Processing tab, see “Processing Tab” on page 154.

On the left side of the New Queue screen, you can see the list of queue items for the queue. Multiple
modules can be included in one queue. When you select a queue item, the preferences you selected for
that queue item appear on the right of the New Queue screen. You can change the information on the
right side of the screen such as the action and data format for the queue item.

In the bottom left corner of the screen, the frequency appears for the queue. At a glance, the frequency
lets you know how often or seldom the queue is scheduled to run. Examples of frequencies are on

demand, hourly, and monthly. You can change the frequency of a recurring queue on the Processing tab.
For more information, see “Processing Tab” on page 154.

24. Click Save. The Save Queue As screen appears.

¥] Save Queue As |

[lueue name: IP|EE|§|ES for 2008 Phonathon

Description: [ i b atch far 2005 pledges |

v Other uzers may un this quele

W Other uzers may modify this queus

Save I Cancel

25. In the Queue name field, enter “Pledges for 2008 Phonathon”.
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Note: When you save a queue to your database, any export file name that you enter is validated against other
export file names in your database. If duplicate file names exist, a message appears asking if you want to
change the current file name. For more information about saving a queue, see “Saving a queue” on page 29.

26. In the Description box, enter “gift batch for 2008 pledges”.
27. To allow users other than you to run the queue, mark the Others users may run this queue checkbox.

28. To allow users other than you to make changes to the queue, mark the Other users may modify this
queue checkbox.

29. Click Save. You return to the New Queue screen.
30. Click Save and Close on the toolbar to save and close the queue. You return to the Queue page.

You can now run the queue. For more information about running a queue, see “Scheduling a Queue for
Batch” on page 67.

Scheduling a Queue for Batch

Note: From The Raiser’s Edge shell, you can also run a queue by selecting File, Schedule Selected Queue from
the menu bar. From the Queue screen, you can run a queue by clicking Open in the toolbar or by selecting File,
Schedule Queue from the menu bar.

Once you create a queue, you can either select to save and run the queue immediately, or you can select another
date and time to run the queue.

When the queue is recurring, you can schedule the queue to run at a set frequency.
For more information about scheduling recurring queues, see “Scheduling a Recurring Queue” on page 157.

To successfully run a scheduled queue, at least one computer must be set up as a Queue Service computer.
Queue Service is a utility in The Raiser’s Edge that enables you to run scheduled queues.

For more information about installing Queue Service, see “Installing Queue Service” on page 148. You do not
need to install queue service to run queues on demand.

» Scheduling a queue

Scenario: You created the queue “Pledges for 2008 Phonathon”, containing a gift batch of pledged
gifts. Now, you are ready to commit this gift batch to the database by running the queue. Because the
gifts are numerous, you need to set the queue to commit at the end of the business day. Before you
run the queue, you must properly set up and save the queue. This scenario uses the queue created in
“Creating a new queue” on page 61.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

[ The Raiser's Edge [H[=1 E3

File Edit Wiew Go Favorites Tools Help

® Back % Foward | Open in separate window

4 nistrati Al e
Byt Horne iﬁﬂ Administration* Quete
<
l’ﬁ = Administration || ] Mew@ueue o Open 3 Delete..  §Schedule.. @YFind.. Show Scheduled Queues  Install Queus Service
’ System Stafistics
~ = Hame: Description Schedule Frequency Mext run deteftime Created by Last run by Last run on
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Globaly Delete ||| | Class of 1992 Alurni Cn demand Supervisor
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Pledges Tnactive Constituents ©n demand Supervisor
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Dugplicate
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Task Scheduling Guids

Queue ]
Allows you to set up a series of tasks to run automatically and unsttended. For more informetion about Gueue, see the Queue for
A
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3. Inthe grid, select “Pledges for 2008 Phonathon”.
4. Click Schedule on the action bar at the top of the page.

Warning: For a queue to run successfully, the database must be running.

Once you select to run the queue, if you marked the Create control report checkbox on the Options
screen, the queue is validated to ensure that the printer, file, or mail recipient can be located. If the
printer, file, or mail recipient cannot be located, a message appears informing you that the information
cannot be successfully located. To correct the information, click Edit User Options on the Options screen.
For more information about setting user options, see “User Options” on page 8.

Warning: You must enter a date and time to run the queue that is either on or after the current date and time.

If any other item in the queue is not valid, the Queue Validation Complete screen appears. For more
information about validating a queue, see “Validating a Queue” on page 17.

If the validate process is successful, the Schedule screen appears.

lﬂ] Schedule Pledges for 2008 Phonathen

Enter the date and time to begin processing the queus and press 'Schedule Qusue’
or prezs ‘Bun Quews Mow' ta run the queue now.

Current date: 02412 /2008 Current time: 3:53:23 &AM

Queus start date: IU2.!"|2;"2EIUS I Queue start time: I 5:30 PMZ‘
Run Az ISuperuisg[ VI Run Or; I

Beqin processing with: IPIedges for 2008 Phonathon j

Schedule Oueue | Cancel | Rur Gueue Mow |

Note: On the Run Queue screen, you can click Run Queue Now to run the queue now.

5. In the Queue start date field, enter today’s date to run the queue tonight.
6. Inthe Queue start time field, enter “6:30 PM” to run the queue at 6:30 tonight.



BATCH 69

7. Inthe Run As field, select the user to run the queue. Security rights are considered based on the user’s
security settings. A scheduled queue can run only when the user selected in the Run As field is not logged
into The Raiser's Edge.

8. In the Run On field, enter a specific computer on which to run the queue. This field is useful when you
have more than one queue server.

Tip: In the Queue start date field, press F3 on your keyboard for today’s date and F7 for a calendar.

9. Inthe Begin processing with field, if you have more than one queue item in a queue, you can select which
gueue item is processed first by selecting a queue item in this field.

If more than one queue item exists in the queue and you select a queue item other than the first one in
the list, queue items listed before the one you select in this field will not run. For this example, only one
gueue item exists in the queue.

Warning: When the time comes for a queue to run, if the queue has been deleted, a message appears
informing you that the queue could not be found.

10. To schedule the queue to run at the time you specified, click Schedule Queue. The Queue sits on the
Queue Schedule screen until it is ready to run. For more information about viewing scheduled queues,
see “Showing scheduled queues” on page 165.

If you change your mind and decide to run the queue now, you can click Run Queue Now to cancel the
scheduling process and begin processing the queue immediately.

Queue Reports for Batch

With the Queue for Task Scheduling module, several reports are available for Batch to help you track the different
gueues entered in your database, record the settings selected when you run a queue, and correct the exceptions
generated when you run a queue. A validation report, a queue profile, and a control report are available for the
Batch module.

Validation Report

You can validate a queue by selecting Tools, Validate from the menu bar of the Queue screen. The Queue
Validation Complete screen appears, specifying how many items successfully validated or failed. You can view the
validation report for items that failed to validate by clicking Preview Report on the Queue Validation Complete
screen. A validation report appears only if errors are found during the queue validation process. When the
validation report appears, you can view the queue name; description; input query; module; and category for each
invalid item in the queue. The report also gives an explanation for the invalid queue item.
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For more information about validating a queue, see “Validating a Queue” on page 17.

I3 Validation Queue Report E=] B3

LSS Elackbaud Demo
Gueus validation Report

e Pors: Mew Gumus
Dramipuan:
Wput Guar:

Fean Fun Drue: 02732008

Excunna:

Moduls  Category Subeategor, Dwpeription Rezmon

Soch thii All iumog gifia dusm or el etd Soch 21 1 oo wnnog od cooobe
poavad mors oo ooes wal=a
bl m ormumog bach

Towl oouona havd: 1
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Queue Profile

You can select to preview a profile for the queue you are working with at any time. A queue profile is basically a
summary of the options you set up for the queue. For example, on the Queue Profile screen you can view the
name and description of the queue, as well as the properties of the tasks included in the queue. Once you
preview the queue profile, you can select to print or export the information for the queue. To access a queue
profile, select File, Preview from the menu bar of the Queue screen.

A3 Queue Profile HEER
X {4 ddt oy s | Féiefor Z [ ] Towz otz 2002
Preview | Cancel reading recordg

- Queue Profile
EN

610/200% Blackbaud Demo
GQueue Profile

Quene Narae:  Recwrring Gifts Last run by
Description: Last run on:
Created by Supervisor Last run completed suceessfully: No
Created on: 671042008 |
Input Quers
Module Category Subcategory Description
Batch Gift 28 - Recurring - 10 gifts of $100
Clutput
Chutpuf. Batch

Action: Cormit

Ctpuf. Exception Report
Action: Print

Printer: hppec 2400 series
Copies: 1

| £

Control Report

When you mark the Create control report checkbox on the Options screen in User Options, a control report
appears after a queue finishes processing. Depending on your settings in User Options, the control report either
exports, prints, or is sent as email. There are two types of control reports — Summary and Detail. When you mark
the Create control report checkbox in User Options, you need to select which type of report to create. For more
information about setting up user options, see “User Options” on page 8.
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Summary

The summary report includes the queue name, description, input query, start date and time, and end date and
time for the queue. The summary report also lists the type of module, category, and description for each queue
item entered in the queue. You can select whether to create a summary control report or a detail control report
for a queue in User Options. For more information about User Options, see “User Options” on page 8.

Lil=| slzle|lor A [__18] x

010272008 Blackbaud Demo
Queue Control Report

Quene name:  Revwring Gifts
Description: recurring sifts due as of 01/02/2008
Tnpnt query:
Start dateftivee: 10:25:40 AM
End dateitite: 10:25:40 AW
Elamsed time: 1 minute, 4 seconds
Status: Allcompleted
Elapsed
Category Subcategory Description Start Time End Time Time Status

Gift 21 - Al recurring gifts due & 10:225:4080  10:26:444M  00:01:04 Completed
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Detall

The detail report includes the queue name, description, input query, start date and time, and end date and time
for the queue. The detail report also lists the type of module, category, description, and each option you selected
for the queue. These options can include checkboxes you selected, which printer you specified for the queue
output, or the names of people receiving the queue output as email. You can select whether to create a summary
control report or a detail control report for a queue in User Options. For more information about User Options,

see “User Options” on page 8.

V3 Queue Control Report | [=]x]

|4 <| 1af1 L -| §|§|®||?5z v[ |:|ﬁ| Tatal2 100% Zaf2

Freview

Loazam Blackbaud Demo
Queue Control Report

MR LATE: G flom e Hauae
Doccripton: 25 - Bathfor 0422065, 10
Inpwrqmzy
Shrtlsbiine: 101113 KM
Fad daming: 102613 AR
Flapeod fima: 11 taconds
fame: Alcompkud.
Elapsed
Category Subcategory Description Start Time End Time Time Status

ifr 25- Bach i L0OZA005. 10 10A115AM  10112AM 00011 Eomphid

Cripot. Esch
Foton Commir
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Warning: Word Integration appears only if Word 2000, Word 2003, or Word XP is installed on your computer.

With the Queue for Task Scheduling module, several modules are available for you to include when creating and
running queues. With Export, you can export information in a variety of formats. Examples of available data
formats include comma-separated values, Excel, Text, and HTML. You can also specify an export to have simple or
conditional word merge data formats. On the New Queue screen for an export task, in the Data Format field, you
can select “Blackbaud Simple Word Merge” or “Blackbaud Conditional Word Merge”. When you specify a word
merge format for exports, you can use a wizard on the parameter form for an export to set up and organize your
word merge. The wizard takes you through the necessary steps to complete the merge set up. For more
information about simple and conditional word merges in The Raiser’s Edge, see The Raiser’s Edge & Microsoft
Office Integration Guide.

You can set up and run multiple exports in one queue. In addition, you can also run multiple modules in one
gueue. For example, you want to query the database for constituents who donated to your organization so far
this year. You also want to export this list of constituents into an Excel spreadsheet for your records. Not only can
you include both the Query module and the Export module in one queue, you can set the queue to run at any
time that is convenient for you.

Working with Queues for Export

Warning: The Queue for Task Scheduling module does not recognize saved exports that are associated with a
VBA macro.

When working with queues for Export, several categories are available. A category is a breakdown within the
Export module of the queue and helps to specify the type of task you are creating. The available categories for the
Export module are Action, Appeal, Campaign, Constituent, Event, Fund, Gift, Individual Relationships, Job,
Membership, and Participant. No subcategories exist within the Export module. For more information about the
available categories for Export, see the Query & Export Guide.

Once you select the specific category for Export, select the appropriate checkboxes and options to include in the
gueue. Then, specify a date and time to run the queue.

For more information about running a queue, see “Scheduling a Queue for Export” on page 86.

Creating a Queue for Export

With the Queue for Task Scheduling module, you can create a new queue, create a queue from an existing queue,
or create a queue using a query as the input.

When you create a new queue from an existing queue, you are basically opening an existing queue and saving the
gueue under a different file name. For example, last week, you ran a queue exporting the names of all
constituents that graduated from your organization in 1989 with a degree in History. This week, you want to
export the names of constituents that graduated in 1990 with a degree in History. You can open the queue you
ran last week, make any necessary changes, and save the queue under a new name. You can now use the settings
from the previous queue to run your new queue.

For more information about saving a queue, see “Creating a New Queue from an Existing Queue” on page 30.

When you create a queue using a query as the input, you search for an existing query to use as the input query for
the queue. For example, you created a query listing the board members of your organization. You want to create
a queue to print the names of constituents who donated to your organization this year, and want to list only
board members who contributed. You can create the queue, and select the Board Members query as the input
guery. Whenever you include an input query for a queue, the query you select takes precedence over any query
on a parameter form.
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From the Queue link of Administration, you can create new queues for Export or open existing queues to run
unattended at designated times. To access the Queue page, click Admin on the Raiser’s Edge bar. The
Administration page appears. Click Queue. The Queue page appears. From the Queue page, you can create and
work with queues for Export.

» Creating a new queue

Scenario: You are currently organizing this year’s Annual Campaign. You want to create a list of
constituents who donated a one-time gift of over $500 to your organization last year. You want to use
this information for solicitation purposes. Set up a queue to export the first and last names of
constituents who donated a one-time gift of more than $500 to your organization last year. Name this
queue “Constituent Donors Greater than $500”.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Queue. The Queue page appears.

[ The Raiser’s Edge
File Edit Wiew Go Fawortes Tools Help

® Back % Foward | Openin separate window

_/ﬂﬂ Adminstration s Quele

Administration || ] MewQueue o Open 3 Delete..  §Schedule.. @Find.. Show Scheduled Queuss Instal Queus Service
Spstem Ghatistics
T Hame Description Schedule Frequency Next run datejtime Created by Lask run by Last run on L
port
i 2006 Building Fund Donations Report detsiling don... O demand 5
P Address Import on demand Supervisor N
Globally Change ||| [Batch Processing on demand Supervisar N
Records Birthday labels For Wolurteers-May on demand Supervisor r\
Globally Delete Class of 1992 Alunri on demand Supervisor H
Records Constituent Donors Greater Than $500 on demand Supervisar [
GlaballyWwiite Off || | Custom Report 2008 on demand Supervisor H
Pledges Tnactive Constituents on demand Supervisor K
Convert Pledaes | | | pladiges for 2008 Phonathon on demand Supervisar b
To Recuiting
Gifts Queue for Volurkeer 2items - Yolunteer ... On demand Supervisor r\
Post to General | || |Supervisors Queus Ttems - Event Mana. .. On demand Supervisor H
Ledger
Duplicate
Constiuents
Merge
Corshtusnts
Drap Lapsed
Members ‘ »
Security ™ Only show my queves
Recently Accessed Queues Quick Find
lackbau
Analylics Birthday labels for Valuntesrs-Hay - 3
B | AuctionTracker | || 2008 Bulding Fund Donations
|mtegration Batch Processing =l
Queue £
Allowrs Yot set Up & Series of tasks to run autamatically and unatended. Far more information sbout Qusue, see the Queus for Task
Scheduling Guide B

‘welcome to The Raiser's Edge 7
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3. Click New Queue on the action bar. The Add Items to New Queue screen appears. For more information
about accessing the Queue page, see “Accessing a Queue” on page 6.

¥ Add Items to New Queue

— Filters
Enter the module, categan, and subcategary to filter the items that can be added to the queus.
PModule: IEHport j
Categorny: IEonstituent j
Subcategon: I j
'55 (ﬁ 5/ B Use theze options for all selected items.
Select I D escription I i Iﬁ B Defaul
Clion: -
[ Address/Phone List Export - Esport MI
| CRYSE_7 Far the control and exception reports Lse:
[T |DIRECTORY Action |Egpo,t .[
[ |GDET_CONST
[l Matepad Infarmation Data farmat: I j
- PLGSTATEMENT Ezport path: I _I
™| [nclude Feader
™ Orly show my expart
[k Add to quels |
| Tatal number of items in the queue: 0

4. In the Module field, select “Export” to export information.

5. In the Category field, select “Constituent” to export constituents who donated over a certain amount in
gifts.
No subcategories exist within the Export module.

6.

When exports exist on the Add Items to New Queue screen, the Only show my exports checkbox is

enabled at the bottom of the screen. To display only exports that you saved, mark the Only show my
exports checkbox.
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7. To add a new task for the queue, click New Item. The New Constituent Export screen appears.

E. New Constituent Export =] 3

Fie Edit “iew Favoritezs Toolz Help

ESaveandElose|n b |E|ﬁ|| | ?- |
1.General | E:Dutputl
Include. . |.AII Records
‘Head of Household' Proceszing Inciude these Constituents
" Export only constituents marked 'Head of Househald' || ¥ Inactive constituents
" Export first constituent found [ Deceased constituents
% Export bath constituents separately [¥ Constituents with no valid addiess

i % Preview (" Print
< Bank I Ment > Cancel EHDDI’INDﬂl

I y

Note: If you choose to include All Records, every constituent record in the database is included in the
processing.
8. From the General tab, click Include.

9. Choose Selected Records. You only want to include records for those who gave more than $500 to your
organization. The Open Query screen appears.

i+, Open Query
Find: I [ueries j

Query Narme I Query Description Type @ Open |
Danats Far 'This Manth' Donots who have given 'this month' sorted by Date  Constituent Cancel |

nors More Than $500 Constituent

L Edi |
7 Add New |
Optiong |

|

A
#ml_éueries that meet these criteria:
Guery bipe: IW Created Or: IW @4 Find Now |
Query farmat: lﬁ Created by: lﬁ Mew Search |
Query name: W Q
Drescription: lﬁ
™ Show merged queries anly [ Exact matzh atly Expand Besults |
I

10. Inthe Query name field, enter “Donors More Than $500”. This is an existing query that lists the names of
constituents who donated more than $500 to your organization.
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11. Click Find Now. The Donors More Than $500 query appears in the grid. Click Open to select the query. You
return to the New Constituent Export screen.

12. Select options in the Head of Household Processing frame according to the records to be exported. For
this example, select Export both constituents separately.

13. In the Include these Constituents frame, mark the Inactive constituents and the Constituents with no
valid address checkboxes to include these constituents. Unmark the Deceased constituents checkbox.

14. Mark the Create control report checkbox to keep a record of the information you export. Mark Preview. If
exceptions are found, you can preview the control report on the screen. You can also select to print the
report from the control report preview screen.

You can use control reports to double-check that information in a queue is correct, for reporting
purposes, or for any other needs specific to your organization.

15. Select the Output tab.

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

ESaveandCInse|u}( ||}&|||?- ‘

1:General  Z:0utput |

— Availlable Fields ta Esport — Output
Show: |<,.f.\||> Hew Constituent Export

I
Appeals d
- By Motes

o By Gits —
----- 0 Acknowledge

-----  acknowledge date

----- 0 AddedBy

----- amount bills
----- i Amount coins
----- A Anonymous?

----- A Appeal hd
4| | B

i i | Find...l Select -> <-Flemu:uve| [z Format... I e Eriteria. | + | + |
< Back | Hert = | Cancel | Expart Mow |
|Selecting thiz field will create a new Gifts criteria group. A

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

17. To reveal criteria fields under each group, in the Available Fields to Export box, click the plus sign to the
left of the group name. To reveal the Amount field, click the Gifts group.
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18.

19.

20.

21.

22.

23.

Select the Amount field and click Select. The Gifts Criteria screen appears so you can select gift criteria for
the records you export.

Gifts Criteria
1. General |2: Filtersl 2 Gt T_I,Jpesl
For each Congtituent, enter the number of Gifts to expoart; |2_
Include Gifte with these Dates
Date tao u&e:l Gift date j
Drate: ILast calendar pr j
r Include Gifts for these Amounts———— — Soft Credit Gifts To
Stant amount:|$5ﬂﬂ.ﬂﬂ EI & Dorner
" Soft credit recipients | U = distribution on it 7]
End amuunt:l EI — -
" Both IUse diztribution an gift j
v Order Gifts By Date ——— [~ Credit Matching Gifts To
& Azcending " Descending ™ Danor ¥ WG Company " Bath

ak I Cancel

On the General tab, in the For each Constituent, enter the number of Gifts to export field, enter “2”. This
is the number of gifts to export for each constituent.

When exporting in a flat file format such as Microsoft Excel or Microsoft Word, you must enter a number
in this checkbox. You are specifying to the program how many columns to list for each item in the export.
If you select an export format that is not flat, such as Crystal Reports or Microsoft Access, you do not need
to mark this checkbox, because the items export as separate records.

In the Include Gifts with these Dates frame, in the Date to use field, select “Gift date” to export gifts
based on the gift date.

In the Include Gifts with these Dates frame, in the Date field, select “Last calendar yr” to export gifts
donated during the last calendar year.

In the Include Gifts for these Amounts frame, in the Start amount field, enter the amount $500 to export
individual gifts of over $500 donated to your organization last year.

Mark the Order Gifts by Date checkbox and mark the Ascending option to have the gifts appear in
ascending order.
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24. Select the Filters tab.

Gifts Criteria
1 General 2 Filkers IE: [ift T_I,Jpesl

Ij By using the grid below, the gifts may be filkerad on the itemns shown in the Selected Filters colunnin,

Filkers | Include | Selected Filters
Campaigns Al <Al Campaigns =
Funds all <Al Funds =
Appeals All <Al Appeals =
Query Al <l Gifts thak meet criteriaz

ok | Cancel ‘

25. You can include or exclude records by selecting the filters to include in the Campaigns, Funds, Appeals,

and Query fields. For this example, you do not need to select anything on the Filters tab to include all
campaigns, funds, appeals, and queries.

26. Select the Gift Types tab.

Gifts Criteria
1: General] 2 Filkers 3 Gift Types l
Gift Tupes:
Al Pledge 5 2] Paw-Cazh
8l Stock =] MG Pay-Cash
=5 Al Gits In Kind > || 3 Pledge
A Alwite Offs < ||E MG Pledge
i [E] White OIf Z] StockProperty
b (] MG e OFf K S stock/Property (Sold)
Al Other =] Pay-Stock Property ﬂ

[~ Ewclude zero arount gifts

[~ Usze sale date for zold stock/property

[ Use sale amount for gold stock./property

~

[~ Usze gift balahce instead of gift amount

[~ Calculate gift balance baszed on date range. campaign, fund and appeal

Ok | Cancel ‘

27. In the Gift Types box, you can select gift types to include when exporting. For this example, you do not

need to mark anything. All gift types default into the Include these Gift types box, except the gift types
Write Off and MG Write Off.

On the Gift Types tab, you can also select to exclude zero amount gifts, and base gift balances based on
campaigns, funds, or appeals. For this example, you do not need to select anything.
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28. Click OK. You return to the New Constituent Export screen. The Amount field appears in the Output box.

E. Mew Constituent Export [_ O] x|

File Edit ‘“iew Favontezs Tool: Help
ESaveandCInse|u}( ||}|§.|||?' ‘

1:General  Z:0utput |

— Availlable Fields ta Esport — Output
S |<,.f.\||> j % Hew Constituent Export
-y Gifts
----- | Deceased Date d i fl
----- 0 Deceased?
----- A  Ethnicity
----- 0 First Mame _I
----- 0 Fiscal Year Starts
----- i Gender
..... B ID
-----  ImportiD
----- 0 Inactive?
----- 0 Income
----- A Industy x
’ il
i i | Find...l el et >®| <-Hemnve| f Fomat... I iy Eriteria.. |L|L|

< Back | Hert = | Cancel | EHpDrtNDﬂl

I 7

29. Inthe Available Fields to Export box, to reveal the First Name and Last Name fields, click the Biographical

group.

30. Select the First Name field and click Select. Select the Last Name field and click Select. The selected fields
appear in the Output box. The first and last names of the constituents will appear next to each gift when

the export is complete.

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

ESaveandCInse|u}( ||}&|||?- ‘

1:General  Z:0utput |

— Availlable Fields ta Esport — Output
S |<,.f.\||> j % Hew Constituent Export
=-Ey Gifts
""" g o ﬂ ‘ﬂ Aot
""" 8 Import 1D =-[@ Biographical
----- B Inactive? i .
----- 0 Income _|
----- Industy
----- A KeylIndicator
----- 0 KeyPosition

-----  Last Changed By
----- 0 LastMame
----- 0 Maiden name

----- A Marital status hd
4| | 3

i i | Find...l Select -» E| | <-Flemu:uve| [l Fommat.. Igriteria... |L|L|

< Back | Hert = | Cancel | EHpDrtNDﬂl

I 7
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31.

32.
33.
34.
35.
36.
37.

38.

39.

40.

Click Save. The Save Export As screen appears.

Save Export As

Ex=part name: IDu:unnrs Greater than $500 Save I

Deseription: |Constituents whao donated maore than $500 Cancel |

during the last calendar vear.

Expart type; IEunstituent j

[v Other users may mn this expart

[¥ Other users may modify this export

In the Export name field, enter “Donors Greater than $500”.

In the Description box, enter “Constituents who donated more than $500 during the last calendar year.”
To allow other users to run the export, mark the Other users may run this export checkbox.

To allow other users to modify the export, mark the Other users may modify this export checkbox.

To close the Save Export As screen, click Save. You return to the New Constituent Export screen.

Click the “X” at the top corner of the New Constituent Export screen. You return to the Add Items to New
Queue screen.

¥]| Add Items to New Queue
Filter
Enter the module, category, and subcategory to filker the items that can be added ta the gueue.
Todule: IExport j
Cateqgory: IConstituent j
Subcategaon: I j
A ze these options for all selected items.
& il = S Use th for all selected
Select I Description I i R Defa
- Address/Phone List Export s IEKDD” j —I_estore RN
- CRYSE_7 For the control and exception reports uze:
- DIRECTORY Action: IEHport 'l
el Donors Greater than $500
r GDET CONST [rata format: IExceI 7.0 (¥L5) ﬂ
[T Motepad Information Export path; [D:4Files [ |
[l PLGSTATEMENT
[ helude feader

v Only show my exports
[k | Cancel | Add to queue |

| Tatal number of items in the queue: 0

On the Add Items to New Queue screen, in the Select column, mark the checkbox next to “Donors Greater
than $500” to add this queue item to the queue.

Once you select the queue item to add, several options are enabled on the right side of the Add Items to
New Queue screen.

In the Use these options for all selected items frame, in the Action field, select “Export” to export the list
of donors.

Under For the control and exception reports use, in the Action field, select “Export”.

Additional options appear on the right side of the screen depending on the action you choose. For
example, you can select an export format, name, or a printer path.
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Note: You can set up defaults for the Format and Destination fields in User Options. For more information
about setting up queue user options, see “User Options” on page 8.

41.
42.

43,
44,

In the Data format field, select “Excel 7.0 (XLS)” to export the information into an Excel spreadsheet.

In the Export path field, select the file location to store the exported information. You can either type in a
path name or click the ellipsis to the right of the field to browse for a file location.

To add the new queue item to the queue, click Add to queue.
Click OK. The New Queue screen appears.

¥]| New Queue [ (O] %]

File Edit Favorites Tools Help

ESaveandC\ose"u|;—; |Q|§&|m|? |

Hueue |Erocessing I Mizcellaneous I

i L X e ¥ Down Donors Greater Than $500
Module Category Drescription Export Contral Repaort: ﬂ
Canstituent Jonors Greater Tha, .. [lESe] Expart Expart

Data Format Excel 5-7 {¥L5)
Include Header
File Marne Donors Greater Than $500.5L5 _'LI
K| y
CQuery Type j
Query Marne

Query Description
Others May Execute?
Others Mav Modify? LI

Thiz quewe will run on demand.

Note: On the Processing tab, you can specify what to do if an error occurs while running the queue. For
information about the Processing tab, see “Processing Tab” on page 154.

On the left side of the New Queue screen, you can see the list of queue items for the queue. Multiple
modules can be included in one queue. When you select a queue item, the preferences you selected for
that queue item appear to the right of the New Queue screen. You can change the information on the
right side of the screen such as the action and data format for the queue item.

In the bottom left corner of the screen, the frequency appears for the queue. At a glance, the frequency
lets you know how often or seldom the queue is scheduled to run. Examples of frequencies are on
demand, hourly, and monthly. You can change the frequency of a recurring queue on the Processing tab.
For more information, see “Processing Tab” on page 154.
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45. Click Save. The Save Queue As screen appears.

¥] Save Queue As |

[lueue name: IEDnstituent Dionors Greater than $500

Description: Mames of donars aiving mare than $500 |ast year ;I

v Other uzers may un this quele

W Other uzers may modify this queus

Save I Cancel

46. In the Queue name field, enter “Constituent Donors Greater than $500”.
47. In the Description box, enter “Names of donors giving more than $500 last year”.
48. To allow users other than you to run the queue, mark the Others users may run this queue checkbox.

49. To allow users other than you to make changes to the queue, mark the Other users may modify this
queue checkbox.

Note: When you save a queue to your database, any export file name that you enter is validated against other
export file names in your database. If duplicate file names exist, a message appears asking if you want to
change the current file name. For more information about saving a queue, see “Saving a queue” on page 29.
50. Click Save. You return to the New Queue screen.
51. Click Save and Close on the toolbar to save and close the queue. You return to the Queue page.

You can now run the queue. For more information about running a queue, see “Scheduling a Queue for
Export” on page 86.

Scheduling a Queue for Export

Once you create a queue, you can either select to save and run the queue immediately, or you can select another
date and time to run the queue.

When the queue is recurring, you can schedule the queue to run at a set frequency. For more information about
scheduling recurring queues, see “Scheduling a Recurring Queue” on page 157.

To successfully run a scheduled queue, at least one computer must be set up as a Queue Service computer.
Queue Service is a utility in The Raiser’s Edge that enables you to run scheduled queues.

For more information about installing Queue Service, see “Installing Queue Service” on page 148. You do not
need to install queue service to run queues on demand.

Note: From The Raiser’s Edge shell, you can also run a queue by selecting File, Schedule Selected Queue from
the menu bar. From the Queue screen, you can run a queue by clicking Open in the toolbar or by selecting File,
Schedule Queue from the menu bar.
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» Scheduling a queue

3.

Scenario: You created the queue “Constituent Donors Greater than $500” to export names of
constituents who donated more than $500 to your organization last year. You want to set this queue
to run at 10:00 tonight after all your employees have left for the day. Before you run the queue, you
must properly set up and save the queue. This scenario uses the queue set up in “Creating a new
gueue” on page 77.

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Queue. The Queue page appears.

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

=] B3
# Back 4 Forsad| Open in separate window

_fjﬂ Administration=Quene

JHewlueue ‘wqlpen ¥ Delets

Administration § Schedule.. @ Find.. | Show Scheduled Queues | Install Queue Service

System Statistics

AuctionTracker
Integration

Batch Processing
Address Import

T— Name Description Sthedule Frequency Mext run dateftime Created by Last run by Last run on
mport
——— 2008 Building Fund Donations Report detailing don... On demand Supervisor Supervisor 02/01{2005
b address Import on demand Supervisar
Slobaly Change ||| |B2tch Processing On demand Supervisor
Records Birthday labels For Yolurbesrs-May on demand Supervisor
Globaly Delete: On demand Supervi
Records On demand E
Globally ‘Wite OFf on demand
GalEE Inactive Constitusnts on demand Supervisor
Convert Pledges | || | pleges For 2008 Phonathon on demand Supervisor
ToRecuring
Gifts Queu For Yolurkser 2 items - Yolunteer ... On demand Supervisor
Post to General | || |Supervisors Queue Ttems - Event Mana. .. On demand Supervisor
Ledger
Duplicate
Corsttusnts
Merge
Consttuents
Diap Lapsed
Members Ll ﬂ
Security I Only show my queues
(G —— |
Recently Accessed Queues Quick Find
Blackbaud
Analylics Constituent Donors Greater Than §500 | &

=

Task Scheduling Guide

Queue S
Allows you to set up a series of tasks to run automatically and unsttended. For more informetion about Gueue, see the Queue for
A

‘wielcome ko The Raiser's Edas 7

In the grid, select “Constituent Donors Greater than $500”.

4. Click Schedule on the action bar at the top of the page.

Warning: For a queue to run successfully, the database must be running.

Once you select to run the queue, if you marked the Create control report checkbox on the Options
screen, the queue is validated to ensure that the printer, file, or mail recipient can be located. If the
printer, file, or mail recipient cannot be located, a message appears informing you that the information
cannot be successfully located. To correct the information, click Edit User Options on the Options screen.
For more information about setting user options, see “User Options” on page 8.

If any other item in the queue is not valid, the Queue Validation Complete screen appears. For more
information about validating a queue, see “Validating a Queue” on page 17.

Warning: You must enter a date and time to run the queue that is either on or after the current date and time.
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If the validate process is successful, the Schedule screen appears.

#]| schedule Constituent Donors Greater Than $500 ]

=

Enter the date and time to begin processing the queus and press 'Schedule Queus’
or press "Fun Queus Now' to run the quele now.

Current date: 02412 /2002 Current time: 10:20:56 Abd

Queue start date: ID2;’12H2DDS I Gueue stark time: I']D;DU PMj‘
Run s ISupewisol vl Run On: I

Beain processing with: IDDnors Greater than $500 j

Schedule Queus | Cancel | Run Queue Mow |

Note: On the Schedule screen, you can click Run Queue Now to run the queue now.

5. In the Queue start date field, enter today’s date to run the queue tonight.
6. Inthe Queue start time field, enter “10:00 PM” to run the queue at 10:00 p.m.

7. Inthe Run As field, select the user to run the queue. Security rights are considered based on the user’s
security settings. A scheduled queue can run only when the user selected in the Run As field is not logged
into The Raiser's Edge.

Tip: In the Queue start date field, press F3 on your keyboard for today’s date and F7 for a calendar.

8. In the Run On field, enter a specific computer on which to run the queue. This field is useful when you
have more than one queue server.

9. Inthe Begin processing with field, if you have more than one queue item in a queue, you can select which
gueue item to process first by selecting a queue item in this field.

If more than one queue item exists in the queue and you select a queue item other than the first one in
the list, queue items listed before the one you select in this field will not run. For this example, only one
gueue item exists in the queue.

Warning: When the time comes for a queue to run, if the queue has been deleted, a message appears
informing you that the queue could not be found.

10. To schedule the queue to run at the time you specified, click Schedule Queue. The Queue sits on the
Queue Schedule screen until it is ready to run. For more information about viewing scheduled queues,
see “Showing scheduled queues” on page 165.

If you change your mind and decide to run the queue now, you can click Run Queue Now to cancel the
scheduling process and begin processing the queue immediately.

Queue Reports for Export

With the Queue for Task Scheduling module, several reports are available for Export to help you track the
different queues entered in your database, record the settings selected when you run a queue, and correct the
exceptions generated when you run a queue. A validation report, a queue profile, and a control report are
available for the Export module.
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Validation Report

You can validate a queue by selecting Tools, Validate from the menu bar of the Queue screen. The Queue
Validation Complete screen appears, specifying how many items successfully validated or failed. You can view the
validation report for items that failed to validate by clicking Preview Report on the Queue Validation Complete
screen. A validation report appears only if errors are found during the queue validation process. When the
validation report appears, you can view the queue name, description, input query, module, and category for each
invalid item in the queue. The report also gives an explanation for the invalid queue item.

For more information about validating a queue, see “Validating a Queue” on page 17.

0110262008 Blackbaud Demo
Queue Validation Report

Qrusus Naae: New Quene
Diescription:
Input Query:
Report Run Date: 01022008

Exceptions

Module Category Subcategory Description Reason

Export Comstituent DIRECTORY Fequired field missing; Export format

Export Comstituent DIRECTORY Fequired field missing; Export
flerame

Exmport Constituent DIRECTORY FRequired Field Wissing; File format

Problern: The exor is from the Export
wodule. The export format you selected
in Queue to run the saved Export file
reqquires more fields. To fix the
probler, changs the export formuat in
the sved Export file to an appropriste
export format Fou selected in queve

Tatal excentions listed, 3
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Queue Profile

You can select to preview a profile for the queue you are working with at any time. A queue profile is basically a
summary of the options you set up for the queue. For example, on the Queue Profile screen you can view the
name and description of the queue, as well as the properties of the tasks included in the queue. Once you
preview the queue profile, you can select to print or export the information for the queue. To access a queue
profile, select File, Preview from the menu bar of the Queue screen.

] '_ : | wifim | lw.uuz” | fﬁ] a2 i

010022008 Blackbaud Demo Page 1
Queue Profile

Queus Naree: Constituent Donors Greater than $500 Last runby: Supervisor
Description: Hames of donors giving more than $500 last vea Last nmon: 010272008
Created b Supervisor Last run conmleted successfully: Yes
Crested on: 010202008

Tt Qrery:

Module Category Subcategory Description

Exmort Constituent Donors Greater than $500

Cutput:  Export
Action: Export
Export &g Plackband Report Writer Database (MDE)
File name: D'FilestexporitsiConstitusnt Donors Greater than $500. X158
Inchude header: Ho
Ivlark the gifts as receinted:

Cutput: Control Report
Action: Export

Export As: Excel 30(XL3)

File name: D \FilestexportsDonors Greater than $500 215
Inchude header: Ho

Control Report

When you mark the Create control report checkbox on the Options screen in User Options, a control report
appears after a queue finishes processing. Depending on your settings in User Options, the control report either
exports, prints, or is sent as email. There are two types of control reports — Summary and Detail. When you mark
the Create control report checkbox in User Options, you need to select which type of report to create. For more
information about setting up user options, see “User Options” on page 8.
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Summary

The summary report includes the queue name, description, input query, start date and time, and end date and
time for the queue. The summary report also lists the type of module, category, and description for each queue
item entered in the queue. You can select whether to create a summary control report or a detail control report
for a queue in User Options. For more information about User Options, see “User Options” on page 8.

Lil=| slzle|lor A [__18] x

010272008 Blackbaud Demo
Queue Control Report

Quene name: AddressFhone List
Description:
Tnpnt query:
Start dateftivee:  10:47.37 AM
End dateitite: 10:47:37 AW
Elansed time: 10 seconds
Status: Allcompleted
Elapsed
Category Subcategory Description Start Time End Time Time Status

Canstituent Export AddressPhone List Bxport  10:4737TAM 10:47:47TAM 00:00:10 Completed
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Detall

The detail report includes the queue name, description, input query, start date and time, and end date and time
for the queue. The detail report also lists the type of module, category, description, and each option you selected
for the queue. These options can include checkboxes you selected, which printer you specified for the queue
output, or the names of people receiving the queue output as email. You can select whether to create a summary
control report or a detail control report for a queue in User Options. For more information about User Options,
see “User Options” on page 8.

I Queue Contiol Report [_[5]x]
x [14] 4] N T e — ' .

- Preview

010272008 Blackbaud Demo
Queue Control Report

Quene narme: Constituent Donors Greater than $500
Description: Names of donars givine more than $500 Jast vea:
Inpnt guery:
Start dateftime: 2:15:17 PM
End dateitire: 2:13:17 P
Elansed time: 48 seconds
Status: Al coapleted.
Elapsed
Category Subcategory Description Start Time End Time Time Status

Constituezt Donars Greater than $500  2:15:17PM 21605PM 00:00:48 Cormpleted.

Outout: Export
Action: Export
Evportas: Blackbaud Report Writer Database (MDB)
File rawe: DiFileskerports\Constituent Donors Greater than $500.KLS

Output: Control Report
Action: Export
Export as: Bxsel 3.0 (XLS)
File name: D:\Fileslexports\Donors Greater than $500 X1.8
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Warning: Word Integration appears only if Word 2000, Word 2003, or Word XP is installed on your computer.

With the Queue for Task Scheduling module, several modules are available for you to include when creating and
running queues. With Mail, you can print, export, send information included in a mailing as email, and create
simple and conditional word merges. When you create simple and conditional word merges, you can use a wizard
on the mail parameter form to help you set up and organize the word merge to create. With simple and
conditional word merges, the Word Processing Documents/Letters field on the File Locations tab in User Options
is used as the default path. On the New Queue screen, the Document name and Folder fields are enabled. You
can fill in these fields to specify the name and location of your word merge file that you are creating. In addition,
the Word Merge action option appears on the Add Items to New Queue form for certain mail tasks. When you
select “Word Merge” in the Action field, you are specifying that you want to create a word merge for the mail
task with which you are working. You must use the word merge wizard on the mail parameter form to set up the
word merge. Examples of mail tasks that support word merges are donor acknowledgement letters, follow-up
letters, and quick letters. For detailed information about setting up simple and conditional word merges, see
The Raiser’s Edge & Microsoft Office Integration Guide.

You can set up and run multiple mailing options in one queue. In addition, you can also run multiple modules in
one queue. For example, you want to query the database for events with other donations. You also want to print
address labels for your mailing this quarter. Not only can you include both the Query module and the Mail
module in one queue, you can set the queue to run any time that is convenient for you.

Working with Queues for Mall

When working with queues for Mail, several categories are available. A category is a breakdown within the Mail
module of the queue and helps to specify the type of task you are creating. The available categories for the Mail
module are Appeal Cards; Cards; Donor Acknowledgement Letters; Envelopes; Follow-up Letters;
Honor/Memorial Acknowledgement Letters; Label Truncation Report; Labels; Membership Card Truncation
Report; Membership Cards; Name Tags; Phonathon Forms; Place Cards; Quick Letters; Receipt Report; Receipts;
Reminder Report; Reminders; Renewal Notices; and Volunteer Follow-up Letters. Once you select a category for
Mail, you can further specify the category by selecting a subcategory. A subcategory specifies a breakdown within
the category of a task. Subcategories help provide the specific information needed to successfully run the task.
For more information about the available categories and subcategories for Mail, see the Mail Guide.

Once you select the specific category and subcategory for Mail, you can select the appropriate checkboxes and
options to include in the queue. You can then specify a date and time to run the queue.

For more information about running a queue, see “Scheduling a Queue for Mail” on page 106.

Creating a Queue for Malil

With the Queue for Task Scheduling module, you can create a new queue, create a queue from an existing queue,
or create a queue using a query as the input.

When you create a new queue from an existing queue, you are basically opening an existing queue and saving the
queue under a different file name. For example, you ran a queue last month printing name tags for volunteers
attending your organization’s Annual Ball. This month, you want to print name tags for volunteers helping with
your Annual Food Drive. You can open the queue you ran last month, change any parameters, and save the queue
under a new name. You can now use the settings from the previous queue to run your new queue.

For more information about saving a queue from an existing queue, see “Creating a New Queue from an Existing
Queue” on page 30.

When you create a queue using a query as the input, you search for an existing query to use as the input query for
the queue. For example, you created a query listing donors who gave less than $50 to your organization in April.
You want to create a queue to print cards listing donors who gave to your organization in April, and want to
include only donors who contributed S50 or less. You can create the queue, and select the donor list query as the
input query. Whenever you include an input query for a queue, the query you select takes precedence over any
query on a parameter form.
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From the Queue link of Administration, you can create new queues for Mail or open existing queues to run
unattended at designated times. To access the Queue page, click Admin on the Raiser’s Edge bar. The
Administration page appears. Click Queue. The Queue page appears. From the Queue page, you can create and
work with queues for Mail.

» Creating a new queue

Scenario: Once a month, you send birthday cards to the hardworking volunteers who donate their
time and energy to your organization. Because you will be printing many labels, you need to set the
gueue to run at night after all your volunteers have left for the day. Set up a new queue and designate
the queue to print address labels for all volunteers in your database who have a birthday in the month
of May.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Click Queue. The Queue page appears.

[ The Raiser’s Edge
File Edit Wiew Go Fawortes Tools Help

® Back % Foward | Openin separate window

_/ﬂﬂ Adminstration s Quele

Administration || ] MewQueue o Open 3 Delete..  §Schedule.. @Find.. Show Scheduled Queuss Instal Queus Service
Spstem Ghatistics
T Hame Description Schedule Frequency Next run datejtime Created by Lask run by Last run on L
port
i 2006 Building Fund Donations Report detsiling don... O demand 5
P Address Import on demand Supervisor N
Globally Change ||| [Batch Processing on demand Supervisar N
Records Birthday labels For Wolurteers-May on demand Supervisor r\
Globally Delete Class of 1992 Alunri on demand Supervisor H
Records Constituent Donors Greater Than $500 on demand Supervisar [
GlaballyWwiite Off || | Custom Report 2008 on demand Supervisor H
Pledges Tnactive Constituents on demand Supervisor K
Convert Pledaes | | | pladiges for 2008 Phonathon on demand Supervisar b
To Recuiting
Gifts Queue for Volurkeer 2items - Yolunteer ... On demand Supervisor r\
Post to General | || |Supervisors Queus Ttems - Event Mana. .. On demand Supervisor H
Ledger
Duplicate
Constiuents
Merge
Corshtusnts
Drap Lapsed
Members ‘ »
Securly ™ Only show my queves
Recently Accessed Queues Quick Find
Blackbaud
Analylics Birthday labels for Valuntesrs-Hay - 3
B | AuctionTracker | || 2008 Bulding Fund Donations
|mtegration Batch Processing =l
Queue £
Allowrs Yot set Up & Series of tasks to run autamatically and unatended. Far more information sbout Qusue, see the Queus for Task
Scheduling Guide B

‘welcome to The Raiser's Edge 7

2
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3. Click New Queue on the action bar. The Add Items to New Queue screen appears. For more information
about accessing the Queue page, see “Accessing a Queue” on page 6.

¥ Add Items to New Queue
Filter
Enter the module, category, and subcategory to filker the items that can be added to the gueue.
Module: |Mai =
Cateqgory: ILabeIs j
Subcategan: I j
;fj e E’ @ Uze theze options for all zelected items.
Select I Diescription I otion: [ P R
[l Easic Mailing e IF'nnt jv MI
Il Labels For Birthday Card Prinker: IHP Diesket 7200 j
Copies: |1 j
™ Only show my mailings
ak. | Cancel | Add taiquete |

| Total number of items in the quewe: 0

In the Module field, select “Mail” because you are working with a mailing task.
In the Category field, select “Labels” because you are going to print labels.

When mailings exist on the Add Items to New Queue screen, the Only show my mailings checkbox is
enabled at the bottom of the screen. To display only mailings that you saved, mark the Only show my
mailings checkbox.

7. Click New Item to add a new mail task. The New Labels screen appears.

Mew Labels
File -Edit - Favarites - Help

B |

£ Segment I & Postal I 3 Format I
1: General | 2 Fields to Include | 3: Filters | A Attibutes | 5o lnd. Address | E: Org. Addresz

Create for; (& = Relationships = Honortemarials " Participants |

Include... | Volunteer Birthdaps in May

Form type: Type I Size Across I Do I D escription
Zh dwvery® 5161 Tud 2 10 Lazer Address iz
Form font; ITimes Mew Raoman j Start printing in Fow: {1 ﬂ
Font size: I‘]D vI Columr: {1 ::ll
Head of Household Processing————————————————— 1~ Include these Constituents
T Mail only to constituents marked ‘Head of Houzehold' W Inactive constituents
" Mail to first constituent found ™ Deceased constitients
+ Mail bo bath constituents separately I Constituents with no valid address

W Create cutput quem

< Hack | Mext » Cancel Brint Presview Layout
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10.

11.

12.

13.

14.

On the General tab, in the Create for field, select Constituents to print labels for constituents in your
database.

Click Include and choose Selected Records to print labels for volunteers in your database who have a
birthday in May. The Open Query screen appears.

i+i, Open Query

Find: I Queries j

ll - Oper |
Cancel |

8 CEdi |
] Add New |
Options |

Find Queries that meet these criteria:

CQuery type: W Created On: lw @ Find Now |
Guery farmat: lﬁ Created by: Iﬁ Mew Search |
Query name: IW Q

Description: lﬁ

[ Show merged queries anly [ Exact match anly Expand Besults |

In the Query name field, enter “Volunteers with Birthdays in May”. This is an existing query that lists the
names of volunteers in your database with a May birthday.

Click Find Now. The Volunteers with Birthdays in May query appears in the grid. Click Open to select the
Volunteers query. You return to the New Labels screen.

In the Form type field, select the label type you are using. In the Form font and Font size fields, select the
formatting for the text on the labels. For more information about mail tasks, see the Mail Guide.

Select options in the Head of Household Processing and Include these Constituents frames according to
the records that should receive labels.

To create a static query of the records for which you print labels, mark the Create output query checkbox.

Later, when you add the queue item to the queue, the Queue screen appears. Options appear on the right
side of the Queue screen where you can specify the name and description for the query.

Note: Use labels large enough to fit all information you choose on the Fields to Include tab.
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15. Click Next. The Fields to Include tab appears.

Mew Labels [ x|

File - Edit - Favorites - Help
s 2- |
T Seament I 8 Postal 39 Format |
1: General 2 Fields ta Include | 2 Filters 4 Attibutes | B Ind Addrezs | E: Org Address

Select optional fields pou wish o print by moving them o' the right-hand bos.

Available Fields:

|5 Address Fields -
- [E] Address Barcode

B CART

- [E] Courtry

- [£] Endarsement Line

~[FLoT

- [E] Phone nurmber

7 Constituent Infarmation

- [B] Additional Addressee

- [E] Birth date

- |Z] Class of j 1]

E [ [[li

Address Fields.Address Block

ddr

Optiohs... |

4 Find...l

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

chosen the selected phohe type for that address will be printed.

*| 9|

< Back | Mext = | Cancel

Print | F'reviegl Lapout |

Note: To see if a field has options available, select the field. If the Options button is disabled, the field does not
have options. If the Options button is enabled, click it to access and select the available options for the

particular field.

16. In the Available Fields box, select Addressee and click the single right arrow to move the Addressee field
into the Fields to Print box to print the name of the constituent on the label.

17. In the Available Fields box, select Address Block and click the single right arrow to move the Address
Block field into the Fields to Print box to print the constituent’s address on the label.

Note: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,

press ALT + 3 on your keyboard to select the Filters tab.
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18. Click Next. The Filters tab appears.

File Edit Favortes Help

HRas W= 2- |

T Seament I 8 Postal I 3: Farmat
1: General | 2 Fieldz ta Include 3: Filters | 4: Attibutes | 5 Ind. Address | E: Org. Address

'SV By uzing the gnd below, this mailing may be filtered an the items zhown in the Selected Filters column.
Filters Filter Option | Selected Filters
Dates Last Changed Include all «all Dates Last Changed =
Solicik Codes Include All <Al Solicit Codes>
[«] | 2
< Back | Mext = | Cancel | Print | Preview | Layout |

19. On the Filters tab, you can select the filters to use to choose records for which to print labels. For this
example, you do not need to select any filters because you want to search the database for all volunteer

records. For more information about selecting filters for labels, see the Mail Guide.

20. Click Next. The Attributes tab appears.

File Edit - Favorites - Help
s aE -2 |

7: Segment I 8: Poatal I 3 Format
1: General | 2 Fields to Include | 3 Filters B hd. Address | B Org. Address

I Include or Exclude Records With these dttributes

Filker: | Record: Type I Caktegary Bescripkion I Short Desc
< | T
I Add, Update or Delete theze Altibutes for each Record
Aickion I Tvpe Category I Descripkion Short Diake I Cormrent
<] | 2
< Back | Mest = | Cancel | Print | Preview | Layout |

21. On the Attributes tab, enter any attributes to filter the records for which labels print. Also, enter any
attributes to add, update, or delete on the records for which labels print. For this example, leave the

Attributes tab blank.
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22. Click Next. The Ind. Address tab appears.

Mew Labels [ x|

File - Edit - Favorites - Help
s 2- |

T Seament I 8 Postal I 39 Format |
1: General | 2 Fields ta Include | 2 Filters 4 Attibutes 5B Ind. Addrezs B Org Address

‘ Complete the steps below ta determing which address will print. - Click here bolearn about address processing.

Step 1:Indicate if seasonal addreszes should be considered.” The first valid seasonal address will be uzed.

¥ Conzider addreszes with seasonal dates az of |JEE0

Step 2:Specify, in the order of impartance, the addresses o consider if & valid seasonal address is not found.

Addreszes: Addresses o use:
First address found - Preferned address
Primary buzsiness
Spouze primary business ﬂ
C rwnm meckereod —oddesiei LI

Step 3:Y'ou may check for gpecial requirements by first conzidering addressges with the specified attibute(z).

Address Attributes. | <Mo address attributes specifieds

Step 4: Specify what happenz if no address iz found; IF'rint with o address j

< Back Mext = Cancel | Print Prewvigw | Layout |

Note: The Raiser’s Edge only checks the address types listed in the Address to Use box. If the program should
check all address types during address processing, move all available address types from the Addresses box to
the Addresses to use box.

23. On the Ind. Address tab, use the steps outlined on the tab to select an address type for each individual
constituent for whom you are printing a label. For more information about the Ind. Address tab for
mailings, see the Mail Guide.
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24. Click Next. The Org. Address tab appears.

Mew Labels [ x|

File - Edit - Favorites - Help

s 2- |

T Seament I 8 Postal I 39 Format |
1: General | 2 Fields ta Include | 2 Filters 4 Attibutes | B Ind Addrezs

‘ Complete the steps below ta determing which address will print. - Click here bolearn about address processing.

Step 1:Indicate if thiz mailing should go to the contacts for the organization or to the organization itzelf.
& Mail to contact: = Mail oy to thie organization

Step 2:Specify the contact types to consider for this mailing by selecting contact types or address attributes.

Contact [nformation | <Al contact types:

Contact Address Attibutes... | <Mo contact address attributes specified:

Step 3: Specify what happens if ho contact iz faund:| Print the Organization name with no address j

< Back | Mext = | Cancel | Print | Prewview | Lapaout |

25. Onthe Org. Address tab, use the steps outlined on the tab to select the contact for whom you are printing

a label. For more information about the Org. Address tab for mailings, see the Mail Guide.

Note: The Postal tab is available if you use the optional module Postal Discounts. For more information about
Postal Discounts see the Mail Guide. If you are using Postal Discounts for Postal Discounting, and the label type
you choose on the General tab cannot fit an address barcode and endorsement line, the Postal tab is disabled.
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26. Select the Format tab. The Format tab appears. The right side of the screen changes as you highlight
selections in the list on the left.

Mew Labels E

File. Edit Favortes  Help
B e Qw2 |

1: General | 2 Fields to Include I 3: Filters 4 Attributes I 5 lnd. Addreszs | E: Org. Address I
T Seament I 2 Postal 9 Format

I""":'”t options ¥ Omit purictuation from mailing
ark
Truncation reparts ¥ Frint address in ALL CAPS
¥ Skip |1_ lines befare printing the: first line

W Include I'I spaces before each line

v iinclude total number of labels

< Back | e | Cancel | Print | Prewvigw | Lapout |

27. From the list, select Output options to enter formatting preferences for the information printing on the
labels. For example, you can omit punctuation from the mailing or print the addresses on your labels in all

capital letters.

Note: Sort is available in the list on the Format tab only if you do not sort the mailing by running postal
discounts on the Postal tab.

28. From the list, select Sort to choose a specific order to print the labels.

Mew Labels ER

File Edit Favortes Help
W2 ?- |

1: General | 2 Fields to Include I 3: Filters 4 Attributes I 5 Ind. Addrezs | E: Org. Address I
7 Seament I 8 Postal 9 Format

Output options
- 4 Select the fields by which to sort. By selecting multiple
orr B ‘ fields, you can sort within groups. You can also specify
Truncation reparts ',I - the order by which to zort.

' Do nat sort mailing

' Sort by the follawing fields -
Available Fields Sort Fields

2
e

e F

< Back e Cancel Print | F'reviegl Lapout |
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29.

30.

31.
32.
33.
34.

35.

From the list, select Truncation reports to choose settings for printing a truncation report.

You can print truncation reports to determine the records whose information does not fit on the label as
you designed it to print. The report displays truncation information on a variety of different font sizes so
you can determine the options best for the mailing. For more information about truncation reports, see

the Mail Guide.

Mew Labels [ x|

File Edit - Favorites - Help
s aE -2 |

1: General | 2 Fields ta Include I 2t Filters 4: Attibutes I B lnd Address I E: Org. Address |

T Segment | 2 Postal 9: Format
Output options W Fritt Truncation Beports before label run
Sor W Check for horizontal truncations

B Truncation repaorts

[V Chieck for vertical truncations

|F bruncatiohs:are found using font Times Mew Roman at size 10

I~ Ewclude recard from thiz label rn

< Back | TEs= | Cancel | Print | Previeﬂl Layout

Click Save on the toolbar. The Save Mailing As screen appears.

Save Mailing As E3

|‘~"|E|i|ir1gnamE:|E!irthu:|a_l,I labels for volunteers [May) | Save I

Deseription: ||_abels far valunteer birthday cards with a birthday in kay T — |

W Other users may wn this Mailing
¥ Other uzers may madify this Mailing

In the Mailing name field, enter “Birthday labels for volunteers (May)”.
In the Description box, enter “Labels for volunteer birthday cards with a birthday in May”.
To allow users other than you to run the mailing, mark the Other users may run this Mailing checkbox.

To allow users other than you to modify the mailing, mark the Other users may modify this Mailing
checkbox

To save the new queue item and close the Save Mailing As screen, click Save. You return to the New
Labels screen.
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36. Click the “X” at the top corner of the New Labels screen. You return to the Add Item to New Queue

screen.
¥ Add Items to New Queue
Filter
Enter the module, category, and subcategory to filker the items that can be added to the gueue.
Module: |Mai =
Cateqgory: ILabeIs j
Subcategan: I j
;fj e E’ @ Uze these options for all zelected items.
Select I Diescription I ation: o7 T F
[l Easic Mailing e IF'nnt jv MI
- Labels for Birthday Card Printer: IHp Desklet 7200 j
Birthday labels For volunteers (May)
""" Copies: [1 j
™ Only show my mailings
ak. | Cancel | Add to queue |

| Total number of items in the quewe: 0

37. Onthe Add Items to New Queue screen, in the Select column, mark the checkbox next to “Birthday labels
for volunteers (May)” to add this queue item to the queue.

Once you select the queue item to add, several options are enabled on the right side of the Add Items to
New Queue screen.

Note: If you select “Send as Mail” in the Action field, additional fields such as Mail to and cc appear for you to
specify the recipients of the email. With your cursor in these fields, you can press F7 on your keyboard for your
email address book.

38. Inthe Use these options for all selected items frame, in the Action field, select “Print” to print the labels
for the volunteers.

Additional options appear on the right side of the screen depending on the action you choose. For
example, you can select an export format, name, or a printer path.

39. In the Printer field, specify the printer to print the labels.
40. To add the new queue item to the queue, click Add to queue.

Note: When creating eReceipts, you can specify to mark a gift as receipted and/or acknowledged. These
options appear on the right side of the Queue screen. To work with eReceipts and recurring queues, the user
account must have access to the email server. For more information about eReceipts, see the eReceipts
chapter of the Mail Guide.
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41.

Click OK. The New Queue screen appears.

I[=] B3

¥]| New Queue
File Edit Favorites Tools Help

ESaveandC\ose" = | b= ||g'| =] BL| (i
Hueue |Erocessing I Mizcellaneous I

Ja <l x

Module

? |

4 Up ¥ Wowr

Description

Birthday labels for volunteers [May]

Category

Labels ﬂ

Action Print

Data Format

Include Header

4 3
Qutput Query ﬂ

Query Type Constituent

Query Mame Birthday labels For volunteers (May)l

Guery Descripkion Birthday labels Far volunteers (May)

Others May Execute?

Cibhare Mz Modifu?

v
[ =

~ LContinue processing if minimum Postal Discount requirements

are not met

Thiz quewe will run on demand.

Note: The Continue processing if minimum Postal Discount requirements are not met checkbox defaults to
marked if valid postal information exists on the Postal tab.

On the left side of the New Queue screen, you can see the list of queue items for the queue. Multiple
modules can be included in one queue. When you select a queue item, the preferences you selected for
that queue item appear to the right of the New Queue screen. You can change the information on the
right side of the screen such as the action and data format for the queue item.

In the bottom left corner of the screen, the frequency appears for the queue. At a glance, the frequency
lets you know how often or seldom the queue is scheduled to run. Examples of frequencies are on
demand, hourly, and monthly. You can change the frequency of a recurring queue on the Processing tab.
For more information, see “Processing Tab” on page 154.

Note: On the Processing tab, you can specify what to do if an error occurs while running the queue. For
information about the Processing tab, see “Processing Tab” on page 154.

42.

43.

To continue printing labels, even if the minimum Postal Discount requirements are not met, mark the
Continue processing if minimum Postal Discount requirements are not met checkbox. This checkbox
only appears if you use the optional module Postal Discounts.

To save the new queue, click Save on the toolbar. The Save Queue As screen appears.

%) Save Queue As Ed

[lusue name: IE ithday labels for Walunteers-tap

Lrescription: :I

[¥ DOther users may iin this queue
¥ Other ugers may modify this queve

Cancel
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44. In the Queue name field, enter “Birthday Labels for Volunteers-May”.

45. To allow other users other than you to run the queue, mark the Others users may run this queue
checkbox.

46. To allow other users other than you to make changes to the queue, mark the Other users may modify this
queue checkbox.

47. Click Save. You return to the New Queue screen.

Note: When you save a queue to your database, any export file name that has been entered is validated
against other export file names in your database. If duplicate file names exist, a message appears asking if you
want to change the current file name. For more information about saving a queue, see “Saving a queue” on
page 29.

48. Click Save and Close on the toolbar to save and close the queue. You return to the Queue page.

You can now run the queue. For more information about running a queue, see “Scheduling a Queue for
Mail” on page 106.

Scheduling a Queue for Mall

Once you create a queue, you can either select to save and run the queue immediately, or you can select another
date and time to run the queue.

When the queue is recurring, you can schedule the queue to run at a set frequency. For more information about
scheduling recurring queues, see “Scheduling a Recurring Queue” on page 157.

To successfully run a scheduled queue, at least one computer must be set up as a Queue Service computer.
Queue Service is a utility in The Raiser’s Edge that enables you to run scheduled queues.

For more information about installing Queue Service, see “Installing Queue Service” on page 148. You do not
need to install queue service to run queues on demand.

Note: From The Raiser’s Edge shell, you can also run a queue by selecting File, Schedule Selected Queue from
the menu bar. From the Queue screen, you can run a queue by clicking Open in the toolbar or by selecting File,
Schedule Queue from the menu bar.

» Scheduling a queue

Scenario: You created a queue to print birthday card labels for all volunteers in your database with a
birthday in May. You want to set this queue to run at 8:00 tonight after all your volunteers have left for
the day. Before you run the queue, you must properly set up and save the queue. This scenario uses
the queue set up in “Creating a new queue” on page 95.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

[ The Raiser's Edge [- O[]

File Edt Wiew Go Favarites Tools Help

# Back 4 Forsad| Open in separate window

J mrstrats ale
gt Horne fjﬂ Administration=Quene
i 4
I‘ﬁ = Administration | | ] NewOueue ‘v Open 3 Delete.. —§ Schedus.. @ Find.. Show Sgheduled Queuss  Install Queus Service
’ System Statistics
T— Name Description Sthedule Frequency Mext run dateftime Created by Last run by Last run on
mport
@ Glpb T 2008 Building Fund Donations Report detailing don... On demand Supervisor Supervisor 02/01/2008
o) b address Import on demand Supervisar
) Expont )
& Sloball Changs ||| | E3tch Fracessin on demand Supervisar
Records Eirthday labels For o s On demand Supe
Globaly Delete Class of 1992 Alamni On demand Supervisor
Fecords Constituent Donors Greater Than $500 on demand Supervisar
Globally Wiite O || | Custom Report 2008 On demand Supervisor
GalEE Inactive Constitusnts on demand Supervisor
Convert Pledges | || | pleges For 2008 Phonathon on demand Supervisor
ToRecuring
Gifts Queu For Yolurkser 2 items - Yolunteer ... On demand Supervisor
Post to General | || |Supervisors Queue Ttems - Event Mana. .. On demand Supervisor
Ledger
Duplicate
Corsttusnts
Merge
Consttuents
Diap Lapsed
Members « |
Security I Only show my queues
e | ek
Blackbaud Recently Accessed Queues Quick Find
Analylics Constituent Donors Greater Than §500 | &
Auction Tracker | || Batch Processing
Integration Address Import =l
Queue =
Allows you to set up & series of tasks to run automatically and unettended. Far more informetion shout Gueue, see the Queus for
Task Scheduling Guide i
A

‘wielcome ko The Raiser's Edas 7

3. Inthe grid, select “Birthday Labels for Volunteers-May”.
4. Click Schedule on the action bar at the top of the page.

Warning: For a queue to run successfully, the database must be running.

Once you select to run the queue, if you marked the Create control report checkbox on the Options
screen, the queue is validated to ensure that the printer, file, or mail recipient can be located. If the
printer, file, or mail recipient cannot be located, a message appears informing you that the information
cannot be successfully located. To correct the information, click Edit User Options on the Options screen.
For more information about setting user options, see “User Options” on page 8.

Warning: You must enter a date and time to run the queue that is either on or after the current date and time.
If any other item in the queue is not valid, the Queue Validation Complete screen appears. For more
information about validating a queue, see “Validating a Queue” on page 17.

If the validate process is successful, the Schedule screen appears.

Schedule Birthday labels for Yolunteers-May E

Enter the date and time to begin pracessing the queue and prezz 'Schedule Queue
or press ‘Run Queus Mow' to run the queus now.

Current date: 0241242003 Current time: 10:27:42 AW
Queue start date: |02/12/2008 Queue start time: I 300 M ﬁ

Run A ISupewisor vI Bun On; I

Beqin processing with: I Birthday labels for voluntesrs [May) j

Schedule Dueue | Cancel | Run Dueue Mow |

Note: On the Schedule Queue screen, you can click Run Queue Now to run the queue now.

5. In the Queue start date field, enter today’s date to run the queue tonight.

6. Inthe Queue start time field, enter “8:00 PM” to run the queue at 8:00 tonight after all your volunteers
have left for the day.



108 CHAPTER

Tip: In the Queue start date field, press F3 on your keyboard for today’s date and F7 for a calendar.

7. Inthe Run As field, select the user to run the queue. Security rights are considered based on the user’s
security settings. A scheduled queue can run only when the user selected in the Run As field is not logged
into The Raiser's Edge.

8. In the Run On field, enter a specific computer on which to run the queue. This field is useful when you
have more than one queue server.

Warning: When the time comes for a queue to run, if the queue has been deleted, a message appears
informing you that the queue could not be found.

9. Inthe Begin processing with field, if you have more than one queue item in a queue, you can select which
gueue item to process first by selecting a queue item in this field.

If more than one queue item exists in the queue and you select a queue item other than the first one in
the list, queue items listed before the one you select in this field will not run. For this example, only one
gueue item exists in the queue.

10. To schedule the queue to run at the time you specified, click Schedule Queue. The Queue sits on the
Queue Schedule screen until it is ready to run. For more information about viewing scheduled queues,
see “Showing scheduled queues” on page 165.

If you change your mind and decide to run the queue now, you can click Run Queue Now to cancel the
scheduling process and begin processing the queue immediately.

Queue Reports for Malil

With the Queue for Task Scheduling module, several reports are available for Mail to help you track the different
gueues entered in your database, record the settings selected when you run a queue, and correct the exceptions
generated when you run a queue. A validation report, a queue profile, and a control report are available for the
Mail module.

Validation Report

You can validate a queue by selecting Tools, Validate from the menu bar of the Queue screen. The Queue
Validation Complete screen appears, specifying how many items successfully validated or failed. You can view the
validation report for items that failed to validate by clicking Preview Report on the Queue Validation Complete
screen. A validation report appears only if errors are found during the queue validation process. When the
validation report appears, you can view the queue name; description; input query; module; subcategory; and
category for each invalid item in the queue. The report also gives an explanation for the invalid queue item.
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For more information about validating a queue, see “Validating a Queue” on page 17.

Queue Report [_[5]x]

09052008 Blackbaud Demo
Queue Validation Report

Qruene Nazae: New Cuene
Desription:
Tnprat Query:

Report Run Date: 09/05:2008

Bxceptions

Module  Category Subcategory Description Reason

Mail Letters Labeks, Cards. and Envelopes  Donor cards Redquited field missizg: Printer path

Ml Letters Labeks, Cards. and Envelopes  Donor cards Printer not found

Total exceptions listed:
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Queue Profile

You can select to preview a profile for the queue you are working with at any time. A queue profile is basically a
summary of the options you set up for the queue. For example, on the Queue Profile screen you can view the
name and description of the queue, as well as the properties of the tasks included in the queue. Once you
preview the queue profile, you can select to print or export the information for the queue. To access a queue
profile, select File, Preview from the menu bar of the Queue screen.

A& Queue Profile [_[5]x]
X4 a1 D |v[=| @|F|&f5= [0z =] [ |44 Tean  oox 1t
Preview
- Quewe Profile

Mall, Birthd:
04/03/2008 Blackbaud Demo
Queue Profile
Quens Nare: Birthday lahels for Voluntesrs-hay Last ran by
Deseription: Last nmon:
Created by Supervisor Last run corpleted suceessfully:
Created on: 04/09/200%
Tprut Qrery
Module Category Subcategory Description
Ivlail Labels, Cards, and Ervvelopes Labels Birthdav labels for volunteers (Mav)
Output: Lahels
Action: Print
Printer: HP Desklet 722C
Copies: 1
Inchude header: Ho
Ivlark the gifts as receinted:
Query type: Birthday labels for volunteers (Wav)
Queue Mare: Constitusnt
Query deseription: Birthday labels for voluntesrs (MWay)
Others may execute: Ves
Others may randify: Ves
s W

Control Report

When you mark the Create control report checkbox on the Options screen in User Options, a control report
appears after a queue finishes processing. Depending on your settings in User Options, the control report either
exports, prints, or is sent as email. There are two types of control reports — Summary and Detail. When you mark
the Create control report checkbox in User Options, you need to select which type of report to create. For more
information about setting up user options, see “User Options” on page 8.



MaiL 11

Summary

The summary report includes the queue name, description, input query, start date and time, and end date and
time for the queue. The summary report also lists the type of module, category, subcategory, and description for
each queue item entered in the queue. You can select whether to create a summary control report or a detail
control report for a queue in User Options. For more information about User Options, see “User Options” on
page 8.

AR Qusue Control Report [ [51x]
x| ] - o

* Preview

01022008 Blackbaud Demo
Queue Control Report

Quene name: Donor Acknowledgerent Letters
Description:
Tnpnt query:
Start dateftivee: 10:53:50 AM
End dateitite: 10:33:30 AW
Elansed time: 12 seconds
Status: Allcompleted
Elapsed
Category Subcategory Description Start Time End Time Time Status

Latters Danor Ackno ¢ Donor Acknor Le 10:53:30A0  10:340240 00:00:12 Completed
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Detall

The detail report includes the queue name, description, input query, start date and time, and end date and time
for the queue. The detail report also lists the type of module, category, subcategory, description, and each option
you selected for the queue. These options can include checkboxes you selected, which printer you specified for
the queue output, or the names of people receiving the queue output as email. You can select whether to create
a summary control report or a detail control report for a queue in User Options. For more information about User
Options, see “User Options” on page 8.

I Queue Contiol Report EHEE

| 0 T Y Y 18 B

- Preview

01212008 Blackbaud Demo
Queue Control Report

Quene mems: Birthday labels for oluntesrs-Way
Deseription:
Inpt query:
Staxt dateftime: 3:21:04 FM
End dateftin: 3:21:04 PM
Elapsed time: 32 seconds
Status: Allcompleted

Elapsed
Category Subcategory Description Start Time End Time Time Status

Labels, Cards, and Exon Labels Birthdav labels for volumtes:  3:21.04PM J2L36PM 00:00:32 Cormpleted.

Output; Labels
Astion: Print

Printer: HP DeshJet 7220
Copies: 1
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With the Queue for Task Scheduling module, several modules are available for you to include when creating and
running queues. With Query, you can export information in a variety of ways. Examples of available formats
include comma-separated values, Excel, Text, and HTML. You can set up and run multiple queries in one queue. In
addition, you can also run multiple modules in one queue. For example, you want to query the database for funds
with no ending date. You also want to run a quarterly financial report. Not only can you include both the Query
module and the Reports module in one queue, you can set the queue to run at any time that is convenient for
you.

Working with Queues for Query

Warning: The optional module Queue for Task Scheduling does not recognize saved queries that are
associated with a VBA macro.

When working with queues for Query, several categories are available. A category is a breakdown within the
Query module of the queue and helps to specify the type of task you are creating. The available categories for the
Query module are Action, Appeal, Campaign, Constituent, Event, Fund, Gift, Individual, Job, Membership,
Organization, Participant, and Relationship. Once you select a category for Query, you can further specify the
category by selecting a subcategory. A subcategory specifies a breakdown within the category of a task.
Subcategories provide the specific information needed to successfully run the task. For more information about
the available categories and subcategories for Query, see the Query & Export Guide.

Once you select the specific category and subcategory for Query, select the appropriate checkboxes and options
to include in the queue. Then, specify a date and time to run the queue.

For more information about running a queue, see “Scheduling a Queue for Query” on page 122.

Creating a Queue for Query

With the Queue for Task Scheduling module, you can create a new queue or create a queue from an existing
queue.

When you create a new queue from an existing queue, you are basically opening an existing queue and saving the
qgueue under a different file name. For example, you ran a queue last month querying the database for
constituents who donated $S500 or more to your organization last year. This month, you want to query the names
of constituents who donated less than $500 last year. You know the list is lengthy, so you set up the queue and
specify the queue to run at the most convenient time for you. This can be during your lunch break or at night
after your volunteers and employees have left for the day. Open the queue you ran last month, make any
necessary changes, and save the queue under a new name. You can now use the settings from the previous
gueue to run your new queue.

For more information about saving a queue from an existing queue, see “Creating a New Queue from an Existing
Queue” on page 30.

From the Queue link of Administration, you can create new queues for Query or open existing queues to run
unattended at designated times. To access the Queue page, click Admin on the Raiser’s Edge bar. The
Administration page appears. Click Queue. The Queue page appears. From the Queue page, you can create and
work with queues for Query.
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» Creating a new queue

1.
2.

Scenario: You are cleaning up your database and need to create a list of all inactive constituents

currently in the database. Because you have many inactive constituents in the database, you need to
create a new queue to list this information. Sort this list in ascending alphabetical order, including the
constituent’s name and constituent ID. Export this list into an Excel spreadsheet so that you can print
the list for your records.

On the Raiser’s Edge bar, click Admin. The Administration page appears.

Click Queue. The Queue page appears.

[ The Raiser’s Edge
Flle Edt View Go Favorites Iooks Help

# Back 4 Fonsad| Openin separate window

gfﬁﬂ AdminrstrationsQueue

[_ O[]

Administration

JHewlueue ‘wqlpen ¥ Delete

¥ Schedule.. | ) Find

Show Scheduled Queues  Install Queus Service

Spstem Statistics
Import

Globally Add
Records
Globally Change
Records
Glebally Delete
Records
Globally ‘Wiite OFf
Pledges
Corvert Pledges
To Recuring
Gifts

Post to General
Ledger
Duplicate
Corstituznts
Merge
Constituents
Drop Lapsed
Members

Secury

Blackbaud
Analytics
Auction-Tracker
|egration

Hame

2008 Buikding Fund Donations

Description

Sthedule Frequency Next run dstejtime Created by Lsst run by Last run on L

on.... On demand

E ;
Address Impart on demand Supervisar ty
Batch Frocessing On demand Supervisor b
Birthday labels For Yolurkeers-May on demand Supervisar f
Class of 1992 Alumni On demand Supervisor b
Constituent Donors Greater Than $500 On demand Supervisor ty
Custom Repork 2005 On demand Supervisor b
Inactive Constituents On demand Supervisor ty
Plecges for 200% Phonathon On demand Supervisor b
Queus for Yolurteer 2items - Yolunkeer ... On demand Supervisor ty
Supervisors Queus Ttems - Event Mana. .. On demand Supervisor b
i 0]
I Only show my queues
Recently Accessed Queues Quick Find

Birthday labels for Volunteers-Hay
2008 Building Fund Donations.
Batch Processing

AR

=

‘wielcome to The Raiser's Edge 7

Queue

Scheduiing Guide:

Allows youto set up a series of tasks to run automatically and unattended. For more informetion ahout Queve, see the Queue for Taskj

[l
4
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3. Click New Queue on the action bar. The Add Items to New Queue screen appears. For more information
about accessing the queue page, see “Accessing a Queue” on page 6.

¥]| Add Items to New Queue

il
Filter

Enter the module, category, and subcategory to filker the items that can be added ta the gueue.
taodule: IQuery j
Cateqgory: IConstituent j

Subcategany: | Dyharnic =l

’a il I IET @ B Usze these options for all selected items.

Select I Description = :
Blark Primary Addiesses Achion: IExport Vl Fiestone toDefanlts I

Board Members [rata format: I j
Development Committee [Const Attribute)
Donors for 'This Month' el I —I
Inactive Records

Invalid Address/Blank Preferred Address
Largest Gift +$5,000

M ajor Donor Prospect

Merbers [active and dropped)

Previous Donors

Frospects

Tribute Recaords hd |
4

™ Only show my queries

™| [helude feader

l:_l-l_l-l-l-l-l_l-l_l-l-l

[k | Cancel | L aUEie |

| Tatal number of items in the queue: 0

In the Module field, select “Query” because you are querying the database.

5. In the Category field, select “Constituent” because you are querying the database for a list of inactive
constituents.

6. In the Subcategory field, select “Dynamic”. A dynamic query is always updated. You may want to run this
same query again several months from now. By selecting dynamic, the query pulls the most recent and
up-to-date information from your database.

7. When queries exist on the Add Items to New Queue screen, the Only show my queries checkbox is
enabled at the bottom of the screen. To display only queries that you saved, mark the Only show my
queries checkbox.
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8. Click New Item to add a new task for the queue. The New Constituent Query screen appears.

2. Mew Constituent Query - The Raizer's Edge
File = Edit- View Fommat - Hecords © Favortes - Tools - Help

=1 R T \
1:Criternia Ig:DutputI Q:Sortl =_1:F|esu|ts|

Thi filkers entered here will determine the records that are output,
v Include inactive constituents v Include deceased constituents W Include constituents with no valid address

—&vailable Fields r— Filter
Show: | <Al =l
- Ethinicity =]
- First Namea

- Fiscal ear Starts =1

- ndustry

- Ky Indicator _lﬂ
4 I I 4
&k Find...l Select-» | <-F|em0ve| Ehange...l _[I _]I ﬂl il Llil

< Back | Mext > | Caticel | Bun Nowl

| | | v

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

9. On the Criteria tab, in the Show field, select “<All>”". You can select a specific group of fields or select
“<All>" to see a complete list of Available Field categories.

10. To reveal criteria fields under each group, in the Available Fields box, click the plus sign to the left of the
group name. To reveal the Inactive? field, click the Constituent Information group.

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

11. Select Inactive? and click Select. The Edit Field Criteria screen appears.

Edit Field Criteria ]|

Inactive?

Dperator: [T

Walle: IYES - I

(] Cancel
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12. In the Operator field, select “equals”. For more information about criteria fields, see the Query & Export
Guide.

13. In the Value field, select “Yes”.
14. Click OK. The criteria field with the criteria operator appears in the Filters box.
15. Select the Output tab.

42 New Constituent Query - The Raiser's Edge

File  Edit" Wiew Format - Hecords - Favortes - Tools Help
B W S ]2

1:Criteria ; :Sortlﬂ:HesuItsI

Select the fields o display in the Results grid. When exparting, these ars the figlds to export.

—dwailable Fields — Dutput
Showe | <Al j ----- Ihactive?

[#- Query Fields -
Favarites
Constituent | nfarmation

Spousze

Aliazes

Credit Cards

Constituency

Solicit Codes

Constituent Salicitor |nformat

+- Primary Alarmni Information_lﬂ
4 | | »
4 Find...l GiElentsy | <-F|ernove| Ehange...l Ll Ll

{ Back | Mext > | Cancel | Bun Nowl

| | | v

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

17. To reveal criteria fields under each group, in the Available Fields box, click the plus sign to the left of the
group name. To reveal the First Name field, click the Constituent Information group.

18. Select the First Name field and click Select. The First Name field appears in the Filters box.
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19. Select the Last Name field and click Select. Do the same for the Constituent ID and Name to select the
Name field in case there are inactive organizations that exist in your database. The Last Name,
Constituent ID, and Name fields appear in the Filters box.

42 New Constituent Query - The Raiser's Edge

File  Edit \iew Fommat Hecords - Favontes  Tool: - Help
AR S

1:Criteria ~ 2:0utput |§:Sort| ﬂ:HesuItsI

Select the figlds to display in the Results grid. - When exporting, these are the figlds to expaort,

—dwailable Fields ~ Dutput
Shiow: | <Al j i Inactive?
- First Name
I d - Last Narme
-~ Import [D
- Inactive?
M
- [ncame = ame
- |ndustry
- Key Indicator
- Lagt Changed By
- Last Mame
- Maiden Mame
- Marital Status ¥
4 I I 4
ah Find...l Select-» | <-F|em0ve| Ehange...l + | + |

< Back | Mext > | Camncel | BunNowl

| | o

20. Select the Sort tab.

2. Mew Constituent Query - The Raizer's Edge
File  Edit - Miew - Fommat:  Hecords - Favortes - Tools Help

EIE Bl A R

l:Criterial 20utput: ~ 2:Sart |=_1:F|esu|ts|

The records returned by the quen will be zoted bi'the fields selected here.

—dwvailable Fields —Sort By
Show: | <Al =l - Mame [4sc)
- Inactive? ;I
- Income
- | ndustry
- Ky Indicator e

- Lazt Changed By

- M arital Status
- Match Notes

- Matching Gift Factor _ILI
4 I | 3
&4 Find...l Select-» | <-F|emove| Channes:. Ascl Descl LIL'

< Back | Next = | Catcel | EunNowl

| | | 7

21. To reveal criteria fields under each group, in the Available Fields box, click the plus sign to the left of the
group name. To reveal the Name field, click the Constituent Information group.

22. Select Name and click Select. The selected sort field appears in the Sort By box with (Asc) as its default
alphabetical sorting order.
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23.

24.
25.
26.
27.
28.
29.

30.

31.

32.

Click Save on the toolbar. The Save Query As screen appears.

Save Query As E

Quer_l,lgame:llnactive Constituents | Save I
iptior: || nactive constituents in the databaze -

Description: _I Cancel |
[~

Cuery format: IDynamic 'l

W Other users may execute this query

v Otker uzers may modify this quer

In the Query name field, enter “Inactive Constituents”.

In the Description box, enter “Inactive constituents in the database”.

In the Query format field, select “Dynamic”.

To allow other users to run the query, mark the Other users may execute this query checkbox.
To allow other users to modify the query, mark the Other users may modify this query checkbox.

To save the new queue item and close the Save Query As screen, click Save. You return to the New
Constituent Query screen.

To close the New Constituent Query screen, click the “X” at the top corner of the screen. You return to the
Add Items to New Queue screen for the queue.

#] Add Items to New Queue
Filter
Enter the module, category, and subcategory to filker the items that can be added to the gueue.
todule: IQuery j
Cateqgory: IEonstituent j
Subcategony: ID_l,lnamic j
sm e E" @ Use these options for all selected items.
Select I Description ;I Astion: R Defaul
| Donor Giving Summary For 'This Week! e IENDDIt jv MI
[l Donor Giving Summary for 'This Year! Data farmat: IExceI 57 [4L5) j
- Pledge Balance Greater than Zero .
- Fund ID = <ask>= Export path: IC:\FlIes _I
|l Mon-contributors
- Current Membership Category = <ask> I [relide feader
- Lapsed Members
| Dropped Members with Dropped Date = <ask
- &lurnni with Class OF = <ask:
- Total Amount Given for Active Tributes
- Constituents with Defined Target Amounts

v Inas tituents
-
4 4

[~ Only show my queries
0K | Cancel | Add to queue |

| Tatal number of items in the quewe: 0

On the Add Items to New Queue screen, in the Select column, mark the checkbox next to “Inactive
Constituents” to add this queue item to the queue.

Once you select the queue item to add, several options are enabled on the right side of the Add Items to
New Queue screen.

In the Use these options for all selected items frame, in the Action field, select “Export” to export the
inactive constituents list.

Additional options appear on the right side of the screen depending on the action you choose. For
example, you can select an export format, name, or a printer path.



QUERY 12

33.
34.

35.
36.

In the Data format field, select “Excel 5-7 (XLS)” to export the information into an Excel spreadsheet.

In the Export path field, select the file location to store the exported information. You can either type ina
path name or click the ellipsis to the right of the field to browse for a file location.

To add the new queue item to the queue, click Add to queue.
Click OK. The New Queue screen appears.

E“JJ New Queue !E E

File Edit Favorites Tools Help
E]Saveandﬁ\ose" =] | = ||Q'| =] |ﬁ| (i)

Bueue |Erocessing I Miscellaneous I

? |

sa £ X 4+ e D Inactive Constituents
Module Category Description Query ﬂ
Constituent active Constituents  Ftadtay] Expart

[rata Format Excel 5-7 (¥L5)
Include Header
File: Marme Inactive Constituents, =L
Wﬂ
S
Query Type
Query Marne

Query Description

Others May Execute?

=l
kb Bl BdediFo

Thiz quewe will run on demand.

Note: On the Processing tab, you can specify what to do if an error occurs while running the queue. For
information about the Processing tab, see “Processing Tab” on page 154.

On the left side of the New Queue screen, you can see the list of queue items for the queue. Multiple
modules can be included in one queue. When you select a queue item, the preferences you selected for
that queue item appear to the right of the New Queue screen. You can change the information on the
right side of the screen such as the action and data format for the queue item.

In the bottom left corner of the screen, the frequency appears for the queue. At a glance, the frequency
lets you know how often or seldom the queue is scheduled to run. Examples of frequencies are on
demand, hourly, and monthly. You can change the frequency of a recurring queue on the Processing tab.
For more information, see “Processing Tab” on page 154.

37. To save the new queue, click Save. The Save Queue As screen appears.

@JJ Save Queue Asg E
[ueue hame: |Inactive Constituents
Diescription: ;I
=

[¥ Other users may iun this queue
[V Other users may modify this queue

Save I Cancel

38. In the Queue name field, enter “Inactive Constituents”.
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39. To allow users other than you to run the queue, mark the Others users may run this queue checkbox.

40. To allow users other than you to make changes to the queue, mark the Other users may modify this
queue checkbox.

41. Click Save. You return to the New Queue screen.

Note: When you save a queue to your database, any export file name that you enter is validated against other
export file names in your database. If duplicate file names exist, a message appears asking if you want to
change the current file name. For more information about saving a queue, see “Saving a queue” on page 29.

42. Click Save and Close on the toolbar to save and close the queue. You return to the Queue page.

You can now run the queue. For more information about running a queue, see “Scheduling a Queue for
Query” on page 122.

Scheduling a Queue for Query

Once you create a queue, you can either select to save and run the queue immediately, or you can select another
date and time to run the queue.

When the queue is recurring, you can schedule the queue to run at a set frequency. For more information about
scheduling recurring queues, see “Scheduling a Recurring Queue” on page 157.

To successfully run a scheduled queue, at least one computer must be set up as a Queue Service computer.
Queue Service is a utility in The Raiser’s Edge that enables you to run scheduled queues.

For more information about installing Queue Service, see “Installing Queue Service” on page 148. You do not
need to install queue service to run queues on demand.

» Scheduling a queue

Scenario: You created the queue “Inactive Constituents” that lists all inactive constituents in your
database. You want to set this queue to run at 12:00 p.m. tomorrow afternoon during your lunch
break. Before you run the queue, you must properly set up and save the queue. This scenario uses the
gueue set up in “Creating a new queue” on page 115.

Note: From The Raiser’s Edge shell, you can also run a queue by selecting File, Schedule Selected Queue from
the menu bar. From the Queue screen, you can run a queue by clicking Open in the toolbar or by selecting File,
Schedule Queue from the menu bar.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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3.

Click Queue. The Queue page appears.

[ The Raiser's Edge M= E
File Edit Wiew Go Favorites Tools Help
# Back 4 Forsad| Open in separate window
A mretrat = =
gt Horne fjﬂ Administration=Quene
i ;
I‘ﬁ = Administration | | ] NewOueue ‘v Open 3 Delete.. —§ Schedus.. @ Find.. Show Sgheduled Queuss  Install Queus Service
# System Statistics
pot Name Description Schedule Frequency Mexk run date/time Created by Last run by Last run on
mpor
@ Glpb A 2008 Building Fund Danations Report detailing don.... ©on demand Supervisor Supervisor 02/01/2008
o) s address Import on demand Supervisar
) Expont )
& Slabally Chanas Bakch Processing on demand Supervisor
Records Birthday labels For Volunkesrs-May ©n demand Supervisor
Globally Delete Class of 1992 Alumni ©n demand Supervisor
Fecords Constituent Donors Greater Than $500 on demand Supervisar
Globally ‘Wiite Off Custom Report 2008 ©On demand Supervisor
flodos n: tuents On demand 5 or
Convert Pledges | || | pjecges For 2008 Phonathon On demand Supervisor
ToRecuring
Gifts Queue For Yolurteer 2 items - Yolunteer ... On demand Supervisor
Post to General Supervisors Queus Ttemns - Event Mana. .. On demand Supervisor
Ledger
Duplicate
Constituents
Meige
Constituents
Diop Lapsed
Members « |
Security I Only show my queues
e |
Recently Accessed Queues Quick Find
Blackbaud
Analylics Constituent Donors Greater Than §500 | &
Auction-Tracker Batch Processing
Integration Address Import d}
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Queue

Task Scheduling Guide

In the grid, select “Inactive Constituents”.

4. Click Schedule on the action bar at the top of the page.

Allows you to set up a series of tasks to run automatically and unsttended. For more informetion about Gueue, see the Queue for j
A

Warning: For a queue to run successfully, the database must be running.

Once you select to run the queue, if you marked the Create control report checkbox on the Options
screen, the queue is validated to ensure that the printer, file, or mail recipient can be located. If the
printer, file, or mail recipient cannot be located, a message appears informing you that the information
cannot be successfully located. To correct the information, click Edit User Options on the Options screen.

For more information about setting user options, see “User Options” on page 8.

If any other item in the queue is not valid, the Queue Validation Complete screen appears. For more

information about validating a queue, see “Validating a Queue” on page 17.

Warning: You must enter a date and time to run the queue that is either on or after the current date and time.

Note: On the Schedule Queue screen, you can click Run Queue Now to run the queue now.

5.
6.

If the validate process is successful, the Schedule screen appears.

Schedule Inactive Constituents E

Enter the date and time ta begin pracessing the queue and prezz 'Schedule Queue
or press 'Run Queus Mow' to run the queus now.

Current date: 0240242008 Current time: 10:48:33 AM
Queue start date: |02/03/2008 Queue start time: |'|2:DD =] ﬁ

Run A ISupewisor vI Bun On; I

Beqin processing with: |Inactive Constituents j

Schedule Dueue | Cancel | Run Dueue MNow |

In the Queue start date field, enter tomorrow’s date to run the queue tomorrow during your lunch break.

In the Queue start time field, enter “12:00 PM” to run the queue at 12:00 p.m. during your lunch break.
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Tip: In the Queue start date field, press F3 on your keyboard for today’s date and F7 for a calendar.

7. Inthe Run As field, select the user to run the queue. Security rights are considered based on the user’s
security settings. A scheduled queue can run only when the user selected in the Run As field is not logged
into The Raiser's Edge.

8. In the Run On field, enter a specific computer on which to run the queue. This field is useful when you
have more than one queue server.

9. Inthe Begin processing with field, if you have more than one queue item in a queue, you can select which
gueue item to process first by selecting a queue item in this field.

If more than one queue item exists in the queue and you select a queue item other than the first one in
the list, queue items listed before the one you select in this field will not run. For this example, only one
gueue item exists in the queue.

Warning: When the time comes for a queue to run, if the queue has been deleted, a message appears
informing you that the queue could not be found.

10. To schedule the queue to run at the time you specified, click Schedule Queue. The Queue sits on the
Queue Schedule screen until it is ready to run. For more information about viewing scheduled queues,
see “Showing scheduled queues” on page 165.

If you change your mind and decide to run the queue now, you can click Run Queue Now to cancel the
scheduling process and begin processing the queue immediately.

Queue Reports for Query

With the Queue for Task Scheduling module, several reports are available for Query to help you track the
different queues entered in your database, record the settings selected when you run a queue, and correct the
exceptions generated when you run a queue. A validation report, a queue profile, and a control report are
available for the Query module.

Validation Report

You can validate a queue by selecting Tools, Validate from the menu bar of the Queue screen. The Queue
Validation Complete screen appears, specifying how many items successfully validated or failed. You can view the
validation report for items that failed to validate by clicking Preview Report on the Queue Validation Complete
screen. A validation report appears only if errors are found during the queue validation process. When the
validation report appears, you can view the queue name; description; input query; module; subcategory; and
category for each invalid item in the queue. The report also gives an explanation for the invalid queue item.
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For more information about validating a queue, see “Validating a Queue” on page 17.

] A 0 = o ) e - ' ;

010272008 Blackbaud Demo
Queue Validation Report

Qruene Nazae: New Cuene
Desription:
Tnprat Query:

Report Run Date: 01022008

Bxceptions

Module Category Subcategory Description Reason

Orery Carmpaign Diymamic Camprignsiaverage gift over $1,000 Requuired field missing: Export format

Query Campeign Diynarai Canpaignsfaverage gift over $1,000 Required field missing: Expert
filename

Tatal excentions listed,
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Queue Profile

You can select to preview a profile for the queue you are working with at any time. A queue profile is basically a
summary of the options you set up for the queue. For example, on the Queue Profile screen you can view the
name and description of the queue, as well as the properties of the tasks included in the queue. Once you
preview the queue profile, you can select to print or export the information for the queue. To access a queue
profile, select File, Preview from the menu bar of the Queue screen.

] '. : ¥ i]m | lw.uuz” = g&] G

Query, Inac

0100272008 Blackbaud Demo Page 1
Queue Profile

Queus Haree: Inastive Constituerts Last runby: Supervisor
Drescription: Last nun oz 010202008
Crestedby: Supervisor Last run commleted successfillv: Vs
Created on: 01102/2008

Input Query:

Module Category Subcategory Description

Querv Constituent Drmarnic Inactive Constituents

Cutput: Query
Action: Export
Export b Excel 20 (XLS)
File name: DFiles\Inactive Constituents 2001 LS
Includs headsr: No
Mark the gifls o5 receipted:

Control Report

When you mark the Create control report checkbox on the Options screen in User Options, a control report
appears after a queue finishes processing. Depending on your settings in User Options, the control report either
exports, prints, or is sent as email. There are two types of control reports — Summary and Detail. When you mark
the Create control report checkbox in User Options, you need to select which type of report to create. For more
information about setting up user options, see “User Options” on page 8.
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Summary

The summary report includes the queue name, description, input query, start date and time, and end date and
time for the queue. The summary report also lists the type of module, category, subcategory, and description for
each queue item entered in the queue. You can select whether to create a summary control report or a detail
control report for a queue in User Options. For more information about User Options, see “User Options” on
page 8.

AR Qusue Control Report [ [51x]
x| ] - o

* Preview

0L0202008 Blackbaud Demo
Queue Control Report

Quene name:  Board Merdbers
Description:
Tnpnt query:
Start dateftives:  10:56:38 AM
End dateitire: 10:36:38 AW
Elansed time: 6 seconds
Status: Allcompleted
Elapsed
Category Subcategory Description Start Time End Time Time Status

Constituent Query Drvmarnic Board Metdhers 10:56:3840  10:36:4440 00:00:06 Completed
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Detall

The detail report includes the queue name, description, input query, start date and time, and end date and time
for the queue. The detail report also lists the type of module, category, subcategory, description, and each option
you selected for the queue. These options can include checkboxes you selected, which printer you specified for
the queue output, or the names of people receiving the queue output as email. You can select whether to create
a summary control report or a detail control report for a queue in User Options. For more information about User
Options, see “User Options” on page 8.

I Queue Contiol Report EHEE

| 0 T Y Y 18 B

- Preview

0100212008 Blackbaud Demo
Queue Control Report

Quene nare: Inactive Constituents 2002

Description:

Inpnt guery:
Start dateftime: 4:05:27 PM
End dateitirae: 4:03:27 P

Elansed time: 3 seconds

Status: Al coapleted.
Elapsed
Category Subcategory Description Start Time End Time Time Status

Constituezt Drvrarnic Inactrve Constituents 2008 4.0327PM 40330PM 00:00:03 Cormpleted.

COutput: Ouery

Action: Export
Evportas: Exel £0(XL5)
File nawe: DiFileslnactive Constituents KLS
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With the Queue for Task Scheduling module, several modules are available for you to include when creating and
running queues. With Reports, you can print, export, or send information included in a report as email. You can
set up and run multiple reports in one queue. In addition, you can also run multiple modules in one queue. For
example, you want to print address labels for your fundraising newsletter. You also want to run a report
specifying the new donors who are currently giving to the Building Fund. Not only can you include both the Mail
module and the Reports module in one queue, you can set the queue to run at any time that is convenient for
you.

Working with Queues for Reports

When working with queues for Reports, several categories are available. A category is a breakdown within the
Reports module of the queue and helps to specify the type of task you are creating. The available categories for
the Reports module are Action; Analytical; Campaigns, Funds and Appeals; Custom; Demographic and Statistical;
Event Management; Financial; Membership; Pledge and Recurring Gift; Profiles, Lists, and Directories; Prospect
Research; Tribute; and Volunteer. Once you select a category for Reports, you can further specify the category by
selecting a subcategory. A subcategory specifies a breakdown within the category of a task. Subcategories
provide the specific information needed to successfully run the task. For more information about the available
categories and subcategories for Reports, see the available report guides.

Once you select the specific category and subcategory for Reports, select the appropriate checkboxes and options
to include in the queue. Then, specify a date and time to run the queue. For more information about running a
queue, see “Scheduling a Queue for Reports” on page 139.

Creating a Queue for Reports

With the Queue for Task Scheduling module, you can create a new queue, create a queue from an existing queue,
or create a queue using a query as the input.

When you create a new queue from an existing queue, you are basically opening an existing queue and saving the
gueue under a different file name. For example, you ran a queue last month creating a report of honor/memorial
constituents with the tribute type “In Honor Of”. This month, you want to create a report of honor/memorial
constituents with the tribute type “In Special Recognition Of”. You can set up the queue and specify the queue to
run at the most convenient time for you. This can be during your lunch break or at night after your volunteers and
employees have left for the day. You can open the queue you ran last month, make any necessary changes, and
save the queue under a new name. You can now use the settings from the previous queue to run your new
queue.

For more information about saving a queue from an existing queue, see “Creating a New Queue from an Existing
Queue” on page 30.

When you create a queue using a query as the input, you are searching for an existing query to use as the input
qguery for the queue. For example, you created a query listing the board members of your organization. You want
to create a queue to print a report of constituents who donated to your organization this year, and want to list
only board members who contributed. You can create the queue, and select the Board Members query as the
input query. Whenever you include an input query for a queue, the query you select takes precedence over any
query on a parameter form.

From the Queue link of Administration, you can create new queues for Reports or open existing queues to run
unattended at designated times. To access the Queue page, click Admin on the Raiser’s Edge bar. The
Administration page appears. Click Queue. The Queue page appears. From the Queue page, you can create and
work with queues for Reports.
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» Creating a new queue

Scenario: Your educational organization is planning its Class Reunion for those who graduated from
your organization in 1992. Your Development Director asks you to create a report listing these alumni.
This report will help your group prepare for this event. Include the constituent names, addresses,
phone numbers, major, and year graduated in the report.

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

Click Queue. The Queue page appears.

[ The Raiser’s Edge
File Edit Wiew Go Fawortes Tools Help

® Back % Foward | Openin separate window

B Home /ﬂﬂ Adminstration s Quele
L

_1MHewQueue cyOpen 3 Delete..

§5chedue.. @ Find.. ShowSchedued Queuss | Install Queus Service

iﬁ R Administration
- System Statistics
3 Import

Globally Add
Records

Globally Change
econds

Globally Delete
Records

Globally ‘wirite OFf
Fledges
Corvert Pledges
To Recuiting
Gifts

Post to General
Ledger
Duplicate
Constiuents
Merge
Corshtusnts

Drop Lapsed
Members

Secuiity

Blackbaud
Analylics

AuctionTracker
Inkegration

Hame

Address Import

Description

Schedule Frequency Next run datejtime Created by Lask run by Last run on L

I
On demand Supervisor o
Batch Processing on demand Supervisar N
Birthday labels For Wolurteers-May on demand Supervisor r\
Class of 1992 Alunri on demand Supervisor H
Constituent: Donors Greater Than 4500 on demand Supervisor |
Custom Report 2008 on demand Supervisor H
Inactive Constiuents on demand Supervisor r\
Fledges for 2008 Phonathon on demand Supervisor H
Queue for Volurkeer 2items - Yolunteer ... On demand Supervisor r\
Supervisors Queus Ttems - Event Mana. .. On demand Supervisor H
4 13
T~ Only show my queues
Recently Accessed Queues Quick Find

Birthday labels For Volunteers-May
2008 Building Fund Donations
Batch Processing

AT H

B

‘welcome to The Raiser's Edge 7

Queue

Scheduiing Guide

Allows you o s8t up & Series of tasks to run automatically and unattended. Far more information about Quee, see the Queye for Taskj

=
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3. Click New Queue on the action bar. The Add Items to New Queue screen appears. For more information

about accessing the queue page, see “Accessing a Queue” on page 6.

¥ Add Items to New Queue
Filters
Enter the module, categan, and subcategary to filter the items that can be added to the queus.
PModule: |F|eports ﬂ
Categorny: |F'rofiles, Listz, and Directories LJ

[ Only show my reports
| Cancel | |

Total number of items in the queue: 0

Select | D escription |
I Alunni Class List for Graduates by Class Year j g
=
=]

4. In the Module field, select “Reports” to run a queue for Reports.
5. In the Category field, select “Profiles, Lists, and Directories” to run an alumni report.
6. Inthe Subcategory field, select “Alumni Class List”. You are running a report listing your 1992 graduates.
7. When reports exist on the Add Items to New Queue screen, the Only show my reports checkbox is
enabled at the bottom of the screen. To display only reports that you have saved, mark the Only show my
reports checkbox.
8. Click New Item to add a new item for this Reports queue. The New Alumni Class List screen appears.
Mew Alumm Class List
File Edit - Favorites  Help

Wksam?:

1: General ]g: Filters] a .-’-‘«llributes] A lnd. Address] |53 Format]

All records

Alumii infarmation to use: |Primar_l,l alurnni information _:J
 Include these Constituents -

IV Inactive constituents

[~ Deceased conshituents

[V Congtitlents with nio valid addresses

[T Create output query

| Mext = | Cancel Print Preview Lapout
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9. From the General tab, Click Include.

Note: If you choose to include Selected Records, a screen appears so you can include records in an established

query or create a new constituent query. You are specifying that only specific records matching the criteria you
set for running this reports are included.

10. Select All Records. A label appears to the right of the button, displaying your selection.

When you select All Records, you are specifying that all records in the database matching the criteria you
set for running this Reports queue are included.

11. In the Alumni information to use field, select “Primary alumni information” to include only records with
the Primary alumni information checkbox marked on the education record.

12. In the Include these Constituents frame, mark the Inactive constituents and the Constituents with no
valid addresses checkboxes to include these constituents. Unmark the Deceased constituents checkbox.

13. Mark the Create output query checkbox.

Later, when you add the queue item to the queue, the Queue screen appears. Options appear on the right
side of the Queue screen where you can specify the name and description for the query.

14. Click Next. The Filters tab appears.

Mew Alummni Class List
File Edit Favortez Help
WSR2 |
1: General 2 Filters |§: .ﬁ.ttributesl 4 |nd. Addressl 1t Formatl
?’V By uzing the grid below, this report may be filtered on the items shown in the Selected Filkers column,
Filkers | Include I Selected Filbers |
Academic Status ... Include Al <Al Academic Status Codes >
Class Vears Include Selected ﬂl
Alurnni Codes Include Al <Al Alumni Codes =
Degrees Include Al <Al Degrees =
Majors Include Al <Al Majors =
Assigned Solicitors  Include all <l Assigred Solicikors =
< Back | Mext » | Cancel | Print | Presiew | Layout |

15. In the Include column, for the Class Years filter, choose “Selected” to include only those that graduated
from your organization in 1992.
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16. In the Selected Filters column, click in the field next to Class Years. Click the binoculars to browse for the
year 1992 to include as a filter. The Selected Class Years screen appears.

H

Selected Class Years

Type entry or zelect one from the list:

Include thess entries

D ezcription [0} Description 1D 0K I
Cla Cancel |

Class of 1933

Class of 1934 A
Class of 1995 Red
Class of 1996

Class of 19597 1 ﬁ
Class of 1998

Class of 1999

Class of 2000 ﬂ

[~ Show inactive entries

17. In the Description column, select “Class of 1992”.

18. Click the single right arrow to move “Class of 1992” from the box on the left into the Include these entries
box on the right.

19. Click OK. You return to the Filters tab. The filter you selected now appears in the Selected Filters column.
20. Click Next. The Attributes tab appears.

Mew Alumni Class List E

File. Edit  Favortes  Help
WS 0w |

|ﬂ: Ind. .-’-‘Addressl I Formatl

1 Generall 2 Filkers

I Include Records with these Attributes

Record: Type | Cakegary I Descripkion Shork:Desc

[T Erclude Records with these Attibutes

Record: Type Cakegary I Descripkion Shork:Desc

¢ Back | Mest = | Cancel | Print | Previeﬂl Layout |

21. On the Attributes tab, you can include or exclude records with specific attributes by marking the
respective checkboxes and selecting the attributes to include in the Record, Category, Description, and
Short Desc fields. For this example, you do not need to mark anything on the Attributes tab.
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22. Click Next. The Ind. Address tab appears.

New Alumni Class List
File  Edit Help
T R

1 Genelal] 2 Filters] 3 Attributes - d: Ind, Address lﬁ: Format]

Favaorites
2.

*

W Pritt two addrezses on report (% Settings for first address

5

Step 1:Indicate if seazonal addreszes should be congidered for thig report, - |f seazonal addresses are
conzidered the first walid seagonal address will be uzed.

Step 2: Specify, in the order of importance, the addresses to congider. The first valid address will be used.
Addresses: Addresses o use:
First address in list
Primary bugsiness
Spouge primary business

™ Setings for second address

What wolld you like bapriat: |Add[ess & phaone

[~ Consider addrezses with seasonal dates as of

Step 3:ou may check for special requirements by first considering addresses with the specified attributefz).

Address Athibutes... | <Moo address athibutes specifieds

Phone type:| Home -

Step 4:Specify what happens if no address 1z found: | Print with no address

23. In the What would you like to print field, select “Address and phone” to print the address and phone
number for the graduates that list in the report.

24. In the Phone type field, select “Home” to print the home phone number for the graduates.

25. InStep 1, unmark the Consider addresses with seasonal dates as of checkbox. You do not want to include
addresses with seasonal dates.

26. In Step 2, select “Home” as the address to consider if the preferred address cannot be found.

27. Click Next. The Format tab appears. The right side of the screen changes as you highlight selections in the

tree view on the left.

Mew Alumni Class List
File Edit Help

WG =@

1 General] 2 Filters] 3 Altributesl 4 Ind. Addrezz 5 Format l

Favarites
L B

.

- Headihg Format-——

j g”‘f'_ila Title: [1332 Aluroni
etai
2] Sot/Break Subtitle: |List of 1992 graduates

=] Page Footer

=] Report Foater

2] Miscellaneous
] Mame formats
=-(Z5) Constituent
F Individual
=] Color scheme

=

[ Print Organization name in header

Aligr; |Center

-V Prit Report Date in Heading —
Farmat: |Short Date _'_J

IV Print Page Number in Heading -~

[V Print repart heading oh each page

Format: |F'age 1

Aligr: [Right Align: [Left

< Back | Cancel | Print | Preview | Layout
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28. From the tree view, select Headings. In the Title field, enter “1992 Alumni”.

29. In the Subtitle field, enter “List of 1992 graduates”.
30. Inthe Align field, select “Center” to center the heading on the page.

31. To printthe page number and report date in the heading, do not change the default Print Page Number in

Heading and Print Report Date in Heading checkboxes.

32. To print the selected heading on every page, mark the Print report heading on each page checkbox.
33. From the tree view, select Sort/Break. Move Major from the Available Fields box to the Sort Fields box.

The report groups alumni by their major.

Mew Alumm Class List [ x|

File Edit - Favorites  Help
HRsaE = 2- |

1 Genelall 2 Filtersl 3 Attributesl 4 Ind. Addrezz 5 Format |

Headings 5 St byiguen oider
Criteria Ayvailable Fields Sort Fields
Detail Class Of * |
B Sor £ M
Page Footer A LI
Report Footer < 5
e

Miscelaneous

5| Mame formats Dese |

=-(_5) Constituent ;
e [3] Individual ~I" ‘Break Report by <Sort Field 13

Color scheme Break:Header: “Test before'valie Testather valie
Sort-Field:

Saniple: Sk Fisld 1

Break Faoter - [5 L Erint countor < sort ez s I SRintcotnt as apaf futal
I Fagebreak orieachinem <5 ar Field 15

< Back | TEats | Cancel | Print | Previeﬂl Layout |

34. From the tree view, select Miscellaneous. In the Report Orientation frame, mark the Portrait option.

Mew Alumni Class List E

File. Edit  Favortes  Help
Hie R |

1 Generall 2 Filtersl 3 Altributesl 4 Ind. Addrezz 5 Format I

Headings Report Origntation
Eriter.ia & Portrait
Detail " Landscape

Sort/Break,
Page Footer
Fieport Footer
‘ aneous
}—5) Marne formats
=-(_5) Constituent

Calor scheme

< Back ez Cancel Print Prewview Lapout
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35. Click Save on the toolbar. The Save Report As screen appears.

Save Report As
Report name: [1932 Graduates | Save |

Description: |list of all 1932 alumni in the database Cancel

[+ Other users may n this Beport

W Other users may modify this Repart

36. Inthe Report name field, enter “1992 Graduates”.
37. In the Description box, enter “list of all 1992 alumni in the database”.
38. To allow users other than you to run the report, mark the Other users may run this Report checkbox.

39. To allow users other than you to modify the report, mark the Other users may modify this Report
checkbox

40. To save the new queue item and close the Save Report As screen, click Save. You return to the New
Alumni Class List screen.

41. To close the New Alumni Class List screen, click the “X” at the top corner of the screen. You return to the
Add Item to New Queue screen.

42. On the Add Items to New Queue screen, in the Select column, mark the checkbox next to “1992
Graduates” to add this queue item to the queue.

Once you select the queue item to add, several options are enabled on the right side of the Add Items to
New Queue screen.

¥ Add Items to New Queue

Filters
Enter the module, categorny, and subcategary to filker the items that can be added to the queue.

odule: |Heports ﬂ
Category: |F'r0fi|es, Lists, and Directories LJ
Subcategory: |Alumni Clasz List ﬂ
| (| ElJ [ |Use these options for all selected items.
Select | D escription | Aci e
- - ction: | Pri -
I Alumni Class List for Graduates by Clags Year FPint bl S
1932 Graduates Prirter: (=45 722
Copies: 1 j
[ Only show my reports
Cancel Add to queue

Total number of items in the quewe: 0

Note: If you select “Send as Mail” in the Action field, additional fields such as Mail to and cc appear for you to
specify the recipients of the email. With your cursor in these fields, you can press F7 on your keyboard for your
email address book.

43. In the Use these options for all selected items frame, in the Action field, select “Print” to print the list of
graduates.
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Additional options appear on the right side of the screen depending on the action you choose. For
example, you can select an export format, name, or a printer path.

44. In the Printer field, specify the printer to print the report.
45. To add the new queue item to the queue, click Add to queue.
46. Click OK. The New Queue screen appears.

E“JJ New Queue

1= E3
File Edit Favorites Tools Help
E]Saveandﬁ\ose"u|£.- |Q|§@|Eﬂ ? |
Bueue |Erocessing I Miscellaneous I
A £ x 4 Up ¥ Uown (1992 Graduates
Module Category Description Alumni Class Lisk ﬂ
Profiles, Lists, and ... (192 Action Print

[raka Format
Include Header
File: Marme

Cutput Query ﬂ

Query Type Constituent
Query Marne 1992 Graduates1
Query Description 1992 Graduates

Others May Execute?

AL s R A B

1<

Thiz quewe will run on demand.

Note: On the Processing tab, you can specify what to do if an error occurs while running the queue. For
information about the Processing tab, see “Processing Tab” on page 154.

On the left side of the New Queue screen, you can see the list of queue items for the queue. Multiple
modules can be included in one queue. When you select a queue item, the preferences you selected for

that queue item appear to the right of the New Queue screen. You can change the information on the
right side of the screen such as the action and data format for the queue item.

In the bottom left corner of the screen, the frequency appears for the queue. At a glance, the frequency
lets you know how often or seldom the queue is scheduled to run. Examples of frequencies are on

demand, hourly, and monthly. You can change the frequency of a recurring queue on the Processing tab.
For more information, see “Processing Tab” on page 154.

47. To save the new queue, click Save. The Save Queue As screen appears.

l_ﬂ Save Queue Asg E
[ueue hame: |Class of 1992 Alurmmi
Diescription: ;I

[¥ Other users may iun this queue

[V Other users may modify this queue

Save I Cancel

48. |n the Queue name field, enter “Class of 1992 Alumni”.
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49. To allow users other than you to run the queue, mark the Others users may run this queue checkbox.

50. To allow users other than you to make changes to the queue, mark the Other users may modify this
queue checkbox.

51. Click Save. You return to the New Queue screen.

Note: When you save a queue to your database, any export file name that you enter is validated against other
export file names in your database. If duplicate file names exist, a message appears asking if you want to
change the current file name. For more information about saving a queue, see “Saving a queue” on page 29.

52. Click Save and Close on the toolbar to save and close the queue. You return to the Queue page.

You can now run the queue. For more information about running a queue, see “Scheduling a Queue for
Reports” on page 139.

Scheduling a Queue for Reports

Once you create a queue, you can either select to save and run the queue immediately, or you can select another
date and time to run the queue.

When the queue is recurring, you can schedule the queue to run at a set frequency. For more information about
scheduling recurring queues, see “Scheduling a Recurring Queue” on page 157.

To successfully run a scheduled queue, at least one computer must be set up as a Queue Service computer.
Queue Service is a utility in The Raiser’s Edge that enables you to run scheduled queues.

For more information about installing Queue Service, see “Installing Queue Service” on page 148. You do not
need to install queue service to run queues on demand.

Note: From The Raiser’s Edge shell, you can also run a queue by selecting File, Schedule Selected Queue from
the menu bar. From the Queue screen, you can run a queue by clicking Open in the toolbar or by selecting File,
Schedule Queue from the menu bar.

» Scheduling a queue

Scenario: Your educational organization is planning its Class Reunion for those who graduated from
your organization in 1992. You created a queue to list the constituent names, addresses, phone
numbers, major, and year graduated in the report. Because the Class of 1992 was your largest
graduating class yet, you know this report will take time to run. Because of this, you need to set the
qgueue to run at 11:30 tonight after all your volunteers and employees have left for the day. Before you
run the queue, you must properly set up and save the queue. This scenario uses the queue created in
“Creating a new queue” on page 131.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

[ The Raiser's Edge M= E
File Edit Wiew Go Favorites Tools Help
# Back 4 Forsad| Open in separate window
A mretrat = =
gt Horne fjﬂ Administration=Quene
i ;
I‘ﬁ = Administration | | ] NewOueue ‘v Open 3 Delete.. —§ Schedus.. @ Find.. Show Sgheduled Queuss  Install Queus Service
i’ I System Statistics
pot Name Description Schedule Frequency Mexk run date/time Created by Last run by Last run on
mpor
@ Glpb A 2008 Building Fund Danations Report detailing don.... ©on demand Supervisor Supervisor 02/01/2008
o) b address Import on demand Supervisar
P Expart Batchp o domand o
O Slobaly Changs || | B3teProsessng n deman perisor
Records Birthday labels For Volunkesrs-ay Cn demand Supervisar
Globally Delete Cl: 92 Alumni On demand E or
Fecords Constituent Donors Greater Than $500 on demand Supervisar
Globally ‘Wiite Off Custom Report 2008 ©On demand Supervisor
GalEE Inactive Constitusnts on demand Supervisor
Convert Pledges | || | pleges For 2008 Phonathon on demand Supervisor
ToRecuring
Gifts Queue For Yolurteer 2 items - Yolunteer ... On demand Supervisor
Post to General Supervisors Queus Ttemns - Event Mana. .. On demand Supervisor
Ledger
Duplicate
Constituents
Meige
Constituents
Diop Lapsed
Members « |
Security I Only show my queues
Recently Accessed Queues Quick Find
Blackbaud
Analylics Constituent Donors Greater Than §500 | &
Auction-Tracker | || Batch Processing
Integration Address Import d}
Queue =
Allowss you to set up a series of tasks to run automatically end unettended. For more information about Gueue, see the Queue for
Tzsk Scheduling Guide. _I
A

‘wielcome ko The Raiser's Edas 7

3. Inthe grid, select “Class of 1992 Alumni”.
4. Click Schedule on the action bar at the top of the page.

Warning: For a queue to run successfully, the database must be running.

Once you select to run the queue, if you marked the Create control report checkbox on the Options
screen, the queue is validated to ensure that the printer, file, or mail recipient can be located. If the
printer, file, or mail recipient cannot be located, a message appears informing you that the information
cannot be successfully located. To correct the information, click Edit User Options on the Options screen.
For more information about setting user options, see “User Options” on page 8.

If any other item in the queue is not valid, the Queue Validation

Complete screen appears. For more

information about validating a queue, see “Validating a Queue” on page 17.

Warning: You must enter a date and time to run the queue that is either on or after the current date and time.

If the validate process is successful, the Schedule screen appears.

Schedule Class of 1992 Alumni

or prezs ‘Run Quewe Mow' to run the queue now.
Current date: 02412 /2002 Current time: 10:53:18 A

Enter the date and time to begin processing the queus and press 'Schedule Qusue’

Queue start date: |02/12 /2008 Gueue start time: |‘|1;3U PMﬁ

Run As: ISupBWiSDI vl Run Or: I

EBegin pracessing with: |1 992 Graduates

Scheduls Queus | Cancel | Run Queue Mow |

i

Note: On the Schedule Queue screen, you can click Run Queue Now to run the queue now.

5. In the Queue start date field, enter today’s date to run the queue tonight.
6. In the Queue start time field, enter “11:30 PM”. to run the queue at 11:30 tonight.
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Tip: In the Queue start date field, press F3 on your keyboard for today’s date and F7 for a calendar.

7. Inthe Run As field, select the user to run the queue. Security rights are considered based on the user’s
security settings. A scheduled queue can run only when the user selected in the Run As field is not logged
into The Raiser's Edge.

8. In the Run On field, enter a specific computer on which to run the queue. This field is useful when you
have more than one queue server.

Warning: When the time comes for a queue to run, if the queue has been deleted, a message appears
informing you that the queue could not be found.

9. Inthe Begin processing with field, if you have more than one queue item in a queue, you can select which
gueue item to process first by selecting a queue item in this field.

If more than one queue item exists in the queue and you select a queue item other than the first one in
the list, queue items listed before the one you select in this field will not run. For this example, only one
gueue item exists in the queue.

10. To schedule the queue to run at the time you specified, click Schedule Queue. The Queue sits on the
Queue Schedule screen until it is ready to run. For more information about viewing scheduled queues,
see “Showing scheduled queues” on page 165.

If you change your mind and decide to run the queue now, you can click Run Queue Now to cancel the
scheduling process and begin processing the queue immediately.

Queue Reports for Reports

With the Queue for Task Scheduling module, several reports are available for Reports to help you track the
different queues entered in your database, record the settings selected when you run a queue, and correct the
exceptions generated when you run a queue. A validation report, a queue profile, and a control report are
available for the Reports module.

Validation Report

You can validate a queue by selecting Tools, Validate from the menu bar of the Queue screen. The Queue
Validation Complete screen appears, specifying how many items successfully validated or failed. You can view the
validation report for items that failed to validate by clicking Preview Report on the Queue Validation Complete
screen. A validation report appears only if errors are found during the queue validation process. When the
validation report appears, you can view the queue name; description; input query; module; subcategory; and
category for each invalid item in the queue. The report also gives an explanation for the invalid queue item.
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For more information about validating a queue, see “Validating a Queue” on page 17.
[_[5]x]

010272008 Blackbaud Demo
Queue Validation Report

Qruene Nazae: New Cuene
Desription:
Tnprat Query:

Report Run Date: (011022008

Bxceptions

Module Category Subcategory Description Reason

Reports  Merbership Reports Comparative Merdberskip 109 - 2000 Surmer WMonths Com Required field raissing: Export format

Feports  Menbership Reports Comparative Membezship 1992 - 2000 Summer Months Com Required field missing: Expert
filename

Tatal excentions listed,
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Queue Profile

You can select to preview a profile for the queue you are working with at any time. A queue profile is basically a
summary of the options you set up for the queue. For example, on the Queue Profile screen you can view the
name and description of the queue, as well as the properties of the tasks included in the queue. Once you
preview the queue profile, you can select to print or export the information for the queue. To access a queue
profile, select File, Preview from the menu bar of the Queue screen.

A3 Queue Profile [_[5]x]
x| 4] 4] a1 o N = 1 O e o YR R 1o
Fieview

) Queue Profile
Reports, 19

0110272008 Blackbaud Demo
Queue Profile

Dueue Nare: Class of 1992 Al Last ranby:
Deseription: Last rnom:
Createdbv: Supervisor Last run corapleted successfully:

Created on: 010202008
Input Query:

Module Category Subcategory Description

Fenorts Profiles, Lists, and Dire Sulurand Class List 1992 Graduates

Cutpt:  Alurand Class List
Action: Print

Printer: HP Desklet 722C
Copies: 1
Inchude header: Ho

Query type: 1992 Graduates
Queus Nawe: Constituent
Query desoription: 1092 Graduates
Others may eweente: Ves
Others way modify: Ves

Control Report

When you mark the Create control report checkbox on the Options screen in User Options, a control report
appears after a queue finishes processing. Depending on your settings in User Options, the control report either
exports, prints, or is sent as email. There are two types of control reports — Summary and Detail. When you mark
the Create control report checkbox in User Options, you need to select which type of report to create. For more
information about setting up user options, see “User Options” on page 8.



144 CHAPTER

Summary

The summary report includes the queue name, description, input query, start date and time, and end date and
time for the queue. The summary report also lists the type of module, category, subcategory, and description for
each queue item entered in the queue. You can select whether to create a summary control report or a detail
control report for a queue in User Options. For more information about User Options, see “User Options” on

page 8.

AR Queue Control Report
x| ]

* Preview

01/02r2008

Quene mne:
Deseription:
Input query;
Start dateitime:
End dateftizee:
Elawsed time:
Status:

Category

Alurani Class List

10:58:26 AN
10:58:26 AW
19 seconds

Allcompleted.

Subcategory

Blackbaud Demo
Queue Control Report

Elapsed
Description Start Time End Time Time Status

Profiles, Lists, and Dire Alurand Class List

Alurani Class List for Gradu 10:58: 2640 10:58:45AM  00:00:1%9 Completed
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Detall

The detail report includes the queue name, description, input query, start date and time, and end date and time
for the queue. The detail report also lists the type of module, category, subcategory, description, and each option
you selected for the queue. These options can include checkboxes you selected, which printer you specified for
the queue output, or the names of people receiving the queue output as email. You can select whether to create
a summary control report or a detail control report for a queue in User Options. For more information about User
Options, see “User Options” on page 8.

I Queue Contiol Report EHEE

| 0 T Y Y 18 B

- Preview

010022008 Blackbaud Demo
Queue Control Report

Quene name: Class of 1992 Alurand
Description:
Inpnt guery:
Start dateftime: 2:33:09 PM
End dateitire: 2:33:09 P
Elansed time: 16 seconds
Status: Al coapleted.
Elapsed
Category Subcategory Description Start Time End Time Time Status

Alurand Reports Profiles, Lists, and Dire 1992 Graduates 233:.09FPM 23325PM 00:00:16 Cormpleted.

Output: Alburan Class List
Astion: Print

Printer: (Generic PostSeript Printer
Copies: 1
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With The Raiser’s Edge, you can create a recurring queue to run at a set interval, such as daily, weekly, or
monthly. For example, you want to run a membership report specifying information about all dropped and lapsed
members. You want to run this report each Sunday night so the printed report is ready when you arrive at your
organization Monday morning. You can create a recurring queue to run a membership report each week, and you
can specify what time of day you want the queue to run. You can also schedule nonrecurring queues to run at a
later date and time.

To successfully run a recurring queue, at least one computer must be set up as a Queue Service computer. Queue
Service is a utility in The Raiser’s Edge that enables you to run recurring queues. For more information about
Queue Service, see the following sections.

You must have Queue Service installed on at least one computer on your network or on your standalone
computer to successfully run scheduled queues.

Installing Queue Service

Note: Queue Service must be installed to schedule queues. This process regularly checks the database for
gueues scheduled to run at the current time.

To work with recurring queues, you need to install Queue Service. Queue Service is a utility required to run
scheduled queues. It enables a queue to run on a computer without a user being logged in; however, the
computer must be turned on for the queue to run. All computers with Queue Service installed routinely check the
database for queues scheduled to run at the current time. A queue is processed by the first computer to find it at
the scheduled start time. You cannot designate on which computer a scheduled queue is run if you have Queue
Service installed on more than one computer and you have a queue set to run on all computers. When you set a
queue to run on all computers (in the Run on field on the Processing tab of a queue), you are really telling the
gueue to run the queue on the next available Queue Service computer. You can also designate a queue to run on
a specific computer.

When Queue Service is installed in a network environment, the server is automatically set up as the Queue
Service computer. However, any computer can be installed with Queue Service and can be used to run recurring
gueues. When a Queue Service computer does find a queue that is ready to run, it changes the status of the
gueue so no other Queue Service computer can run the queue.

Note: If you are running your SQL Server in Windows Only authentication mode, you need to run Queue
Service under a network account that has at least public role access to The Raiser's Edge database on the SQL
Server. For more information about starting a service under a network account, see the SQL Server Help menu.

You can easily install and uninstall this utility by clicking Install Queue Service or Uninstall Queue Service on the
action bar of the Queue page. If your organization runs The Raiser’s Edge on a network, we recommend setting
up a separate dedicated computer, not a user’s computer, to operate as the Queue server. This ensures a user’s
workstation is not suddenly slowed because it is running another person’s queue tasks. In addition, it promotes
the integrity of your regular server.

Once you install the Queue Service, it is logged on with a Local System account. For printing and exporting
requirements, we recommend you change the service from the default Local System account to a user account
with full rights. When working with eReceipts and recurring queues, the user account must have access to the
email server. For more information about eReceipts, see the Mail Guide.

In addition to installing Queue Service on the computer you want to run recurring queues, you must ensure that
Microsoft Internet Information Services (11S) and its subcomponent SMTP are installed. To ensure that this is
installed properly on your computer, check with your system administrator or IT technician. This is needed only if
the Send a queue status notification checkbox is marked on the Miscellaneous tab of a queue or if you choose to
send email as a type of output.

» Installing Queue Service
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.
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3. On the action bar, click Install Queue Service. An installation screen appears, asking you if you are sure
you want to install Queue Service.

The Raizer's Edge

@ The Raizer's Edge queue service iz NOT currently inztalled on this computer.

By inztalling the quewe service, you are indicating that thiz computer can be used by you
and other uzers on wour network, [if applicable] to process scheduled queues. IF vou are
nat sure thiz is something you want to do, pleaze check with your system adminiztrator

before proceeding.

Do you want toinztall The Raizer's Edge queue zervice now’?

ez | Ma I

Note: To uninstall Queue Service, on the action bar, click Uninstall Queue Service. Queue Service is
automatically uninstalled from the computer from which you are working.

4. Click Yes. A message appears, indicating the status of the installation.

The Raiser's Edge E3

@ ou have successiully inztalled The Raizer's Edge queue zervice on this computer,

When the Queue Service installation is successful, you can begin running recurring queues. If you receive
a message indicating the installation was unsuccessful, contact Customer Support.
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Business Rules for Recurring Queues

Business rules affect all workstations using The Raiser’s Edge. For Queue for Task Scheduling, you can set a
business rule to add recurring queues to the schedule at a specified interval. You can also set an additional
business rule to remove recurring queues from the schedule at a specified interval. When queues are added to
the schedule, you can view them on the Queue Schedule screen. For more information about viewing scheduled
gueues, see “Showing scheduled queues” on page 165.

You can set business rules only if you established the appropriate security rights from the Security link of
Administration. For more information about setting business rules, see the Configuration & Security Guide.
» Defining Queue business rules
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
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2. Click Business Rules. The Business Rules page appears.
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3. From the tree view on the left, select Queue Options. The queue options appear on the right.

To add recurring queues to the Queue Schedule screen a specific number of days before the queue runs,
enter a number in the Add recurring queues to the schedule list [ ] day(s) BEFORE the scheduled start
date field.

For example, you want to add recurring queues to the Queue Schedule screen two days before the queue
is scheduled to run. Enter “2” in the Add recurring queues to the schedule list [ ] day(s) BEFORE the
scheduled start date field so that your queues appear on the Schedule screen two days before they run.

When you change the number of days entered for this business rule, the Queue Schedule screen is not
automatically updated. For existing recurring queues to update on the Queue Schedule screen, you must
either run or resave existing queues you created before you changed this business rule. For example, you
created and scheduled a membership queue. The membership queue is now sitting on the Queue
Schedule screen, waiting to run. You decide to change the number of days you initially entered for this
business rule. Once you make the change, the membership queue is not affected on the Queue Schedule
screen. You must either run or resave the queue for the business rule to update the queue.

5. To remove recurring queues from the Queue Schedule screen a specific number of days after the queue is
processed, enter a number in the Remove queues from the schedule list [ ] day(s) AFTER they have been
processed field.

For example, you want to remove recurring queues from the Queue Schedule screen one day after the
gueue has processed. Enter “1” in the Remove queues from the schedule list [ ] day(s) AFTER they have
been processed field so that your queues are removed from the Schedule screen one day after they have
processed.

After you make changes to business rules, your changes are updated right away.

Queue Buttons on Queue Page

Buttons appear on the Queue page to help you schedule recurring queues. On the Queue page action bar, you
can schedule a recurring queue by clicking the Schedule button. For more information about scheduling a queue,
see “Scheduling a Recurring Queue” on page 157.
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Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,
press ALT + C on your keyboard to access the Show Scheduled Queues screen or ALT + S to access the Schedule
Queue screen.

You can also view queues scheduled to run by clicking the Show Scheduled Queues button. For more information
about viewing the Queue Schedule screen, see “Showing scheduled queues” on page 165.
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Before you begin processing recurring queues, from the Queue page, you must first click the Install Queue
Service button. This installs Queue Service on your computer. It is important to remember that Queue Service
must be installed before any recurring queues can be processed.

For more information about installing Queue Service, see “Installing Queue Service” on page 148.
For details about other options on the Queue page, see “Navigating in Queue” on page 4.
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Queue Tabs on Queue Screen

Tabs appear on the Queue screen to help you schedule recurring queues. These tabs help you set up preferences
and choose options for your recurring queues. By establishing specific preferences, you can set up and run a
recurring queue in the most efficient way to meet your needs.
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Thiz queue will run on demand.

Queue Tab

From the Queue tab of the Queue screen, you can add new items to the queue, open or remove items in the
queue, and use the Up and Down buttons to change the position of each item in the queue grid. Changing the
position also changes the order in which the queue items are processed.
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When you select an item in the queue grid, you can view the criteria for that item on the right side of the screen.
Depending on the type of module you select in the queue, a variety of fields appear on the right. The fields and
checkboxes that appear on the right are the properties you selected when setting up the queue item. You can
change these properties from the right side of the Queue screen or by opening the queue item. To open a queue
item, select the queue item in the grid, and click Open on the action bar.
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In the bottom left corner of the screen, the frequency appears for the queue. At a glance, the frequency lets you
know how often or seldom the queue is scheduled to run. Examples of frequencies are on demand, hourly, and
monthly. You can change the frequency of a recurring queue on the Processing tab.

Processing Tab

From the Processing tab of the Queue screen, you can set the frequency for a recurring queue. The frequency
determines how often or seldom a recurring queue runs. In addition to frequency, you can also select the user
who runs the queue (for security purposes), as well as the computer to run the queue.
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On the Processing tab, enter a start date and end date for running the queue in the Queue schedule start date
and End date fields. Your choices in these fields default in the Next queue run date/time field. To stop the
process if an error occurs while running the queue, mark the If an error occurs while running this queue, stop
processing checkbox. To delete the queue upon successful processing, mark the If all items are processed
successfully, delete this queue checkbox.

Frequency. Frequency determines how often or how seldom you run the recurring queue. Frequency is a key
part to setting up a recurring queue because by selecting a frequency for your queue, you know your queue
runs automatically and unattended at your specified interval. For example, you want to run a monthly report
for your organization’s Board of Directors. Your Board meets each month, and you are responsible for
supplying a monthly gift report. By setting up a recurring queue to run with a frequency of Monthly, you
know that your recurring queue runs automatically and supplies you the information you need monthly.

You can specify a recurring queue to run at five frequencies.
¢ On demand specifies the queue to run immediately at the time you specify on the Schedule Queue screen.

¢ Hourly specifies the queue to run at an hourly interval. In the Frequency field, when you select Hourly, the
Every [ ] hour(s) from [ ] to [ ] fields are enabled. Here, you can designate the queue to run between 1 and
12 hours, as well as a start time, end time, start date, and end date. For example, you can select an Hourly
frequency and set the queue to run every hour or every five hours, depending on your needs.

¢ Weekly specifies the queue to run at a weekly interval. In the Frequency field, when you select Weekly, the
Every [ ] week(s) starting at [ ] field is enabled. Here, you can designate a weekly interval by selecting a
Weekly frequency and specifying the queue to run in weekly intervals starting on any day of the week
(Sunday - Saturday). Perhaps you want the queue to run at a daily interval. To do this, select Weekly as the
frequency and mark the checkboxes next to the days of the week to run the queue. At least one weekday
checkbox must be marked for the queue to run.

¢ Monthly specifies the queue to run at a monthly interval. In the Frequency field, when you select Monthly,
two additional fields appear. In the Every [ ] month(s) on day [ ] field, enter the monthly interval at which
you want the queue to run. In addition, enter the date of each month the queue will run. For example, you
want to run a recurring queue to commit a gift batch every month on the 28th day. To do this, select
“Monthly” in the Frequency field, and enter “1” and “28” in the corresponding fields. If you do not want to
specify a date of each month to run the queue, you can mark the Every [ ] month(s) on the [ ] [ ] starting at
[ ] option. Here, you can specify a particular day of the month such as the last Saturday of each month. For
example, you want to run a recurring queue exporting constituent prospect information on the last Friday
of each month. You can do this by selecting Monthly as your frequency and selecting Last and Friday in the
corresponding checkboxes.

¢ Semi-monthly specifies the queue to run twice each month. In the Frequency field, when you select
“Semi-monthly”, additional fields appear. You can specify which two days of the month you want to run
the recurring queue. In the Every [ ] month(s) on day [ ] fields, you can select to run the queue on the first
or last day of the month or on a specific day. When you select “Specific day”, enter a number in the
corresponding field to designate a specific day to run the queue.

Run as. In the Run as field, you can designate the queue to run as a specific user. A list of users with access to
The Raiser’s Edge appears in this field. Depending on the user you select in this field, The Raiser’s Edge
recognizes the security settings for that user and applies the settings when the queue is run. For example,
your name is Maria, and you are currently logged onto the computer in use. The user who is currently logged
into the computer in use defaults into the Run as field. Therefore, the user name “Maria” defaults in the Run
as field. However, you can select another user in this field if you want The Raiser’s Edge to run the queue
based on another user’s security rights. For more information about security settings, see the Configuration
& Security Guide.

The Run as field is also used to specify a user to run nonrecurring, scheduled queues.

It is important to understand that a user can be logged in only once at any given time. When the queue is set
up to run as a user who is already logged into The Raiser’s Edge somewhere else, that particular user cannot
log into The Raiser’s Edge to run the queue. An error occurs and is recorded in the Windows Event log. To
view the logged error, from the Start button on your computer, select Control Panel, Administrative Tools,
Event Viewer. Look for items with a source of REQueue. Double-click on the error to see a description.
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Run on. In the Run on field, you can select the computer on which to run the queue. For example, in this field,
you would enter the name that identifies your computer. Depending on how your computer is set up, these
identifying names vary. You can use this field to specify a computer for non-recurring, scheduled queues as
well.

If you have Queue Service installed on more than one computer and you have a queue set to run on all
computers, you cannot designate on which computer a scheduled queue is run. When you set a queue to run
on all computers in the Run on field on the Processing tab of a queue, you are really telling the queue to run
the queue on the next available Queue Service computer.

Tip: In the Queue schedule start date and End date fields, press F3 on your keyboard for today’s date and F7
for a calendar.

Queue schedule start date. When you select Hourly, Weekly, Monthly, or Semi-monthly in the Frequency
field, the Queue schedule start date field is enabled. In this field, select the date for the recurring queue to
begin running. For example, you want the queue to begin running on November 5, 2008. In the Queue
schedule start date field, enter this date. The current system date defaults into this field. When you select to
run the queue on demand, this field is disabled.

Note: When you select “On Demand” in the Frequency field, the Queue schedule start date field and End date
field are disabled.

End date. When you select Hourly, Weekly, Monthly, or Semi-monthly in the Frequency field, the End date field
is enabled. In this field, select the date for the recurring queue to stop running. For example, you want the
gueue to stop running on November 5, 2009. In the Queue schedule End date field, enter this date.

Next queue run date/time. The Next queue run date/time field is a disabled field that shows you the next
date and time the recurring queue is scheduled to run. The date and time you enter in the Queue schedule
start date and End date fields determines the date and time that appears in this field. You cannot edit the
Next queue run date/time field.

If an error occurs while running this queue, stop processing. To stop running the queue if an error
occurs, mark the If an error occurs while running this queue, stop processing checkbox. When you mark this
checkbox, if an error occurs, all queue processing stops. When this checkbox is unmarked, the program
continues processing the next scheduled tasks in a queue.

If all items are processed successfully, delete this queue. To delete a recurring queue once it has
successfully processed, mark the If all items are processed successfully, delete this queue checkbox. This
checkbox is only enabled when you select On demand in the Frequency field.
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Miscellaneous Tab

From the Miscellaneous tab of the Queue screen, you can set up preferences to send an email notification when
the recurring queue is processed.
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Send a queue status notification. To send a notification specifying the status of a queue upon processing,
mark the Send a queue status notification checkbox. When you mark this checkbox, the Mail to and Cc fields
are enabled so you can specify recipients of the email.

When you mark the Send a queue status notification checkbox, an email is sent when the queue finishes
processing. Regardless of whether or not the queue runs successfully, a status notification is still sent. A
gueue notification is either successful or unsuccessful. When the queue is run by the Queue Service, the
email is sent from the Queue Server. When the queue is run locally, the email is sent by the user of that local
computer.

Mail to. In the Mail to field, specify the recipient of the email you are sending. You can type in the email address
or click the binoculars to access your default email address book. The recipients you select appear in the Mail
to field.

Cc. In the Cc field, specify the recipient of the email you are sending. You can type in the email address or click
the binoculars to access your default email address book. The recipients you select appear in the Cc field.

In the bottom left corner of the screen, the frequency appears for the queue. For more information about setting
the frequency, see “Processing Tab” on page 154.

Scheduling a Recurring Queue

Note: Queue Service must be installed on a computer in your network to run scheduled queues, including
recurring queues. This utility regularly checks the database for queues scheduled to run at the current time.

You can create and save queues to run recurring tasks on a specific schedule. For example, if you run a
Membership Dues report at the end of every month, you can create and schedule a queue to run this report
automatically on the last day of each month.
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When running a scheduled queue, the program applies security rights of the person who originally added the
queue. Even if a different person edits or runs the queue, the program uses the security rights of the person you
specify in the Run as field on the Processing tab of the queue. Therefore, you may consider not allowing anyone
else to run or modify a queue you create. If you do not allow others to run the queue, it can still run on a server
computer since you are initiating the schedule. You must have security rights for each item you add to a queue.
The Raiser’s Edge processes scheduled queues based on the security rights of the original creator, even if
someone else runs the queue.

Warning: You must have security rights for each item you add to a queue. The program processes scheduled
queues based on the security rights of the original creator, even if someone else runs the queue.

Any security rights or restrictions you have to run mailings and reports, for example, or to view, edit, add, and
delete information remain in effect when a queue is processed. For example, if you have rights to edit certain
batches, you can run reports on only those batches. For more information, see the

Configuration & Security Guide.

Scheduling Checklist

To schedule a queue that runs smoothly and successfully, you must fulfill several requirements.

L Queue Service must be installed on at least one computer in your network. We recommend installing Queue
Service on a separate computer, not a user computer, to operate as the Queue server. You can easily install and
uninstall this utility by clicking Install Queue Service or Uninstall Queue Service on the action bar of the
Queue page.

Warning: You cannot designate the computer on which a scheduled queue is run if you are on a network, and
Queue Service is installed on more than one computer. If specified queue actions are dependent on a specific
computer, use Run Queue Now.

L At least one computer with Queue Service installed must have the power turned on at the time the queue is
scheduled.

O The computer with Queue Service installed must have Microsoft Internet Information Services (1IS) and its
subcomponent SMTP installed.

L When gueue actions include printing and you are on a network, you must designate an accessible printer. If
the scheduled queue is processed on a computer without the designated local printer, the queue does not
process successfully.

Note: If you must use a local printer and are not using a standalone computer, we recommend using the Run
Queue Now function instead of scheduling the queue.

U When gueue actions include sending an email, be sure you enter the correct address. When you create the
gueue, the program validates addresses if the addresses are in your address book; Microsoft Outlook is
running at the time you save the queue; and the cdo.dll is installed on your computer.

When you are sending an email outside your organization’s internal mail system during a queue run, you must
have port 25 open. This enables mail to travel beyond your organization’s firewall. In lieu of opening port 25,
you can send email to an internal address and set the email to be forwarded from there. If you are unsure
about port 25 settings, contact your system administrator or IT technician.

Warning: The port 25 setting needs to be set up by a system administrator or an IT technician before you send
mail while running scheduled queues.

L When gueue actions include exporting, the location in which you save the export file must be a shared file on
your network. If you designate a location on a hard drive (for example, drive C), the export file is saved to the
hard drive of the computer that ran the queue, and you may not be able to access it easily later.

To ensure all network locations are accessible, when exporting or printing, we recommend you change the
service from the default Local System account to a user account with full rights.
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» Creating a recurring queue

Scenario: You want to create a recurring queue to run an Expired Membership Report for your Board
of Directors. You want this queue to run on the 10th day of each month. This example uses the
“Monthly Expired Memberships” report in your sample database. For more information about
creating a new queue for Reports, see “Creating a Queue for Reports” on page 130.

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

2. Click Queue. The Queue page appears.
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Queue

Scheduiing Guide:

Allows youto set up a series of tasks to run automatically and unattended. For more informetion ahout Queve, see the Queue for Taskj

[l
4

Tip: You can use shortcut keys to move around The Raiser’s Edge without using your mouse. For example,

press ALT + N on your keyboard to create a new queue.
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3. Click New Queue on the action bar. The Add Items to New Queue screen appears. For more information
about accessing the Queue page, see “Accessing a Queue” on page 6.

¥] Add Items to New Queue [ x]

~— Filter
Enter the module, category, and subcategony o filker the items that can be added to the queue.
odule: IHeports j
Category: IMembership Reparts j
Subcategony: IExpired temberzhip Report j
sﬂ L Ef | Use these options for all selected items.
Select I Description | Action: [ A e
Il Memberships Expiring in 2003 e IF'nnt jv —I_estore peEall
¥ Monthly Expired Memberships Frinter: Ihp psc 2400 series j
Copiez: [1 j
QK. I Cancel I Add to queue |

| Total number of items in the queue: 0

In the Module field, select “Reports” to run a queue for Reports.

5. In the Category field, select “Membership” to run a membership report.
In the Subcategory field, select “Expired Membership Report”. You are running a report detailing expired
memberships.

7. When reports exist on the Add Items to New Queue screen, the Only show my reports checkbox is
enabled at the bottom of the screen. To display only reports you saved, mark the Only show my reports
checkbox.

8. On the Add Items to New Queue screen, in the Select column, mark the checkbox next to “Monthly
Expired Memberships” to add this queue item to the queue.
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Once you select the queue item to add, several options are enabled on the right side of the Add Items to
New Queue screen.

¥ Add Items to New Queue
— Filte[s .................................................................................................................................................................................................
Enter the module, category, and subcategory to filker the items that can be added to the gueue.
Todule: {Heports _:_J
Cateqgory: 1Memhership Reports _:_J
Subcategony: ]Expired tembership Report :_J
J e B 3| JUse theze options for all zelected items.
Select J Description | ation: o7 T F
- Memberships Expiring in 2005 e JF'nnt ::]v wwj_estole ey
I~ Monthly Expired Memberships Prinker: Jhp pse: 2400 series :J

Copies: [1 ﬁ

ak. J Cancel ‘ Add to queue ‘

Total number of itemg in the queue: 0

9. In the Use these options for all selected items frame, in the Action field, select “Print” to print the list of
expired memberships.

Additional options appear on the right side of the screen depending on the action you choose. For
example, you can select an export format, name, or a printer path.

10. In the Printer field, specify the printer to print the report.
11. To add the new queue item to the queue, click Add to queue.
12. Click OK. The New Queue screen appears.

¥]| New Queue [_ (2] x|
File Edit Favortez Took Help

[P saveandCiose- || | 2| S (& =] ?

Hueue l Processing ] Miscellaneous ]

| | = A U G |Monlh|_v Expired Memberships
Module | Category | Description | Expired Membership Repart \ﬂ
Reports  Membership Reports |Monthly Expired Member. .. | |Action Prink

Drata Format

Include Header

File Blarne ﬂ
Oukput Query H

Cery Type Membership

Ciuery Mame Monthly Expired Memberships

Ciuery Description Monthly Expired Memberships

Mithers Maw Frariba? v] ﬂ

Thiz queue will run on demand.

On the left side of the New Queue screen, you can see the list of queue items for the queue. Multiple
modules can be included in one queue. When you select a queue item, the preferences you selected for
that queue item appear to the right of the New Queue screen. You can change the information on the
right side of the screen such as the action and data format for the queue item.
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13.

14.
15.
16.

17.

18.
19.
20.

At the bottom of the left side of the New Queue screen, you also see the frequency for the queue. The
frequency defaults to This queue will run on demand. You can change the frequency on the Processing

tab.
Select the Processing tab. The Processing tab appears.
1= B3

¥]| New Queue
File = Edit Fawvorites - Took © Help

ESaveandC|DSE'|u‘;-; ||Q'|§ &|Eﬂ| ? |

Hueue ~Processing | Miscellaneous I

Frequency: IMDnthI-"' j Flun as: ISupervisor j Flun on: |<AII M achines:

+ Every (1 monthls] on day lﬁ
" Even l_ miohthfs):onthe I j I j
starting at |12:uo:00AMj‘

Queue schedule start date: I‘I 041042008 Ell End date: |1 041042009 Ell
Mext quese run datestime: |1 0/10/2008 12:00:00 A

W if an error occurs while running this queue, stop processing

I Cnallitems ae processed stccesshull deltethis quene

This queue will run monthly.

| |
In the Frequency field, select “Monthly” to run the queue monthly.
In the Run as field, designate the queue to run as a specific user. For this example, select “Supervisor”.

In the Run on field, enter the computer on which the queue will run. This field defaults to <All Machines>.

The default, <All Machines>, signifies that the next available computer installed with Queue Service run
the queue. When a Queue Service computer does find a queue that is ready to run, it changes the status
of the queue so no other Queue Service computer can run the queue.

In the Every [ ] month(s) on day [ ] field, enter “10” and “10” in each field, respectively to run the queue
every month on day 10.
In the Queue schedule start date field, enter “10/10/2008”.

In the End date field, enter “10/10/2009”.

To stop the process if an error occurs, mark the If an error occurs while running this queue, stop
processing checkbox. When you mark this checkbox, if an error occurs, all queue processing stops. When
this checkbox is unmarked, the program continues processing the next scheduled tasks in a queue.
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21. Select the Miscellaneous tab. The Miscellaneous tab appears.

¥]| New Queue [ (O] =]
File Edit Fawortes Took Help

I Save and Close- | [ 0 = (4 8 ?

Queue] Processing  Mizcellaneous l

¥ Send a queue status notification

il ta: |iane.smith@rgt.nrg

& =)

Ce: |scott.i0nes@rgt.org

Thiz queue will run monthly,

22. Tosend a queue status notification email, mark the Send queue status notification checkbox. The Mail to
and Cc field are enabled.

23. Enter the email addresses in the corresponding fields.

When the queue is run by Queue Service, the status notification email is sent from the Queue Server.
When the queue is run locally, the status notification email is sent by the user of that local computer.

24. To save the new queue, click Save. The Save Queue As screen appears.

i_ﬂ] Save Queue As

[lueue name: |E:-:|:uireu:| temberzhip Report for Board Members

Description: |hizudes monthly reports of expired memberships. J

[w Other uzers may wn this gueus

v Other uzers may modify thiz queue

Save | Cancel

25. In the Queue name field, enter “Expired Membership Report for Board Members”.
26. To allow users other than you to run the queue, mark the Others users may run this queue checkbox.

27. To allow users other than you to make changes to the queue, mark the Other users may modify this
queue checkbox.

28. Click Save. You return to the New Queue screen.

Note: When you save a queue to your database, any export file name that you enter is validated against other
export file names in your database. If duplicate file names exist, a message appears, asking if you want to
change the current file name. For more information about saving a queue, see “Saving a queue” on page 29.

29. Click Save and Close on the toolbar to save and close the queue. You return to the Queue page.
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» Scheduling a recurring queue

Scenario: You want to schedule the recurring queue, Expired Membership Report for Board Members.
You want to schedule the queue today. Before you schedule the queue, you must properly set up and
save the queue. This scenario uses the queue created in “Creating a recurring queue” on page 159.

On the Raiser’s Edge bar, click Admin. The Administration page appears.
Click Queue. The Queue page appears.

& The Raiser's Edge - Sample Data HEE
File Edit “iew Go Favourites Toolz Help

4 Back & Fopvard | Openin separate window

Import Standing (] Mew Queue (v Open ¥ Delete... Tﬁchedule ﬁ Find... ' Show Scheduled Queues | Uninstall Que i p

Orders

Glohally Add Hame / Description  Schedule Frequency  Rext run dateftime Created by Las ﬂ
Fecards 2008 Building Fund Donations 2008 Buildin... On demand Supervisar
Globally Change Address Import ©On demand Supervisor
Records
Batch Processing ©On demand Supetvisor
Globally Delete
Fracords Birthday labels For Yolunteers-May  Labels For Bi... On demand Supervisar
Globally Ww/iite OFf Class of 1932 Alumni ©n demand Supervisor
Pledges Constituent Donars Greater Than... Mames of do... On demand Supervisar
Corrvert Pledges Constituent Donors Less Than £500 Mames of do... On demand Supervisar
é;f'tﬂ ecuring End of Week Processes On demand Supervisar
ifts

- Expired Members ] v E '
E:;tgt; i Inactive Constituents ©On demand Supervisor _'j
Duplicate —I—I‘ &
Coliants ™1 Orly shaw my queues
Merge . ,
Constituents Recently Accessed Queues Quick Find
Diop Lapsed Expired Membership Report for Board Members ;I Is QI
Members Class of 1992 Alumni
Security Inactive Constituents LI

Queue il

Diata Enrichme o \ia
Services - Allowes you to set up a series of tasks to run automatically and unsttended. For mare information ahout LI

‘Welcome to The Raiser's Edge 7 4

3. Inthe grid, select “Expired Membership Report for Board Members”.
Click Schedule on the action bar at the top of the page.

Once you select to schedule the queue, if you marked the Create control report checkbox on the Options
screen, the queue is validated to ensure that the printer, file, or mail recipient can be located. If the
printer, file, or mail recipient cannot be located, a message appears, informing you the information
cannot be successfully located. To correct the information, click Edit User Options on the Options screen.
For more information about setting user options, see “User Options” on page 8.

If any other item in the queue is not valid, the Queue Validation Complete screen appears. For more
information about validating a queue, see “Validating a Queue” on page 17.

Warning: You must enter a date and time to run the queue that is either on or after the current date and time.
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If the validate process is successful, the Schedule Queue screen appears.

¥)| Schedule Expired Membership Report for Board Members [ %]

Enter the date and time to begin proceszing the queus and press 'Schedule Dueus’
or press "Fun Queus Now' to run the quele now.

Current date: 10/10/2003 Current time: 3:45:17 Pk

Queue start date: I'ID.!"ID;‘?EIDS EII Queue stark time: |12;DD;DU AMZ‘
Run s ISupewisol vl Run On: I

Beqin proceszing with: IMonthI_l,- Expired Memberships j

Schedule Queus | Cancel | Run Queue Mow |

5. In the Queue start date field, enter today’s date to schedule the recurring queue today.

Remember that you set up the queue to run the membership report on the 28th day of each month. On
the Schedule Queue screen, by entering today’s date as the start date for the queue, you are simply
scheduling the queue to begin processing today. However, since you specified the report in the queue to
run every 28 days, this queue sits on the Queue Schedule screen until it is ready to be run on the 28th day
of each month.

In the Queue start time field, enter “12:00 AM” to begin processing the queue at 12:00 AM.

In the Run As and Run On fields, information you entered in these fields on the Processing tab of the
recurring queue defaults into these fields on the Schedule Queue screen.

8. Inthe Begin processing with field, if you have more than one queue item in a queue, you can select which
gueue item to process first by selecting a queue item in this field.

If more than one queue item exists in the queue and you select a queue item other than the first one in
the list, queue items listed before the one you select in this field do not run. For this example, only one
gueue item exists in the queue.

Tip: In the Queue start date field, press F3 on your keyboard for today’s date and F7 for a calendar.

9. To schedule the queue to run at the time you specified, click Schedule Queue. The Queue sits on the
Queue Schedule screen until it is ready to run. For more information about viewing scheduled queues,
see “Showing scheduled queues” on page 165.

If you change your mind and decide to run the queue now, you can click Run Queue Now to cancel the
scheduling process and begin processing the queue immediately.

» Showing scheduled queues

You can view the queues you have scheduled to run at any time. Depending on your business rule selections,
you may or may not see all scheduled queues on the Queue Schedule screen. For more information about
setting business rules for Queue, see “Business Rules for Recurring Queues” on page 150.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
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2. Click Queue. The Queue page appears.

[ The Raiser’s Edge [- O[]
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port
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Hisa Address Import on demand Supervisar )
Slobaly Change ||| | B2tch Processing on demand Supervisor r\
Records Birthday labels for Yolurtesrs-May on demand Supervisor r\
Globally Delete Class of 1992 Alunri on demand Supervisor r\
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Convert Pledges | || | pleges for 2008 Phonathon on demand Supervisor A
To Recuring
Gifts Queu for Volurkeer 2items - Yoluntesr ... On demand Supervisor H
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A

3. On the action bar, click Show Scheduled Queues. The Queue Schedule screen appears. For more
information about accessing a queue, see “Accessing a Queue” on page 6.

IS [=1 E3

Descripkion Stakus Scheduled Start Date)Time ¢

KIS |

[~ Orly show my queves [V Only show scheduled

From the Queue Schedule screen, you can view the name, description, and status of a queue. You can also
view the scheduled start date/time, actual start date/time, actual end date/time, schedule, and computer
name. Depending on your settings for the queue, the Stop on Errors? and Delete on Completion?
checkboxes are marked.

4. To show only the queues you created, at the bottom of the Queue Schedule screen, mark the Only show
my queues checkbox.

To update the Queue Schedule screen so that only your queues are showing, on the action bar, click
Refresh.

5. To show only scheduled queues, mark the Only show scheduled checkbox.
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To update the Queue Schedule screen so that only scheduled queues are showing, on the action bar, click
Refresh.

6. To close the Queue Schedule screen, click Close. You return to the Queue page.

Editing a Scheduled Queue

From the Queue Schedule screen, you can edit a scheduled queue. For example, you may need to change the
frequency, start date, or end date for a scheduled queue. You can easily make your changes, save the queue, and

return to the Queue Schedule screen. Scheduled queues appear on the Queue Schedule screen based on the
business rules you set for recurring queues.

For more information about business rules for recurring queues, see “Business Rules for Recurring Queues” on
page 150.

» Editing a scheduled queue

Note: You can also edit a scheduled queue item from the Queue tab of the Queue screen. To do this, from the
Queue tab, double-click the queue item to edit.

1. From the Queue Schedule screen, double-click the queue to edit. For more information about opening a
gueue, see “Accessing a Queue” on page 6.

!ﬂ] Queue Schedule

Queus Marne Descripkion Skatus

Scheduled Start Datef. | Actual Skark DatefTime | A
Queue for Yolunteer |2 items - Yolunteer Follow-up ... |Scheduled (0450420 1:00 A

KIS

[~ Orly show my queves [V Only show scheduled
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The Queue screen appears.

¥]| Queue for Volunteer
File Edit Fawvortes Took Help

ESaveandElose‘| n‘__ ||§ &| o

Hueue | Processing I Hizcellaneous I

: |

.55 L] x ol 3 VYolunteer Follow-up Letters
il ‘olunteer Follow-up Letters Control Reportﬂ
i ¥ |Action Export Prink
Query Constituent Members (active an... | |Data Format Excel 5-7 (¥L5)
Include Header et
<1 5
i
Query Type
Query Marne
Cuery Description
(ithers Maw Fraruta? LI

I Maik Assighments as 'Letter sent'?

Thiz queue will run monthly.

2. Once your changes are complete click Save and Close on the toolbar. You return to the Queue Schedule
screen.

Deleting a Scheduled Queue

From the Queue Schedule screen, you can delete a scheduled queue. Deleting the queue from the Queue
Schedule screen does not delete the queue from your database. This action simply deletes the queue from the

Queue Schedule screen and from the Queue Service. Scheduled queues appear on the Queue Schedule screen
based on the business rules you set for recurring queues.

For more information about business rules for recurring queues, see “Business Rules for Recurring Queues” on
page 150.

» Deleting a scheduled queue

1. From the Queue Schedule screen, select the queue to delete. For more information about opening a
gueue, see “Accessing a Queue” on page 6.

¥a

IS [=1 E3

Queus Marne Descripkion Skatus

Scheduled Start Datef. | Actual Skark DatefTime | A

KIS L

[~ Orly show my queves [V Only show scheduled
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Note: You can delete a queue item from the action bar of the Queue screen. To do this, select the queue item
to delete in the grid, and click Remove on the action bar. For more information about deleting queues, see
“Deleting a queue item from the Queue screen” on page 38.

2. On the action bar, click Remove.

A message appears asking if you are sure you want to delete the queue.

The Raizer's Edge B

@ Are pou zure you want to cancel this gueue schedule?

Tes | [ [a] I

3. To delete the queue from the Queue Schedule screen, click Yes. To return to the Queue Schedule screen,
click No.

The Remove button is enabled only for queues with a status of Scheduled and when you mark the Show
only scheduled queues checkbox. When you click Remove, the queue is removed from the Queue
Schedule screen, and the status automatically changes from Scheduled to Cancelled.

Deleting the queue from the Queue Schedule screen does not delete the queue from your database. This
action simply deletes the queue from the Queue Schedule screen and from the Queue Service.
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