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What Is In This Guide?

In the Summaries Guide, you learn how to create organized presentations of specific information in your
database in either a grid or report format. You can also learn about the following.

e “Constituent Summaries” on page 15
e “Accountability Summary” on page 73
e “Campaign Summaries” on page 87

¢ “Fund Summaries” on page 121

e “Appeal Summaries” on page 159

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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A summary is an organized presentation of specific information in your database that appears in either grid
format or report format. In The Raiser’s Edge, you access summaries from Records. You can create summaries to
track the progress or performance of your organization’s solicitors, campaigns, funds, and appeals. You can also
create summaries to view a constituent’s giving history. If a constituent is an honor/memorial, you can view
information on gifts given to tributes created for the constituent.

Frequently Used Terms

To effectively use summaries, you should have a basic understanding of common summary terms. These terms
appear throughout the Summaries Guide. If you find an unfamiliar term when reading this or any chapter in The
Raiser’s Edge documentation, search the online glossary in the help file.

Filter. Filters are criteria that records must meet to be included in a summary. For example, if you apply the filter
Annual Fund, only gifts given to the Annual Fund are included in the summary. You can apply filters to each
summary you create to determine the information included in the summary results.

Parameter. A parameter is any filter, field, option, or checkbox that narrows the information included in a
summary and determines the appearance of the summary results. By specifying parameters, you can
customize the results of your summary.

Parameter File. You create Goal Summaries for campaigns, funds, and appeals from a parameter file. A
parameter file contains a series of tabs with parameters (filters, fields, options, and checkboxes) you select for
the summary. For example, you can apply filters, select a graph, create a header and footer, or choose a color
scheme for the summary results. Parameter files can be saved for each summary, so any user can access the
file and apply the same parameters to a different summary.

Summary. A summary is a type of report you can access from Records. Summaries provide a concise view of
specific information in your database. Like a report, you can determine the information to include and the
appearance of the summary results by applying parameters. You can select certain summaries from the View
menu of the Records page. You can access the summaries available for a specific record type from the View
menu of the record. The exception is the Gift Summary because you access this summary from a constituent
record rather than a gift record.

Toolbar

The summary toolbar contains buttons representing common commands for summaries. You can use these
buttons as alternatives to menu commands to save time when working with a summary.

Cloze

Close the summary

Print the summary results

Apply filters to the summary

Refresh the information in the summary
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Access help contents

Understanding Soft Credits and Matching Gift
Credits

When you enter a gift in your database, you determine the constituents who receive credit for the gift and how
much credit each receives. When you create a report, a summary, a mailing, a query, or an export, you can
determine how credit for gifts appears in the results. For gifts in reports, summaries, mailings, queries, and
exports, you can soft credit the donor, the soft credit recipients, or both. If you credit the soft credit recipients or
both the donor and the soft credit recipients, you can determine how the credit distribution appears in the
summary, mailing, query, or export results. For matching gifts, you can credit the donor, the matching gift
company, or both. Changing the way the credit distribution appears affects only the output of your report,
summary, mailing, query, or export. The information on the gift record does not change. Depending on the way
you choose to display soft credits and matching gift credits in a report, summary, mailing, query, or export, the
gift amounts that appear in the output may not accurately reflect the original gift amount entered on the gift
record.

Soft Credits for Gifts

The following example explains how you can add soft credits to a gift and how these soft credits can affect the gift
amount that appears in reports, summaries, mailings, queries, or exports.

Catlin Daly, Porter Nelson, and Lisa Haas are alumni of Eastside High School. Each alumnus plans to donate $100
to the school's Building Fund. Porter writes a single check to Eastside High School for the amount of $300. This
check includes the contributions of each alumnus. You enter the gift in your database with Porter as the donor.
On the Soft Credit tab of the gift record, you enter Catlin and Lisa with a soft credit of $100 each. To receive soft
credit for a gift, the individual or organization must be a constituent in your database.

You decide to create a Fund Summary for your organization's Building Fund. From the General tab of the
Summary Filters screen, you determine how you want gift amounts to appear in the summary results. From the
Soft Credit Gifts to frame, you can choose to credit the gift donor, the soft credit recipients entered on the gift
record, or both the donor and the soft credit recipients.

If you mark Donor, Porter receives credit for the full amount of the gift. Because you added a gift record in the
amount of $300 on Porter's constituent record, the summary shows that he receives credit for $300.

Actual Gift. .. Credit To. .. Summary...

23300 | |porterssoo | |3 8300 |

If you mark Soft credit recipients, and select “Use Distribution on Gift”, the distribution amounts you enter on the
gift record appear. In this example, Catlin and Lisa each receive credit for $100 because this is the soft credit
amount entered on the Soft Credit tab of Porter's gift record. You did not enter Porter as a soft credit recipient on
the Soft Credit tab of the gift record, so he does not receive credit for the gift. For this gift, the total gift amount
displayed in the summary results is $200.

Actual Gift. .. Credit To... Summary.. .

55300 |cungioe] [ s200 |
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If you mark Soft credit recipients, and select “Distribute evenly”, Catlin and Lisa receive credit in the summary
results for a gift of $150. By marking Soft credit recipients, you credit Catlin and Lisa for the total gift amount of
$300. When you select “Distribute evenly”, you divide the total gift amount between the soft credit recipients, so
Catlin and Lisa receive credit for half of the total gift amount, or $150. Porter does not receive credit for the gift
because you did not enter him as a soft credit recipient on the gift record. For this gift, the total gift amount
displayed in the summary results is $300.

Actual Gift. .. Credit To... Summary.. .

i 5300 [cxmeist] |3 5300

If you mark Soft credit recipients, and select “Full amount to all”, Catlin and Lisa both receive credit in the
summary results for $300, the full amount of the gift. Porter does not receive credit for the gift because you did
not enter him as a soft credit recipient on the gift record. For this gift, the total gift amount displayed in the
summary results is $600.

Actual Gift... Credit To. .. Summary...
ET? Catlin $300
[@s300] [t 30e] |Z 3600

If you mark Both, and select “Use Distribution on Gift”, Porter receives credit for the full amount of the gift
because he is the gift donor. Catlin and Lisa each receive credit for $100 because this is the soft credit amount
entered on the Soft Credit tab of Porter's gift record. For this gift, the total gift amount displayed in the summary
results is $500.

Actual Gift. .. Credit To. .. Summary...

ET® Porter 300

|t4%f $300 Catlin $100 | 2. $500
Lisa $100

If you mark Both, and select “Distribute Evenly”, Porter, Catlin, and Lisa receive credit for $100 in the summary
results because the total gift amount is divided evenly among the donor and the soft credit recipients. For this
gift, the total gift amount displayed in the summary results is $300.

Actual Gift. .. Credit To. .. Summary...
By Porter 5100
|F‘?“f $300 Catlin $100 | 2.$300
Lisa $100

III

If you mark Both, and select “Full amount to all”, Porter, Catlin, and Lisa each receive credit in the summary for a
gift of $300, the full amount of the gift contributed to the Building Fund. For this gift, the total gift amount
displayed in the summary results is $900.

Actual Gift... Credit To. .. Summary...

ET? Porter $300

|F€‘( $300 Catlin $300 | 2.%900
Lisa £300

Matching Gift Credits

The following example explains how you can add credit for a matching gift and how this matching gift credit can
affect the gift amount that appears in reports, summaries, mailings, queries, or exports.



SUMMARIES OVERVIEW 5

Andrea Tidwell is an employee at Midland Banking Center. Andrea contributes a gift of $100 to your
organization’s Acquisition Fund. When you enter the gift, you see that Midland Banking Center is a matching gift
company with a multiplication factor of 1.00. This means that each employee contribution that meets the
matching gift limits set by Midland Banking Center is matched with a pledge of an equal amount. Andrea
contributed $100, so Midland Banking Center matches this gift with a pledge of $100. Within two weeks, you
receive a pledge payment of $100 from Midland Banking Center.

You decide to create a Fund Summary for the Acquisition Fund. From the General tab of the summary filters
screen, you determine how you want gift amounts to appear in the summary results. From the Credit Matching
Gifts to frame, you can choose to credit the gift donor, the matching gift company, or both the donor and the
matching gift company for matching gifts.

If you mark Donor, Andrea receives credit for both her contribution and the matching gift her contribution
prompted in the summary results. Andrea contributed $100 and Midland Banking Center matched her
contribution by donating $100. If you select to credit the donor for matching gifts, Andrea receives credit for
contributing $200 to the Acquisition Fund in the Fund Summary results. Midland does not receive any credit
because the organization is not the donor of the original gift. For this gift, the total gift amount displayed in the
summary results is $200.

Actual Gift.. Matching Gift.. Credit To.. Summary..

l& $100| G $100| |,‘:.:1::;?,?,$E““| » $200|

If you mark MG Company, Midland Banking Center receives credit for the amount of the matching gift. The
matching gift Midland Banking Center contributed is separate from Andrea’s contribution. The organization
contributed in response to Andrea’s gift, but Midland Banking Center cannot receive credit for the gift Andrea
contributed. In the Fund Summary results, Andrea receives credit for the $100 she contributed and Midland
Banking Center receives credit for the $100 matching gift. For this gift, the total gift amount displayed in the
summary results is $200.

Actual Gift. Matching Gift.. Credit To.. Summary...

[i@s100] [GFs100] [mre siee] | s200]

If you mark Both, Andrea and Midland Banking Center receive credit for the matching gift. In the Fund Summary
results, Andrea receives credit for the $100 gift she contributed and the $100 matching gift her employer
contributed, for a total credit of $200. She receives credit for both gifts because her contribution prompted a
matching contribution from her employer. Midland Banking Center receives credit for the $100 matching gift
only. Because Midland gave in response to an employee’s contribution, the company receives credit only for the
matching gift. For this gift, the total gift amount displayed in the summary results is $300.

Actual Gift. Matching Gift.. Credit To... Summary...

[@5100] [#5100] [ S3o6] | 5300

Summaries Defined

In The Raiser’s Edge, you can select many different summaries. The following section defines each summary
available so you can easily find the appropriate summary to provide the specific information you need.

Note: You can also create an Appeal Goal Summary in Reports.
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Appeal Goal Summary. The Appeal Goal Summary provides a view of the appeal goal and the campaign and
fund goals associated with the appeal. You can easily see the total amount raised for each goal. The difference
between the goal and the amount received is presented as a dollar amount and as a percentage. You can also
view the number of constituents who were solicited for the appeal, and the number who actually responded.
Appeal costs divided by the actual amount raised indicate the overall effectiveness of your organization’s
efforts. This summary appears in report format.

Appeal Summary. You can get a clear picture of the progress toward the overall appeal goal with an Appeal
Summary. You can determine which constituent gave first, who contributed the largest gift, and who
responded most recently to the appeal. You can also view several breakdowns of the gift information. The
results appear in a View grid and a Breakdown grid, so you can apply additional filters to the summary results.

Accountability Summary. The Accountability Summary enables you to communicate to constituents how gifts
they donated to your organization are used. You can tell constituents what their gifts are used for or what
they are budgeted to be used for. Additionally, you can tell constituents how money is being spent or
budgeted for funds they donate to. You can view the Accountability Summary as a pie graph, bar graph, or
data grid.

Note: You can also create a Campaign Goal Summary in Reports.

Campaign Goal Summary. The Campaign Goal Summary provides a view of the overall campaign goal, the
fund goals associated with the campaign, and the appeal goals for each of these funds. You can easily see the
total amount raised for each goal, and the difference between the goal and the amount received is presented
as a dollar amount and as a percentage. You can also view the number of constituents who were solicited for
a campaign, and the number who actually contributed. The cost of the campaign divided by the amount
raised indicates the overall effectiveness of your campaign. This summary appears in report format.

Campaign Summary. You can get a clear picture of the progress made toward the overall campaign goal with
a Campaign Summary. You can determine which constituent gave first, who contributed the largest gift, and
who gave most recently to a campaign. You can also view several breakdowns of the gift information. The
results appear in a View grid and a Breakdown grid, so you can apply additional filters to the summary results.

Event Financial Summary. In Event Management, you can create an Event Financial Summary to see an
overview of event finances. You can select from several views of event information in the View grid, including
the actual financial status, the projected financial status, and the largest donations made to the event. From
the Breakdown grid, you can select to view either a breakdown of the event’s income or a breakdown of the
event’s expenses. The information in the Breakdown grid can help you analyze the financial success of an
event. The display at the bottom of the summary screen provides information on the number and type of
event participants.

Event Goal Summary. In Event Management, you can create an Event Goal Summary to view information on
an event or a group, which is a series of related events. This summary includes information for each solicitor
assigned to the event. From the summary grid, you can view the total amount credited to a solicitor for the
event, the solicitor’s percentage of the overall event total, the solicitor’s percentage of the event goal, and the
number of participants the solicitor is assigned to for the event. Amounts in the summary are based on
registration fees and other donations. For a sporting event, sponsoring pledges are included. You can
determine the success of the event by viewing calculations of the amount received compared with the event
goal.

Note: You can also create a Fund Goal Summary in Reports.

Fund Goal Summary. The Fund Goal Summary provides a view of the fund goal and the campaign and appeal
goals associated with the fund. You can easily see the total amount raised for each goal. The difference
between the goal and the amount received is presented as a dollar amount and as a percentage. You can also
view the number of constituents who were solicited for the fund, and the number who actually contributed.
Fund costs divided by the actual amount raised indicate the overall effectiveness of your organization’s
efforts. This summary appears in report format.
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Fund Summary. You can get a clear picture of the progress toward the overall fund goal by creating a Fund
Summary. You can determine which constituent gave first, who contributed the largest gift, and who gave
most recently to the fund. You can also view several breakdowns of the gift information. The results appear in
a View grid and a Breakdown grid, so you can apply additional filters to the summary results.

Gift Summary. You can create a Gift Summary to view information for a specific constituent’s giving history. For
example, you can see a constituent’s first, latest, and greatest gifts to your organization, the gift amount and
gift type, and the campaign, fund, or appeal to which the gift was given. The Breakdown of the giving history
provides more detailed information on the constituent’s contributions.

Honor/Memorial Gift Summary. For constituents who are honor/memorials, you can create an
Honor/Memorial Gift Summary to view gift information for tributes set up for the constituent. The summary
includes the first gift given, the most recent gift given, and the largest gift given to the tribute. You can view
different grid breakdowns of the gifts given to a specific tribute, or you can select a graph of the gift
information.

Membership Summary. In Membership Management, you can create a Membership Summary from the
Membership tab of a constituent record. The Membership Summary displays information on the constituent’s
memberships, including renewal information. The summary grid shows the number of memberships, which
memberships are active and which have been dropped or have lapsed, and the number of gifts of
membership the constituent has given or received.

Prospect Summary. In Prospect Research Management, you can you can create a Prospect Chronology from
the Prospect tab of a constituent record. You can select the information to display in the Chronology grid and
you can select the sort order of this information.

Solicitor Performance Summary. You can create a Solicitor Performance Summary for individual solicitors in
your database. This summary shows gifts credited to the solicitor and the gift amount credited because a
solicitor may or may not receive full credit for each gift. From the summary View grid, you can view
information on the first, latest, and greatest gifts credited to a solicitor or the top solicitors by gift amount or
number of gifts. The Goal panel shows the solicitor’s progress toward reaching an overall goal. In the
Breakdown grid, you can select different views of the gifts credited to the solicitor, including Calendar Year,
Campaign, and Fund.

Volunteer Summary. In Volunteer Management, you can create a Volunteer Summary from the Volunteer tab
of a constituent record. By creating a Volunteer Summary, you can view information on a volunteer’s
assignment history. In the Assignments grid, you can see a constituent’s first and most recent volunteer
assignments. Select Summary Filters from the summary toolbar to determine the information to include in
the Assignments grid. You can select from several views in the Hours Breakdown grid to display the number
of hours volunteered for each breakdown you select. The Value column displays the number of hours
multiplied by the hourly wage assigned. The program automatically calculates the value based on the
information entered in Time Sheets on the Volunteer tab.

Working with Summaries: The Basics

Once you create a summary, you can print the results or you can export the information to another application.
For more information about printing in The Raiser’s Edge, see the User Options chapter in the Program Basics
Guide. For more information about exporting in The Raiser’s Edge, see the Export chapter in the Query & Export
Guide.
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» Printing a summary in grid format

The Gift Summary, Honor/Memorial Gift Summary, Solicitor Performance Summary, Campaign Summary,
Fund Summary, Appeal Summary, and all optional module summaries appear in grid format. Once you create
a summary in grid format, you can print the summary results.

1. From the summary screen toolbar, click Print.

: Summary for CAPITAL. Capital Campaign [— (D]
File Edit %iew Summary Help
B & @ A 2 |
; View: IFirsta’Latesta’Greatest 'l [T Exclude largest gift [~ Exclude smallest gift
I Date | Amount I Tvpe | Constituent ﬂ
First 04/11/1992 $250.00 Pledge Hernandez, Dr. Robert Carlos
Latest 070312000 $3,800.00 StockfProperty Qlson, Ms, Yivian Lily -
Average gt $1.811.49 Median: $500.00 Mode:  $500.00
Total gifts: E7 Total Donars: 45
Goak | algven  $121.370.00 Over [under):  ($878,630.00)
Owerall Goal:  $1.000,000.00 Percent of goal: 1214%

Breakdown: I Calendar 'ear j Customize. .. |

Calendar Year |Recei... | Pledged | Paid I Wikt | Balance | Total Cammitked I Mo, GiFt:ﬂ

<all $116,... $4,22,., $975.00 40,00 $3,25... $117,145,00
012000 - 12/2000 | $20,6... $1,10... $100.00  $0.00 $1,00... $20,725.00
01/1999 - 12/1999 | $92,8... $1,10,.. $800.00 0,00 $300.00 423,650,00 _ILI
4 I 3

2. The following message appears. Click Cancel to end printing.

M Summary Filters for Capital Campaign M= E3

Freparing report "Surmmary Filkers for Capital Campaign’

Cancel |

3. If you do not cancel printing, a printing status message appears. Click Cancel Printing to end printing.

Printing Records
| Copy: 1
| Frinting Fage 1
| Cancel Printing i

» Printing a summary grid

Note: The information in the grid prints in spreadsheet format.
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The Gift Summary, Honor/Memorial Gift Summary, Solicitor Performance Summary, Campaign Summary,

Fund Summary, Appeal Summary, and all optional module summaries appear in grid format. You can print the
results that appear in each summary grid.

1. From the summary screen, right-click in the grid you want to print.

1 Summary for CAPITAL. Capital Campaign
File Edit %iew Summary Help

IE 3

B & @ A 2 |
4 View: IFirsta’Latesta’GreatBSl vl ™ Exclude largest gift [~ Exclude smallest gift
I Date | Amount I Tvpe | Constituent ﬂ
First 04/11/1992 $250.00 Pledge Hernandez, Dr. Robert Carlos
Latest GrenGit §00.00 StoFHProperty Qlson, Ms, Yivian .Lily -
4 I I —— 3
Eind... )
Average ¢ I edian: $500.00 Mode:  $500.00
Total gi B9 E ot iew Grid... I otal Donors: 45
- B3 Export to Excel
Beek Prnt Over [under):  ($878,630.00)
a- £ Percent of goal: 1214%
———  Gols
Breakdo: — Vl Customize. .. |
— Filbers....
Calend. CI ;318 b | paid [ wrie... | Batance | Tatal Committed | mo. GiFt:ﬂ
<all> il . $975.00  $0.00 $3,25... $117,145.00
01/2000- Froperies .. $100.00  $0.00) $1,00... $20,725.00
01/19%0 -TZT99T | 392,5... §1,10... $500.00 40,00 $300.00 $93,650,00 _ILI
4 I 3

2. From the right-click menu, select Print. The results of the grid print with the summary column headings.
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» Printing a summary in report format

After you create a Goal Summary for a campaign, fund, or appeal, you can print the summary results. Your
selections on the parameter file Format tab determine the summary information to print and how this
information appears. You can select a default print setup from User Options.

1. Click Preview to view the summary results.

EE|Mew Campaign Goal Summary Hi=] E3
||« veie || =] &|#|S=] oo =] 84| Touls
Freview

Campaign Goal Summary
% of
Campaign Dwverall Goal Actual Dwver (Under) Goal
Annual Campaizn F1,225,000.00 F1,200,000.00 25,000,000 7500 %4
Flowds
Ammal Furd 1998 $1,000,000.00 F790,000.00 H2O,000000 7500 %
Buildivg Mainsirance Fund F10,000.00 §25,000.00 F1500000 25000 %
5 chalarskip Fund F250,000.00 £:20,000.00 230,000,000 =00 %
The Campaign for Excellenc $300,000.00 $240,000.00 80,000,007 2500 %4
Flowds
Buildivg Maintmirance Fund $10,000.00 $2,50.00 HTLSN00) 2500 %
Capital Cawpaign Plawt Fusd $200,000.00 $237,500.00 $37,50.00 11275 %
| o

2. From the summary screen toolbar, click Print. The Print screen appears.

Frinter: Sustem Prinber
Cancel |
Print Bange

Lol
..... . 1
 Pages Copies: I

v Collate Copies

From: I 1 Tao I

3. Select the print options you want to use.
4. Click OK. The summary prints.
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» Exporting a summary grid to another application

Exporting the information in a summary is sending (exporting) the summary from your database to another
software application. The Gift Summary, Honor/Memorial Gift Summary, Solicitor Performance Summary,
Campaign Summary, Fund Summary, Appeal Summary, and all optional module summaries appear in grid
format. Once you create a summary in grid format, you can export the results in each summary grid to

another application.

1. From the summary screen, right-click in the View grid.

: Summary for CAPITAL, Capital Campaign
File Edit “iew Summary Help

IIE E3

i Cose |G| ® || ? |
; View: IFirstJLatest!Greatest 'l [~ Exclude largest gift [~ Exclude smallest gift
I Date | Armount | Constituent ﬂ

First 04/11/1992 Hernandez, Dr. Robert Carlos

Latest 07/03/2000 $3,800.00 StockfProperty Olson, Ms, Vivian Lily =

Average gift.  $1.811.49 $500.00 Mode: $500.00

Total gifts: ET 45
Goal:

Total given: $121,370.00
Owverall Goal:  $1.000,000.00

Ower [under): [$878.630.00)
Percent of goal: 1214%

Breakdown: I Calendar “'ear

j Customize. .. |

KIS

Calendar Year |Recei... | Plzdged | Paid I WKL | Balance | Total Commitked I Mo, Gift:ﬂ
zall= $116,... $4,22... $975.00

012000 - 12/2000 | $20,6... $1,10.., $100,00
01/1999 - 12/1999 | $92,8... $1,10... $500.00

$0.00 $3,25... $117,145.00
$0.00 $1,00... 420,725,00

$0.00 $300.00 $93,650,00 _ILI
3

Note: If you want to export the summary results to Microsoft Excel, select Export to Excel from the right-click

menu.

2. From the right-click menu, select Export View Grid. The Export screen appears.

Export

Export file tupe: IE Comma-Separated Walues

=

Export file name: I

W Include header

Cancel

3. From the Export file type field, select a file type for the summary.

4. From the Export file name field, enter a destination and a name for the summary file.

5. Mark the Include header checkbox to include the summary column headings in the export file.

o

field.

Click Export Now to export the summary grid to the destination you selected in the Export file name
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» Exporting a summary in report format

Once you create a Goal Summary for a campaign, fund, or appeal, you can export the summary results to
another software application. All summary information appears in the export file.

1. From the parameter file screen, click Preview to view the summary results.

EE|Mew Campaign Goal Summary Hi=] E3
||« veie || =] &|#|S=] oo =] 84| Touls
Freview

Campaign Goal Summary
% of
Campaign Dwverall Goal Actual Dwver (Under) Goal
Annual Campaizn F1,225,000.00 F1,200,000.00 25,000,000 7500 %4
Flowds
Ammal Furd 1998 $1,000,000.00 F790,000.00 H2O,000000 7500 %
Buildivg Mainsirance Fund F10,000.00 §25,000.00 F1500000 25000 %
5 chalarskip Fund F250,000.00 £:20,000.00 230,000,000 =00 %
The Campaign for Excellenc $300,000.00 $240,000.00 80,000,007 2500 %4
Flowds
Buildivg Maintmirance Fund $10,000.00 $2,50.00 HTLSN00) 2500 %
Capital Cawpaign Plawt Fusd $200,000.00 $237,500.00 $37,50.00 11275 %
| o

2. From the summary toolbar, click Export. The Export screen appears.
Export

Farmat:

ICharacter-separated values j

. Cancel |
Destination:
| Disk fle =l

3. From the Format field, select a format for the summary.
From the Destination field, select a destination type.

5. Click OK. Depending on your selections in the Format and Destination fields, you may have to enter
additional information to export the summary to the destination you selected in the Destination field.
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6. Click OK. The Choose Export File screen appears.

Save in: Ia Temp j gl

|_F{3ED92977 5FCD-1102-9293-001 D4BD24E 293 (L] {adech¥1b-a76c-11d3-9080
|1 {adechd1E-a76c-11d3-908b-00:04f754308} [ {dd435456-387-11d3-908a
|1 {adech™1 7-a76c-11d3-908b-00c04i754308} (2] {dd436458-9287-11d3-908a
|1 {adechd18-576c-11d3-908b-00:04f754308} [ {dd435459-3587-11d3-908a
|1 {adech™19-a76c-11d3-908b-00c04i754308} (1] {dd436452-9287-11d3-908a
|1 {adechd1 a-a76c-11d3-908b-00:04f754308} [ {dd43545h-3587-11d3-908a

KN i
File name: IF!eF!ep4D4.chr Sawe |
Save as lype: ICharactel-separated [*.chr j Caticel |

7. Select a specific location for the export file from the Save in field. You can enter a file name and select the
file type from this screen.

8. Click Save. The database exports the summary to the specified location.
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Constituent summaries are a simple and convenient way to organize and display specific gift and solicitor
information for constituents in your database. In The Raiser’s Edge 7, you can create a Gift Summary to view a
constituent’s giving history. If the constituent is an honor/memorial, you can create an Honor/Memorial Gift
Summary to view gift information for tributes set up for the constituent. If the constituent is a solicitor, you can
create a Solicitor Performance Summary to view gift information for contributions secured by the constituent.

You can determine the specific information to include in each summary, how to arrange this information, and
how you want the information to appear. The Gift Summary and Honor/Memorial Gift Summary results appear
on a screen with a Giving Statistics grid, a gift information display, and a Breakdown grid. The Solicitor
Performance Summary results appear in a View grid, a solicitors information display, a Goal panel, and a
Breakdown grid.

The selections you make on the Summary Filters screen determine the information included in the summary
results. For the Solicitor Performance Summary, your selection in the View field determines how this information
displays in the View grid. In the Breakdown grid, you can select a specific breakdown of the summary results. You
can further customize the information that appears in the Breakdown grid from the Customize Giving Breakdown
screen. The program saves the selections you make for each summary until you change the summary criteria.

Accessing Constituent Summaries

From the shell View menu, you can select the Gift Summary or the Solicitor Performance Summary. Once you
select a summary, the Open screen appears. You can determine the constituent to view summary information for
by selecting a record from the Open screen. You can also access the Gift Summary from the View menu of the
constituent record. If the constituent is an honor/memorial or a solicitor, you can create an Honor/Memorial Gift
Summary or a Solicitor Performance Summary from the View menu of the constituent record you have open.

» Accessing a constituent summary from the shell View menu

You can view a list of summaries from the shell View menu and select the summary you want to create. For
constituents, you can select the Gift Summary or the Solicitor Performance Summary.

1. From the shell menu bar, select View, Summaries.

i The Raiser's Edge .
Ele Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

=
Gift;
- Constituents

Actions

Campaigns _ ~

Funds A o Incividual IEF Cipen a Corstituent
Appeals C

T D ey Qrganization

Jobs

i Recently Accessed Records Quick Find

&

‘Welcome to The Raiser's Edge 7

RN
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2. From the list of available summaries, select Gift Summary. The Open screen appears.

ii, Open

7| Searchusing queny: |<Default> L

Find: IConstituent

Find Constituents that meet these criteria:

Last/Org name: || j City: I vl
First nane: I =] State: I vl
Canstituent 10 I j ZIP: I - l
SSN:I j MembershipID:I vl

Class OF: I vl

™| Ehieck spouges name
™| Bhiesk aliases

™ Exact match anly
™| Chiesk cantact nane

[ Display inactive constituents

™ Display deceased constituents

[ R

Sl Open

Cancel

] Add Mew

Options

# Eirid I vy

Mew Search

Expand Besults

3. From the Open screen, select the constituent to include in the
using the Open screen, see the Program Basics Guide.
4. Click Open. The processing screen appears.

Calculating Summary E

Calculating Summary. Please Wait ..

The Summary screen appears with the summary results.

E Summary for Mr. Mark Daniel Adamson. 11
File Edit

[n] Close |§|Q|| ? -

Wiew Summary Help

summary. For more information about

=[O %]

Giving Statistics

[~ Exclude largest gt [~ Exclude smallest gift

I Date I Amounk I Type I Fund I
Firsk 03/15/1998 $250.00 Cash 1998 Membership Fund
Latest 0af13f2000 $300.00 Cash 2000 Annual Fund
Greatest 06/13/2003 $300.00 Cash 2003 Annual Fund
Average: $175.00 Total gifts: 7 tdode: $250.00
td edian: $200.00 Tatal years: 3 Consecutive years: 3

j Customize... |

Breakdown: IFiscaI Year

IRecei... I Pledged I Paid I Witk . I Balancel Total Committed I Mo, Gifts

Fiscal Year
<l $1,22,., 40,00/ $0.00  $0.00  $0.00 $1,225,00 7
After 05/2000 430000 $0.000 4000 40.00  40.00 $300,00 1
06/1999 - 05/2000 | $600,00  $0.00)  $0.00  $0.00  $0.00 $600,00 4
06/1995 - 05/1999 | $325.00  $0.000  $0.00  $0.00  40.00 $325,00 2
06/1997 - 05/1998 | 40,00 $0.00) 4000 $0.00  $0.00 $0.00 0
Priar ta 06/1997 40,00 40,000 40,00 $0.000 40,00 40,00 o

5. On the toolbar, click Close. You return to the Records page.
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You can select a constituent summary from the View menu of the constituent record you have open. The Gift
Summary is available for all constituents in your database. If the constituent is an honor/memorial or a
solicitor for your organization, you can select the Honor/Memorial Summary or the Solicitor Performance

Accessing a constituent summary from the View menu of a constituent record

Summary from the View menu of the constituent record.

1. From Records, click the Constituents link. The Constituents page appears.

#4 The Raiser's Edge .
File Edit “iew Go Favortes Taools

Help

4 Back # Fnrward‘ Open in separate window

IBER Home
i

iﬁﬁe rds
g Gifts

Actions
Campaigns
Funds
Lppeals
Memberships
Jobs

Events

‘Welcome to The Raiser's Edge 7

2. Select the constituent Robert Hernandez. For information about opening a constituent record, see the

=
Constituents
g Mew Individual 'E Open a Constituent
W oy Organization
Recently Accessed Records Quick Find
#
[

RS

Campaigns, Funds, & Appeals Data Entry Guide.
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3. From the View menu, select Summaries.

Robert C. Hernandez

Gift Surnmany
Honor/Memaorial Gift Summary

Solicitor Performance Summary

=
EER

-

02/14/1961 g

Mared
Wendy Hemandez

4. Select the constituent summary you want to create.

Gift Summary

You can create a Gift Summary to view a constituent’s giving history. The summary includes the first gift given,
the most recent gift, and the largest gift given by a constituent. For more accurate summary results, you can mark
the Exclude largest gift and Exclude smallest gift checkboxes in the Giving Statistics frame. If you mark both
checkboxes, the summary giving statistics are more accurate because an extremely large or small contribution
does not distort the results. For example, Katherine Sinclair regularly contributes $100 to your organization, but
she contributed $5,000 to your Capital Campaign. If you include the $5,000 contribution in the summary

calculations, the Average Gift, Median, and Mode displays show amounts larger than Katherine usually
contributes.

Note: The Mode display contains the gift amount that appears most often. If the amount of “O” appears most
frequently, the Mode display is “O”. If more than one mode appears in the summary results, the Mode display
reads “Multiple Modes”. If no mode appears because no gifts were contributed or no two gift amounts are the
same, the Mode display reads “No Mode”.
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On the summary toolbar, click Filters to access the Summary Filters screen. This screen contains four tabs:
General, Filters, Gift Types, and Format. You can then further customize the results from the Customize Giving
Breakdown screen. Click Customise on the summary screen to access the Customize Giving Breakdown screen.
Based on your selections from this screen, you can view different grid breakdowns of the gifts given during a
specific a period of time, or you can select a graph of the gift information. The selections are saved until you
create a new Gift Summary.The selections you make on the Summary Filters screen tabs determine the summary
output. The program saves all summary selections you make until you change the summary criteria.

E Summary for Dr. Kate Andrea Williams [_ [T =] |

Fil= Edit “iew Summary Help

EID$e|§|Q‘|?‘ |

Giving Statistics ¥ Exclude largest gift [
I Diate | Arnountk: I Ty pe | Furid I
Firsk 12/23/1993 $250,00 Cash 1993 Annual Fund
Lakest 04f16/2002 $100.00 Cash 2002 Annual Fund
Greatest 1200171939 $500.00 Zash Botanical Garden Fund
Ayerage: $185.29 Total qifts: 7 ode: $100.00
Median: $100.00 Total years: 3 Congecutive pears: 3

Breakdown: IFisc:aI Year j Cuztomize. . |

Fiscal Year | Recei... I Pledged I Paid I WiritE. . I Balance I Tokal Committed | Mo, Gifts
<all= $3,67... 40,00 40,00 40,00 40,00 $3,875.00 9
After 0572000 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0
06/1999 - 05/2000 | $1,12... $0.00)  $0.00  $0.00  $0.00 $1,125.00 7
06/1995 - 05/1999 | $250.00  $0.00) $0.00  $0.000  $0.00 $250.00 1
061997 - 05/1995 | $2,50... $0.00) $0.00  $0.000  $0.00 $2,500,00 1
Prior to 061997 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 0

Summary Filters Screen

Once you create a Gift Summary, you can apply filters to the summary results from the Summary Filters screen.
To access the Summary Filters screen, click Filters on the Gift Summary toolbar, or select Summary, Filters from
the summary menu bar. The Gift Summary Filters screen contains four tabs: General, Filters, Gift Types, and
Format. The selections you make on the Summary Filters screen tabs determine the summary output, and the
selections are saved until you make changes to the criteria.
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General Tab

From the General tab, you can determine the date or date range of the gifts to include in the Gift Summary, how
to distribute soft credits and matching gifts, and whether the year to report on is a calendar or fiscal year.

Summary Filters I

1: General |g: Filtersl & Gift T_I,Ipesl EN Formatl

 Include Gifts with these Dates
Date to use: IGift date j
Date: I CalendarvTD j
— Soft Credit Gifts To

& Dongr Year to uze; Il:alendal ear 'I

(" Soft credit recipients | U< distribution on it %]
" Both IUse distribution on qift j

— Credit b atching Gifts To
& Donor MG Company " Both

< Elank | Medt » | Cancel | Finizh |

Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift date or the GL post date.
If you select Gift date, you can view gifts given during the date range you select in the Date field. If you select
GL post date, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To frame. You can select how soft credits appear in summary results. The selections you
make do not affect the gift record. Your selections affect only how gift amounts display in a summary. You can
credit the donor, the soft credit recipients, or both.

If you mark Donor, the donor receives full credit for the gift and the soft credit recipients receive no credit for
the gift.

When you mark Soft credit recipients, you can select how to divide the gift amount among the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. If you select Use
distribution on gift, the soft credit recipients are credited with the amount specified on the Soft Credit tab of
the gift record. When you select Full amount to all, each soft credit recipient receives credit for the full
amount of the gift. If you select Split evenly, the full amount of the gift is divided evenly between the soft
credit recipients. If you select the Soft credit recipients option, the donor does not receive credit for the gift
unless he is also a soft credit recipient.

Warning: If you select Both in the Soft Credit Gifts To frame, the gift may appear twice in the summary and
total gift amounts may not be accurate.

When you mark Both, you need to select how to divide the gift amount among the donor and the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. When you select Use
distribution on gift, the donor receives full credit for the gift and the soft credit recipients are credited with
the amount specified on the Soft Credit tab of the gift record. If you select Full amount to all, the donor and
each soft credit recipient receive full credit for the gift. When you select Split evenly, the amount of the gift is
divided evenly among the donor and the soft credit recipients. If the donor is also a soft credit recipient, the
donor is credited for the gift only once.
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Credit Matching Gifts To frame. When a constituent donates a gift, a matching gift company may also donate
a matching gift. When creating acknowledgement letters, you need to specify in the Credit Matching Gifts To
frame whether to credit the gift donor, the matching gift company, or both.

When you select Donor, the donor, or employee of the matching gift company, receives credit for the
matching gift. If you select MG Company, the matching gift company receives credit for the matching gift.
When you select Both, both the donor and the matching gift company receive full credit for the matching gift.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average, Median, Total Gifts, Total Years,
Mode, and Consecutive Years may change according to the year selected for the Year to use. For example, if
you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding January
through June are not included in the calculations.

Filters Tab

From the Filters tab, you can select the records to include in the Gift Summary calculations. For example, you may
want to include only certain funds in the summary results. You can determine which funds to include by applying
a filter. The records you select must also meet the criteria selected on the other Summary Filters screen tabs. You
can include all records or selected records for each selection in the Filters tab grid. The Filters tab grid contains
three columns: Filters, Include, and Selected Filters.

Summary Filters I
1: General 2 Filters |§: Gift T_l,lpesl ES Folmatl

%v By using the grid belaw, thiz repart may be filtered on the itemz shown it the Selected Filters calurmn,

Filkers I Include I Selected Filkers
Zampaigns all <4l Campaigns =
Funds all <Al Funds =
Appeals all <Al Appeals =
Constituent Codes |4l <Al Constituent Codes >

Gift Solicitors All <all Gift Solicitors =

< Back Mest > | Cancel | Finish |

Warning: You cannot add to or change the selections in the Filters column.

Filters column. The Filters column lists selections you can use to narrow the results of a summary. The Gift
Summary contains the following selections in the Filters column: Campaigns, Funds, Appeals, Constituent
Codes, and Gift Solicitors.

Note: If you select All Records, certain records may still be eliminated by other criteria. For example, you may
select to include all campaigns in a Gift Summary. However, if you select to include only gifts given in the last
year, campaigns that ended before this gift date range are excluded from the summary results.
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Include column. For each selection in the Filters column, you can determine the records in your database to
include. These records must also meet the criteria you select on all Summary Filters tabs. If you select All in
the Include column, all records for the Filters column selection which meet the summary criteria appear in
the results. For example, for the Filters column selection Campaigns you select All in the Include column.
Gifts to all campaigns that meet the criteria specified on the Summary Filters screen tabs appear in the
summary results. If you choose Selected in the Include column, the Selected Filters column is enabled and
you can select specific records to appear in the summary results.

Selected Filters column. The Selected Filters column displays the records to include in the summary results.
You must choose Selected in the Include column to enter information in the Selected Filters column. Click the
binoculars to open the selection screen. From this screen, you can use the arrow keys to move your choices
from the box of selections on the left to the Include these entries box on the right. The summary results
include the records you select in the Selected Filters column that meet all summary criteria.

Gift Types Tab

From the Gift Types tab you can select the types of gifts to include in the summary. For example, you may want to
view information on cash gifts contributed to your organization. You can use the Gift Types tab to include only

cash gifts in the summary results.

Summary Filters

1 Generall 2 Filters 3 Gift Types |ﬂ: Formatl

Gift Types: Ihciude theze Gift Types:
{54l Cash - Cash

b [Z] Pay-Cash Fledge

i [2] MG Pay-Cash ﬂ Stocks/Property
54l Pledge ﬂ Stack/Property [Sald]
40 Stock Gift in Kind

i [2] Pay-Stock/Property ﬂ Other

MG Pay-Stock Property ﬂ MG Pledgs

Pay-Stock/Property [Sold] Recuring Gift

o [2] MG Pay-Stock/Property [Sold) = Recuring Gift Pay-Cash
R N [ O O E |

v Exclude zera amount gifts

[~ Use zale date for sold stock/property

[~ Use zale amount for sold stock/property

™ Subtract broker fee from sold stock/mroperty
[+ Use qift balance instead of gift amount

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

Load All Defaults... |

< Back | Mest > | Cancel |

Finish |

Gift Types box. The Gift Types box contains all gift types available in The Raiser’s Edge. You can use the arrow
buttons to move gift types to include in the summary from the Gift Types box to the Include these Gift Types
box. If you click Load All Defaults, the default gift types move to the Include these Gift Types box.

Include these Gift Types box. The Include these Gift Types box contains the gift types that must be present
on a gift record for the gift to be included in the summary results. Highlight a gift type in the Gift Types box
and click the right arrow to move it to the Include these Gift Types box. If you do not move any gift type to the
Include these Gift Types box, the program does not include gift information in the summary.

Load All Defaults button. You can click Load All Defaults to move all gift types in the Gift Types box to the
Include these Gift Types box and to mark the default checkboxes Exclude zero amount gifts and Use gift

balance instead of gift amount.

Note: If you select to include all gift types in the summary results, gifts written off do not appear in the View
grid results or the summary giving statistics display. Write-offs do appear in the Breakdown grid results.
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Exclude zero amount gifts checkbox. If you mark the Exclude zero amount gifts checkbox, the summary
does not include gifts with an amount of zero or an amount adjusted down to zero. For more information
about adjusting a gift, see the Gift Record Guide.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock or property was sold as the gift date. If the sale date does not fall
within the date range specified in the Include Gifts with these Dates frame on the General tab, the gift is not
included in the summary.

Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary and the Subtract broker fee
from sold stock/property checkbox is enabled.

Warning: If you include both pledge and pledge payment in the Gift Types box, the gifts are double-counted in
the summary results. Mark the Use gift balance instead of gift amount checkbox to view the actual gift
balance.

Subtract broker fee from sold stock/property checkbox. When you mark the Use sale amount for sold
stock/property checkbox, the Subtract broker fee from sold stock/property checkbox is enabled. If you mark
the Subtract broker fee from sold stock/property checkbox, the broker fees are subtracted from the sale
amount of the stock recorded in the sale of stock record. For example, the gift amount for a sold
stock/property gift is $1,000 and the broker fees for the sale are $100. Once you mark the Subtract broker fee
from sold stock/property checkbox, a gift amount of $900 appears in the summary. If you do not mark this
checkbox, a gift amount of $1,000 appears.

Use gift balance instead of gift amount checkbox. When you mark the Use gift balance instead of gift
amount checkbox, the remaining balance for a pledge gift appears in the summary instead of the total gift
amount. For example, a constituent pledges $100 to your organization and pays $30 toward the pledge. If you
mark the Use gift balance instead of gift amount checkbox, a gift amount of $70 appears in the Gift Summary.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.

Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. For
pledges and recurring gifts, you can base the gift amount on the information entered on the Filters tab and
the Include Gifts with these Dates frame on the General tab of the Summary Filters screen. If you mark the
Calculate gift balance based on date range, campaign, fund, and appeal checkbox, any portion of the gift
amount that is not included in the dates selected in the Include Gifts with these Dates range or the filter
criteria entered on the Filters tab is not included in the summary gift amount. For example, you create a Gift
Summary for Earl Hunter. Earl donated a $100 pledge gift that was evenly split between the 2000 Annual Fund
and the 2000 Membership Fund. If you select 2000 Annual Fund in the Selected Filters column on the
summary Filters tab, then mark the Calculate gift balance based on date range, campaign, fund, and appeal
checkbox, a gift amount of $50 appears in the summary results. If you do not mark this checkbox, a gift
amount of $100 appears for this pledge gift.
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Format Tab

You can use the Format tab to select amount display options for your summary. The information in the Sample
Display frame changes according to your selections in the Amount Display Options frame.

Summary Filters I

1 Generall 2 Filtersl 2 Gift Types 4 Format |

—Amount Dizplay Options
¥ Show curmency character
¥ Show 1000 separator

¥ Show decimal
F o ESEIEE Amount: ($5,555.56)
Tl 1A e Percent; (100.00%]

[ Show blanks instead of zero amaounts

Megative amount farmat; I['I 234.5E] 'I

| Sample Display

< Back | e | Cancel | Finizh |

Amount Display Options frame. Mark the checkboxes listed in the Amount Display Options frame to
determine how amounts appear in the summary. The sample display shows you how the amount appears.

Show currency character checkbox. Select Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark the Show 1000’s separator checkbox to print a character (based on
Windows settings) as the thousands separator.

Show decimals checkbox. Mark the Show decimals checkbox if you do not want the program to round
amount and number fields to the closest whole number. If you leave this checkbox unmarked, amounts and
numbers are rounded to the closest whole number.

Show percent sign checkbox. Mark the Show percent sign checkbox to print the percent sign (%) wherever
a percent field appears in the summary.

Show blanks instead of zero amounts checkbox. Mark the Show blanks instead of zero amounts
checkbox to leave a blank in place of a zero in the summary amount fields.

Negative amount format field. You can select to print negative amounts in parentheses or with a minus sign.

Customize Giving Breakdown Screen

After you select the information to include in the summary from the Summary Filters screen tabs, click Finish to
generate the Gift Summary. The summary results appear in a Giving Statistics grid, gift information displays, and
a Breakdown grid. You can customize the information in the Breakdown grid by selecting different views of the
information in the Breakdown field.

You can select seven breakdown views: Appeal, Calendar Year, Campaign, Fiscal Year, Fund, Gift Type, and
Solicitor. The program automatically recalculates the summary results for the breakdown you select.
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From the Customize Giving Breakdown screen, you can select additional filters and format options for the results
in the Breakdown grid. From the Gift Summary screen, click Customize to access the Customize Giving Breakdown
screen. This screen contains a General tab and a Graph tab. From the General tab, you can apply additional filters
to the Breakdown field selection. From the Graph tab, you can choose to replace the Breakdown grid with a
graph of the breakdown results. The tabs and selections available from the Customize Giving Breakdown screen
change according to the Breakdown field selection.

Appeal Breakdown

Tab Description

General You can determine the display format for appeals from the
Breakdown by Appeals frame. Mark the ID, Description, or
Category option to determine how appeals appear in the
summary results.

Filters From the Filters tab, you can select the appeals to include in the
summary results. If you select All in the Include column,
information for all appeals that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific appeals to
appear in the summary results. Click the binoculars to access
the Select Appeals screen. Move the appeals to include in the
summary results to the Include these Appeals box.

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.
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Calendar Year Breakdown

Tab Description

General You can determine the display format of the calendar year in
the Display field. For example, you can display only the year or
you can display the month and year. In the No. Years to report
field, you can determine the number of years to display in the
Breakdown grid. Each grid row shows information for one year.
The number of years you select always includes the current
year. Mark the Display years option Latest year to earliest year
or Earliest year to latest year to arrange the order of the
Breakdown grid results.

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Campaign Breakdown

Tab Description

General You can determine the display format for campaigns from the
Breakdown by Campaigns frame. Mark the ID, Description, or
Category option to determine how campaigns appear in the
summary results.

Filters From the Filters tab, you can select the campaigns to include in
the summary results. If you select All in the Include column,
information for all campaigns that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific campaigns
to appear in the summary results. Click the binoculars to access
the Select Campaigns screen. Move the campaigns to include in
the summary results to the Include these Campaigns box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fiscal Year

Breakdown

Tab

Description

General

You can determine the display format of your organization’s
fiscal year in the Display field. For example, you can display only
the year or you can display the month and year. In the No. Years
to report field, you can determine the number of years to
display in the Breakdown grid. Each grid row shows information
for one year. The number of years you select always includes the
current year. Mark the Display years option Latest year to
earliest year or Earliest year to latest year to arrange the order
of the Breakdown grid results.
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Tab Description

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fund Breakdown

Tab Description

General You can determine the display format for funds from the
Breakdown by Funds frame. Mark the ID, Description, or
Category option to determine how funds appear in the
summary results.

Filters From the Filters tab, you can select the funds to include in the
summary results. If you select All in the Include column,
information for all funds that meet the criteria selected on the
Summary Filters screen tabs appear in the summary results. If
you choose Selected in the Include column, the Selected Filters
column is enabled and you can select specific funds to appearin
the summary results. Click the binoculars to access the Select
Funds screen. Move the funds to include in the summary results
to the Include these Funds box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Gift Type Breakdown

Tab

Description

General

From the General tab, you can select the types of gifts to
include in the summary results. The Gift Types box contains all
gift types available in The Raiser’s Edge. You can use the arrow
keys to move gift types to include in the summary from the Gift
Types box to the Include these Gift Types box. If you click Load
All Defaults, the default gift types move to the Include these
Gift Types box.
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Tab Description

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Solicitor Breakdown

Tab Description

General You can determine the display format for gift solicitor names
from the Breakdown by: Solicitor frame. From the Display field,
select Last name, First name; First name Last name; or
Constituent ID.

Filters From the Filters tab, you can select the gift solicitors to include
in the summary results. If you select All in the Include column,
information for all gift solicitors that meet the criteria selected
on the Summary Filters screen tabs appear in the summary
results. If you choose Selected in the Include column, the
Selected Filters column is enabled and you can select the gift
solicitors to appear in the summary results. Click the binoculars
to access the Select Gift Solicitors screen. Enter a solicitor in the
Gift Solicitors grid or click the binoculars to search for a specific
solicitor in your database.
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Tab Description

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Creating a Gift SummaryYou can create a Gift Summary to view a constituent’s giving history. You can select
different views of the information in the Breakdown grid, or you can select a graph to display the results.

Scenario: Anne Sinclair, a solicitor for your organization, has scheduled a lunch meeting with Geoffrey
Beckner, a constituent to whom Anne is assigned. Anne needs some information on Geoffrey’s giving
history. She wants to know when Geoffrey last contributed to your organization and the amount of
the gift. Anne would also like to see information on the gifts Geoffrey has contributed over the past
three years. You can create a Gift Summary to provide Anne with the information she needs.

Note: The summary results that appear are based on the information selected when the summary was last
run.
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1. From Geoffrey Beckner’s constituent record View menu, select Summaries, Gift Summary. The Summary

screen appears.

B Summary for Geoffrey T. Beckner M=
File Edit “iew Summary Help
Catess |G| [2] 2~ |
Giving Statistics [~ Exclude largest gt [~ Exclude smallest gift
I Date I Arnounk I Type I Fund I
Firsk 01710/1995 $1,500,00 Cash 1993 Annual Fund
Lakest 04142002 $1,000.00|Cash Matural Disaster Relief Fund
Greatest 01710/1995 $1,500,00 Cash 1993 Annual Fund
Avwerage: $796.43 Total gifts: 7 fode; Multiple Modes
tedian: $1.000.00 Total pears: 3 Congecutive pears: i]

Breakdown: Il:alendar year j Custornize |

Calendar ‘Year IRecei... I Pledged I Paid I Witk . I Balancel Tokal Comnnitked I Mo, Gifts
<all> $4,07,.. $1,50... $0.00  $0.00 $1,00.., $5,075,00 7
AFter 1212001 $0,00  $0.00  $0.00  $0.00  $0.00 $0.00 o
01)2001 - 12/2001 | 40,00 40,000 40000 40,000 40000 40,00 ]
01)2000 - 12/2000 | $1,45... 40,000 4000 40,000 40,00 $1,450,00 5
0101999 -12/1999 | $1,12,,. 40,000 40000 40,000 40000 $1,125.00 z
Frior ko 0141999 | $1,50... $1,50...] 40,00  40.00) $1,00... 42,500,00 z
[« | o

2. On the toolbar, click Filters. The Summary Filters screen appears.

Summary Filters for Mr. Geoffrep Todd Beckner. Jr. ER

1. General |g: Filtersl 2 Gkt Typesl 4 Formatl

i Include Gifts with these Dates

Date to uge: I Gift date j
D ate: I Calendar v'TD j
— Soft Credit Gifts Ta

& Donar ear bo use: ICaIendar Year 'l

" Soft credit recipients IUse distribution on gift j
" Both IUse distribution on gift j

— Credit Matching Giftz To
@ Donor " MG Company " Both

< Bach | Mext = | Cancel | Finizh |

3. From the Include Gifts with these Dates frame, select “Gift Date”

In the Date field, select “Include all dates”.

in the Date to use field.

5. In the Soft Credit Gifts To frame, mark Donor. In the summary results, Geoffrey receives full credit for

gifts he has contributed.
In the Credit Matching Gifts To frame, mark Donor.
In the Year to Use field, select “Calendar Year” .
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8. Select the Filters tab.

Summary Filters for Mr. Geoffrey Todd Beckner. Jr.

1: General 2 Gift Types | 4 Formatl

%V By uzing the grid below, thiz report may be filkerad on the items shown in the Selected Filkers colurmn.

Filkers Include I Selected Filbers
Campaigns Al <Al Campaigns>
Funds All <All Funds:
Appeals all <Al Appeals =

| <Al Constituent Codes >
| <Al Gift Solicitars

Constituent Caodes Al
Gift Solicikors A

< Back | Mext » | Cancel | Finizh |

9. Inthe Include column, select “All” in each row. Gift information for Campaigns, Funds, Appeals,
Constituent Codes, and Gift Solicitors appears in the Gift Summary.

10. Select the Gift Types tab.

Summary Filters for Mr. Geoffrey Todd Beckner. Jr.
1: General | 2 Filkers  2: Gift Tupes |ﬂ_1: Format

Gift Types: Include these Gift Types:
I_=j40 Cash N

Cash

Pay-Cash A
MG Payp-Cash ﬂ
Riecuring Gift Pay-Cash

540 Pledge ﬂ
: Pledge ﬂ
MG Fledge

b7 80 Stock [

F T LT | T Y

v Exclude zero amount gifts

I | Uee sale date o salt stoskyraperty

I | W sale anmmnimt b sald sty et

™ | Guttract Erofeer fee frony sald stach/ Frapert

I | ke qitt Balarce inste ad af ait armEmnt:

[T Calculate qift balance Based an daterange, campaign, furd, and appeal

< Back | Mext » | Cancel | Finizh |

11. Click Load All Defaults. The following message appears.

The Raiser's Edge [ <]

@ Are pou sure pou want to Load Default Gift Type Parameters?

Note: Once you mark the Use sale amount for sold stock/property checkbox, the Subtract broker fee from
sold stock/property checkbox is enabled.
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12. Click Yes. The default gift types move from the Gift Types box to the Include these Gift Types box.

Summary Filters for Mr. Geoffrey Todd Beckner. Jr.

1: General ] 2 Filkers  2: Gift Tupes ]ﬂ_l: Format]

Gift Types: Include these Gift Types:
&l Cash =] Cash -
Al Pledge =] Pay-Cash
&l Stock: » || 2 MG Pay-Cash
&0 Gifts In Kind 3y || 2] Pledas
&l edrite Offs Z] Stock/Property
=] Wwiite OFf £ || 2 Stock Property (Sold)

- |2 MG Wwhite OFf ¢¢ || 2 Pay-Stock Property

&0 Other =] MG Pay-Stock/Property

2] Pap-Stock/Property [Sold) ﬂ

I Lt TORE T WO DU | PR U [ S I 1]

[+ Exclude zero amount gifts

[ Use sale date for zold stock/property

[~ Use sale amount for zold stock/property

r

v Usze gitt balance instead of gift amount

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

< Back | Mext » | Cancel |

Finizh

13. Mark the Use sale amount for sold/stock property and Subtract broker fee from sold stock/property
checkboxes. If Geoffrey donates stock or property to your organization, marking the checkboxes
determines how these gift amounts appear in the summary.

Warning: If you mark the Use sale date for sold stock/property checkbox, stock or property with a sale date
outside of the date range you selected in the Include Gifts with these Dates frame of the General tab does not
appear in the summary.

14. Select the Format tab.

Summary Filters for Mr. Geoffrey Todd Beckner, Jr.
1 Genelal] 2 Filters] 3 Gift Types

Amount Display Options

[V Show currency character
[V Show 1000's separator
¥ Show decimalz

¥ Show percent sign

Sample Display

Amount; [$5.555.58)

Percent: (100.005%)
[ Show blanks instead of zera amounts

Megative amount format: | (1:234.56] -

< Back | | Cancel |

Finish

15. Mark the following checkboxes: Show currency character, Show 1000’s separator, Show decimals, Show
percent sign.

16. In the Negative amount format field, select “-1234.56". From the Sample Display you can view how
amounts display in the summary.
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Note: You can mark the Exclude largest gift and Exclude smallest gift checkboxes to prevent an extremely
large or small contribution from distorting the summary giving statistics results.

17. Click Finish. The Gift Summary screen appears.

E Summary for Geoffrep T. Beckner ME E
File Edit “iew Summary Help

e || @3] 2 - |

Giving Statistics [~ Exclude largest git [~ Exclude smallest gift
I Date I Amounk I Type I Fund I
Firsk 0110719398 $1,500.00|Cash 1998 Annual Fund
Latest 04/14f2002 $1,000,00 Cash Makural Disaster Relief Fund
Greatest 0110719398 $1,500.00|Cash 1998 Annual Fund
Average: $796.43 Total gifts: 7 tdode: Multiple Modes
td edian: $1.000.00 Tatal years: 3 Consecutive years: 0

Breakdown: IEaIendar year j Custamize |

Calendar Year IRecei... I Pledged I Paid I Witk . I Balancel Total Committed I Mo, Gifts
<all> $4,07... $1,50... $0.00  $0.00 $1,00.., 45,075,000 7
After 12)2002 40,00 40,000 40,00 $0.000 40,00 40,00 o
01/2001 - 12/2001 |~ 40,00 $0.00)  $0.00  $0.00  $0.00 $0.00 0
01/2000 - 12/2000 | $1,45...  $0.000  $0.00  40.00  40.00 4$1,450,00 3
0171999 - 12/1999 | $1,12...  $0.00) 40.00  $0.00  $0.00 $1,125.00 2
Prior bo 0141999 | 41,50, $1,50... 40,00  $0.00) $1,00.., 4$2,500,00 2
KN i

18. In the Giving Statistics grid “Latest” row, you can view the most recent gift Geoffrey donated to your
organization.

19. Inthe Breakdown field, select Calendar Year. The summary calculates the information for this breakdown.

20. Click Customize. The Customize Giving Breakdown screen appears.

Customize Giving Breakdown - <Calendar Year>

1: General |2: Graphl

‘ Breakdown By: Calendar year Dizplay: |Jan 1, 2000 - Dec 31, 2000 j

Mao. of years to report: |'|_

Display years from: (s

= Earligst pear ta latest pear

< Back | MNest > | Cancel | Finizh |

21. From the Breakdown by: Calendar Year frame, select “Jan 1, 2000 - Dec 31, 2000” in the Display field.

22. Inthe No. of years to report field, enter “3”.
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23. From the Display years from options, mark Latest year to earliest year.
24. Click Finish. The summary screen appears.

B Summary for Geoffrey T. Beckner [_ [C) x|
File Edit “iew Summary Help

Ftes |2 9B 2+ |

Giving Statistics [~ Exclude largest git [~ Exclude smallest gift
I Date I Armounk I Type I Fund I
Firsk 01710/1995 $1,500,00 Cash 1993 Annual Fund
Lakest 04142002 $1,000.00|Cash Matural Disaster Relief Fund
Greatest 01710/1995 $1,500,00 Cash 1993 Annual Fund
Avwerage: $796.43 Total gifts: 7 fode; Multiple Modes
tedian: $1.000.00 Total pears: 3 Congecutive pears: i]
Breakdown: Il:alendar year j

Calendar ‘Year IRecei... I Pledged I Paid I Witk . I Balancel Tokal Comnnitked I Mo, Gifts |
<all> $4,07,.. $1,50... $0.00  $0.00 $1,00.., $5,075,00 7
AFter 12/2002 $0,00  $0.00  $0.00  $0.00  $0.00 $0.00 o
01)2001 - 12/2001 | 40,00 40,000 40000 40,000 40000 40,00 ]
Frior ko 0142001 | $4,07... $1,50...] 40,00  40.00) $1,00... 4$5,075.00 7
[« | o

You can view information on Geoffrey’s giving history for the last three calendar years.

25. On the summary toolbar, click Close.

Honor/Memorial Gift Summary

For constituents who are honor/memorials, you can create an Honor/Memorial Gift Summary to view gift
information for tributes set up for the constituent. From the View menu of an honor/memorial constituent
record, select Summaries, Honor/Memorial Gift Summary. From the summary screen, select the tribute you
want to view gift information for from the Tribute field. The summary includes the first gift given, the most recent
gift given, and the largest gift given to the tribute. For more accurate summary results, you can mark the Exclude
largest gift and Exclude smallest gift checkboxes.

Note: The Mode display contains the gift amount that appears most often. If the amount of “O” appears most
frequently, the Mode display is “O”. If more than one mode appears in the summary results, the Mode display
reads “Multiple Modes”. If no mode appears because no gifts were contributed or no two gift amounts are the
same, the Mode display reads “No Mode”.

If you mark both checkboxes, the summary calculations are more accurate because an extremely large or small
contribution does not distort the results. For example, a constituent regularly contributes $100 to your
organization, but he contributed $5,000 to your Capital Campaign. If you include the $5,000 contribution in the
summary calculations, the Average Gift, Median, and Mode displays show amounts larger than the constituent
usually contributes.
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From the summary toolbar, click Filters to access the Summary Filters screen. This screen contains four tabs:
General, Filters, Gift Types, and Format. The selections you make on the Filters screen tabs determine the
summary’s output. You can then further customize the results from the Customize Giving Breakdown screen.
Click Customize on the summary screen to access the Customize Giving Breakdown screen. Based on your
selections from this screen, you can view different grid breakdowns of the gifts given to a specific tribute, or you
can select a graph of the gift information. The selections are saved until you create a new Honor/Memorial Gift

Summary.

E Summary for Robert Carlos Hernandez, M.D. !EE

Fil= Edit “iew Summary Help
EID$e|§|Q‘|?‘ |

Tribute: I I Special Recognition OF - Dr. Robert Hermandez, Pediatrician of the j

[T Exclude largest git [~ Exclude smallest gift

I Diate | Arnountk: I Ty | Furid I
Firsk 10/01/1999 $500.00 Cash Building Fund
Lakest 04/10/2002 $1,000.00 Pledge Building Fund
Greatest 1211711939 $5,000,00|Cash Building Fund
Ayerage: $1,333.33 Total qifts: B ode: $625.00
Median: $750.00 Total years: 2 Congecutive pears: 2

Breakdown: ICaIendar Year j Cuztomize. |

Calendar Year | Recei.,., I Pledged I Paid I Wik, . I Balance I Taokal Camrnitted | i, Gifts I
<all= $7,00... $1,00... $0.00  $0.00 $1,00... $7,000.00 &
After Dec 31, 2002 40,000 $0.00 40,00 $0.00  $0.00 $0.00 ]
Jan 1, 2000 - De...  $1,50,.. $1,00... $0.00 $0,00 $1,00.., $1,500,00 4
Prior ko Jan 1, 2., | $5,50.., 40,00  %0,00 $0,00  $0.,00 $5,500,00 z
KIS 2

Summary Filters Screen

Once you create an Honor/Memorial Gift Summary, you can apply filters to the summary results from the

Summary Filters screen. The selections you make on the Filters screen tabs determine the summary output, and
the selections are saved until you make changes to the criteria. The Honor/Memorial Gift Summary Filters screen
contains four tabs: General, Filters, Gift Types, and Format. To access the Summary Filters screen, click Filters on

the Honor/Memorial Gift Summary toolbar.
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General Tab

From the General tab, you can determine the date or date range of the gifts to include in the Honor/Memorial
Gift Summary, how to distribute soft credits and matching gifts, and whether the year to report on is a calendar
or fiscal year.
Summary Filters I
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Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift date or the GL post date.
If you select Gift date, you can view gifts given during the date range you select in the Date field. If you select
GL post date, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To frame. You can select how soft credits appear in summary results. The selections you
make do not affect the gift record. Your selections affect only how gift amounts display in a summary. You can
credit the donor, the soft credit recipients, or both.

If you select Donor, the donor receives full credit for the gift and the soft credit recipients receive no credit for
the gift.

When you mark Soft credit recipients, you can select how to divide the gift amount among the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. If you select Use
distribution on gift, the soft credit recipients are credited with the amount specified on the Soft Credit tab of
the gift record. When you select Full amount to all, each soft credit recipient receives credit for the full
amount of the gift. If you select Split evenly, the full amount of the gift is divided evenly between the soft
credit recipients. If you select the Soft credit recipients option, the donor does not receive credit for the gift
unless he is also a soft credit recipient.

Warning: If you select Both in the Soft Credit Gifts To frame, the gift may appear twice in the summary and
total gift amounts may not be accurate.

When you mark Both, you need to select how to divide the gift amount among the donor and the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. When you select Use
distribution on gift, the donor receives full credit for the gift and the soft credit recipients are credited with
the amount specified on the Soft Credit tab of the gift record. If you select Full amount to all, the donor and
each soft credit recipient receive full credit for the gift. When you select Split evenly, the amount of the gift is
divided evenly among the donor and the soft credit recipients. If the donor is also a soft credit recipient, the
donor is credited for the gift only once.
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Credit Matching Gifts To frame. When a constituent donates a gift, a matching gift company may also donate
a matching gift. When creating acknowledgement letters, you need to specify in the Credit Matching Gifts To
frame whether to credit the gift donor, the matching gift company, or both.

When you select Donor, the donor, or employee of the matching gift company, receives credit for the
matching gift. If you select MG Company, the matching gift company receives credit for the matching gift.
When you select Both, the donor and the matching gift company receive full credit for the matching gift.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average, Median, Total Gifts, Total Years,
Mode, and Consecutive Years may change according to the year selected for the Year to use. For example, if
you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding January
through June are not included in the calculations.

Filters Tab

From the Filters tab, you can select the records to include in the summary calculations. For example, you may
want to include only certain funds in the Honor/Memorial Gift Summary results. You can determine which funds
to include by applying a filter. The records you select must also meet the criteria selected on the other Summary
Filters screen tabs. You can include all records or selected records for each selection in the Filters tab grid. The
Filters tab grid contains three columns: Filters, Include, and Selected Filters.

Summary Filters for Dr. Robert Carlos Hermnandez, M.D.

1: General 2 Filters |§: Gift T_l,lpesl ES Folmatl

%v By using the grid belaw, thiz repart may be filtered on the itemz shown it the Selected Filters calurmn,

Filters I Include Selected Filkers
Zampaigns all <Al Campaigns =
Funds Al <all Funds =
Appeals all <Al Appeals =
Constituent Codes Al <Al Constituent Codes =
Gift Solicitors Al <Al Gift Solicibors:=
Associated HonorfMemorial | Selected Hernandez, Robert

< Back Mest > | Cancel | Finish |

Warning: You cannot add to or change the selections in the Filters column.

Filters column. The Filters column lists selections you can use to narrow the results of a summary. The
Honor/Memorial Gift Summary contains the following selections in the Filters column: Campaigns, Funds,
Appeals, Constituent Codes, and Gift Solicitors.

Note: If you select All Records, certain records may still be eliminated by other criteria. For example, you may
select to include all campaigns in an Honor/Memorial Gift Summary. However, if you select to include only gifts
given in the last year, campaigns that ended before this gift date range are excluded from the summary results.
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Include column. For each selection in the Filters column, you can determine the records in your database to
include. These records must also meet the criteria you select on all Summary Filters tabs. If you select All in
the Include column, all records for the Filters column selection which meet the summary criteria appear in
the results. For example, for the Filters column selection Campaigns you select All in the Include column.
Gifts to all campaigns that meet the criteria specified on the Summary Filters screen tabs appear in the
summary results. If you choose Selected in the Include column, the Selected Filters column is enabled and
you can select specific records to appear in the summary results. The last row in the Include column
automatically shows the value Selected to indicate the summary information applies to one honor/memorial
constituent in your database. The Selected Filters column displays the name of the selected honor/memorial.

Selected Filters. The Selected Filters column displays the records to include in the summary results. You must
choose Selected in the Include column to enter information in the Selected Filters column. Click the
binoculars to open the selection screen. From this screen, you can use the arrow keys to move your choices
from the box of selections on the left to the Include these entries box on the right. The summary results
include the records you choose in the Selected Filters column that meet all summary criteria. The last row in
the Include column automatically shows the value Selected to indicate the summary information applies to
one honor/memorial constituent in your database. The Selected Filters column displays the name of the
selected honor/memorial.

Gift Types Tab

From the Gift Types tab you can select the types of gifts to include in the summary. For example, you may want to
view information on cash gifts contributed to a tribute. You can use the Gift Types tab to include only cash gifts in
the summary results.
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Gift Types box. The Gift Types box contains all gift types available in The Raiser’s Edge. You can use the arrow
buttons to move gift types to include in the summary from the Gift Types box to the Include these Gift Types
box. If you click Load All Defaults, the default gift types move to the Include these Gift Types box.

Include these Gift Types box. The Include these Gift Types box contains the gift types that must be present
on a gift record for the gift to be included in the summary results. Highlight a gift type in the Gift Types box
and click the right arrow to move it to the Include these Gift Types box. If you do not move any gift type to the
Include these Gift Types box, the program does not include gift information in the summary.

Note: If you select to include all gift types in the summary results, gifts written off do not appear in the View
grid results or the summary giving statistics display. Write-offs do appear in the Breakdown grid results.
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Load All Defaults button. You can click Load All Defaults to move all gift types in the Gift Types box to the
Include these Gift Types box and to mark the default checkboxes Exclude zero amount gifts and Use gift
balance instead of gift amount.

Exclude zero amount gifts checkbox. If you mark the Exclude zero amount gifts checkbox, the summary
does not include gifts with an amount of zero or an amount adjusted down to zero. For more information
about adjusting a gift, see the Gift Record Guide.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock or property was sold as the gift date. If the sale date does not fall
within the date range specified in the Include Gifts with these Dates frame on the General tab, the gift is not
included in the summary.

Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary and the Subtract broker fee
from sold stock/property checkbox is enabled.

Warning: If you include both pledge and pledge payment in the Gift Types box, the gifts are double-counted in
the summary results. Mark the Use gift balance instead of gift amount checkbox to view the actual gift
balance.

Subtract broker fee from sold stock/property checkbox. When you mark the Use sale amount for sold
stock/property checkbox, the Subtract broker fee from sold stock/property checkbox is enabled. If you mark
the Subtract broker fee from sold stock/property checkbox, the broker fees are subtracted from the sale
amount of the stock recorded in the sale of stock record. For example, the gift amount for a sold
stock/property gift is $1,000 and the broker fees for the sale are $100. Once you mark the Subtract broker fee
from sold stock/property checkbox, a gift amount of $900 appears in the summary. If you do not mark this
checkbox, a gift amount of $1,000 appears.

Use gift balance instead of gift amount checkbox. When you mark the Use gift balance instead of gift
amount checkbox, the remaining balance for a pledge gift appears in the summary instead of the total gift
amount. For example, a constituent pledges $100 to your organization and pays $30 toward the pledge. If you
mark the Use gift balance instead of gift amount checkbox, a gift amount of $70 appears in the Gift Summary.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.

Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. For
pledges and recurring gifts, you can base the gift amount on the information entered on the Filters tab and
the Include Gifts with these Dates frame on the General tab of the Summary Filters screen. If you mark the
Calculate gift balance based on date range, campaign, fund, and appeal checkbox, any portion of the gift
amount that is not included in the dates selected in the Include Gifts with these Dates range or the filter
criteria entered on the Filters tab is not included in the summary gift amount. For example, you create a Gift
Summary for Earl Hunter. Earl donated a $100 pledge gift that was evenly split between the 2000 Annual Fund
and the 2000 Membership Fund. If you select 2000 Annual Fund in the Selected Filters column on the
summary Filters tab, then mark the Calculate gift balance based on date range, campaign, fund, and appeal
checkbox, a gift amount of $50 appears in the summary results. If you do not mark this checkbox, a gift
amount of $100 appears for this pledge gift.
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Format Tab

You can use the Format tab to select amount display options for your summary. The information in the Sample
Display frame changes according to your selections in the Amount Display Options frame.

Summary Filters I
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Amount Display Options frame. Mark the checkboxes listed in the Amount Display Options frame to
determine how amounts appear in the summary. The sample display shows you how the amount appears.

Show currency character checkbox. Select Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark the Show 1000’s separator checkbox to print a character (based on
Windows settings) as the thousands separator.

Show decimals checkbox. Mark the Show decimals checkbox if you do not want the program to round
amount and number fields to the closest whole number. If you leave this checkbox unmarked, amounts and
numbers are rounded to the closest whole number.

Show percent sign checkbox. Mark the Show percent sign checkbox to print the percent sign (%) wherever
a percent field appears in the summary.

Show blanks instead of zero amounts checkbox. Mark the Show blanks instead of zero amounts
checkbox to leave a blank in place of a zero in the summary amount fields.

Negative amount format field. You can select to print negative amounts in parentheses or with a minus sign.

Customize Giving Breakdown Screen

Once you select the information to include in the summary from the Summary Filters screen tabs, click Finish to
generate the Honor/Memorial Gift Summary. The summary results appear in a Giving Statistics grid, gift
information displays, and a Breakdown grid. The Tribute field shows the tribute selected for the summary
calculations.

You can customize the information in the Breakdown grid by selecting different views of the information in the

Breakdown field. You can select seven breakdown views: Appeal, Calendar Year, Campaign, Fiscal Year, Fund, Gift
Type, and Solicitor. The program automatically recalculates the summary results for the breakdown you select.
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From the Customize Giving Breakdown screen, you can select additional filters and format options for the results
in the Breakdown grid. From the Honor/Memorial Gift Summary screen, click Customize to access the Customize
Giving Breakdown screen. This screen contains a General tab and a Graph tab. From the General tab, you can
apply additional filters to the Breakdown field selection. From the Graph tab, you can choose to replace the
Breakdown grid with a graph of the breakdown results. The tabs and selections available from the Customize
Giving Breakdown screen change according to the Breakdown field selection.

Appeal Breakdown

Tab Description

General You can determine the display format for appeals from the
Breakdown by Appeals frame. Mark the ID, Description, or
Category option to determine how appeals appear in the
summary results.

Filters From the Filters tab, you can select the appeals to include in the
summary results. If you select All in the Include column,
information for all appeals that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific appeals to
appear in the summary results. Click the binoculars to access
the Select Appeals screen. Move the appeals to include in the
summary results to the Include these Appeals box.

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.
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Calendar Year Breakdown

Tab Description

General You can determine the display format of the calendar year in
the Display field. For example, you can display only the year or
you can display the month and year. In the No. Years to report
field, you can determine the number of years to display in the
Breakdown grid. Each grid row shows information for one year.
The number of years you select always includes the current
year. Mark the Display years option Latest year to earliest year
or Earliest year to latest year to arrange the order of the
Breakdown grid results.

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Campaign Breakdown

Tab Description

General You can determine the display format for campaigns from the
Breakdown by Campaigns frame. Mark the ID, Description, or
Category option to determine how campaigns appear in the
summary results.

Filters From the Filters tab, you can select the campaigns to include in
the summary results. If you select All in the Include column,
information for all campaigns that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific campaigns
to appear in the summary results. Click the binoculars to access
the Select Campaigns screen. Move the campaigns to include in
the summary results to the Include these Campaigns box.




46 CHAPTER

Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fiscal Year

Breakdown

Tab

Description

General

You can determine the display format of your organization’s
fiscal year in the Display field. For example, you can display only
the year or you can display the month and year. In the No. Years
to report field, you can determine the number of years to
display in the Breakdown grid. Each grid row shows information
for one year. The number of years you select always includes the
current year. Mark the Display years option Latest year to
earliest year or Earliest year to latest year to arrange the order
of the Breakdown grid results.
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Tab Description

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fund Breakdown

Tab Description

General You can determine the display format for funds from the
Breakdown by Funds frame. Mark the ID, Description, or
Category option to determine how funds appear in the
summary results.

Filters From the Filters tab, you can select the funds to include in the
summary results. If you select All in the Include column,
information for all funds that meet the criteria selected on the
Summary Filters screen tabs appear in the summary results. If
you choose Selected in the Include column, the Selected Filters
column is enabled and you can select specific funds to appearin
the summary results. Click the binoculars to access the Select
Funds screen. Move the funds to include in the summary results
to the Include these Funds box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Gift Type Breakdown

Tab

Description

General

From the General tab, you can select the types of gifts to
include in the summary results. The Gift Types box contains all
gift types available in The Raiser’s Edge. You can use the arrow
keys to move gift types to include in the summary from the Gift
Types box to the Include these Gift Types box. If you click Load
All Defaults, the default gift types move to the Include these
Gift Types box.
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Tab Description

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Solicitor Breakdown

Tab Description

General You can determine the display format for gift solicitor names
from the Breakdown by: Solicitor frame. From the Display field,
select Last name, First name; First name Last name; or
Constituent ID.

Filters From the Filters tab, you can select the gift solicitors to include
in the summary results. If you select All in the Include column,
information for all gift solicitors that meet the criteria selected
on the Summary Filters screen tabs appear in the summary
results. If you choose Selected in the Include column, the
Selected Filters column is enabled and you can select the gift
solicitors to appear in the summary results. Click the binoculars
to access the Select Gift Solicitors screen. Enter a solicitor in the
Gift Solicitors grid or click the binoculars to search for a specific
solicitor in your database.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.
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» Creating a Honor/Memorial Gift Summary

You can create an Honor/Memorial Gift Summary to view gift information for tributes set up for the
constituent. You can select different views of the information in the Breakdown grid, or you can select a graph
to display the results.

Scenario: Last year, Robert Hernandez received the award “Pediatrician of the Year”, and Robert’s
family created a tribute in his honor. You want to view gift information for the tribute to determine the
amount of cash gifts contributed during the past year. You can create an Honor/Memorial Gift
Summary to view information on cash gifts given to this tribute.

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

i The Raiser's Edge .
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4 Back » Forward‘ Open in separate windaw
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Actions

Campaigns _ ~

hncs B ey Incivicua IEF Open a Constituent
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T D ey Qrganization
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i Recently Accessed Records Quick Find

&
I

‘Welcome to The Raiser's Edge 7

RN

Click the Constituents link.

Enter “Robert Hernandez” in the Quick Find field. For information about opening a constituent record,
see the Constituent Records chapter in the Constituent Data Entry Guide.

4. Click the binoculars. Robert’s constituent record appears.

Note: if the Summary screen is blank, select the tribute to calculated summary results for from the Tribute
field.
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5. From the View menu, select Summaries, Honor/Memorial Gift Summary. The Summary screen appears.

E Summary for Robert Carlos Hernandez, M_D. M= E

File Edit “iew Summary Help
=0 oo | & R| B 2 - |

TlihUlEZIIn Special Recognition OF - Dr. Robert Hemandez, Pediatrician of the ﬂ

[~ Exzclude largest gift [~ Exclude smallest gift

I Date I Arnounk I Type I Fund
Firsk 1040141999 $500.00 Cash Building Fund
Lakest 04)10/2002 $1,000.00 Pledge EBuilding Fund
Greatest 1211741999 $5,000,00 Cash Building Fund
Average: $1.333.33 Total gifts: 5 fode; $625.00
tedian: $750.00 Total pears: 2 Congecutive pears: 2

Breakdown: IEaIendar Year j Customize... |

Calendar Year IRecei... I Pledged I Paid I Witk . I Balancel Total Committed I Mo, Gifts
<l $7,00,.. $1,00... $0.00  $0.00 $1,00.., $7,000,00 6
After Dec 31, 2002 40,00 $0.000 4000  40.00  40.00 40,00 0
Jan 1, 2000 - De... $1,50... $1,00... $0.00  $0.00 $1,00.., $1,500,00 4
PriortoJan 1, 2...  $5,50...  $0.000 40,00  40.00  40.00 45,500,00 2
Kl i

Note: The summary results that appear are based on the information selected when the summary was last
run.

6. From the toolbar, click Filters. The Summary Filters screen appears.

Summary Filters for Robert Carloz Hernandez, M.D.

1: General |Z: Filtersl 2 Gift Types | 4 Formatl

r Include Gifts with these D ate
Date to use: IGift date j
Date: IIncIude all dates j
— Soft Credit Gifts Ta

% Danar Year to use: IEaIendar Year 'I

" Soft credit recipients ILlse diztribution o gift j
" Both IUse diztribution ar gift j

— Credit Matching Gifts Ta
* Diopor " pG Comparny " Both

< Back | Mext » | Cancel | Finizh |

From the Include Gifts with these Dates frame, select “Gift Date” in the Date to use field.

In the Date field, select “Include all dates”.

In the Soft Credit Gifts to frame, mark Donor. For more information about soft credits, see the Gift
Records chapter of the Gift Entry Guide.

10. In the Credit Matching Gifts to frame, mark Donor. For more information about matching gifts, see the
Gift Records chapter of the Gift Records Guide.
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11. In the Year to Use field, select “Calendar Year”.
12. Select the Filters tab.

Summary Filters for Dr. Robert Carlos Hemandez, M_D. ER

1: General 2 Filkers | 2 Gkt Typesl 4 Formatl

?v By uzing the gnd below, this report may be fltered on the items showan in the Selected Filkers column.

Filters | Include Selected Filkers
Campaigns all <Al Campaigns=
Funds All <Al Funds >
Appeals all <all Appeals=
Constituent Codes All <Al Constituent Codes >
Gift Salicitors all <Al Gift Salicikors=
Associated Honor/Memorial  Selected Hernandez, Robert

< Back | Mest = | Cancel | Finish |

13. In the Include column, select “All” in each row. Gift information for Campaigns, Funds, Appeals,
Constituent Codes, and Gift Solicitors appears in the Gift Summary.

14. Select the Gift Types tab.

Summary Filters for Robert Carloz Hernandez, M.D.

1: General | 2 Filkers  2: Gift Tupes |ﬂ_1: Format

Gift Types: Include these Gift Types:
I_=j40 Cash - Cazh

I~ 540 Fledge Pap-Cash

40 Stock MG Pay-Cazh

>
I_7)40 Gifts In Kind j Fledge
Al white Offs Stock/Froperty
I_7)40 Other ﬂ Stock/Property [Sold)
Recuring Gift ﬂ Fap-Stock/Property

WG Pay-Stock /Property
LI Pay-Stock. Property [Sold)

o varm m S [ (B N1}

v Exclude zero amount gifts

™ Use zale date far sald stock/property

W Usze zale amaunt for zold stack /property

™ Subtract broker fee from sold stock./property

™ Use gift balance instead of gift amount

[T Calculate qift balance Based an daterange, campaign, furd, and appeal

< Back | Mext » | Cancel | Finizh |

15. Click the double back arrows to move all gift types in the Include these Gift Types box to the Gift Types
box.

16. In the Gift Types box, highlight “All Cash” and click the single arrow to move all cash gifts to the Include
these Gift Types box.
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17. Select the Format tab.

Summary Filters for Robert Carloz Hernandez, M.D.

1: General | 2 Filtersl 2 Gift Types

—&mount Display Option
¥ Show curency character
¥ Show 1000': separator
S e , Amount: [$5,555.56)
I Show percent sign Percent: [100.00%)
I Shaw blanks instead of zern amaounts

Megative amount format: I['I 234 5E) 'l

‘ Sample Display

< Back | s> | Cancel | Finizh |

18. Mark the following checkboxes: Show currency character, Show 1000’s separator, Show decimals, Show
percent sign.

19. In the Negative amount format field, select “-1234.56". From the Sample Display you can view how
amounts display in the summary.

20. Click Finish. The Honor/Memorial Summary screen appears.

P Summary for Robert Carlos Herandez, M_D. [_ [C) x|
File Edit “iew Summary Help

Ftes |2 9B 2+ |

TlihUlEIIIn Special Recoagnition OFf - Dr. Robert Hemandez, Pediatrician of the j

[~ Exclude largest gift [~ Exclude smallest gift

I Date I Amounk I Type I Fund
Firsk 10/01/1339 $500.00 Cash EBuilding Fund
Latest 0Z/18/z002 $250.00 Cash Building Fund
Greatest 12§17/1339 $5,000.00|Cash EBuilding Fund
Average: $1.400.00 Total gifts: 5 tdode: $250.00
td edian: $500.00 Tatal years: 2 Consecutive years: 2

Breakdown: Il:alendar ear j Customize. . |

Calendar ‘Year I Received IF‘IedgedI Paid I Witken OFF I Balance ITotaI Comm...l Mo, Gifts

zall= §7,000.00  $0.00  $0.00 $0.00 40,00 $7,000.00 5
After Dec 31, 2002 $0.00  $0.00  $0.00 $0.00  $0.00 0,00 i
Jan 1, 2000 - De...| $1,500.00 $0.00  $0.00 $0.00 40,00 $1,500.00 3
PriortaJan 1, Z... | $5,500.00 $0.00  $0.00 $0.00 40,00 $5,500.00 2

| i
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21. Mark the Exclude largest gift and Exclude smallest gift checkboxes. By marking these checkboxes, the
summary giving statistics are more accurate because an extremely large or small contribution does not
distort the results.

P Summary for Robert Carlos Herandez, M_D. [_ [C) x|
File Edit “iew Summary Help

Clnse|§|9| ? - |

TlihUlEZIIn Special Recognition OF - Dr. Robert Hemandez, Pediatrician of the ﬂ

¥ Exclude largest gift v Esxclude smallest gift

I Date I Amounk I Type I Fund
Firsk 10/01/1339 $500.00 Cash EBuilding Fund
Latest 0Z/18/z002 $250.00 Cash Building Fund
Greatest 012712000 $1,000.00|Cash EBuilding Fund
Average: $583.33 Total gifts: 3 tdode: $500.00
td edian: $500.00 Tatal years: 2 Consecutive years: 2

Breakdown: Il:alendar ear j Customize. . |

Calendar ‘Year I Received I Pledged I Paid I Witken OFF I Balance ITotaI COim. .. I Mo, Gifts
<all> $7,000,00  $0.00  $0.00 40,000 $0.00 $7,000,00 5
After Dec 31, 2002 $0.00  $0.00  $0.00 $0,000  $0.00 $0.00 o
Jan 1, 2000 - De...| $1,500.00  $0.00  $0.00 40,000 $0.00 $1,500,00 3
Frior ko Jan 1, 2... | $5,500.00  $0.00  $0.00 $0,000  $0.00 45,500,00 z
KIS Bl

Solicitor Performance Summary

You can determine the performance of individual solicitors in your database with the Solicitor Performance
Summary. By using this summary, you can view information on the most recent or largest gifts to your
organization which are credited to a solicitor, the number of gifts the solicitor has secured, and the gift amounts
credited to the solicitor. You can increase the accuracy of your results by excluding the smallest and largest gifts
from the summary results. For gift information to appear in the summary, the solicitor must be credited for the
gift. You can view a breakdown of a solicitor’s current and past performances in summary form. You can also
select to display the breakdown information as a grid or a graph. The Solicitor Performance Summary is available
from both the shell View menu and the View menu of the solicitor’s constituent record.

The Solicitor Performance Summary Filters screen contains four tabs: General, Filters, Gift Types, and Format. The
selections you make on the Filters screen tabs determine the summary’s output. You can then further customize
the results from the Customize Giving Breakdown screen. Click Customize on the summary screen to access the
Customize Giving Breakdown screen. Based on your selections from this screen, you can view different grid
breakdowns of the gifts the constituent has secured for your organization, or you can select a graph of the gift
information. The selections are saved until you run a new Solicitor Performance Summary.

Summary Filters Screen

Once you create a Solicitor Performance Summary, you can apply filters to the summary results from the
Summary Filters screen. The selections you make on the Filters screen tabs determine the summary output, and
the selections are saved until you make changes to the criteria. The Summary Filters screen for the Solicitor
Performance Summary contains four tabs: General, Filters, Gift Types, and Format. To access the Summary Filters
screen, click Filters on the Solicitor Performance Summary toolbar.
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General Tab

From the General tab, you can determine the date or date range of the gifts to include in the Solicitor
Performance Summary, how to distribute soft credits and matching gifts, and whether the year to report onis a
calendar or fiscal year.
Summary Filters I
1: General |g: Filtersl & Gift T_I,Ipesl EN Formatl

 Include Gifts with these Dates

Date to use: IGift date j
Date: I CalendarvTD j
— Soft Credit Gifts To

& Dongr Year to uze; Il:alendal ear 'I

(" Soft credit recipients | U< distribution on it %]
" Both IUse distribution on qift j

— Credit b atching Gifts To
& Donor MG Company " Both

< Elank | Medt » | Cancel | Finizh |

Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift date or the GL post date.
If you select Gift date, you can view gifts given during the date range you select in the Date field. If you select
GL post date, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To frame. You can select how soft credits appear in summary results. The selections you
make do not affect the gift record. Your selections affect only how gift amounts display in a summary. You can
credit the donor, the soft credit recipients, or both.

If you select Donor, the donor receives full credit for the gift and the soft credit recipients receive no credit for
the gift.

When you mark Soft credit recipients, you can select how to divide the gift amount among the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. If you select Use
distribution on gift, the soft credit recipients are credited with the amount specified on the Soft Credit tab of
the gift record. When you select Full amount to all, each soft credit recipient receives credit for the full
amount of the gift. If you select Split evenly, the full amount of the gift is divided evenly between the soft
credit recipients. If you select the Soft credit recipients option, the donor does not receive credit for the gift
unless he is also a soft credit recipient.

Warning: If you select Both in the Soft Credit Gifts to frame, the gift appears twice in the summary and total
gift amounts may not be accurate.

When you mark Both, you need to select how to divide the gift amount among the donor and the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. When you select Use
distribution on gift, the donor receives full credit for the gift and the soft credit recipients are credited with
the amount specified on the Soft Credit tab of the gift record. If you select Full amount to all, the donor and
each soft credit recipient receive full credit for the gift. When you select Split evenly, the amount of the gift is
divided evenly among the donor and the soft credit recipients. If the donor is also a soft credit recipient, the
donor is credited for the gift only once.
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Credit Matching Gifts To frame. When a constituent donates a gift, a matching gift company may also donate
a matching gift. When creating acknowledgement letters, you need to specify in the Credit Matching Gifts To
frame whether to credit the gift donor, the matching gift company, or both.

When you select Donor, the donor, or employee of the matching gift company, receives credit for the
matching gift. If you select MG Company, the matching gift company receives credit for the matching gift.
When you select Both, both the donor and the matching gift company receive full credit for the matching gift.

Include these Constituents frame. The Include these Constituents frame contains three checkboxes you
can use to include or exclude constituents based on their inactive, deceased, or address status. Unless you
mark these checkboxes, the program automatically excludes constituents marked as inactive or deceased and
constituents who do not have a valid address in your database. Mark the following checkboxes to include
these constituents in your summary: Inactive constituents, Deceased constituents, and Constituents with no
valid address.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average Gift, Total Gifts, Total Years,
Consecutive Years, Median, and Mode may change according to the year selected for the Year to use. For
example, if you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding
January through June are not included in the calculations.

Filters Tab

From the Filters tab, you can determine which records to include in the Solicitor Performance Summary. For
example, you may want to include only certain campaigns in the summary calculations. You can determine the
campaigns to include by applying a filter. The records you select must meet all criteria selected on the Filters
screen tabs. You can include all records or selected records for the selections in the Filters tab grid. The Filters tab
grid contains three columns: Filters, Include, and Selected Filters.

Summary Filters for Dr. Robert Carlos Hermnandez, M.D.

1: General | 2 Gift T_l,lpesl ES Folmatl

%v By using the grid belaw, thiz repart may be filtered on the itemz shown it the Selected Filters calurmn,

Filters I Include Selected Filkers
Funds Al <Al Funds =
Appeals all <Al Appeals =
Constituent Codes all <all Constituent Codes
Gift Solicitars Selected Hernandez, Robert

< Back Mest > | Cancel | Finish |

Warning: You cannot add to or change the selections in the Filters column.

Filters column. The Filters column lists selections you can use to narrow the results of a summary. The Solicitor
Performance Summary contains the following selections in the Filters column: Funds, Appeals, Constituent
Codes, and Gift Solicitors.
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Note: If you select All Records, certain records may still be eliminated by other criteria. For example, you may
select to include all campaigns in a Solicitor Performance Summary. However, if you select to include only gifts
given in the last year, campaigns that ended before this gift date range are excluded from the summary results.

Include column. For each selection in the Filters column except Gift Solicitor, you can determine the records in
your database to include. These records must also meet the criteria you select on all Summary Filters tabs. If
you select All in the Include column, all records for the Filters column selection which meet the summary
criteria appear in the results. For example, for the Filters column selection Campaigns you select All in the
Include column. Gifts to all campaigns that meet the criteria specified on the Summary Filters screen tabs
appear in the summary results. If you choose Selected in the Include column, the Selected Filters column is
enabled and you can select specific records to appear in the summary results. The Gift Solicitor selection in
the Include column automatically shows the value Selected to indicate the summary information applies to
one solicitor in your database. The Selected Filters column displays the name of the selected solicitor.

Selected Filters column. The Selected Filters column displays the records to include in the summary results.
You must choose Selected in the Include column to enter information in the Selected Filters column. Click the
binoculars to open the selection screen. From this screen, you can use the arrow keys to move your choices
from the box of selections on the left to the Include these entries box on the right. The summary results
include the records you choose in the Selected Filters column that meet all summary criteria. The last row in
the Include column automatically shows the value Selected to indicate the summary information applies to
one solicitor in your database. The Selected Filters column displays the name of the selected solicitor.

Gift Types Tab

On the Gift Types tab you can select the gift types to include in the summary. For example, you may only want to
view information on cash gifts contributed to your organization. You can use the Gift Types tab to include only
cash gifts in the summary results.

Summary Filters I
1 Generall 2 Filters 3 Gift Types |ﬂ: Formatl

Gift Types: Ihciude theze Gift Types:
{54l Cash - Cash

b [Z] Pay-Cash Fledge

i [2] MG Pay-Cash ﬂ Stocks/Property
54l Pledge ﬂ Stack/Property [Sald]
40 Stock Gift in Kind

i [E] Pay-Stack/Property ﬂ Other

: MG Pay-Stock Property ﬂ MG Pledgs

Pay-Stock/Property [Sold] Recuring Gift

o [2] MG Pay-Stock/Property [Sold) = Recuring Gift Pay-Cash
R N [ O O E |

v Exclude zera amount gifts

[~ Use zale date for sold stock/property wl
[~ Use zale amount for sold stock/property

™ Subtract broker fee from sold stock/mroperty

[+ Use qift balance instead of gift amount
[~ Calculate gift balance based on date range, campaign, fund, and appeal

< Back | Mest > | Cancel | Finish |

Gift Types box. The Gift Types box contains all the gift types available in The Raiser’s Edge. You can use the
arrow buttons to move all types to include from the Gift Types box to the Include these Gift Types box. If you
click Load All Defaults, the default gift types move to the Include these Gift Types box.

Include these Gift Types box. The Include these Gift Types box contains the gift types that must be present
on a gift record for the gift to be included in the summary results. Highlight a gift type in the Gift Types box
and click the right arrow to move it to the Include these Gift Types box. If you do not move any gift type to the
Include these Gift Types box, the program does not include any gift information in the summary.
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Note: If you select to include all gift types in the summary results, gifts written off do not appear in the View
grid results or the summary giving statistics display. Write-offs do appear in the Breakdown grid results.

Load All Defaults button. You can click Load All Defaults to move all gift types in the Gift Types box to the
Include these Gift Types box and to mark the default checkboxes Exclude zero amount gifts and Use gift
balance instead of gift amount.

Exclude zero amount gifts checkbox. If you leave the Exclude zero amount gifts checkbox marked, the
summary does not include gifts with an amount of zero or an amount adjusted down to zero. For more
information about adjusting a gift, see the Gift Record chapter in the Gift Records Guide.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock or property was sold as the gift date. If the sale date does not fall
within the date range specified in the Include Gifts with these Dates frame on the General tab, the gift is not
included in the summary.

Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary and the Subtract broker fee
from sold stock/property checkbox is enabled.

Subtract broker fee from sold stock/property checkbox. When you mark the Use sale amount for sold
stock/property checkbox, the Subtract broker fee from sold stock/property checkbox is enabled. If you mark
the Subtract broker fee from sold stock/property checkbox, the broker fees are subtracted from the sale
amount of the stock recorded in the sale of stock record. For example, the gift amount for a sold
stock/property gift is $1,000 and the broker fees for the sale are $100. Once you mark the Subtract broker fee
from sold stock/property checkbox, a gift amount of $900 appears in the summary. If you do not mark this
checkbox, a gift amount of $1,000 appears.

Warning: If you include both pledge and pledge payment in the Gift Types box, the gifts are double-counted in
the summary results. Mark the Use gift balance instead of gift amount checkbox to view the actual gift
balance.

Use gift balance instead of gift amount checkbox. When you mark the Use gift balance instead of gift
amount checkbox, the remaining balance for a pledge gift appears in the summary instead of the total gift
amount. For example, a constituent, who made a pledge of $100 to your organization, has paid $30 toward
the pledge. If you mark the Use gift balance instead of gift amount checkbox, a gift amount of $70 appears in
the summary.

Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. For
pledges and recurring gifts, the gift amount can be based on the information entered on the Filters tab and
the Include Gifts with these Dates frame on the General tab. If you mark the Calculate gift balance based on
date range, campaign, fund, and appeal checkbox, any portion of the gift amount that is not included in the
dates selected in the Include Gifts with these Dates range or the filter criteria entered on the Filters tab is not
included in the exported gift amount. For example, you want to create a Gift Summary for Earl Hunter. Earl
donated a $100 pledge gift that was evenly split between the 2000 Annual Fund and the 2000 Membership
Fund. If you select 2000 Annual Fund in the Selected Filters column on the summary Filters tab, then mark
the Calculate gift balance based on date range, campaign, fund, and appeal checkbox, a gift amount of $50
appears in the summary grid. If you do not mark this checkbox, a gift amount of $100 is exported for this
pledge gift.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.
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Format Tab

You can use the Format tab to select amount display options for your summary. The Sample Display changes
according to your selections in the Amount Display Options frame.

Summary Filters I

1 Generall 2 Filtersl 2 Gift Types 4 Format |

—Amount Dizplay Options
¥ Show curmency character
¥ Show 1000 separator

¥ Show decimal
F o ESEIEE Amount: ($5,555.56)
Tl 1A e Percent; (100.00%]

[ Show blanks instead of zero amaounts

Megative amount farmat; I['I 234.5E] 'I

| Sample Display

< Back | e | Cancel | Finizh |

Amount Display Options frame. Mark the boxes listed in the Amount Display Options frame to establish
how amounts appear in the summary. The sample display shows you how the amount appears.

Show currency character checkbox. Mark Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark Show 1000’s separator to print a character (based on Windows
settings) as the thousands separator.

Show decimals checkbox. Mark Show decimals if you do not want the program to round amount and
number fields to the closest whole number. If you leave this checkbox unmarked, amounts and numbers will

be rounded.

Show percent sign checkbox. Mark Show percent sign to print the percent sign (%) wherever a percent field
appears in the summary.

Show blanks instead of zero amounts checkbox. Mark Show blanks instead of zero amounts to leave a
blank in place of amount fields which are zero.

Negative amount format field. You can select to print negative amounts in parentheses or with a minus sign.

Customize Giving Breakdown Screen

After you select the information to include in the summary from the Summary Filters screen tabs, click Finish to
generate the Solicitor Performance Summary. The summary results appear in a View grid, a Goal panel, and a
Breakdown grid.

You can customize the information in the Breakdown grid by selecting different views of the information in the
Breakdown field. You can select seven breakdown views: Appeal, Calendar Year, Fiscal Year, Fund, or Gift Type.
The program automatically recalculates the summary results for the breakdown you select.
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From the Customize Giving Breakdown screen, you can select additional filters and format options for the results
in the Breakdown grid. From the Solicitor Performance Summary screen, click Customize to access the Customize
Giving Breakdown screen. This screen contains a General tab and a Graph tab. From the General tab, you can
apply additional filters to the Breakdown field selection. From the Graph tab, you can choose to replace the
Breakdown grid with a graph of the breakdown results. The tabs and selections available from the Customize
Giving Breakdown screen change according to the Breakdown field selection.

Appeal Breakdown

Tab

Description

General

Filters

Graph

You can determine the display format for appeals from the
Breakdown by Appeals frame. Mark the ID, Description, or
Category option to determine how appeals appear in the
summary results.

From the Filters tab, you can select the appeals to include in the
summary results. If you select All in the Include column,
information for all appeals that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific appeals to
appear in the summary results. Click the binoculars to access
the Select Appeals screen. Move the appeals to include in the
summary results to the Include these Appeals box.

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.
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Calendar Year Breakdown

Tab

Description

General

Graph

You can determine the display format of the calendar year in
the Display field. For example, you can display only the year or
you can display the month and year. In the No. Years to report
field, you can determine the number of years to display in the
Breakdown grid. Each grid row shows information for one year.
The number of years you select always includes the current
year. Mark the Display years option Latest year to earliest year
or Earliest year to latest year to arrange the order of the
Breakdown grid results.

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Campaign Breakdown

Tab Description

General You can determine the display format for campaigns from the
Breakdown by Campaigns frame. Mark the ID, Description, or
Category option to determine how campaigns appear in the
summary results.

Filters From the Filters tab, you can select the campaigns to include in

the summary results. If you select All in the Include column,
information for all campaigns that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific campaigns
to appear in the summary results. Click the binoculars to access
the Select Campaigns screen. Move the campaigns to include in
the summary results to the Include these Campaigns box.
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Tab Description

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fiscal Year Breakdown

Tab Description

General You can determine the display format of your organization’s
fiscal year in the Display field. For example, you can display only
the year or you can display the month and year. In the No. Years
to report field, you can determine the number of years to
display in the Breakdown grid. Each grid row shows information
for one year. The number of years you select always includes the
current year. Mark the Display years option Latest year to
earliest year or Earliest year to latest year to arrange the order
of the Breakdown grid results.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fund Breakdown

Tab Description

General You can determine the display format for funds from the
Breakdown by Funds frame. Mark the ID, Description, or
Category option to determine how funds appear in the
summary results.

Filters From the Filters tab, you can select the funds to include in the

summary results. If you select All in the Include column,
information for all funds that meet the criteria selected on the
Summary Filters screen tabs appear in the summary results. If
you choose Selected in the Include column, the Selected Filters
column is enabled and you can select specific funds to appearin
the summary results. Click the binoculars to access the Select
Funds screen. Move the funds to include in the summary results
to the Include these Funds box.
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Tab Description

Graph From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Gift Type Breakdown

Tab Description

General From the General tab, you can select the types of gifts to
include in the summary results. The Gift Types box contains all
gift types available in The Raiser’s Edge. You can use the arrow
keys to move gift types to include in the summary from the Gift
Types box to the Include these Gift Types box. If you click Load
All Defaults, the default gift types move to the Include these
Gift Types box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

» Creating a Solicitor Performance Summary

Once you create a Solicitor Performance Summary, you can select several ways to filter the solicitor

information: First/Latest/Greatest, Top Solicitors by Total Amount, and Top Solicitors by Gift Amount.

Scenario: Ellen Crenshaw is a solicitor for your organization. Ellen called to find out which constituents
she is assigned to contributed the largest gifts and the amounts they contributed. You can create a
Solicitor Performance Summary to view information on gifts Ellen received credit for and to determine

which constituents she is assigned to gave the largest contributions.

1. From The Raiser’s Edge menu bar, select View, Summaries. The list of available summaries appears.
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2. Select “Solicitor Performance Summary” from the list. The Open screen appears.

ii, Open

Find: IConstituent

I

Search uzing queny: |<Default>

L)

Find Constituents that meet these criteria:

Sl Open

Cancel

Last/Org name: I

First nane: I

Canstituent 10 I

SSN:I

[ Display inactive constituents

™ Display deceased constituents

™| Ehieck spouges name
™| Bhiesk aliases

] Add Mew
Options
=] Wl
=l sae[ ] R i e
j ZIP: I jv Mew Search
j tembership 1D: Iﬁ
Clazz OF: Iﬁ

™ Exact match anly

™| Check contact name Expand Besults

[ R

Note: The summary results that appear are based on the information selected when the summary was last

run.

3. Select “Ellen Crenshaw”

. For information on searching for a constituent using the Open screen, see the

Constituent Records chapter of the Constituent Data Entry Guide. The Solicitor Performance Summary

screen appears.

E Summary for Mz Ellen Hensley Crenshaw

File Edit %iew Summary Help

["n] Claze |§|9| ? -

IE 3

View: IFirsta’Latesta’G reatest 'l

™ Exclude largest gift [~ Exclude smallest gift

I Date | Amount I Tvpe | Constituent |
First: 09/12/1998 $50.00 Cash Jones, Grekchen
Latest 0z/22f2002 $416.67 Cash ity Insurance Company
Greatest 07/02/1999 $3,000.00 StockfProperty Elzv, Melissa
Average: $821.81 Total gifts: 12 Mode: $50.00
Median: $458.34 Total donors: 10

Goal: .

Total committed: $9.861 67 Ovver [under]: [$5.138.33)

Overall goal: $15.000.00 Percent of goal: B5.74%

Breakdown: IAppeaI

j Customize. .. |

Appeal | Received IPIedged | Paid | Witk | Balance ITotaI Committed'No. Gi... ﬂ
zall> $8,991,67 $870.00 40,00  $0.00 $570.00 $9,861,67 12
YEAREND 42,000,000 $0.00  $0.00  $0.00  $0.00 $2,000,00 1
UNSOL $1,050.00 $500.00  $0.00  $0.00 $500.00 $1,550.00 3
AUCTION $3,000,00 $350.00  $0.00  $0.00 4$350.00 $3,350,00 2
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4. From the summary toolbar, click Filters. The Summary Filters screen appears.

Summary Filters for Ms. Ellen Hensley Crenshaw 1]

1z Filtersl 2 Gift Types | 4 Formatl

r Include Gifts with these D ate

Date to use: IGift date j
Date: I Ihclude all dates j
— Soft Credit Gifts Ta Include these Constituents
& Dionor ¥ Inactive constituents

' Soft credit recipients ILlse diztribution o gift j [T Deceased constitugnts

= Both IUse distribution on gift j ¥ Constituents with no valid addresses

— Credit Matching Gifts Ta

% Danar " MG Company  Both Year to use:lEaIendarYear 'I

< Back | Mext » | Cancel | Finizh |

5. From the General tab, select “Gift date” in the Date to use field of the Include Gifts with These Dates
frame.

6. From the Date field, select “Include all dates” from the list. By selecting all dates, you include the gifts
credited to Ellen from the time she became a solicitor to the current date.

In the Soft Credit Gifts To frame, mark the Donor option.
In the Credit Matching Gifts To frame, mark the Donor option.

9. In the Include these Constituents frame, mark Inactive constituents, Deceased constituents, and
Constituents with no valid address.

10. In the Year to use field, select “Calendar Year”.
11. Select the Filters tab.

Summary Filters for Ms. Ellen Hensley Crenshaw 1]

1: General 2 Gift Types | 4 Formatl

%V By uzing the grid below, thiz report may be filkerad on the items shown in the Selected Filkers colurmn.

Filkers Include I Selected Filbers
Funds All <All Funds=
Appeals Al <Al Appeals =
Constituent Codes  All <&l Conskituent Codes=
Gift Solicitors Selected Crenshaw, Ellen

< Back | Mext » | Cancel | Finizh |

12. In the Include column, select “All” in the Funds, Appeals, and Constituent Codes rows.
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13. Select the Gift Types tab.

Summary Filters for Ms. Ellen Hensley Crenshaw

1: General | 2 Filkers  2: Gift Tupes |ﬂ_1: Formatl

Gift Types: Include these Gift Types:
I_=j40 Cash - Cash

I~ 540 Pledge Pay-Cash

540 Stock MG Pap-Cash

Stock/Property
Stock/Property (Sold)
Pay-Stock/Property

MG Pay-Stock/Property
Pay-5tock/Property [5old]

- 2] MG Pay-Stock/Property [Sold)

e N [ S PO P |

v Exclude zero amount gifts

I | Uee sale date o salt stoskyraperty

I | W sale anmmnimt b sald sty et

™ | Guttract Erofeer fee frony sald stach/ Frapert
™ Use gift balance instead of gift amount

Al [¥lv

[ |

Riecuring Gift Pap-Cash
Fledge

MG Fledge

Other

Pay-Other

MG Pay-Other

Load &l Defaults... |

[T Calculate qift balance Based an daterange, campaign, furd, and appeal

< Back | Mext » | Cancel |

Finizh |

14. Click Load All Defaults. The following message appears.

The Raizer's Edge

@ Avre yau sure yau want to Load Default Gitt Type Parameters?

Yez

15. Click Yes. The default gift types appear in the Include these Gift Types box.

Summary Filters for Ms. Ellen Hensley Crenshaw

1: General | 2 Filters 3 Gift Types |4_1: Formatl

Gift Types: Include these Gift Types:
I_7) 40 Cash - Cash

@ﬂ" Pledge FPay-Cash

=540 Stock MG Pay-Cash

I_=140 Gifts In Kind
{40 wite Offs
=140 Other
Fiecuring Gift

W Exclude zero amount giftz

™ Use sale dabe for sold stock/property

W Use sale amount for zold stock /property

[~ Subtract broker fee from sold stock./property
™ Use gift balance instead of gift amount

2l [¥lv

Pledge

Stock/Property
Stock/Property [Sold)
Pay-Stock /Property

MG Pay-Stock/Property
Pay-Stock Property (Sold)

BT Tl = T =TT ) 10y

" | Caleulate qiftEalarice Basedlar deteranes  GariEaian. ek & apmpes)

¢ Back | MNest > Cancel

Firish |
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16. Select the Format tab.

Summary Filters for Ms. Ellen Hensley Crenshaw E

1: General | 2 Filtersl 2 Gift Types

—&mount Display Option
¥ Show curency character
¥ Show 1000': separator
v Show decimal

=B Amount: [$5,555.56)

I Show percent sign Percent: (100.00%)
I Shaw blanks instead of zern amaounts

Megative amount format; I[‘I 234 5E) 'l

| Sample Display

< Back | et | Cancel | Finizh |

17. From the Format tab, mark the Amount Display Options checkboxes. The Sample Display shows the
appearance of the summary’s gift amounts, based on your selections in the Amount Display Options

frame.
18. Click Finish. The Solicitor Performance Summary screen appears.

E Summary for Ms. Ellen Hensley Crenshaw [_ (] x]
File Edit %iew Summary Help
e | ]9 D] 2- |
View: IFirsta’Latesta’GreatBSl vl ™ Exclude largest gift [~ Exclude smallest gift
I Date | Amount I Tvpe | Constituent |
First: 09/12/1998 $50.00 Cash Jones, Grekchen
Latest 0z/22f2002 $416.67 Cash ity Insurance Company
Greatest 07/02/1999 $3,000.00 StockfProperty Elzv, Melissa
Average: $821.81 Total gifts: 12 Mode: $50.00
Median: $458.34 Total donors: 10
Goal: .
Total committed: $9.861 67 Ovver [under]: [$5.138.33)
Overall goal: $15.000.00 Percent of goal: B5.74%
Breakdown: IAppeaI j Customize. .. |
Appeal | Received IPIedged | Paid | Witk | Balance ITotaI Committed'No. Gi... ﬂ
zall= $3,991,67 $§70.00 $0,00  $0.00 $570.00 $9,561.67 12
YEAREND $2,000,000  $0.00  $0.00  $0.00  $0.00 $2,000.00 1
LIMSOL $1,050,00 $500,00 $0.00 40,00 500,00 $1,550.00 3
ACTICN $3,000,00 $350.00 $0.00  $0.00 $350.00 $3,350.00 Z .|

Warning: Do not mark the Exclude largest gift checkbox if you want to view the top donors by count or
percent. When you mark this checkbox, the program excludes the largest contribution from the View grid

results.

19. From the View field, select “Top Donors by Count”.
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20. From the Top field, select “5”. Information for the five constituents Ellen has secured the largest
contributions from as a solicitor appears in the view grid.

E Summary for Ms. Ellen Hensley Crenshaw (= ()]
File Edit “iew Summary Help
Gl Close | b @[ (2] 2~ |
View: ITDD Danors By Court ﬂ Top: |5 d [ Exclude largest gift [~ Exclude smallest gift
Rank I Constituent | Mo, Gifts | Taotal Amount ﬂ
1 Is. Ellen Hensley Crenshaw z $3,000.00
2 Mrs. Melissa Christina Elzy 1 $3,000.00
3 Irs, Marie McFarland 1 $1,6DD.DDL|
Ayerage: $1.475.00 Total gifts: B Mode: MNoMode
Median: $1.200.00 Tatal donors: 5
Goal: .
Total committed: $9.861.67 Ovwer [under): [$5.138.33)
Ovwerall goal: $15.000.00 Percent of goal: BB 747
Breakdown: IAppeaI j Customize. .. |
Sppeal | Recaived IPIedged | Paid | IR, L | Balance ITotaI Committeleo. Giv i H
zall= $8,001,67 $870.00 $0.00  $0.00 $570.00 $9,861.67 12
YEAREND $2,000,000  $0.00  $0,00 40,00 40,00 $2,000,00 1
LNSOL $1,050,00 $500.00  $0.00  $0.00 $500.00 $1,550.00 3
AUCTION $3,000.00 $350.00  $0.00  $0.00 $350.00 $3,350.00 2|
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If you have Blackbaud’s Financial Edge accounting software, you can run the Accountability Summary from a
Raiser’s Edge 7 gift record. The Accountability Summary enables you to communicate to constituents how gifts
they donate to your organization are used. You can tell constituents what their gifts are used for or what they are
budgeted to be used for. Additionally, you can tell constituents how money is being spent or budgeted for funds
to which they donate.

The Raiser’s Edge examines transactions from Financial Edge Expense accounts and, optionally, Loss and
Transfer accounts. The summary reports how the money associated with those accounts is spent and checks each
of those accounts to see how the money is budgeted to be spent.

To create the summary, The Raiser’s Edge needs information from The Financial Edge database. The link
between the two programs is established on the General Ledger page of Configuration in The Raiser’s Edge.

In The Raiser’s Edge fund record, you can specify a project you want to associate with the gift types given to that
fund. We strongly recommend that the project be the same for each gift type for a fund. Therefore, a single
Financial Edge project is associated with a Raiser’s Edge fund.

You must also group your Financial Edge accounts together. You do this by creating a table type attribute in The
Financial Edge and assigning it to the accounts you want to appear in the Accountability Summary. You must then
assign all accounts in the same category the same account attribute table value. For example, you may create an
attribute called “Accountability Grouping” with table values representing uses for money spent in those
accounts, such as Shelter, Food, Education, Supplies, and Administrative Costs.

On the General Ledger page of Configuration in The Raiser’s Edge, you must specify the Financial Edge account
attribute by which you grouped your accounts.

To make data available for the Accountability Summary, you must associate applicable transactions in The
Financial Edge with a project. Projects are available if you have The Financial Edge optional module Projects &
Grants. When a transaction associated with the project occurs for an account containing the attribute you
created to group accounts for the summary, the transaction information can be used in the Accountability
Summary.

When you associate the project with a Raiser’s Edge fund, each transaction for the project is associated with that
fund. Therefore, the summary can determine how a gift was spent by first determining the fund or funds
associated with the gift. Using the fund or funds, along with the Gift Type of the gift, the summary determines
the projects associated with the gift. From The Financial Edge, the Accountability Summary gets all Expense, and
optionally, Loss and Transfer account transactions associated with the project. The Accountability Summary then
adds the amounts using the unique attribute value from the attribute category you defined to group your
accounts. This chapter explains in detail how to set up and run the Accountability Summary.

Setting Up The Financial Edge to Run the
Accountability Summary

The information displayed in the Accountability Summary is based directly on information from your Financial
Edge database. A thorough knowledge of The Financial Edge is necessary to set up this information properly. You
should work closely with the members of your accounting staff to ensure that The Financial Edge is set up in such
a way to maximize the effectiveness of the information in your Accountability Summaries.

You need to group your accounts by attribute categories. Additionally, you must define projects in The Financial
Edge. To make data available for the Accountability Summary, you must associate each transaction in The
Financial Edge with a project. Projects are available if you have The Financial Edge optional module Projects &
Grants.

You can also define budget scenarios which enable you to run Accountability Summaries based on projected
spending estimates.

For more information about setting up budget scenarios, projects, and other features in The Financial Edge, see
the Financial Edge documentation.
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Setting Up The Raiser’s Edge To Process the
Accountability Summary

Before you can run the Accountability Summary, you must configure a link between The Raiser’s Edge and The
Financial Edge. You must then associate your Raiser’s Edge funds with Financial Edge projects.

In order to run the Accountability Summary, The Raiser’s Edge and The Financial Edge must be installed on the
same workstation, and you must have logged into The Financial Edge at least once.

Linking the Raiser’s Edge with The Financial Edge

You establish program settings for the interface between The Raiser’s Edge and The Financial Edge on the
General Ledger page of Configuration in The Raiser’s Edge. In addition to entering Financial Edge information
used in the Accountability Summary, you must specify the location of The Financial Edge database and whether it
is a single or multi-user version.

You can specify that The Financial Edge automatically check the validity of account and project information
entered into The Raiser’s Edge. You can also define Journal Reference Fields to use in the Post to General Ledger
link of Administration for posting detailed gift transactions.
» Establishing settings for the interface between The Raiser’s Edge and The Financial Edge
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click the General Ledger link. The General Ledger page appears.

Total joumnal reference can contain up to 50 characters.

fig i W Elackbaud General Ledaer prezent

General & Metwork © Local Reference Field Name Length
Tables Server name: l— Last/Ora Mame 50
Addressees / ) ]
Salutations X ||

- Aliaz: I
Attributes
E— ¥ Walidate GL information

Institutions

General Ledger

Letters

International Accountability Options

Buginess Rules
Account Attribute: I vl

Fields o
5 ™ Show Budgeted Distribution
tembership

(o mites Budget Scenario: I j‘ Fields Fieset to System Defaults

Custom Visws ¥ Include Loss Accounts

Sample: Smith

¥ Include Transfer Accourts

Ledgar

General Ledger =
Establizh program settings for the interface between The Raiser's Edge and Blackbaud's General
=

3. Mark the Blackbaud General Ledger Present checkbox.

Warning: In order to run the Accountability Summary, The Financial Edge must be installed on the same
workstation as The Raiser’s Edge, and you must have logged into The Financial Edge at least once.

4. Select whether your database is accessed by many computers through a network, or by only your
computer. Mark the Local option if you have a single user version of General Ledger. The Database path
to General Ledger is required. You need to enter the path to the Blackbaud database file folder in
General Ledger. If necessary, you can click the Browse button to find the path to the file.
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5.

6.

If you have a multi-user version of General Ledger, mark the Network option. Additional fields appear.

¥ Blackbaud General Ledger present
& Netwark " Local

SErver name: |

Alias: |

¥ “alidate GL information

Enter the Server name for your General Ledger database engine. This name is required because it allows
The Raiser’s Edge to establish a link with the General Ledger database.

Note: Your network administrator should be able to supply you with your Server name and Alias if you do not
know it.

7.

10.

11.

12.

If you are using an alias for your General Ledger database, enter it in the Alias field. All computers on your
network use this name to locate the database linking The Raiser’s Edge and General Ledger.

When you mark the Validate GL information checkbox, The Raiser’s Edge searches the General Ledger
database to determine if the account numbers and project IDs you enter on fund records and other areas
of The Raiser’s Edge exist in General Ledger. Marking this checkbox can help eliminate errors caused by
incorrectly entered account numbers.

In the Accountability Options frame, specify information from The Financial Edge that will be used in
The Raiser’s Edge Accountability Summary. In the Account Attribute field, select the attribute you
established in The Financial Edge to group accounts together. This must be a “table” type attribute.

The attribute must be added to at least one Financial Edge expense account before it will appear in the
Account Attribute dropdown.

The table entry values will appear in the Accountability Summary.

If you want budget distribution information to be available on the Accountability Summary, mark the
Show Budgeted Distribution checkbox. When you mark this checkbox, you are required to select an entry
in the Budget Scenario field. You establish Budget scenarios in The Financial Edge and use them in the
Accountability Summary to show how a gift will be spent based on how a given project is budgeted.

A budget scenario is a single version of an organization’s budget for a given fiscal year. You can have
multiple budget scenarios if you have The Financial Edge optional module Budget Management. For
example, you can create a scenario of your original budget and also create scenarios for various revisions
of that budget.

If you want The Raiser’s Edge to look at transactions in Financial Edge transfer and loss accounts when it
determines how money donated to a fund is spent, mark the Include Loss Accounts and Include Transfer
Accounts checkboxes. You can mark one, both, or neither of these checkboxes.

When you exit the General Ledger page, your settings are saved.

Associating Raiser’s Edge Funds With Financial Edge Projects

To make data available for the Accountability Summary, you must associate each transaction in The Financial
Edge with a project. Projects are available if you have The Financial Edge optional module Projects & Grants.

On the GL Distributions tab of The Raiser’s Edge fund record, you can specify a project you want to associate with
each Gift Type. This information is used by the Accountability Summary to determine how gifts associated with
the fund are used by your organization.

The Accountability Summary is only effective when all gift types and subtypes in a fund are associated with the
same project. The summary is not intended to be used with project distributions.
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Associating a Financial Edge project with a Raiser’s Edge fund

You can distribute a gift type among multiple projects. Project information is defined in The Financial Edge
and cannot be edited from The Raiser’s Edge.

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

Click the Funds link.

Open the fund with which you want to associate projects. The Fund screen appears.
Select the GL Distributions tab.

A W N

Ml 2002 Annual Fund _ =] x|

File Edit “iew Fund Favortes Toolz Help

ESaveandClose'|n|§'&'|N 1 » Hl"'l||§'|?'|$'

W Eenerall §0|icitors| v Campaignsl w Appeals  GL Distributions |Attlihgtes|

Gift Type | Deit Accourt hu. .. | Debit Acct Desc | Credit Account N, [ credit .o.cil
|_|Cash -Distributed- -Distributed-
Fledge Pay - Cash -Diskributed- -Diskributed-

| Matching Gift Pledge Payv - Cash

|__|Recurring Pay - Cash

|| Gift In Kind 01-111500-00-00  Intercoastal 5., 01-131000-00-00  Shearson
|_|Fledge Pay - Gift In Kind

- Matching Gift Pledge Pay - Gift In ...

|__|Other Gift -Distributed- -Distributed-

| Pledge Pay - Other

|__|Matching Gift Pledge Pay - Other

| |unsald StockjProperty |@@-#####. v-

Pleldue Pay - StockiProperty _l;l
L »

¥ Show descriptions Accounts... | Projects... | Copy From... | InsertSubt_l,lpel

| Press F7 for GL account lookup |

5. If the Project column is not visible, scroll to the right. When you place the cursor in the Project column on
the row of the Gift Type or subtype with which you want to associate a project, the binoculars appear.
Click the binoculars. The Open screen appears so you can search for the project.

Find: IGL Froject j
Project I Description I Stakus I Type I ;I @ Open |
0016 T. H. Thomisette Fund Mot Defined Mak Defined
_I Cancel |
0017 Communications Man... Mot Defined Mak Defined
0o1g Carlos, Diaz, and Coo... Mot Defined Mot Defined
o019 Scholarship Fund - Misc, Mot Defined Mot Defined
0020 Investments - Misc, Mak Defined Mak Defined
0021 Mason Memorial Fund Mot Defined Mak Defined
00z2 McMillan Foundation E... Mot Defined Mak Defined
0023 Brackley Endowment Mot Defined Mot Defined i
ptioris |
o024 Ben Hightower Endow, . Mot Defined Mot Defined
0025 James E. Stillwell End... Mot Defined Mak Defined
0026 Green County Educati,.. Mot Defined Mot Defined
0027 Riley Foundation Mot Defined Mot Defined LI
Find GL Projects that meet these criteria: i Find Maow |
Statuz I Al vl Beference: I Mew Search |
Tupe: I Al j Last modified by: Ianyone vl Q
IDescriptionj I j Last modified on: Ianytime 'l
Expand Besults |

6. Enter the criteria to use to search for the project and click Find Now. Select the project with which you
want to associate the fund and click Open.
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Warning: The Accountability Summary is not intended to be used with project distributions (when a single gift
type is distributed among multiple projects). If you intend to run the Accountability Summary, you should
associate only one project with each gift type and subtype, and it should be same project for all types in a fund.

7. You return to the fund record GL Distributions tab. The project you selected now appears in the Project
column.

8. To save your entries and return to the fund record, click OK. To maximize the information available on

your Accountability Summaries, repeat this procedure to add the same project for each gift type and
subtype on the fund record.

Accessing Accountability Summaries

After you establish the connection between The Financial Edge database and The Raiser’s Edge, and associate
Raiser’s Edge fund gift types with Financial Edge projects, you can access Accountability Summaries.
» Accessing an Accountability Summary

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

2. Click the Gifts link. The Gifts page appears.

3. Open a gift record.

P Gift for Mark D. Adamson M= B3
File Edit BEEITE Gift Favortez Tool: Help
[5avea  Columns ||1 4 » bl|—b-|%-|§-|| ? - B |
v Gift |.. Wiew GL Distribution Matching Gifts | Tribute | Attributes | v Split Git |
m L. Accountability Surmnnary |
Consti T
o
2= Legend
Gifl 'l v Solicitor(s) ||Audrey Larenz; Ellen Crenshaw Vl nl
T
Gift suk 8 — vl Feferance: I g
Gift date: [06/15/2002 gl Acknowledge: [Hot Acknowledged ¥ | L=
Amaunt; |$50.DEI ﬁl v Letter || vl Berefits |
Campaigr: I.&nnual Campaign v| ‘MI Feceipt: IFleceipted j IDBﬂ 5;’2002&'
Fund: |2DD2 Annual Fund v| ﬂl Feceipt amt/no.; |$50_DD EI I
Appeal: I 'I MI
Package: I e I
Pay mhethod: [Personal Check < I EFT7 Check no. /date: 123 06./13/2002 g |
Bank: I vI*»':’]I
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4. From the gift record menu bar, select View, Accountability Summary. The program calculates information

and the Accountability Summary appears.

Accountability Summary for Gift [ %]

File Edit “iew Summary Help

[Cx] Clase |§||?'

Breakdown:lFundA 'l Distribution for: ¢ Giftonly € Fund anly

Date Range: IThiS calendar year vl Start [ ate: ID‘I A0/2002 Nl End Date: |12.-"31 J2002 Nl

Actual Gift Distribution for Fund A

Gift Amount = $100.00

Fund Amount = $10,000.00

$20.00 (20.00%)

9'””“-““ (30.00%) $2,000.00 (20.00%}
$5,000.00 (50.00%}
$50.00 (50.00%)

M Clothing Shetter [l Food M Clothing Shetter [l Food

Actual Distribution for Fund A

_—$3,000.00 (30.00%)

For information about the tabs and fields on the Accountability Summary, see “Accountability Summary

Tabs” on page 79.

Accountability Summary Tabs

The Accountability Summary consists of one or two tabs. The Budgeted Distribution tab is available only if you
marked the Show Budgeted Distribution checkbox and selected an entry in the Budget Scenario field on the
General Ledger page of Configuration in The Raiser’s Edge. Each tab has several features you can use to

determine the output of the summary.
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Actual Distribution

When you select View, Accountability Summary from the menu bar of a gift record, the summary appears. The
initial default view is of the pie graph. One graph is visible if you select either the Gift only or Fund only option.
Two graphs are visible if you select the Gift and Fund option.

Accountability Summary for Gift [ x|

File Edit “iew Summary Help

Elose|§||?' |
Ereak dowr: IFund A 'l Distribution for,. & Giftonly & Fundonly € Gift and Fund
Date Range: IThiS calendar year vl Start Date: ID‘I A01/2002 gl End Date: |1 2/31/2002 ﬁl

Budgeted Distribution I

Actual Gift Distribution for Fund A

Gift Amount = $100.00

$20.00 (20.00%) —_ T

$50.00 (50.00%) —

B Clothing Shetter [l Food

Note: If you use attribute descriptions consisting of only numbers in The Financial Edge, they appear with the
tilde symbol (~) before them on the summary graph. The Raiser’s Edge adds this symbol to help differentiate
the numbers to display in the graph from the numbers in the attribute’s description.

The attribute table values you assigned in The Financial Edge appear as labels on the graph. The actual amount
and percentage of each attribute value appears in the graph results. For a particular gift, some account attribute
values may yield an actual value of zero. To make the graph more readable, these attributes do not appear in it.
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From the menu bar, you can select Summary, Graph View to see the summary as a Pie or Bar graph. Additionally,
you can select Summary, Table View to view the summary in a data grid. If numerous attribute values are
included in the summary, you may find that viewing it in Table View makes it easier to read.

Accountability Summary for Gift
File Edit Yiew Summary Help

Elose|§||?' |
Breakdowr: IFund A 'l Distribution for: ¢ Giftonly ¢ Fundonly Gt and Fund
Date Range: IThig calendar vear vl Start Date: |D1 AA2002 El End Date: |12.-’31£2DD2 m[

Amount given ta Fund & $100.00

Category I Gift: Amnounk | Fund Amount | Percentage
|| |Clathing $35.00 $21,000,00 35.00%
| |sheler $40.00 $24,000.00 +40.00%
| |Food 425,00 $15,000,00 25,00%
kI |

The visible Table View columns depend on the Distribution for option you selected to view. The columns can
include Category (the attribute table value assigned in The Financial Edge), Gift Amount per category, Fund
Amount per category, and Percentage of gift per category.

The fields and options available for the Accountability Summary are:

Breakdown. In the Breakdown field, select how you want to break down the results of the summary. If the gift
is associated with more than one fund, you can select to view breakdowns by each fund.

Gift only. Select the Gift only option if you want to view information just for the open gift record, not the funds
with which it is associated.

Fund only. Select the Fund only option if you want to view information for only a fund with which the gift is
associated.

Gift and Fund. Select the Gift and Fund option if you want to view information for both an associated fund and
the gift at the same time. The information appears in separate graphs or in separate columns in the table
view.

Date Range. Select the Date Range to include in the summary. If you select “<Specific range>”, the Start Date
and End Date fields are enabled for you to establish the range.

Start Date. The Start Date field is enabled only if you select “<Specific range>” in the Date Range field. Enter the
Start Date for the range you want to establish.

End Date. The End Date field is enabled only if you select “<Specific range>” in the Date Range field. Enter the
End Date for the range you want to establish.

In the Accountability Summary, date ranges are based on your fiscal year. Accountability Summary results do
not span multiple fiscal years. For example, when you select <Specific range> in the Date Range field and
select a Start Date and End Date, The Raiser’s Edge first determines the fiscal year into which the selected
start date falls. The Accountability Summary then includes only those transactions that are both in your
selected date range and part of the same fiscal year as the start date.
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As another example, your fiscal year may be from June 1 to May 31. If on July 12, 2002 you run an
Accountability Summary and select “This calendar year” as your Date Range, The Raiser’s Edge uses January
1, 2002 as the start date and includes only transactions occuring between then and May 31, 2002. The
summary would not include transactions from June 1 to July 12 because those days are not part of the same
fiscal year as January 1, 2002.

Budgeted Distribution

This tab is visible only if you select a valid Financial Edge budget scenario on the General Ledger page of
Configuration in The Raiser’s Edge. The initial default view is of the pie graph. One graph is visible if you select
either the Gift only or Fund only option. Two graphs are visible if you select the Gift and Fund option.

The information displayed in the graph is based on projected spending established in the selected budget
scenario. A budget scenario is a single version of an organization’s budget for a given fiscal year. You can create
multiple budget scenarios if you have The Financial Edge optional module Budget Management. For example,
you can create a scenario of your original budget and also create scenarios for various revisions of that budget.
For more information about budget scenarios, see the Financial Edge documentation.

Accountability Summary for Gift [ x|

File Edit “iew Summary Help

Elose|§||?- |
Ereak dowr: IFund A 'l Digtribution far. (& I
Date Range: IThis calendar year 'l Start Date: IU‘I A01/2002 ﬂl End Date: |12331£2UU2 ﬁl

Actual Distibution  Budgeted Distribution I

i Fundonly ¢ Gift and Fund

Budgeted Gift Distribution for Fund A

Gift Amount = $100.00

$20.00 (20.00%) —.

_—$30.00 (30.00%)

$50.00 (50.00%} —

B Clothing Shetter [l Food

From the menu bar, you can select Summary, Graph View to see the summary as a Pie or Bar graph. Additionally,
you can select Summary, Table View to view the summary in a data grid. If numerous attribute values are
included in the summary, you may find that viewing it in Table View makes it easier to read. For a particular gift,
some account attribute values may yield a budgeted value of zero. To make the graph and table more readable,
these attributes do not appear.

The visible Table View columns depend on the Distribution for option you selected to view. The columns can
include Category (the attribute table value assigned in The Financial Edge), Gift Amount per category, Fund
Amount per category, and Percentage of gift per category.

The fields and options available for the Accountability Summary are:

Breakdown. In the Breakdown field, select how you want to break down the results of the summary. If the gift
is associated with more than one fund, you can select to view breakdowns by each fund.

Gift only. Select the Gift only option if you want to view information just for the open gift record, not a fund with
which it is associated.
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Fund only. Select the Fund only option if you want to view information for only a fund with which the gift is
associated.

Gift and Fund. Select the Gift and Fund option if you want to view information for both an associated fund and
the gift at the same time. The information appears in separate graphs or in separate columns in the table
view.

Date Range. Select the Date Range to include in the summary. If you select “<Specific range>”, the Start Date
and End Date fields are enabled for you to establish the range.

Start Date. The Start Date field is enabled only if you select “<Specific range>" in the Date Range field. Enter the
Start Date for the range you want to establish.

End Date. The End Date field is enabled only if you select “<Specific range>" in the Date Range field. Enter the
End Date for the range you want to establish.

In the Accountability Summary, date ranges are based on your fiscal year. Accountability Summary results do
not span multiple fiscal years. For example, when you select <Specific range> in the Date Range field and
select a Start Date and End Date, The Raiser’s Edge first determines the fiscal year into which the selected
start date falls. The Accountability Summary then includes only those transactions that are both in your
selected date range and part of the same fiscal year as the start date.

As another example, your fiscal year may be from June 1 to May 31. If on July 12, 2002 you run an
Accountability Summary and select “This calendar year” as your Date Range, The Raiser’s Edge uses January
1, 2002 as the start date and includes only transactions occuring between then and May 31, 2002. The
summary would not include transactions from June 1 to July 12 because those days are not part of the same
fiscal year as January 1, 2002.

Behind the Scenes of an Accountability
Summary

This section explains how results are obtained in a sample Accountability Summary. The goal of this section is to
help you understand how information is pulled from The Financial Edge and how that information appears in the
Accountability Summary.

When you select View, Summaries, Accountability Summaries from a gift record, the Accountability Summary
appears. That may be all you want to know. However, you may be curious about what goes on behind the scenes
before the Accountability graph appears. If you are, this section is for you.

Processing

This is what goes on behind the scenes when you select View, Summaries, Accountability Summaries from the
menu bar of a gift record.

¢ The Raiser’s Edge determines the fund or funds associated with the gift. For each fund, the corresponding
project is determined based on the gift type. If any fund associated with the gift does not have a project
specified for the gift type, a message appears, informing you that the distribution cannot be calculated because
no project is defined for the gift type.

¢ Next, The Financial Edge accounts that are applicable to the calculations are determined
¢ Expense accounts are always applicable

¢ Loss accounts are applicable if you marked the Include Loss accounts checkbox on the General Ledger page
of Configuration in The Raiser’s Edge

¢ Transfer accounts are applicable if you marked the Include Transfer accounts checkbox on the General
Ledger page of Configuration in The Raiser’s Edge
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¢ The actual distribution is calculated using the project from the first step and the applicable accounts from the
second step. If you specified a Budget Scenario on the General Ledger page of Configuration in The Raiser’s
Edge, the summary also calculates the budgeted distribution. The budgeted distribution determines the
budgeted amounts over the specified time range for each combination of account attribute value (Category)
and project.

If you did not specify a Budget Scenario on the General Ledger page of Configuration, or if the scenario you
specified is no longer available in The Financial Edge, a message informs you that The Raiser’s Edge is
unable to calculate the budgeted distribution.

¢ If you are loading the summary for the first time, The Raiser’s Edge assumes the date range is from January 1 of
the current year to the current day. When you refresh an existing summary, if you selected “<Specific Range>"
as the Date Range, the first applicable month for the budget is the month you set in the Start Date and the last
month for the budget is the month you set in the End Date.

¢ The information is broken down by a combination of account and project, because each transaction in The
Financial Edge for an account can be associated with a project. Once it is processed, the information initially
defaults into a pie graph in the Accountability Summary.

Case Study

¢ You receive a cash gift of $100 given to Fund A.
¢ On the Fund A GL Distributions tab, you associated the Gift Type of cash with Financial Edge Project A.

Ml Fund A [_[o] ]

Fil= Edit “iew Fund Favortes Tools Help

[F5ave and Close - U|§'@'|N 1 b H|—"|||?'§' |
W ﬁenelall §olicitors| v Campaignsl w Appeals v GL Distributions |Attribgtes|
Gift Type IDebit Account M. .. | Credit dcoount 1., I Intetf... I Project H
Cash 01-4150-00 01-1050-00 A

e

¢ On the General Ledger page of The Raiser’s Edge, you did not mark the Include Loss Accounts and Include
Transfer Accounts checkboxes. Therefore, The Raiser’s Edge looks at transactions only in Financial Edge
Expense accounts when it determines how money donated to a fund is spent.

—aAccountabiliby O phions

Account Attribute; I.-'l'-.ccuuntal:uilit_l,l Eategj
[¥ Show Budgeted Distribution

Budget Scenario: IMain O perating Budgj
[T Include Loss Accounts

[T Include Transfer Accounts

¢ In The Financial Edge, you have associated each transaction for an account with a project. Project A is
associated with two different Expense Accounts in a number of transactions. You assigned both of these
accounts the attribute you use to group your accounts: “Accountability Category”. Account 33-5901-00 has
been assigned the attribute table value of “Clothing,” while account 33-5902-00 has been assigned the value of
“Shelter.”

¢ During the last calendar year, Expense Account 33-5901-00, with the attribute “Clothing”, had transactions for a
total amount of $5,000. Of these, transactions totalling $2500 were associated with Project A.
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Expense Account 33-5902-00, with the attribute “Shelter”, had transactions for a total amount of $25,000. Of
these, transactions totalling $7500 were associated with Project A.

The total amount of transactions for Expense accounts associated with Project A during the last calendar year is
$10,000. $7500 in transactions associated with the attribute “Shelter” and $2500 associated with the attribute
“Clothing”.

Based on the transactions for the last year, 75% of the gift (575) has gone to Shelter, while 25% of the gift (525)
has gone to Clothing. Therefore, if you run an Accountability Summary from this gift, select to view Gift only,
and select a Date Range of “Last calendar year”, the graph reflects the 25% to 75% breakdown for the gift.

Accountability Summary for Gift
File Edit Yiew Summary Help

Elose|§||?' |
Breakdowr: IFundA 'l Distribution for;. % Giftonly ¢ Fundonly ¢ Gift and Fund
Start Date: |03£D1£2002 ml End Date: |03£31£2DD2 m[

Date Range: ({ICSE R

Actual Distribution | Eudgeted Distributionl

Actual Gift Distribution for Fund A

Gift Amount = $100.00

—— $26.00 (25.00%:)

$75.00 (75.00%) —

[ clothing Shelter
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By creating a campaign summary, you can easily view specific gift information for your organization’s campaigns.
In The Raiser’s Edge 7, you can create a Campaign Summary to view gift information, including the first, most
recent, and largest gifts given to the campaign and the top contributors to the campaign. You can also view
different breakdowns of this information. By creating a Goal Summary for a campaign, you can determine the
success of all or selected campaigns. The Goal Summary shows the overall campaign goal amount as well as the
goal amounts for funds and appeals associated with the campaign. You can compare these goal amounts to the
actual amount received. You can also see the number of constituents solicited for each goal and the number of
constituents who actually contributed. Finally, the Goal Summary displays the cost of the campaign divided by
the amount raised to indicate the overall effectiveness of the campaign.

You can determine the specific information to include in each summary, how to arrange this information, and
how to display the information. The Campaign Summary results appear on a screen with a View grid, a gift
information display, a Goal panel, and a Breakdown grid. You can customize the Campaign Summary results by
applying filters to the summary information from the Summary Filters screen and selecting specific breakdowns
of the information in the Breakdown grid.

The Goal Summary results include information determined by your selections from a parameter file. The Goal
Summary results display as a report, so you can customize the appearance of the summary. For example, you can
enter a heading, apply a color scheme to the heading, and determine the summary information to print. You can
save the parameter file and enter a name and a description of the file contents. When you create a new Goal
Summary, you can select a previously created parameter file or create a new parameter file for the summary.
From User Options, you can select a default parameter file for the campaign Goal Summary. If you specify a
default parameter file, when you select the Goal Summary for a campaign, the program automatically calculates
the results using the default parameter file.

Accessing Campaign Summaries

From the shell View menu, you can select a Campaign Summary. Once you select this summary, the Open screen
appears. You can select the campaign to view summary information for by choosing a record from the Open
screen. From the View menu of a campaign record, you can select a Campaign Summary or a Goal Summary for
the campaign.



CAMPAIGN SUMMARIES 89

» Accessing the Campaign Summary from the shell View menu

You can view a list of summaries from the shell View menu and select the summary you want to create. For
campaigns, you can select the Campaign Summary.

1. From the shell menu bar, select View, Summaries.

i The Raiser's Edge .
Ele Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

B Home
e
' =
Gift;
e Constituents
Actions
Campaigns _ ~
Funds w» Mew Individual IEF Open a Constituent
Appeals C
T D ey Qrganization
Jobs
i Recently Accessed Records Quick Find

&

‘Welcome to The Raiser's Edge 7

RN

2. From the list of available summaries, select “Campaign Summary”. The Open screen appears.
i, Open

Find: I Campaigr j Search uzing queny: |<Default> Mlgé

Sl Open

Cancel

1 Add New

Optiong

Find Campaigns that meet these criteria; 4 Eind Now
Campaign D: || ﬂ Category: I = I New Search

Campaign desc: I j

I~ Display inactive campaigns

I~ Display campaigns with a date range containing: IW [ Exactmatch anly Expand Besults

Sinl

3. From the Open screen, select the campaign to include in the summary. For more information about using
the Open screen, see the Program Basics Guide.

4. Click Open. The processing screen appears.

Calculating Summary E3

Calculating Summary. Please 'Wait
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5. The Campaign Summary screen appears with the summary results.

E Summary for SCHOLAR, Scholarship Campaign [_ (] x]
File Edit “iew Summary Help
o | @ QD] 2+ |
View: IFirsta’Latesta’GreatBSl vl ™ Exclude largest gift [~ Exclude smallest gift
I Date | Amount I Tvpe | Constituent |
- — First 05/13/1996 $2,000.00 StockfProperty Hernandez, Robert
— — Latest 0617 /2002 $150.00 Cash Garrett, Jill
— — Greatest 01/31/2000 $15,000.00 Cash Sinclair, Anne
— — Average: $2.1583.26 Total gifts: 23 Mode: $50.00
— S Mediar: $350.00 Total donars: 13
=W 50 gien 49,525.00 Over [under} 49,525 00
. - otal given: $49,525, wer [under): $49,525.
Overall goal: $0.00 Percent of goal: 0.003%
— =]
— — Breakdown: I S alicitor j Customize. .. |
- B Siolicikar I Received | PIedged' Paid I Wtk .. | Balance | Tokal Camnitted |N0. Gi... |ﬂ
Al <all= $49,175.00 $350,00 40,00  $0.00 $350.00 449,175,00 23
Crenshaw, Ellen | $4,700.00 $350.00  4$0.00  $0.00 $350.00 $4,700.00 5
Miler, Cynthia  $10,525.00 40,00 40,00 $0.00 $0,00 $10,525.00 _SILI
4 I 3

6. From the summary toolbar, click Close.

» Accessing a summary from the View menu of a campaign record

You can select a Campaign Summary or a Goal Summary for campaigns from the View menu of a campaign
record. The Goal Summary for campaigns is available only from the View menu of a campaign record.

1. From the Raiser’s Edge bar, select Records. The Records page appears.
2. Click the Campaigns link. The Campaigns page appears.

@4 The Raiser’s Edge

File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

|Fq|1-' Home
iﬁ Fiecards Constituents . ;I
aie Campaigns
; Actions
D -
w Mew Campaign 'E Open a Campaign
Lppeals
Memberships
Jobs
Eveile Recently Accessed Records Quick Find

&

‘Welcome to The Raiser's Edge 7

RS
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3. Open the Capital Campaign record. For information about opening a campaign record, see the
Campaigns, Funds, & Appeals Data Entry Guide.

™ Capital Campaign [ [

File  Edit “iew Campaign Fawortes Tool: Help
E]Saveandclose'u)(|§|§|“ 1 b N|‘"|||?"|§Y ‘

v General I§olicitors| v Fundsl v Agpealsl v .-’-‘«ltribgtesl Events'

Campaign 10 |mPITAL

D escription; ICapitaI Campaign [~ Campaign iz inactive

Start date: ID‘I A01/1994 ml Campaigh category: I j
End date: ID‘I A0 42004 ml Overall goal: |$'| [000,000.000.00 EI

Motes: | The Capital Campaign was launched on January 1, 1994 with a day of fund-raizing forums and galaﬂ
festivities. The campaign will raise $1 billion over the nest ten pears. John Smith is our dedicated
Campaign M anager.

[-|

4. From the View menu, select Summaries. The summaries available for the campaign appear.

™ Capital Campaign M= E |

File Edit Campaion Favortes Tools Help

[savea  Gifts I|§|—&|N 4« b N|—"|| ? - - ‘
Summariez  # LCampaign Summary
v Gener: els
Goal Summary
Campaigi _'__I’ Zua
D escription: |Ea|:uita| Carmpaigh [T Campaign is inactive

Start date: ID'I 0171934 ml Campaign categony: I j
End date: ID‘I 20142004 ml Overall goal: I$1,DDD-DDD-DDD-DD EI wSolicitaon(s) |

Motes: | The Capital Campaign was launched on January 1. 1934 with a day of fund-raising forums and gala;l
festivities. The campaign will raize $1 bilion over the nest ten pears. John Smith iz our dedicated
Campaign Manager.

|

| | De/02/2000

5. Select the Campaign Summary or the Goal Summary.
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Campaign Summary

You can create a Campaign Summary to quickly view gift information for a specific campaign as well as the
campaign’s progress. The summary includes views of the first gift given, the most recent gift, and the largest gift
given by a constituent; the number of top donors; and the percentage of top donors. For more accurate summary
results, you can mark the Exclude largest gift and Exclude smallest gift checkboxes in the Giving Statistics frame.
If you mark both checkboxes, the summary giving statistics are more accurate because an extremely large or
small contribution does not distort the results. For example, Katherine Sinclair regularly contributes $100 to your
organization, but she contributed $5,000 to your Capital Campaign. If you include the $5,000 contribution in the
summary calculations, the Average Gift, Median, and Mode displays show amounts larger than Katherine usually
contributes.

Note: The Mode display contains the gift amount that appears most often. If the amount of “O” appears most
frequently, the Mode display is “O”. If more than one mode appears in the summary results, the Mode display
reads “Multiple Modes”. If no mode appears because no gifts were contributed or no two gift amounts are the
same, the Mode display reads “No Mode”.

The Campaign Summary provides information on the progress of your organization’s campaigns. By creating a
Campaign Summary, you can view the progress of a campaign towards the overall campaign goal. You can select
from three views of the information in the summary’s view grid: First/Latest/Greatest, Top Donors by Count, and
Top Donors by Percent. You can select First/Latest/Greatest to view the first gift given to the campaign, the most
recent gift, and the largest gift contributed. You can select Top Donors By Count to view a specific number of the
largest donors to the campaign, or you can select Top Donors by Percent to view this donor information by
percentage.

To determine how many donors to include, select a number from the Top field. If you choose Top Donors by
Count and select the number 5 in the Top field, the grid displays the top five donors in order of largest amount
contributed. If you choose Top Donors By Percent and select the number 5 in the Top field, you can view the top
five percent of contributors to the campaign. From the Goal panel, you can view statistics for the campaign,
including the total given, the overall goal, and the difference between these amounts.

Summary Filters Screen

Once you create a Campaign Summary, you can apply filters to the summary results from the Summary Filters
screen. The selections you make on the Summary Filters screen tabs determine the summary output, and the
selections are saved until you make changes to the criteria. The Summary Filters screen for a Campaign Summary
contains four tabs: General, Filters, Gift Types, and Format. To access the Summary Filters screen, click Filters on
the Campaign Summary toolbar.
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General Tab

From the General tab, you can determine the date or date range of the gifts to include in the Campaign Summary,
how to distribute soft credits and matching gifts, which constituent records to include, and whether the year to
report on is a calendar or fiscal year.
Summary Filters I
1: General |g: Filtersl & Gift T_I,Ipesl EN Formatl

 Include Gifts with these Dates
Date bo uze: IGift date j

Date: IIncIude all dates j

Include these Constituents
™ Inactive constituents

" Soft credit recipients IUSB distribution on gift j ¥ Deceased constitusnts

 Both IUse distribution on gift j [T Constituents with no valid addresses

— Credit b atching Gifts To

& Donar " MG Company ¢ Both Year to use:IEalendal ear "I

[# Create output quemn

< Elank | Medt » | Cancel | Finizh |

Warning: If you select Both in the Soft Credit Gifts to frame, the gift appears twice in the summary and total
gift amounts may not be accurate.

Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift Date or Post Date. If you
select Gift Date, you can view gifts given during the date range you select in the Date field. If you select Post
Date, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To frame. You can select how soft credits appear in summary results. The selections you
make do not affect the gift record. Your selections only affect how gift amounts display in a summary. You can
credit the donor, the soft credit recipients, or both.

If you select Donor, the donor receives full credit for the gift and the soft credit recipients receive no credit for
the gift. Soft credit recipients entered on the Soft Credit tab of the gift record do not receive credit in the
summary results.

When you mark Soft credit recipients, you can select how to divide the gift amount among the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. If you select Use
distribution on gift, the soft credit recipients are credited with the amount specified on the Soft Credit tab of
the gift record. When you select Full amount to all, each soft credit recipient receives credit for the full
amount of the gift. If you select Split evenly, the full amount of the gift is divided evenly between the soft
credit recipients. If you mark Soft credit recipients, the donor does not receive credit for the gift unless he is
also a soft credit recipient.

When you mark Both, you need to select how to divide the gift amount among the donor and the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. When you select Use
distribution on gift, the donor receives full credit for the gift and the soft credit recipients are credited with
the amount specified on the Soft Credit tab of the gift record. If you select Full amount to all, the donor and
each soft credit recipient receive full credit for the gift. When you select Split evenly, the amount of the gift is
divided evenly among the donor and the soft credit recipients. If the donor is also a soft credit recipient, the
donor is credited for the gift only once.
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Credit Matching Gifts To frame. When a constituent donates a gift, a matching gift company may also donate
a matching gift. When creating acknowledgement letters, you need to specify in the Credit Matching Gifts To
frame whether to credit the donor, the matching gift company, or both.

When you select Donor, the donor, or employee of the matching gift company, receives credit for the
matching gift. If you select MG Company, the matching gift company receives credit for the matching gift.
When you select Both, both the donor and the matching gift company receive full credit for the matching gift.

Include these Constituents frame. Unless you specify otherwise, the program automatically excludes
constituents marked as inactive or deceased, and constituents who do not have a valid address in your
database. Mark the following checkboxes to include these constituents in your summary: Inactive
constituents, Deceased constituents, and Constituents with no valid address.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average Gift, Total Gifts, Total Years,
Consecutive Years, Median, and Mode may change according to the year selected for the Year to use. For
example, if you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding
January through June are not included in the calculations.

Filters Tab

From the Filters tab, you can determine the records to include in the Campaign Summary. For example, you may
want to include only certain funds. You can determine which funds to include by applying a filter. The records you
select must also meet the criteria selected on the other Filters screen tabs. You can include all records or selected
records for each selection in the Filters tab grid. The grid contains three columns: Filters, Include, and Selected
Filters. Selections listed in the Filters column change according to the summary you select.

Summary Filters E3 I

1: General 2 Gift Typesl 4 Formatl

?v By using the gnd below, thiz report may be filkered on the items shown in the Selected Filters column,

Filkers Include I Selected Filkers
Funds all <all Funds =
Appeals all <Al Appeals =
Conskituent Codes | All <Al Constituent Codes =

Gift Solicitors All <Al Gift Solicikors =

< Back Mest > | Cancel | Finish |

Warning: You cannot add to or change the selections in the Filters column.

Filters column. The Filters column lists selections for which you can narrow the results of a summary. The
filters available for a Campaign summary are Funds, Appeals, Constituent Codes, and Gift Solicitors.
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Include column. For each selection in the Filters column, you can determine the records in your database to
include. The records to include must also meet the criteria you selected on all summary tabs. If you select All
in the Include column, all records for the Filters column selection which meet the summary’s criteria appear
in the results. For example, you have a Filters column selection “Fund”. In the Include column, you determine
which fund records to include in the summary results. You select All Records. Gifts to all fund records that
meet the criteria specified on the summary tabs appear in the summary results. If you choose Selected in the

Include column, the Selected Filters column is enabled.

Note: If you select All Records, records may be eliminated by other criteria. For example, you may exclude
deceased constituents by leaving the Deceased constituents checkbox in the Include these Constituents frame

unmarked.

Selected Filters column. The Selected Filters column displays the records you select to include in the
summary. You must choose Selected in the Include column to enter information in the Selected Filters
column. Click the binoculars to open the selection screen. From this screen, you can use the arrow keys to
move your choices from the box of selections on the left to the Include these entries box on the right. The
summary results include the records you select in the Selected Filters column which meet all the summary’s

criteria.

Gift Types Tab

On the Gift Types tab you can select the gift types to include in the summary. For example, you may only want to
view information on cash gifts contributed to your organization. You can use the Gift Types tab to include only

cash gifts in the summary results.

Summary Filters

1 Generall 2 Filters 3 Gift Types |ﬂ: Formatl

Gift Types: Ihciude theze Gift Types:
{54l Cash - Cash

b 2] Pay-Cash Fledge

o [2] MG Pay-Cash ﬂ Stock/Property
I 4l Pledge ﬂ Stock/Property [Saold]
b8l Stock Gift in Kind

Pay-Stock/Property ﬂ Other

: G Pay-5tock/Property ﬂ MG Pledge

: Fay-Stock/Property [Saold] Recuring Gift

o [2] MG Pay-Stock/Property [Sold) lI Recuring Gift Pay-Cazh
S [ { WO P E P |

[¥ Exclude zero amount gifts

[~ Use zale date for zold stock Aproperty

[~ Use zale amount for sold stock/property

[T Subtract broker fes fomsald stackd Froperty
[w Use agift balance instead af qift amoumnt

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

Load &ll Defaults... |

< Back | Medt » | Cancel |

Finish |

Gift Types box. The Gift Types box contains all the gift types available in The Raiser’s Edge. You can use the
arrow buttons to move all types to include from the Gift Types box to the Include these Gift Types box. If you
click Load All Defaults, the default gift types move to the Include these Gift Types box.

Include these Gift Types box. The Include these Gift Types box contains the gift types that must be present
on a gift record for the gift to be included in the summary results. Highlight a gift type in the Gift Types box
and click the right arrow to move it to the Include these Gift Types box. If you do not move any gift type to the
Include these Gift Types box, the program does not include any gift information in the summary.

Note: If you select to include all gift types in the summary results, gifts written off do not appear in the View
grid results or the summary giving statistics display. Write-offs do appear in the Breakdown grid results.
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Load All Defaults button. You can click Load All Defaults to move all gift types in the Gift Types box to the
Include these Gift Types box and to mark the default checkboxes Exclude zero amount gifts and Use gift
balance instead of gift amount.

Exclude zero amount gifts checkbox. If you leave the Exclude zero amount gifts checkbox marked, the
summary does not include gifts with an amount of zero or an amount adjusted down to zero. For more
information about adjusting a gift, see the Gift Record chapter in the Gift Records Guide.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock or property was sold as the gift date. If the sale date does not fall
within the date range specified in the Include Gifts with these Dates frame on the General tab, the gift is not
included in the summary.

Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary and the Subtract broker fee
from sold stock/property checkbox is enabled.

Warning: If you include both pledge and pledge payment in the Gift Types box, the gifts are double-counted in
the summary results. Mark the Use gift balance instead of gift amount checkbox to view the actual gift
balance.

Subtract broker fee from sold stock/property checkbox. When you mark the Use sale amount for sold
stock/property checkbox, the Subtract broker fee from sold stock/property checkbox is enabled. If you mark
the Subtract broker fee from sold stock/property checkbox, the broker fees are subtracted from the sale
amount of the stock recorded in the sale of stock record. For example, the gift amount for a sold
stock/property gift is $1,000 and the broker fees for the sale are $100. Once you mark the Subtract broker fee
from sold stock/property checkbox, a gift amount of $900 appears in the summary. If you do not mark this
checkbox, a gift amount of $1,000 appears.

Use gift balance instead of gift amount checkbox. When you mark the Use gift balance instead of gift
amount checkbox, the remaining balance for a pledge gift appears in the summary instead of the total gift
amount. For example, a constituent, who made a pledge of $100 to your organization, has paid $30 toward
the pledge. If you mark the Use gift balance instead of gift amount checkbox, a gift amount of $70 appears in
the summary.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.

Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. For
pledges and recurring gifts, the gift amount can be based on the information entered on the Filters tab and
the Include Gifts with these Dates frame on the General tab. If you mark the Calculate gift balance based on
date range, campaign, fund, and appeal checkbox, any portion of the gift amount that is not included in the
dates selected in the Include Gifts with these Dates range or the filter criteria entered on the Filters tab is not
included in the exported gift amount. For example, you want to create a Gift Summary for Earl Hunter. Earl
donated a $100 pledge gift that was evenly split between the 2000 Annual Fund and the 2000 Membership
Fund. If you select 2000 Annual Fund in the Selected Filters column on the summary Filters tab, then mark
the Calculate gift balance based on date range, campaign, fund, and appeal checkbox, a gift amount of $50
appears in the summary grid. If you do not mark this checkbox, a gift amount of $100 is exported for this
pledge gift.
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Format Tab

You can use the Format tab to select amount display options for your Campaign Summary. The Sample Display
changes according to your selections in the Amount Display Options frame.

Summary Filters I

1 Generall 2 Filtersl 2 Gift Types 4 Format |

—Amount Dizplay Options
¥ Show curmency character
¥ Show 1000 separator

¥ Show decimal
F o ESEIEE Amount: ($5,555.56)
Tl 1A e Percent; (100.00%]

[ Show blanks instead of zero amaounts

Megative amount farmat; I['I 234.5E] 'I

| Sample Display

< Back | e | Cancel | Finizh |

Amount Display Options frame. Mark the boxes listed in the Amount Display Options frame to establish
how amounts appear in the summary. The sample display shows you how the amount appears.

Show currency character checkbox. Mark Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark Show 1000’s separator to print a character (based on Windows
settings) as the thousands separator.

Show decimals checkbox. Mark Show decimals if you do not want the program to round amount and
number fields to the closest whole number. If you leave this checkbox unmarked, amounts and numbers will

be rounded.

Show percent sign checkbox. Mark Show percent sign to print the percent sign (%) wherever a percent field
appears in the summary.

Show blanks instead of zero amounts checkbox. Mark Show blanks instead of zero amounts to leave a
blank in place of amount fields which are zero.

Negative amount format field. You can select to print negative amounts in parentheses or with a minus sign.

Customize Giving Breakdown Tabs

After you select the information to include from the Filters screen tabs, you can click Finish to generate a
summary. The summary results appear in a View grid and a Breakdown grid. You can customize the information
in the Breakdown grid by selecting different views of the information. Click Customize to open the Customize
Giving Breakdown screen. From this screen, you can select additional filters and format options for the results in
the Breakdown grid. The tabs and selections on the Customize Giving Breakdown screen change according to the
breakdown selected. In the Breakdown field on the Summary screen, you can select seven breakdown views:
Appeal, Calendar Year, Fiscal Year, Fund, Gift Type, or Solicitor.
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Appeal Breakdown

Tab

Description

General

Filters

Graph

You can determine the display format for appeals from the
Breakdown by Appeals frame. Mark the ID, Description, or
Category option to determine how appeals appear in the
summary results.

From the Filters tab, you can select the appeals to include in the
summary results. If you select All in the Include column,
information for all appeals that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific appeals to
appear in the summary results. Click the binoculars to access
the Select Appeals screen. Move the appeals to include in the
summary results to the Include these Appeals box.

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Calendar Year Breakdown

Tab

Description

General

You can determine the display format of the calendar year in
the Display field. For example, you can display only the year or
you can display the month and year. In the No. Years to report
field, you can determine the number of years to display in the
Breakdown grid. Each grid row shows information for one year.
The number of years you select always includes the current
year. Mark the Display years option Latest year to earliest year
or Earliest year to latest year to arrange the order of the
Breakdown grid results.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fiscal Year Breakdown

Tab

Description

General

You can determine the display format of your organization’s
fiscal year in the Display field. For example, you can display only
the year or you can display the month and year. In the No. Years
to report field, you can determine the number of years to
display in the Breakdown grid. Each grid row shows information
for one year. The number of years you select always includes the
current year. Mark the Display years option Latest year to
earliest year or Earliest year to latest year to arrange the order
of the Breakdown grid results.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fund Breakdown

Tab Description

General You can determine the display format for funds from the
Breakdown by Funds frame. Mark the ID, Description, or
Category option to determine how funds appear in the
summary results.

Filters From the Filters tab, you can select the funds to include in the

summary results. If you select All in the Include column,
information for all funds that meet the criteria selected on the
Summary Filters screen tabs appear in the summary results. If
you choose Selected in the Include column, the Selected Filters
column is enabled and you can select specific funds to appearin
the summary results. Click the binoculars to access the Select
Funds screen. Move the funds to include in the summary results
to the Include these Funds box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Gift Type Breakdown

Tab

Description

General

From the General tab, you can select the types of gifts to
include in the summary results. The Gift Types box contains all
gift types available in The Raiser’s Edge. You can use the arrow
keys to move gift types to include in the summary from the Gift
Types box to the Include these Gift Types box. If you click Load
All Defaults, the default gift types move to the Include these
Gift Types box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Solicitor Breakdown

Tab Description

General You can determine the display format for gift solicitor names
from the Breakdown by: Solicitor frame. From the Display field,
select Last name, First name; First name Last name; or
Constituent ID.

Filters From the Filters tab, you can select the gift solicitors to include

in the summary results. If you select All in the Include column,
information for all gift solicitors that meet the criteria selected
on the Summary Filters screen tabs appear in the summary
results. If you choose Selected in the Include column, the
Selected Filters column is enabled and you can select the gift
solicitors to appear in the summary results. Click the binoculars
to access the Select Gift Solicitors screen. Enter a solicitor in the
Gift Solicitors grid or click the binoculars to search for a specific
solicitor in your database.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

» Creating a Campaign Summary

You can create a campaign summary to view information on the progress of your organization’s campaigns.

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

Scenario: You are beginning to organize your upcoming Annual Campaign. You want to view
information on your current Annual Campaign so you can have a better idea of who donated the
largest amounts and what types of gifts are being given to the campaign. You can create a Campaign
Summary and select to view the Top Donors by Count and a campaign breakdown of Gift Type.
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2. Click the Campaigns link. The Campaigns page appears.
B

i The Raiser’s Edge
Elle Edit “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

o

Constituents

T Campaigns

Actions

e -
w Mew Campaign IEF Cpen a Campaign
Appeals
Memberships
Jobs

Ewaiie Recently Accessed Records Quick Find

&

CN

‘Welcome to The Raiser's Edge 7

3. Enter “Annual” in the Quick Find field. For information about opening a campaign record, see the
Campaigns, Funds, & Appeals Data Entry Guide.

4. Click the binoculars. The Annual Campaign record appears.
™ Annual Campaign M= E3

File  Edit “iew Campaigh Favortes Tools Help
E]Saveandclose'lu X|§|§|N 1 & “|‘"|||?'|§v ‘

v General I§olicitors| v Fundsl v Agpealsl v .-’-‘«ltrihgtesl Events'

Campaign 10 [ANHLIAL

D escription: I.&nnual Campaign [ Campaign iz inactive

Start date: ID‘I A01/1990 ml Campaian categorny: IAnnuaI j
End date: Im 20172004 ml Overall goal: |$1 0.000,000.00 El

Motes: | The Annual Campaigh is the pragram through which alurmni and friends of the arganization ﬂ
contibute bo continued excellence and new opportunities each year, Annual giftz can be

unrestricted or designated for a specific department or program to enhance our miszion of keaching,
regearch, and public service,

| Press F7 to zoom |

Note: The summary results that appear are based on the information selected when the summary was last
run.
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5. From the View menu, select Summaries, Campaign Summary. The Campaign Summary screen appears.

P Summary for ANNUAL, Annual Campaign M= E3
File Edit “iew Summary Help
Elose|§|9| ? - |
ViEWZIFirst;"Latesta’Greatest 'l [~ Exclude largest it [~ Exclude smallest gift
| Date | Amounk I Type I Constituent |
— — | |First 01/10/1938 41,500.00 Cash Beckner, Geoffrey
= — Latest 07/12f2002 $150.00 Cash Hart, Samantha
—_— — Greatest 11/24/1999 $11,000.00 Cash McDonald, Susan
— — Average: $813.47 Tatal gifts: 106 I ode: $126.00
— == Median: $200.00 Total donors: 67
=] =
Goat ol given: 86,227.50 Over (under); 9,513 772,50
— L otal given: $86.227. wer [under]: [$9.913.772.50)
Overall goal: $10,000,000.00 Percent of goal: 0.86
=] =
— — Breakdown: ICaIendar Year j Custamize. .. I
- B Calendar Year I Received | Pledged | Paid | WL | Balance | Total Cammikked Iﬂ
" zall= $75,592,50 $0.00 $10,635.00 $0.00 ($10,635.... $86,227.50
After Dec 31, 2002 40,00 40,00 40,00 40,00 40,00 40,00
Jan 1, 2000 - Dec...  $34,125.00 $0.00 $6,450.00 $0.00 ($6,450,00) $40J5?5T|;|
4 I I 3

6. From the Campaign Summary toolbar, click Filters. The Summary Filters screen appears.

Summary Filters for Annual Campaign

1: General |2: Filtersl 2 Gift Types | 4 Formatl

Include Gifts with theze D ate:

Drate to use: IGift date j
Drate: I Include all dates j

r— Soft Credit Gifts To Include these Constituents

% Donor ™ Inactive constituents

" Soft credit recipients IUSB distribution on gift j [T Deceased constituents

" Bath ILIse distribution ar gift j ™ Constituents with no valid addresses
— Credit Matching Giftz To

' Dionor ™ MG Company  Both “ear ho use: ICaIendarYear 'I

< Back | MNest > | Cancel | Finizh |

7. From the General tab, select “Gift Date” in the Date to Use field of the Include Gifts with these Dates
frame.

In the Date field, select “Include all dates”.
In the Soft Credit Gifts To frame, mark Donor.

10. In the Credit Matching Gifts To frame, mark Donor.
11. In the Include these Constituents frame, mark the Constituents with no valid addresses checkboxes.
12. In the Year to Use field, select “Calendar Year”.
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13. Click Next. The Filters tab appears.

Summary Filters for Annual Campaign

1: General 2 Filters |§: Gift Types | 4 Formatl

%V By uzing the grid below, thiz report may be filkerad on the items shown in the Selected Filkers colurmn.

Filkers | Include I Selected Filbers
Funds all <All Funds=
Appeals Al <Al Appeals =
Constituent Codes Al <&l Conskituent Codes=
Gift Solicikors all <Al Gift Solicitars=
< Back | Mext » | Cancel | Finizh |

14. In the Include column, select “All” for each entry in the Filters column.

15. Click Next. The Gift Types tab appears.

Summary Filters for Annual Campaign

1: General | 2 Filkers  2: Gift Tupes |ﬂ_1: Formatl

Include these Gift Types:

Gift Types:
I_=j40 Cash - Cash
I~ 540 Pledge Pay-Cash

I_140 Stock

i [ Stock/Property
Stock/Property (Sold)
Pay-5tock/Property
MG Pay-Stock/Property

[ TV = R S
v Exclude zero amount gifts

I | Uee sale date o salt stoskyraperty

I | W sale anmmnimt b sald sty et

™ | Guttract Erofeer fee frony sald stach/ Frapert
I | ke qitt Balarce inste ad af ait armEmnt:

A~ [¥lv

MG Pap-Cash
Riecuring Gift Pap-Cash

[T Calculate qift balance Based an daterange, campaign, furd, and appeal

Load &l Defaults... |

< Back | Mext » | Cancel |

Finizh |

16. Click Load All Defaults. The following confirmation message appears.

The Raiser's Edge

B

@ Are pou zure pou want to Load Default Gift Type Parameters?

17. Click Yes. All default gift types appear in the Include these Gift Types box.
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18. Click Next. The Format tab appears.

Summary Filters for Annual Campaign

1: General | 2 Filtersl 2 Gift Types & Format |

—&mount Display Option

¥ Show curency character
¥ Show 1000': separator

‘ Sample Display

V¥ Show decimals
I Show percent sign
I Shaw blanks instead of zern amaounts

Megative amount format: I['I 234 5E) 'l

Amount: [$9.555.56]
Percent: [100.00%)

< Back | s> | Cancel |

Finizh |

19. In the Amount Display Options frame, mark all checkboxes.
20. Inthe Negative amount format field, select “-1234.56".
21. Click Finish. The Campaign Summary screen appears.

E Summary for ANNUAL . Annual Campaign [ []
File Edit %iew Summary Help
o |B|@ B2 |
View: IFirsta’Latesta’GreatBSl vl ™ Exclude largest gift [~ Exclude smallest gift
I Date | Amount I Type | Constituent |
- | |First 01/10/1998 £1,500.00 Cash Eeckner, Geoffrey
— — Latest 07/12fz002 $150.00 Cash Hart, Samantha
— = Greatest 11f24/1999 $11,000.00 Cash McDonald, Susan
— — Average: $813.47 Total gifts: 106 Mode: $125.00
— - Mediar: $200.00 Total donars: &7
b B e 86,227 50 Over (under} 9.913.772.50
. - otal given: $8E,227. wver [under: [$9.913.772.50)
Overall goal: $10,000,000.00 Percent of goal: 0.86
— =
— — Breakdown: I Calendar 'ear j Customize. .. |
- B Calendar Year | Received | Pledged | Paid | WL | Balance I Total Cammitted |ﬂ
! <all= $75,592,50 40,00 $10,635.00 $0.00 ($10,635.... $86,227.50
After Dec 31, 2002 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Jan 1, 2000 - Dec,.. | $34,125.00 $0,00 46,450,000 $0.00 ($6,450.00) 440, S?SITILI
4 I I 3

Warning: Do not mark the Exclude largest gift checkbox if you want to view the top donors by count or
percent. When you mark this checkbox, the program excludes the largest contribution from the View grid

results.

22. From the View field, select “Top Donors by Count”. The program recalculates the results.

23. From the Top field, select the number “5”. The program recalculates the results. The results include the
top five donors to the Annual Campaign in order of the total amounts contributed.
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24. From the Breakdown field, select “Gift Type”. The program recalculates the results.

E Summary for ANNUAL . Annual Campaign [ []
File Edit %iew Summary Help
e | ]9 2- |
View: ITDD Donors By Court j Top: |5 j ™ Exclude largest gift [~ Exclude smallest gift
Rarnk I Constituent | Mo, Gifts | Total Amount H
- — 1 Mr. Travis Dvlan Inman 1 £200,000.00
— — z Robert Carlos Hernandez, M.D. i) $22,012.50
— = 3 Irs, Susan Elizabeth McDonald 2 $11,DSD.DDL|
— — Average: $2.548.02 Total gifts: 125 Mode: $125.00
— - Mediar: $250.00 Total donars: 71
b B e 318 502,50 Over (under} 5)581.497.50
. - otal given: $318.502. wver [under: [$9.681.497.50)
Overall goal: $10,000,000.00 Percent of goal: 319%
— =
— — Breakdown: I Gift Type j Customize. .. |
- B Gift Type | Received | Pledged | Paid IWrit...I Balance | Tokal Camnitted | Mo, GiFtsl -
! <all= $295,267.50 $23,235.00 $10,5635,00 $12,600,00  $305,902,50 125
Cash $75,967.50 £75,067.50 96
Giftinkind  $4,200,00 $4,200,00 &
M Pledge $10,930,00 $10,5930,00 5 -

Campaign Goal Summary

The Goal Summary provides a view of the overall campaign goal, the fund goals associated with the campaign,
and the appeal goals for each of these funds. You can easily see the total amount raised for each goal. The
difference between the goal and the amount received is presented as a dollar amount and as a percentage. You
can also view the number of constituents who were solicited for a campaign and the number who actually
contributed. The cost of the campaign divided by the amount raised indicates the overall effectiveness of your
campaign. This summary appears in report format.

Parameter File Screen

The Goal Summary results include information determined by your selections from a parameter file. The
parameter file screen contains the following tabs: General, Filters, Gift Types, Attributes, Graph and Format.
Because the Goal Summary results display as a report, you can customize the appearance of the summary. For
example, you can enter a heading, apply a color scheme to the heading, and determine the summary information
to print. You can save the parameter file and enter a name and a description of the file contents. When you
create a Goal Summary, you can select a previously created parameter file for the summary or create a new
parameter file. If you have the proper security rights, you can select a default parameter file for your campaign
Goal Summary.
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General Tab

From the General tab, you can determine which records to include, the date or date range of the gifts to include
in a summary, how to distribute soft credits and matching gifts, which constituent records to include, and
whether the year to report on is a calendar or fiscal year.

Mew Campaign Goal Summary I
File Edit Fawortes Help

IR |

1: General Iz: Filtelsl 3 Gift Typesl 4 adtributes | 5 Format

Include. .. | Campaign

 Include Gifts with these Dates

Date bo uze: IGift date j
Date: IIncIude all dates j
— Soft Credit Gifts To Include these Constituents
& Donar ™ Inactive constituents

' Soft credit recipients IUSB distribution on gift j [ Deceased constitusnts

 Both IUse distribution on gift j [T Constituents with no valid addresses

— Credit tatching Gifts To —
& Donor MG Company " Both

[~ Create output quemns

< Blank | Nest » Cancel Frint Preview Layout

Note: To use Selected Records, you must create a query of records first. For information about creating and
saving a query, see the Query & Export Guide.

Include display. The Include display automatically shows the campaign you have open. If you want to base the
summary on different records, click Include to select All Records, Selected Records, or One Record for your
summary. If you select All Records, the summary includes each record in your database that meets all
summary criteria. For the program to consider records already saved as a query, click Selected Records. From
the search screen, you can select the query to use. To base the summary on only one record, select One
Record. You can search for and select the record to use.

Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift Date or Post Date. If you
select “Gift Date”, you can view gifts given during the date range you select in the Date field. If you select
“Post Date”, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To. You can select how soft credits appear in the summary results. To credit the donor for the
entire amount of the gift, select Donor. To credit the entire amount to constituents who received a soft credit
for the gift, select Soft credit recipients. To credit both the donor and the soft credit recipients, select Both. If
you mark Soft credit recipients or Both, you can select Use distribution on gift, Full amount to all, or Split
evenly to determine how the soft credit is distributed.

Credit Matching Gifts To. You can select how to credit matching gifts in the summary. To credit the donor for
the entire amount of the matching gift, select Donor. To credit the company which donated the matching gift
for the entire amount, select MG Company. To credit both the donor and the company with the matching gift,
select Both.
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Create output query checkbox. Mark the Create output query checkbox to generate an output query of the
records included in the summary. You can use the output query for other tasks, such as creating reports or
mailings.

Include these Constituents frame. Unless you specify otherwise, the program automatically excludes
constituents marked as inactive or deceased, and constituents who do not have a valid address in your
database. Mark the following checkboxes to include these constituents in your summary: Inactive
constituents, Deceased constituents, and Constituents with no valid address.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average Gift, Total Gifts, Total Years,
Consecutive Years, Median, and Mode may change according to the year selected for the Year to use. For
example, if you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding
January through June are not included in the calculations.

Filters Tab

From the Filters tab, you can determine which records to include in a summary. For example, you may want to
include only certain funds in the Goal Summary. You can determine the funds to include by applying a filter. The
records you select must also meet the criteria selected on the other Filters screen tabs. You can include all
records or selected records for each selection in the Filters tab grid. The Filters tab grid contains three columns:
Filters, Include, and Selected Filters. Selections listed in the Filters column may change, depending on the
summary you select.

Mew Campaign Goal Summary I
File Edit Fawortes Help

IR |

| 3 Gift Typesl ES .-’-\ttributesl 5 Farmat

?v By using the gnd below, thiz report may be filkered on the items shown in the Selected Filters column,

Filkers I Include I Selected Filkers
Campaigns all <all Campaigns =
Funds all <all Funds =
Appeals all <Al Appeals =
Constituent Codes | all <Al Constituent Codes
Gift Solicitors all <all Gift Solicibors=
< Back Medt » Cancel Frint Preview Layout

Warning: You cannot add to or change the selections in the Filters column.

Filters column. The Filters column lists selections for which you can narrow the results of a summary. The
filters available for a campaign Goal Summary are Campaigns, Funds, Appeals, Constituent Codes, and Gift
Solicitors.
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Note: If you select All Records, records may be eliminated by other criteria. For example, you may exclude
deceased constituents by leaving the Deceased constituents checkbox in the Include these Constituents frame
unmarked.

Include column. For each selection in the Filters column, you can determine the records in your database to

include. The records to include must also meet the criteria you selected on all summary tabs. If you select All
in the Include column, all records for the Filters column selection which meet the summary’s criteria appear
in the results. For example, you have a Filters column selection “Fund”. In the Include column, you determine
which fund records to include in the summary results. You select All Records. Gifts to all fund records that
meet the criteria specified on the summary tabs appear in the summary results. If you choose Selected in the
Include column, the Selected Filters column is enabled.

Selected Filters column. The Selected Filters column displays the records you select to include in the

summary. If you select All in the Include column, all records for the Filters column selection which meet the
summary’s criteria appear in the results. If you choose Selected in the Include column, binoculars appear in
the Selected Filters column. Click the binoculars to open the Selected screen. From the Selected screen, you
can use the arrow keys to move your choices from the box of selections on the left to the Include these
entries box on the right. The summary results include the records you select in the Selected Filters column

which meet all summary criteria.

Gift Types Tab

From the Gift Types tab you can select the gift types to include in the summary. You can use the arrow buttons to

move all the types to include from the Gift Types box to the Include these Gift Types box. If you click Load All
Defaults, the default gift types move to the Include these Gift Types box.

Mew Campaign Goal Summary I

File  Edit Favortez Help
=Rl |

| 4 Attnbutes | & Formatl

1 Generall 2 Filters

Gift Types: Inciude these Gift Types:

514l Cash Cash -
540 Pledge Pay-Cash

b8l Stock 2] MG Pay-Cash

I 81 Giftz In Kind Fledge

b4l Other Stack/Property

Stock/Froperty [Saold]
Fay-Stock Property
MG Pay-Stock/Property

Fay-Stock Property [5old) LI
O T PR o WP (R o PP WO o SO0 P

¥ Exclude zero amount gifts

[~ Usze zale date for sold stock/property wl
[~ Use zale amount for zold stockAproperty

[T Subtrach broker fes fomsald stankd Froperhy

v Usze gift balance instead of gift amaunt
[~ Calculate gift balance based on date range, campaign, fund, and appeal

Al [vlv

< Back | Nest » | Cancel | Frint | Preview | Layout |

Exclude zero amount gifts checkbox. If you leave the Exclude zero amount gifts checkbox marked, the
summary does not include gifts with an amount of zero or an amount adjusted down to zero.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock was sold as the gift date.
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Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary. Also, the Subtract broker fee
from sold stock/property checkbox is enabled.

Subtract broker fee from sold stock/property checkbox. If you mark the Subtract broker fee from sold
stock/property checkbox, the broker fee is subtracted from the sale amount of the stock recorded in the sale
of stock record. The checkbox defaults to unmarked unless you mark the Use sale amount for sold
stock/property checkbox.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.

Use gift balance instead of gift amount checkbox. The Use gift balance instead of gift amount checkbox
defaults to marked. If you select Recurring Gift in Gift Types, you see the balance remaining (unpaid or
partially paid) on a scheduled recurring gift payment. If you select Master on the General tab, you see the
balance remaining on a pledge. If you select Installment on the General tab, you see the balance remaining on
a pledge installment.

Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. If you
mark the Calculate gift balance based on selected date range, campaign, fund and appeal checkbox, the
report bases the balance of the pledge on the date criteria selected on the General tab and criteria selected
on the Filters tab.

Attributes Tab

From the Attributes tab, you can further limit the records to include in a summary by including or excluding
records with certain attributes. Attributes are bits of useful information attached to records. For example, you
may have the attribute category Interests with entries for Golf, Tennis, and Boating. From the Attributes tab, you
can include constituents who play tennis in your summary. The Attributes tab is divided into two grids: Include
Records with these Attributes and Exclude Records with these Attributes.

Mew Campaign Goal Summary I
File Edit Fawortes Help

IR |

1 Generall 2 Filtelsl 3 Gift Types {4

| 5 Farmat

— I Include Records with these Attributes

Record Type I Caktegory I Description Short Desc

[~ Exclude Records with these Attributes

Record Type Cakegory Diescription Short Desc

< Back Medt » Cancel Frint Preview Layout
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Include Records with these Attributes checkbox. Mark this checkbox to enable the Include Records with
these Attributes grid. The records with the attributes you select that meet all summary criteria appear in the
summary results.

Include Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record
Type column. By selecting to include records with specific attributes, you can limit the records included in the
summary.

Record Type column. Click in the Record Type column to enter or select a specific record type. For a
campaign Goal Summary, you can select constituent, campaign, or gift records. Once you select a type of
record, you can choose an attribute associated with the record.

Note: You can select as many record types and categories as you want in the attributes selection grid.

Category column. Click in the Category column to enter or select an attribute category for a specific record
type. The categories available correspond to the record type you select in the Record Type column. The
category you select determines the entries available in the Description column. For example, you select to
include gift records with a certain attribute. From the Category column, you can select the attribute category
to include, such as “Deposit Date”. Gift records with the deposit date you specify in the Description column,
that meet all summary criteria, appear in the summary results.

Description column. Click in the Description column to enter or select an attribute category description. An
attribute category is a broader heading under which you group more specific information. For example, you
may have a constituent attribute category of Special Mailing Types. In this category, you may have the
descriptions Do Not Mail and One Solicitation Per Year.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.

Exclude Records with these Attributes checkbox. Mark this checkbox to enable the Exclude Records
with these Attributes grid. Records with the attributes you select from the grid do not appear in the summary
results.

Exclude Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record
Type column. By selecting to exclude records with specific attributes, you can limit the records included in a
summary.

Note: You can select as many record types and categories as you want in the attributes selection grid.

Record Type column. Click in the Record Type column to enter or select a specific record type. For a
campaign Goal Summary, you can select constituent, campaign, or gift records. Once you select a type of
record, you can choose an attribute associated with the record.

Category column. Click in the Category column to enter or select an attribute category for a specific record
type. The categories available correspond to the record type you select in the Record Type column. The
category you select determines the entries available in the Description column. For example, you select to
exclude constituent records with a certain attribute. From the Category column, you can select the attribute
category to exclude, such as “Committees”. Constituents who are members of the committee you select in
the Description column are excluded from the summary results.

Description column. Click in the Description column to enter or select a category description. An attribute
category is a broader heading under which you group more specific information. For example, you may have a
gift attribute category of Donor Designation to indicate the donor wants your organization to use the gift to
purchase specific items. In this category, you may have the descriptions Hospital Bed, Computers, and
Clothing.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.
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Graph Tab

From the Graph tab, you can select a graph view of the summary results. You can select a graph type and the
summary information to graph. You can also select additional information to display with the graph, such as a
legend, values, or a grid line. You can determine if the graph appears with the summary text, or you can select to
view only the graph in the results.

Mew Goal Summary I
File  Edit Favortez Help

HReo

1 Generall 2 Filtersl 2 Gift Types | 4 abtnbutez 52 Graph |§: Fnrmatl

2 . |

[E1 Graph Type Select output: (% Fepart only ' Graph only " Report and graph
& Data source .

= Delail. Available graph types:  Graph type options:

[ Location il 100

° IR

-1}

NI | -

20

< Back | Nest » | Cancel | Frint | Preview | Layout |

Graph Type. You can select Graph Type to choose a bar, pie, line, or area graph of the information. From Select
output, mark Report only, Graph only, or Report and graph, to determine if the graph appears in the summary
results. From the Available graph types box, select the graph you want to use. Click the selections in the Graph
Type Options to determine the appearance of the graph type you selected. The sample display to the right of
Graph Type Options shows how your graph will appear in the summary.

Data source. Select Data Source to select the information to include in the graph. The selections available are
determined by the summary type. From Select output, mark Report only, Graph only, or Report and graph, to
determine if the graph appears in the summary results. In the Rows to graph field, select the summary rows to
include in the graph. In the Columns to Include box, mark the columns you want to include in the graph. The
sample display to the right of the Columns to Include box changes to include information for each column you
mark.

Detail. To name your graph and further define its appearance, select Detail. From Select output, mark Report
only, Graph only, or Report and graph, to determine if the graph appears in the summary results. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and Y-axis title to easily identify specific
information in the graph. You can mark the Show legend checkbox to include a list of column names and their
corresponding colors in the graph with the summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark Show gridlines to display the x axis and the y
axis of the graph.

Location. Select Location to determine where a graph appears in the summary. From Select output, mark
Report only, Graph only, or Report and graph, to determine if the graph appears in the summary results.
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Format Tab

From the Format tab, you can further define the appearance of the summary results. You can create headings,
page footers, and report footers. You can select to print the criteria used to create the summary, and you can
determine the format of names and currency amounts included in the results. The following format types appear
in a box on the left of the screen: Headings, Criteria, Page Footer, Report Footer, Miscellaneous, and Color
scheme. When you select a format type, the right side of the screen changes accordingly. For example, if you
select Criteria, the selections on the Format tab change to include the parameters available for Criteria.

Mew Campaign Goal Summary I

File  Edit Favortez Help

S w2 |

1 Generall 2 Filtersl & Gift T_I,lpesl A Abtributes

Headings — Heading Format
Critetia TitIE'l

Page Foater :

Repart Foater SUbtiHE:I

Miscellaneous

Color schame Aligr: ICenter j

[ Print Organization name in header

— ¥ PFrint Page Number in Heading ¥ Prirt Report Date in Heading ——
Farmat: IF'age 1 j Format: IShu:urt Date j
Aligre [Ftight ] Aligr [ Left [

™ Print report heading on each page

< Back | e | Cancel | Frint | Preview | Lawout |

Headings. From the Heading Format frame, you can enter and select the alignment for a title and a subtitle for

the summary. Mark the Print Page Number in Heading checkbox to enable the Format and Align fields in the
Print Page Number in Heading frame. In this frame, you can select the numbering format and alignment of
page numbers. Mark the Print Report Date in Heading checkbox to enable the Format and Align fields in the
Print Report Date in Heading frame. You can select the date format and alignment of the heading report date
in this frame. Mark the Print Organization Name in Header checkbox for your organization’s name to appear
in the header. Mark the Print report heading on each page checkbox for the heading to appear on each page
of the summary. If you leave the checkbox unmarked, the heading prints only on the first page.

Criteria. You can easily keep track of the criteria you selected from the parameter file tabs by printing this

information with the summary results. Mark the Print Report Criteria checkbox to enable the Print Report
Criteria frame. From the Criteria to print box, mark the selections you want to print. All checkboxes are
marked by default. To exclude criteria, unmark each checkbox you do not want to include. The summary type
determines the criteria selections available in the Criteria to print box. From the Include on field, select A
separate page to include the criteria list separately or First page of report to include the list with the
summary results.

Page Footer. From the Page Footer Text frame, enter text in the Text box, up to 80 characters, to print at the

foot of each page of the summary. From the Align field, select a page alignment for the footer. Mark the Print
Page Number in Footer checkbox to enable the Format and Align fields in the Print Page Number in Footer
frame. You can select the numbering format and alignment of page numbers. Mark the Print Report Date in
Footer checkbox to enable the Format and Align fields in the Print Report Date in Footer frame. You can
select the date format and alignment of the footer report date.
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Report Footer. You can enter additional text to appear at the end of a summary in the Text box of the Report
Footer Text frame. You can also select the alignment of the text in the footer. In the Align field, select a page
alignment for the footer.

Miscellaneous. You can use Miscellaneous to select amount display options and page orientation for a
summary. Mark the boxes listed in the Amount Display Options frame to establish how amounts appear in
the summary. The sample display shows you how the amount appears. In the Negative amount format field,
you can select to print negative amounts in parentheses or with a minus sign. In the Report Orientation
frame, mark Landscape or Portrait to determine the orientation of the summary on the page.

Color scheme. You can use Color Scheme to apply colors to the headings in the summary. Mark the Apply a
Color Scheme checkbox to enable the Apply a Color Scheme frame. To change a color on the report, click the
color box corresponding to the selection you want to change. The Color screen appears with a palette for you
to select a color. Mark Column heading back color to select a color for the heading background. Mark Column
heading fore color to select a color for the heading font. The Group heading back color checkbox changes the
background color of each group heading in the summary. You can select a color for the group heading font by
marking Group heading fore color. Click Reset to System Defaults to display program settings for color
scheme.

» Creating a Goal Summary for a Campaign
You can create a Goal Summary to view information on the progress of your organization’s campaign.

Scenario: You want to view information on your organization’s Capital Campaign so you can determine
the campaign’s progress. You can create a Goal Summary to see the amount contributed to the
campaign and the amount your organization has spent on the campaign. The Goal Summary includes
the difference between the amount received and the amount spent, so you can determine the current
success of the Capital Campaign.

1. From the Capital Campaign record View menu, select Summaries, Goal Summary. The Select a Parameter
File screen appears.

Select a Parameter File

Select a parameter file to use for Previewing this Campaign Goal Summary

Selest

[# Cancel

‘8 Add New

¥ fipen

ind...

- e
oo |
2 |
[ |
&4 Fi |

[ iOrly show my parameter files
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2. Click Add New. The New Campaign Goal Summary screen appears.

Mew Campaign Goal Summary [ x|
Eille Edit Favortez Help

HR2s 2w ?- |
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[T Create output quen
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3. From the Include Gifts with these Dates frame, select “Gift Date” in the Date to use field.

In the Date field, select “Include all dates”.

In the Soft Credit Gifts To frame, mark Donor. In the summary results, Geoffrey receives full credit for

gifts he has contributed.

In the Credit Matching Gifts To frame, mark Donor.

Mark the Create output query checkbox.

In the Include these Constituents frame, mark all checkboxes.
Click Next. The Filters tab appears.

Mew Campaign Goal Summary [ x|

Eille Edit Favortez Help
s ™2 |

1: General 2 Filters | 2 Gift T_l,lpesl 4 Altributesl |5 Formall

© 0 N
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10. In the Include column, select “All” for each entry in the Filters column.
11. Click Next. The Gift Types tab appears.

Mew Campaign Goal Summary ER

File Edit Favortes Help
lERERE = |

4: Attributes I 5: Format I

1 Generall 2 Filkers

Gift Types: nclude these Gift Types:

|7 All Cash Cash -
"5 All Pladge Pay-Cash

I 4l Stock > ||[E MG Pay-Cash

[ & Gifts In Kind 3 Pledge

|~ Al Other Stock/Property
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™ Use sale date for sold stock /property MI
[T Use zale amount for sold stock /property
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[V Use gift balance instead of gift amount
[™ Calculate gift balance based on date range, campaign, fund, and appeal

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

12. Click Load All Defaults. The following confirmation message appears.

The Raizer's Edge ]

@ Are you sure you want to Load Default Gift Type Parameters?

13. Click Yes. All default gift types appear in the Include these Gift Types box.
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14. Select the Format tab.

Mew Campaign Goal Summary [ x|

15.
16.

17.
18.

19.
20.

Eille Edit Favortez Help
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< Back | HEs = | Cancel | Print | Previeﬂl Layout |

From the Heading Format frame, enter “Building Fund Goa

| Summary” in the Title field.

From the menu bar, select File, Save. The Save Report As screen appears.

Save Report As

Report name: I | Save

Drescription:
= P Cancel |

v Other uzers may fun this Fepart
[ Other uzers may modify thiz B epart

In the Report name, enter “Capital Campaign Goal Summary.”

In the Description field, enter “Includes all gift types and al
inactive, deceased, or have no valid address.”

Mark Other users may run this Report.

| gift dates. Includes constituents who are

Click Save. Once you save the parameter file, Capital Campaign Goal Summary appears in the list of
available parameter files on the Select a Parameter File screen.



120 CHAPTER

21. Click Preview. The Save Static Query screen appears. Because you marked the Create output query
checkbox on the New Campaign Goal Summary General tab, the program creates a static query
containing the records included in the summary.

Save Static Query E I

Query name: INew Campaign Goal Summary

o ]
Dezcription: ;I Cancel |

[

Cueny format; IStatic 'l Guery Type: Fund

¥ Other users may execute this query Created From: Eepurts - Mew Fund Goal
ummary
v Otker uzers may modify this query

22. In the Query name field, enter “Capital Campaign Goal Summary”.

23. In the Description field, enter “Includes all fund and appeal records, constituent codes, and gift solicitors
associated with the Capital Campaign.”

24. Mark the Other users may execute this query checkbox.
25. Click OK. The Goal Summary for the Capital Campaign appears.

M@ Capital Campaign Goal Summary H=] E
x| a] e =] S| F &= ox 2] [ 18] T
Freview
= Campaign Goal

- Capital Carn . )
et Capital Carmpaign Goal Sunmary Fager
b 0T Mo. Mo. % cost)
campalgn Duerall Goal fnohial Juer(Undery  Goal Bollobed Conorc Fec. § Ralced
[=". LT R="" T 1,000,000 00 $121,245 00 1B, 155001 485 % 46
Pundi
Amuiaiuon Fuod S100,000 00 4,245 00 (395,155 00) 17
Souwmien thade Fuad D000 32020000 20,700 b0 ]
Suildiog Fund SE50,000 00 $5G,E00 00 $515,700 00} I
dpgemis
S0 0o $500 00 fs0000 000 % '] | 000 000k
1998 Aooud Fhoombe 510,000 00 $I500 O 00) 075K Joa I [RERE EER 9
1999 Aooud Fhooahe 60,000 00 $26,000 00 (534,000 00) 43 33 % 3,500 T 006% 096 %
1999 Frend ety Bnetl 10,000 00 $1,500 00 pRE MO0 00y 1500 K 00 k] | 004 1o de ||
dooud Exbibne $50,000 00 $R55 00 7475 00) 505 % '] dq 000% 000 %
Aooud Moalmen  S250,000 00 §21,050 00 $2E45000) Zd42K 6,500 T L
Ly Aumuon £100,000 00 $1,92F 00 RE07500) 193% 500 k] 0WH 0o0%
#llmowm Do Mol foop S1L05000 SI,15000 000%  B000 2 oDln% 331 %
= Hauas Laum SO0 $ILITFO0 SALAIS 00 D004 ] 1 000% 040%
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By creating a fund summary, you can easily view specific gift information for your organization’s funds. In

The Raiser’s Edge 7, you can create a Fund Summary to view gift information, including the first, most recent,
and largest gifts given to the fund and the top contributors to the fund. You can also view different breakdowns
of this information. By creating a Goal Summary for a fund, you can determine the success of all or selected
funds. The Goal Summary shows the overall fund goal amount as well as the goal amounts for campaigns and
appeals associated with the fund. You can compare these goal amounts to the actual amount received. You can
also see the number of constituents solicited for each goal and the number of constituents who actually
contributed. Finally, the Goal Summary displays the cost of the fund divided by the amount raised to indicate the
overall effectiveness of the fund.

You can determine the specific information to include in each summary, how to arrange this information, and
how to display the information. The Fund Summary results appear on a screen with a View grid, a gift information
display, a Goal panel, and a Breakdown grid. You can customize the Fund Summary results by applying filters to
the summary information from the Summary Filters screen and selecting specific breakdowns of the information
in the Breakdown grid.

The Goal Summary results include information determined by your selections from a parameter file. The Goal
Summary results display as a report, so you can customize the appearance of the summary. For example, you can
enter a heading, apply a color scheme to the heading, and determine the summary information to print. When
you create a new Goal Summary, you can select a previously created parameter file or create a new parameter
file for the summary. From User Options, you can select a default parameter file for the fund Goal Summary. If
you specify a default parameter file, when you select the Goal Summary for a fund, the program automatically
calculates the results using the default parameter file.

Accessing Fund Summaries

From the shell View menu, you can select a Fund Summary. Once you select this summary, the Open screen
appears. You can select the fund to view summary information for by choosing a record from the Open screen.
From the View menu of a fund record, you can select a Fund Summary or a Goal Summary for the fund.

» Accessing a Fund Summary from the shell View menu

You can view a list of summaries from the shell View menu and select the summary you want to create. For
funds, you can select the Fund Summary.

1. From the shell menu bar, select View, Summaries.

#4 The Raiser's Edge .
File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

B Home
by
i E|
Gift;
e Constituents
Actions
Campaigns - -
Funds D ey Indivicud W Open a Constituent
Lppeals Lo
Memberships m Mew Crganization
Jobs
B Recently Accessed Records Quick Find
#

‘Welcome to The Raiser's Edge 7

RS
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2. From the list of available summaries, select “Fund Summary”. The Open screen appears.

i, Open

Find: I Fund

j Search using query: |<Default> Mlgé

S| Open

Cancel

17 Add New

Options

Eind M
Find Funds that meet these criteria: A Find Now
Mew Search
Fund ID:I j Categary: I ‘l —
Fund desc: I j
I~ Display inactive funds [~ Display restricted funds anly
I Display funds with a date range containing: I ﬂl [T Exact match anly Expand Besults

il

3. From the Open screen, select the fund to include in the summary. For more information about using the
Open screen, see the Program Basics Guide.

4. Click Open. The processing screen appears.

Calculating Summary E3

Calculating Summarny. Please Wait ...

5. The Fund Summary screen appears with the summary results.

E Summary for 2000AMMNUAL, 2000 Annual Fund (= ()]
File Edit “iew Summary Help

Ccese |G 9|2 2-

—| E——
=] =1
— E—
— =]
— E—
— =]
— E—
— =]
— =
— =]

Vie\'ﬁIFirstx’Latesh"Greatest 'l [~ Exclude largest gift [~ Exclude smallest gift

I Date | Armount I Type | Constituent |
First 01/12f2000 $1,800.00 Cash Dubose, Collin
Latest a7/12j2002 $150.00 ME Pledge Hart, Samantha
Greatest 05/22 (2000 $15,000,00 MG Pledge Lorenz, Audrey
Ayerage: $1.446.88 Tatal gifts: 40 Mode: $300.00
Mediarn: $300.00 Tatal donors: 27
Boak 1 oral giver: $57.875.00 Overfunder  [$1.942.125.00)
Overall goal: $2.000.000.00 Percent of goal: 289%

Breakdown: I Calendar “'ear j Customize. .. |

Calendar Year |Recei... | Plzdged | Paid I WKL | Balance | Total Commitked IND. Qi |ﬂ

<all $28,7... $27,7.. $1,45..  $0.00 $26,2... 456,425.00 40
After 12{2002 $0.00  40.00 40,00  $0.00  40.00 0,00 0
012000 - 12/2000 | $28,7... $27,7... $1,95..  $0.00 $26,2... 456,425.00 40
01/1993- 12/1999 | $0.00  $0.00  $0.00  40.00  $0.00 0,00 0=

6. From the summary toolbar, click Close.
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» Accessing a summary from the View menu of a fund record

You can select a Fund Summary or a Goal Summary for funds from the View menu of a fund record. The Goal
Summary for funds is available only from the View menu of a fund record.

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

i The Raiser's Edge .
Ele Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

B Home
-

 Constiuents | _ =
Gits Constituents

Actions

Campaigns _ ~
Funds A o Incividual IEF Cipen a Corstituent
Appeals C
T D ey Qrganization
Jobs
i Recently Accessed Records Quick Find

&

‘Welcome to The Raiser's Edge 7

RN

2. Click the Funds link. The Funds page appears.

i The Raiser’s Edge
Elle Edit “iew Go Favoites Tools Help

[_[=]x]

4 Back » Forward‘ Open in separate windaw

A Home
-

Iﬁ Fecords

Constituents ;I

I Funds

Actions
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M Mew Fund IEF Open a Fund
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&
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3. Select Building Fund. For information about opening a fund record, see the Campaigns, Funds, & Appeals
Data Entry Guide.

New Fund Goal Summary
File  Edit Favorites Help

W50 =2 |
1: General | 2 Filtersl 3 Gift T_l,lpes' 4 Attributes | 5: Format

Include... | Building Fund

r Inchude Gifts with these Dates

Date to use: I Gift date j
D ate: I Include all dates j
r— Soft Credit Giftz Ta Include these Constituents
& Danor [ Inactive constitugnts

™ Soft credit recipients IUSe distribution on aift j [T Deceased constituents

 Bath IUse distribution on gift j [ Constituents with no walid addreszes

— Credit Matching Gifts To—————————— ——
& Danor MG Compaty " Baoth

™ Create output querny

< Bachk | Ment » | Cancel | FErint | Previeﬂl Lapout |

|
4. From the View menu, select Summaries. The summaries available for a fund appear.

il Building Fund _ ]

File  Edit Fund Favontes Toolz Help
[f5avea  Gifts ||§v|—&-| M 4 » b||—>v| ?v|§- ‘
Surnma Fund 5
> Qeneré Ul iyl urnrnary Sl Attribgtesl
’ = Goal Summary
D escription: |Building Fund [~ Fund i inactive

Start date: ID'I /01./1998 ml Fund category: ICapitaI VI
End date; |12.-"31 F2002 ml Owerall goal: |$350,UDU.DU ﬁl wiSolicitor(g] |

¥ Fund i restricted

Mites: =]

5. Select the Fund Summary or the Fund Goal Summary.




126 CHAPTER

Fund Summary

You can create a Fund Summary to quickly view gift information for a specific fund as well as the fund’s progress.
The summary includes views of the first gift given, the most recent gift, and the largest gift given by a constituent;
the number of top donors; and the percentage of top donors. For more accurate summary results, you can mark
the Exclude largest gift and Exclude smallest gift checkboxes in the Giving Statistics frame. If you mark both
checkboxes, the summary giving statistics are more accurate because an extremely large or small contribution
does not distort the results. For example, Katherine Sinclair regularly contributes $100 to your organization, but
she contributed $5,000 to your International Relief Fund. If you include the $5,000 contribution in the summary
calculations, the Average Gift, Median, and Mode displays show amounts larger than Katherine usually
contributes.

Note: The Mode display contains the gift amount that appears most often. If the amount of “O” appears most
frequently, the Mode display is “O”. If more than one mode appears in the summary results, the Mode display
reads “Multiple Modes”. If no mode appears because no gifts were contributed or no two gift amounts are the
same, the Mode display reads “No Mode”.

The Fund Summary provides information on the progress of your organization’s funds. By creating a Fund
Summary, you can view the progress of a fund towards the overall fund goal. You can select from three views of
the information in the summary View grid: First/Latest/Greatest, Top Donors by Count, and Top Donors by
Percent. You can select First/Latest/Greatest to view the first gift given to the fund, the most recent gift, and the
largest gift contributed. You can select Top Donors By Count to view a specific number of the largest donors to
the fund, or you can select Top Donors by Percent to view this donor information by percentage.

To determine how many donors to include, select a number from the Top field. If you choose Top Donors by
Count and select the number 5 in the Top field, the grid displays the top five donors in order of largest amount
contributed. If you choose Top Donors By Percent and select the number 5 in the Top field, you can view the top
five percent of contributors to the fund. From the Goal panel, you can view statistics for the fund, including the
total given, the overall goal, and the difference between these amounts.

Summary Filters Screen

Once you create a Fund Summary, you can apply filters to the summary results from the Summary Filters screen.
The selections you make on the Summary Filters screen tabs determine the summary output, and the selections
are saved until you make changes to the criteria. The Summary Filters screen for a Fund Summary contains four
tabs: General, Filters, Gift Types, and Format. To access the Summary Filters screen, click Filters on the Fund
Summary toolbar.
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General Tab

From the General tab, you can determine the date or date range of the gifts to include in the Fund Summary, how
to distribute soft credits and matching gifts, which constituent records to include, and whether the year to report
on is a calendar or fiscal year.
Summary Filters I
1: General |g: Filtersl & Gift T_I,Ipesl EN Formatl

 Include Gifts with these Dates
Date bo uze: IGift date j

Date: IIncIude all dates j

Include these Constituents
™ Inactive constituents

" Soft credit recipients IUSB distribution on gift j ¥ Deceased constitusnts
 Both IUse distribution on gift j [T Constituents with no valid addresses

— Credit b atching Gifts To

& Donar " MG Company ¢ Both Year to use:IEalendal ear "I

[# Create output quemn

< Elank | Medt » | Cancel | Finizh |

Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift Date or Post Date. If you
select Gift Date, you can view gifts given during the date range you select in the Date field. If you select Post
Date, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To frame. You can select how soft credits appear in summary results. The selections you
make do not affect the gift record. Your selections only affect how gift amounts display in a summary. You can
credit the donor, the soft credit recipients, or both.

If you select Donor, the donor receives full credit for the gift and the soft credit recipients receive no credit for
the gift.

When you mark Soft credit recipients, you can select how to divide the gift amount among the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. If you select Use
distribution on gift, the soft credit recipients are credited with the amount specified on the Soft Credit tab of
the gift record. When you select Full amount to all, each soft credit recipient receives credit for the full
amount of the gift. If you select Split evenly, the full amount of the gift is divided evenly between the soft
credit recipients. If you mark Soft credit recipients, the donor does not receive credit for the gift unless he is
also a soft credit recipient.

Warning: If you select Both in the Soft Credit Gifts to frame, the gift appears twice in the summary and total
gift amounts may not be accurate.

When you mark Both, you need to select how to divide the gift amount among the donor and the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. When you select Use
distribution on gift, the donor receives full credit for the gift and the soft credit recipients are credited with
the amount specified on the Soft Credit tab of the gift record. If you select Full amount to all, the donor and
each soft credit recipient receive full credit for the gift. When you select Split evenly, the amount of the gift is
divided evenly among the donor and the soft credit recipients. If the donor is also a soft credit recipient, the
donor is credited for the gift only once.
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Credit Matching Gifts To frame. When a constituent donates a gift, a matching gift company may also donate
a matching gift. When creating acknowledgement letters, you need to specify in the Credit Matching Gifts To
frame whether to credit the donor, the matching gift company, or both.

When you select Donor, the donor, or employee of the matching gift company, receives credit for the
matching gift. If you select MG Company, the matching gift company receives credit for the matching gift.
When you select Both, both the donor and the matching gift company receive full credit for the matching gift.

Include these Constituents frame. Unless you specify otherwise, the program automatically excludes
constituents marked as inactive or deceased, and constituents who do not have a valid address in your
database. Mark the following checkboxes to include these constituents in your summary: Inactive
constituents, Deceased constituents, and Constituents with no valid address.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average Gift, Total Gifts, Total Years,
Consecutive Years, Median, and Mode may change according to the year selected for the Year to use. For
example, if you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding
January through June are not included in the calculations.

Filters Tab

From the Filters tab, you can determine the records to include in the Fund Summary. For example, you may want
to include only certain appeals. You can determine which funds to include by applying a filter. The records you
select must also meet the criteria selected on the other Filters screen tabs. You can include all records or selected
records for each selection in the Filters tab grid. The grid contains three columns: Filters, Include, and Selected
Filters. Selections listed in the Filters column change according to the summary you select.

Summary Filters I
2 Gift Typesl 4 Formatl

1: General

?v By using the gnd below, thiz report may be filkered on the items shown in the Selected Filters column,

Filkers Include I Selected Filkers
Campaigns all <Al Funds =
Appeals all <Al Appeals =
Conskituent Codes | All <Al Constituent Codes =

Gift Solicitors All <Al Gift Solicikors =

< Back Mest > | Cancel | Finish |

Warning: You cannot add to or change the selections in the Filters column.

Filters column. The Filters column lists selections for which you can narrow the results of a summary. The
filters available for a Campaign summary are Campaigns, Appeals, Constituent Codes, and Gift Solicitors.
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Include column. For each selection in the Filters column, you can determine the records in your database to
include. The records to include must also meet the criteria you selected on all summary tabs. If you select All
in the Include column, all records for the Filters column selection which meet the summary’s criteria appear

in the results. For example, you have a Filters column selection “Campaign”. In the Include column, you
determine which campaign records to include in the summary results. You select All Records. Gifts to all
campaign records that meet the criteria specified on the summary tabs appear in the summary results. If you
choose Selected in the Include column, the Selected Filters column is enabled.

Note: If you select All Records, records may be eliminated by other criteria. For example, you might exclude
deceased constituents by leaving the Deceased constituents checkbox in the Include these Constituents frame

unmarked.

Selected Filters column. The Selected Filters column displays the records you select to include in the
summary. You must choose Selected in the Include column to enter information in the Selected Filters
column. Click the binoculars to open the selection screen. From this screen, you can use the arrow keys to
move your choices from the box of selections on the left to the Include these entries box on the right. The
summary results include the records you select in the Selected Filters column which meet all the summary’s

criteria.

Gift Types Tab

On the Gift Types tab you can select the gift types to include in the summary. For example, you may only want to
view information on cash gifts contributed to your organization. You can use the Gift Types tab to include only

cash gifts in the summary results.

Summary Filters

1 Generall 2 Filters 3 Gift Types |ﬂ: Formatl

Gift Types: Ihciude theze Gift Types:
{54l Cash - Cash

b 2] Pay-Cash Fledge

o [2] MG Pay-Cash ﬂ Stock/Property
I 4l Pledge ﬂ Stock/Property [Saold]
b8l Stock Gift in Kind

Pay-Stock/Property ﬂ Other

: G Pay-5tock/Property ﬂ MG Pledge

: Fay-Stock/Property [Saold] Recuring Gift

o [2] MG Pay-Stock/Property [Sold) lI Recuring Gift Pay-Cazh
S [ { WO P E P |

[¥ Exclude zero amount gifts

[~ Use zale date for zold stock Aproperty

[~ Use zale amount for sold stock/property

[T Subtract broker fes fomsald stackd Froperty
[w Use agift balance instead af qift amoumnt

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

Load &ll Defaults... |

< Back | Medt » | Cancel |

Finish |

Gift Types box. The Gift Types box contains all the gift types available in The Raiser’s Edge. You can use the
arrow buttons to move all types to include from the Gift Types box to the Include these Gift Types box. If you
click Load All Defaults, the default gift types move to the Include these Gift Types box.

Include these Gift Types box. The Include these Gift Types box contains the gift types that must be present
on a gift record for the gift to be included in the summary results. Highlight a gift type in the Gift Types box
and click the right arrow to move it to the Include these Gift Types box. If you do not move any gift type to the
Include these Gift Types box, the program does not include any gift information in the summary.

Note: If you select to include all gift types in the summary results, gifts written off do not appear in the View
grid results or the summary giving statistics display. Write-offs do appear in the Breakdown grid results.
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Load All Defaults button. You can click Load All Defaults to move all gift types in the Gift Types box to the
Include these Gift Types box and to mark the default checkboxes Exclude zero amount gifts and Use gift
balance instead of gift amount.

Exclude zero amount gifts checkbox. If you leave the Exclude zero amount gifts checkbox marked, the
summary does not include gifts with an amount of zero or an amount adjusted down to zero. For more
information about adjusting a gift, see the Gift Record chapter in the Gift Records Guide.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock or property was sold as the gift date. If the sale date does not fall
within the date range specified in the Include Gifts with these Dates frame on the General tab, the gift is not
included in the summary.

Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary and the Subtract broker fee
from sold stock/property checkbox is enabled.

Subtract broker fee from sold stock/property checkbox. When you mark the Use sale amount for sold
stock/property checkbox, the Subtract broker fee from sold stock/property checkbox is enabled. If you mark
the Subtract broker fee from sold stock/property checkbox, the broker fees are subtracted from the sale
amount of the stock recorded in the sale of stock record. For example, the gift amount for a sold
stock/property gift is $1,000 and the broker fees for the sale are $100. Once you mark the Subtract broker fee
from sold stock/property checkbox, a gift amount of $900 appears in the summary. If you do not mark this
checkbox, a gift amount of $1,000 appears.

Use gift balance instead of gift amount checkbox. When you mark the Use gift balance instead of gift
amount checkbox, the remaining balance for a pledge gift appears in the summary instead of the total gift
amount. For example, a constituent, who made a pledge of $100 to your organization, has paid $30 toward
the pledge. If you mark the Use gift balance instead of gift amount checkbox, a gift amount of $70 appears in
the summary.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.

Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. For
pledges and recurring gifts, the gift amount can be based on the information entered on the Filters tab and
the Include Gifts with these Dates frame on the General tab. If you mark the Calculate gift balance based on
date range, campaign, fund, and appeal checkbox, any portion of the gift amount that is not included in the
dates selected in the Include Gifts with these Dates range or the filter criteria entered on the Filters tab is not
included in the exported gift amount. For example, you want to create a Gift Summary for Earl Hunter. Earl
donated a $100 pledge gift that was evenly split between the 2000 Annual Fund and the 2000 Membership
Fund. If you select 2000 Annual Fund in the Selected Filters column on the summary Filters tab, then mark
the Calculate gift balance based on date range, campaign, fund, and appeal checkbox, a gift amount of $50
appears in the summary grid. If you do not mark this checkbox, a gift amount of $100 is exported for this
pledge gift.
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Format Tab

You can use the Format tab to select amount display options for your Fund Summary. The Sample Display
changes according to your selections in the Amount Display Options frame.

Summary Filters I

1 Generall 2 Filtersl 2 Gift Types 4 Format |

—Amount Dizplay Options
¥ Show curmency character
¥ Show 1000 separator

¥ Show decimal
F o ESEIEE Amount: ($5,555.56)
Tl 1A e Percent; (100.00%]

[ Show blanks instead of zero amaounts

Megative amount farmat; I['I 234.5E] 'I

| Sample Display

< Back | e | Cancel | Finizh |

Amount Display Options frame. Mark the boxes listed in the Amount Display Options frame to establish
how amounts appear in the summary. The sample display shows you how the amount appears.

Show currency character checkbox. Mark Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark Show 1000’s separator to print a character (based on Windows
settings) as the thousands separator.

Show decimals checkbox. Mark Show decimals if you do not want the program to round amount and
number fields to the closest whole number. If you leave this checkbox unmarked, amounts and numbers will

be rounded.

Show percent sign checkbox. Mark Show percent sign to print the percent sign (%) wherever a percent field
appears in the summary.

Show blanks instead of zero amounts checkbox. Mark Show blanks instead of zero amounts to leave a
blank in place of amount fields which are zero.

Negative amount format field. You can select to print negative amounts in parentheses or with a minus sign.

Customize Giving Breakdown Tabs

After you select the information to include from the Filters screen tabs, you can click Finish to generate a
summary. The summary results appear in a View grid and a Breakdown grid. You can customize the information
in the Breakdown grid by selecting different views of the information. Click Customize to open the Customize
Giving Breakdown screen. From this screen, you can select additional filters and format options for the results in
the Breakdown grid. The tabs and selections on the Customize Giving Breakdown screen change according to the
breakdown selected. In the Breakdown field on the Summary screen, you can select seven breakdown views:
Appeal, Calendar Year, Fiscal Year, Campaign, Gift Type, or Solicitor.
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Appeal Breakdown

Tab

Description

General

Filters

Graph

You can determine the display format for appeals from the
Breakdown by Appeals frame. Mark the ID, Description, or
Category option to determine how appeals appear in the
summary results.

From the Filters tab, you can select the appeals to include in the
summary results. If you select All in the Include column,
information for all appeals that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific appeals to
appear in the summary results. Click the binoculars to access
the Select Appeals screen. Move the appeals to include in the
summary results to the Include these Appeals box.

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Calendar Year Breakdown

Tab

Description

General

You can determine the display format of the calendar year in
the Display field. For example, you can display only the year or
you can display the month and year. In the No. Years to report
field, you can determine the number of years to display in the
Breakdown grid. Each grid row shows information for one year.
The number of years you select always includes the current
year. Mark the Display years option Latest year to earliest year
or Earliest year to latest year to arrange the order of the
Breakdown grid results.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Campaign Breakdown

Tab

Description

General

Filters

You can determine the display format for campaigns from the
Breakdown by Campaign frame. Mark the ID, Description, or
Category option to determine how campaigns appear in the
summary results.

From the Filters tab, you can select the campaigns to include
in the summary results. If you select All in the Include column,
information for all campaigns that meet the criteria selected
on the Summary Filters screen tabs appear in the summary
results. If you choose Selected in the Include column, the
Selected Filters column is enabled and you can select specific
campaigns to appear in the summary results. Click the
binoculars to access the Select Campaigns screen. Move the
campaigns to include in the summary results to the Include
these Campaigns box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display
to the right of Graph Type Options shows how the graph
appears in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph.
In the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You
can enter a Chart Title and Subtitle, and you can enter an
X-axis and Y-axis title to easily identify specific information in
the graph. Mark the Show legend checkbox to include a list of
column names and their corresponding colors in the graph
with the summary results. Mark Show data values to display
values for each graph section. For bar, area, and line graphs,
you can mark Show gridlines to display the X-axis and the
Y-axis of the graph.

Fiscal Year Breakdown

Tab

Description

General

You can determine the display format of your organization’s
fiscal year in the Display field. For example, you can display only
the year or you can display the month and year. In the No. Years
to report field, you can determine the number of years to
display in the Breakdown grid. Each grid row shows information
for one year. The number of years you select always includes the
current year. Mark the Display years option Latest year to
earliest year or Earliest year to latest year to arrange the order
of the Breakdown grid results.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Gift Type Breakdown

Tab

Description

General

From the General tab, you can select the types of gifts to
include in the summary results. The Gift Types box contains all
gift types available in The Raiser’s Edge. You can use the arrow
keys to move gift types to include in the summary from the Gift
Types box to the Include these Gift Types box. If you click Load
All Defaults, the default gift types move to the Include these
Gift Types box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Solicitor Breakdown

Tab Description

General You can determine the display format for gift solicitor names
from the Breakdown by: Solicitor frame. From the Display field,
select Last name, First name; First name Last name; or
Constituent ID.

Filters From the Filters tab, you can select the gift solicitors to include

in the summary results. If you select All in the Include column,
information for all gift solicitors that meet the criteria selected
on the Summary Filters screen tabs appear in the summary
results. If you choose Selected in the Include column, the
Selected Filters column is enabled and you can select the gift
solicitors to appear in the summary results. Click the binoculars
to access the Select Gift Solicitors screen. Enter a solicitor in the
Gift Solicitors grid or click the binoculars to search for a specific
solicitor in your database.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.




138 CHAPTER

» Creating a Fund Summary

You can create a fund summary to view information on the progress of your organization’s funds.

Scenario: You are in the process of organizing your 2000 Membership Fund. You want to view
information on last year’s Membership Fund, including the first, latest, and greatest gifts contributed.
You also want to see the solicitors who sought contributions to the Membership Fund, and the
amount for which each received credit. You can create a Fund Summary and select the
First/Latest/Greatest view of gift information with a Solicitor breakdown view.

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

i The Raiser's Edge .
Ele Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

Imrl-‘ Home
iﬁ Fecords . ;I
— Constituents

Actions

Campaigns _ ~

Funds A o Incividual IEF Cipen a Corstituent

Appeals C

T D ey Qrganization

Jobs

i Recently Accessed Records Quick Find

&

‘Welcome to The Raiser's Edge 7

RN



FUND SUMMARIES 13

2. Click the Funds link. The Funds page appears.
B

i The Raiser’s Edge
Elle Edit “iew Go Favoites Tools Help
4 Back » Forward‘ Open in separate windaw

o

A Home
-

lﬁ Fecards Constituents ;I
N Funds

Actions

Campaigns - =
M Mew Fund IEF Open a Fund
Appeals
Memberships
Jobs

Ewaiie Recently Accessed Records Quick Find

&

|

‘Welcome to The Raiser's Edge 7 %

3. Enter “2005 Member” in the Quick Find field. For information about opening a fund record, see the
Campaigns, Funds, and Appeals chapter of the Getting Started Guide.
4. Click the binoculars. The 2005 Membership Fund record appears.

Ml 2005 Membership Fund M= E
File Edt “iew Fund Fawortes Tools Help

ESaveandCIose‘|U|§'E{'|H 4« » H|—"|

v General |§0Iicit0rs| v Eampaignsl Agpealsl GL Distlibutionsl Attribgtesl

Fund 10 |2DDSMEMBEF|
D escriphion; |2U|35 tembership Fund ™ Fund iz inactive

Start date: |D1 A01/2005 EII Fund categon: IMembership vl
End date: I'I 243172005 EII Owerall goal: I!B'I 25,000.00 Ejl

[ Fund iz restricted

Motes: ;I

Note: The summary results that appear are based on the information selected when the summary was last
run.
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5. From the View menu, select Summaries, Fund Summary. The Fund Summary screen appears.

E Summary [ =}
File Edit %iew Summary Help
o |B|@ B2 |
View: ITDD Donors By Court j Top: |A|| j ™ Exclude largest gift [~ Exclude smallest gift
Rarnk I Constituent | Mo, Gifts | Total Amount H
- — 1 Mr. Gearge Davis Finley 1 42,000.00
— — z I, Sean Alan Davenport 1 $1,000.00
— — 3 Ik, Dean Pierce Isley, Ir. 1 $?50.DDL|
— — Average: $563.33 Total gifts: 12 Mode: $600.00
— S Mediar: $450.00 Total donars: 12
b B e £.760.00 Over (under} 93,2400
. - otal given: 46,760, wer [under): [$93.240.00)
Overall goal: $100.000.00 Percent of goal: E.7BX
— =]
— — Breakdown: I Calendar 'ear j Customize. .. |
_1] B Calendar Year | Received | Pledged | Paid | WL | Balance I Total Cammitted |ﬂ
” zall> 45,200,00 $1,560,00 40,00 $0.00  $1,560,00 $5,200,00
After Dec 31, 2005 $0.00 $0.00 40,00 $0.00 $0.00 $0.00
Jan 1, 2005 - Dec...  $4,500.00 $1,560.00 $0,00 $0.00  $1,560.00 $4,500.TIL|
4 I I 3

6. From the Fund Summary toolbar, click Filters. The Summary Filters screen appears.

Summary Filters for 2005 Membership Fund
1. General | 2 Filtersl 3 Gift T_l,lpesl 4 Formatl

 Include Gifts with these D ates

Date to use: I Gift date j
Date: I Include all dates j
— Soft Credit Gifts Ta Include these Constituents
% Donar ™ Inactive conshituents

€ Soft credit recipients IUSE distribution on gift j [ Deceased constituents

" Bath IUse dizgtribution on qift j [T Constituents with no valid addresses

— Credit Matching Gifts To

& Donar " MG Company  Both Year to use:lEaIendarYear 'l

< Blach | Mest » | Cancel | Finigh |

7. From the General tab, select “Gift Date” in the Date to Use field of the Include Gifts with these Dates
frame.

8. In the Date field, select “Include all dates”.
In the Soft Credit Gifts To frame, mark Donor.
10. In the Credit Matching Gifts To frame, mark Donor.
11. In the Include these Constituents frame, mark all checkboxes.

12. In the Year to Use field, select “Calendar Year”.
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13. Click Next. The Filters tab appears.

Summary Filters for 2005 Membership Fund

Gift Types ] 4 Format ]

QVP By uzing the gnd below, thiz report may be filkered on the items shown in the Selected Filters column,

Filters | Include Selected Filters
Campaigns all <Al Campaigns =
Appeals All <all Appeals =
Constituent Codes all <Al Constituent Codes >
Gift Solicitors All

<all Gift Solicikars=

< Back | Mest » | Cancel | Finigh

14. In the Campaigns row, choose “Selected” in the Include column. The Selected Filters column for
campaigns is enabled.

Summary Filters for 2005 Membership Fund

1: General  2: Filters ]3; Gift T_l,lpes] 4 Format]

QVP By uzing the gnd below, thiz report may be filkered on the items shown in the Selected Filters column,

Filters | Include | Selected Filkers |
Campaigns Selected ﬂ
Appeals all

<Al Appeals=
<Al Constituent Codes =
Al Gift Solicibors =

Constituent Codes | Al
Gift Solicitors All

< Back | Mest » | Cancel | Finigh

From the Selected Filters column, click the binoculars. The Selected Campaigns screen appears.

Selected Campaigns

15.

Type an entiy to zearch the list:
| A Find Now Include these Campaigns
1D | Desciription & 1D | D escription | 0K, |

ANMUIAL Annual Campaign Cancel

CAPITAL Capital Campaign J

RELIEF Dizaster Relief Campaign ﬂ

EMDOW Endowment Campaign

MEMEBER Membership Campaign J

FLAYGROUND Mew Playground Campaign J

FLAMMED Flanned Giving Campaign ﬂ
[ Show inactive Campaigrs
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16. Highlight “Membership Campaign” and use the arrow to move this entry to the Include these Campaigns

box.
Selected Campaigns
Type an entiy to zearch the list:
I #h Find Now | Include these Cammpaigns
18] | Description I;I 18] D escription 0K |
CAPITAL Capital Carmpaigr Membership Campaign Cancel |
RELIEF Disaster Relief Campaign
EMDOW Endowrment Campaign
MEMBER Membership Campaign
FLAYGROUND Mew Playground Campaign LI
FLAMMED Flanned Giving Campaign il
SCHOLAR Scholarzhip Campaign

[~ Show inactive Campaigns

17. Click OK. You return to the Filters tab.
18. Click Next. The Gift Types tab appears.

Summary Filters for 2005 Membership Fund
1: General | 2 Filters 3 Gift Types |4_1: Formatl

Gift Types: Include these Gift Types:
(jﬁ" Cash - Cash
edge ap-Las
Al Pled 5] Pap-Cash
: MG Pay-Cash
E| Recuring Gift Pay-Cash
I_140 Stock

Stock /Property

Stock Property [Sold)

Pay-Stock/Property

MG Pay-Stock/Property =

(T o PO T PR PSSO [ Y

W Exclude zero amount giftz Load Al Default
™| ke sale date fon sold stoekmramerty 4”3 Elauls -

™| ke sale et bar sald stashy mromert

= Subtract Braker fee from sold stocky roperty

¥ ke gitt balance instead of it amount

" | Caleulate qiftEalarice Basedlar deteranes  GariEaian. ek & apmpes)

¢ Back | MNest > | Cancel | Finizh |

19. Click Load All Defaults. The following confirmation message appears.

The Raizer's Edge 1]

@ Are you sure you want to Load Default Gift Type Parameters?

alr [¥lv

Yes

20. Click Yes. All default gift types appear in the Include these Gift Types box.
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21. Click Next. The Format tab appears.

Summary Filters for 2005 Membership Fund E

1: General | 2 Filtersl 2 Gift Types & Format |

—&mount Display Option

¥ Show curency character
¥ Show 1000': separator
v Show decimal

ke Amourt: [$5,555.56]

I Show percent sign Percent: [100.00%)
I Shaw blanks instead of zern amaounts

Megative amount format: I['I 234 5E) 'l

‘ Sample Display

< Back | s> | Cancel | Finizh |

22. Inthe Amount Display Options frame, mark all checkboxes.
23. Inthe Negative amount format field, select “-1234.56".

Note: You can mark the Exclude largest gift and Exclude smallest gift checkboxes to prevent an extremely
large or small contribution from distorting the summary giving statistics results.

24. Click Finish. The Fund Summary screen appears.

E Summary for 2005 MEMBER, 2005 Membership Fund (= ()]
File Edit “iew Summary Help
CilCese | 2| @[ [21] 2 - |
View: ITop Donars By Count ﬂ Top: IAII ﬂ [ Exclude largest gift [~ Exclude smallest gift
Rank I Constituent | Mo, Gifts | Taotal Amount Iﬂ
— — 1 M, George Davis Finley 1 42,000.00
— — 2 Mr. Sean Alan Davenport 1 $1,000.00
—_— — 3 I, Dean Pierce Isley, Ir, 1 $?50.DDL|
— — Ayerage: $563.33 Total giftz: 12 Mode: $600.00
— = Mediarn: $450.00 Tatal donors: 12
— =
Goal: .
. - Total given: $6.760.00 Ovwer [under): -$93.240.00
Overall goal: $100,000.00 Percent of goal: B.76%
— ’—‘ Breakdown: I Calendar “'ear j Customize. .. |
_'l Calendar Year | Recaived | Pledged | Paid | WL | Balance I Total Committed H
zall= 45,200,000 $1,560.00  $190.00 $1,370,00 4$5,390,00
After Dec 31, 2005
Jan 1, 2005 - Dec... $4,500.00 $1,560.00 $190.00 $1,370.00 $4J690.TILI
4 I I 3

25. From the View field, select “First/Latest/Greatest”. The program recalculates the results.
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26. From the Breakdown field, select “Solicitor”. The program recalculates the results.

E Summary for 20056 MEMBER. 2005 Membership Fund [ []
File Edit “iew Summary Help
o |B|@ B2 |
View: IFirsta’Latesta’GreatBSl vl ™ Exclude largest gift [~ Exclude smallest gift
I Date | Amount I Tvpe | Constituent |
- | |First 12{01/2000 4250.00 Cash Andrews, Alison
— — Latest 09/01/2005 $400.00 Cash Rosenberyg, Ginger
— = Greatest 01/15/2005 $2,000.00 Cash Finley, George
— — Average: $563.33 Total gifts: 12 Mode: $600.00
— - Mediar: $450.00 Total donars: 12
b B e £.760.00 Over (under} 53,240.00
. - otal given: 46,760, wer [under): -$93.240.
Overall goal: $100.000.00 Percent of goal: E.7BX
— =
— — Breakdown: I S alicitor j Customize. .. |
_1| B Salicikar | Received | Pledged | Paid IWrit...I Balance | Total Cammitked |N0. Gifts
zall> 4$5,200,00 $1,560,00 $190,00 $1,370,00 45,390,00 12
Bently, Kathleen $2,050.00 $2,050.00 i
Hernandez, Robert . $900.00 $900,00 z
T o

Fund Goal Summary

The Goal Summary provides a view of the overall fund goal and the campaign and appeal goals associated with
the fund. You can easily see the total amount raised for each goal, and the difference between the goal and the
amount received is presented as a dollar amount and as a percentage. You can also view the number of
constituents who were solicited for a fund, and the number who actually contributed. The cost of the fund
divided by the amount raised indicates the overall effectiveness of your fund. This summary appears in report
format and includes the following columns.

¢ Received - All regular Cash Gifts (does not include pledge payments), Gift in Kind, Other, and Stock
¢ Pledged - the total amount pledged (and recurring gifts, if included)

¢ Paid - All pay-cash gifts

e Written Off - all write-offs

¢ Balance - all remaining balances on outstanding pledges to the fund (and recurring gifts if included - these are
not included by default). Write-offs are subtracted from this amount so the true balance is reflected.

¢ Total Committed - This includes cash, pay-cash, Gift in Kind, Other, Stock, and the remaining balance on any
outstanding pledges (basically, this column is the sum of the Received, Paid, and Balance column of the report).

* No. of gifts - All gifts mentioned above (write-offs are not included)

Parameter File Screen

The Goal Summary results include information determined by your selections from a parameter file. The
parameter file screen contains the following tabs: General, Filters, Gift Types, Attributes, Graph and Format.
Because the Goal Summary results display as a report, you can customize the appearance of the summary. For
example, you can enter a heading, apply a color scheme to the heading, and determine the summary information
to print. You can save the parameter file and enter a name and a description of the file contents. When you
create a Goal Summary, you can select a previously created parameter file for the summary or create a new
parameter file. If you have the proper security rights, you can select a default parameter file for your campaign
Goal Summary.
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General Tab

From the General tab, you can determine which records to include, the date or date range of the gifts to include
in a summary, how to distribute soft credits and matching gifts, which constituent records to include, and
whether the year to report on is a calendar or fiscal year. The Filters screen General tab is the same for all
summaries except the Financial Summary and the Goal Summary for events.

Mew Fund Goal Summary I

File  Edit Favortez Help
=Rl |

1: General Iz: Filtersl & Gift T_I,Ipesl A Abtributes | 5 Format

Include. .. | Fund

 Include Gifts with these Dates

Date bo uze: IGift date j
Date: IIncIude all dates j
— Soft Credit Gifts To Include these Congtituents
& Donar ™ Inactive constituents

" Soft credit recipients IUSE distribution on gift j [" Deceased constitugnts

 Both IUse distibution on it | %] || 7 Constituents with na valid addresses

— Credit b atching Gifts Ta —
& Donor " MG Company " Both

[~ Create output quemn

< Blark | Nest » Cancel Frint Preview Layout

Note: To use Selected Records, you must create a query of records first. For information about creating and
saving a query, see the Query & Export Guide.

Include display. The Include display automatically shows the campaign record you have open. If you want to
base the summary on different records, click Include to select All Records, Selected Records, or One Record
for your summary. If you select All Records, the summary includes each record in your database that meets all
summary criteria. For the program to consider records already saved as a query, click Selected Records. From
the search screen, you can select the query to use. To base the summary on only one record, select One
Record. You can search for and select the record to use.

Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift Date or Post Date. If you
select Gift Date, you can view gifts given during the date range you select in the Date field. If you select Post
Date, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To frame. You can select how soft credits appear in the summary results. To credit the donor
for the entire amount of the gift, select Donor. To credit the entire amount to constituents who received a soft
credit for the gift, select Soft credit recipients. To credit both the donor and the soft credit recipients, select
Both. If you mark Soft credit recipients or Both, you can select Use distribution on gift, Full amount to all, or
Split evenly to determine how the soft credit is distributed.

Credit Matching Gifts To frame. You can select how to credit matching gifts in the summary. To credit the
donor for the entire amount of the matching gift, select Donor. To credit the company which donated the
matching gift for the entire amount, select MG Company. To credit both the donor and the company with the
matching gift, select Both.
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Create output query checkbox. Mark the Create output query checkbox to generate an output query of the
records included in the summary. You can use the output query for other tasks, such as creating reports or
mailings.

Include these Constituents frame. Unless you specify otherwise, the program automatically excludes
constituents marked as inactive or deceased, and constituents who do not have a valid address in your
database. Mark the following checkboxes to include these constituents in your summary: Inactive
constituents, Deceased constituents, and Constituents with no valid address.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average Gift, Total Gifts, Total Years,
Consecutive Years, Median, and Mode may change according to the year selected for the Year to use. For
example, if you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding
January through June are not included in the calculations.

Filters Tab

From the Filters tab, you can determine which records to include in a summary. For example, you may want to
include only certain funds in the Goal Summary. You can determine the funds to include by applying a filter. The
records you select must also meet the criteria selected on the other Filters screen tabs. You can include all
records or selected records for each selection in the Filters tab grid. The Filters tab grid contains three columns:
Filters, Include, and Selected Filters. Selections listed in the Filters column may change, depending on the
summary you select.

New Fund Goal Summary I
File Edit Fawortes Help

IR |

| 3 Gift Typesl ES .-’-\ttributesl 5 Farmat

?v By using the gnd below, thiz report may be filkered on the items shown in the Selected Filters column,

Filkers I Include I Selected Filkers
Campaigns all <all Campaigns =
Funds all <all Funds =
Appeals all <Al Appeals =
Constituent Codes | all <Al Constituent Codes
Gift Solicitors all <all Gift Solicibors=
< Back Medt » Cancel Frint Preview Layout

Warning: You cannot change the selections in the Filters column.

Filters column. The Filters column lists selections for which you can narrow the results of a summary. The
filters available for a fund Goal Summary are Campaigns, Funds, Appeals, Constituent Codes, and Gift
Solicitors.



FuUND SUMMARIES 14

Include column. For each selection in the Filters column, you can determine the records in your database to
include. The records to include must also meet the criteria you selected on all summary tabs. If you select All
in the Include column, all records for the Filters column selection which meet the summary’s criteria appear
in the results. For example, you have a Filters column selection “Campaign”. In the Include column, you
determine which campaign records to include in the summary results. You select All Records. Gifts to all
campaign records that meet the criteria specified on the summary tabs appear in the summary results. If you
choose Selected in the Include column, the Selected Filters column is enabled.

Note: If you select All Records, records may be eliminated by other criteria. For example, you may exclude
deceased constituents by leaving the Deceased constituents checkbox in the Include these Constituents frame

unmarked.

Selected Filters column. The Selected Filters column displays the records you select to include in the
summary. If you select All in the Include column, all records for the Filters column selection which meet the
summary’s criteria appear in the results. If you choose Selected in the Include column, binoculars appear in
the Selected Filters column. Click the binoculars to open the Selected screen. From the Selected screen, you
can use the arrow keys to move your choices from the box of selections on the left to the Include these
entries box on the right. The summary results include the records you select in the Selected Filters column
which meet all summary criteria.

Gift Types Tab

From the Gift Types tab you can select the gift types to include in the summary. You can use the arrow buttons to
move all the types to include from the Gift Types box to the Include these Gift Types box. If you click Load All
Defaults, the default gift types move to the Include these Gift Types box.
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Exclude zero amount gifts checkbox. If you leave the Exclude zero amount gifts checkbox marked, the
summary does not include gifts with an amount of zero or an amount adjusted down to zero.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock was sold as the gift date.



148 CHAPTER

Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary. Also, the Subtract broker fee
from sold stock/property checkbox is enabled.

Subtract broker fee from sold stock/property checkbox. If you mark the Subtract broker fee from sold
stock/property checkbox, the broker fee is subtracted from the sale amount of the stock recorded in the sale
of stock record. The checkbox defaults to unmarked unless you mark the Use sale amount for sold
stock/property checkbox.

Use gift balance instead of gift amount checkbox. The Use gift balance instead of gift amount checkbox
defaults to marked. If you select Recurring Gift in Gift Types, you see the balance remaining (unpaid or
partially paid) on a scheduled recurring gift payment. If you select Master on the General tab, you see the
balance remaining on a pledge. If you select Installment on the General tab, you see the balance remaining on
a pledge installment.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.

Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. If you
mark the Calculate gift balance based on selected date range, campaign, fund and appeal checkbox, the
report bases the balance of the pledge on the date criteria selected on the General tab and criteria selected
on the Filters tab.

Attributes Tab

From the Attributes tab, you can further limit the records to include in a summary by including or excluding
records with certain attributes. Attributes are bits of useful information attached to records. For example, you
may have the attribute category Interests with entries for Golf, Tennis, and Boating. From the Attributes tab, you
can include constituents who play tennis in your summary. The Attributes tab is divided into two grids: Include
Records with these Attributes and Exclude Records with these Attributes.
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Include Records with these Attributes checkbox. Mark this checkbox to enable the Include Records with
these Attributes grid. The records you select from the grid which meet all summary criteria appear in the
summary results.

Include Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record
Type column. By selecting to include records with specific attributes, you can limit the records included in the
summary.

Record Type column. Click in the Record Type column to enter or select a specific record type. For a fund
Goal Summary, you can select constituent, fund, or gift records. Once you select a type of record, you can
choose an attribute associated with the record.

Note: You can select as many record types and categories as you want in the attributes selection grid.

Category column. Click in the Category column to enter or select an attribute category for a specific record
type. The categories available correspond to the record type you select in the Record Type column. The
category you select determines the entries available in the Description column. For example, you select to
include gift records with a certain attribute. From the Category column, you can select the attribute category
to include, such as “Deposit Date”. Gift records with the deposit date you specify in the Description column,
that meet all summary criteria, appear in the summary results.

Description column. Click in the Description column to enter or select an attribute category description. An
attribute category is a broader heading under which you group more specific information. For example, you
may have a constituent attribute category of Special Mailing Types. In this category, you may have the
descriptions Do Not Mail and One Solicitation Per Year.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.

Exclude Records with these Attributes checkbox. Mark this checkbox to enable the Exclude Records
with these Attributes grid. Records with the attributes you select from the grid do not appear in the summary
results.

Exclude Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record
Type column. By selecting to exclude records with specific attributes, you can limit the records included in the
summary.

Record Type column. Click in the Record Type column to enter or select a specific record type. For a fund
Goal Summary, you can select constituent, fund, or gift records. Once you select a type of record, you can
choose an attribute associated with the record.

Category column. Click in the Category column to enter or select an attribute category for a specific record
type. The categories available correspond to the record type you select in the Record Type column. The
category you select determines the entries available in the Description column. For example, you select to
exclude constituent records with a certain attribute. From the Category column, you can select the attribute
category to exclude, such as “Committees”. Constituents who are members of the committee you select in
the Description column are excluded from the summary results.

Description column. Click in the Description column to enter or select a category description. An attribute
category is a broader heading under which you group more specific information. For example, you may have a
gift attribute category of Donor Designation to indicate the donor wants your organization to use the gift to
purchase specific items. In this category, you may have the descriptions Hospital Bed, Computers, and
Clothing.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.
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Graph Tab

From the Graph tab, you can select a graph view of the summary results. You can select a graph type and the
summary information to graph. You can also select additional information to display with the graph, such as a
legend, values, or a grid line. You can determine if the graph appears with the summary text, or you can select to
view only the graph in the results.
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Graph Type. You can select Graph Type to choose a bar, pie, line, or area graph of the information. From Select
output, mark Report only, Graph only, or Report and graph, to determine if the graph appears in the summary
results. From the Available graph types box, select the graph you want to use. Click the selections in the Graph
Type Options to determine the appearance of the graph type you selected. The sample display to the right of
Graph Type Options shows how your graph will appear in the summary.

Data source. Select Data Source to select the information to include in the graph. The selections available are
determined by the summary type. From Select output, mark Report only, Graph only, or Report and graph, to
determine if the graph appears in the summary results. In the Rows to graph field, select the summary rows to
include in the graph. In the Columns to Include box, mark the columns you want to include in the graph. The
sample display to the right of the Columns to Include box changes to include information for each column you
mark.

Detail. To name your graph and further define its appearance, select Detail. From Select output, mark Report
only, Graph only, or Report and graph, to determine if the graph appears in the summary results. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and Y-axis title to easily identify specific
information in the graph. You can mark the Show legend checkbox to include a list of column names and their
corresponding colors in the graph with the summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark Show gridlines to display the x axis and the y
axis of the graph.

Location. Select Location to determine where a graph appears in the summary. From Select output, mark
Report only, Graph only, or Report and graph, to determine if the graph appears in the summary results.
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Format Tab

From the Format tab, you can further define the appearance of the summary results. You can create headings,
page footers, and report footers. You can select to print the criteria used to create the summary, and you can
determine the format of names and currency amounts included in the results. The following format types appear
in a box on the left of the screen: Headings, Criteria, Page Footer, Report Footer, Miscellaneous, and Color
scheme. When you select a format type, the right side of the screen changes accordingly. For example, if you
select Criteria, the selections on the Format tab change to include the parameters available for Criteria.
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Headings. From the Heading Format frame, you can enter and select the alignment for a title and a subtitle for

the summary. Mark the Print Page Number in Heading checkbox to enable the Format and Align fields in the
Print Page Number in Heading frame. In this frame, you can select the numbering format and alignment of
page numbers. Mark the Print Report Date in Heading checkbox to enable the Format and Align fields in the
Print Report Date in Heading frame. You can select the date format and alignment of the heading report date
in this frame. Mark the Print Organization Name in Header checkbox for your organization’s name to appear
in the header. Mark the Print report heading on each page checkbox for the heading to appear on each page
of the summary. If you leave the checkbox unmarked, the heading prints only on the first page.

Criteria. You can easily keep track of the criteria you selected from the parameter file tabs by printing this

information with the summary results. Mark the Print Report Criteria checkbox to enable the Print Report
Criteria frame. From the Criteria to print box, mark the selections you want to print. All checkboxes are
marked by default. To exclude criteria, unmark each checkbox you do not want to include. The summary type
determines the criteria selections available in the Criteria to print box. From the Include on field, select A
separate page to include the criteria list separately or First page of report to include the list with the
summary results.

Page Footer. From the Page Footer Text frame, enter text in the Text box, up to 80 characters, to print at the

foot of each page of the summary. From the Align field, select a page alignment for the footer. Mark the Print
Page Number in Footer checkbox to enable the Format and Align fields in the Print Page Number in Footer
frame. You can select the numbering format and alignment of page numbers. Mark the Print Report Date in
Footer checkbox to enable the Format and Align fields in the Print Report Date in Footer frame. You can
select the date format and alignment of the footer report date.
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Report Footer. You can enter additional text to appear at the end of a summary in the Text box of the Report
Footer Text frame. You can also select the alignment of the text in the footer. In the Align field, select a page
alignment for the footer.

Miscellaneous. You can use Miscellaneous to select amount display options and page orientation for a
summary. Mark the boxes listed in the Amount Display Options frame to establish how amounts appear in
the summary. The sample display shows you how the amount appears. In the Negative amount format field,
you can select to print negative amounts in parentheses or with a minus sign. In the Report Orientation
frame, mark Landscape or Portrait to determine the orientation of the summary on the page.

Color scheme. You can use Color Scheme to apply colors to the headings in the summary. Mark the Apply a
Color Scheme checkbox to enable the Apply a Color Scheme frame. To change a color on the report, click the
color box corresponding to the selection you want to change. The Color screen appears with a palette for you
to select a color. Mark Column heading back color to select a color for the heading background. Mark Column
heading fore color to select a color for the heading font. The Group heading back color checkbox changes the
background color of each group heading in the summary. You can select a color for the group heading font by
marking Group heading fore color. Click Reset to System Defaults to display program settings for color
scheme.

» Creating a Goal Summary for a fund

You can create a Goal Summary to view information on the progress of your organization’s funds.

Scenario: You want to view information on your organization’s Building Fund so you can determine
the fund’s progress. You can create a Goal Summary to see the amount contributed to this fund and
the amount your organization has spent organizing the fund. The Goal Summary includes the
difference between the amount received and the amount spent, so you can determine the current
success of the Building Fund.

1. From the Raiser’s Edge bar, select Records. The Records page appears.
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2. Click the Funds link. The Funds page appears.
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3. Enter “Building” in the Quick Find field. For information about opening a fund record, see the Campaigns,
Funds, & Appeals Data Entry Guide.
4. Click the binoculars. The Building Fund record appears.
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Note: If you selected a default parameter file for the Goal Summary, the parameter file you selected appears
instead of the Select a Parameter File screen.
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5. From the View menu, select Summaries, Goal Summary. The Select a Parameter File screen appears.

Select a Parameter File

% Find...
[ iOrly show my parameter files
6. Click Add New. The New Fund Goal Summary screen appears.
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From the Include Gifts with these Dates frame, select “Gift Date” in the Date to use field.
From the Date field, select “Include all dates”.
9. In the Soft Credit Gifts To frame, mark Donor.
10. In the Credit Matching Gifts To frame, mark Donor.
11. Mark the Create output query checkbox.
12. In the Include these Constituents frame, mark all checkboxes.
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13. Click Next. The Filters tab appears.
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14. In the Include column, select “All” for each entry in the Filters column.
15. Click Next. The Gift Types tab appears.
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16. Click Load All Defaults. The following confirmation message appears.

The Raizer's Edge ]

@ Are you sure you want to Load Default Gift Type Parameters?

17. Click Yes. All default gift types appear in the Include these Gift Types box.
18. Select the Format tab.
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19. From the Heading Format frame, enter “Building Fund Goal Summary” in the Title field.

20. From the menu bar, select File, Save. The Save Report As screen appears.
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21. Inthe Report name, enter “Building Fund Goal Summary.”

22. In the Description field, enter “Includes all gift types and all gift dates. Includes constituents who are
inactive, deceased, or have no valid address.”

23. Mark the Other users may run this Report checkbox.

24. Click Save. Once you save the parameter file, Building Fund Goal Summary appears in the list of available
parameter files on the Select a Parameter File screen.
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26.
27.

28.
29.

Click Preview. The Save Static Query screen appears. Because you marked the Create output query
checkbox on the New Fund Goal Summary General tab, the program creates a static query containing the

records included in the summary.
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In the Query name field, enter “Building Fund Goal Summary”.

In the Description field, enter “Includes all campaign and appeal records, constituent codes, and gift

solicitors associated with the Building Fund.”
Mark the Other users may execute this query checkbox.
Click OK. The Goal Summary appears.
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By creating an appeal summary, you can easily view specific gift information for your organization’s appeals. In
The Raiser’s Edge 7, you can create an Appeal Summary to view gift information, including the first, most recent,
and largest gifts given to the appeal and the top contributors to the appeal. You can also view a cost analysis or
giving analysis of the appeal. From the Breakdown grid, you can view different breakdowns of the summary
results. By creating a Goal Summary, you can determine the success of all or selected appeals. The Goal Summary
shows the overall appeal goal amount as well as the goal amounts for campaigns and funds associated with the
appeal. You can compare these goal amounts to the actual amount received. You can also see the number of
constituents solicited for each goal and the number of constituents who actually contributed. Finally, the Goal
Summary displays the cost of the appeal divided by the amount raised to indicate the overall effectiveness of the
appeal.

You can determine the specific information to include in each summary, how to arrange this information, and
how to display the information. The Appeal Summary results appear on a screen with a View grid, a gift
information display, a Goal panel, and a Breakdown grid. You can customize the Appeal Summary results by
applying filters to the summary information from the Summary Filters screen and selecting specific breakdowns
of the information in the Breakdown grid.

The Goal Summary results include information determined by your selections from a parameter file. The Goal
Summary results display as a report, so you can customize the appearance of the summary. For example, you can
enter a heading, apply a color scheme to the heading, and determine the summary information to print. When
you create a new Goal Summary, you can select a previously created parameter file or create a new parameter
file for the summary. From User Options, you can select a default parameter file for the appeal Goal Summary. If
you specify a default parameter file, when you select the Goal Summary for an appeal, the program automatically
calculates the results using the default parameter file.

Accessing Appeal Summaries

From the shell View menu, you can select an Appeal Summary. Once you select this summary, the Open screen
appears. You can select the appeal to view summary information for by choosing a record from the Open screen.
From the View menu of an appeal record, you can select an Appeal Summary or a Goal Summary for the appeal.

» Accessing the Appeal Summary from the View menu of the Records page

You can view a list of summaries from the shell View menu and select the summary you want to create. For
appeals, you can select the Appeal Summary.

1. From the shell menu bar, select View, Summaries.
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2. From the list of available summaries, select “Appeal Summary”. The Open screen appears.
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3. From the Open screen, select the appeal to include in the summary. For more information about using the
Open screen, see the Program Basics Guide.

4. Click Open. The processing screen appears.

Calculating Summary E3
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5. The Appeal Summary screen appears with the summary results.
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6. From the summary toolbar, click Close.
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» Accessing a summary from the View menu of an appeal record

You can select an Appeal Summary or a Goal Summary for appeals from the View menu of an appeal record.
The Goal Summary for appeals is available only from the View menu of an appeal record.

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

i The Raiser’s Edge

Ele Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

B Home
-

_ =
Gits Constituents

Actions

Campaigns _ ~
Funds w» Mew Individual IEF Open a Constituent
Appeals C
e W ey, rgarization

Jobs
i Recently Accessed Records Quick Find

&

-]
‘Welcome to The Raiser's Edge 7 4

2. Click the Appeals link. The Appeals page appears.
#h The Raiser's Edge [_[=]=]

Elle Edit “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

B Horne
o
iﬁp:e s Constituents ;I
N Gifts

Actions
IEF Open an Appeal

Campaigns
Funds

Memberships
Jobs
Ewaiie Recently Accessed Records Quick Find

&

.. . M |

‘Welcome to The Raiser's Edge 7

CN



APPEAL SUMMARIES 16

Funds, & Appeals Data Entry Guide.
™ walk-A-Thon [_[Ol =]

File Edit “iew Appeal Favortes Tool: Help

ESaveandCIose' U|§&|H 4 b H|—>'| ?'ﬁ' ‘
v General | Eampaignsl Fuﬂdsl ] F'aclgagesl gctionsl Attlibgtesx'Expensesl
Appeal ID: [walk-4-Than
Description: |Wa|k-A-Thon ™ Appeal is inactive

Start date: m Overall goal: Im
End date: Iﬂ Default gift amount: Iﬂ
Appeal categony: Im Default Benefits | Mo benefitz aszigned
Mo zolicited:

Mates: |This Appeal is used strictly for the Walk-a-thon everit ;I

[-|

& Walk-A-Thon [_ ]

File  Edit Appeal Fawortes Tool: Help
fisave sl Dol ||§|§|“ 4> H|4v|||?,|§, ‘
General | Gifts || Pacl_(agesl Atlribgtesx’EHpensesl

Appeal Summary

A
Goal Summary

De: J¥ Zoom T [ &ppeal is inactive

Stat date: [01/01/2002 [=1] Dverall goal: [$250,000.00 =
End date: I—E[ Drefault qift amaount; lﬂ
Appeal categany: lm Default Benefits | Mo benefits assigned
Mo, zolicited:

Mates: | This Appeal is used stictly for the ‘walk-a-thon event ;I

5. Select the Appeal Summary or the Goal Summary.

3. Select the Walk-A-Thon appeal. For information about opening an appeal record, see the Campaigns,

4. From the View menu, select Summaries. The summaries available for the appeal appear.
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Appeal Summary

You can create an Appeal Summary to quickly view gift information for a specific appeal as well as the appeal’s
progress. The summary includes views of the first gift given, the most recent gift, and the largest gift given by a
constituent; the number of top donors; the percentage of top donors; a cost analysis of the appeal; and a giving
analysis of the appeal. For more accurate summary results, you can mark the Exclude largest gift and Exclude
smallest gift checkboxes in the Giving Statistics frame. If you mark both checkboxes, the summary giving
statistics are more accurate because an extremely large or small contribution does not distort the results. For
example, Katherine Sinclair regularly contributes $100 to your organization, but she contributed $5,000 to your
International Relief Fund. If you include the $5,000 contribution in the summary calculations, the Average Gift,
Median, and Mode displays show amounts larger than Katherine usually contributes.

Note: The Mode display contains the gift amount that appears most often. If the amount of “O” appears most
frequently, the Mode display is “O”. If more than one mode appears in the summary results, the Mode display
reads “Multiple Modes”. If no mode appears because no gifts were contributed or no two gift amounts are the
same, the Mode display reads “No Mode”.

By creating an Appeal Summary, you can view the progress of an appeal towards the overall appeal goal. You can
select from five views of the information in the summary View grid: First/Latest/Greatest, Top Donors by Count,
Top Donors by Percent, Cost Analysis, and Giving Analysis. You can select First/Latest/Greatest to view the first
gift given to the appeal, the most recent gift, and the largest gift contributed. You can select Top Donors By Count
to view a specific number of the largest donors to the appeal, or you can select Top Donors by Percent to view
this donor information by percentage.

You can view a Cost Analysis of the appeal to determine the cost-effectiveness of the appeal. The Cost Analysis
view provides information on each package associated with the appeal, including the cost of the package, the
number of individuals solicited, and the difference between the amount spent and the amount received. Like the
Cost Analysis, the Giving Analysis view provides information on each package associated with an appeal. You can
see number solicited, the number who responded, and the percentage who responded to each package. From
the Goal panel, you can view statistics for the appeal, including the total given, the overall goal, and the
difference between these amounts.

Summary Filters Screen

Once you create an Appeal Summary, you can apply filters to the summary results from the Summary Filters
screen. The selections you make on the Summary Filters screen tabs determine the summary output, and the
selections are saved until you make changes to the criteria. The Summary Filters screen for an Appeal Summary
contains four tabs: General, Filters, Gift Types, and Format. To access the Summary Filters screen, click Filters on
the Appeal Summary toolbar.
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General Tab

From the General tab, you can determine the date or date range of the gifts to include in the Fund Summary, how
to distribute soft credits and matching gifts, which constituent records to include, and whether the year to report
on is a calendar or fiscal year.
Summary Filters I
1: General |g: Filtersl & Gift T_I,Ipesl EN Formatl

 Include Gifts with these Dates
Date bo uze: IGift date j

Date: IIncIude all dates j

Include these Constituents
™ Inactive constituents

" Soft credit recipients IUSB distribution on gift j ¥ Deceased constitusnts

 Both IUse distribution on gift j [T Constituents with no valid addresses

— Credit b atching Gifts To

& Donar " MG Company ¢ Both Year to use:IEalendal ear "I

[# Create output quemn

< Elank | Medt » | Cancel | Finizh |

Warning: If you select Both in the Soft Credit Gifts to frame, the gift appears twice in the summary and total
gift amounts may not be accurate.

Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift Date or Post Date. If you
select Gift Date, you can view gifts given during the date range you select in the Date field. If you select Post
Date, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To frame. You can select how soft credits appear in summary results. The selections you
make do not affect the gift record. Your selections only affect how gift amounts display in a summary. You can
credit the donor, the soft credit recipients, or both.

If you select Donor, the donor receives full credit for the gift and the soft credit recipients receive no credit for
the gift. Soft credit recipients entered on the Soft Credit tab of the gift record do not receive credit in the
summary results.

When you mark Soft credit recipients, you can select how to divide the gift amount among the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. If you select Use
distribution on gift, the soft credit recipients are credited with the amount specified on the Soft Credit tab of
the gift record. When you select Full amount to all, each soft credit recipient receives credit for the full
amount of the gift. If you select Split evenly, the full amount of the gift is divided evenly between the soft
credit recipients. If you mark Soft credit recipients, the donor does not receive credit for the gift unless he is
also a soft credit recipient.

When you mark Both, you need to select how to divide the gift amount among the donor and the soft credit
recipients. You can select Use distribution on gift, Full amount to all, or Split evenly. When you select Use
distribution on gift, the donor receives full credit for the gift and the soft credit recipients are credited with
the amount specified on the Soft Credit tab of the gift record. If you select Full amount to all, the donor and
each soft credit recipient receive full credit for the gift. When you select Split evenly, the amount of the gift is
divided evenly among the donor and the soft credit recipients. If the donor is also a soft credit recipient, the
donor is credited for the gift only once.
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Credit Matching Gifts To frame. When a constituent donates a gift, a matching gift company may also donate
a matching gift. When creating acknowledgement letters, you need to specify in the Credit Matching Gifts To
frame whether to credit the donor, the matching gift company, or both.

When you select Donor, the donor, or employee of the matching gift company, receives credit for the
matching gift. If you select MG Company, the matching gift company receives credit for the matching gift.
When you select Both, both the donor and the matching gift company receive full credit for the matching gift.

Include these Constituents frame. Unless you specify otherwise, the program automatically excludes
constituents marked as inactive or deceased, and constituents who do not have a valid address in your
database. Mark the following checkboxes to include these constituents in your summary: Inactive
constituents, Deceased constituents, and Constituents with no valid address.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average Gift, Total Gifts, Total Years,
Consecutive Years, Median, and Mode may change according to the year selected for the Year to use. For
example, if you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding
January through June are not included in the calculations.

Filters Tab

From the Filters tab, you can determine the records to include in the Fund Summary. For example, you may want
to include only certain appeals. You can determine which funds to include by applying a filter. The records you
select must also meet the criteria selected on the other Filters screen tabs. You can include all records or selected
records for each selection in the Filters tab grid. The grid contains three columns: Filters, Include, and Selected
Filters. Selections listed in the Filters column change according to the summary you select.

Summary Filters I
2 Gift Typesl 4 Formatl

1: General

?v By using the gnd below, thiz report may be filkered on the items shown in the Selected Filters column,

Filkers Include I Selected Filkers
Campaigns all <Al Funds =
Appeals all <Al Appeals =
Conskituent Codes | All <Al Constituent Codes =

Gift Solicitors All <Al Gift Solicikors =

< Back Mest > | Cancel | Finish |

Warning: You cannot change the selections in the Filters column. They are locked.

Filters column. The Filters column lists selections for which you can narrow the results of a summary. The
filters available for a Campaign summary are Campaigns, Appeals, Constituent Codes, and Gift Solicitors.
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Include column. For each selection in the Filters column, you can determine the records in your database to
include. The records to include must also meet the criteria you selected on all summary tabs. In the Include
column, you can select to include all records or selected records. If you select All in the Include column, all
records for the Filters column selection which meet the summary’s criteria appear in the results. For
example, you have a Filters column selection “Campaign”. In the Include column, you determine which
campaign records to include in the summary results. You select All Records. Gifts to all campaign records that
meet the criteria specified on the summary tabs appear in the summary results. If you choose Selected in the
Include column, the Selected Filters column is enabled.

Note: If you select All Records, records may be eliminated by other criteria. For example, you may exclude
deceased constituents by leaving the Deceased constituents checkbox in the Include these Constituents frame

unmarked.

Selected Filters column. The Selected Filters column displays the records you select to include in the
summary. You must choose Selected in the Include column to enter information in the Selected Filters
column. Click the binoculars to open the selection screen. From this screen, you can use the arrow keys to
move your choices from the box of selections on the left to the Include these entries box on the right. The
summary results include the records you select in the Selected Filters column which meet all the summary’s
criteria.

Gift Types Tab

On the Gift Types tab you can select the gift types to include in the summary. For example, you may only want to
view information on cash gifts contributed to your organization. You can use the Gift Types tab to include only
cash gifts in the summary results.

Summary Filters I
1 Generall 2 Filters 3 Gift Types |ﬂ: Formatl

Gift Types: Ihciude theze Gift Types:
{54l Cash - Cash

b [Z] Pay-Cash Fledge

i [2] MG Pay-Cash ﬂ Stocks/Property
54l Pledge ﬂ Stack/Property [Sald]
40 Stock Gift in Kind

i [2] Pay-Stock/Property ﬂ Other

MG Pay-Stock Property ﬂ MG Pledgs

Pay-Stock/Property [Sold] Recuring Gift

o [2] MG Pay-Stock/Property [Sold) = Recuring Gift Pay-Cash
R N [ O O E |

v Exclude zera amount gifts

[~ Use zale date for sold stock/property wl
[~ Use zale amount for sold stock/property

™ Subtract broker fee from sold stock/mroperty

[+ Use qift balance instead of gift amount
[~ Calculate gift balance based on date range, campaign, fund, and appeal

< Back | Mest > | Cancel | Finish |

Gift Types box. The Gift Types box contains all the gift types available in The Raiser’s Edge. You can use the
arrow keys to move all types to include from the Gift Types box to the Include these Gift Types box. If you
click Load All Defaults, the default gift types move to the Include these Gift Types box.

Include these Gift Types box. The Include these Gift Types box contains the gift types that must be present
on a gift record for the gift to be included in the summary results. Highlight a gift type in the Gift Types box
and click the right arrow to move it to the Include these Gift Types box. If you do not move any gift type to the
Include these Gift Types box, the program does not include any gift information in the summary.
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Note: If you select to include all gift types in the summary results, gifts written off do not appear in the View
grid results or the summary giving statistics display. Write-offs do appear in the Breakdown grid results.

Load All Defaults button. You can click Load All Defaults to move all gift types in the Gift Types box to the
Include these Gift Types box and to mark the default checkboxes Exclude zero amount gifts and Use gift
balance instead of gift amount.

Exclude zero amount gifts checkbox. If you leave the Exclude zero amount gifts checkbox marked, the
summary does not include gifts with an amount of zero or an amount adjusted down to zero. For more
information about adjusting a gift, see the Gift Record chapter in the Gift Records Guide.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock or property was sold as the gift date. If the sale date does not fall
within the date range specified in the Include Gifts with these Dates frame on the General tab, the gift is not
included in the summary.

Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary and the Subtract broker fee
from sold stock/property checkbox is enabled.

Subtract broker fee from sold stock/property checkbox. When you mark the Use sale amount for sold
stock/property checkbox, the Subtract broker fee from sold stock/property checkbox is enabled. If you mark
the Subtract broker fee from sold stock/property checkbox, the broker fees are subtracted from the sale
amount of the stock recorded in the sale of stock record. For example, the gift amount for a sold
stock/property gift is $1,000 and the broker fees for the sale are $100. Once you mark the Subtract broker fee
from sold stock/property checkbox, a gift amount of $900 appears in the summary. If you do not mark this
checkbox, a gift amount of $1,000 appears.

Use gift balance instead of gift amount checkbox. When you mark the Use gift balance instead of gift
amount checkbox, the remaining balance for a pledge gift appears in the summary instead of the total gift
amount. For example, a constituent, who made a pledge of $100 to your organization, has paid $30 toward
the pledge. If you mark the Use gift balance instead of gift amount checkbox, a gift amount of $70 appears in
the summary.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.

Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. For
pledges and recurring gifts, the gift amount can be based on the information entered on the Filters tab and
the Include Gifts with these Dates frame on the General tab. If you mark the Calculate gift balance based on
date range, campaign, fund, and appeal checkbox, any portion of the gift amount that is not included in the
dates selected in the Include Gifts with these Dates range or the filter criteria entered on the Filters tab is not
included in the exported gift amount. For example, you want to create a Gift Summary for Earl Hunter. Earl
donated a $100 pledge gift that was evenly split between the 2000 Annual Fund and the 2000 Membership
Fund. If you select 2000 Annual Fund in the Selected Filters column on the summary Filters tab, then mark
the Calculate gift balance based on date range, campaign, fund, and appeal checkbox, a gift amount of $50
appears in the summary grid. If you do not mark this checkbox, a gift amount of $100 is exported for this
pledge gift.

Format Tab

You can use the Format tab to select amount display options for your Fund Summary. The Sample Display
changes according to your selections in the Amount Display Options frame.
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Summary Filters I
1 Generall e Fillersl 2 Gift Types 4 Farmat |

—Amaunt Dizplay Options

¥ Show curency character
V¥ Show 1000 separator

T Slher el
; S EEEma Amount; [$5,555.56]
T e pETEl S Percent. [100.00%)

™ Show blarks instead of zer amaurts

Megative amount farmat; I['I 234 .56] "I

| Sample Display

< Back | e | Cancel | Finizh |

Amount Display Options frame. Mark the boxes listed in the Amount Display Options frame to establish
how amounts appear in the summary. The sample display shows you how the amount appears.

Show currency character checkbox. Mark Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark Show 1000’s separator to print a character (based on Windows
settings) as the thousands separator.

Show decimals checkbox. Mark Show decimals if you do not want the program to round amount and
number fields to the closest whole number. If you leave this checkbox unmarked, amounts and numbers will
be rounded.

Show percent sign checkbox. Mark Show percent sign to print the percent sign (%) wherever a percent field
appears in the summary.

Show blanks instead of zero amounts checkbox. Mark Show blanks instead of zero amounts to leave a
blank in place of amount fields which are zero.

Negative amount format field. You can select to print negative amounts in parentheses or with a minus sign.

Customize Giving Breakdown Tabs

After you select the information to include from the Filters screen tabs, you can click Finish to generate a
summary. The summary results appear in a View grid and a Breakdown grid. You can customize the information
in the Breakdown grid by selecting different views of the information. Click Customize to open the Customize
Giving Breakdown screen. From this screen, you can select additional filters and format options for the results in
the Breakdown grid. The tabs and selections on the Customize Giving Breakdown screen change according to the
breakdown selected. In the Breakdown field on the Summary screen, you can select from the following
breakdown views: Calendar Year, Campaign, Fiscal Year, Fund, Gift Type, Package, or Solicitor.
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Calendar Year Breakdown

Tab

Description

General

Graph

You can determine the display format of the calendar year in
the Display field. For example, you can display only the year or
you can display the month and year. In the No. Years to report
field, you can determine the number of years to display in the
Breakdown grid. Each grid row shows information for one year.
The number of years you select always includes the current
year. Mark the Display years option Latest year to earliest year
or Earliest year to latest year to arrange the order of the
Breakdown grid results.

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Campaign

Tab

Description

General

Filters

You can determine the display format for campaigns from the
Breakdown by Campaign frame. Mark the ID, Description, or
Category option to determine how campaigns appear in the
summary results.

From the Filters tab, you can select the campaigns to include in
the summary results. If you select All in the Include column,
information for all campaigns that meet the criteria selected on
the Summary Filters screen tabs appear in the summary results.
If you choose Selected in the Include column, the Selected
Filters column is enabled and you can select specific campaigns
to appear in the summary results. Click the binoculars to access
the Select Campaigns screen. Move the campaigns to include in
the summary results to the Include these Campaigns box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fiscal Year Breakdown

Tab

Description

General

You can determine the display format of your organization’s
fiscal year in the Display field. For example, you can display only
the year or you can display the month and year. In the No. Years
to report field, you can determine the number of years to
display in the Breakdown grid. Each grid row shows information
for one year. The number of years you select always includes the
current year. Mark the Display years option Latest year to
earliest year or Earliest year to latest year to arrange the order
of the Breakdown grid results.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Fund Breakdown

Tab Description

General You can determine the display format for funds from the
Breakdown by Funds frame. Mark the ID, Description, or
Category option to determine how funds appear in the
summary results.

Filters From the Filters tab, you can select the funds to include in the

summary results. If you select All in the Include column,
information for all funds that meet the criteria selected on the
Summary Filters screen tabs appear in the summary results. If
you choose Selected in the Include column, the Selected Filters
column is enabled and you can select specific funds to appearin
the summary results. Click the binoculars to access the Select
Funds screen. Move the funds to include in the summary results
to the Include these Funds box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Gift Type Breakdown

Tab

Description

General

From the General tab, you can select the types of gifts to
include in the summary results. The Gift Types box contains all
gift types available in The Raiser’s Edge. You can use the arrow
keys to move gift types to include in the summary from the Gift
Types box to the Include these Gift Types box. If you click Load
All Defaults, the default gift types move to the Include these
Gift Types box.
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Tab

Description

Graph

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.

Package Breakdown

Tab Description

General You can determine the display format for appeal packages from
the Breakdown by Package frame. Mark the ID, Description, or
Category option to determine how packages appear in the
summary results.

Graph From the Graph tab, you can select a graph view of the

Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.
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Solicitor Breakdown

Tab

Description

General

Filters

Graph

You can determine the display format for gift solicitor names
from the Breakdown by: Solicitor frame. From the Display field,
select Last name, First name; First name Last name; or
Constituent ID.

From the Filters tab, you can select the gift solicitors to include
in the summary results. If you select All in the Include column,
information for all gift solicitors that meet the criteria selected
on the Summary Filters screen tabs appear in the summary
results. If you choose Selected in the Include column, the
Selected Filters column is enabled and you can select the gift
solicitors to appear in the summary results. Click the binoculars
to access the Select Gift Solicitors screen. Enter a solicitor in the
Gift Solicitors grid or click the binoculars to search for a specific
solicitor in your database.

From the Graph tab, you can select a graph view of the
Breakdown grid information to appear in place of the grid.
Mark Grid View or Graph View to determine the default view
for the breakdown you selected. You can select Graph Type to
choose a bar, pie, line, or area graph of the information. Click
the selections in Graph Type Options to determine the
appearance of the graph type you select. The sample display to
the right of Graph Type Options shows how the graph appears
in the summary. Select Data Source to determine the
information from the Breakdown grid to include in the graph. In
the Columns to Include box, mark the columns that contain
information you want to include in the graph. The sample
display to the right of the Columns to Include box changes to
include information for each column you mark. To name your
graph and further define the appearance, select Detail. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and
Y-axis title to easily identify specific information in the graph.
Mark the Show legend checkbox to include a list of column
names and their corresponding colors in the graph with the
summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark
Show gridlines to display the X-axis and the Y-axis of the graph.
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» Creating an Appeal Summary

You can create an appeal summary to view information on the progress of your organization’s appeals.

Scenario: You recently created an Internet appeal to encourage visitors to your organization’s web site
to contribute gifts and to allow your constituents to e-mail pledge forms to your organization. You
want to view the response to this new appeal and see the amount of contributions made so far. You

can create an Appeal Summary to view the constituents who contributed and the total amount
received.

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

7 The Raiser's Edge .
Ele Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

Imrl-‘ Home
iﬁ Fecords . ;I
— Constituents

Actions

Campaigns _ ~

Funds A o Incividual IEF Cipen a Corstituent

Appeals C

T D ey Qrganization

Jobs

i Recently Accessed Records Quick Find

&

‘Welcome to The Raiser's Edge 7

RN

2. Enter “Internet” in the Quick Find field. For information about opening an appeal record, see the
Campaigns, Funds, & Appeals Data Entry Guide.
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3. Click the binoculars. The Internet/Web Site record appears.

[@ Internet/Web Site solicitations M=
File Edit “iew Appeal Favortes Toolz Help

ESaveandElose'|u X|§&|H 1 » N|—' ||?v|§v

v General I Eampaignsl Fugdsl W F'acl_<ages| Qctionsl httribgtestxpensesl

Appeal ID: [INTERNET

Description: |InternetMeb Site solicitations ™ Appealis inactive

Start date: Iw Owerall goal; lﬂ
End date: IW Default gift amaourt: lﬂ
Appeal cateqany: lm Default Benefits | Mo benefits aszigned
Mo, zolicited:

Motes: |This generic appeal is used for any donations that originate based on information on the web ;I
site. Constituents can email a pledge form directly from the web site.

|

| | 04/21/2000

Note: The summary results that appear are based on the information selected when the summary was last

run.

4. From the View menu, select Summaries, Appeal Summary. The Appeal Summary screen appears.

E Summary for INTERNET, Intermet/web Site Solicitations

File Edit “iew Summary Help

Elose|§|9| ? - |

View:lm [ Exclude largest git [~ Exclude smallest gift
I Date | Armount I Type | Constituent |ﬂ
— — | |First 02(25/1997 +2,000,00 Cash Frankz, Paul
— — Latest 0&/17/2002 $150.00 Cash Garrett, Jil
— —— Greatest 02/25/1997 $2,000.00 Cash Frantz, Paul LI
— — Ayerage: $348.75 Total giftz: g Mode: $35.00
— = Median: $42.50 Tatal donors: 8
~ | Geak given: $2.790.00 Over (under $2,730.00
— -
Overall goal: $0.00 Percent of goal: 0.00%
=] =
— —! Bleakdown:lCaIendaIYear j Customize. .. |
- B Calendar Year I Recaived | Plzdged | Paid |Writ...| Balance |Total CommittedINo. Giftslﬂ
Al zall= $2,790.00  $0.00 $0.00 $0.00 40,00 $2,790.00 g
After 12/2002 40,00 40,00 $0.00 40,00 $0,00 40,00 0
012000 - 122000 $1S0.000 40,000 40,00 $0,000  $0.00 $150.00 1
01/1999- 121999 457000 40.00 $0.00 $0.00 40,00 $570.00 4
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5. From the Appeal Summary toolbar, click Filters. The Summary Filters screen appears.

Summary Filters for Intemet/wWeb Site Solicitations

1. General | 2 Filtersl 3 Gift T_l,lpesl 4 Formatl

 Include Gifts with these D ates

Date to use: I Gift date j
Date: I Include all dates j
— Soft Credit Gifts Ta Include these Constituents
% Donar ™ Inactive conshituents

€ Soft credit recipients IUSE distribution on gift j [ Deceased constituents

" Bath IUse dizgtribution on qift j [T Constituents with no valid addresses

— Credit Matching Gifts To

& Donar " MG Company  Both Year to use:lEaIendarYear 'l

< Blach | Mest » | Cancel | Finigh |

6. From the General tab, select “Gift Date” in the Date to Use field of the Include Gifts with these Dates
frame.

In the Date field, select “Include all dates”.
In the Soft Credit Gifts To frame, mark Donor.
9. In the Credit Matching Gifts To frame, mark Donor.
10. In the Include these Constituents frame, mark all checkboxes.
11. Inthe Year to Use field, select “Calendar Year”.
12. Click Next. The Filters tab appears.

Summary Filters for Internet W eb 5Site Solicitations

1: General 3 ikt Typesl 4 Formatl

EV By using the grid belaw, this repart may be filtered on the items shown in the Selected Filkers column.

Filkers Include I Selected Filkers
Campaigns all <Al Funds:=
Funds all <4l Appeals =
Constituent Codes | Al <Al Constituent Codes =
Gift Salicitors all <Al Gift Solicitars =

< Back | Mext = | Cancel | Finizh |

13. In the Include column, select “All” for each entry in the Filters column.
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14. Click Next. The Gift Types tab appears.

Summary Filters for Internet/web Site Solicitations

1 Genelall 2 Filters 3 Gift Types | 4 Formatl
Include these Gift Types:

Gift Types:
|- All Cash « Cash
|5 &l Pledge Payp-Cash

MG Pap-Cash
Recuming Gift Pay-Cazh

Fledge
MG Pledge

>

|54l Stock ﬂ
: <
A

Stock/Property

Stock/Property (Sold)

Payp-Stock/Property

; MG Pay-5tock/Property LI
I Y U = R =

W Exclude zem amount gifts

™ | e saleidate fonsnld stankymrapet wl

I | Wze sale amount fon sald stock/mraperty

I | Subtiact broker fee fiom eold stock/Broperty

¥ | Wze aift balanee instead af aift amoumnt
I | Ealculate gift balance based on date ranae, campaian, fund, and appeal

Finish |

< Back | Mest » | Cancel |

15. Click Load All Defaults. The following confirmation message appears.

The Raizer's Edge <]

@ Are vou sure pou want to Load Default Gift Type Parameters?

16. Click Yes. All default gift types appear in the Include these Gift Types box.
17. Click Next. The Format tab appears.

Summary Filters for Internet/web Site Solicitations

1 Genelall 2 Filtersl 3 Giftt Types  4: Format |

— Amount Digplay Options

v Show cumency character -
¥ Show 1000's separator ‘ e e
v Show decimal

¥ Show Femas Amount; [$5.555.56)
™ Show percent sign Percent [100.00%)

[~ Show blanks instead of zern amaunts

Megative amount format; I [1234.56) A I

< Back | ezt | Cancel | Finizh |

18. In the Amount Display Options frame, mark all checkboxes.
19. In the Negative amount format field, select “-1234.56".
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20. Click Finish. The Appeal Summary screen appears.

E Summary for INTERNET. Internet/web Site Solicitations

File Edit %iew Summary Help

100 | @| QB 2 - |
VieﬂiIFirst.-"Latest.-"GlBatBSl vl ™ Exclude largest gift [~ Exclude smallest gift

I Date | Amount I Type | Constituent |
- — | |First 0z/25/1997 £2,000.00 Cash Frankz, Paul
— — Latest 0617 /2002 $150.00 Cash Garrett, Jil
— — Greatest 022511997 $2,000.00 Cash Frantz, Paul
— — Average: $429.00 Total gifts: 10 Mode: $35.00
— S Mediar: $100.00 Total donars: 10
=W 50 gien 4,29000 Over [under} 4,250.00
. - otal given: $4.290. wer [under): $4.290.
Overall goal: Percent of goal: 0.003%
— =]
— — Breakdown: I Calendar 'ear j Customize. .. |
- B Calendar Year I Received | Pledged | Paid | Writ...I Balance | Tatal Carnritted I Mo, Gifks |ﬂ
zall> $2,790,00 $1,500,00 $1,500,00 $2,790,00 10
After 1212002 u]
01,2000 - 12/2000 $150,00 $1,500,00 41,500,00 $150,00 3
01/1999-12/1999  $570.00 $570.00 4

21. From the View field, select “Top Donors by Count”. The program recalculates the results.
22. Mark the Exclude largest gift and Exclude smallest gift checkboxes. The program recalculates the results.
23. From the Breakdown field, select “Gift Type”. The program recalculates the results.

E Summary for INTERNET, Internet/web Site Solici

File Edit “iew Summary Help
Cacee | S92 2- |

ViBWZITop Danars By Count ﬂ Top: IAII j [¥ Exclude largest gift [V Exclude smallest gift

Rank I Constituent | Mo, Gifts | Taotal Amount Iﬂ
— 1 I, Dean Pierce Isley, Ir, 1 $750.00
— — 2 Mr. Max &, Taylor 1 $750.00
—_— ——1 3 Robert Carlos Hernandez, M.D. 1 $450'DDLI
— — Average: $281.58 Total gifts: g Mode: $35.00
— = Median: $100.00 Tatal donors: 8
— =]
Boal: ¢ otal given 2,255.00 Over under} 2,255.00
- otal given: $2.255. ver [under): $2.255.
Overall goal: Percent of goal: 0.00%
=] =
— — Bleakdown:IGift Type j Customize. .. |
— =]
Gift: Type | Recaived | Fledged | Paid | Wiritken CFF | Balance | Total Cornmitted | Mo, Gifts
<all= $2,790.00 $2,790.00 g
Cash $2,790,00 $2,790,00 8

KIS i3




APPEAL SUMMARIES 18

24. Click Customize. The Customize Giving Breakdown screen appears.

Customize Giving Breakdown - <Gift Type>

1. General | 2 Glaphl

Gift Types: Include these Gift Types:
|40 Cash - Cash
-4 Pladge Pay-Cash

Pledge MG Pap-Cash

----- MG Pledge Recuring Gift Pap-Cash
I_5 40 Stack >
Stock/Property 3
Stock/Property [Sold)
Pay-Stock Property <
MG Pay-Stock/Property <<

Pay-Stock/Property (Sald)

----- MG Pay-Stock/Property [Sold)

I_40 Gifts In Kind

Gift in Kind

i [21 PaneGift in Kind LI

Load &l Defaults... |
Finish |

25. Click Load All Defaults. The following confirmation message appears.

< Blach | Mest » | Cancel |

The Raiser's Edge B2

@ Are pou zure pou want to Load Default Gift Type Parameters?

26. Click Yes. All default gift types appear in the Include these Gift Types box. The Gift Type breakdown

results include all gift types contributed to the Internet/Web Site appeal.

Note: You can mark the Exclude largest gift and Exclude smallest gift checkboxes to prevent an extremely

large or small contribution from distorting the summary giving statistics results.

27. Click Finish. The program recalculates the results.

E Summary for INTERNET. Internet/web Site Solicitations

File Edit %iew Summary Help

e ] 9) 2] 2 |

ViBWZITop Daonars By Count j Top: IAII j ¥ Exclude largest gift [ Exclude smallest gift

Rarnk I Constituent | Mo, Gifts | Total Amount H
1 Mr. Dean Pierce Isley, Ir. 1 $750.00
— — z I, Max @. Tavlor 1 $750.00
— = 3 Robert Carlos Hernandez, M.D. 1 $450'DDLI
— — Average: $281.88 Total gifts: 8 Mode: $35.00
— - Mediar: $100.00 Total donars: g
=] E
o e 2,255.00 Over [under} 2,255.00
otal given: $2.255. wer [under): $2.255.
Overall goal: Percent of goal: 0.003%
— =
== — Breakdown: I Gift Type
- B Gift Type | Received | Pledged | Paid | Writken OFF | Balance | Tatal Carnrnitted | o, Gifts

<all $2,790,00| $1,500.00
Cash $2,790.00
Pledge $1,500,00 $1,500,00

8
2
KU i

$1,500,00 42,790,00 10

$2,790.00
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Appeal Goal Summary

The Goal Summary provides a view of the overall appeal goal and the campaign and fund goals associated with
the appeal. You can easily see the total amount raised for each goal, and the difference between the goal and the
amount received is presented as a dollar amount and as a percentage. You can also view the number of
constituents who were solicited for an appeal, and the number who actually contributed. The cost of the appeal
divided by the amount raised indicates the overall effectiveness of your appeal. This summary appears in report
format.

Parameter File Screen

The Goal Summary results include information determined by your selections from a parameter file. The
parameter file screen contains the following tabs: General, Filters, Gift Types, Attributes, Graph and Format.
Because the Goal Summary results display as a report, you can customize the appearance of the summary. For
example, you can enter a heading, apply a color scheme to the heading, and determine the summary information
to print. You can save the parameter file and enter a name and a description of the file contents. When you
create a Goal Summary, you can select a previously created parameter file for the summary or create a new
parameter file. If you have the proper security rights, you can select a default parameter file for your campaign
Goal Summary.

General Tab

From the General tab, you can determine which records to include, the date or date range of the gifts to include
in a summary, how to distribute soft credits and matching gifts, which constituent records to include, and
whether the year to report on is a calendar or fiscal year.

Mew Appeal Goal Summary I

File  Edit Favortez Help
=Rl |

1: General Iz: Filtersl & Gift T_I,Ipesl A Abtributes | 5 Format

Include. .. | Appeal

 Include Gifts with these Dates

Date bo uze: IGift date j
Date: IIncIude all dates j
— Soft Credit Gifts To Include these Congtituents
& Donar ™ Inactive constituents

" Soft credit recipients IUSE distribution on gift j [" Deceased constitugnts
 Both IUse distibution on it | %] || 7 Constituents with na valid addresses

— Credit b atching Gifts Ta —
& Donor " MG Company " Both

[~ Create output quemn

< Blark | Nest » Cancel Frint Preview Layout

Note: To use Selected Records, you must create a query of records first. For information about creating and
saving a query, see the Query & Export Guide.
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Include display. The Include display automatically shows the campaign record you have open. If you want to
base the summary on different records, click Include to select All Records, Selected Records, or One Record
for your summary. If you select All Records, the summary includes each record in your database that meets all
summary’s criteria. For the program to consider records already saved as a query, click Selected Records.
From the search screen, you can select the query to use. To base the summary on only one record, select One
Record. You can search for and select the record to use.

Include Gifts with these Dates frame. You can specify a date or date range to identify the gift information to
include in the summary. In the Date to use field you can select to use either the Gift Date or Post Date. If you
select Gift Date, you can view gifts given during the date range you select in the Date field. If you select Post
Date, the summary includes all gifts posted during the date range specified in the Date field.

Soft Credit Gifts To frame. You can select how soft credits appear in the summary results. To credit the donor
for the entire amount of the gift, select Donor. To credit the entire amount to constituents who received a soft
credit for the gift, select Soft credit recipients. To credit both the donor and the soft credit recipients, select
Both. If you mark Soft credit recipients or Both, you can select Use distribution on gift, Full amount to all, or
Split evenly to determine how the soft credit is distributed.

Credit Matching Gifts To frame. You can select how to credit matching gifts in the summary. To credit the
donor for the entire amount of the matching gift, select Donor. To credit the company which donated the
matching gift for the entire amount, select MG Company. To credit both the donor and the company with the
matching gift, select Both.

Create output query checkbox. Mark the Create output query checkbox to generate an output query of the
records included in the summary. You can use the output query for other tasks, such as creating reports or
mailings.

Include these Constituents frame. Unless you specify otherwise, the program automatically excludes
constituents marked as inactive or deceased, and constituents who do not have a valid address in your
database. Mark the following checkboxes to include these constituents in your summary: Inactive
constituents, Deceased constituents, and Constituents with no valid address.

Year to use field. You can select Calendar or Fiscal to define a year. The type of year you select can affect the
calculations which appear below the View grid. The calculation of Average Gift, Total Gifts, Total Years,
Consecutive Years, Median, and Mode may change according to the year selected for the Year to use. For
example, if you select Fiscal Year and your organization’s fiscal year begins in July, gifts given in the preceding
January through June are not included in the calculations.
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Filters Tab

From the Filters tab, you can determine which records to include in a summary. For example, you may want to
include only certain funds in the Goal Summary. You can determine the funds to include by applying a filter. The
records you select must also meet the criteria selected on the other Filters screen tabs. You can include all
records or selected records for each selection in the Filters tab grid. The Filters tab grid contains three columns:
Filters, Include, and Selected Filters. Selections listed in the Filters column may change, depending on the
summary you select.

Mew Appeal Goal Summary I

File  Edit Favortez Help

S w2 |

1; General {2

| & Gift T_I,lpesl ES .-’-\ttributesl 5 Format

Ev By uzing the grid belovs, thiz report may be filkered on the itemz shown in the Selected Filkers column,

Filkers I Include I Selected Filkers
Campaigns all <Al Carmpaigns =
Funds il <Al Funds =
Appeals All <Al Appeals =
Constituent Codes | all <Al Constituent Codes
Gift Salicitors all <all Gift Solicibors=
< Back Medt » Cancel Frint Preview Lawout

Warning: You cannot change the selections in the Filters column.

Filters column. The Filters column lists selections for which you can narrow the results of a summary. The
filters available for an appeal Goal Summary are Campaigns, Funds, Appeals, Constituent Codes, and Gift
Solicitors.

Note: If you select All Records, records may be eliminated by other criteria. For example, you may exclude
deceased constituents by leaving the Deceased constituents checkbox in the Include these Constituents frame
unmarked.

Include column. For each selection in the Filters column, you can determine the records in your database to
include. The records to include must also meet the criteria you selected on all summary tabs. If you select All
in the Include column, all records for the Filters column selection which meet the summary’s criteria appear
in the results. For example, you have a Filters column selection “Campaign”. In the Include column, you
determine which campaign records to include in the summary results. You select All Records. Gifts to all
campaign records that meet the criteria specified on the summary tabs appear in the summary results. If you
choose Selected in the Include column, the Selected Filters column is enabled.

Selected Filters column. The Selected Filters column displays the records you select to include in the
summary. You must choose Selected in the Include column to enter information in the Selected Filters
column. Click the binoculars to open the selection screen. From this screen, you can use the arrow keys to
move your choices from the box of selections on the left to the Include these entries box on the right. The
summary results include the records you select in the Selected Filters column which meet all the summary’s
criteria.



APPEAL SUMMARIES 18

Gift Types Tab

From the Gift Types tab you can select the gift types to include in the summary. You can use the arrow keys to
move all the types to include from the Gift Types box to the Include these Gift Types box. If you click Load All
Defaults, the default gift types move to the Include these Gift Types box.

Mew Appeal Goal Summary I
File Edit Fawortes Help

IR |

|ﬂr: Aftributes | A Furmatl

1: Generall 2 Filters

it Types: nclude these Gilt Types:
Gift T Include these Gift T
b8l Cash Cash -
&1 Pledge Pay-Cazh
b5 Al Stock > |2 MG Pay-Cash
b8l Gifts In Kind 35 Fledge
541 Other Stock/Property
< Stack/Froperty [Sold]
<< Fay-Stock Property
MG Pay-Stock/Property
FPay-Stock Property [5ald) LI
O T DAY o WP (R | o PP WO o SO0 PN

[+ Exclude zera amount gifts

[~ Use zale date for sold stock/property wl
[~ Use zale amount for sold stockproperty

I Subtract Groker fes fam sold stack/mraperty

[+ Use gift balance instead of gift amaunt
[~ Calculate gift balance based on date range, campaign, fund. and appeal

< Back | Nest » | Cancel | Frint | Preview | Layout |

Exclude zero amount gifts checkbox. If you leave the Exclude zero amount gifts checkbox marked, the
summary does not include gifts with an amount of zero or an amount adjusted down to zero.

Use sale date for sold stock/property checkbox. If you mark the Use sale date for sold stock/property
checkbox, the summary uses the date stock was sold as the gift date.

Use sale amount for sold stock/property checkbox. If you mark the Use sale amount for sold
stock/property checkbox, the sale amount of the stock appears in the summary. Also, the Subtract broker fee
from sold stock/property checkbox is enabled.

Warning: If you include both pledge and pledge payment in the Gift Types box, the gifts are double-counted in
the summary results. Mark the Use gift balance instead of gift amount checkbox to view the actual gift

balance.

Subtract broker fee from sold stock/property checkbox. If you mark the Subtract broker fee from sold
stock/property checkbox, the broker fee is subtracted from the sale amount of the stock recorded in the sale
of stock record. The checkbox defaults to unmarked unless you mark the Use sale amount for sold
stock/property checkbox.

Use gift balance instead of gift amount checkbox. The Use gift balance instead of gift amount checkbox
defaults to marked. If you select Recurring Gift in Gift Types, you see the balance remaining (unpaid or

partially paid) on a scheduled recurring gift payment. If you select Master on the General tab, you see the
balance remaining on a pledge. If you select Installment on the General tab, you see the balance remaining on

a pledge installment.

Warning: If you leave the Calculate gift balance based on selected date range, campaign, fund and appeal
checkbox unmarked, the true balance of the gift appears.
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Calculate gift balance based on selected date range, campaign, fund and appeal checkbox. If you
mark the Calculate gift balance based on selected date range, campaign, fund and appeal checkbox, the
report bases the balance of the pledge on the date criteria selected on the General tab and criteria selected
on the Filters tab.

Attributes Tab

From the Attributes tab, you can further limit the records to include in a summary by including or excluding
records with certain attributes. Attributes are bits of useful information attached to records. For example, you
may have the attribute category Interests with entries for Golf, Tennis, and Boating. From the Attributes tab, you
can include constituents who play tennis in your summary. The Attributes tab is divided into two grids: Include
Records with these Attributes and Exclude Records with these Attributes.

Mew Appeal Goal Summary I

File  Edit Favortez Help
=Rl |

1 Generall 2 Filtersl X Gift Types

| 5 Format

~I Include Recaords with these Attibutes

Record Type I Cakeqgory I Description Shart Dese

[~ Exclude Records with these Attibutes

Recard Type Cakeqgory Description Shart Dese

< Back | Nest » | Cancel | Frint | Preview | Layout |

Include Records with these Attributes checkbox. Mark this checkbox to enable the Include Records with
these Attributes grid. The records you select from the grid which meet all summary criteria appear in the
summary results.

Include Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record

Type column. By selecting to include records with specific attributes, you can limit the records included in the
summary.

Record Type column. Click in the Record Type column to enter or select a specific record type. For an appeal
Goal Summary, you can select constituent, appeal, or gift records. Once you select a type of record, you can
choose an attribute associated with the record.

Note: You can select as many record types and categories as you want in the attributes selection grid.
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Category column. Click in the Category column to enter or select an attribute category for a specific record
type. The categories available correspond to the record type you select in the Record Type column. The
category you select determines the entries available in the Description column. For example, you select to
include gift records with a certain attribute. From the Category column, you can select the attribute category
to include, such as “Deposit Date”. Gift records with the deposit date you specify in the Description column,
that meet all summary criteria, appear in the summary results.

Description column. Click in the Description column to enter or select an attribute category description. An
attribute category is a broader heading under which you group more specific information. For example, you
may have a constituent attribute category of Special Mailing Types. In this category, you may have the
descriptions Do Not Mail and One Solicitation Per Year.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.

Exclude Records with these Attributes checkbox. Mark this checkbox to enable the Exclude Records
with these Attributes grid. Records with the attributes you select from the grid do not appear in the summary
results.

Exclude Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record
Type column. By selecting to exclude records with specific attributes, you can limit the records included in the
summary.

Record Type column. Click in the Record Type column to enter or select a specific record type. For an appeal
Goal Summary, you can select constituent, fund, or gift records. Once you select a type of record, you can
choose an attribute associated with the record.

Category column. Click in the Category column to enter or select an attribute category for a specific record
type. The categories available correspond to the record type you select in the Record Type column. The
category you select determines the entries available in the Description column. For example, you select to
exclude constituent records with a certain attribute. From the Category column, you can select the attribute
category to exclude, such as “Committees”. Constituents who are members of the committee you select in
the Description column are excluded from the summary results.

Description column. Click in the Description column to enter or select a category description. An attribute
category is a broader heading under which you group more specific information. For example, you may have a
gift attribute category of Donor Designation to indicate the donor wants your organization to use the gift to
purchase specific items. In this category, you may have the descriptions Hospital Bed, Computers, and
Clothing.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.
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Graph Tab

From the Graph tab, you can select a graph view of the summary results. You can select a graph type and the
summary information to graph. You can also select additional information to display with the graph, such as a
legend, values, or a grid line. You can determine if the graph appears with the summary text, or you can select to
view only the graph in the results.

Mew Goal Summary I
File  Edit Favortez Help

HReo

1 Generall 2 Filtersl 2 Gift Types | 4 abtnbutez 52 Graph |§: Fnrmatl

2 . |

[E1 Graph Type Select output: (% Fepart only ' Graph only " Report and graph
& Data source .

= Delail. Available graph types:  Graph type options:

[ Location il 100

° IR

-1}

NI | -

20

< Back | Nest » | Cancel | Frint | Preview | Layout |

Graph Type. You can select Graph Type to choose a bar, pie, line, or area graph of the information. From Select
output, mark Report only, Graph only, or Report and graph, to determine if the graph appears in the summary
results. From the Available graph types box, select the graph you want to use. Click the selections in the Graph
Type Options to determine the appearance of the graph type you selected. The sample display to the right of
Graph Type Options shows how your graph will appear in the summary.

Data source. Select Data Source to select the information to include in the graph. The selections available are
determined by the summary type. From Select output, mark Report only, Graph only, or Report and graph, to
determine if the graph appears in the summary results. In the Rows to graph field, select the summary rows to
include in the graph. In the Columns to Include box, mark the columns you want to include in the graph. The
sample display to the right of the Columns to Include box changes to include information for each column you
mark.

Detail. To name your graph and further define its appearance, select Detail. From Select output, mark Report
only, Graph only, or Report and graph, to determine if the graph appears in the summary results. You can
enter a Chart Title and Subtitle, and you can enter an X-axis and Y-axis title to easily identify specific
information in the graph. You can mark the Show legend checkbox to include a list of column names and their
corresponding colors in the graph with the summary results. Mark Show data values to display values for
each graph section. For bar, area, and line graphs, you can mark Show gridlines to display the x axis and the y
axis of the graph.

Location. Select Location to determine where a graph appears in the summary. From Select output, mark
Report only, Graph only, or Report and graph, to determine if the graph appears in the summary results.
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Format Tab

From the Format tab, you can further define the appearance of the summary results. You can create headings,
page footers, and report footers. You can select to print the criteria used to create the summary, and you can
determine the format of names and currency amounts included in the results. The following format types appear
in a box on the left of the screen: Headings, Criteria, Page Footer, Report Footer, Miscellaneous, and Color
scheme. When you select a format type, the right side of the screen changes accordingly. For example, if you
select Criteria, the selections on the Format tab change to include the parameters available for Criteria.

Hew Appeal Goal Summary I

File  Edit Favortez Help

S w2 |

1 Generall 2 Filtersl & Gift T_I,lpesl A Abtributes

Headings — Heading Format
Critetia TitIE'l

Page Foater :

Repart Foater SUbtiHE:I

Miscellaneous

Color schame Aligr: ICenter j

[ Print Organization name in header

— ¥ PFrint Page Number in Heading ¥ Prirt Report Date in Heading ——
Farmat: IF'age 1 j Format: IShu:urt Date j
Aligre [Ftight ] Aligr [ Left [

™ Print report heading on each page

< Back | e | Cancel | Frint | Preview | Lawout |

Headings. From the Heading Format frame, you can enter and select the alignment for a title and a subtitle for

the summary. Mark the Print Page Number in Heading checkbox to enable the Format and Align fields in the
Print Page Number in Heading frame. In this frame, you can select the numbering format and alignment of
page numbers. Mark the Print Report Date in Heading checkbox to enable the Format and Align fields in the
Print Report Date in Heading frame. You can select the date format and alignment of the heading report date
in this frame. Mark the Print Organization Name in Header checkbox for your organization’s name to appear
in the header. Mark the Print report heading on each page checkbox for the heading to appear on each page
of the summary. If you leave the checkbox unmarked, the heading prints only on the first page.

Criteria. You can easily keep track of the criteria you selected from the parameter file tabs by printing this

information with the summary results. Mark the Print Report Criteria checkbox to enable the Print Report
Criteria frame. From the Criteria to print box, mark the selections you want to print. All checkboxes are
marked by default. To exclude criteria, unmark each checkbox you do not want to include. The summary type
determines the criteria selections available in the Criteria to print box. From the Include on field, select A
separate page to include the criteria list separately or First page of report to include the list with the
summary results.

Page Footer. From the Page Footer Text frame, enter text in the Text box, up to 80 characters, to print at the

foot of each page of the summary. From the Align field, select a page alignment for the footer. Mark the Print
Page Number in Footer checkbox to enable the Format and Align fields in the Print Page Number in Footer
frame. You can select the numbering format and alignment of page numbers. Mark the Print Report Date in
Footer checkbox to enable the Format and Align fields in the Print Report Date in Footer frame. You can
select the date format and alignment of the footer report date.
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Report Footer. You can enter additional text to appear at the end of a summary in the Text box of the Report
Footer Text frame. You can also select the alignment of the text in the footer. In the Align field, select a page
alignment for the footer.

Miscellaneous. You can use Miscellaneous to select amount display options and page orientation for a
summary. Mark the boxes listed in the Amount Display Options frame to establish how amounts appear in
the summary. The sample display shows you how the amount appears. In the Negative amount format field,
you can select to print negative amounts in parentheses or with a minus sign. In the Report Orientation
frame, mark Landscape or Portrait to determine the orientation of the summary on the page.

Color scheme. You can use Color Scheme to apply colors to the headings in the summary. Mark the Apply a
Color Scheme checkbox to enable the Apply a Color Scheme frame. To change a color on the report, click the
color box corresponding to the selection you want to change. The Color screen appears with a palette for you
to select a color. Mark Column heading back color to select a color for the heading background. Mark Column
heading fore color to select a color for the heading font. The Group heading back color checkbox changes the
background color of each group heading in the summary. You can select a color for the group heading font by
marking Group heading fore color. Click Reset to System Defaults to display program settings for color
scheme.

» Creating a Goal Summary for an Appeal
You can create a Goal Summary to view information on the progress of your organization’s appeals.

Scenario: Your organization’s Annual Exhibit appeal recently ended, and you want to determine the
success of this appeal. You can create a Goal Summary to see the amount contributed to the appeal
and the amount your organization spent organizing the appeal. The Goal Summary includes the
difference between the amount received and the amount spent, so you can easily determine the
success of the Annual Exhibit.

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

i The Raiser’s Edge

Ele Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

=
Gift;
- Constituents

Actions

Campaigns _ ~

Funds A o Incividual IEF Cipen a Corstituent
Appeals C

T D ey Qrganization

Jobs

i Recently Accessed Records Quick Find

&

L - | ]

‘Welcome to The Raiser's Edge 7

RN
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2. Click the Appeals link. The Appeals page appears.
B

i The Raiser’s Edge
Elle Edit “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

o

A Home
-

lﬁ Fecords Constituents ;I
_ Appeals
Qe Actions
Campaigns e .
5
Funds k’f Mew Appesl IEF Open an Appeal
Memberships
Jobs
Ewaiie Recently Accessed Records Quick Find
#

CN

‘Welcome to The Raiser's Edge 7

3. Enter “Annual Exhibit” in the Quick Find field. For information about opening a fund record, see the
Campaigns, Funds, & Appeals Data Entry Guide.

4. Click the binoculars. The Annual Exhibit record appears.

8 Annual Exhibit [_ ]

File Edit Wiew Appeal Fawortes Tools Help
E]Saveandclose'u)(|§|§|“ 1 b H|_"|| ?"|§Y ‘

v General Iv Eampaigns' v Funds' F'acl_{ages' ﬁctions' Attribgtes#Expenses'

Appeal ID: [EXHIBIT

Description; I.&nnual Exhibit [ &ppeal is inactive

Start date: IDSH'I gl2002 ﬁl Owerall goal: |$50,DDD.DD ﬁl
End date: I12.-’IJS;’20E|2 ml Drefault gift amovint: I EI
Lppeal categomn: IEvent 'l Default Benefits | Mo benefits aszigned

Mao. solicited: I 1 N-
Motes: ;I

Note: If you selected a default parameter file for the Goal Summary, the parameter file you selected appears
instead of the Select a Parameter File screen.
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5. From the View menu, select Summaries, Goal Summary. The Select a Parameter File screen appears.

Select a Parameter File

% Find...

[ iOrly show my parameter files

6. Click Add New. The New Appeal Goal Summary screen appears.

File Edit Favortes Help
lERERE = |
1. General |g: Filtersl 2 Gkt Typesl 4 .-’-\ltributesl & Formatl

Include. .. | Appeal

~ Ihclude Gifts with these Dates

Date to use: I Gift date j
Date: IIncIude all dates j
 Soft Credit Gifts To Include these Constituents
& Dionor [ Inactive constituents

€ Soft credit recipients IUSB distiibution on gift |7/ | 7 Deceased constituents

= Bath II_Ise distribution on gift ﬂ ™ Conshituents with na valid addreszes

— Credit Matching Giftg To———————— ——
& Donor MG Company  Both

[~ Create output quemn

¢ Bach | Mest = | Cancel | Print | Previeﬂl Layout |

From the Include Gifts with these Dates frame, select “Gift Date” in the Date to use field.
From the Date field, select “Include all dates”.
In the Soft Credit Gifts To frame, mark Donor.

10. In the Credit Matching Gifts To frame, mark Donor.

11. Mark the Create output query checkbox.

12. In the Include these Constituents frame, mark all checkboxes.
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13. Click Next. The Filters tab appears.
New Appeal Goal Sunmary

Eille Edit Favortez Help

"v By using the arid below, this report may be filtered on the items showen in the Selected Filkers column.

Filkers Include I Selected Filkers
Campaigns all <Al Campaigns =
Funds all <Al Funds >
Appeals all <Al Appeals =

<Al Constituent Codes =
<&l Gift Solicitars >

Constituent Codes | Al
Gift Solicitors all

< Back | Mest » | Cancel | Print | Previeﬂl Layout |

14. In the Include column, select “All” for each entry in the Filters column.
15. Click Next. The Gift Types tab appears.

Mew Appeal Goal Summary [ x|

Eille Edit Favortez Help

R 2 |

5: Format I

1 Generall 2 Filters !

Gift Types: Include these Gift Types:

|~ All Cash Cash -
I All Pledge Pay-Cash

|54l Stock 5] MG Pay-Cazh

I 4 Gifts In Kind Pledge

= All Other Stack/Property

Stock/Property (Sold)

Pap-Stock/Property

MG Pay-Stock /Property

Payp-Stock/Property (Sold) [

L TP T PR X WP PR o PR TR {0 I\

Load &ll Defaults. .. |

2l [¥lv

v Exclude zero amount gifts

[T Use zale date for zold stock/property

™ Use zale amount for sold stock /property

™ | Subtiact braker fee e sald stonkymrame

¥ Use gift balance instead of gift amaurnt

™ Calculate gitt balance based on date range. campaign, fund, and appeal

< Back | Mext = Cancel Print Preview Lapout
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16. Click Load All Defaults. The following confirmation message appears.

The Raizer's Edge ]

@ Are you sure you want to Load Default Gift Type Parameters?

17. Click Yes. All default gift types appear in the Include these Gift Types box.
18. Select the Format tab.

19.
20.

21.
22.

23.
24.

25.

New Appeal Goal Summary [ x|

Eille Edit Favortez Help
s ™2 |

1 Generall 2 Filtersl 2 Gift T_l,lpesl 4: Attributes _

Headings — Heading Format
Critesia Title'l

Page Footer :

Report Faater Subtitle:l

Miscelaneous

Color scheme Alige: IEenter j

[~ Print Organization narme in header

v Firint Fage Mumber in Heading [v Print Report Date in Heading ——
Format; IF'age 1 j Format; IShDrt Date j
Aligr: I Right j Aligr: I Left j

™ PFrint repart heading on each page

< Back | ezt | Cancel | Print | Preview | Lapout |

From the Heading Format frame, enter “Annual Exhibit Goal Summary” in the Title field.

From the menu bar, select File, Save. The Save Report As screen appears.

Save Report As E3

HEDDItﬂaI‘I‘IEZI | Save I

Description:
- B Cancel |

¥ Other uzers may run this Feport

[ Other users may modify this Fepart

In the Report name, enter “Annual Exhibit Goal Summary.”

In the Description field, enter “Includes all gift types and all gift dates. Includes constituents who are
inactive, deceased, or have no valid address.”

Mark the Other users may run this Report checkbox.

Click Save. Once you save the parameter file, Building Fund Goal Summary appears in the list of available
parameter files on the Select a Parameter File screen.

Click Preview. The Save Static Query screen appears. Because you marked the Create output query
checkbox on the New Fund Goal Summary General tab, the program creates a static query containing the
records included in the summary.



APPEAL SUMMARIES 19

26.

27.

28.
29.

30.
31.

Click Save. Once you save the parameter file, Building Fund Goal Summary appears in the list of available

parameter files on the Select a Parameter File screen.

Click Preview. The Save Static Query screen appears. Because you marked the Create output query
checkbox on the New Fund Goal Summary General tab, the program creates a static query containing the

records included in the summary.

Save Static Query

Buer name: INew Appeal Goal Surmary

Diescription;

[

Query Type: Fund

Guery format; IStatic 'I

¥ Other users may executs this querny Created From: Reports - Mew Fund Goal

Summnary
¥ Other users may modify this queny

Lo |
;I Cahicel |

In the Query name field, enter “Annual Exhibit Goal Summary”.

In the Description field, enter “Includes all campaign, fund, and appeal records, constituent codes, and

IM

gift solicitors associated with the Annual Exhibit appea
Mark the Other users may execute this query checkbox.
Click OK. The Goal Summary appears.

.Q Mew Appeal Goal Summary H= 3
x| e M|e| S F|&f= i = [ 88| Tewn 100z
Fresiew |

- Appeal Goal ;I
B Annual E Annual E xhibit Goal Summary Page 1
% of Mo Mo, L1 Cost /
Sppeal Overall Goal Betual  Ouer (Under) Goal Solicited Donors Resp. $Raised
Annus Eshibic $0,000 00 $12,27700 i TT TRER 1 L+ 140000 % 000 %
Clhmpaipn s
Baamw]Canguign $10,000,000 00 £L70000  ($R99TI00000 003 % 7
CaginlCanguiqn :1,000,000,000 00 $2,72700 ($9PRSOTATION 000 % +
Meuberlip Cangaign £170,000 00 $000 (SL4PS000) 003 % 1
Wow Pleyormal Cangaign  $350,000 00 £700000  ($343.000000 200 % 3 e
Funds
1997 M aulwerslip Frnal 000 $£90.00 $000 000 % 1
1995 Aaamw] Fraal 000 $200 00 £20000 000 % 1
1999 Aaamw] Frual $1,000,000 00 $LT0000 ($99R300000 017 % 3
2000 Aaamw] Froal $2,000,000 00 $Z000 (ELESI0000) 004 % 3
Asquiition Fod £100,000 00 #2100 (4995700} 043 % 1
Bomasal Gaslen Fad 000 $2,100 00 $210000 000 % 1
Brubling Fudl 350,000 00 $700000  ($343.000000 200 % 3
-
I | KN | My




196 CHAPTER




blackbaud

chapter 7

Optional Module
Summaries

Accessing Optional Module Summaries. . . ... oottt ittt i iietiennteersonasennssoansannnans 198
VoluNnteer SUMMANY. . . ittt ittt it ittt ienetanntonnsosasosassonasosssssnsosnsssnsannsons 202
General Tab . oo e e e 202
FIers Tab. . o e e 202
HoUrs BreakdoWn . ..o e e e e e e 204
ProSPeCt SUMMAIY . o ot vttt ittt et itnnonaetossssnsssossssnssssosssssssssssssssssssssanans 207
= Yol ==Y o TP 208
ShOW BreakdOoWn . ... e e e 209
Membership SUMMaAry .. ... . ittt ittt iiitiinetenartonasonessonsssessssnsssnssannssnnss 209
General Tabh . oo e e e 210
FIers Tab. . oo e e 211
Format Tab. . .o e e e 212
EVENt SUMMAIiEs . . oottt ittt ittt ittt te s e seesassnssnsansossossnssnssnssnsansossnssnsas 215
Event Financial SUMMaary ... e e e e e e 216
General Tab . .o e 217
FItErs Tab. . .o e e e 217
ATtribUtES Tab . .o e 219
Format Tab ... e e 220
Breakdown Selection. . . ..o 221
EVeNnt Goal SUMMaAIY. . .ot e e et e e e e e e 227
General Tabh . .o e e 228
FItErs Tab. . oo e e e 228
ATtribUteSs Tab . .o e 230
Format Tab ... e e e 231
Procedures
Accessing a Volunteer, Prospect, or Membership Summary ... .. i i e 198
Accessing an Event Summary from the shell View menu .......... ... . . i 199
Accessing an Event Summary from the View menu ofaneventrecord ......... ... ... ... . ... 199
Accessing an Event Summary from the summary toolbar. . ........ ... . e 200
Creating a Volunteer SUMMaAry . ..ot i e e e et et et et e e e e 204
Creating a Membership SUMMaAry. . . ... o et et et e et et et e 212
Creating an Event Financial SUMMary. .. ... o i e e e e e e e 223

Creating an Event Goal SUMMaArY . ... e et ettt et e e e 232



198 CHAPTER

Summaries are a simple and convenient way to organize and display information in your database. With
Volunteer Management, Prospect Research Management, or Membership Management, you can create
summaries to track information on a constituent’s volunteer assignments, prospect information such as
proposals and actions, and membership information. With Event Management, you can create a Financial
Summary or a Goal Summary to view information on specific events. You can determine the information to
include in each summary, how this information should be arranged, and how you want the information to
appear. Because you access a summary from Records, you can quickly create a summary based on the
information you are working with in a record.

Accessing Optional Module Summaries

With Volunteer Management, Prospect Research Management, Membership Management, or Event
Management, you can create additional summaries. From the constituent record, you can create summaries to
view volunteer, prospect, or membership information for the constituent. From the Volunteer, Prospect, or
Membership tab of a constituent record, you can select Summary from the list that appears on the left of each
tab. For events, you can create a Financial Summary or a Goal Summary from the event record you have open.
From the Event record menu bar, select View, Summary to select the summary to create. You can also access the
Financial Summary and Goal Summary for an event by clicking Summaries on the event record toolbar or by
selecting View, Summaries from the shell menu bar.

» Accessing a Volunteer, Prospect, or Membership Summary
1. From the Raiser’s Edge bar, select Records.
2. Click the Constituents link. The Constituents page appears.

#4 The Raiser's Edge .
File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

|FH|I' Home »
iﬁ Fecords R —
e Constituents
@ Cluery Actions
]:: Campaigns - -
T S Funds D ey Indivicud W Open a Constituent

Lppeals o

T W oy rganization

Jobs

T Recently Accessed Records Quick Find

#

‘Welcome to The Raiser's Edge 7

RS

3. Select “Susan McDonald”. For information about opening a constituent record, see the Constituent
Records chapter of the Constituent Data Entry Guide.
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4. Select the Volunteer tab. You can create a Volunteer summary from the Volunteer tab, a Prospect
summary from the Prospect tab, and a Membership summary from the Membership tab.

== Susan E. McDonald

File Edit ‘iew Constituent Lefter Favortes Tools Help

ESaveandElose‘|u|§'|ﬁ"|" 1 N|_’|?E|

=2 %8

w Biol I v BinZ I W Addrezzes | AddreszeesdS alutati
Attributes I Media I v Actions I Honar/Memarnial |

elationships I Appeals | Motes I v Gifts
| v Prospect I Membership I v Ewvents

o o | Bz Belzia ﬁ

B General Volunteer Types I
Hualiications Type | Status | Startpate | Erd Date Reason Finished |
::;::E:;:Z?ﬁf:g;‘ | |cereral Active 01/0z/2000

Job &ssignments | zeneral Active 01/0212000

Time Sheats | | Cffice Staff Active 02/15/2000

Awards | |Medical Staff Active 02/15)2000

Mandate Info

Checklist —

Z Summary

Name:l
Helation:l

Phore: I

— Emergency Contact

Wehicle Information

[~ Personal vehicle available for use

WeHicle Tipe: I vl
Comment: I

5. From the list on the left, select Summary. The Volunteer summary appears to the right. You can select a

Prospect summary from the Prospect tab and a Membership summary from the Membership tab by
following steps 1 - 5.

» Accessing an Event Summary from the View menu of an event record
1. On the Raiser’s Edge bar, click Records.

i The Raiser's Edge .
Elle Edt “iew Go Favoites Tools

Help

4 Back » Forward‘ Open in separate windaw

Constituents

Gifts

Actions
Campaigns
Funds
Lppeals
Memberships
Jobs

Events

‘Welcome to The Raiser's Edge 7

H
Constituents
g Mew Individual 'E Open a Constituent
W oy Organization
Recently Accessed Records Quick Find
#
[

RS
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2. Click the Events link. The Events page appears.

3. Openthe Volunteer Dinner - 2000 event record. For more information about opening an event record, see
the Event Management Data Entry Guide.

Yolunteer Dinner - 2000

File Edit “iew Ewvent Favortez Toolz Help

[ 5ave and Close ~ | [ Xl@'@' M 4« » N|—"| z-
Actions I Attributes | tedia | Motes
I Prices | Expenzes | Jobs I Participantz
| Mame: [Volunteer Dinner - 2002 ID: [VOLDINNER2002
Categone ¢ Sparting event @ Dinner " Clazz = Other
Description: [Annual volunteers dinner, honoring our hard working wolunteers, will be held at the Beachside Hotel.

Dinner will be provided by Beachside Catering. & awards ceremony will take place after dinner, with
Hernry DuBoise presenting the awards.

Type: IVqunteerDinner j Start date: m Start tirme: IW
Group: IVqunteerAppreciation j End date: m End time: IW
Ewent goal: Iﬂ Coorndinators | IMiss Laverm Elenar Mivens
Itirerary dese: IVDIunteer Dinner - Cocktail Dress g Location | IBeachside Huotel
Capacity: [100 M. irmvited: IED— Seating | Seating Capacity: 1; Available seats: -4

[T Eventizinactive [ Dizplay o 'Calendar of Events'

|No. Participants: 18 |No. Fregisterad: 0 | Ma. Attended: 0

4. From the View menu, select Summaries. The summaries available for an event appear.
5. Select the Financial Summary or the Goal Summary for the event.

» Accessing an Event Summary from the summary toolbar
1. From the Raiser’s Edge bar, select Records.

#4 The Raiser's Edge .
File Edit “iew Go Favortes Tools Help

4 Back # Fnrward‘ Open in separate window

E|
Gift C H
i onstituents

Actions

Campaigns - -

Funds D ey Indivicud W Open a Constituent

Lppeals o

Memberships m Mew Crganization

Jobs

B Recently Accessed Records Quick Find

&

‘Welcome to The Raiser's Edge 7

RS

2. Click the Events link. The Events page appears.
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3. Select “CPR Training Session”. For information about opening an event record, see the Event Management
Data Entry Guide.

CPR Training Session

File  Edit “iew Ewent Favortes Tool: Help

ESaveandClose'|u X|§'|§‘| H 4 » “|_"| z -
Actions | Attributes | tedia | Motes
Gerneral | Prices | Expenzes | Jobs I Participants
Name: |CPR Training Session ID: [CPRTRAIN
Categone ¢ Sporting event € Dinner % Clasz: = Other

Descriptior: |Summer CPR class.

Type: IFirst Aid ﬂ Schedule | A zchedule has not been setup for this event
Group: IF'uinc zafety classes ﬂ Instructors | IMrs. Suzan Elizabeth McDonald
Event goal |$2,EDD_DD El Coordinators | |
Itinerary dese: IAduIt CPR Class - Summer 2000 g Location | IAmerican Fed Crozs
Capacity: IED Ma. invited: I‘IDD Seating | Seating Capacity: 1; Awvailable seats: 1

[T Evertizinactive [ Dizplay on 'Calendar of Events'

|No. Participants: 3 |ND. Registered: 2 | Mo, Attended: 0

4. From the summary toolbar, click Summaries. The event summary list appears.

CPR Training Seszion

File Edit “iew Ewent Favontes Tools Help

A 5ave and Close ~ | I X|§'I§' M 4 » H|—’Av EH
4 o

Actions I Attributes | rL Media Financial Surmary I

General | Prices | Ezpenses \J . Goal Summary 5 X

- i
e -
Mame: [CPR Training Session [PiBig|CPRTRAIN
Categorny: ¢ Sporting event € Dinner + Class (" Other

Descrption: |Summer CPR class.

Type: |First Aid j Schedule | A schedule has nat been setup for this event
Group; IF'uinc safety classes j Instuctors | IMrs. Susan Elizabeth McDonald
Event goal: |$2,EDD_DD El Coorndinators | I

Itinerary desc: IAduIt CPR Clags - Summer 2000 g Lozation | IAmelican Red Cross

Capacity; IED Mo, invited: I‘IDD Seating | Seating Capacity: 1; Available seats: 1

[~ Eventisinactive v Display on 'Calendar of Events'

|N0. Farticipants: 3 |N0. Registered: 2 | Mo, Attended: 0

5. Select the Financial Summary or the Goal Summary for the event.
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Volunteer Summary

With Volunteer Management, you can create a Volunteer summary from the Volunteer tab of a constituent
record. By creating a Volunteer summary, you can view information on a constituent’s volunteer assignment
history. From the Assignments grid, you can see a constituent’s first and most recent volunteer assignments. You
can select from several views in the Hours Breakdown grid to display the number of hours volunteered for each
breakdown you select. The Value column displays the number of hours multiplied by the hourly wage assigned.
The program automatically calculates this value based on the information entered in the Hourly wage field on the
Time Sheet screen of the constituent’s Volunteer tab. You can select the number of years to display for each
breakdown in the Number of years to show field.

Volunteer Summary Filters Screen

To access the Volunteer Job Summary screen, click Summary Filters on the summary toolbar to access the
Volunteer Job Summary screen. From this screen, you can select information to include in the Assignments grid.
The Volunteer Job Summary screen contains a General tab and a Filters tab. You can choose the criteria you want
to apply to the summary information from each tab. Click Finish to view the summary results.

General Tab
You can select a date range for the volunteer job assignments to include in the summary.

VYolunteer Job Summary I
1: General IE: Fillersl

Include Jobz Between these Dates
’7 Doate: IIncIude all dates j

< Hiack | Mest > | Cancel | Finish |

Include Jobs Between these Dates frame. You can specify a date or date range to identify the records to
include in the summary. From the Date field, select the date or date range to use.

Filters Tab

Warning: You cannot change the selections in the Filters column. They are locked.
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From the Filters tab, you can select the records to include in a Volunteer summary. The records you choose to
include must also meet the date requirement specified on the Volunteer Job Summary General tab. You can
include all records or selected records for each selection in the Filters tab grid. The grid contains three columns:
Filters, Include, and Selected Filters. The following selections appear in the Filters column: Jobs, Organizations,
Events, Departments, and Locations.

Yolunteer Job Summary

1: General 2 Filters |

gv By uzing the grid belove, thiz repart may be filtered on the items shown in the Selected Filters calumnn,

=]|

Filkers I Include Selected Filkers
Jobs All <hll Jobs
Qrganizations Al <Al Drganizations =
Events all <Al Events
Departrments all <all Departrents =
Locations all <Al Locations =
< Back | e | Cancel | Finizh |

Filters column. The Filters column lists selections you can use to narrow the results of the summary. You can
specify Jobs, Organizations, Events, Departments, and Locations to include in a Volunteer Summary.

Include column. For each selection in the Filters column, you can determine the records in your database to
include. The records to include must also meet the date requirement specified on the Volunteer Job
Summary General tab. In the Include column, you can select to include all records or selected records.

If you select All in the Include column, all records for the Filters column selection that meet the summary
date criteria appear in the results. For example, for the Filters column selection Jobs you select All Records in
the Include column. All volunteer jobs that fall within the date range selected on the General tab appear in
the summary results. If you choose Selected in the Include column, the Selected Filters column is enabled.

Tip: To quickly move your selections on the left to the Include these entries box on the right, double-click the
entries you want to move.

Selected Filters column. The Selected Filters column displays the records you select to include in the
summary. You must choose Selected in the Include column to enter information in the Selected Filters
column. Click the binoculars to open the Select screen. From the Select screen for Jobs, Organizations, and
Events, you can enter the records you want to include or you can click the binoculars to search for a record.
From the Selected screen for Departments and Locations, you can use the arrow keys to move your choices
from the box of selections on the left to the Include these entries box on the right. The summary results
include the records you select in the Selected Filters column that meet the date or date range specified on
the General tab of the Volunteer Job Summary screen.
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Hours Breakdown Grid

You can select different breakdowns of a volunteer’s hours to appear in the Hours Breakdown grid. You can view
the following breakdowns: Volunteer Year, Job, Department, and Location. If you select the Volunteer Year
breakdown, you can determine the number of years to include in the summary results in the Number of years to
show field. The Hours Breakdown grid contains a column for the breakdown view you select, an Hours column,
and a Value column. The information in the Hours column and the Value column is based on the information
entered in Time Sheets on the Volunteer tab of the constituent record.

== Barrett J. 0'Malley
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» Creating a Volunteer Summary

You can create a Volunteer summary to view information on a constituent’s volunteer assignment history.

Scenario: You are writing the “Volunteer Recognition” column for your organization’s monthly
newsletter. To receive recognition in the column, a constituent has to have volunteered a minimum of
15 hours of service so far this year. Angela Diresta is a volunteer who recently created a successful Job
Assessment Program for your organization. You want to see if Angela has volunteered enough hours to
be recognized in the newsletter. To quickly determine if Angela is eligible for this award, you can

create a Volunteer Summary and select the Hours Breakdown “Volunteer Year” to view the number of
hours Angela has volunteered.

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

i The Raiser's Edge .
Ele Edt “iew Go Favoites Tools Help

4 Back » Forward‘ Open in separate windaw

o

B Home
-

e _ -
Gits Constituents

Actions

Campaigns

Funds e Mew Individual IEF Open a Constituent
Appeals C
T D ey Qrganization

Jobs
i Recently Accessed Records Quick Find

&

[

‘Welcome to The Raiser's Edge 7 4

3. Select Angela Diresta’s constituent record. For information about opening a constituent record, see the
Constituent Records chapter of the Constituent Data Entry Guide.

4. Select the Volunteer tab.

=i Aingela Diresta

File Edit ‘iew Constituent Lefter Favortes Tools Help
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Note: The summary results that appear are based on the information selected when the summary was last
run.
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5. From the list on the left of the Volunteer tab, select Summary. The Summary Information appears on the
right.

=i Aingela Diresta
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6. On the summary action bar, click Summary Filters. The Volunteer Job Summary screen appears.

Yolunteer Job Summary 1]

1: General |Z: Filtersl

Include Jobs Between these Dates
’7 Date: IIncIude all dates j

< Back | MNest > |

Einizh |

From the Include Jobs Between these Dates frame, select “This calendar yr” from the Date field.

Click Finish. The program recalculates the summary results.
From the Hours Breakdown, select “Volunteer Year”.
10. Inthe Number of years to show field, enter the number “1”.
11. From the summary toolbar, click Refresh. The program recalculates the summary results.
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Prospect Summary

With Prospect Research Management, you can create a Prospect summary from the Prospect tab of a constituent
record. You can view information on the most recent proposal created for a constituent and the most recent
action, such as a phone call or lunch meeting, that has occurred for a constituent. Each display for proposal and
action information, with the exception of “Amount asked”, is a link to the corresponding information entered on
the constituent record. You can select the information to display in the Chronology grid and you can select the
sort order of this information.

You can determine the information to display in a Prospect Summary by clicking Filters on the summary action
bar. Because the information in this summary applies specifically to a constituent’s proposal information, the
available filters are more limited. The Filters screen contains a Filter by frame. In this frame, you can select the
campaign, fund, and solicitor you want to use to filter the information in the summary results. Click OK to view
the summary results.

From the Prospect Chronology grid, you can select the information to display in the grid by marking the Actions,
Gifts, and Proposals checkboxes. If you mark the Proposals checkbox, the Proposals field is enabled. You can
select to view “All Proposals” or “Funded Proposals” in the Chronology grid.

=i Kathleen R. Bently [_ (O] x]
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Filters Screen

You can determine the campaign, fund, and solicitor records to include in a Prospect summary from the Filters
screen. For the Campaign and Fund fields, you can select the campaign or fund to use from a list. For example,
you can click the down arrow in the Campaign field to view a list of all your organization’s campaigns. You can
select the campaign record you want to include from this list. In the Solicitor field, click the binoculars to search
for the solicitor to include in the summary results. To access the Filters screen, click <No Filters> on the Prospect
tab toolbar. Once you select filters for the summary, this toolbar button changes to <Filters Applied>.

Filters E3 |
Filter By
Campaigr: I j
Fund: I j
Solicitar: I ﬂl

k. Cancel |

Filter By frame. The Filters screen consists of a Filter By frame. This frame contains the filters available for the
Prospect Summary.

Tip: If you know which campaign, fund, and solicitor you want to include in a Prospect Summary, you can enter
the campaign, fund, or solicitor name in the corresponding field.

Campaign field. Click the down arrow in the Campaign field to view a list of all available campaigns. You can
select the campaign record you want to include from the list.

Fund field. Click the down arrow in the Fund field to view a list of all available funds. You can select the fund
record you want to include from the list.

Solicitor field. Click the binoculars in the Solicitor field to open the solicitor search screen. You can select the
solicitor you want to include from this screen.
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Show Breakdown

You can customize the information to appear in the Chronology grid by marking the Actions, Gifts, or Proposals
checkboxes. If you mark Proposals, you can select to see All Proposals or Funded Proposals in the Chronology
grid. The Chronology grid contains a Date column, an Occurrence column, and a Details column. You can view the
date and specific details for each action, gift, or proposal that appears in the grid.

=i Kathleen R. Bently [_ (O] x]
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Membership Summary

If you have the optional module Membership Management, you can create a Membership summary from the
Membership tab of a constituent record. The Membership Summary displays information on all the constituent’s
memberships, including renewal information. The summary grid shows the number of memberships, which
memberships are active and which have been dropped or have lapsed, and the number of gifts of membership
the constituent has given or received.

Membership Summary Filters Screen

You can determine the information to display in a Membership Summary by clicking Summary Filters on the
summary action bar. Because the information in this summary applies specifically to a constituent’s membership
information, the available filters are more limited. The Membership Summary Filters screen contains three tabs:
General, Filters, and Format. You can select the filters you want to apply to the summary from each of these tabs.
Click Finish to view the summary results.
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General Tab

Select the General tab to determine which memberships to include in the summary. You can mark the following
checkboxes in the Include these Constituents frame: Use primary membership information only, Exclude lapsed
memberships, and Exclude dropped memberships.

Membership Summary Filterz I
1: General |g: Filtersl & Formatl

Include these Constituents
I Use primany membership information orly
™ Exclude lapsed memberships

™ Exclude dropped memberships

< Elank | Medt » | Cancel | Finizh |

Include these Constituents frame. The Include these Constituents frame has three checkboxes you can use
to include or exclude constituents based on their membership status.

Use primary membership information only checkbox. Mark the Use primary membership information
only checkbox to include only information on the constituent’s primary memberships. Memberships on which
the constituent is a joint member are excluded from the summary if this checkbox is marked.

Warning: The standing of active members changes to lapsed if they do not renew their membership by the
expiration date established in Configuration. If a lapsed member does not renew the membership by a certain
date, you can drop the membership. Members who have been dropped must rejoin to receive membership.
For more information about memberships, see the Membership Data Entry Guide.

Exclude lapsed memberships checkbox. Mark the Exclude lapsed memberships checkbox to include only
information on the constituent’s active memberships. Memberships that have lapsed are excluded from the
summary if this checkbox is marked.

Exclude dropped memberships checkbox. Mark the Exclude dropped memberships checkbox to include
only information on the constituent’s active or lapsed memberships. Dropped memberships are excluded
from the summary if this checkbox is marked.
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Filters Tab

From the Filters tab, you can determine which records to include in the Membership Summary. The records you
select must meet all criteria selected on the Membership Summary Filters screen tabs. You can include all records
or selected records for each selection in the Filters tab grid. The Filters tab grid contains three columns: Filters,
Include, and Selected Filters.

Membership Summary Filters E3 I

1: General ;2

Ev By uzing the grid belove, thiz report may be filkered on the items shown in the Selected Filkers column,

: Faormat |

Filkers Include I Selected Filkers
Categories all <all Categories =
Programs all <All Programs =
Subcakegories Al «all subcategories =

< Back

Medt » | Cancel | Finizh |

Warning: You cannot change the selections in the Filters column. They are locked.

Filters column. The Filters column lists membership information you can use to narrow the results of the
Membership Summary. The Filters column selections for a Membership Summary are Categories, Programs,
and Subcategories.

Include column. For each selection in the Filters column, you can determine which records in your database to
include. The records to include must also meet the criteria you select on all summary tabs. In the Include
column, you can select to include all records or selected records.

If you select All in the Include column, all records for the Filters column selection which meet the summary’s
criteria appear in the results. For example, for the Filters column selection Categories you select All Records
in the Include column. All membership categories which meet the criteria specified on the Membership
Summary Filters screen tabs appear in the summary results. If you choose Selected in the Include column, the
Selected Filters column is enabled.

Tip: To quickly move your selections on the left to the Include these entries box on the right, double-click the
entries you want to move.

Selected Filters column. The Selected Filters column displays the records you select to include in the

summary. You must choose Selected in the Include column to enter information in the Selected Filters
column. Click the binoculars to open the selection screen. From this screen, you can use the arrow keys to
move your choices from the box of selections on the left to the Include these entries box on the right. The
summary results include the records you select in the Selected Filters column which meet all the summary’s
criteria.
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Format Tab

You can use the Format tab to select amount display options for your summary. The Sample Display changes
according to your selections in the Amount Display Options frame.

Membership Summary Filterz I

1 Generall 2 Filters

—Amount Dizplay Options
¥ Show curmency character
¥ Show 1000 separator
¥ Show decimals

| Sample Display

v . Amnount: [$5 555 56
¥ Show percent sign Percent. [100.00%)

[ Show blanks instead of zero amaounts

Megative amount farmat; I['I 234.5E] 'I

< Back | e | Cancel | Finizh |

Amount Display Options frame. Mark the boxes listed in the Amount Display Options frame to establish
how amounts appear in the summary. The Sample Display shows you how the amount appears.

Show currency character checkbox. Mark Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark Show 1000’s separator to print a character (based on Windows
settings) as the thousands separator.

Show decimals checkbox. Mark Show decimals if you do not want the program to round amount and
number fields to the closest whole number. If you leave this checkbox unmarked, amounts and numbers will
be rounded.

Show percent sign checkbox. Mark Show percent sign to print the percent sign (%) wherever a percent field
appears in the summary.

Show blanks instead of zero amounts checkbox. Mark Show blanks instead of zero amounts to leave a
blank in place of amount fields which are zero.

Negative amount format field checkboX. You can select to print negative amounts in parentheses or with a
minus sign.

» Creating a Membership Summary

You can create a Membership Summary for a constituent to display information on all memberships,
including renewal information.

Scenario: You want to create a membership summary for the constituent Chad Patterson to view
primary membership information. You do not want to include lapsed or dropped memberships in the

summary results.

1. From Chad Patterson’s constituent record, select the Membership tab.
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Note: The summary results that appear are based on the information selected when the summary was last
run.

2. From the list on the left of the Membership tab, select Summary. The Summary Information appears on
the right.

File Edit Wiew Constiuent Letter Favortes Toole Help
[ Save srd Close~ | I | &~ (8- &) 4« » W L ot P i R SR S E
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1 <Al
2] Primary Summary Information for Chad Patterson
2] Active
=] Lapsed/Dropped Total yearz as member: 2 Date first joined: ~ 10/15/1933
" Tatal times renewed: 1} Last renewed or: NA&
Consecutive years without drop: 2 Mext renewal on:  03/22/2002
Memberships Mumber Total Dues |
Tatal 2 45,050,00
Ackive 1 45,000,00
Lapsed|Dropped 1 $50.00
Gifts of Membership Given i} $0.00
Gifts aof Membership Received i} $0.00

3. From the Membership tab toolbar, click Summary Filters. The Membership Summary screen appears.

Membership Summary Filters

1: General ]2: Filters] 2 Format ]

Include these Constituents
™ Use primamy rmembership information only

™ Exclude lapsed memberships
[ Exclude dropped memberships

| Mext » | Cancel | Finizh

4. On the General tab, mark the Use primary membership information only, Exclude lapsed memberships,
and Exclude dropped memberships checkboxes to include in your summary primary memberships and
exclude lapsed and dropped memberships.
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Note: You can move from one tab to another by clicking Next. You can click Finish to create the summary.

5. Select the Filters tab.

Membership Summary Filters

2 Format |

1: General

"V By uzing the grid below, thiz report may be filtered on the ikems shown in the Selected Filkers column,

Selected Filkers

Filters Include I
Categories all <l Cateqoriess
Programs all <all Programs =
Subcateqories Al <Al Subcategories =

¢ Back | MNest > | Cancel | Finizh |

6. In the Include column, select “All” for each entry in the Filters column.

7. Select the Format tab.

Membership Summary Filters

1: General | 2 Filters

—Amount Dizplay Option
¥ Shaw curency character
v Shaw 1000' separatar
o Stre geeimae _ Amount, [$5.555.56]
' Show percent sign Percent: [100.00%)
™ Show blarks instead of zero amounts

Megative amount format: I['I 234 56) 'I

‘ Sample Display

¢ Back | HEst> | Cancel | Finizh |

8. In the Amount Display Options frame, mark all checkboxes.
9. In the Negative amount format field, select “-1234.56".
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10. Click Finish to view the Membership Summary results.

== Chad Patterson
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; Primary Summary Information for Chad Patterson
Active
Lapsed/Diopped Total yearz as member: 2 Diate first joined: 1041541999

Tatal times renewed: 1} Last renewed or: NA&
Consecutive years without drop: 2 Mext renewal on:  03/22/2002
Memberships Mumber Total Dues |
Tatal 2 45,050,00
fictive 1 45,000,00
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Gifts of Membership Given i} $0.00
Gifts aof Membership Received i} $0.00

11. On the toolbar, click Save and Close.

Event Summaries

You can easily view financial information for your organization’s events as well as the progress of each event
towards reaching the event goal by creating an event summary. From the Financial Summary screen, you can
select from several views of the summary information: Financial Summary (Actual), Financial Summary
(Projected), Top Registration Fees by Amount, Top Donations by Amount, Top Sponsoring Pledges by Amount,
Top Sponsoring Pledges by Count, First/Latest/Greatest Donation, and First/Latest/Greatest Sponsoring Pledge.
From the View grid for the Financial Summary (Actual) and the Financial Summary (Projected), you can see the
amount budgeted for the event, the actual amount of the event, and whether the amount received is over or
under the amount budgeted. For all other views, you can see a ranking of the top participants, their names, and
gift amounts. The breakdown grid you can view information on an event’s income and expense.

You can use the Goal Summary for events to view information on an event or a group, which is a series of related
events. The summary display includes the total given in response to the event, the event goal amount, and the
amount over or under the goal by both amount and percent.

This summary includes information for each solicitor assigned to the event. From the summary grid, you can view
the total amount credited to a solicitor for the event, the solicitor’s percentage of the overall event total, the
solicitor’s percentage of the event goal, and the number of participants the solicitor is assigned to for the event.
Amounts in the summary are based on registration fees and other donations. For a sporting event, sponsoring
pledges are included. You can determine the success of the event by viewing calculations of the amount received
compared with the event goal.



216 CHAPTER

Event Financial Summary

The Financial Summary provides an overview of event finances. You can select from several views of event
information in the View grid, including the actual financial status, the projected financial status, and the largest
donations made to the event. From the Breakdown grid, you can select to view either a breakdown of the event’s
income or a breakdown of the event’s expenses. The information in the Breakdown grid can help you analyze the
financial success of an event. To select a different view of the summary results, select the breakdown you want
from the Breakdown... by fields. The display on the bottom of the summary screen provides information on the
number and type of participants for an event.

From the summary filters screen, you can select the information you want to include in the Financial Summary
and how the information should appear. The summary filters screen for the Financial Summary contains four
tabs: General, Filters, Attributes, and Format. The selections you make on the summary filters screen tabs
determine the summary’s output. The selections are saved until you create a new summary.

E  Event Summary [_ (] ]

File Edit “iew Summary Favortes Tools Help
(o oose | @[] 2 - |
Wiew IFinanciaI Surnmary [Actual] j
I Budgeted I Actual I Owver (Under) Iﬂ
Income $2,500,00 $75.00 ($2,425.00)
Expense $0.00 $0.00 $0.00
Het 4$2,500,00 475,00 (2,425.00)
4 | »
Breakdown IIncome j by IT_l,lpe of Income j
Type of Income I Taokal Amount I Tiokal Paid I Balance I
<Al = $150,00 $75.00 £75.00
Reqistration Fees $150.00 475,00 $75.00
Qther Donations $0.00 $0.00 $0.00
Sponsating Pledges 40,00 40,00 $0.00
Capacity: &0 Ma. registered: 2 Ma. quests:
Ma. inwited: 0 [0.00% of capacity] Moo attended: 0 [0.00% aof reqistered) Ma. sponsars: 0
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General Tab

From the General tab, you can determine if the Financial Summary is for an event or for a group, which
participants to include, and how to calculate income for the event or group.

Mew Event Management Summary - Form I

2 Filtersl & Attributesl ES Formatl

Summary foiIEvent j I ﬁl In§

Inchude ... v Regishants v Guests v endaors [+ Coordinators
[+ Sponzors [+ Speakers ¥ “olunteers ¥ Instructars

Only Inchude. .. [ 'Invited' participants

[~ 'Reqistered’ participants

[~ Participants who have attended

For calculating income ... W Include registration fees
W Include other donations

W Include sponsaring pledges

< Elank | Medt » | Cancel | Finizh |

Summary for field. Select “Event” or “Group” to determine the information to include in the summary. If you
select “Event”, binoculars appear in the field to the right. If you select “Group”, you can click the down arrow
to select a group from the list.

Include frame. Mark the checkboxes in the Include frame to determine which participants to include in the
summary. You can select Registrants, Sponsors, Guests, Speakers, Vendors, Volunteers, Coordinators, and
Instructors.

Only Include frame. Use the Only Include frame to further limit which records appear in the summary. You can
select to include ‘Invited’ Participants, ‘Registered’ Participants, and Participants who have attended.

For calculating income frame. To determine the income for an event or group, you can select the gift
information to include in the summary. You can mark Include registration fees, Include other donations, and
Include sponsoring pledges to specify how to calculate income for the event or group.

Filters Tab

Warning: You cannot change the selections in the Filters column. They are locked.
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From the Filters tab, you can select to include certain participants in the event and specific participant payment
status information in the summary results. The records you select must also meet the criteria selected on the
other filters screen tabs. You can include all or selected Participation and Status. The Filters tab grid contains
three columns: Filters, Include, and Selected Filters.

Mew Event Management Summary - Form I

1: General ; 2 | & Attributesl ES Formatl

gv By uzing the grid belove, thiz repart may be filtered on the items shown in the Selected Filters calumnn,

Filkers I Include I Selected Filkers

Participation all <Al Participation =
Stakus All <l Skatus=

< Back | Medt » | Cancel | Finizh |

Filters column. The Filters column for the Financial Summary contains the filters Participation and Status.

Include column. For each selection in the Filters column, you can determine information to include in the
summary results. The participation and status information to include must meet all criteria on the summary
filters tabs. In the Include column, you can select to include all filters or selected filters.

If you select All in the Include column, all participation and status information that meet the criteria specified
on the filters tabs appear in the summary results. If you choose Selected in the Include column, the Selected
Filters column is enabled.

Selected Filters column. The Selected Filters column displays the records you select to include in the
summary. You must choose Selected in the Include column to enter information in the Selected Filters
column. Click the binoculars to open the selection screen. From this screen, you can use the arrow keys to
move your choices from the box of selections on the left to the Include these entries box on the right. The
summary results include the records you select in the Selected Filters column which meet all summary
criteria.
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Attributes Tab

From the Attributes tab, you can include or exclude records with certain attributes from the Financial Summary
results.

Mew Event Management Summary - Form I

1 Generall 2 Filters 3 Abtributes |4_1: Formatl

~ ¥ Include Recaords with these Attibutes

Record Type I Cakeqgory I Description Shart Dese

v Exclude Records with these Athibutes

Record Type Cakteqgory Description Short Desc

< Back | Medt » | Cancel | Finizh |

Include Records with these Attributes checkbox. Mark the Include Records with these Attributes

checkbox to enable the attributes grid. The records you select from the grid which meet all summary criteria
appear in the summary results.

Include Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record

Type column. By selecting to include records with specific attributes, you can limit the records included in the
summary.

Record Type column. In the Record Type column, you can select the type of record to specify which

attributes you want to include in the summary by clicking the down arrow in each row and selecting a record
type from the list.

Category column. In the Category column, you can select an attribute category for each entry in the Record

Type column. Click the down arrow in the row corresponding to the Record Type entry and select an attribute
category from the list.

Description column. From the Description column, you can further define the attribute information you want
to include in the summary. Selections available in the Description column are based on your selection in the
Category column. For example, you select “Participant” in the Record Type column. In the Category column,
you select “Dietary Preference”. The selections available in the Description column are related to Dietary
Preference. You select “Low Sodium” as the attribute description. Participants with an attribute of “Low
Sodium”, whose records meet all summary criteria, are included in the summary results.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.

Exclude Records with these Attributes checkbox. Mark the Exclude Records with these Attributes

checkbox to enable the attributes grid. Records with the attributes you select from the grid do not appear in
the summary results.

Exclude Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record

Type column. By selecting to exclude records with specific attributes, you can limit the records included in the
summary.
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Record Type column. In the Record Type column, you can select the type of record to specify attributes you
want to exclude from the summary by clicking the down arrow in each row and selecting a type of record

from the list.

Category column. In the Category column, you can select an attribute category for each entry in the Record
Type column. Click the down arrow in the row corresponding to the Record Type entry and select an attribute
category from the list.

Description column. From the Description column, you can further define the attribute information you want
to exclude from the summary. Selections available in the Description column are based on your selection in
the Category column. For example, you select ‘Participant” in the Record Type column. In the Category
column, you select “Special Requests”. The selections available in the Description column are related to
Special Requests. You select Non-Smoking as the attribute description. Participants with an attribute of
“Non-smoking” are excluded from the summary results.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.

Format Tab

You can use the Format tab to select amount display options for your summary. The Sample Display changes
according to your selections in the Amount Display Options frame.

Mew Event Management Summary - Form I

1 Generall e Fillersl 2 Adtributes |

—Amaunt Dizplay Options
V¥ Show curency character
¥ Show 1000' separatar

| Sample Display

v Show decimal

; o EEEIMEE Amount; (35 555.56)
S [ 2l Percent. (100.00%]
[ Show blanks instead of zero amaounts

Meqative amaunt farmat: |[1 234 56] "I

< Back | e | Cancel | Finish |

Amount Display Options frame. Mark the boxes listed in the Amount Display Options frame to establish
how amounts appear in the summary. The sample display shows you how the amount appears.

Show currency character checkbox. Mark Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark Show 1000’s separator to print a character (based on Windows
settings) as the thousands separator.

Show decimals checkbox. Mark Show decimals if you do not want the program to round amount and
number fields to the closest whole number. If you leave this checkbox unmarked, amounts and numbers will

be rounded.
Show percent sigh checkbox. Mark Show percent sign to print the percent sign (%) wherever a percent field
appears in the summary.

Show blanks instead of zero amounts checkbox. Mark Show blanks instead of zero amounts to leave a
blank in place of amount fields which are zero.
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Negative amount format field. You can select to print negative amounts in parentheses or with a minus sign.

Breakdown Selections

After you select the information to include from the Filters screen tabs, you can click Finish to generate a
summary. The summary results appear in a View grid and a Breakdown grid. You can customize the information
in the Breakdown grid by selecting different views of the information from the Breakdown... by fields. From the
Breakdown field, you can select to view the summary by “Income” or by “Expense”. You can further define the
breakdown in the by field by selecting “Type of Income”, “Type of Participant”, “Participation”, “Solicitor”, or
“Status”. The program automatically recalculates the results.
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Income Breakdown

Breakdown Description

Type of You can view information on the revenue generated by an event

Income from the following income types: <All>, Registration Fees, Other
Donations, and Sponsoring Pledges. For each type of income,
you can view the total amount, the total amount paid, and the
balance remaining.

Type of You can view information on the event income secured by the

Participant following types of participants in the event: <All>, Registrant,
Guest, and Sponsor. For each participant type, you can view the
total amount, the total paid, and the balance remaining.

Participation You can view information on event income by participation.
Information you enter in the Participation field of the
participant record for each registrant, guest, or sponsor
determines the entries available in the Participation column.
You can view the total amount, the total paid, and the balance
remaining for each participation entry.

Solicitor You can view information on event income secured by solicitors
assigned to event participants. You can view the total amount,
the total paid, and the balance remaining for each solicitor in
the Breakdown grid.

Status You can view information for each entry entered in the Status
field on the Participants tab of the participant record. For each
entry in the Status column, you can view the total amount, the
total paid, and the balance remaining.

Expense Breakdown

Breakdown Description

Vendor You can view expense information for each vendor associated

Balance with the event. The information entered in the Expense grid on
the Expenses tab of the event record determines the entries
available in the Vendor column. For each entry in the Vendor
column, you can view the total expense, the total paid, and the

balance.
Vendor You can view expense information based on the amount
Budgeted budgeted for each vendor associated with the event. The

information entered in the Expense grid on the Expenses tab of
the event record determines the entries available in the Vendor
column. For each entry in the Vendor column, you can view the
total expense, the total budgeted, and the expense amount
over or under the budgeted amount for each vendor.

Expense Type You can view expense information for each type of expense

Balance associated with the event. The information entered in the
Expense grid on the Expenses tab of the event record
determines the entries available in the Expense Type column.
For each entry in the Expense Type column, you can view the
total expense, the total paid, and the balance.
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Breakdown Description
Expense Type You can view expense information on the amount budgeted for
Budget each type of expense associated with the event. The

information entered in the Expense grid on the Expenses tab of
the event record determines the entries available in the
Expense Type column. For each entry in the Expense Type
column, you can view the total expense, the total budgeted,
and the expense amount over or under the budgeted amount
for each expense type.

» Creating an Event Financial Summary

You can create an Event Financial Summary to view information on event finances.

Scenario: Your organization is planning a walk-a-thon for the spring. To effectively organize this event,
you want to view information on the previous walk-a-thon your organization held. You can create an
Event Financial summary to view the actual income and expense of your last walk-a-thon.

From the Raiser’s Edge bar, select Records.

Click Events. The Events page appears.
Select the Walk-A-Thon. For information about opening an event record, see the Event Management Data

Entry Guide.

Walk-A-Thon HE E
File Edit “iew Ewent Favontes Tools Help

ESaveandClose'uX|§'@' 4 4 » H|—P‘| 2'| ?'|§' |

Actions I Altributes | tedia | MHotes
Frices | Ezpenses | Jobs I Participants
| Name: [w/alk4-Thon ID: [wiAlK
Categony: % Sporting event € Dinner € Clazz = Other

Description:

Ewvent goal: |$25IJ,DDD.DD El

Itinerary dese: IMiIIennium Maghville Walk-A-Thong Location | INashviIIe Intemational Conference Center

Capacity: IEDD

[~ Ewvert iz inactive

Type: | ] Start date: [04/29/2002 | Starttime: [7.00 AM
Group: |Wa|k-A-Thon for Relief j End date: |04£28#2EID2 ml End tirne: |4:UIZI P

Thiz iz a 5 kilometer walk that beginz and ends at the Mashville International Conference Center.
There will be a closing ceremony concert performed by The Jazz Sons. Proceeds from this pear's
walk-a-than are designated for Dizaster Aelief.

Coordinators | IM[S. Allizon Eve Andrews, Ph.D.; Mrs. Melis

M. irwvited: I‘IDDD Seating | Seating Capacity: 1; Awvailable seats: 1

W Dizplay on 'Calendar of Events'

| Mo, Participants: 11

|ND. Registered: 4 | Mo, Attended: &

Note: The summary results that appear are based on the information selected when the summary was last

run.
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4. From the View menu, select Summaries, Financial Summary. The Event Summary screen appears.

& Event Summary for WALK M= E3

File Edit “iew Summary Favorter Toolz Help
CalCiose | &5 | 9| [41] 2~ \
Wiew: IFinanciaI Surmmary [Actual] j
| Budgeted | Actual | Crver (Under) \ﬂ
Income $250,000,00 $10,390,00 ($239,610,00)
Expense $11,700,00 $6,550,00 ($5,150.00)
Met $238,300.00 43,540.00 ($234,460.00) &
A | 3
Breakdown IIncome j b IT_I,Jpe of Incame j
Type of Incame I Takal Araunk I Taokal Paid I Ealance I
<all= $10,970.00 $10,390.00 $550.00
Reqistration Fees $5,170.00 $5,170.00 $0.00
Other Donations 45,000,00 45,000,00 $0.00
Sponsoring Pledges $300,00 $220,00 $550,00
Capacity: 500 Mo, registered: 4 Mo. guests: 0
Mo, invited: 3 [0.B0% of capacity) Mo. attended: & [‘I_EEI.DD“/O of Mo. sponsors; 2

5. From the summary toolbar, click Filters. The Summary Filters screen appears.

Mew Event Management Summary - Form 1]

1: General |Z: Filtersl 3 Attributesl 4 Format |

Summary foiIEvenl j IWALK ﬁl 10 WwrALE

Include .. W Registrarts ¥ Guests W “endars W Coordinatars
[V Sponsors v Speakers v Volunteers v Instructors

Only Inchude... ™ 'Invited' participants

™ 'Reqistered' participants

™ Participants who have attended

For calculating income . W Include registration fees
¥ Include ather donations

W Include sponsaning pledges

< Back | Mext » | Cancel | Finizh |

6. Inthe Include frame, mark all checkboxes.
7. In the For calculating income frame, mark all checkboxes.
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8. Select the Filters tab.

Mew Event Management Summary - Form 1]

1: General | 2 Filters § 3 Attributesl & Formatl

%V By uzing the grid below, thiz report may be filkerad on the items shown in the Selected Filkers colurmn.

| Include I Selected Filkers

all <Al Participation >
all <Al Status=

Filters

Participation
Skatus

< Back | Mext » | Cancel | Finizh |

9. Inthe Include column, select “All”.
10. Select the Format tab.

Mew Event Management Summary - Form 1]

1: General | 2 Filtersl 2 Attributes

—&mount Display Option

¥ Show curency character )
¥ Show 1000': separator ‘ DR D
v Show decimal

:: o EEsImas Amount: [$5,555.56)
e peen o Percent: [100.00%)

I Shaw blanks instead of zern amaounts

Megative amount format: I['I 234 5E) 'l

< Back | s> | Cancel | Finizh |

11. In the Amount Display Options frame, mark all checkboxes.
12. From the Negative amount format field, select “-1234.56".
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13. Click Finish. The Event Summary screen appears.

& Event Summary for WALK
File Edit “iew Summary Favorter Toolz Help

(ol Clese | S| | [21] 2 -

IS E3

Wiew: IFinanciaI Surmmary [Actual] j
I Budgeted I Actual | Cwer (Under) Iﬂ
Income $250,000,00 $10,320,00 ($239,610,00)
Expense $11,700.00 $6,550,00 ($5,150,00)
Met $238,300.00 $3,540.00 ($234,460.007
| 3
Breakdown IIncome j b IT_I,Jpe of Incame j
Type of Incame I Takal Araunk I Taokal Paid I Ealance I
<all= $10,970.00 $10,390.00 $550.00
Reqistration Fees $5,170.00 $5,170.00
Other Donations 45,000,00 45,000,00
Sponsoring Pledges $300,00 $220,00 $550,00
Capacity: 500 Mo, registered: 4 Mo. guests: 0
Mo, invited: 3 [0.B0% of capacity) Mo. attended: & [‘I_EEI.DD“/O of Mo. sponsors; 2

14. On the toolbar, click Close.
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Event Goal Summary

You can create a Goal Summary for an event to view information on the overall success of an event or a group,
which is a series of related events. This summary includes information for each solicitor assigned to the event.
The summary display shows the total amount contributed to the event, the overall event goal amount, and the
dollar amount and percentage the amount given is over or under the goal amount. From the summary grid, you
can view the total amount credited to a solicitor for the event, the solicitor’s percentage of the overall event
total, the solicitor’s percentage of the event goal, and the number of participants the solicitor is assigned to for
the event. Amounts in the summary are based on registration fees and other donations. For a sporting event,
sponsoring pledges are included. You can determine the success of the event by viewing calculations of the
amount received compared with the event goal.

E- Goal Summary M= B

Fil=  Edit iew Summary Favortes Tools Help

Cutes | @932 - |
Tatal given [income]: $3.125.00 Ower [under): [$17.875.00]
Goal amaunt; $15,000.00 Percent of goal: 2083%
— Solicitor \‘I Tatal Given I % of Tatal % of Goal I No. Participants ﬂ
— <Unknowr $3.125.00 100.00% 20.83% 45

L
Trrrrel

« _of”

From the summary filters screen, you can select the information you want to include in the Event Goal Summary
and how the information should appear. The summary filters screen for the Goal Summary contains four tabs:
General, Filters, Attributes, and Format. The selections you make on the summary filters screen tabs determine
the summary’s output. The selections are saved until you create a new summary.
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General Tab

From the General tab, you can determine if the Financial Summary is for an event or for a group, which
participants to include, and how to calculate income for the event or group.

Mew Event Management Summary - Form I

2 Filtersl & Attributesl ES Formatl

Summary foiIEvent j I ﬁl In§

Inchude ... v Regishants v Guests v endaors [+ Coordinators
[+ Sponzors [+ Speakers ¥ “olunteers ¥ Instructars

Only Inchude. .. [ 'Invited' participants

[~ 'Reqistered’ participants

[~ Participants who have attended

For calculating income ... W Include registration fees
W Include other donations

W Include sponsaring pledges

< Elank | Medt » | Cancel | Finizh |

Summary for field. Select “Event” or “Group” to determine the information to include in the summary. If you
select “Event”, binoculars appear in the field to the right. If you select “Group”, you can click the down arrow
to select a group from the list.

Include frame. Mark the checkboxes in the Include frame to determine which participants to include in the
summary. You can select Registrants, Sponsors, Guests, Speakers, Vendors, Volunteers, Coordinators, and
Instructors.

Only Include frame. Use the Only Include frame to further limit which records appear in the summary. You can
select to include ‘Invited’ Participants, ‘Registered’ Participants, and Participants who have attended.

For calculating income frame. To determine the income for an event or group, you can select the gift
information to include in the summary. You can mark Include registration fees, Include other donations, and
Include sponsoring pledges to specify how to calculate income for the event or group.

Filters Tab

Warning: You cannot change the selections in the Filters column. They are locked.
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From the Filters tab, you can select to include certain participants in the event and specific participant payment
status information in the summary results. The records you select must also meet the criteria selected on the
other filters screen tabs. You can include all or selected Participation and Status. The Filters tab grid contains
three columns: Filters, Include, and Selected Filters.

Mew Event Management Summary - Form I

1: General ; 2 | & Attributesl ES Formatl

gv By uzing the grid belove, thiz repart may be filtered on the items shown in the Selected Filters calumnn,

Filkers I Include I Selected Filkers

Participation all <Al Participation =
Stakus All <l Skatus=

< Back | Medt » | Cancel | Finizh |

Filters column. The Filters column for the Financial Summary contains the filters Participation and Status.

Include column. For each selection in the Filters column, you can determine information to include in the
summary results. The participation and status information to include must meet all criteria on the summary
filters tabs. In the Include column, you can select to include all filters or selected filters.

If you select All in the Include column, all participation and status information that meet the criteria specified
on the filters tabs appear in the summary results. If you choose Selected in the Include column, the Selected
Filters column is enabled.

Selected Filters column. The Selected Filters column displays the records you select to include in the
summary. You must choose Selected in the Include column to enter information in the Selected Filters
column. Click the binoculars to open the selection screen. From this screen, you can use the arrow keys to
move your choices from the box of selections on the left to the Include these entries box on the right. The
summary results include the records you select in the Selected Filters column which meet all summary
criteria.
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Attributes Tab

From the Attributes tab, you can include or exclude records with certain attributes from the Financial Summary
results.

Mew Event Management Summary - Form I

1 Generall 2 Filters 3 Abtributes |4_1: Formatl

~ ¥ Include Recaords with these Attibutes

Record Type I Cakeqgory I Description Shart Dese

v Exclude Records with these Athibutes

Record Type Cakteqgory Description Short Desc

< Back | Medt » | Cancel | Finizh |

Include Records with these Attributes checkbox. Mark the Include Records with these Attributes
checkbox to enable the attributes grid. The records you select from the grid which meet all summary criteria
appear in the summary results.

Include Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record

Type column. By selecting to include records with specific attributes, you can limit the records included in the
summary.

Record Type column. In the Record Type column, you can select the type of record to specify which
attributes you want to include in the summary by clicking the down arrow in each row and selecting a record
type from the list.

Category column. In the Category column, you can select an attribute category for each entry in the Record
Type column. Click the down arrow in the row corresponding to the Record Type entry and select an attribute
category from the list.

Description column. From the Description column, you can further define the attribute information you want
to include in the summary. Selections available in the Description column are based on your selection in the
Category column. For example, you select “Participant” in the Record Type column. In the Category column,
you select “Dietary Preference”. The selections available in the Description column are related to Dietary
Preference. You select “Low Sodium” as the attribute description. Participants with an attribute of “Low
Sodium”, whose records meet all summary criteria, are included in the summary results.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.

Exclude Records with these Attributes checkbox. Mark the Exclude Records with these Attributes
checkbox to enable the attributes grid. Records with the attributes you select from the grid do not appear in
the summary results.

Exclude Records with these Attributes grid. This grid contains four columns: Record Type, Category,
Description, and Short Desc. You can select an attribute for each record available from the list in the Record

Type column. By selecting to exclude records with specific attributes, you can limit the records included in the
summary.
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Record Type column. In the Record Type column, you can select the type of record to specify attributes you
want to exclude from the summary by clicking the down arrow in each row and selecting a type of record

from the list.

Category column. In the Category column, you can select an attribute category for each entry in the Record
Type column. Click the down arrow in the row corresponding to the Record Type entry and select an attribute
category from the list.

Description column. From the Description column, you can further define the attribute information you want
to exclude from the summary. Selections available in the Description column are based on your selection in
the Category column. For example, you select “Participant” in the Record Type column. In the Category
column, you select “Special Requests”. The selections available in the Description column are related to
Special Requests. You select Non-Smoking as the attribute description. Participants with an attribute of
“Non-smoking” are excluded from the summary results.

Short Desc column. The Short Desc column contains the abbreviation entered for an attribute description.

Format Tab

You can use the Format tab to select amount display options for your summary. The Sample Display changes
according to your selections in the Amount Display Options frame.

Mew Event Management Summary - Form I

1 Generall e Fillersl 2 Adtributes |

—Amaunt Dizplay Options
V¥ Show curency character
¥ Show 1000' separatar
v Show decimal

g Amount; [$5,555.56]

e Show percent sign Percent. (100.00%]
[ Show blanks instead of zero amaounts

Meqative amaunt farmat: |[1 234 56] "I

| Sample Display

< Back | e | Cancel | Finish |

Amount Display Options frame. Mark the checkboxes in the Amount Display Options frame to determine
how amounts appear in the summary. The sample display shows you how the amount appears.

Show currency character checkbox. Mark Show currency character to print the required currency
character (based on Windows settings) wherever an amount appears in a summary.

Show 1000’s separator checkbox. Mark Show 1000’s separator to print a character (based on Windows
settings) as the thousands separator.

Show decimals checkbox. Mark Show decimals if you do not want the program to round amount and
number fields to the closest whole number. If you leave this checkbox unmarked, amounts and numbers will

be rounded.
Show percent sigh checkbox. Mark Show percent sign to print the percent sign (%) wherever a percent field
appears in the summary.

Show blanks instead of zero amounts checkbox. Mark Show blanks instead of zero amounts to leave a
blank in place of amount fields which are zero.
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Negative amount format field. You can select to print negative amounts in parentheses or with a minus sign.

» Creating an Event Goal Summary
You can create an Event Goal Summary to view information on the overall success of an event or a group.

Scenario: You are preparing an informal presentation for your organization’s board of directors. You
want to discuss the financial success of the events your organization has held during the past two
years. Before you begin, you want to see an overview of the financial information of several major
events. You can begin by creating an Event Goal Summary for last year’s golf tournament.

1.

From the Raiser’s Edge bar, select Records.
Click the Events link. The Events page appears.

Select the Golf Tournament. For information about opening an event record, see the Event Management
Data Entry Guide.

Golf Tournament HE E

File Edit “iew Ewent Favontes Tools Help

[ 5ave and Close ~ | [ X|§'I§' 4 4 » N|—P‘| Z- |
Actions I Attributes | tedia | Motes I
General | Frices | Expenses | Jobs | Barticipants
| Mame: |Golf Taumament ID: [5OLFD2
Categony: & Sporting event € Dinner € Class ' Other

Captain'z choice tounament to be held at Fairfield Country Club,  Event will feature a beach bazh
afterwarnds with a cook-out catered by Divine Catering.

Type: IGoIf Toumanment j Start date; ID.'-"B'I F2002 ﬁl Start time: IS:UU b
Group: {1998 Golf Events =l End date: |u?;31 /2002 | Endtime: |11:30 Phd
Event goal: |$15,DDD_DD El Coordinatolsll

Itineramy desc: |2DDE Firzt Annual Golf Toumameng Location | IFairfieId Country Club

Capacity: (120 Mo, invited: IEDD Seating | Seating Capacity: 1; Available seats: 1

[~ Ewentisinactive [ Display on 'Calendar of Events'

Description;

|N0. Farticipants: 49 |N0. Registered: 47 | Mo, Attended: 47
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5. From the View menu, select Summaries, Goal Summary. The Event Summary screen appears.

& Goal Summary M= B
File Edit ‘“fiew Summary Favortez Toolz Help
Catee | 3| @] )] 2 - |
Total given [income]: $3.125.00 Oever [under): ($11,875.00)
Gaal amaouint: $15,000.00 Percent of goal: 20.83%
— =
= = Solicitar \'l Tatal Given I % of Total % of Goal I No. Participants ﬂ
. " | E<Unknown: $3,125.00 100.00%% 20.83% 49
— ——1
=] =
—_— —
= =
—
=]
-
KN 3

Note: The summary results that appear are based on the information selected when the summary was last

run.

6. From the summary toolbar, click Filters. The Summary Filters screen appears.

Mew Event Management Summary - Form

1: General |2: Filtersl 3 Attributesl 4: Format |

Summary foiIEvent j IGDLF ﬁl I GOLF

Include .. ¥ Registrants v Guests v WVendors [v Coordinators
W Sponzors [+ Speakers W Volumteers W Instructars

Only Inchude... ™ Invited' participants

™ 'Reqiztered' participart:

[T Participantz who have atbended

Far calculating income . W Include registration fees
W Include ather donations

W Include sponzaning pledges

< Back | Mext » | Cancel |

Finish |

7.
8.

In the Include frame, mark all checkboxes.

In the For calculating income frame, mark all checkboxes.
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9. Select the Filters tab.

Mew Event Management Summary - Form 1]

1: General | 2 Filters § 3 Attributesl & Formatl

%V By uzing the grid below, thiz report may be filkerad on the items shown in the Selected Filkers colurmn.

| Include I Selected Filkers

all <Al Participation >
all <Al Status=

Filters

Participation
Skatus

< Back | Mext » | Cancel | Finizh |

10. In the Include column, select “All”.
11. Select the Format tab.

Mew Event Management Summary - Form 1]

1: General | 2 Filtersl 2 Attributes

—&mount Display Option

¥ Show curency character )
¥ Show 1000': separator ‘ DR D
v Show decimal

:: o EEsImas Amount: [$5,555.56)
e peen o Percent: [100.00%)

I Shaw blanks instead of zern amaounts

Megative amount format: I['I 234 5E) 'l

< Back | s> | Cancel | Finizh |

12. In the Amount Display Options frame, mark all checkboxes.
13. From the Negative amount format field, select “-1234.56".
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14. Click Finish. The Event Summary screen appears.

& Goal Summary for GOLF M= B
File Edit ‘“fiew Summary Favortez Toolz Help
cate= | @] QB2 |
Total given [income]: $3.125.00 Oeer [under): -$11,875.00
Gaal amaouint: $15,000.00 Percent of goal: 20.83%
— =
= = Solicitar I Tatal Given I % of Tatal I % of Goal I Mo. Participants Iﬂ
. | |<Unknown: $3,125.00 100.00% 20.83% 49
— ——1
=] =
—_— —
= =
—
=]
-
KN 3

15. On the toolbar, click Close.
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A

accessing, see opening
accountability summary
accessing 78
actual distribution 80
budgeted distribution 82
case study 84
processing 83
setting up The Financial Edge 74
setting up The Raiser’s Edge 75
amount display options, see format tab 25
appeal breakdown
campaign summary 98
fund summary 132
gift summary 26
honor/memorial gift summary 44
solicitor performance summary 61
appeal summary
breakdown grid 169
defined 6, 160, 164
filters
filters tab 166
format tab 168
general tab 165
gift types tab 167
opening 160
attributes tab
campaigns goal summary 112
event financial summary 219
event goal summary 230
fund goal summary 148
goal appeal summary 186

B

breakdown views

appeal summary
calendar year breakdown 170
creating an appeal summary 176
fiscal year breakdown 171
fund breakdown 172
gift type breakdown 173
package breakdown 174
solicitor breakdown 175

campaign summary
appeal breakdown 98
calendar year breakdown 98

creating a campaign summary 103

fiscal year breakdown 99
fund breakdown 100
gift type breakdown 101
solicitor breakdown 102
event financial summary
expense breakdown 222
income breakdown 222
fund summary
appeal breakdown 132

calendar year breakdown 132

campaign breakdown 133
creating a fund summary 138
fiscal year breakdown 134
gift type breakdown 135
solicitor breakdown 136
gift summary
appeal breakdown 26
calendar year breakdown 27
campaign breakdown 27
creating a gift summary 32
fiscal year breakdown 28
fund breakdown 29
gift type breakdown 30
solicitor breakdown 31
honor/memorial gift summary
appeal breakdown 44
calendar year breakdown 45
campaign breakdown 45
creating 51
fiscal year breakdown 46
fund breakdown 47
gift type breakdown 48
solicitor breakdown 49
solicitor performance summary
appeal breakdown 61
calendar year breakdown 62
campaign breakdown 62

creating a solicitor performance summary 66

fiscal year breakdown 63
fund breakdown 64
gift type breakdown 65
breakdown, volunteer hours 204
business rules
matching gift credits 4
soft credits for gifts 3
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C

calculate gift balance based on selected date range,
campaign, fund and appeal, see gift types tab
calendar year breakdown
appeal summary 170
campaign summary 98
fund summary 132
gift summary 27
honor/memorial gift summary 45
solicitor performance summary 62
campaign breakdown
fund summary 133
gift summary 27
honor/memorial gift summary 45
solicitor performance summary 62
campaign summary
breakdown grid 97
creating a campaignh summary 103
defined 6, 88, 92
filters
filters tab 94
format tab 97
general tab 93
gift types tab 95
opening 88
category, see attributes tab
color scheme, see format tab
constituent record, opening a constituent summary
from 18
constituent summaries
opening
from view menu of constituent record 18
from view menu of shell 16
creating
appeal goal summary 190
appeal summary 176
campaign goal summary 116
campaign summary 103
event financial summary 223
event goal summary 232
fund goal summary 152
fund summary 138
gift summary 32
honor/memorial gift summary 51
membership summary 212
solicitor performance summary 66
volunteer summary 204
credit matching gifts to, see general tab
criteria, see format tab

D

data source, see graph tab
description, see attributes tab
detail, see graph tab

E

Event 227
event summary
financial
attributes tab 219
creating an event financial summary 223
filters tab 217
format tab 220
general tab 217
goal
attributes tab 230
creating an event goal summary 232
filters tab 228
format tab 231
general tab 228
exclude records with these attributes, see attributes
tab
exclude zero amount gifts, see gift types tab
expense breakdown 222
exporting
summary grid to another application 11
summary in report format 12

F

filter by frame 208
filters
appeal summary 164
campaign summary 92
defined 2
event financial summary 216
fund summary 126
gift summary 20
honor/memorial gift summary 38
membership summary 209
prospect summary 207
solicitor performance summary 55
volunteer summary 202
filters column, see filters tab
filters tab
appeal summary 166
campaign summary 94
campaigns goal summary 110
event financial summary 217
event goal summary 228
fund goal summary 146
fund summary 128
gift summary 22
goal appeal summary 184
honor/memorial gift summary 40
membership summary 211
solicitor performance summary 57
financial summary defined 6
fiscal year breakdown
appeal summary 171
campaign summary 99
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fund summary 134
gift summary 28
honor/memorial gift summary 46
solicitor performance summary 63
for calculating income, see general tab
format tab
appeal summary 168
campaign summary 97
campaigns goal summary 115
event financial summary 220
event goal summary 231
fund goal summary 151
fund summary 131
gift summary 25
goal appeal summary 189
honor/memorial gift summary 43
membership summary 212
solicitor performance summary 60
fund breakdown
appeal summary 172
campaign summaries 100
gift summary 29
honor/memorial gift summary 47
solicitor performance summary 64
fund summary
breakdown grid 131
defined 7, 122, 126
filters
filters tab 128
format tab 131
general tab 127
gift types tab 129
opening 122

G

general tab
appeal summary 165
campaign goal summary 109
campaign summary 93
event financial summary 217
event goal summary 228
fund goal summary 145
fund summary 127
gift summary 21
goal appeal summary 182
honor/memoaorial gift summary 39
membership summary 210
solicitor performance summary 56
volunteer summary 202

gift summary
breakdown grid 25
creating a gift summary 32
defined 7, 19
filters

filters tab 22
general tab 21

format tab 25
gift types tab 23
gift type breakdown
appeal summary 173
campaign summary 101
fund summary 135
gift summary 30
honor/memorial gift summary 48
solicitor performance summary 65
gift types tab
appeal summary 167
campaign summary 95
campaigns goal summary 111
fund goal summary 147
fund summary 129
gift summary 23
goal appeal summary 185
honor/memorial gift summary 41
solicitor performance summary 58
gift types, see gift types tab
gifts
matching credits 4
soft credits 3
giving history, see gift summary
goal summary
appeal
attributes tab 186
creating a goal summary 190
defined 6
filters tab 184
format tab 189
general tab 182
gift types tab 185
graph tab 188
opening 160
campaigns
attributes tab 112
creating a goal summary 116
defined 6, 108
filters tab 110
format tab 115
general tab 109
gift types tab 111
graph tab 114
opening 88
events, defined 6
funds
attributes tab 148
creating a goal summary 152
defined 6
filters tab 146
format tab 151
general tab 145
gift types tab 147
graph tab 150
opening 122
graph tab
campaigns goal summary 114



240

fund goal summary 150
goal appeal summary 188
graph type, see graph tab
grid
exporting to another application 11
printing 9

H

headings, see format tab
honor/memorial gift summary
breakdown grid 43
creating 51
defined 7, 37
filters
filters tab 40
format tab 43
general tab 39
gift types tab 41
hours breakdown 204

include column, see filters tab

include gifts with these dates, see general tab

include jobs between these dates, see general tab

include records with these attributes, see attributes
tab

include these gift types, see gift types tab

income breakdown, event financial summary 222

L

load all defaults, see gift types tab
location, see graph tab

M

matching gift credits 4
membership summary
defined 7, 209
filters
creating a membership summary 212
filters tab 211
format tab 212
general tab 210
opening 198
miscellaneous, see format tab

O

only include, see general tab
opening

appeal goal summary 160

appeal summary 160

campaign summaries 88
constituent summaries 16

fund goal summaries 122

fund summaries 122

gift summaries 16

goal summaries 88
honor/memorial gift summaries 16
membership summary 198
prospect summary 198

solicitor performance summaries 16
volunteer summary 198

P

package breakdown 174
page footer, see format tab
parameter file

appeal goal summary 182

defined 2

fund goal summary 144

goal summary 108
parameter, defined 2
preferences, see user options
printing

summary grid 9

summary in report format 10

summary results 8
prospect summary

breakdown 209

defined 7, 207

filters 207

opening 198

R

record type, see attributes tab
report footer, see format tab
report format
exporting a summary 12
printing 10
results, printing 8

S

selected filters, see filters tab

show 1000s separator, see format tab 25

show blanks instead of zero amounts, see format
tab 25

show currency character, see format tab 25

show decimals, see format tab 25

soft credit gifts to, see general tab

soft credits for gifts 3

solicitor breakdown
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appeal summary 175
campaign summary 102
fund summary 136
gift summary 31
honor/memorial gift summary 49
solicitor performance summary
breakdown grid 60
creating 66
defined 7, 55
filters
filters tab 57
format tab 60
general tab 56
gift types tab 58
subtract broker fee from sold stock/property, see
gift types tab
summaries
appeal goal summary 6, 182
appeal summary 6, 164
campaign goal summary 6, 108
campaign summary 6, 92
event financial summary 216
event summaries 215
events goal summary 6
financial summary 6
fund goal summary 6
fund summary 7
gift 19
gift summary 7
honor/memorial gift summary 7
membership summary 7, 209
prospect summary 7, 207
solicitor performance summary 7
volunteer summary 7, 202
summary filters screen 20
summary for, see general tab
summary, defined 2

T

toolbar 2

U

use gift balance instead of gift amount, see gift types
tab

use sale amount for sold stock/property, see gift
types tab

use sale date of sold stock/property, see gift types
tab

user options

defined 3

V

volunteer hours, breakdown 204
volunteer summary
defined 7, 202
filters
creating a volunteer summary 204
filters tab 202
general tab 202, 206
opening 198

Y

year to use, see general tab
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