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¢+ Warning! | have some strong thoughts on this subject based on my
consulting experience. Be warned!

Resources available so we don’t have to reinvent them
Purposes and audiences
Common mistakes

“Less Good” examples
— Apologies in advance ©

Good examples
Recommendations
Outline

Word tips and tricks
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Don’t Reinvent the Wheel

(‘ Blackbaud The Raiser's Edge 7 User Guides - Windows Internet Explorer

Adobe Acrobat Standard - [constit_data.pdf]
% Fle Edt View Document Comments Tools Advanced V

Bhttp:_-"_ w.blackbaud, comfsupport/guidesre 7. aspx TR ESE SN e ool T TentEote ~ &y~ W+ @3 cou - | B3 -[[5-] i~ @ £~
G ( td i A s s el = =l 17

5 My Sele | : evious i Next |: @) - Hllkd | ® v - @ 3. 7 cip -
vi @ |[E]Blackbaud The Raiser's Edge 7 User Guides 09| I seect 3 A L L[] © (s @ ¥ @rer

Blackbaud. i

Make the world a better place.

| Bookmarks

[ signatures

Constituent Data
Entry Guide

The Raiser's Edge 7 User Guides

User guides are grouped by category. For help in selec
130K INTRODUCTION TO CONSTITUENT RECORDS .. .............

Frequently Used Terms . ... ...uuuttinnnaiiiiincaniennaneaannnnaneans 2
Navigating in Constituent Records .. ..

User Options for Constituent Records ...

Business Rules for Constituent Records . .

Understanding Constituent Records

To search a guide for a specific word or phrase, press (
We recommend you download user guides la
To purchase printed copies, email manualreq

Comments & Attachments

BIOGRAPHICAL INFORMATION

9 What do you you think of our user guides and help Managing Biographical Information .....................coeeeeeeeene.nn. 2

a 525 Amazon gift cerificate FE] Id 4 [icron]p bl O

Alerts

Knowledgebase . . . o ini -
g Qo you know answers to your software questions are right at your fingertips? While working in the software. press F1

FAQs on your keyboard to open an extensive help file. Type keywords in the help file's search field to find specific information
Case Central about a process or function

Downloads

Forums

Support Newsletters

User Guides

System Recommendations

€ € <€ ¢ < ¢ < ¢ <

/8. | Done, but with errors on page. @ Internet 4 100% -
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= Blackbaud The Raiser’s Edge 7 User Guides - Windows Intern =
D http w.blackbaud.com/support/gu

§ o§n B Blackbaud The Raiser's Edge 7 User Guides

Getting Started
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We should not be writing documentation to teach new users how The
Raiser’'s Edge works
— New users should be trained, not given a manual to read
» Training workbooks are not the same as policy and procedure documentation
— Blackbaud has already written such documentation

— At least don’t do this until the type of documentation I've recommended has
been completed

We should write documentation that reminds us and tells those that
come after us how and why our copy of The Raiser’s Edge has been
set up and should be used

Some “cheat sheets” are fine to create for users, but we should not be
re-writing Blackbaud’s user guides for The Raiser’s Edge
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Resource for Examples Good and “

Blackbaud.

Make the world a better place.

Shortcuts

Shared Client Documents: Policies and Procedures

A policies and procedures manual documents how your organization enters and maintains records and performs database
functions. Documenting policies and procedures helps ensure data consistency and increases efficiency. Your manual also
senves as a training document for new employees. Use these examples from other organizations as a starting point. Every
organization’s policies and procedures are unigue, o wi n't recommend copying another organization’s manual. The value
of your manual derives from the effort you spend creating and maintaining it. For tips for creating your own policies and
procedures manual, r w Knowledgebase solution BB30981

Page 1012 {40 items) 1 Popular Tags

' Write a New Post -
actions -

Topics

Thread [CErE client
2 Attach a document within RE document

by .08-31-2010 1:50 PM )

1 constituency

Documenting codes in RE

= by . 08-27-2010 10:57 PM N codes - t
Policies and Procedures :
by , 08-27-2010 3:52 PM wnse giftin kind

How to track restricted funds within a fund g |fts
by .08-28-2010 2:43 P

m: t

Anonymous Donor Recoanition .

. ’ policies and

Constituency Codes procedures
4 by | 07-26-2010 2:54 PI prospect

Policy & Procedure Manual ) management
by . 07-15-2010 6:27 PM

, Timeline for creating a Raiser's Edqe Policies & Procedures Manual 4 Raiser's Edge 7

by . 08-17-2010 2:28 FM >
for Beginners
, Training Document user guides
by . 06-08-2010 5:14 FM

Gift Acceptance/Entry Policies for In-Kind Gifts
by . 08-03-2010 €:12 PM

Ganaral Nannr Snnsou

*With many thanks to those willing to share their hard work with all the rest of us
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“Less Good” Example

8. The Raiser’s Edge Bar

This is the complete list of functions available to users of Raiser’'s Edge. Please note that all of these
functions mav not be available to vou, based on vour securitv andlevel of raining and access.

For example: if vou donotneed access to “Export’, it will never showup on vour menu bar. If vouneed
access, it will show up on vour menu bar after vouhave taken the training.

B Home Home: where vou can store links to vour favourite or most frequentlv used functions
L

Fecords: find information on donors, prospects, gifts, memberships, campaigns
funds and appeals

Querv: Find specific information using this function

Export: Take a copv of specific Raiser’'s Edge datainto other formats. I.e. Word,
Excel

Feports: Choose from over 130 reportsto further analvse vour database

Mail: Use this feature to prepare tax receipts, acknowledgement letters, invitations,
mailing labels. etc

Batch: Use to easily enter gift data and enswre good accounting practices

Admin: Kev to the svstem. Functions available include global change, securitv, and
importing

Configuration: Define vour svstem. Access to tables. business rules. svstem options,
etc,
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“Less Good” Example

10. Raiser’s Edge Records

The information in Raiser’s Edgeis stored in Records.
The following tvpes of records can be found in Raiser's Edge:

Constituents: Detailed information on individuals and organizations.

Gifts: Detailed information on donations incuding designation, tax receipting and
acknowledgement information

Actions: Detailed information on contacts with constituents

Campaigns: Information onthe main categories for gifts and donations

Funds: Information on the specific financial designations for gifts and donations.

Appeals: Information on the methodsused to solicit donations or to communicate
with large groups of constituents.

Events: Information on special events including registration and pavment.

Records have a number of components:

Fields: Places where various data points are stored; usuallv consists of a field name: plus an
open box for storing the information, i.e.

Last name: |Hamandez
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Relationships

r.:"...' 2 MrE-doe s | esl

Fla - Bt View Corstibuvent Latber Favoribe:s Tooks Haln
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v Biol| v Bio 2| v Addiesses
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] Drgarezashons =
2= | R. Test
1] Barks/Fmancial Irstiutong gl =
] Educalion/Schools [fen Rape
_'| Aspgned Solckon

Parent{s)

o We have the capability of tracking relationships i.e. organization/businesses, attomey or

accountants, or anv other type of relationship. Here we have the spouse, son and assigned
solicitor (we use color to distinguish relationship types).

Notes

File Edi WVew Constiuent Letter Favorkes Tools Help

[RsaveandCioe- ol Sh- [&-B]- H 4 ¢ H 200 & EE 2 @
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MAIL TYPES

Ifa person requests a different mail tyvpe please give that information to Liz or
Laura!

If a person writes or calls and requests a specific mail type (ie: No Mail. December
Mailing Only, Newsletter only. ete.)

Open their file

w Open a Constitent

Underthe “Address™ header, open their preferred Address.

« Bin? @Ad&csam:ﬁauﬂm | Felstonships | Appealz | MNoles | Gite | « Altibutes

5_-‘ >¢_‘| - E 3

Type | [ fuddrass | cryiseate  |Prefemed?| Linked? |SendMal?|
4114 NLangs Ave Tucson, AZ iy

e Clickthe “Attributes™ header. Type MAIL TYPES under “Category™ and under the

drop down list “Description"gick the correct mail type.
USaweandEl_uie_'__u E2| o3 i

- -
v Addresy .d.luibq_.tes}

L L
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Policy and Procedure for The Raiser’s Edge

Addressees/Salutations

Data Entry
As it affects Add/Sals:

For couples (legally married, same-sex couples, or opposite-sex couples treated as a
couple):

e The person with whom our organization has the more important relationship
should be the main constituent, not necessarily the man. For example. board
members. volunteers. members. etc.

If the woman signs the check. she can be the main constituent.
If the couple is of equal standing with our organization, by default the man will be

the constituent.
For same-sex couples, the second person does go in the Spouse relationship.

For opposite-sex couples who are to be treated like a couple, the second person
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Primary Add/Sal
Informal. with spouse.

If there is a spouse, always includes the spouse. If there is a need for a version for just
the main constituent, that version will be an additional add/sal, not the Primary Add/Sal.

For records with spouses, put more important relationship first, otherwise default to
traditional of male first.

Within these guidelines do accommodate special cases for constituents for whom it is
known they have a specific preference.

These same guidelines apply to contact add/sals for contacts at organizations.

e

Also, there may be particular important people for whom a more formal approach is
desired at the direction of our organization’s leadership and statt.
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Good Example

A dding a new individual
Handling of sole practitioners as an individual or organization: TBD

From the Home Page or Fecords, select Open a constituent
Search thoroughlv to ensure the person is not alreadv in the database
a. Watch checkboxes at the bottom of the search screen
b. Usewildcards (¥, 7) to search for various spellings
Onlv when vou are absolutelv confident the person is not alreadv in the database,
click on Add New, Individual
[fthe person is married, the kev person tous is the main constituent, regardless of
whetherit’s a man or woman
Fill out the name fields for the kev person
a. Fill out fields exactlv as intended; our protocol calls for no jury rigging of
name fields
b.  Alias is normally not needed
Leave ID blank—EE will assign when therecord is saved
Quicklv indicate Gender by entering M or F
Birthdateis a fuzzy date field: enter m/d'y if known otherwise enter m'v or v only
ifknown (can’t do onlv m/d—this must go into a note)
Marital Status
a. Blankindicates “we don’t know"™
b. Single should be used if it is known there is no spouse/significant other
c. Noteoption for Non Married Partner
d. Foranew constituent, a deceased spouse should probably go into
F.elationships tab rather than Spouse screen unless the spouse is recently
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Appeal

Everyone inthe lapsed donor group will be mailed to—no one will be removed,
sowe can automatically add the assigned appeal to these constituents and do
not need to await a file from MW [Confirmed last with Suzie on Bf27/03)

se previous versions for a model of what to create for the new one.
There will be no package that needs to be assigned to them.

Ee sure to use the same query as used with the Export—the output guery from
MWlail—and not the merge query.

Global Add - Appeal

Appeal |Nnvember 2007 Acquisition Di « | &y Date: |11/27/2007

Package: +| Responze:
| [ |

Comments: |maile::| to lapsed donors ag well

Save | Cancel |

Suggested comments: mailed to lapsed and donors of <$10 100 (to explain why
existing constituents are getting an acquisition appeal)

Data Entry

The names that come from RE will take precedence in the mergefpurge with the

BETTER
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Good Example

Criteria for Exclude Query

MNote that some of the necessary exclusions are handled mare easily in the Mail parameters in the next section
and not in this query.

*  Query named “Direct Mail Exclude Query for Mal Warwick”

* Those with a current (current defined by blank Date To or Date To greater than today—needs to be
updated) constituent code of
o Monthly Donor
Board Member
Advisory Council
Staff
YPAC
VIP (note that this is the only field by which we are excluding major donors and prospects;
anyone who has given us any amount of money whatsoever that includes a direct mail gift and
doesn’t have this code will be solicited with this direct mail piece, no matter how much they have
given)

OR Preferred Address Country is one of any value except United States—check to make sure no new
countries have been added

OR Well Wisher as defined by any single gift of $500 or more to a Well Wisher or Mini Proposal appeal
(there are 6; find with search on *mini and on *well) {(due to confusion about how Well Wishers was
defined—attribute or giving—this was the decision; we are ignoring the RE attribute for this purpose) —
check to see if any new Well Wisher or Mini Proposal appeals have been added

OR Approach Restriction applicable attribute (moved to query because some of the values are inactive
and are not available for selection in Mail until 1 finish cleaning up this attribute) — 1x/year to be excluded?
YES for all but May and year-end, so remove from exclusion for May and year-end mailing and add back
to mailings after that; there are VIP and non-VIP versions
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Good Example

1. Cash, Pledge & Stock Gifis

Notes on Correct Way to Do This Now
Criteria accepted by Patricia Wilson January 2007

There continuesto be no query. Allthe information can be handled on the report parameters still.

In Reports, Analytical Reports, Donor Category Reports, there is the template forthis report called “Annual Report
Cash, Pledge & Stock Gifts.” MNotes:

1. Review the Fund filters to add any added since the last time the report was run.
Criteria of those included. both individuals and organizations

a. Cumulative amount of 51,000 or mare where
i Gift date is last fiscal year (91xx — 8/31/xx)
ii. Gift Types of all Cash (outright, MG pledge pay, recurring gift pay), Pledge and Stock (outright, sold
and unsold, for donation value, not sold value). Others were included as of 2/126/07 per direction from
Patricia until we figure out more about how we are goingto use Other as a gifttype here; GIKs are
not considered 82107 we missed Scott from the 06 annual report because he paid
's pledge; should we revisit using Pledge rather than Payment?
Mote that we found a problem afterthe final running of the report where a donorwho had a pledge
[ } was listed while the payer of the pledge ( } was not listed forthe money because
we based on pledge rather than payment. Should we switch to consideration based on payment or
lockto check forthese situations some other way?
iv. All funds are counted except
1. Fund 4601 Wish Vendor Expense needs to be excluded since this is money spent, not given
v, All campaigns and appeals are included
vi. Soft credits are not considered orincluded
vii. Matching gifts gives credit to BOTH.
Miscellaneous records that should be excluded because of data anomalies are handled with the Annual
Report Listing Exclusion attribute as the easiest and fastest (see the Configuration document about this
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Differences

+ Less focus on screenshots and formatting, more focus on content
¢ Less “finished,” more “working document”
+ More specific to the organization

* More focus on output
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+ A complete re-write of Blackbaud’'s Constituent Data Entry Guide
Too much focus on “click here” and “click there”

Too much focus on the wrong detail: explaining every single step to
maneuver through The Raiser’s Edge and not enough on the specific
table values and uses of that organization’s setup of RE

Too much “how” and no “why”

Too much focus on making it look pretty and look like Blackbaud’s user
guides when there is still soooo much more to do

Not doing it because “it takes too long and | don’'t have the time”
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¢ Do it in small bites as you go

+ Just do it as part of the process, not as a project unto itself

— Especially whenever you set up something new or change an existing
process

+ Make it a part of your job accountabilities and annual review
— Get your manager’s buy-in and support

— This is part of your job to manage up and out; you are as important a part of
the fundraising team as anyone else; act like the professional you are

+ Pay absolute focus on content, not format
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¢+ Don'’t lose focus on the audience; if it helps, pretend you're writing your
documentation for me (Bill Connors) to use

Schedule and commit to a few hours a week to document existing setup
and processes
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+ Policies are the business/fundraising decisions and approaches that are
not specific to your software; for example:
— Itis our policy to acknowledge all gifts within 24 hours of their receipt

— Our annual report recognizes all donors of gifts, including pledges
regardless of payment status, made in the past fiscal year...

+ Procedures are the steps you take to implement those policies and
other activities; for example:
— The parameters that have been set up in Mail—and why—to run your

acknowledgement letters, and what someone needs to do each day to
ensure all gifts are acknowledged within 24 hours

— The parameters that have been set up in Reports, Analytical Reports,
Donor Category Report to generate the annual report listing each year, plus
any manual manipulation that is necessary to finalize the list for publication
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+ Your fundraising office should have a policies and procedures guide
that extends well beyond The Raiser’s Edge (for example, gift
acceptance policies, campaign gift counting policies), but we are
focused here on policies and procedures for The Raiser’s Edge
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+ This is not one document, this is a series of documents

¢ Three primary areas

— Data Entry
* Records, tab-by-tab, field-by-field
» Data entry processes

— Data Output
* By task, not module

» Each task broken down into
— Setup
— Running the process

— Database Setup
» Configuration
e User Options
e Security
» Database maintenance
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+ Records, tab-by-tab, field-by-field
Who should be a constituent

For each tab, list each field in the order it occurs and define your
organization’s unique use and policies for that field

For each lookup field, list each table value and define each field’s use for
data entry and data output

Document fields made required, hidden and renamed or having the
potential for such use
Focus on special situations; for example:

* How does your organization define “Spouse”? When should spouses/partners
be constituents and when are they fine as non-constituent relationships?

Addressee/Salutation policy

Use of Contact Types

Logic of Campaign, Fund and Appeal structure
Soft Credits
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+ Data entry and business processes

Required and common fields for new constituents considering the
discussion above and your typical sources of new constituents

Handling address changes, both new addresses and lost constituents
Handling marriages and divorce

Handling deaths
» Of a single constituent
» Of a married constituent with a surviving spouse
» Of the spouse of a constituent

Use of actions
Gift entry procedures for each gift situation your organization has
Posting and reconciling with Accounting/Finance

Optional modules for The Raiser’'s Edge will require intense work in this
area
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+ Focus on tasks and processes, not modules

+ Each task should have a section on
— This is how this was set up and why
— This is what you have to do to run it now that it has been set up
— Before and after The Raiser’s Edge as well
¢+ Document
— Mailings
Donor acknowledgement letters
Reminders
Newsletters
Invitations
Appeals
— Reports
» Daily, weekly, monthly gift reporting
* Annual report preparation
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¢ Configuration

— Tables and Attributes are probably better discussed in the context of Data
Entry

— Business rules should be individually documented and also may refer back
to policies and procedures

¢ User Options

— The default values as set up for the Supervisor should be documented and
explained

* Security

— While not every single option selected for every security group needs to be

documented, there should be discussion as to the rationale and key rights
for each security group

— Procedures for adding and removing users
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¢+ Database Maintenance

— What tasks are to be run how, towards what end, and how the results are to
be handled

— A'log should be kept of the performance of these tasks indicating date and
person

— Be certain to address process to ensure backups and system maintenance
are successfully running
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Other Tips

+ Enter author's name and dates, for both creation and updates
But use positions, not names for policy and procedure roles

However, do document the specific person who provided direction or
made key decisions that affect process

Each section should address not only “what” and “how” but also “why”
and sometimes “why not”

Make it complete—avoid saving notes in emails, hard copies, etc.

Not one big Word document, but numerous specifically-focused
documents (see next two slides)
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) Annual Meeting

) Annual Report

() Auction Tracker

[ Best Wishes

() Board Thank-you Calls
) Constituent Maintenance
[ Crystal Reports

[ Database Administration
[_JDatabase Specialist

) Direct Mail

) Domenic Documentation
[_JEnd-of-Year Tax Letters
[JEvents

BETTER
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Ralser S Edge Folder on Network Drive

) Gift Handling

[_JKintera Event Integration

[_JKintera Volunteer

[ JMAWFA Resources

0ld Documents

1 Dnline Giving thru MAWFA and Wish Cafe
() Outreach

_JReporting

CYRMT

i Training

] 44w RE Procedures.doc
I—BDLllecates and other Misc Cleanup.doc
@Maintenance Task Check List. xls
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PETIE
[_JAcquisition Appeals
[ JEnd-of-Year Major Donor Internal Direct Mail
[ JExchange Lisk
[_JFlashcount Reconciliation Problem May 2008
[_JMailing Schedules
[ JRenewal Appeals
) 5pecial Appeals
Iﬂ-_ll‘lﬂ.nnual Performance Review Daka Export,doc
IﬂilFr'nznrutlirue Uplaad Inskructions. doc
lﬂ-l_thTF' For Mawy' For Mal W arwick, doc
Eh] GEAMAWF RE Cons ID Bridge to RMT IDLCSY
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B Mal Warwick Package Code Explanation - Donor Yalu...
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Using Word

Headings

Document Map

Outline

Page numbers

Control+K for cross references within and outside document
Table of Contents feature if document does get long
Highlighter can be helpful

Limit use of screen shots—focus on text and explanations and make
easy to update, but:

— Alt+Printscreen and Printscreen

— Crop to create focus

— Drawing toolbar can be helpful when used judiciously
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+ Information that goes in two locations
— Attributes and Tables

+ Chicken and egg, back and forth
— Which comes first, documenting the fields or determining the processes?

¢ (Getting started - just go do it!
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¢ Questions and additional thoughts?

+ Contact information for Bill Connors, CFRE
— Phone: 415.861.5454
— Email: bill@billconnors.com
— Web: www.billconnors.com

¢ Fundraising with The Raiser’'s Edge: A Non-
Technical Guide (Wiley, February 2010).
More information on content and ordering
available at www.billconnors.com.
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Fundraising
with The Raiser’s
Edge

A Non-Technical Guide

b Py

Bill Connors, crre
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