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A d d I t d tiAgenda and Introduction
� Warning!  I have some strong thoughts on this subject based on my 

consulting experience Be warned!consulting experience.  Be warned!

� Resources available so we don’t have to reinvent them
� Purposes and audiences
� Common mistakes
� “Less Good” examplesp

– Apologies in advance  ☺
� Good examples
� RecommendationsRecommendations 
� Outline 
� Word tips and tricks
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D ’t R i t th Wh lDon’t Reinvent the Wheel
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D ’t R W it ThiDon’t Re-Write This

Bill Connors, CFRE, October 22, 2010|  Page #4



P d A diPurposes and Audiences
� We should not be writing documentation to teach new users how The 

Raiser’s Edge worksRaiser 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– 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 usedset 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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re-writing Blackbaud s user guides for The Raiser s Edge 



R f E l G d d “L G d”*Resource for Examples Good and “Less Good”*
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*With many thanks to those willing to share their hard work with all the rest of us



“L G d” E l“Less Good” Example
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“L G d” E l“Less Good” Example
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“L G d” E l“Less Good” Example
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“L G d” E l“Less Good” Example
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G d E lGood Example
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G d E lGood Example
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G d E lGood Example
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G d E lGood Example
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G d E lGood Example
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G d E lGood Example
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DiffDifferences
� Less focus on screenshots and formatting, more focus on content

� Less “finished,” more “working document”

� More specific to the organization

� More focus on outputMore focus on output
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C Mi t kCommon Mistakes
� 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
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� Not doing it because “it takes too long and I don’t have the time”



R d tiRecommendations
� 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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R d tiRecommendations
� Don’t lose focus on the audience; if it helps, pretend you’re writing your 

documentation for me (Bill Connors) to usedocumentation for me (Bill Connors) to use

� Schedule and commit to a few hours a week to document existing setup 
dand processes
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P li i P dPolicies vs. Procedures
� Policies are the business/fundraising decisions and approaches that are 

not specific to your software; for example:not specific to your software; for example:
– It is 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 yearregardless of payment status, made in the past fiscal year…

� Procedures are the steps you take to implement those policies and 
other activities; for example: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 hoursg g

– 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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P li i P dPolicies vs. Procedures
� Your fundraising office should have a policies and procedures guide 

that extends well beyond The Raiser’s Edge (for example giftthat 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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“T bl f C t t ”“Table of Contents”
� This is not one document, this is a series of documents
� Th i� Three primary areas

– Data Entry
• Records, tab-by-tab, field-by-field
• Data entry processes• Data entry processes

– Data Output
• By task, not module
• Each task broken down intoEach task broken down into

– Setup
– Running the process

– Database Setup
• Configuration
• User Options
• Security
• Database maintenance
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• Database maintenance



O tli D t E tOutline—Data Entry
� Records, tab-by-tab, field-by-field

Who should be a constituent– 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– 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 usep
– 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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• Soft Credits



O tli D t E t ti dOutline—Data Entry continued
� Data entry and business processes

Required and common fields for new constituents considering the– 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 marriages and divorce
– Handling deaths

• Of a single constituent
• Of a married constituent with a surviving spouseOf 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 hasy p g y g
– Posting and reconciling with Accounting/Finance
– Optional modules for The Raiser’s Edge will require intense work in this 

area
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O tli D t O t tOutline—Data Output
� Focus on tasks and processes, not modules
� E h t k h ld h ti� 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

B f d ft Th R i ’ Ed ll– Before and after The Raiser’s Edge as well
� Document

– Mailings
• Donor acknowledgement letters
• Reminders
• Newsletters
• Invitations• Invitations
• Appeals

– Reports
• Daily, weekly, monthly gift reporting
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Daily, weekly, monthly gift reporting
• Annual report preparation



O tli D t b S tOutline—Database Setup
� Configuration

Tables and Attributes are probably better discussed in the context of Data– 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 proceduresto policies and procedures

� User Options
– The default values as set up for the Supervisor should be documented and– The default values as set up for the Supervisor should be documented and 

explained

� Security� 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
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– Procedures for adding and removing users



O tli D t b S t ti dOutline—Database Setup continued
� Database Maintenance

What tasks are to be run how towards what end and how the results are to– 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 
personperson

– Be certain to address process to ensure backups and system maintenance 
are successfully running
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Oth TiOther 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
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� Not one big Word document, but numerous specifically-focused 
documents (see next two slides)



R i ’ Ed F ld N t k D iRaiser’s Edge Folder on Network Drive
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Di t M il F ldDirect Mail Folder
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U i W dUsing Word
� Headings 
� D t M� 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 helpfulHighlighter can be helpful
� Limit use of screen shots—focus on text and explanations and make 

easy to update, but:
– Alt+Printscreen and PrintscreenAlt+Printscreen and Printscreen
– Crop to create focus
– Drawing toolbar can be helpful when used judiciously
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S Fi l Ch llSome Final Challenges
� Information that goes in two locations

Attributes and Tables– Attributes and Tables

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

� Getting started Æ just go do it!
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Q ti d C t t I f tiQuestions and Contact Information
� Questions and additional thoughts?

� Contact information for Bill Connors, CFRE
Phone: 415 861 5454– 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)Technical Guide (Wiley, February 2010).  
More information on content and ordering 
available at www.billconnors.com.
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