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Before you can manage prospect information, we recommend you set up configuration options. From
Prospects, you can access these options under Configuration.

You use configuration options to set up Prospects for your users. These options can affect multiple areas in the
program. For example, you can define plan outlines and opportunity amount ranges you want available for your
Prospects users.

Major Giving Setup
InMajor Giving Setup, you define plan outlines and opportunity amount ranges for major giving prospects. To
automatically credit solicitors for revenue received on a major giving opportunity, you can also default credit
rules which assign specific percentages of credit to themanager and solicitors associated with the plan. You can
also select whether to automatically calculate the realized amount for each type of planned gift vehicle.

Manage PlanOutlines
Plans detail how you intend to win a donation from a prospect. They include objectives, stages, dates, and steps
you intend to take, such as meetings and phone calls. When you create a plan outline, your Prospects users can
assign the outlines to plans they create on the prospect record. For example, if you have very specific steps you
want taken for any planned gift prospect, you can create a “Planned Gift” plan outline. Then, when one of your
fundraisers adds a planned gift plan to a prospect record, they can point to the outline. The steps defined in the
outline then default into the prospect plan.

Note: For information about working in a prospect plan, see Prospect Plans on page 81.
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Add Plan Outline
Once you add a plan outline, your Prospects users can than access the outline from the Plans tab of a prospect
and use the outline to complete the plan they assign the prospect. For information about working in a prospect,
see Prospect Management on page 31.

Note: To help set up major giving plan outlines, the program provides a default basic major giving plan. This
plan provides a basic outline ofmultiple steps to foster a relationship with major giving prospect through the
stages of identification, cultivation, solicitation, and stewardship.

} Add a prospect plan outline to your Prospects system

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. Select the Plan outlines tab.

3. Click Add. The Add plan outline screen appears.
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4. Complete the necessary fields. For a detailed explanation of the fields and options included on this
screen, see Add Plan Outline Screen on page 3.

5. Click Save to save the outline and return to the Plan Outline tab. The new outline appears in the grid.

Add Plan Outline Screen
From the Add plan outline screen, you define default plan steps users can apply to their prospect plans.

Screen Item Description

Name Name your outline.

Site You can limit access to the plan outline to users with security permissions for a specific
site.

Adjust dates
of selected
rows

Select the row(s) in which you want to adjust Days from start data and click the Plus or
Minus button accordingly. You can select more than one row at a time to adjust.

Objective What you hope to accomplish during this planned step.

Fundraiser The Prospects role responsible for executing the planned step.

Stage Where in the cultivation scheme this step type falls (Identification, Cultivation,
Negotiation).

Days from
start

Howmany days from the start of the plan until this step is to be completed. When the
outline is applied to a plan, the program calculates the date.

Contact
method

The type of interaction you plan to have with the prospect: meeting, mailing, phone
call.

Edit Plan Outline
After you create a plan outline, you can return to the outline at any time to make necessary changes. These
changes do not, however, affect plans to which the outline is already assigned.

} Edit an existing plan outline

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. From the Plan Outlines tab, select the outline you want to edit.

3. Click Edit. The Edit plan outline screen appears.

4. Make any necessary changes.

The fields and options included on the Edit plan outline screen are the same as those included on the
Add plan outline screen. For a detailed explanation of these fields and options, see Add Plan Outline
Screen on page 3.

5. Click Save to save your changes and return to the Plan Outlines tab.

Delete Plan Outline
You can delete any outlines that you no longer want available to your Prospects users. Once an outline is
deleted, it cannot be assigned to any new plans. It remains, however, on any plans to which it was assigned
before being deleted.

} Delete an existing plan outline

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.
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2. From the Plan Outlines tab, select the outline you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes to remove the outline and return to the Plan Outlines tab.

ManageOpportunity Amount Ranges
The opportunity amount ranges are used in Prospects to classify your prospect’s giving opportunity potential.
From the Opportunity Amount Ranges tab inMajor Giving Setup, you can add, edit, and delete amount range
groups to meet your organization’s specific needs. You can also restrict access to the groups based on sites.

Add Opportunity Amount Ranges

} Add opportunity amount ranges

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. Select the Opportunity Amount Ranges tab.

3. Click Add group. The Add a group screen appears.

4. In theName field, enter a name identifying the opportunity amount range group.

5. In theDescription field, you can enter additional information to help you identify the goal of this group.

6. In the Amount brackets grid, create the amount ranges you want to include in this group. Enter a Name
and a Lower limit amount for each range.

7. In the Sites grid, you can assign the group to a specific site in your organization, limiting who has access
to the ranges. You create sites with the Sites tool accessed under Configuration in Administration.

8. Click Save to save the group and return to the Opportunity Amount Ranges tab.
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Edit Amount Ranges

} Edit an amount range

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. Select the Opportunity Amount Ranges tab.

3. In theOpportunity amount ranges grid, select the range you want to edit.

4. Click Edit group. The Edit a group screen appears.

5. Make any necessary changes.

6. Click Save.

Delete Amount Range

} Delete an amount range

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. Select the Opportunity Amount Ranges tab.

3. In theOpportunity amount ranges grid, select the range you want to delete.

4. Click Delete group. A confirmation screen appears.

5. Click Yes to delete the range and return to the Opportunity Amount Ranges tab.

Change Base Currency of Amount Group

} Change the base currency of an amount group

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. Select the Opportunity Amount Ranges tab.

3. In theOpportunity amount ranges grid, select the range and click Change base currency.

4. Select the base currency to use for the group.

5. Click Save and return to the Opportunity Amount Ranges tab.

Manage Solicitor Revenue Credit
When you create a major giving plan, you assign solicitors and add an opportunity to the plan. After the
prospect contributes a gift, you can credit the plan’s solicitors for the revenue you receive. To simplify this
process, you can define default credit rules for plan solicitors. When you apply revenue to the opportunity,
solicitors linked to the associated major giving plan automatically receive credit based on the credit rules you
create.

} Edit solicitor revenue credit rules

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.
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2. Select the Solicitor Credit Rules tab.

3. Click Edit. The Define solicitor revenue credit rules screen appears.

4. Enter the credit amount, up to 100 percent, to automatically assign to the primary manager, secondary
manager, and secondary solicitors assigned to a major gift plan or grant funding request.

5. In Revenue types, select each type of revenue to include for the credit default.

6. Click Save. You return to the Solicitor Credit Rules tab.

Manage Vehicle Options
When you add a planned gift, you select its applicable vehicle such as charitable gift annuity or bequest. On the
Vehicle Options tab, for each vehicle type, you can select whether to automatically calculate the realized amount
as your organization receives revenue toward a planned gift.
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Note: If you select to automatically calculate the realized amount for a planned gift vehicle, users can disable
the automatically calculated amount for a planned gift if necessary.

} Edit the options for a planned gift vehicle

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. On the Vehicle Options tab, select the vehicle to edit and click Edit. The Edit planned gift vehicle options
screen appears.
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3. Select whether to automatically calculate the realized amount for planned gifts of the vehicle type.

4. Click Save. You return to the Vehicle Options tab.

Manage Vehicle Subtypes
When you add a planned gift and select its applicable vehicle such as charitable gift annuity or bequest, you can
also specify a subtype to further describe the vehicle. On the Vehicle Subtypes tab, you can create subtypes and
determine which vehicle types should use them.

Note: Charitable gift annuities have pre-defined subtypes that cannot be edited. You also cannot add additional
subtypes for charitable gift annuities from the Vehicle Subtypes tab.

Add Subtypes for Planned Gift Vehicle

} Add subtypes for a planned gift vehicle

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. On the Vehicle Subtypes tab, click Add. The Add a subtype screen appears.

3. Enter a subtype name and then select which planned gift vehicles this subtype applies to.

4. Click Save. You return to the Vehicle Options tab.

Edit Subtypes for Planned Gift Vehicle

} Edit subtypes for a planned gift vehicle

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. On the Vehicle Subtypes tab, select the vehicle subtype and click Edit. The Edit a subtype screen appears.

3. Change the name or select different planned gift vehicles which can use the subtype.

4. Click Save. You return to the Vehicle Options tab.

Delete Subtypes for Planned Gift Vehicle

} Delete subtypes for a planned gift vehicle

Once a subtype has been specified on a planned gift, you cannot delete it. Instead, you can mark it inactive

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.
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2. On the Vehicle Subtypes tab, select the vehicle subtype and click Delete. A confirmation message
appears.

3. Click Yes to delete the subtype. You return to the Vehicle Options tab.

Mark Subtype for Planned Gift Vehicle Active/Inactive

} Mark subtypes for a planned gift vehicle active or inactive

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. On the Vehicle Subtypes tab, select the subtype and clickMark inactive orMark active. A confirmation
message appears.

3. Click Yes and the vehicle subtype is now inactive or active. You return to the Vehicle Options tab. Inactive
subtypes are not available to use on planned gifts.

Manage PlannedGift Receipts
When planned gifts are irrevocable and your organization is the trustee on a gift, it may be appropriate to receipt
for planned gifts. Ultimately, your decision to receipt for planned gifts should be based on your own processes
and tax laws. From Major Giving Setup, you can select, by vehicle type, which planned gifts to receipt. You can
also select to not receipt planned gifts.

} Edit planned gift receipt settings

1. From Prospects, clickMajor giving setup under Configuration. TheMajor Giving Setup page appears.

2. Select the Planned Gift Receipts tab.

3. Click Edit. The Planned gift receipt settings screen appears.

4. To produce no receipts for planned gifts, select Do not receipt.

5. To receipt for planned gifts, select Receipt only for the vehicle types below.

From the grid, select the vehicle types for which to receipt.
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6. Click Save to save the planned gift receipt settings and return to the Planned Gift Receipt Settings tab.
The new settings appear on the tab.

Grants andMajor Giving
To view grant activity in key performance indicators (KPIs) and reports, you must consolidate grants with major
giving management. From Prospects, clickMajor giving setup under Configuration. From theMajor Giving
Setup page, click Include grants in major giving management under Configuration. When you apply this
setting, grant activity appears in Prospects.

• On a fundraiser’s My fundraiser page, the steps assigned to the fundraiser on a funding request appear. From
the Grants tab, individuals can view information about their fundraising activity related to grants.

• On theMajor Giving Management – Prospects page, current grant activity appears under Grants in Pipeline
on the Pipeline tab.

• On theMajor Giving Management – Opportunities and Asks page, grant funding request information appears
under Funding request summary on the Summary tab.

If you previously included grant activity but no longer want to have a consolidated view, click Exclude grants
from major giving management.

Manage Opportunity Likelihoods
To track projected revenue for major giving plan opportunities, you can indicate the likelihood your organization
will receive each ask amount. From the Define Likelihood Percents page, you can create the likelihood definitions.
For example, you may have a likelihood of “Excellent” you define as “100%” to indicate you expect the prospect
to give the total amount asked. You can use this information when you create analytical reports to determine the
revenue you expect to receive based on the current status and likelihood assigned to opportunities.

For information about how to add an opportunity to a major giving plan, see Opportunities Tab on page 86.

For information about how to create a view of projected revenue from opportunities, see ManageMajor Giving
on page 1.

10 CHAPTER 1



Define Likelihoods
You can select a likelihood entered on the Define Likelihood Percents page in Prospects when you add an
opportunity to a major giving plan. The likelihood indicates the probability that the prospect will give the amount
asked.

} Define a likelihood

You can add or edit likelihood definitions from the Define Likelihood Percents page. You can also delete
likelihoods that have been assigned to an opportunity.

1. From the Prospects page, select Define likelihood percents under Configuration. The Define Likelihood
Percents page appears.

2. Click Edit likelihood percents. The Edit likelihood percents screen appears.

3. Enter a name and percent for the likelihood.

Note: Changes you make to the name or percent automatically appear on opportunities assigned this
likelihood. For example, if you change a likelihood of “Excellent” from “100%” to “95%,” the percent
changes on all opportunities identified as “Excellent.” Reports and dashboards use the new percent to
calculate projected revenue.

4. Click Save. You return to the Define Likelihood Percents page.

Define a Likelihood Percent Screen
The table below explains the items on the Define a likelihood percent screen. For information about how to
access this screen, see Define Likelihoods on page 11.

Screen
Item Description

Likelihood Enter a name to describe the degree of likelihood.

Percent
Enter a number to define the likelihood. When you assign a likelihood to an opportunity,
the percent indicates the probability a prospect will give the gift amount requested. Reports
and dashboards use this information to calculate projected revenue for opportunities.

Delete a Likelihood
You can delete likelihoods that have not been assigned to an opportunity. From the Define Likelihood Percents
screen, select an entry and press DELETE. A verification message appears. Click OK to delete the likelihood.

Wealth And Ratings Data
From theWealth And Ratings Data page, you can define aWealthPoint search process that includes a selection
of records. For example, you have ten prospects you want updated with the latestWealthPoint data. InManage
Research Groups you create a group that includes these ten prospects. FromWealth And Ratings Data you can
then create a search process using this group that instructs the program to extract information about the
prospects included in the group from yourWealthPoint system and update your prospects’WealthPoint
information.
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Once you create a search process, you can also create a job schedule, instructing the process to run at a fixed
interval. TheWealth And Ratings Data page houses a list of all executed searches. It displays date, status, user,
and prospect information.

TheWealthPoint Refresh Notification tab tracks wealth screening refreshes.

AccessWealth And Ratings Data Page
You access theWealth And Ratings Data page by clicking theWealth and ratings data link housed under
Configuration on the Prospects page.

Note: To access the Prospects page, click Prospects on the application action bar.

ViewRefreshedWealthPoint Data
If you choose to allow automaticWealthPoint Data Refreshes - by clicking the Enable Data Refresh1 option
displayed on the explorer bar of theWealth And Ratings Data page - any data refreshes added to the system are
displayed on theWealth And Ratings Data page.

Note: For information about enabling data refreshes, see Enable Data Refresh on page 13.

For example, if the D&B data is refreshed, all constituents whose records were updated with the newD&B data
display on the page, along with the date of the update, the source updated, wealth detail information, fields
updated, and the old and new values.

The following data sources are included in the Data Refresh process:

• D&B

• GuideStar - Nonprofit Associations

• GuideStar - Private Foundations

• Thomson

• Who’s Who

You can filter the notifications included on the page based on theName, Date submitted, or User name. Simply
enter the information in the appropriate field included at the top of the grid and click Apply. To return to the
default setting of all notifications, click Reset.

View Refreshed Constituent Record
From theWealth And Ratings Data page on theWealthPoint Data Refresh tab, you can access the constituent
record of any constituent included in a Data Refresh process.

To access the record, select the record in theWealthPoint Data Refresh history grid and click Go to constituent.
The constituent record displays. Click Back to return to theWealth And Ratings Data page.

1If you choose to allow automatic WealthPoint Data Refreshes - by clicking the Enable Data Refresh
option displayed on the explorer bar of the Wealth And Ratings Data page - any data refreshes added
to the system are displayed on the Wealth And Ratings Data page.
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View List of WealthPoint Searches
TheWealthPoint Search History tab on theWealth And Ratings Data page houses a list of all searches. The top
section of the tab - theWealthPoint unresolved searchers grid - displays any incomplete or failed searches.

TheWealthPoint resolved searches grid displays all searches, single and groups, that have completed or failed.
From this grid, you can filter and reorder items listed and open selected constituents.

To access theWealth And Ratings Data page, from the Prospects page, under Configuration clickWealth And
Ratings Data in the explorer bar. TheWealth And Ratings Data page appears.

Retrieve WealthPoint Search Results
From theWealthPoint Search History tab on theWealth And Ratings Data page, you can track the search
process, watching for the “Results ready” status to appear in theWealthPoint unresolved searches grid,
confirming that your results are ready. You can then access the search results by selecting the item in the grid
and clicking Retrieve results. After you retrieve the results, the search item is moved to the bottom half of the
page into theWealthPoint resolved searches grid. For more information about theWealth And Ratings Data
page, see View List ofWealthPoint Searches on page 13.

Track Subscription Status
Under Tasks on theWealth And Ratings Data page, click Subscription status to access a screen displaying
information about your current subscription. You must be logged intoWealthPoint before you can access the
subscription information.

The screen displays the Subscription type, number of Group searches remaining, and your Subscription
renewal date.

Edit theWealthPoint URL
If you need to change the network location where you connect toWealthPoint, you can do so from theWealth
and Ratings Data page. Under Tasks, click Edit WealthPoint URL. On the Edit WealthPoint URL screen, enter the
location of the wwsoap file used to connect toWealthPoint and click Save. You return to theWealth and Ratings
Data page.

Register withWealthPoint
The first time you use a database withWealthPoint, you must register the database. This is a one-time
procedure. Once the database is registered the registration link disappears. To register, click the Register with
WealthPoint link under Tasks on theWealth And Ratings Data page.

Enable Data Refresh
If you click Enable Data Refresh under Tasks on theWealth And Ratings Data page, every timeWealthPoint
updates D&B, Guidestar NP or PF, Thomson, or Who’s Who data your existing records are automatically
updated. To help you keep track of refreshed records, the constituent name and other relevant information
displays on theWealth And Ratings Data page. For more information, see View Refreshed WealthPoint Data on
page 12.
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Disable Data Refresh
If you click Disable Data Refresh under Tasks on theWealth And Ratings Data page, the Enable Data Refresh
task is turned off and no longer are your records automatically updated every timeWealthPoint updates D&B,
Guidestar NP or PF, Thomson, or Who’s Who data.

ManageWealthPoint Searches
TheWealthPoint searches tab inWealth And Ratings Data houses all yourWealthPoint search processing tools.
From here, you can create a search process, edit or delete existing search processes, generate aWindows
scripting file, schedule processing jobs, run a job process, and view job processing records.

Create WealthPoint Search Process
A search process defines what and how information is extracted fromWealthPoint. Before you create a process,
you must create a research group and include all prospects for which you wantWealthPoint information
updated. Using the group of prospects saves you a great deal of time over updating prospects one at a time. The
group can include as many prospects as necessary. If you are updating a large number of prospects, you may
want to schedule the job for a timewhen no one is working in your system.

} Create a WealthPoint search process

1. From theWealth And Ratings Data page, select theWealthPoint searches tab.

Note: For information about accessing theWealth and Ratings Data page, see Access Wealth And
Ratings Data Page on page 12.

2. Click Add. The Add WealthPoint search process screen appears.

3. Enter the necessary information. For an explanation of the fields and options included on this screen, see
Add WealthPoint Search Process Screen on page 15.

4. Click Save. The process is saved and stored on theWealthPoint searches tab.

5. To update the records, from theWealthPoint searches tab, select the import process you want to run
and click Start Process. TheWealthPoint search process screen appears. From this screen, you can view
the updating process and confirm when the process is complete and if it was successful. This screen also
stores details about yourWealthPoint search processes. For more information, see ViewWealthPoint
Search Process Information on page 1.
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Add WealthPoint Search Process Screen
From this screen, you select the prospect records for which you want to updateWealthPoint data, and define
the search process.

Screen
Item Description

Name Name the search process you are creating. The name displays in theWealthPoint search
process grid on theWealthPoint searches tab.

Description
Describe the search process you are creating. This helps users identify the process from
theWealthPoint search process grid on theWealthPoint searches tab.

Research
group

Select the research group you want to include in the update process.

Edit WealthPoint Search Process
A search process defines what and how information is extracted fromWealthPoint. From theWealthPoint
searches tab inWealth And Ratings Data, you can edit existing search processes. If you want to change the
prospect group used in the process, you may want to first edit the group inManage Research Groups.

You can also edit a process from theWealthPoint search process screen by clicking the Edit process option
included in Tasks on the Explorer bar. The process screen appears after you run a process or when you select a
process on theWealthPoint Searches tab of theWealth And Ratings Data page then click Go to WealthPoint
search process.

} Edit an existing WealthPoint search process

1. From theWealth And Ratings Data page, select theWealthPoint searches tab.

Note: For information about accessing theWealth and Ratings Data page, see Access Wealth And
Ratings Data Page on page 12.

2. Click Edit. Edit WealthPoint search process screen appears.

3. Enter the necessary information.

The fields and options included on the Edit WealthPoint search process screen are the same as those
included on the Add WealthPoint search process screen. For an explanation of the fields and options
included on these screens, see Add WealthPoint Search Process Screen on page 15.

4. Click Save. The process is saved and stored on theWealthPoint searches tab.

5. To update the records, from theWealthPoint searches tab, select the import process you want to run
and click Start Process. TheWealthPoint search process screen appears. From this screen, you can view
the updating process and confirm when the process is complete and if it was successful. This screen also
stores details about yourWealthPoint search processes. For more information, see ViewWealthPoint
Search Process Information on page 1.

Delete WealthPoint Search Process
A search process defines what and how information is extracted fromWealthPoint. From theWealthPoint
searches tab inWealth And Ratings Data, you can delete existing search processes, removing them permanently
from your system.
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You can also delete a process from theWealthPoint search process screen by clicking theDelete process option
included in Tasks on the Explorer bar. The process screen appears after you run a process or when you select a
process on theWealthPoint Searches tab of theWealth And Ratings Data page then click Go to WealthPoint
search process.

} Delete an existing WealthPoint search process

1. From theWealth And Ratings Data page, select theWealthPoint searches tab.

Note: For information about accessing theWealth and Ratings Data page, see Access Wealth And
Ratings Data Page on page 12.

2. In theWealthPoint search processes grid, select the process you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes. The process is deleted and removed from theWealthPoint searches tab.

Tabs of a Process Status Page
Each business process in the database has a status page. The process status page contains information specific
to the process. You enter this information when you add the process to the database. Each process status page
also includes information about themost recent instance of the process and historical data about the process.
On some process status pages, you can manage the job schedules of the process. To help manage this
information, each process status page contains multiple tabs.

Recent Status Tab
On the Recent status tab, you view the details of themost recent instance of the process. These details include
the status of the process; the start time, end time, and duration of the process; the person who last started the
process; the name of the server most recently used to run the process; the total number of records processed;
and howmany of those records processed successfully and howmany were exceptions.

History Tab
Each time you run a business process, the program generates a status record of the instance. On the History tab,
you view historical status record information about each instance of the process. The information in the grid
includes the status and date of the instance.

On the History tab, you can limit the status records that appear in the grid. You can filter by the process status. If
you filter the records that appear in the grid, it can reduce the amount of time it takes to find a process instance.
For example, if you search for an instance that did not finish its operation, you can select to view only status
records with a Status of Did not finish. To filter the records that appear in the grid, click the funnel in the action
bar. The Status field and Apply button appear so you can select the status of the instances to appear in the grid.
To update the information that appears, click Refresh List on the action bar.

Depending on your security rights and system role, you can delete a status record from the grid on the History
tab.

Delete a Status Record from the History Tab of a Process Status Page
On the History tab of a process status page, you can delete a specific status record of the process. When you
delete a status record, you delete the specific instance and all of its history.
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} Delete a status record from the History tab

1. On the History tab of the process status page, select a status record and click Delete. A confirmation
message appears.

Note: You can filter the records in the grid by the status of the process to reduce the amount of time it
takes to find an instance of the process. For example, to search for a completed instance, click the
funnel icon, select "Completed" in the Status field, and click Apply. Only completed instances appear in
the grid.

2. Click Yes. You return to the History tab. The selected status record no longer appears.

Job Schedules Tab (Not Available on All Process Pages)
On the Job schedules tab, you can view the job schedules of the process in the database. The details in this grid
include the name, whether a job schedule is enabled, the frequency of the job schedule, the start date and time
and end date and time, and the date the job schedule was added and last changed in the database. You enter
this information when you set the job schedule of the process.

Depending on your security rights and system role, you can add, edit, and delete job schedules that appear on
the Job schedules tab. To update the information that appears, click Refresh List.

Schedule Process Jobs
You can create a job schedule to automatically run a business process. When you create a schedule for a process,
the program exports and runs the process at the scheduled instance or interval. For example, you can schedule a
process to run at a time convenient for your organization, such as overnight. To create a job schedule, click Add
on the Job schedules tab of the process status page. The Create job screen appears.

Note: To create a job schedule from any tab of the process status page, click Create job schedule under Tasks.

} Create a job schedule

1. On the Job schedules tab of the process, click Add, or click Create job schedule under Tasks. The Create
job screen appears.
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2. In the Job name field, enter a name for the scheduled process.

3. By default, the schedule is active. To suspend it, clear the Enabled checkbox.

4. In the Schedule type field, select how often to run the process. Your selection determines which other
fields are enabled.

5. In the remaining fields, select when to run the job schedule and how long to keep it active.

6. Click Save. You return to the Job schedules tab.

Edit Job Schedules
After you create a job schedule for a process, you can update it as necessary. For example, you can adjust its
frequency. You cannot edit the package selected to create the job schedule.

} Edit a job schedule

1. On the Job schedules tab, select a job and click Edit. The Edit job screen appears. The options on this
screen are the same as the Create job screen. For information about these options, see Create Job
Screen on page 320.

2. Make changes as necessary. For example, in the Schedule type you can change how often to run the
process.

3. Click Save. You return to the Job schedules tab.

Create Job Screen
The table below explains the items on the Create job screen. For information about how to access this screen,
see Schedule Process Jobs on page 319.
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Screen Item Description

Job name Enter a name for the job schedule.

Schedule type
Select how often to run the job schedule. You can run a process once; on a daily, weekly, or
monthly basis; whenever SQL Server Agent service starts; or whenever the computer is idle
according to SQL Server Agent.

Enabled By default, the scheduled process is active. To suspend the process, clear this checkbox.

One-time
occurrence

For a process that runs just once, select the date and time to run it.

Frequency

For a process that runs on a daily, weekly, or monthly basis, select the number of days,
weeks, or months between instances in theOccurs every field.
For a weekly process, select the day of the week to run it.
For a monthly process, select the day of themonth to run it.

Daily frequency

For a process that runs on a daily, weekly, or monthly basis, select whether to run it a single
time or at regular intervals on the days when it runs.
To run a process once, select Occurs once at and enter the start time.
To run a process at intervals, select Occurs every and enter the time between instances, as
well as a start time and end time.

Start date
For a process that runs on a daily, weekly, or monthly basis, select a start date and, if
necessary, an end date. To run the process indefinitely, select No end date.

Delete Job Schedules
On the Job schedules tab of the status page, you can delete a job schedule of the process. This deletes the
scheduled job as well as any changes made to it outside the program.

} Delete a job schedule

1. On the Job schedules tab, select the job and click Delete. A confirmation screen appears.

2. Click Yes. You return to the Job schedules tab.

Start Process
This task allows you to start the selected business process from the process page.

Exception Report
When you run a process, the process status page appears and displays the number of records that did and did
not process. Records that fail to process are called exceptions. When there are exceptions, you can view the
Exception Report for the generated process. This report lists the expectations generated and explains why each
did not process properly. You can view themost recent Exception Report from the Recent status tab of the
process page. If you want to view an older report, you can do so from the History tab of the process page.

To print a report, click the Print button on the toolbar of the report. You can also set up the page format for the
print job to determine how the printed report looks. You can also use the report information in another software
application or save the report in another file format, such as to share the data with someonewho cannot access
the program. When you click the Export button on the toolbar, you can export the information into a shared
application, such as Microsoft Excel, or save the report into an easily shared format, such as Adobe Acrobat
(*.pdf) or a Web archive (*.mhtml).
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Generate Windows Scripting File
AWindows Scripting File (*.wsf) is an executable script file format for Windows that can incorporate VBScript
(*.vbs) routines and include XML elements.

} Generate a Windows Scripting File

1. On the process that requires a Windows Scripting File, click Generate WSF under Tasks. The Generate
business process WSF file screen appears.

2. In the Save As field, enter the path and file name for theWSF file. To browse for a location to save the
file, click the ellipsis. The Save As screen appears.

3. Click OK. The program saves theWSF file.

Wealth Capacity Formula Management
Awealth capacity formula is used to determine a constituent’s estimated wealth range, major giving capacity
range, and major giving capacity value. The system provides a default formula for calculating these ranges, but
you may also choose to create additional formulas.

From theWealth Capacity Formula Management page, you can add a newwealth capacity formula, edit an
existing formula and choose which formula to use as the system default. You can also assign a formula to a
record, group of records, or a research group.

AccessWealth Capacity FormulaManagement
You access theManageWealth Capacity Formula Management page by clicking theWealth capacity formula
management link housed under Configuration on the Prospects page.

Note: To access the Prospects page, click Prospects on the application action bar.

Create aWealth Capacity Formula
In addition to the default formula provided with the system, you can create new formulas for calculating a
prospect’s estimated wealth, major giving capacity, and major giving capacity value. You create a newwealth
capacity formula from theWealth Capacity Formula Management page.

} Create a wealth capacity formula

1. From theWealth Capacity Formula Management page, select Add. The Add wealth capacity formula
screen appears.
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2. Enter a name and description for the new formula.

3. To set this formula as the default, mark the checkbox. The default formula is applied to new constituent
records.

4. If you want to allow other users to edit this formula, mark theOther users may modify this formula
checkbox.

5. To apply the formula to an individual constituent, mark Individual constituent. Click the search icon to
locate the constituent.

6. To apply the formula to a research group, mark Research group. Click the search icon to locate the
research group. You can apply a formula only to the groups to which you have access.

7. To apply the formula to a group of records, mark Selection. Using the icons in the field, you can search
for a selection, edit an existing selection, or create a new selection.

8. Select the Assets tab.
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9. In the Select asset types to include frame, select the assets you want to include in the formula. The
calculation settings on the right side of the screen change depending on the asset you highlight.

10. Enter the necessary information. For an explanation of the fields and options included on this screen, see
Add Wealth Capacity Formula Screen on page 22.

Note: Values of “0” are not included in calculations when you select “Use smallest of” or “Use average
of” as your asset calculation method.

11. Select the Calculations tab.

12. Enter the necessary information. For an explanation of the fields and options included on this screen, see
Add Wealth Capacity Formula Screen on page 22.

Note: Values of “0” are not included in calculations when you select “Smallest asset value” or “Average
asset value” as your asset calculation method.

13. Click Save. The formula is saved and stored on theWealth Capacity Formula Management page.

Add Wealth Capacity Formula Screen
The Add wealth capacity formula screen consists of the Name/Description, Assets, and Calculations tabs. Using
these tabs you create a newwealth capacity formula.
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Name/Description Tab

Screen Item Description

Name Enter a name for the new formula. The name you enter displays on theWealth
Capacity Formula Management page.

Description Enter a description for the new formula. The description you enter displays on the
Wealth Capacity Formula Management page.

Set this as the
default
formula

Mark this checkbox to set this formula as the default. The default formula is applied to
new constituent records.

Other users
may modify
this formula

Mark this checkbox if you want to allow other users to edit this formula.

Apply formula
to

Mark this checkbox if you want to apply the formula to a record, group of records, or
research group. For more information about applying formulas, see Apply a Wealth
Capacity Formula on page 24.

Assets Tab

Screen
Item Description

Select
asset
types to
include

Select the assets you want to include in the formula. The calculation settings on the right
side of the screen change depending on the asset you highlight.

Data
source(s)
to include

Select the data source(s) you want to include in the formula.

Use
confirmed
records
only

Mark this checkbox to use only confirmed records. When marked, the system verifies each
asset record type is confirmed before including them in the formula.

Multiplier
value

For each asset type, you select a multiplier value to apply to the asset.

Values to
use in
calculation

The values you can include in the calculation change depending upon the asset type you
select. For example, if you select Securities, you can select Direct holdings value, Indirect
holdings value, or Total value; if you select Affluence indicators, your only option is
Retirement plan assets.

Calculations Tab

Screen
Item Description

Asset
calculation
method

Select a calculation method. Your choices include “Total Asset Value”, “Average Asset
Value”, “Largest Asset Value”, and “Smallest Asset Value.” The wealth capacity estimation is
determined from your selection.

Major
giving
multiplier

This percentage is applied to a constituent’s estimated wealth value to determinemajor
giving capacity. You can enter a fixed percentage to use for all prospects, or base the
percentage on age. You edit the percentages in each of the fields.
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ManageWealth Capacity Formulas
TheWealth Capacity Formula Management page lists the formulas currently defined in the system. From this
page, you can add a new formula, edit and delete existing formulas, and select which formula to use as the
default. You can also assign formulas to prospects, research groups and selections.

Apply a Wealth Capacity Formula
You have several options when you choose to apply a formula to a record or group of records. For example, you
can apply a formula to a single constituent or a group of constituents. When applying a formula to a group of
records, you can edit or create a new selection from ad-hoc query to select the records. You can also apply a
formula to any research group to which you have access.

} Apply a wealth capacity formula

1. From theWealth Capacity Formula Management page, select the formula you want to apply and click
Apply formula. The Apply wealth capacity formula screen appears.

2. To apply the formula to an individual constituent, mark Individual constituent. Click the search icon to
locate the constituent.

3. To apply the formula to a research group, mark Research group. Click the search icon to locate the
research group. You can apply a formula only to the groups to which you have access.

4. To apply the formula to a group of records, mark Selection. Using the icons in the field, you can search
for selection, edit an existing selection, or create a new selection.

5. Click Save. The formula is saved and stored on theWealth Capacity Formula Management page.

Apply Wealth Capacity Formula Screen
From this screen you apply a wealth capacity formula.

Screen Item Description

Constituent Mark Constituent to apply the formula to an individual constituent. Use the search icon to
locate the constituent.

Research
group

Mark Research group to apply the formula to a research group. Use the search icon to
locate the research group. You can apply a formula only to the groups to which you have
access.

Selection Mark Selection to apply the formula to a group of records. You can use the icons in the
field to search for an existing selection, edit an existing selection, or create a new selection.

Set Wealth Capacity Formula Default
You can select any formula defined in the system to use as the default for new constituent records. While you
can change the default at any time, only one formula can be used as the default.

} Set wealth capacity formula default

1. From theWealth Capacity Formula Management page, select the formula you want to set as the default
and click Set default. A confirmation message appears.

2. Click Yes.
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Note: You can also choose to make a formula the default when adding new formulas or editing existing
formulas.

Edit Wealth Capacity Formula
You can edit wealth capacity formulas from theWealth Capacity Management page. You can edit only the wealth
capacity formulas to which you have access.

} Edit a wealth capacity formula

1. From theWealth Capacity Formula Management page, select the formula you want to edit and click Edit.
The Edit wealth capacity formula screen appears.

2. Enter the necessary information.

The fields and options included on the Edit wealth capacity formula screen are the same as those
included on the Add wealth capacity formula screen. For an explanation of the fields and options
included on these screens, see Add Wealth Capacity Formula Screen on page 22.

3. Click Save. The formula is saved and stored on theWealth Capacity Formula Management page.

Delete Wealth Capacity Formula
You can delete wealth capacity formulas from theWealth Capacity Management page. However, you can delete
only those formulas to which you have access, and the default formula cannot be deleted. Formulas currently
assigned to prospect records cannot be deleted.

} Delete a wealth capacity formula

1. From theWealth Capacity Formula Management page, select the formula you want to delete and click
Delete. A confirmation message appears.

2. Click Yes to delete the formula.

Stewardship Plan Templates
Before you define a stewardship plan for a constituent, you can create stewardship templates from prospects.
These templates include basic steps, such as meetings or phone calls, stewards perform to strengthen and retain
your organization’s relationship with selected donors. With a template, you can add multiple, related steps to a
plan at one time. After you add template steps to a stewardship plan, you can edit these steps, add new
template steps, or manually create steps to design a custom plan for the constituent.

View Templates
From Prospects, click Stewardship plan templates under Configuration in the explorer bar to access the
Stewardship Plan Templates page. Select a template to view the plan’s steps in theDetails grid.

Add Stewardship Templates
After you add a template, you can import the template steps into the Planned and pending steps grid on the
Details tab of the Stewardship Plan page.
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} Add a template

1. Under Configuration in Prospects, click Stewardship plan templates. The Stewardship Plan Templates
page appears.

2. Click Add. The Add stewardship plan template screen appears.

3. Enter the necessary information. For a detailed explanation of the options on this screen, see Add
Stewardship Plan Template Screen on page 27.

4. Click Save. You return to the Stewardship Plan Templates page.
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Add Stewardship Plan Template Screen
Screen
Item Description

Template
name

Enter a unique name for the template.

Site
You can select one or more sites to associate with the stewardship plan template.
Templates can be used by users in those sites. The site of the stewardship plan template
does not impact the site of the stewardship plan.

Category Enter a category for the step.

Objective Enter the reason your organization or a steward should perform this step.

Date
option

Select “Days from start” to enable theDays from start field or select “Specific date” to
enable the Target date field.

Days from
start

The start date is the day you add the template step to a stewardship plan. In Days from
start, enter the number of days after the start date for the step to occur. For example, to
have a steward contact the donor two days after you add this step to the donor’s
stewardship plan, enter “2.” The program calculates the calendar date for the step to occur
based on the date you add the step to a plan and the number of days you enter in Days
from start.

Target
date

Select the date the step should occur from the calendar.

Locked

Select to disable date fields for the step. When you move dates forward or backward in the
Adjust expected dates fields on a stewardship plan, locked dates do not change. Use this
option for steps associated with a fixed date, such as an event. Clear the checkbox to unlock
the date.

Contact
method

Enter how you intend to contact the constituent for this step.

Frequency Select how often the step occurs.

Edit Prospect Quick Search URL
If you need to change the database used to search for prospect wealth information, you can do so from the
Prospect Quick Search page.

Edit Number of Prospect Quick Searches
Saved
When you perform a prospect quick search, to help with speed, we save the search parameters and the
summary data returned. By default the application saves the last 100 searches, stored on the Prospect Quick
Search History page. If you want to change the default number, you can from the Prospect Quick Search page.

} Change the number of prospect quick searches saved

1. From the Prospects page, click Prospect Quick Search. The Prospect Quick Search page appears.
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2. Under Configuration, click Edit configuration. The Edit Prospect Quick Search configuration screen
appears.

3. In the Saved searches per user field, enter the number of searches you want saved to the Prospect
Quick Search History page.

4. Click Save to save your changes.

Prospect Research Report Templates
Prospect Research Report templates1 alllow you to create a template that defines exactly what you want to see
in your selected report. You can then point the report to the saved template and generate the output you need.

The Prospect Research Report Templates page is accessed from Prospects.

From this page, you can view all existing report templates, add new templates, edit existing templates, copy from
an existing template to add a new template, and delete templates. Additionally, you can set which template you
want to use as your default.

} Add a prospect research report template

1. From the Prospects page, under Configuration, click Prospect Research Report Templates. The Prospect
Research Report Templates page appears.

2. Click Add.The Add prospect research report template screen appears.

3. Enter a name and description for your template.

4. From the Available sections pane select, and using the arrow keys, move the selections you want to
include in your report to the Selected sections pane.

5. Click Save to save the template and return to Prospect Research Report Templates page.Your new
template displays in the Report templates grid. In addition, you can now select this template when
creating a Prospect Research Report.

} Edit a prospect research report template

1. From the Prospects page, under Configuration, click Prospect Research Report Templates. The Prospect
Research Report Templates page appears.

2. Select the template you want to change.

3. Click Edit.The Edit prospect research report template screen appears.

4. Make any necessary changes.

5. Click Save to save the template and return to Prospect Research Report Templates page.

1Provides details about a selected prospect’s wealth information. To access the report, click the
Prospect research report link under Reports on the prospect’s Wealth and Ratings page. Once the
Prospect Research Report page appears, use the grid at the top of the page to select what information
you want to include in the report.
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} Copy a prospect research report template

1. From the Prospects page, under Configuration, click Prospect Research Report Templates. The Prospect
Research Report Templates page appears.

2. In the Report templates grid, select the template you want to copy.

3. Click Copy.The Copy prospect research report template screen appears.

4. Change the template name and description.

5. Make any other necessary changes.

6. Click Save to save the template and return to Prospect Research Report Templates page. Your new
template displays in the Report templates grid. In addition, you can now select this template when
creating a Prospect Research Report.

} Delete a prospect research report template

1. From the Prospects page, under Configuration, click Prospect Research Report Templates. The Prospect
Research Report Templates page appears.

2. In the Report templates grid, select the template you want to delete.

Warning: You cannot delete system templates.

3. Click Delete. A confirmation screen appears.

4. Click Yes to delete the selected template.

5. You return to Prospect Research Report Templates page. The deleted template no longer displays in the
Report templates grid. In addition, you can no longer select this template when creating a Prospect
Research Report.

} Set a prospect research report default template

1. From the Prospects page, under Configuration, click Prospect Research Report Templates. The Prospect
Research Report Templates page appears.

2. In the Report templates grid, select the template you want to use as your default.

3. Click Set my default template. Your selected template now displays a green checkmark in theMy
default template column of the Report templates grid.
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Prospect Management
View Prospects 31

Add Prospect 32

Assign Prospects to Fundraiser in Bulk 35

Manage Prospects 36

Planned Gift Record 61

Prospect Plans 81

Opportunity Page 98

Flag Prospect 106

Edit Prospect Manager 106

Replace Prospect Manager 107

Request Prospect Manager 107

Edit Prospect Status 108

View As Links on the Prospect Page 108

More Information Links on the Prospect Page 108

Prospect helps you track potential donors to your organization. In the program, you use Prospects to house
plans associated with prospective donors, wealth summary information (includes information imported from
WealthPoint), ratings, planned gifts, interactions, and more. You can also track a prospect’s detail information,
such as managers and status, flag and unflag prospects, and access the prospect’s constituent contribution
information.

Note: WealthPoint is a full-service wealth solution that screens your constituent database for potential donors.
For more information, seeWealth Information Management.

View Prospects
You can access the Prospect page from multiple locations in Prospects and other modules.

• From the Prospects drop-down arrow:
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 • SelectMajor Giving Prospect Search. The Prospect Search screen appears.

 • Enter your search criteria.

 • Click Search. All possible matches appear in the Results grid.

 • Select the prospect you want to view.

 • Click Select. The record opens.

• From various areas in Prospects you can click theGo to prospect button.

• From Constituents, if the selected constituent also is a prospect for your organization:

 • AMajor giving prospect link appears in the View as frame on the left side of the constituent screen.

 • Click the link to view the constituent’s Prospect page.

Note: For more information about constituents, see the Constituents Guide.

• From Volunteers, if the volunteer is also a prospect for your organization:

 • AMajor giving prospect link appears in the View as frame on the left side of the volunteer screen.

 • Click the link to view the volunteer’s Prospect page.

Note: For more information, see the Volunteers Guide.

For more information about the prospect tabs, seeManage Prospects on page 36.

Add Prospect
From Prospects you can add a constituent, constituent group, or household that exists in your database as a
“Prospect” or you can add a new constituent, constituent group or household to your system as a “Prospect”.
When you add new constituents to your system as a prospect, the program saves the biographical information
you enter on the Add a prospect screen to a constituent as well.

} Add a new prospect to your system

This procedure takes you step-by-step through the process of adding a new prospect to your system. For
information about how to make an existing constituent a “Prospect”, see Add a constituent as a prospect on
page 33.

1. From the Prospects drop-down arrow, click Add a major giving prospect. The Add a prospect screen
appears.

2. In the Constituent field, click the binoculars. A search screen appears.

3. Because the prospect you want to add does not have a record in your system, in the Results frame of
the search screen, click Add. Select “Individual”, “Household”, “Group”, or “Organization”, depending on
what exactly you want to add to Prospects. The appropriate screen appears. For example, if you select
“Individual”, the Add an individual screen appears; if you select “Group”, the Add a group screen
appears.

4. Enter the necessary information. For information about completing these screens, see the Constituents
Guide.

5. Click Save to save the new prospect. The Add a prospect screen appears.

32 CHAPTER 2



6. On this screen, enter details about the prospect. For more information about the items on this screen,
see Add a Prospect Screen on page 33.

7. Click Save. You return to the prospect record you just created.

AddConstituent as Prospect
} Add a constituent as a prospect

1. From Prospects, click Add a major giving prospect. The Add a prospect screen appears.

2. On this screen, enter details about the prospect. For more information about the items on this screen,
see Add a Prospect Screen on page 33.

3. Click Save. You return to the prospect record you just created.

Add a Prospect Screen
In addition to these fields, the Add a prospect screen consists of two tabs: Plan and Team.

• Plan Tab on page 34

• Team Tab on page 34

Constituent
Click the binoculars in this field. A search screen appears, and you can locate the
constituent or constituent group or household you want to add as a “Prospect” in
Prospects.

Prospect
manager
/Start date

Click the binoculars in this field. A search screen appears, and you can locate themanager
you want to assign this new prospect. In the Start date field, enter the date on which this
manger’s association with the prospect begins.
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Plan Tab
Field Name

Plan name Name the plan assigned this prospect.

Plan type
and Start
date

Select the type of prospect plan you want to assign this prospect (Major Gift, Volunteer,
Planned Gift). You can also enter a start date for the prospect plan. For more information
about plans, see Prospect Plans on page 81

Plan
outline

Select the plan outline, if any, associated with the Plan type. Plan outlines are an
administrative responsibility created inMajor Giving Setup.

Primary
manager

Click the binoculars in this field. A search screen appears, and you can locate the primary
manager you want to assign this prospect.

Secondary
manager

Click the binoculars in this field. A search screen appears, and you can locate the
secondary manager you want to assign this prospect.

Secondary
solicitor
s/Role

Click the binoculars in the this column. A search screen appears, and you can locate the
secondary solicitor you want to assign to this prospect. You can assign as many solicitors
as necessary in this grid. In the Role column, select the secondary solicitor’s role:
volunteer, trustee, president, etc.

Start date
fields

You can assign start dates for the primary and secondary managers as well as the
secondary solicitors, designating when their relationship with the prospect is to begin.

Plan
participants

The Plan participants column identifies the constituent participants:

• Constituent household: Lists family members

• Organization constituent: Lists contacts and relationships to the organization

• Individual constituent: Lists related constituents

• Constituent group: Lists members included in the group

The Role volume identifies the plan participants role in the group. For example, “Decision
Maker” or “Key influencer”.

Sites

Enter the site in your organization to which the new prospect is associated. Note:
Administrators can set up security access to prospects based on site. Any security settings
your administrators established for the site you specify in the Site field take effect for this
prospect as soon as you click Save.

Team Tab
If, in addition to the development officers and other fundraising resources assigned a prospect through prospect
plans, you need to include additional individuals who also have an interest in the cultivation activities associated
with the prospect outside of the plan - such as a senior development officer or prospect researcher, you can track
these individuals using the Team tab.

Any constituent with the constituency of “Fundraiser” can be assigned as a team member.

Field
name Descriptions

Team
Members

Click the binoculars in this column. A search screen appears, and you can locate the
constituent you want to add as a team member to this prospect. You can assign as many
team members as necessary in this grid.
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Field
name Descriptions

Role Enter the team member’s role in working with this prospect: volunteer, trustee, influencer,
etc.

Start
Date

Enter the date on which this constituent became a team member.

Position
Site

This field is automatically populated based on the organizational hierarchy.
Note: Administrators can set up security access to prospects based on site. Any security
settings your administrators established for the site you specify in the Site field take effect
for this prospect as soon as you click Save.

Assign Prospects to Fundraiser in Bulk
The Assign prospects in bulk function allows you to assign or reassign a large number of prospects to
fundraisers in your database. To access this function, from the Prospects page click Assign prospects in bulk.
The Assign prospects in bulk screen appears.

Assign Prospects in Bulk Screen
When reassigning team fundraisers:

• Replaced fundraisers are automatically assigned an End date based on the date of the new assignment

• You cannot change the fundraiser role

Screen Item Description

Load
prospects
that are
currently
assigned to

Enter a fundraiser name or click the binoculars to access the Fundraiser Search screen and
locate a fundraiser in your database. Once the fundraiser name is in place, all prospects
assigned to the selected fundraiser, regardless of the role, display in the grid. If you leave
this field blank, prospect assignments that have no manager display in the grid.

Load
unassigned

Use this to load unassigned prospects only. Prospects with an assigned fundraiser will not
be displayed.

Select all Selects all prospects listed in the grid.

Clear all Clears (un-selects) anything selected.

Assign to

To reassign the prospect to a new fundraiser, click the binoculars in this column. The
Fundraiser Search screen appears, and you can locate the new fundraiser. The plans and
roles remain unchanged even after the new fundraiser is assigned. To reassign a group of
prospects, use the Assign selected prospects to field

Assignment
date

The date you assign the new fundraiser defaults into this field. You can edit this date. Click
the drop-down arrow in the field to access a calendar.

Assign
selected
prospects
to

Use this field to reassign a group of prospects to the same fundraiser. In the grid, select
the group of prospects you want to reassign (or click Select all), then in the Assign
selected prospects to field enter a fundraiser name or click the binoculars to access the
Fundraiser Search screen and locate a fundraiser in your database. Click Assign to reassign
all selected prospects. The roles and plans remain unchanged and all steps transfer to the
new fundraiser.
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Manage Prospects
The prospect is composed of tabs and links. Each tab and link tracks prospect information: plans your
organization intend to use to win a donation, wealth information, ratings data, planned gifts, and interactions.
You can add, edit, and delete information from these tabs and links.

You can also access other areas of the program that contain information about the prospect, such as the
prospect’s constituent and gift information.

Plans Tab
On the Plans tab of an individual prospect, you assign or create plans you intend to employ to cultivate and
steward the selected prospect. For example, if your major giving manager created a plan composed of a series of
specific steps to be used to cultivatemajor gifts, you can select the “Major Gifts” plan on the Plans tab, and
assign it to the selected prospect. Any fundraiser that opens this prospect then knows how your organization
intends to cultivate a major gift from the prospect. After assigned to a prospect, outlined plans can be edited to
meet the prospect’s specific needs.

The Plans tab displays the plans for the constituent as well as the plans which the constituent is a participant of.
For example, a constituent who is a financial planner may be a participant on the plans ofmultiple other
constituents. The plans for the other constituents appear on the Plans tab of the financial planner, in addition to
any of his own plans.

Group Plans
If you work from a constituent group or household on the Prospect page, the Plans tab displays a Group plans
grid listing all plans assigned the grouped prospect. From this grid, you can add and delete assigned plans, access
plan records, and designate plans “Historical”.

Note: A group constituent is composed of several constituents who pool funds and give jointly. For example,
employees of an organization may be a donor group. Households are also groups but track the activities and
giving of a everyone living under one roof, usually related individuals, such as a husband and wife. For more
information, see the Constituents guide.

Household/Group Member Plans
If you work from a household or constituent group on the Prospect page, the Plans tab displays a Household
member plans or Group member plans grid, based on the type of prospect. If any members of the group also
have an individual prospect plan, this individual displays in theHousehold member plans or Group member
plans grid. For example, if Dennis & Elizabeth Ashton, entered as a household group, have a planned giving plan
assigned to them as a group, this plan displays in theGroup plans grid on the Plans tab. If Dennis also has a plan
assigned to him individually for “Board recruitment”, this plan displays in theHousehold member plans grid on
the Plans tab.

Note: If you attempt to delete a group member that is also a plan participant, the group member remains a
plan participant and the associated participant role remains on his constituent record, but he is no longer a
group member.

From theHousehold member plans or Group member plans grid, you can access the plan and prospect records.

Note: A group constituent is composed of several constituents who pool funds and give jointly. For example,
employees of an organization may be a donor group. Households are also groups but track the activities and
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giving of a everyone living under one roof, usually related individuals, such as a husband and wife. For more
information, see the Constituents guide.

Add Prospect Plan
On the Plans tab of a prospect, you assign or create plans you intend to employ to cultivate the selected
prospect.

Add Prospect Plan Screen
You can create a new plan for a selected prospect from the Add prospect plan screen.

• Details Tab on page 37

• Steps Tab on page 38

Details Tab

Screen Item Description

Plan name Enter a name to identify the plan.

Site
If your organization supports several offices at various locations, select the site in
which this plan is to take place. You create Site entries in Site, accessed from
Administration. For more information, see the Administration Guide.

Plan type and
Start date

Select or enter the type of plan you want to create. For example, if you intend to
cultivate this prospect for a major gift, select or enter “Major gift.” You can also
enter a start date for the prospect plan.

Primary manager Click the binoculars. A search screen appears, and you can locate the primary
manager you want to assign this prospect.

Secondary
manager

Click the binoculars. A search screen appears, and you can locate the secondary
manager you want to assign this prospect.

Start date/End
date

If the plan length is known, you can enter start and end dates defining the term.

Secondary
solicitors/Role

Click the binoculars. A search screen appears, and you can locate the secondary
solicitor you want to assign this prospect. You can assign as many solicitors as
necessary in this grid. In the Role column, select the secondary solicitor’s role:
volunteer, trustee, president, etc.

Plan
participants/Role

The Plan participants column identifies the constituent participants. Who displays
in the drop-down menu depends on the type of prospect:

• Constituent group: Lists members included in the group

• Constituent household: Lists family members

• Organization constituent: Lists contacts and relationships to the organization

• Individual constituent: Lists related constituents

The Role column identifies the plan participants role in the group. For example,
“Decision Maker” or “Key influencer”.

Narrative Add any comments or notations.
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Steps Tab

Screen Item Description

Add steps
from plan
outline

If on the Plan outline tab inMajor Giving Setup you created an outline of the plan you
want to implement for certain Plan type(s), click the Add steps from plan outline drop-
down arrow and select the outline you want used for this prospect. The selected outline
defaults in the grid. If no outlines exist in the program, the button is grayed out and reads
No plan outlines defined.

Expected
date

The date on which you intend to execute the associated step.

Expected
start time

The date on which you expect the step to end.

Expected
end time

The date on which you expect the step to start.

Time zone The time zone for the dates.

Objective What you hope to accomplish during the planned step.

Owner The individual responsible for executing the planned step. Click the binoculars to access
the Search screen and locate the individual.

Stage Where in the cultivation scheme this step type falls (Identification, Cultivation,
Negotiation).

Status Status of associated step: planned, pending, complete.

Actual date If in the Status column you selected “Completed”, enter the completion date. A date
must be assigned to all “Completed” steps.

Contact
method

How you intend to contact the prospect: email, phone call, meeting.

Category Select a category to further define the contact method.

Subcategory Select a subcategory to further define the contact method.

Additional
solicitors

“Yes” = additional solicitors are assigned; blank = no additional solicitors assigned.

Participants “Yes” = participants are assigned; blank = no participants assigned.

Update
status Select an updated status to apply to any selected row in the Steps grid.

Insert step In the Steps grid, select the row beneath where you want to add an additional step and
click Insert step. A blank row appears above the selected row.

Edit
additional
details

In the Steps grid, select the step you want to edit and click Edit additional details. The
Edit a step screen appears, and you can make any necessary changes.

Adjust
expected
dates

To adjust Expected date entries, select the step or steps you want to change and click the
plus and minus buttons to adjust the dates.

} Add plan to a prospect

1. From the prospect, select the Plans tab.

Note: For information about how to access a prospect, see View Prospects on page 31.
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2. Click Add, Add prospect plan. The Add prospect plan screen appears.

3. On the Details tab enter information about the prospect plan. For more information about the items on
this screen, see Add Prospect Plan Screen on page 37.

Tip: To make sure all data is entered properly when you use a plan outline, complete all fields on the
Details tab and save your entries before you move to the Steps tab and select the outline.

4. Click Save. You return to the prospect record.

View Prospect Plans
On the Plans tab of a prospect, you assign plans you intend to employ to cultivate or steward the selected
prospect. From this tab, you can view an assigned plan and enter edits. Any changes you make to the plan affect
only the selected prospect, not the general plan.

} View a prospect plan from a prospect

1. From the prospect, select the Plans tab. All existing plans display.

Note: For information about how to access a prospect, see View Prospects on page 31.

2. In the plan you want to view, click Go to plan. The selected plan screen appears.
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3. Make any necessary changes. For information about the items on this screen, see Prospect Plans on
page 81.

4. Click Back to save the plan and return to the prospect.

View Prospect Record
If you work from a group or household prospect, the Plans tab displays a Group member plans or Household
member plans grid. If any members of the group or household also have an individual prospect plan, this
individual displays in the grid. From this grid, you can easily access the individual’s prospect record.

} View a group/household member’s individual prospect record

1. From the prospect, select the Plans tab. All plans associated with the prospect display.

Note: For information about how to access a prospect, see View Prospects on page 31.
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2. In theHousehold member plans or Group members plans grid. select the individual you want to view
and click Go to prospect. The selected prospect appears.

3. Make any necessary changes.

4. Click Back to save the individual prospect and return to the constituent group prospect.

Make Prospect Plan Historical
On the Plans tab of a prospect, you assign plans you intend to employ to cultivate the selected prospect. From
this tab, you can also remove any plan no longer relevant if you designate the plan “Historical”. This designation
removes the plan from the Plans tab, but it does not delete the plan from your system.

Warning: You cannot make a plan historical if steps associated with the plan have a status of planned or
pending. Steps must either be completed, cancelled, or declined. Similarly, you cannot make a plan historical if
any opportunities associated with the plan have a status of qualified, unqualified, or response pending.
Opportunities must either be accepted, cancelled, or rejected.

} Designate a prospect plan “Historical”

1. From the plans tab of the prospect record, select the plan you want to designate “Historical” and remove
from the Plans tab.

Note: For information about how to access a prospect, see View Prospects on page 31.

2. ClickMake historical. A confirmation screen appears.

3. Click Yes. You return to the prospect record.

If the Include historical plans option is not selected, the plan remains on the Plans tab; if the option is
selected, the plan is removed and no longer displays on the tab.

Request a Major Giving Plan
On the Plans tab of a prospect, you can request a major giving plan for a prospect. When you make a request, a
plan is not created. Instead, you request a plan for the prospect manager to approve or reject.

} Request a major giving plan

1. From the prospect, select the Plans tab.

Note: For information about how to access a prospect, see View Prospects on page 31.

2. Click Request major giving plan. The Request prospect plan screen appears.
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3. On the Details tab enter information about the prospect plan. For more information about the items on
this screen, see Add Prospect Plan Screen on page 37.

Tip: When you make a request, you do not enter steps. You create steps after a plan has been
approved.

4. Click Save. You return to the prospect record.

Delete Prospect Plans
On the Plans tab of a prospect, you assign plans you intend to employ to cultivate the selected prospect. From
this tab, you can also delete any plans you no longer need.

Note: Rather than delete a plan and permanently remove it from your system, you can designate the plan
historical. For more information, seeMake Prospect Plan Historical on page 41.
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} Delete a prospect plan from a prospect

1. From the plans tab of the prospect record, select the plan you want to delete.

Note: For information about how to access a prospect, see View Prospects on page 31.

2. Click Delete. A confirmation screen appears.

3. Click Yes to delete the plan and return to the prospect.

Prospect Team Tab
This tab contains any team members assigned to the prospect. You can assign team members when you add a
prospect (Team tab). After the prospect record is created, you can add, edit, and delete team members from the
Prospect Team tab. You can also view the team member’s fundraiser record.

The Prospect manager section displays current prospect manager information. You can also view that prospect
manager’s fundraiser record. The Prospect team section displays Primary plan manager, Secondary plan
manager, Secondary solicitors, Stewardship plan manager, Stewards, and user defined roles. From the filter, you
can select to show prior team members.

Add Team Members
The Add team member screen allows you to search for and select a fundraiser you want to add as a team
member to the prospect’s record, select a role for the team member, and enter the date the fundraiser became a
team member.

} Add team member to prospect record

1. From the prospect record, select the Prospect Team tab.

2. Click Add Team Member. The Add team member screen appears.

3. On this screen enter details about the prospect team member. For more information about the items on
this screen, see Add a Prospect Team Member Screen on page 44.

4. Click Save. You return to the prospect record.
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Add a Prospect Team Member Screen
Field
Name Description

Team
Member

Click the binoculars in this field. A search screen appears, and you can locate the fundraiser
you want to assign as a team member to this prospect. This field is not active from the Edit a
prospect team member screen.

Role Enter the team member’s role in working with this prospect: volunteer, trustee, influencer,
etc.

Start
Date/End
Date

Enter the date on which this fundraiser became a team member. You can also enter the date
on which the fundraiser is no longer a team member.

Edit Team Members
The Edit team member screen allows you to change the team members role, edit the start date, and add an end
date for the fundraiser’s association with the prospect.

} Edit prospect record team member

1. From the prospect record, select the Prospect Team tab.

2. Select the team member you want to edit.

3. Click Edit. The Edit team member screen appears.

4. On this screen enter your edits for the prospect team member. For more information about the items on
this screen, see Add a Prospect Team Member Screen on page 44.

5. Click Save. You return to the prospect record.

Delete Team Members
The delete functionality permanently removes the team member from the prospect record.

} Delete team member from prospect record

1. From the prospect record, select the Prospect Team tab.

2. Select the team member you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes. You return to the prospect record.

Go to Fundraiser
Click Go to fundraiser from the Prospect Team tab of the prospect record to access the selected fundraiser’s
record. From the fundraiser record, click Back to return to the prospect.

PlannedGifts Tab
From the Planned Gifts tab you can create gift records to track your organization’s planned giving. The records
include information specific to numerous types of planned gift vehicles. You can record both the initial gift value
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and the gift’s remainder value, store basic payout information for applicable gift vehicles, and keep track of
multiple beneficiaries and relationships for a planned gift. In addition, when a planned gift consists of one or
more assets, such as stock or property, you can itemize the assets.

Note: If you have additions to planned gifts, the gifts and amounts are all displayed on the Planned Gifts tab.
The first row is the total of the original planned gift and any additions. You can expand that summary row to see
the original gift and the additions individually.

Planned Giving Summary
The summary section of the Planned Gifts tab displays pertinent information about planned gifts, and allows you
to review planned gift information without opening the gift record.

Household Planned Gifts
If you are working from a constituent household on the Prospect page, the Planned Gifts tab displays a
Household planned gifts grid listing all planned gifts assigned the household prospect. From this grid, you can
add, edit, and delete planned gifts, and access existing planned gifts.

Household/Group Member Planned Gifts
If you are working from a constituent group or household on the Prospect page, the Planned Gifts tab displays a
Group member planned gifts or Household member planned gifts grid. If any members of the group or
household also have an individual prospect planned gift, this individual displays in the grid. For example, if the
household of Dennis & Elizabeth Ashton have a household planned gift, this gift displays in theHousehold
planned gifts grid on the Planned Gifts tab. If Dennis also has an individual planned gift, this gift displays in the
Household member planned gifts grid.

From theGroup member planned gifts and Household member planned gifts grid, you can access the planned
gift and prospect record.

Add a PlannedGift
You can add a planned, or deferred, gift to a prospect from the Planned Gifts tab of the prospect’s record.

Note: If you work from a group prospect, you cannot add a planned gift to the group. You can add planned
gifts only to the group members. This information then appears under Cumulative group member giving
summary and Group member planned gifts.

Rather than manually enter planned gift information, you can also import data from PGManager, a PG Calc, Inc.
product used by Planned Giving Offers to track planned gifts.

} Add a planned gift

1. Access the record of the prospect for which to add a planned gift. For information about how to access a
prospect, see View Prospects on page 31.

2. Select the Planned Gifts tab.

3. Under Planned gifts, click Add on the action bar. The Add planned gift screen appears. For information
about the items on this screen, see Add a Planned Gift Screen on page 47.
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4. To import planned gift information from PGManager, click Import from PGM and browse to the file to
import.

5. In the Prospect plan field, select the plan to which the planned gift applies.

6. Select the status of the planned gift, such as Proposal or Accepted.

7. In the Expected maturity year field, enter the estimated year of when the conditions of the planned gift
will bemet and the final balance of the gift allocated to its final recipient.

8. In the Planned gift vehicle field, select the type of planned gift to add.

9. After you select a planned gift vehicle, you can select the subtype of the vehicle. A Charitable gift annuity
has three pre-defined vehicle subtypes: Deferred, Flexible, or Commuted Payment. You can create and
manage vehicle subtypes for other vehicles from theMajor Giving Setup page.

10. If the prospect requests to make the planned gift anonymously, select Anonymous gift.

11. If the prospect can revoke the planned gift, select Revocable. Planned gifts with the Revocable checkbox
cleared are considered non-revocable. Planned gifts with a status of “revocable” may appear in a
different general ledger account than planned gifts with a “non-revocable” status. For information about
how to setup your general ledger mapping for planned gifts, see the Administration Guide. For
information about how to setup your general ledger mapping for planned gifts, see the Administration
section of the help file.
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For information about how to map revocable and non-revocable planned gifts see the Administration
Guide.

Note: You cannot edit the revocable or non-revocable status of a planned gift after it has been added as
revenue. If you need to edit the status, you must remove the revenue, make the change, and add the
revenue again. For information about how to remove the planned gift revenue, see the Revenue Guide.

12. Under Values, enter the total amount of the gift and the date the prospect offers it to your organization.

13. Enter any additional values to track such as recognition amount, net present value, and remainder value.

14. For a unitrust, trust, Charitable gift annuity, Pooled income fund, Bargain sale, or Outright gift, under
Payouts, enter basic information about the projected payouts of the gift as necessary. For example,
payouts for an annuity change on an annual basis.

15. For a vehicle of type Life insurance, under Life insurance premium, enter basic information about the life
insurance policy’s premium and payments.

16. For a vehicle of type Pooled income fund, under Pooled income fund, enter basic information about the
pooled income fund (PIF) and its units.

17. UnderOther details, enter any additional information about the planned gift as necessary.

If you configure planned gift receipts for specific vehicle types from theMajor Giving Setup page, Do not
receipt is enabled for planned gifts with those vehicle types. But if Revocable or Trust held outside are
selected, Do not receipt is selected and disabled.

18. On the Planned Gift Details tab, enter information about the designations to which to apply the planned
gift. For information about the items on this tab, see Planned Gift Details Tab on page 51.

19. On the Planned Giving Relationships tab, select the prospect relationships associated with the planned
gift, such as an attorney or a family member. For information about the items on this tab, see Planned
Giving Relationships Tab on page 51.

20. On the Assets tab, enter any information about the prospect’s assets associated with the planned gift,
such as a house, an automobile, or stock. For information about the items on this tab, see Assets Tab on
page 52.

21. For a planned gift vehicle with the potential to include beneficiary information, such as Life insurance, the
Beneficiaries tab appears. Enter information about the beneficiaries associated with the planned gift. For
information about the items on this tab, see Beneficiaries Tab on page 53.

22. To restrict use of the planned gift to specific sites at your organization, On the Sites tab, select the sites to
access with the planned gift.

23. Click Save to save the planned gift. The record of the planned gift appears. For information about the
items on this record, see Planned Gift Record on page 61.

Add a PlannedGift Screen
The table below describes the items on the Add a planned gift screen. For information about how to access this
screen, see Add a Planned Gift on page 45.

Screen Item Description

Import for PGM To import data from PGManager, click this link and browse to the PGManager file
that contains the data to import.
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Screen Item Description

Prospect plan Select to which plan associated with the prospect the planned gift applies.

Status Select the status of the planned gift, such as Proposal or Accepted.

Expected
maturity year

Enter the year in which you estimate that all conditions for the planned gift will be
met and the balance allocated to the final recipient. For example, this may be the
year the last beneficiary is estimated to pass away, it may be based on a fixed time
period, or it may be stated another way in accordance with the terms of the vehicle.

Planned gift
vehicle

Select the type of a planned gift. The vehicle defines the way the gift conditions are
structured, based on generally accepted legal instruments to transfer a planned gift
to an organization. Gift vehicles may change as applicable tax laws are amended and
new vehicles are devised by attorneys and financial planners.
See also, Planned Gift Vehicle Types: Requirements to Add Planned Gifts as Revenue
on page 50.

Subtype

After you select a planned gift vehicle, you can select the subtype of the vehicle. A
Charitable gift annuity has three pre-defined vehicle subtypes: Deferred, Flexible, or
Commuted Payment. You can create and manage vehicle subtypes for other
vehicles from Major Giving Setup.

Anonymous gift If the prospect requests to make the planned gift anonymously, select this
checkbox.

Revocable

If the prospect can revoke the planned gift, select this checkbox. Planned gifts with
the Revocable checkbox cleared are considered non-revocable. Planned gifts with a
status of “revocable” may appear in a different general ledger account than planned
gifts with a “non-revocable” status.
For information about how to map revocable and non-revocable planned gifts see
the Administration Guide.

Gift amount and
Date

Enter the total amount of the planned gift and date the prospect offers it.

Recognition
amount

Enter the recognition amount of the planned gift as necessary.

Net present
value and As of

Enter the net present value of the planned gift, or the value of the gift on the date it
matures, and the date to which the net present value applies.

Realized amount Enter the amount of the planned gift after it has been settled and distributed.

Remainderman %
For a unitrust, trust, or vehicle of type Life insurance, Retained life estate, Bequest,
Retirement plan assets, or Other, this field appears. Enter the percentage of the
property due the person or institution that inherits the property.

Remainder value
and As of

Enter the expected income amount for your organization once all the conditions for
the planned gift aremet and the date to which the remainder value applies.

Discount rate and
As of

For a unitrust, trust, Other, or vehicle type of Charitable gift annuity, Pooled income
fund, or Retained life estate, this field appears. Enter the current discount rate for
planned gifts, as obtained from the Internal Revenue Service (IRS), along with the
date.

Probate status
and As of

For a Bequest, Retirement plan assets, or a vehicle of type Other, this field appears.
Select the status of the planned gift in the probate court and the date to which the
status applies.

Payout
percentage

To track the payout as a percentage of the planned gift amount, enter the
percentage to use.

Payout amount To track the payout as the amount paid of the planned gift, enter the amount to
use. For example, for a fixed-payment gift, enter a full year’s payout amount.

Payment
frequency

Select how often a payout is made, such as Annually or Quarterly.
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Screen Item Description

Payments start
and Payments
end

Select the dates of the first and final payouts.

Total payout Enter the total amount paid of the planned gift.

Life insurance
premium

Prospects may donate life insurance policies to your organization, such as policies
that no longer fits the needs of their families. For a planned gift vehicle of Life
insurance, enter information about the policy, such as its premium amount and
payment frequency and due date.

Pooled income
fund

A Pooled Income Fund (PIF) collects gifts from several donors into one fund, with
each donor assigned a number of units based on the proportion of the PIF’s total
amount that the donor’s gifts represent. On a quarterly schedule, investment
earnings from the PIF are paid proportionally to the designated beneficiaries of each
of the donors, based on the number of units.
When prospects donate PIF units to your organization, your organization receives
the donor’s proportional share of the current total of the PIF when the last
designated beneficiary for the donor’s gift passes away. For a planned gift vehicle of
Pooled income fund, enter information about the PIF and its units donated to your
organization.

Term type For a unitrust, trust, Other, or Retained life estate, this field appears. Select the type
of term assigned to the planned gift, such as Fixed term or Lives only.

Term end date For a unitrust, trust, Other, or vehicle of type Retained life estate this field appears.
Select the end date of the term assigned to the planned gift.

Years in term For a unitrust, trust, or Retained life estate, this field appears. Enter the number of
years of the term assigned to the planned gift.

Tax ID number For a unitrust, trust, or Other, this field appears. Enter the tax ID number of the
planned gift vehicle.

Exclusion ratio

For a Charitable gift annuity, this field appears. Enter the ratio to determine which
portion of the annuity is taxable. The exclusion ratio represents the percentage of
each annuity payment that is considered a recovery of principal and, therefore,
excluded from the annuitant's gross income. It is calculated by dividing the
investment in the contract (the present value of annuity) by the adjusted expected
return.

Expiration date For a Charitable gift annuity, this field appears. Select the end date for the exclusion
ratio.

Testamentary

For a unitrust, trust, Other, or Charitable gift annuity, this checkbox appears. Select
whether the planned gift is testamentary, or arises upon the death of the testator
and is specified in his will. Testamentary trusts are distinguished from inter vivos
trusts, which are created during the settler’s lifetime.

Gift value is
nominal

For a vehicle type where the ultimate amount of the proceeds are unknown, such as
a Charitable remainder unitrust, Bequest, Other, or Retirement plan assets, this
checkbox appears. Select whether the value of the planned gift is a projected, or
nominal, value.

Gift is contingent
For a unitrust, trust, or vehicle of type Bequest, Retirement plan assets, or Other,
this checkbox appears. Select whether the planned gift is contingent upon
conditions in the supporting legal documents.

Trust held
outside

For a unitrust or trust, this field appears. This field also appears for vehicles of type
Other and Charitable gift annuity. Select whether the planned gift vehicle is held
outside.

Do not receipt
If you configure planned gift receipts for specific vehicle types from theMajor Giving
Setup page, Do not receipt is enabled for planned gifts with those vehicle types. But
if Revocable or Trust held outside are selected, Do not receipt is selected and
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Screen Item Description

disabled.

Organization is
beneficiary

For a vehicle of type Life insurance, this checkbox appears. Select whether your
organization is a beneficiary of the life insurance policy.

Organization
owns policy

For a vehicle of type Life insurance, this checkbox appears. Select whether your
organization owns the life insurance policy.

Living Trust
For a bequest, this checkbox appears. For a bequest when the gift is held in a legal
trust, select whether the trust is a living trust, or an inter vivos trust, which is
created while the donor is alive.

FLIP situation

For a Charitable remainder annuity trust and charitable remainder unitrust, this
checkbox appears. Select whether this annuity trust or unitrust is a flip to a standard
unitrust. A flip occurs when a specific event or date occurs. If a flip occurs, select the
checkbox and then select the trigger event and date.

Trigger event and
Trigger date

For a charitable remainder unitrust and charitable remainder annuity trust, you can
select a trigger event for the trust and enter a date.

For information about the tabs on this screen, see:

• Planned Gift Details Tab on page 51

• Planned Giving Relationships Tab on page 51

• Assets Tab on page 52

• Sites Tab on page 53

• Beneficiaries Tab on page 53

Planned Gift Vehicle Types: Requirements to Add Planned Gifts as Revenue
The planned gift have a status of Accepted and include a designation. Depending on the planned gift vehicle it
must also meet the following requirements.

Vehicle Type Values Required

Charitable gift annuity Payout amount
Charitable remainder unitrust Remainder value
Charitable remainder annuity trust Remainder value
Charitable lead trust Payout amount
Charitable lead annuity trust Payout amount
Pooled income fund Payout amount
Life insurance Gift amount and Life insurance premium amount
Retained life estate Gift amount
Bargain sale Gift amount
Outright gift Gift amount
Bequest Gift amount
Retirement plan assets Gift amount
Testamentary charitable trust Gift amount
Living Trust Gift amount
Other Gift amount
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Planned Gift Details Tab
On the Planned Gift Details tab, enter information about the designations to which to apply the planned gift. The
designations indicate how the prospect wants your organization to use the revenue. For information about the
items on this tab, see Edit Planned Gift Details on page 62.

Planned Giving Relationships Tab
On the Planned giving relationships tab, select the prospect relationships associated with the planned gift, such
as an attorney or a family member. From a constituent, when you click Revenue underMore information, there
is a Planned Gifts tab. The planned gift will appear for the prospect, as well as any constituents listed as planned
giving relationships.
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If the relationship you want does not appear as a selection, you can add the relationship as necessary. Under
Constituent, click New and select the type of relationship to add. For information about how to add
relationships, see the Constituents Guide.

Assets Tab
On the Assets tab, you can track any information you may have regarding the prospect’s assets associated with
the planned gift, such as a house, an automobile, or stock assets.

Screen
Item Description

Type Select the type of asset to record such as House or Car.

Description Enter a unique description to help identify the asset. For example, for a house, you may
want to enter Primary residence.

Value Enter a market value for the asset.

Cost basis
Enter any cost associated with the asset at the time your organization receives it. For
example, for a planned gift of stock, enter any broker fees or other expenses. You can
deduct this cost from the total gift amount.

Valuation
method

Select how you determine the value of the asset.

Valuation
source

Enter the source of the valuation method.

Address Search for and select the prospect address to associate with the asset.

Asset
holders

To enter who currently holds the asset, click this button. On the Assets held by screen,
select the prospect relationship that holds the asset, or search for and select the asset
holder as necessary.
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Beneficiaries Tab
If the selected planned gift vehicle has the potential to include beneficiary information, such as Life insurance, the
Beneficiaries tab appears. On this tab, enter information about the beneficiaries associated with the planned gift.

Screen
Item Description

Beneficiary Select the beneficiaries associated with the planned gift. You can select a prospect
relationship or search for and select a constituent as necessary.

Allocation For each beneficiary, select the applicable allocation, such as Primary beneficiary or Tertiary
beneficiary.

Type

For each beneficiary, select the applicable type. For example, if the beneficiary is the
primary donor of the planned gift but does not receive a monetary benefit from the gift,
select Donor + Non-income.
For a Retained life estate, you can select Donor, Non-income, or Donor + Non-income.

Sites Tab
If your organization includes multiple sites, you can restrict use of the planned gift to specific sites. On the Sites
tab, select the sites to access with the planned gift.
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Edit a PlannedGift
After you add a planned gift, you can edit its information as necessary. For example, you can update its net
present value or payout information.

Note: If you work from a group prospect, you cannot edit a planned gift. You can edit planned gifts only from
the group members records. This information then appears under Cumulative group member giving summary
and Group member planned gifts.

} Edit a planned gift

1. Access the record of the prospect with the planned gift to edit. For information about how to access a
prospect, see View Prospects on page 31.

2. Select the Planned Gifts tab.

3. Under Planned gifts, select the gift to edit.

4. On the action bar, click Edit. The Edit planned gift screen appears. The items on this screen are the same
as the Add a planned gift screen. For information about the items on this screen, see Add a Planned Gift
Screen on page 47.

5. Edit the information as necessary.

6. Click Save. You return to the Planned Gifts tab.

Delete a PlannedGift
After you add a planned gift, you can delete it as necessary.

} Delete a planned gift

1. Access the record of the prospect from which to delete the planned gift. For information about how to
access a prospect, see View Prospects on page 31.

2. Select the Planned Gifts tab.
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3. Under Planned gifts, select the gift to delete.

4. On the action bar, click Delete. Amessage appears to ask whether to delete the gift.

5. Click Yes. You return to the Planned gifts tab.

View a PlannedGift
You can view an existing planned gift (also known as a deferred gift) from the Planned Gifts tab.

} View a planned gift

1. From the Prospect, select the Planned Gifts tab.

Note: For information about how to access a prospect, see View Prospects on page 31.

2. Select the entry you want to view.

3. Click Go to planned gift. The planned gift opens. For information about working in the planned gift, see
Planned Gift Record on page 61.

View Prospect Record
If you are working from a constituent group or household prospect, the Planned Gifts tab displays a Group
member planned gifts or Household member planned gifts grid. If any members of the group or household
also have an individual prospect planned gift, this individual displays in the grid. From this grid, you can easily
access the individual’s prospect record.

} View a group member’s individual prospect record

1. From the prospect, select the Planned Gifts tab. All existing planned gifts display.

Note: For information about how to access a prospect, see View Prospects on page 31.

2. In theGroup member planned gifts or Household member planned gifts grid. select the individual you
want to view and click Go to prospect. The selected prospect appears.

3. Make any necessary changes.

4. Click Back to save the individual prospect and return to the constituent group prospect.

Funding Interests
From the Funding Interests tab on a prospect record, you can specify the organizations, affiliations, activities, or
pursuits in which a prospect expresses interest. You can then define the degree of the prospect’s interest or lack
of interest. You can also restrict access to the interest information based on selected sites.

For example, if you enter a funding interest of “Visual Arts” with a strength of “Extremely” positive” for a
prospect, then enter a funding interest of “Football” with a strength of “Somewhat negative,” you can use this
information to determine the designations to which the prospect may be willing to contribute.

In addition, you can filter the information displayed on the tab based on sites. In the Sites field, select the sites
on which you want to base your filter and click Apply. Regardless of your filtering criteria, only sites to which you
have rights will display.
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After you define funding interests for the prospect, you can select these interests from the Funding Types tab on
an opportunity record. You can use this information when you create steps for solicitors to interact with the
prospect. For more information about how to link the prospect’s funding interests to an opportunity, see
Funding Types on page 98.

Add Funding Interests
As you learn more about your prospects, you can determine the individual or organization’s interests, as well as
discover which activities, pursuits, or associations the prospect has little or no interest in supporting. With this
information, solicitors can approach the prospect with funding needs that match the prospect’s interests.

} Add a funding interest

1. From a prospect record, select the Funding Interests tab.

2. Click Add. The Add a funding interest screen appears.

3. In the Funding type field, select a funding interest.

4. In the Level of interest field, select the degree of the prospect’s interest in the funding type.

5. In Comments, enter any details about the prospect’s interest.

6. In the Site field, enter the site in your organization to which the funding interest applies.

Note: Administrators can set up security access to constituents based on site. Any security settings
your administrators established for the site you specify in the Site field take effect for this funding
interest as soon as you click Save.

7. Click Save. You return to the Funding Interests tab.

Add a Funding Interest Screen
The table below explains the items on the Add a funding interest screen. For information about how to access
this screen, see Add Funding Interests on page 56.

Screen
Item Description

Funding
type

Select the type of funding the prospect either has an interest in or has shown a lack of
interest in supporting.
Your organization defines funding types in Code Tables in Administration. For information
about how to manage code table entries, see the Administration Guide.

Level of
interest

Select the level of interest the prospect has shown in the selected funding type. You can
use this information to determine which designations the prospect may want to associate
with a major gift.

Comments Enter any additional details.

Sites

In the Sites field, select the site that you want to use to secure this interest information.
This field contains only sites to which you have rights.
When you select a site and save the interest, only users with access to the selected site can
view this information.

Edit Funding Interests
You can update the information about a prospect’s funding interest.

56 CHAPTER 2



} Edit a funding interest

1. From the Funding Interests tab, select the funding interest to edit.

2. Click Edit. The Edit funding interest screen appears.

3. In the Funding type field, select a funding interest.

4. In the Level of interest field, select the degree of the prospect’s interest in the funding type.

5. In Comments, enter any details about the prospect’s interest.

6. In the Sites grid, enter any sites to which you want to restrict this information.

7. Click Save. You return to the Funding Interests tab.

Delete Funding Interests
To remove a funding interest from a prospect’s record, select an item in the grid on the Funding Interests tab
and click Delete.

Campaigns
If a prospect plan includes an opportunity and the opportunity is associated with a campaign, the campaign
displays on the Campaigns tab of the prospect record. In addition, you must have site access to the plan in order
for the information to display on the Campaigns tab.

From this tab you can go to the campaign record or go to the opportunity record associated with the campaign.

Go to Campaign Record
To open an opportunity campaign record from a prospect, from the prospect record, select the Campaigns tab.
In theOpportunity campaigns grid, select the campaign you want to open and click Go to campaign. The
campaign record displays, and you can make any necessary changes.

Note: For information about working in a campaign record, see the Fundraising Campaigns chapter in the
Fundraising Guide. For information about how to access a prospect record, see View Prospects on page 31.

Go to Opportunity Record
To open the opportunity record associated with a campaign from a prospect, from the prospect record, select
the Campaigns tab. In theOpportunity campaigns grid, select the campaign associated to the opportunity you
want to open and click Go to opportunity. The opportunity record displays, and you can make any necessary
changes.

Note: For information about working in a campaign record, see the Fundraising Campaigns chapter in the
Fundraising Guide. For information about how to access a prospect record, see View Prospects on page 31.

Prospect Manager History
This tab displays a list of previous prospect managers along with the dates they served as a manager for the
prospect. Managers displayed on this tab have been replaced as managers through the Replace prospect
manager function.
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From this tab, you can edit the dates associated with themanager, go to themanager’s Fundraiser page, and
delete themanager from the prospect record.

Edit Dates for Replaced Prospect Manager

} Edit dates associated with the replaced prospect manager

1. From the Prospect Manager History tab on the prospect record, in the Prospect manager history grid,
select the replaced manager you want to edit.

2. Click Edit. The Edit historical prospect manager screen appears.

3. You can enter a new Start date or End date used to define the prospect manager’s tenure.

4. Click Save to save the changes and return to the Prospect page.

Delete Historical Prospect Manager

} Delete historical prospect manager

1. From the Prospect Manager History tab on the prospect record, in the Prospect manager history grid,
select the replaced manager you want to delete.

2. Click Delete. A confirmation screen appears.

3. Click Yes to remove themanager and return to the Prospect page.

View Fundraiser Page of Historical Prospect Manager

} View the Fundraiser page of a historical prospect manager

1. From the Prospect Manager History tab on the prospect record, in the Prospect manager history grid,
select the replaced manager you want to view.

2. Click Go to fundraiser. The selected manager’s Fundraiser page appears.

Prospect Attributes
You can use attributes to store specialized information about a prospect when no field or tab exists for that
information.

Attributes help track the prospect information that best meet your organization’s needs. For example, you may
use attributes to record hobbies, dietary preferences, special requests, or advocacy activities. To view the
attributes associated with a prospect, select the Attributes tab.

You can add attributes from either the constituent or prospect view in the application, and the attributes display
in both views. For example if you enter dietary information about a prospect from the Attributes tab accessed
from the prospect’s constituent view, the dietary information also displays on the Attributes tab accessed from
the prospect’s prospect view.

Under Attributes, you can view attributes assigned to the prospect. For each attribute, you can view its value,
group, and valid date range. You can also view any comments entered about the attribute. From the grid, you
can also manage the attributes assigned to the prospect.

Note: Your organization sets up constituent attributes in Administration. For information about how to
manage attribute categories, see the Administration Guide.
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Add Attributes to a Prospect
From the Attributes1 tab of a prospect record, you can assign attributes to record special information about the
prospect. You can add an unlimited number of attributes to the record. If necessary, you can assign the same
attributemultiple times to build a comprehensive record.

} Add a prospect attribute

1. Open the record of the prospect with the attribute to add. For information about how to open a
prospect record, see View Prospects on page 31.

2. Select the Attributes tab.

3. Under Attributes, click Add on the action bar. The Add prospect attribute screen appears.

4. In the Category field, select the type of attribute to assign to the prospect. Your organization sets up
attribute categories in Administration.

5. In the Value field, enter or select the value of the attribute category to assign to the prospect.

6. If the attribute applies to the prospect for a finite duration, select the start and end dates of the
constituent attribute.

7. In the Comments field, enter any additional information to record about the attribute.

8. Click Save. You return to the Attributes tab.

Add Attribute Screen
The table below explains the items on the Add prospect attribute screen. For information about how to access
this screen, see Add Attributes to a Prospect on page 59.

1Provide flexibility to your record keeping. You can define and store special information about a wide
variety of record types. You can identify a category for the attribute and then store an entry specific to
that category.
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Screen
Item Description

Category

Select the type of attribute to assign to the prospect, such as Office hours, Dietary
preference, or Responsibilities.
When you edit a prospect attribute, you cannot edit this field.
Your organization defines attribute categories in Administration. For information about how
to manage attribute categories, see the Administration Guide.

Value

Enter or select a value for the attribute category. For example, for a category of Dietary
preference, enter “Vegetarian” or “Lactose intolerant”.
Your organization defines attribute categories and their values in Administration. Depending
on the configuration, this field may provide a drop-down menu; accept free-form text, a
number, or date; and so on. For information about how to manage attribute categories and
values, see the Administration Guide.

Start date
and End
date

If the attribute or attribute value applies to the prospect for a finite duration, enter the start
and end dates of the duration.

Comment Enter any additional information to record about the value.

Edit a Prospect Attribute
After you add an attribute to a prospect, you can edit it as necessary. When you edit a prospect attribute, you
cannot edit the attribute category.

} Edit a prospect attribute

1. Open the record of the prospect with the attribute to edit. For information about how to open a
prospect record, see View Prospects on page 31.

2. Select the Attributes tab.

3. Under Attributes, select the attribute to edit.

4. On the action bar, click Edit. The Edit prospect attribute screen appears. The items on this screen are the
same as the Add prospect attribute screen.

For more information, seeAdd Opportunity Attribute Screen

5. Edit the information as necessary.

6. Click Save. You return to the Attributes tab.

Delete a Prospect Attribute
After you add an attribute to a prospect, you can delete it as necessary.

} Delete a prospect attribute

1. Open the record of the prospect with the attribute to delete. For information about how to open a
prospect record, see View Prospects on page 31.

2. Select the Attributes tab.

3. Under Attributes, select the attribute to delete.

4. On the action bar, click Delete. Amessage appears to ask whether to delete the attribute.

5. Click Save. You return to the Attributes tab.
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Planned Gift Record
The planned gift record displays details about the selected planned gift. Whenever you create and save a planned
gift, the planned gift record automatically opens. You can also access the planned gift record by selecting the
record and clicking Go to planned gift from the Planned Gifts tab in the prospect. From the record, you can
make changes, add comments, and more.

PlannedGiver View
From a constituent record, you can easily access the accepted planned gifts of the constituent. Under View as,
click Planned giver. The Revenue Information page for the constituent appears, open to the Planned Gifts tab.
To access the record of a planned gift from this tab, select the planned gift under Accepted planned gifts and
click Go to planned gift on the action bar.

Note: Planned giver appears under View as only for constituents with accepted planned gifts.

To return to the constituent record, click Back on the navigation bar, or click Constituent under View as.

Disable or Enable the Automatic Calculation of the Realized
Amount
From Prospects, you can configure the planned gift vehicle options and select whether to automatically calculate
the realized amount as your organization receives revenue toward a planned gift vehicle type. On the record of a
planned gift with the automatic calculation enabled, the Realized amount field displays “Auto-calculated” next to
the amount value.

From the record of a planned gift, you can disable the automatic calculation of the realized amount as necessary.
To disable the automatic calculation, click Disable realized amount auto calculation under Tasks. When a
message appears to ask whether to disable the automatic calculation, click Yes.

After you disable the automatic calculation, you can enable it again for planned gifts associated with a vehicle
type configured to automatically calculate the realized amount. To enable the calculation again, click Enable
realized amount auto calculation under Tasks. When a message appears to ask whether to enable the
automatic calculation, click Yes.

PlannedGift Details
On the Planned Gift Details tab of a planned gift record, you can view information about how the prospect wants
your organization to use the gift.
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Under Planned gift details, you can view information about the designations to which to apply the planned gift.
The designations determine how your organization uses the gift. For each designation, you can view the amount
of the planned gift it receives, its category and use code, type of designation, and the date your organization
added it to the planned gift. For information about how to edit this information, see Edit Planned Gift Details on
page 62.

When you create a prospect record, you can specify which organizations, affiliations, activities, or pursuits the
prospect expresses interest in and whether the response is positive or negative. For each funding interest you
add to a prospect, you can define the level of interest such as Extremely positive, Somewhat positive, or
Extremely negative. Under Funding types, you can view the funding interests of the prospect to help determine
to which designations to apply the planned gift revenue. For information about how to edit this information, see
Edit Planned Gift Funding Types on page 63.

Edit Planned Gift Details
From the Planned Gift Details tab of a planned gift, you can specify the designations to which to apply the
planned gift revenue. When you add a designation to a planned gift, you can enter howmuch of the revenue it
receives. To help further identify how to use the revenue, you can also assign the designation a category and use
code.

} Manage planned gift designations

1. Access the record of the planned gift for which to manage the designations. For information about how
to access a planned gift record, see Planned Gift Record on page 61.

2. Select the Planned Gift Details tab.

3. Under Planned gift details, click Edit on the action bar. The Edit planned gift designation screen appears.

62 CHAPTER 2



4. In theGift amount field, edit the total revenue amount of the planned gift as necessary.

5. In the grid, search for and select the designations to which to apply the gift amount.

6. In the Amount column, enter the amount of the gift amount to apply to each designation. To split the
gift amount evenly between multiple designations, click Distribute evenly.

7. To further define how to use the planned gift revenue, in the Category and Use code fields, select the
categories and use codes within each designation to which to apply the revenue.

8. In theDate added column, select the date you add each designation to the planned gift.

9. Click Save. You return to the Planned Gift Details tab.

Edit Planned Gift Funding Types
When you create a prospect record, you can specify which organizations, affiliations, activities, or pursuits the
prospect expresses interest in and whether the response is positive or negative. For each funding interest you
add to a prospect, you can define the level of interest, such as Extremely positive, Somewhat positive, or
Extremely negative. From the Planned Gift Details tab, you can use this information to help determine to which
designations to apply revenue from a planned gift.

} Manage funding types

1. Access the record of the planned gift for which to manage the funding types. For information about how
to access a planned gift record, see Planned Gift Record on page 61.

2. Select the Planned Gift Details tab.

3. Under Funding types, click Edit funding types on the action bar. The Edit funding types screen appears.
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4. Select the funding types to associate with the planned gift.

Note: Only the funding interests added to the record of the prospect associated with the opportunity
appear as available funding types. For information about how to add a funding interest to a prospect,
see Add Funding Interests on page 56.

5. Click Save. You return to the Planned Gift Details tab.

PlannedGiving Relationships
On the Planned Giving Relationships tab, you track any prospect relationships relevant to the planned gift, such
as an attorney or family member. From this tab, you can access the relationship’s constituent record and edit
the relationship entry. On the constituent record, when you click Revenue underMore information, there is a
Planned Gifts tab. The planned gift will appear for the prospect, as well as any constituents listed as planned
giving relationships.

} Open a relationship’s constituent record from a planned gift

1. From the Planned Giving Relationships tab in the planned gift record, select the relationship entry you
want to open.

Note: For information about how to access a planned gift record, see Planned Gift Record on page 61.

2. Click Go to constituent. The relationship’s constituent record opens. For information about working in a
constituent record, see the Constituents Guide.

} Edit a planned gift relationship entry

1. From the Planned Giving Relationships tab in the planned gift record, click Edit. The Edit relationship
screen appears.

Note: For information about how to access a planned gift record, see Planned Gift Record on page 61.
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2. Make any necessary changes/additions. For more information about the fields and options included on
this screen, see Planned Giving Relationships Tab on page 51.

3. Click Save to save the changes and return to the Planned giving relationship tab in the planned gift.

PlannedGift Assets
On the Assets tab, you track any prospect assets relevant to the planned gift. Under Assets, you can view its
description and value of each asset.

From this tab, you can add and manage assets for the planned gift.

} Add an asset to a planned gift

1. Access the record of the planned gift to which to add an asset. For information about how to access a
planned gift record, see Planned Gift Record on page 61.

2. Select the Assets tab.

3. Under Assets, click Add on the action bar. The Add a planned gift asset screen appears. For information
about the items on this screen, see Assets Tab on page 52.

4. Select the type of asset to add, such as House or Car.

5. In theDescription field, enter a unique description to help identify the asset. For example, for a car, enter
its make and model information.

6. In the Value field, enter themarket value for the asset.
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7. In the Cost basis field, enter the cost of the asset when your organization receives it, such as broker fees
or other expenses for an asset of stock or property.

8. In the Valuation method and Valuation source fields, select how you determine the asset value, and
enter the source of this method.

9. In the Address field, search for and select which of the prospect’s addresses to associate with the asset.

10. Under Asset holder, select the related constituents that hold the asset for the prospect. You can search
for and select a constituent as necessary.

11. Click Save. You return to the Assets tab.

Edit Asset Entry

} Edit an asset entry

1. Access the record of the planned gift for which to edit an asset. For information about how to access a
planned gift record, see Planned Gift Record on page 61.

2. Select the Assets tab.

3. Under Assets, select the asset to edit.

4. On the action bar, click Edit. The Edit planned gift asset screen appears. The items on this screen are the
same as the Add a planned gift asset screen. For information about the items on this screen, see Assets
Tab on page 52.

5. Edit the information as necessary.

6. Click Save. You return to the Assets tab.

Delete Asset Entry

} Delete an asset entry

1. Access the record of the planned gift from which to delete an asset. For information about how to access
a planned gift record, see Planned Gift Record on page 61.

2. Select the Assets tab.

3. Under Assets, select the asset to delete.

4. On the action bar, click Delete. Amessage appears to ask whether to delete the asset.

5. Click Yes. You return to the Assets tab.

PlannedGift Attributes
You can use attributes to store specialized information about a planned gift when no field or tab exists for that
information. Attributes help track the planned gift information that best meets your organization’s needs. For
example, you may use attributes to record the constituent’s interests to help determine how to apply the gift
when your organization receives it. To view the attributes associated with a planned gift, select the Attributes
tab.

Note: The Attributes tab appears only if your system administrator configured planned gift attributes. For
information about how to add attribute categories, see the Administration Guide.
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Under Attributes, you can view attributes assigned to the planned gift. For each attribute, you can view its value,
group, and valid date range. You can also view any comments entered about the attribute. From the grid, you
can also manage the attributes assigned to the planned gift.

} Add attributes for a planned gift

1. On the record of the planned gift to which to add an attribute, select the Attributes tab.

2. Under Attributes, click Add on the action bar. The Add planned gift attribute screen appears.

3. In the Category field, select the type of attribute to assign to the planned gift. Your organization sets up
attribute categories in Administration.

4. In the Value field, enter or select the value of the attribute to assign to the planned gift.

5. If the attribute applies to the planned gift for a specific duration, select the start and end dates of the
attribute.

6. In the Comments field, enter any additional information to record about the attribute.

7. Click Save. You return to the Attributes tab.

Edit Planned Gift Attribute

} Edit a planned gift attribute

1. On the record of the planned gift with the attribute to edit, select the Attributes tab.

2. Under Attributes, select the attribute to edit and click Edit on the action bar. The Edit planned gift
attributes screen appears. The items on this screen are the same as the Add planned gift attribute
screen.

3. Edit the information as necessary.

4. Click Save. You return to the Attributes tab.
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Delete Planned Gift Attribute

} Delete a planned gift attribute

1. After you add an attribute to a planned gift, you can delete it as necessary. To delete an attribute from
the record of a planned gift, on the Attributes tab, select the attribute to delete.

2. On the action bar, click Delete.

3. When a message appears to ask whether to delete the attribute, click Yes. You return to the Attributes
tab.

PlannedGift Beneficiaries
On the Beneficiaries tab, you view information about any beneficiaries associated with the planned gift. From this
tab, you can edit beneficiary entries.

Note: The Beneficiaries tab appears for only planned gift vehicles that allow for beneficiaries, such as life
insurance.

} Edit a beneficiary entry

1. From the Beneficiaries tab in the planned gift record, click Edit. The Edit planned gift beneficiaries screen
appears.

Note: For information about how to access a planned gift record, see Planned Gift Record on page 61.

2. Make any necessary changes/additions. For more information about the fields and options included on
this screen, see Beneficiaries Tab on page 53.

3. Click Save to save the changes and return to the Beneficiaries tab in the planned gift.
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PlannedGift Revenue Information
On the Revenue tab, you can view any planned gift revenue transactions and the payment transactions applied
to the planned gift.

To access a revenue record, in the Revenue grid select the record you want to view and click Go to revenue. From
the revenue record, you can make and save any changes. Click Back to return to the Planned Gift record.

PlannedGift Sites
On the Sites tab, you can view and edit any site/location information associated with the planned gift.

Edit Site
From the Sites tab on the planned gift record, you can edit site information associated with the record.

} Edit planned gift site information

1. From the Sites tab on the planned gift record, click Edit. The Edit planned gift sites screen appears.

2. In the Site column, select the site you want to add. To delete an existing site, select the entire row and
press DELETE on your keyboard.

Note: System administrators can add sites to the system using the Sites feature located in
Administration.

3. Click Save to save the changes and return to the Sites tab.

PlannedGift Letters
When a prospect makes a gift/payment, you can use Acknowledgements to send a letter to thank the prospect
for the revenue. On the Letters tab, you can track whether you sent a letter to the prospect and which type of
letter the prospect receives. When you run an Acknowledgement process, the program automatically updates
the Letters grid with the applicable letter information. To view a history of the acknowledgement letters related
to a planned gift, select the Letters tab.

Depending on your security rights and system role, you can manage the letters that appear in the Letters grid.

Add an Acknowledgement Letter to a Planned Gift
When you run an acknowledgement process to send a letter to thank a prospect for a planned gift, the program
automatically tracks information about the letter on the Letters tab of the planned gift record. If necessary, you
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can manually add an acknowledgement letter to a planned gift. For example, if you hand-write an
acknowledgement letter to a prospect, you can add the letter and record the date you mail the letter.

} Add a letter to a planned gift

1. From the Letters tab in the planned gift record, click Add. The Add a letter screen appears.

Note: For information about how to access a planned gift record, see Planned Gift Record on page 61.

2. In the Letter field, select the type of acknowledgement letter the prospect receives. If the letter type you
require does not appear in the drop-down list, consult your IT Administrator.

3. In the Acknowledge date field, enter the date you mail the acknowledgement letter to the prospect.

4. Click Save. You return to the Letters tab. In the Letters grid, the new acknowledgement letter appears.

Edit Letter Information on a Planned Gift
When you run an acknowledgement process to send a letter to thank a prospect for a planed gift, the program
automatically tracks information about the letter on the Letter tab of the planned gift. If necessary, you can edit
the information that appears in the Letters grid on the Letters tab.

} Edit a planned gift letter

1. From the Letters tab in the planned gift record, select the letter entry you want to edit.

Note: For information about how to access a planned gift record, see Planned Gift Record on page 61.

2. Click Edit. The Edit a letter screen appears.

3. Make any necessary changes.

4. Click Save. You return to the Letters tab.
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Delete a Letter Action from a Planned Gift
When you remove an acknowledgement letter from a planned gift, you can delete its action from the Letters tab.
For example, you hand-write an acknowledgement letter to a prospect but decide to not mail it and instead
generate a General Thank You. You can delete the action of the hand-written letter from the planned gift.

} Delete a letter action from a planned gift

1. From the Letters tab in the planned gift record, select the letter entry you want to delete.

Note: For information about how to access a planned gift record, see Planned Gift Record on page 61.

2. Click Delete. A confirmation screen appears.

3. Click Yes. You return to the Letters tab. The selected letter no longer appears in the Letters grid.

Clear the Process Date and Acknowledge Date for an Letter on a Planned Gift
Once you run an acknowledgement process for a planned gift, you can include the planned gift in another
acknowledgement process, such as if the address is incorrect or formatted incorrectly. To include the planned gift
in another acknowledgement process, you must first clear the process date and acknowledge date generated
from the previous process.

} Clear the dates for a letter on a planned gift

1. From the Letters tab in the planned gift record, select the letter entry with the dates to clear.

2. Click Clear dates. Amessage appears to confirm you want to clear the process and acknowledge dates.

3. Click Yes. You return to the Letters tab. In the Letters grid, the Process date and Acknowledge date of
the selected letter are clear.

Screen
Item Description

Type
Select the type ofmedia link that you are adding. You createmedia link types in
Code Tables in Administration. For more information, see the Administration
Guide.

Date Today’s date defaults into theDate field. Click the down arrow to access the
calendar to select another date.

Title Enter a title for themedia link.

Author
To enter an author for themedia URL, click the binoculars. The Constituent Search
screen appears. On this screen, you can enter the search criteria you want to use in
locating the author.

Media
URL

Enter the path of themedia link in this field.

Documentation
On the Documentation tab, you can add notes to track helpful or interesting information about your records.
You can save links to websites or related materials stored outside of the program. You can also attach items
directly to records. When you attach a file, the program stores a copy in the database.
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Attachments
You can attach items to records. When you attach a file, the program stores a copy in the database.

Add Attachments
You can use attachments to track additional details about records. When you attach a file, the program stores a
copy in the database.

} Add an attachment

1. On the Documentation tab of a record, click Add, Attachment. The Add an attachment screen appears.

2. Select an attachment type. Enter the date, title, and author. To search for the attachment, click Choose
file.

3. Click Save. You return to the Documentation tab.

Add an Attachment Screen

Screen Item Description

Type
Select the type of attachment. The system administrator configures attachment types. If
you have security rights, click Type to add an attachment type.

Date Enter the date of the attachment.

Title Enter the title, or purpose, of the attachment.

Author To search for the author, click the binoculars. A search screen appears.

File To locate the attachment, click Choose file. To view an attachment, click Open file. To
remove an attachment, click Clear file.

Edit Attachments
On the Documentation tab, you can edit an attachment. You can remove a file and choose a different file. You
can also view an attachment.

} Edit an attachment

1. On the Documentation tab of a record, select an attachment and click Edit. The Edit attachment screen
appears.

2. Make changes as necessary to the attachment type, date, title, or author. To view an attachment, click
Open file To remove an attachment, click Clear file To select a different file, click Choose file.

3. Click Save. You return to the Documentation tab.

Delete Attachments
After you add an attachment to the Documentation tab, you can delete it as necessary.

} Delete an attachment

1. On the Documentation tab of a record, select an attachment and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and the attachment no longer appears.
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Media Links
On the Documentation tab, you can save links to websites or related materials stored outside of the program.

Add Media Links
When you add a media link, you enter the website address.

} Add a media link

1. On the Documentation tab of a record, click Add,Media link. The Add a media link screen appears.

2. Select a media link type. Enter the date, title, and author. Enter the URL for a website.

3. Click Save. You return to the Documentation tab.

Add a Media Link Screen

Screen Item Description

Type
Select the type ofmedia link. The system administrator configures media link types. If
you have security rights, click Type to add a media link type.

Date Enter the date of themedia link.

Title Enter the title, or purpose, of the link.

Author To search for an author, click the binoculars. A search screen appears.

Media URL Enter the URL for a website.

Edit Media Links
You can edit the URL for a website.

} Edit a media link

1. On the Documentation tab of a record, select a media link and click Edit. The Edit media link screen
appears.

2. Make changes as necessary to themedia link type, date, title, or author. You can edit the URL for a
website.

3. Click Save. You return to the Documentation tab.

Delete Media Links
After you add media links to the Documentation tab, you can delete them as necessary.

} Delete a media link

1. On the Documentation tab of a record, select a media link and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and themedia link no longer appears.

Notes
On the Documentation tab, you can add notes to track helpful or interesting information about your records.
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Add Notes
On the Documentation tab, you can track notes about your records.

} Add a note

1. On the Documentation tab of a record, click Add, Note. The Add a note screen appears.

2. Select a note type. Enter the date, title, author, and the content of the note.

3. Click Save. You return to the Documentation tab.

Add a Note Screen

Screen Item Description

Type
Select the type of note. The system administrator configures note types. If you have
security rights, click Type to add a note type.

Date Enter the date of the note.

Title Enter the title, or purpose, of the note.

Author To search for an author, click themagnifying glass. A search screen appears.

Notes Enter the content of the note.

Edit Notes
On the Documentation tab, you can edit notes as necessary.

} Edit a note

1. On the Documentation tab of a record, select a note and click Edit. The Edit note screen appears.

2. Make changes as necessary to the note type, date, title, author, or note content.

3. Click Save. You return to the Documentation tab.

Delete Notes
After you add notes to the Documentation tab, you can delete notes when necessary.

} Delete a note

1. On the Documentation tab of a record, select a note and click Delete. A confirmation message appears.

2. Click Yes. You return to the Documentation tab, and the note no longer appears.

Notifications
Notifications allow you to share important information about a record or a group of records with users. You can
determine whether all users should receive a notification or only a targeted group of users. For example, you
may want all users to receive a notification when they open the record of a board member.

Notifications are not available for every record type. They are available only for:

• Bank Account Adjustment records

• Bank Account Deposit records

• Bank Account Deposit Correction records

74 CHAPTER 2



• Constituent records

• Event records

• Membership records

• Planned Gift records

• Research Group records

• Revenue records

Notifications appear on the information bar of a record.

Note: Notifications for constituents also appear in the Constituent Window of a revenue batch.

You can also set notifications to appear on a separate screen when a record is accessed. The notification screen
appears the first time a record is accessed during a session. If you leave the record and return within 60minutes,
the notification screen does not appear again. However, if you return after more than 60minutes, the
notification screen appears again.

You can create notifications for groups of records in Administration. You can also create notifications for a
specific record from the Documentation tab of the record.

Add Notifications to Specific Records
On the Documentation tab, you can add a notification to a note on a record. First, you select or create a note
with the notification’s message. Then you add the notification to the note.

} Add a notification

1. On the Documentation tab, select a note to use for the notification. The note’s title and text appear as
the notification.

Note: You must add a note to the record before you can add a notification.
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2. Click Notification, Add. The Add notification screen appears.

3. Select how long to display the notification, whether to display it on a separate screen, and the users who
view the notification.

4. Click Save. You return to the Documentation tab.

Edit Notifications for Specific Records
After you add a notification to a record, you can edit its properties on the Documentation tab. You can change
how long to display the notification and who views it. To edit the notification’s content, you edit the note
associated with the notification.

} Edit a notification

1. On the Documentation tab, select the note with the notification and click Notification, Edit. The Edit
notification screen appears.

2. Make changes as necessary to the notification, such as how long to display it and who views it.

Note: To edit the notification title or content, edit the note itself.

3. Click Save. You return to the Documentation tab.

Delete Notifications from Specific Records
On the Documentation tab, you can delete a notification when you no longer need it. To remove a notification
from a record, select the note with the notification to remove and click Notification, Delete.

Open Attachment Files
After you add an attachment on the Documentation tab, you can open the attachment. Select the attachment
and click Open file.

PlannedGift Campaigns
If designations are associated with the planned gift and specific campaigns are associated with the designations,
these campaigns display on the Campaigns tab. From this tab you can go to the campaign record or edit the
campaigns associated with the designation - adding additional campaigns, changing a campaign, or deleting a
campaign.
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Go to Campaign Record
To open a campaign record associated with a designation that is included in a planned gift record, from the
planned gift record, select the Campaigns tab. In the Campaigns grid, select the campaign you want to open and
click Go to campaign. The campaign record displays, and you can make any necessary changes.

Note: For information about working in a campaign record, see the Fundraising Campaigns chapter in the
Fundraising Guide. For information about how to access a prospect planned gift record, see Planned Gift
Record on page 61.

Edit Campaigns
From the planned gift record, you can change the campaigns associated with the gift.

} Edit campaign associated with planned gift

1. From the planned gift record, select the Campaigns tab.

2. Click Edit campaigns. The Edit planned gift designation screen appears.

Note: For information about working in a campaign record, see the Fundraising Campaigns chapter in
the Fundraising Guide. For information about how to access a prospect planned gift record, see
Planned Gift Record on page 61.

3. In the Campaign column, click the binoculars at the end of the field to access the Campaign Search
screen. From here, you can locate the campaign you want to add.

4. If subpriorities are established for the campaign, you can select a specific subpriority or goals in the
Campaign subpriority column.

5. To delete and entry, select the entire row and press DELETE on your keyboard.

6. Click Save to save your changes and return to the Campaigns tab.
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Edit Planned Gift Designation Campaigns Screen
This screen displays all campaigns currently associated with the planned gift designation. To change or add a
campaign, click the binoculars in the Campaign column. The Campaign Search screen appears, and you can
locate a new campaign.

In the Campaign subpriority column, you can select a subpriority - if any exist - for the corresponding campaign.

Note: For information about working in a campaign record, see the Fundraising Campaigns chapter in the
Fundraising Guide.

Edit Planned Gift Designation Screen

Screen Item Description

Designation

Select the constituent’s desired use for themoney. For example, a prospect agrees to a
bequest of $100,000. He wants half to go to the Building fund and the other half to the Lab
fund. Click the binoculars at the end of the field in theDesignation column. A search
screen appears. Locate the “Building” fund. In a new row in theDesignation column
locate the “Lab” fund.

Amount
Enter the amount the prospect wants allocated to each designation. If the constituent
wants the total gift split evenly between the two designations, click theDistribute evenly
button.

Category
You can further allocate themoney to a specific category within the designation. Category
entries are defined in Code Tables in Administration.
See theUse code description below for more information.

Use code

If your organization includes Use codes with its designations, you can enter the code in
this column.
In addition, Use codes can be helpful if the real designation for the planned gift is not yet
available. For example you receive a bequest to create a scholarship fund, but you do not
expect to get themoney for another 30 years. In this case, you do not want to create the
scholarship fund account yet, so instead you use an existing broader designation, such as
College fund, as a placeholder designation. You can then create a Use Code and Category
to capture the real designation.
Entries are defined in Code Tables in Administration

Date added Enter the date you added the designation to the planned gift.

PlannedGift Additions
Certain types of planned gifts can have additions. You can use the tab to track additions or modifications to the
original planned gift. For example, a donor may set up a bequest for a certain amount and later modify it to
includemore than the initial amount. In this case, you would have the original planned gift for the initial amount.
You would also go to the Additions tab of the bequest and add the additional amount. Additions to planned gifts
can have their own designations and assets.

The Additions tab appears on the planned gift record for planned gifts of type:

• Charitable remainder unitrust

• Charitable lead unitrust

• Pooled income fund

• Life insurance

• Bequest
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• Retirement plan assets

• Testamentary charitable trust

• Living trust

• Other

Other types of planned gifts cannot have additions. If a donor’s planned gift was a charitable gift annuity or a
outright gift, for example, you would need to create a second planned gift rather than an addition on the original
planned gift.

Note: Additions must be of the same planned gift type as the original planned gift. If the donor has a planned
gift of a different type, you would create a second planned gift rather than an addition on the original planned
gift.

} Add a planned gift addition

1. From a planned gift that allows additions, select the Additions tab.

2. On the Additions tab, click Add. The Add a planned gift addition screen appears.

3. In theGift amount and Recognition amount fields, enter the amount of the addition along with the
recognition credit amount.

4. Enter the date of the addition.

5. Do not receiptmatches the setting on the planned gift. It may be editable:

If you configure planned gift receipts for specific vehicle types from theMajor Giving Setup page, Do not
receipt is enabled for planned gifts with those vehicle types. But if Revocable or Trust held outside are
selected, Do not receipt is selected and disabled.

6. In the Planned Gift Addition Details grid, search for and select the designations to which to apply the gift
amount. For information about the fields in the grid, see Edit Planned Gift Designation Screen on page 1.

7. In the Assets grid, enter any assets to associate with the addition. For information about the fields in the
grid, see Assets Tab on page 52.

8. Click Save. You return to the Additions tab.

Edit Planned Gift Addition

} Edit a planned gift addition

1. From a planned gift that allows additions, select the Additions tab.

2. On the Additions tab, select the addition and click Edit. The Edit a planned gift addition screen appears.

3. In theGift amount and Recognition amount fields, enter the amount of the addition along with the
recognition credit amount.

4. Enter the date of the addition.

5. Do not receiptmatches the setting on the planned gift. It may be editable:

If you configure planned gift receipts for specific vehicle types from theMajor Giving Setup page, Do not
receipt is enabled for planned gifts with those vehicle types. But if Revocable or Trust held outside are
selected, Do not receipt is selected and disabled.

6. In the Planned Gift Addition Details grid, search for and select the designations to which to apply the gift
amount. For information about the fields in the grid, see Edit Planned Gift Designation Screen on page 1.
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7. In the Assets grid, enter any assets to associate with the addition. For information about the fields in the
grid, see Assets Tab on page 52.

8. Click Save. You return to the Additions tab.

Delete Planned Gift Addition

} Delete a planned gift addition

If no revenue has been added for the planned gift addition, you can delete the addition. On the Additions tab of
the planned gift, select the addition and click Delete.

Planned Gift Addition Details
On the planned gift addition record, you can view information about the addition, such as the designations and
amounts for the addition, the assets, and the campaigns. Changing the designations, assets, and campaigns for
an addition is the same as for a planned gift. For more information, see:

• Edit Planned Gift Details on page 62

• Planned Gift Assets on page 65

• Planned Gift Campaigns on page 76

History
From a planned gift record, click theHistory link displayed in theMore information pane on the explorer bar.
The Planned Gift History page appears displaying revenue addedto the planned gift, as well as any associated
payments. You can filter information displayed on this page by selecting a specificUser, one of the Actions,
and/or a Date. If you select any of these filtering criteria, click the Apply button to refresh your display. Click
Reset to return to the original display.

Note: You can also access the history of a planned gift addition. From a planned gift addition, click History
underMore information.

Add a PlannedGift as Revenue
To add a planned gift as revenue, the planned gift must have a status of Accepted and apply toward at least one
designation entry. There are additional requirements based on the vehicle type. For more information, see
Planned Gift Vehicle Types: Requirements to Add Planned Gifts as Revenue on page 50. On the planned gift
record, Add as revenue appears under Tasks only when the required criteria are satisfied. When you add a
planned gift as revenue, you can select whether to generate general ledger distributions for the gift.

} Add a planned gift as revenue

1. Access the record of the planned gift to add as revenue. For information about how to access a planned
gift record, see Planned Gift Record on page 61.

2. Under Tasks, click Add as revenue. The Add planned gift as revenue screen appears.
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3. In the Revenue amount field, the total gift amount appears. Edit the amount of the revenue transaction
as necessary.

4. If the planned gift is set to produce a receipt, the Receipt amount field appears.

5. If your organization configures multiple general ledger account systems and you have rights to multiple
account systems, the Account system field appears. Select the account system to which to apply the
revenue.

6. Select whether to generate general ledger distributions for the revenue transaction. On the revenue
record, distributions appear on the GL distributions tab.

To generate distributions at a later date, do not select Generate GL distributions.

7. If the planned gift is set to produce a receipt, theDo not receipt field appears. If this was set in error, you
can select Do not receipt to correct the setting on the planned gift.

8. Click Save. The revenue record of the planned gift appears.

For information about the revenue record, see the Revenue Guide.

Prospect Plans
The Plan page, accessed from theGo to plan link on the Plans tab of a prospect, tracks the prospect’s plan
activity including step details, ask opportunities, fundraisers associated with the prospect plan, and any planned
gifts. From this page, you can view steps, mark steps “Complete”, edit a step, and more.

Any changes you make to a plan from in the prospect do not affect the general plan. The changes appear only on
the selected prospect’s plan.

Details Tab
The Details tab on the Plan page is divided into three sections. From theNarrative section you can enter any
notes or comments you want to record about this plan and prospect. The Planned and pending steps section
lists all pending planned steps. From this section, you can edit, add, view, and delete steps. You can also mark a
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step complete and add documentation, such as an attachment or media link. The Completed steps section lists
all completed, cancelled, and declined steps. From this section, you can edit, add, view, and delete steps. You
can also add documentation, such as an attachment or media link.

Edit Narrative
In theNarrative section, you can access a text editor and enter any information you want associated with this
plan. Click Edit and the Edit plan narrative screen appears. In this text editor, you can maintain detailed notes
about this plan.

Write a Letter
From the Details tab of a prospect plan, you can write a quick letter to the prospect using a MicrosoftWord
template you previously saved to the Letter Template Library in Configuration. In the Planned and pending
steps grid, select the individual to whom to send the letter. On the action bar clickWrite a Letter. TheWrite a
letter screen appears. For information about the fields and options included on this screen, click the help icon
provided on the screen.

For information about theWrite a letter screen, see the Constituent Page Tasks section of the help file.

Go to Step
From either the Planned and pending steps or Completed steps sections on the Details tab of the Plan page,
you can view a selected step from theGo to step link. From the Step screen, you can then view and edit
information about the step and enter comments.

Note: Steps aremeasures taken in a Prospects cultivation plan. Often times steps are interactions the
fundraiser has with the prospect. For example, steps in your Prospects plan may includemeetings, phone calls,
letters.

} View step information

1. From the Plan page, select the step you want to view (from either the Planned and pending steps or
Completed steps section).

Note: For information about how to access the Plan page, see Prospect Plans on page 81.

2. Click the drop-down arrow next to Step and select Go to step. The Step page appears.

The Details tab display an overview of the step. The Documentation tab houses any existing notes,
attachments, and media links.

3. To return to the Plan page, click Back.

Mark Step Complete
From the Planned and pending steps sections on the Details tab of the Plan page, you can mark a selected step
complete and record date and status information for the completed step. The step is then moved into the
Completed steps section.

} Mark a selected step complete

1. From the Planned and pending steps sections on the Details tab of the Plan page, select the step you
want to mark as “Complete”.

Note: For information about how to access the Plan page, see Prospect Plans on page 81.
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2. Click the drop-down arrow next to Step and selectMark complete. TheMark step complete screen
appears.

3. In theDate field, today’s date defaults. If the completion date is different from today’s date, enter the
date on which the step was completed.

4. Click Save to save the information and return to the Overdue steps tab.

Add Prospect Steps
From either the Planned and pending steps or Completed steps section on the Details tab of the Plan page, you
can add prospect steps.

Note: Steps aremeasures taken in a Prospects cultivation plan. Often times steps are interactions the
fundraiser has with the prospect. For example, steps in your Prospects plan may includemeetings, phone calls,
letters.

} Add a prospect step from the prospect

1. From either the Planned and pending steps or Completed steps section on the Details tab of the Plan
page, click Add step. The Add a step screen appears.

Note: For information about how to access the Plan page, see Prospect Plans on page 81.

2. Enter the necessary information. For information about the items on this screen, see Add Step Screen on
page 83.

3. Click Save to save the information and return to the Plan page.

Add Step Screen
You can add a new step to an existing plan from the Add step screen.

PROSPECT MANAGEMENT 83



Screen Item Description

Objective The purpose or purpose code for the step.

Owner Click the binoculars to access the Search screen and assign a fundraiser to the step.

Stage Select the stage of the step.

Status
Select the status of the step, such as planned or pending.
If you select a status of “Completed,” “Cancelled,” or “Declined,” the program
automatically moves the step to the Completed steps section.

Expected date Enter the date you expect the step to take place.

Actual date If the step took place, enter the date it actually took place.

Comments Enter any additional information you want to include with the step.

Additional
solicitors

Click the binoculars to access the Search screen and assign additional solicitors if
necessary.

Contact
method

Select how you intend to contact the prospect for this step.

Category Select a category to further define the contact method.

Subcategory Select a subcategory to further define the contact method.

Participants List all prospects that will participate in this step. This is especially helpful if you are
working with a constituent group prospect.

Additional
prospects/plans

If the interaction, such as a meeting or event, includes multiple prospects, you can
include themajor giving plans for these prospects on the step. **verify this has been
removed

Edit Prospect Steps
From either the Planned and pending steps or Completed steps section on the Details tab of the Plan page, you
can edit existing prospect steps. In addition, from the Planned and pending steps section, you can choose to
Edit all steps included in the section.

Note: Steps aremeasures taken in a Prospects cultivation plan. Often times steps are interactions the
fundraiser has with the prospect. For example, steps in your Prospects plan may includemeetings, phone calls,
letters.

} Edit a prospect step from the prospect

1. From either the Planned and pending steps or Completed steps section on the Details tab of the Plan
page, select the step you want to edit.

Note: Or in the Planned and pending steps section click Edit steps to edit all steps in the section. For
information about how to edit all steps, see Edit Steps Screen on page 85.

2. Click the drop-down arrow next to Step and select Edit. The Edit a step screen appears.

Note: For information about how to access the Plan page, see Prospect Plans on page 81.

3. Enter the necessary information.

The fields and options included on the Edit a step screen are the same as those included on the Add a
step screen. For more information, see Add Step Screen on page 83.

4. Click Save to save the information and return to the Plan page.
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Edit Steps Screen
Screen Item Description

Add steps
from plan
outline

If on the Plan outline tab inMajor Giving Setup you created an outline of the plan you
want to implement for certain Plan type(s), click the Add steps from plan outline drop-
down arrow and select the outline you want used for this prospect. The selected outline
defaults in the grid. If no outlines exist in the program, the button is grayed out and reads
No plan outlines defined.

Expected
date

The date on which you intend to execute the associated step.

Objective What you hope to accomplish during the planned step.

Owner The individual responsible for executing the planned step. Click the binoculars to access
the Search screen and locate the individual.

Stage Where in the cultivation scheme this step type falls (Identification, Cultivation,
Negotiation).

Status Status of associated step: planned, pending, complete.

Actual date If in the Status column you selected “Completed”, enter the completion date. A datemust
be assigned to all “Completed” steps.

Contact
method

How you intend to contact the prospect: email, phone call, meeting.

Additional
solicitors

“Yes” = additional solicitors are assigned; blank = no additional solicitors assigned.

Participants “Yes” = participants are assigned; blank = no participants assigned.

Update
status Select an updated status to apply to any selected row in the Steps grid.

Insert step In the Steps grid, select the row beneath where you want to add an additional step and
click Insert step. A blank row appears above the selected row.

Edit
additional
details

In the Steps grid, select the step you want to edit and click Edit additional details. The
Edit a step screen appears, and you can make any necessary changes.

Adjust
expected
dates

To adjust Expected date entries, select the step or steps you want to change and click the
plus and minus buttons to adjust the dates.

Delete Prospect Step
From either the Planned and pending steps or Completed steps section on the Details tab of the Plan page, you
can easily delete steps from the prospect.

} Delete steps from a prospect

1. From either the Planned and pending steps or Completed steps section on the Details tab of the Plan
page, select the step you want to delete.

Note: For information about how to access the Plan page, see Prospect Plans on page 81.

2. Click the drop-down arrow next to Step and select Delete. A confirmation screen appears.

3. Click Yes to delete the step and return to the Plan page.
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Add Documentation
The Add Documentation option allows you to attach a note, document, or media link to the step.

• If you click drop-down arrow next to this option and select Note, the Add a note screen appears.

• If you click drop-down arrow next to this option and selectMedia link, the Add a media link screen appears.

• If you click drop-down arrow next to this option and select Attachment, the Add an attachment screen
appears.

Note: For more information, see Documentation on page 261.

Opportunities Tab
The Opportunities tab on the Plan page houses information about ask opportunities. From this tab, you can
view, add, edit, or delete opportunities.

Go to Opportunity
From the Opportunities tab on the Plan page, you can view a selected opportunity from theGo to opportunity
link. From the Opportunity screen, you can then view and edit information entered about the opportunity.

} View opportunity information

1. From the Opportunities tab on the Plan page, in the frame displaying the opportunity you want to view
and click Go to opportunity. The Opportunity page appears.

Note: For information about how to access the Plan page, see Prospect Plans on page 81.

An overview of the amounts and designations associated with the prospect opportunity appear.

2. You can edit the opportunity from this page. From the Tasks frame on the left side of the screen, click
Edit opportunity. The Edit opportunity screen appears. The fields and options included on this screen
are the same as those included on the Add opportunity screen.

For information about the fields and options on this screen, see Add Opportunity Screen on page 1.

3. To delete the opportunity, from the Tasks frame on the left side of the screen, click Delete opportunity.

4. For information about the various tabs included on the Opportunity page, see Opportunity Page on
page 98.

5. To return to the Plan page, click Back.

Add Opportunity
From the Opportunities tab of the Plan page, you can add information about opportunities to help you better
track prospect steps and gift requests.

} Add an ask opportunity from a prospect

1. On the Plan page, select the Opportunities tab.

Note: For information about how to access the Plan page, see Prospect Plans on page 81.

2. Click Add. The Add opportunity screen appears.
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3. Enter the necessary information.

For a detailed explanation of the fields available on this screen, see Add Opportunity Screen on page 1.

4. Click Save to save the opportunity and return to the Plan page.

Edit Opportunity
From the Opportunities tab of the Plan page, you can edit information included in existing ask opportunities.

} Edit an ask opportunity from a prospect

1. On the Plan page, select the Opportunities tab.

Note: For information about how to access the Plan page, see Prospect Plans on page 81.

2. Select the opportunity you want to edit.

3. Click Edit. The Edit opportunity screen appears.
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4. Enter the necessary information. The fields and options included on this screen are the same as on the
Add opportunity screen.

For a detailed explanation of the fields available on this screen, see Add Opportunity Screen on page 1

5. Click Save to save the opportunity and return to the Plan page.

Delete Prospect Opportunity
From the Opportunities tab on the Plan page, you can easily delete opportunities from the prospect.

} Delete opportunities from a prospect

1. From the Opportunities tab of the Plan page, select the opportunity you want to delete.

Note: For information about how to access the Plan page, see Prospect Plans on page 81.

2. Click Delete. A confirmation screen appears.

3. Click Yes to delete the opportunity and return to the Plan page.

Opportunity Search
To apply a revenue transaction toward an opportunity, you select the applicable opportunity when you add or
edit the transaction. By default, theOpportunity field displays opportunities with statuses of accepted, qualified,
unqualified, and response pending that are associated with the constituent, the constituent’s household, or
other members of the constituent’s household. To apply the transaction to another opportunity, you can search
for the applicable opportunity in the database.

When you apply a transaction to an opportunity with a status of qualified, unqualified, or response pending, the
program automatically updates the status to accepted. The amount of the transaction appears in the Revenue
committed field on the corresponding Opportunity page. For qualified and unqualified opportunities, the
program automatically updates the ask date and response date to the transaction date. For opportunities with a
response pending status, the program updates the response date to the transaction date.

Screen Item Description

Last/Org/Group
name and First
name

Enter the name of the constituent to find. You can enter an entire name or only the
beginning letters. For example, if you enter “Sm”, all names that begin with Sm
appear, such as Smith and Smalls. Names are not case-sensitive, so you can enter
Smith, smith, or SMITH to return constituents named Smith.

Lookup ID
Enter the primary identifier used at your organization. You can enter the entire ID or
only the beginning digits. For example, if you enter “1”, all lookup IDs that begin with
the number 1 appear.

Designation
/Ask
amount/Ask
date/Status

You can further limit your opportunity search by entering a specific designation, ask
amount, ask date, or opportunity status associated with the opportunity you want to
locate.

Match all
criteria exactly

To use search criteria exactly as entered, select this checkbox.
If you select this checkbox, wildcard characters do not work and instead return only
the literal character. Similarly, beginning characters return only those characters
entered.

Check
nickname

When you click Show advanced search options, this checkbox appears. To include
nicknames from the Personal tab of individual constituent records in your search,
select this checkbox and enter the nickname in the First name field.

Check aliases When you click Show advanced search options, this checkbox appears. To include
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Screen Item Description

aliases from the Names tab of constituent records in your search, select this checkbox
and enter the alias in the name fields.

Check alternate
lookup IDs

When you click Show advanced search options, this checkbox appears. To include
alternate lookup IDs in your search, select this checkbox and enter the alternate
lookup ID in the Lookup ID field.

Include
deceased

When you click Show advanced search options, this checkbox appears. To include
constituents marked as deceased in the search, select this checkbox.

Include
inactive

When you click Show advanced search options, this checkbox appears. To include
constituents marked as inactive in the search, select this checkbox.

Results
When you click Search, this grid displays the constituents that match the search
criteria entered. For searches that return more than 100 constituents, only the first
100 appear.

Select To select a constituent in the search results, select the constituent in the Results grid
and click this button on the action bar.

Solicitors and Participants Tab
The Solicitors and Participants on the Plan page includes lists all secondary solicitors associated with the
prospect. For group and household constituents, it also displays all members and their roles.

Secondary Solicitors
The Secondary solicitors section of the Solicitors and Participants tab lists all secondary solicitors currently
assigned the prospect. From this section, you can add, edit, and delete secondary solicitors associated with the
plan.

Add a Secondary Solicitor
From the Secondary solicitors section of the Solicitors and Participants tab, you can assign fundraisers to the
selected prospect. The assignment is immediately committed. To request an assign through the prospect
manager, use the Request assignment option. For more information, see Request Fundraiser Assignment on
page 90.

} Add a secondary solicitor to a prospect

1. From the Solicitors and Participants tab on the prospect plan, click Add. The Add secondary solicitor
screen appears.

2. In the Solicitor field, click the binoculars to assess the Fundraiser Search screen. From here you can
locate the fundraiser you want to assign as the secondary solicitor.

3. You can also enter a role for the new solicitor and a date range defining the solicitor’s assignment to the
prospect.

4. Click Save to save the addition and return to the Solicitors and Participants tab.

Edit a Secondary Solicitor
From the Secondary solicitors section of the Solicitors and Participants tab, you can edit any existing fundraisers
assignments.
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} Edit a secondary solicitor prospect assignment

1. From the Solicitors and Participants tab on the prospect plan, in the Secondary solicitors section, select
the fundraiser you want to edit.

2. Click Edit. The Edit secondary solicitor screen appears.

3. In the Solicitor field, click the binoculars to assess the Fundraiser Search screen. From here you can
locate the new fundraiser you want to assign as the secondary solicitor.

4. You can also change the role of the solicitor and date range defining the solicitor’s assignment to the
prospect.

5. Click Save to save the changes and return to the Solicitors and Participants tab.

Delete a Secondary Solicitor
From the Secondary solicitors section of the Solicitors and Participants tab, you can delete any existing
fundraisers assignments.

} Delete a secondary solicitor prospect assignment

1. From the Solicitors and Participants tab on the prospect plan, in the Secondary solicitors section, select
the fundraiser you want to delete.

2. Click Delete. A confirmation screen appears.

3. Click Yes to remove the fundraiser and return to the Solicitors and Participants tab.

Go to Fundraiser
From the Secondary solicitors section of the Solicitors and Participants tab, you can view a selected fundraiser.
Select the fundraiser you want to view and click Go to fundraiser link. The selected fundraiser appears.

Request Fundraiser Assignment
To request a fundraiser assignment for a selected prospect’s plan, click Request assignment under Tasks. The
Fundraisers screen appears.

Unlike if you use the Add link, the Request assignment link does not immediately commit the assignment.
Instead, the request is forwarded to the prospect manager who must approve the request before the new
assignment can take place. For information about approving or denying a request, see Prospect Requests Tab on
page 146.

Plan Participants
The Plan participants section of the Solicitors and Participants tab, list all group members, organization
contacts, and other related constituents to be cultivated as part of the plan. From this section you can add, edit,
and delete participants and view participant constituent records.

Note: If someone is a plan participant, that plan is listed on the Plans tab of the prospect record. For example, a
constituent who is a financial planner may be a participant on the plans ofmultiple other constituents. The
plans for the other constituents appear on the Plans tab of the financial planner, in addition to any of his own
plans.
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Add Plan Participant
You can add constituents to be contacted as part of this cultivation plan - representatives for the prospect,
advisors, influential contacts. This is especially helpful when cultivating groups, but may also prove beneficial
with organizations and individual prospects.

Note: If someone is a plan participant, that plan is listed on the Plans tab of the prospect record. For example, a
constituent who is a financial planner may be a participant on the plans ofmultiple other constituents. The
plans for the other constituents appear on the Plans tab of the financial planner, in addition to any of his own
plans.

} Add a plan participant

1. From the Solicitors and Participants tab on the Plan page, in the Plan participants section, click Add. The
Add plan participant screen appears.

2. Select the Constituent you want to add. Any related constituent appears in the drop-down menu.

• Constituent group: members of the group and any relationship directly associated to the group

• Individual: related constituents

• Organization: contacts and relationships

To search for a new constituent to add, click the binoculars to access the search screen. You can then
locate the participant you want to add.

3. Enter the new participant’s Role.

4. Click Save to return to the Solicitors and Participants tab. The new participant appears in the Plan and
Participants section.

Edit Plan Participant
You can edit the list of existing constituents to be contacted as part of this cultivation plan.

} Edit plan participant list

1. From the Solicitors and Participants tab on the Plan page, in the Plan participants section, select the
constituent you want to edit.

2. Click Edit. The Edit plan participant screen appears.

3. Select the Constituent you want to add. Any related constituent appears in the drop-down menu.

• Constituent group: members of the group and any relationship directly associated to the group

• Individual: related constituents

• Organization: contacts and relationships

PROSPECT MANAGEMENT 91



To search for a new constituent to add, click the binoculars to access the search screen. You can then
locate the participant you want to add.

4. Enter the participant’s Role.

5. Click Save to return to the Solicitors and Participants tab. The edited participant appears in the Plan and
Participants section.

View Plan Participant Constituent Record
You can view participant constituent records.

} View a plan participant’s constituent record

1. From the Solicitors and Participants tab on the Plan page, in the Plan participants section, select the
constituent you want to view.

2. Click Go to participant. The participant’s constituent records appears.

3. Click Back to return to the Plan page.

Delete Plan Participant
You can delete constituents to be contacted as part of this cultivation plan.

} Delete plan participants

1. From the Solicitors and Participants tab on the Plan page, in the Plan participants section, select the
constituent you want to delete.

2. Click Delete. A confirmation screen appears.

3. Click Yes. The deleted participant no longer appears in the Plan and Participants section.

Documentation Tab
From the Documentation tab, you can add notes, attachments such as Word documents, and media objects to
your plan record. For more information about adding documentation, seeDocumentation.

PlannedGifts Tab
From the Planned Gifts tab you can add planned gift (also known as a deferred gift) to the prospect’s
opportunity. You can include information specific to numerous types of planned gift vehicles, record both the
initial gift value and the gift’s remainder value, store basic payout information for applicable gift vehicles, and
keep track ofmultiple beneficiaries and relationships for a planned gift. In addition, when a planned gift consists
of one or more assets, such as stock or property, you can itemize the assets.

For a detailed explanation of this tab, see Planned Gifts Tab on page 44.

Stewardship Steps
The Stewardship Steps tab displays a list of pending and completed steps for stewardship activities. From this
tab, you can go to the stewardship plan or to a specific step.
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Manager History
This tab displays a list of previous primary and secondary managers along with the dates they served as a
manager for the plan. Managers displayed on this tab have been replaced as managers through the Replace
primary manager and Replace secondary manager functions.

From this tab, you can edit the dates associated with themanager, go to themanager’s Fundraiser page, and
delete themanager from the plan record.

Edit Plan Manager Dates

} Edit dates associated with the replaced prospect plan manager

1. From theManager History tab on the plan record, in theManager history grid, select the replaced
manager you want to edit.

2. Click Edit. The Edit historical prospect plan manager screen appears.

3. You can enter a new Start date or End date used to define the prospect plan manager’s tenure.

4. Click Save to save the changes and return to the Plan page.

Delete Plan Manager Dates

} Delete dates historical prospect plan manager

1. From theManager History tab on the plan record, in theManager history grid, select the replaced
manager you want to delete.

2. Click Delete. A confirmation screen appears.

3. Click Yes to remove themanager and return to the Plan page.

View Historical Prospect Manager Page

} View the Fundraiser page of a historical prospect plan manager

1. From theManager History tab on the plan record, in theManager history grid, select the replaced
manager you want to view.

2. Click Go to fundraiser. The selected manager’s Fundraiser page appears.

Prospect Plan Attributes
You can use attributes to store specialized information about a prospect plan when no field or tab exists for that
information. Attributes help track the prospect plan information that best meet your organization’s needs. To
view the attributes associated with a prospect plan, select the Attributes tab.

Under Attributes, you can view attributes assigned to the prospect plan. For each attribute, you can view its
value, group, and valid date range. You can also view any comments entered about the attribute. From the grid,
you can also manage the attributes assigned to the prospect plan.

Note: Your organization sets up constituent attributes in Administration. For information about how to
manage attribute categories, see the Administration Guide.
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For more information about how to create and manage attributes in Administration, see the Administration
Guide.

Add Prospect Plan Attributes
From the Attributes tab of a prospect plan record, you can assign attributes to record special information about
the prospect plan. You can add an unlimited number of attributes to the record. If necessary, you can assign the
same attributemultiple times to build a comprehensive record.

} Add a prospect plan attribute

1. Open the record of the prospect plan with the attribute to add. For information about how to open a
prospect plan record, see Prospect Plans on page 81.

2. Select the Attributes tab.

3. Under Attributes, click Add on the action bar. The Add prospect plan attribute screen appears. For
information about the items on this screen, see Add Prospect Plan Attribute Screen on page 94.

4. In the Category field, select the type of attribute to assign to the prospect plan. Your organization sets up
attribute categories in Administration.

5. In the Value field, enter or select the value of the attribute category to assign to the prospect plan.

6. If the attribute applies to the prospect plan for a finite duration, select the start and end dates of the
constituent attribute.

7. In the Comments field, enter any additional information to record about the attribute.

8. Click Save. You return to the Attributes tab.

Add Prospect Plan Attribute Screen
The table below explains the items on the Add prospect plan attribute screen. For information about how to
access this screen, see Add Prospect Plan Attributes on page 94.
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Screen
Item Description

Category

Select the type of attribute to assign to the prospect plan, such as Office hours, Dietary
preference, or Responsibilities.
When you edit a prospect plan attribute, you cannot edit this field.
Your organization defines attribute categories in Administration. For information about how
to manage attribute categories, see the Administration Guide.

Value

Enter or select a value for the attribute category.
Your organization defines attribute categories and their values in Administration. Depending
on the configuration, this field may provide a drop-down menu; accept free-form text, a
number, or date; and so on. For information about how to manage attribute categories and
values, see the Administration Guide.

Start date
and End
date

If the attribute or attribute value applies to the prospect plan for a finite duration, enter the
start and end dates of the duration.

Comment Enter any additional information to record about the value.

Edit a Prospect Plan Attribute
After you add an attribute to a prospect plan, you can edit it as necessary. When you edit a prospect plan
attribute, you cannot edit the attribute category.

} Edit a prospect plan attribute

1. Open the record of the prospect plan with the attribute to edit. For information about how to open a
prospect plan record, see Prospect Plans on page 81.

2. Select the Attributes tab.

3. Under Attributes, select the attribute to edit.

4. On the action bar, click Edit. The Edit prospect plan attribute screen appears. The items on this screen
are the same as the Add prospect plan attribute screen. For information about the items on this screen,
see Add Prospect Plan Attribute Screen on page 94.

5. Edit the information as necessary.

6. Click Save. You return to the Attributes tab.

Delete a Prospect Plan Attribute
After you add an attribute to a prospect plan, you can delete it as necessary.

} Delete a prospect plan attribute

1. Open the record of the prospect plan with the attribute to delete. For information about how to open a
prospect plan record, see Prospect Plans on page 81.

2. Select the Attributes tab.

3. Under Attributes, select the attribute to delete.

4. On the action bar, click Delete. Amessage appears to ask whether to delete the attribute.

5. Click Save. You return to the Attributes tab.
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Edit Plan Details
From the prospect plan, you can edit the plan name, and change any site or plan type information associated
with the plan.

The site information is useful for organizations working out ofmore than one office. Site designations help track
which office is responsible for specific tasks.

Note: You create site options in Administration. For more information, see the Administration Guide.

To access the Edit prospect plan details screen and make these changes, from the prospect plan, click Edit plan
details in the Tasks frame.

Make a Plan Historical
If you want to remove a plan from use but not delete it from your system, theMake historical option in the
Tasks frame deactivates the plan, removing if from your user’s access, but the plan remains in your system,
should you need to refer back to it for information or need to reactivate it at some later date.

If after a plan is designated “historical” you want to reactivate it, click theMake active link in the Tasks frame.
This link replaces theMake historical link after a plan is designated “historical”.

Edit Primary Manager
From the Plan or Fundraiser page, you can change the primary manager information associated with the selected
prospect. You can change the dates of the current manager’s assignment and change the existing manager.
These changes are not recorded on theManager History tab of the prospect plan.

} Edit a prospect plan primary manager

1. From the prospect Plan page, in Tasks, select Edit primary manager or from the Prospects and Plans tab
on a fundraiser record select Edit, Primary manager. The Edit primary manager screen appears.

2. The existing manager defaults in the Primary manager field. You can enter a newmanager. Click the
binoculars at the end of the field to access a search screen a locate a newmanager.

3. Enter a new Start date and End date for the existing or newmanager.

4. Click Save to save your changes and return to the Plan or fundraiser page. These changes are not
recorded on theManager History tab of the prospect plan.

Replace Primary Manager
From the Plan or Fundraiser page, you can replace the existing manager. These changes are recorded on the
Manager History tab of the prospect plan.

} Replace a prospect plan primary manager

1. From the prospect Plan page, in Tasks, select Replace primary manager or from the Prospects and Plans
tab on a fundraiser record select Replace, Primary manager. The Replace primary manager screen
appears.
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The Current manager displays at the top of the screen. If start and end dates are entered for this
manager, they default into the Start date and End date fields in the top half of the screen.

2. You can enter a new Start date and/or End date for the existing manager.

3. If you want to replace the existing manager, do not enter or edit data in the Start date and End date
fields in the Current manager information section. Instead, in theNew manager information section, in
theNew manager field enter the name of the new primary manager. Click the binoculars at the end of
the field to access a search screen a locate a newmanager.

Today’s date defaults in the Start date field, designating it the beginning of the newmanager’s term. You
can edit this date. If known, you can enter an End date, designating it the end of the newmanager’s
term.

4. Click Save to save your changes and return to the Plan or fundraiser page. These changes are recorded
on theManager History tab of the prospect plan.

Edit Secondary Manager
From the Plan or Fundraiser page, you can change the secondary manager information associated with the
selected prospect plan. You can change the dates of the current manager’s assignment and change the existing
manager. These changes are not recorded on theManager History tab of the prospect plan.

} Edit a prospect plan secondary manager

1. From the prospect Plan page, in Tasks, select Edit secondary manager or from the Prospects and Plans
tab on a fundraiser record select Edit, Secondary manager. The Edit secondary manager screen appears.

2. The existing manager defaults in the Secondary manager field. You can enter a newmanager. Click the
binoculars at the end of the field to access a search screen a locate a newmanager.

3. Enter a new Start date and End date for the existing or newmanager.

4. Click Save to save your changes and return to the Plan or fundraiser page. These changes are not
recorded on theManager History tab of the prospect plan.

Replace Secondary Manager
From the Plan or fundraiser page, you can replace the existing manager. These changes are recorded on the
Manager History tab of the prospect plan.

} Replace a prospect plan secondary manager

1. From the prospect Plan page, in Tasks, select Replace secondary manager or from the Prospects and
Plans tab on a fundraiser record select Replace, Secondary manager. The Replace secondary manager
screen appears.

The Current manager displays at the top of the screen. If start and end dates are entered for this
manager, they default into the Start date and End date fields in the top half of the screen.

2. You can enter a new Start date and/or End date for the existing manager.

3. If you want to replace the existing manager, do not enter or edit data in the Start date and End date
fields in the Current manager information section. Instead, in theNew manager information section, in
theNew manager field enter the name of the new secondary manager. Click the binoculars at the end of
the field to access a search screen a locate a newmanager.
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Today’s date defaults in the Start date field, designating it the beginning of the newmanager’s term. You
can edit this date. If known, you can enter an End date, designating it the end of the newmanager’s
term.

4. Click Save to save your changes and return to the Plan or fundraiser page. These changes are recorded
on theManager History tab of the prospect plan.

Delete a Plan
If you find you no longer need a plan and you want to permanently remove it from your system, click Delete
plan under Tasks.

Opportunity Page
From the Opportunities tab on the Plan page, you can view a selected opportunity from theGo to opportunity
link.

From the Opportunity page, you can view and manage information about the prospect’s opportunities. For
example, you can view and access designation information and add revenue toward the opportunity.

Details
The Details tab of the prospect Opportunity page displays information about the Opportunity and any
designations (annual campaign, building fund, camp program) associated with the opportunity.

Opportunity Details
This section of the Details tab displays the status, ask amount, amount committed, date, and other pertinent
information associated with the prospect’s opportunity.

Designation
This section of the Details tab displays any designations associated with the prospect opportunity.

Designations represent donor intent and track how you intend to use the revenue associated with the
designation. Designations can also be associated with campaigns to track performance toward a goal. You can
manage designations from one central location—the Designation Hierarchies page. From Fundraising, select
Designation Hierarchies to view this page. For more information, see the Fundraising Guide.

Go to Designation
From the Designation section of the Details tab on the prospect’s Opportunity page, you can access any
designation associated with the opportunity. From the grid, select the designation you want to access. Click Go
to designation. The Designation page appears. For more information about working with Designations, see the
Fundraising Guide.

Funding Types
When you create a prospect record, you can specify which organizations, affiliations, activities, or pursuits the
prospect expresses some interest in, and whether the response is positive or negative. For each funding interest
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you add to a prospect, you can define the level of interest, such as “Extremely positive,” “Somewhat positive,” or
“Extremely negative.”

Once you identify funding interests for a prospect, you can add these interests to the opportunities you add to
the prospect’s plans. You can use this information to determine which designations will eventually receive the
prospect’s gifts.

} Manage funding types

1. From Funding Types on the opportunity record Details tab, click Edit funding types. The Edit funding
types screen appears.

2. Select one or more funding types to associate with the opportunity.

Note: Only funding types you added to the prospect record associated with the opportunity appear in
the list. For information about how to add funding interests to a prospect, see Add Funding Interests
on page 56.

3. Click Save. You return to the Details tab.

Associated Revenue
You can add and view revenue information associated with the opportunity from the Associated Revenue tab
located at the bottom of the Opportunity page.

When you apply a pledge, payment, or grant award to an opportunity or associate existing revenue with an
opportunity that has a status of qualified, unqualified, or response pending, the program automatically updates
the status to accepted. The amount of the payment appears in the Revenue committed display in the
Opportunity details section on the Details tab. For qualified and unqualified opportunities, the program
automatically updates the ask date and response date to the payment date. For opportunities with a response
pending status, the program updates the response date to the payment date.

Add Pledge or Payment to an Opportunity
From the Associated Revenue tab on the Opportunity page, you can add a pledge or payment to the
opportunity. Under Associated revenue, click Add and select the applicable type of revenue transaction. For
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information about how to add revenue transactions, see the Revenue Guide.

Add a Grant Award to an Opportunity
In certain situations, you may pursue funding for a grant program as a major giving opportunity. Or, a major
giving prospect may accept an opportunity with the understanding that the gift will be applied to a specific grant
program. From the Associated Revenue tab on the Opportunity page, you can add a grant award to the
opportunity to track the gift as a grant award. Under Associated revenue, click Add, Grant award. When you add
the gift as a grant award, you must add the prospect as a grantor or create a funding request to replace the
major giving opportunity. For information about how to add grant awards, see the Corporate and Foundation
Fundraising Guide.

Add Existing Revenue to an Opportunity
From the Associated Revenue tab on the Opportunity page, you can associate existing revenue to the
opportunity. Under Associated revenue, click Add, Existing revenue. The Opportunity Unassociated Revenue
Search screen appears. You can enter a constituent to search for revenue that has not been associated with an
opportunity. You can limit the search to include just pledges or just donations. You can also mark Only include
revenue with matching designations to limit the search. Find the revenue item and click Select. Once the
revenue is associated, it appears on the on the Associated Revenue tab and you can click Go to revenue to see
more information.

Go to a Revenue Record from an Opportunity
From the Associated Revenue tab on the Opportunity page, you can access any revenue record associated with
the opportunity by selecting revenue item in the grid and clicking Go to revenue.

For information about adding pledges and payments, see the Revenue Guide.

NamingOpportunities
Some organizations use naming opportunities to help with raising funds. Smaller value, higher volume
opportunities may include things like bricks in a courtyard or seats in an auditorium. Higher value, lower volume
opportunities may include things like buildings or exhibits. Using naming opportunities, you can track
information about the opportunities, as well as information about the constituents who take part in the
opportunities.

Note: For information about naming opportunities, see the Naming Opportunities chapter in the Fundraising
Guide.

If your organization uses theNaming Opportunities functionality available in Fundraising, you can include
naming opportunities in a prospect’s opportunity record, if you believe the prospect a good potential donor for
the naming opportunity.

Add Naming Opportunity
You can associate a prospect with a specific naming opportunity by adding the naming opportunity to the
prospect’s opportunity record.

} Add a naming opportunity to a prospect opportunity record

1. From the prospect’s Opportunity page, select the Naming Opportunities tab.
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Note: For information about accessing the prospect’s Opportunity page, see Opportunity Page on
page 98.

2. Click Add. The Add naming opportunity screen appears.

3. Click the binoculars in theNaming opportunity field. The Naming Opportunity for Major Giving Search
screen appears.

4. Enter your search criteria and click Search to locate an existing naming opportunity record. If the record
does not already exist in the system, click Add to access the Add a naming opportunity screen.

5. Once you select or add the naming opportunity, you return to the Add naming opportunity screen. Click
Save to add the naming opportunity to the prospect opportunity record and return to the Opportunity
page.

Naming Opportunity for Major Giving Search
Screen Item Description

Name You can enter the whole and partial name information.

Type Type of item the namewill appear on - building, bench, brick.

Campaign Campaign associated with the naming opportunity.

Fundraising
purpose

Fundraising purpose associated with the naming opportunity.

Area Geographic location of the naming opportunity.

Unit Department or unit location of the naming opportunity.

Facility Building or campus of the naming opportunity.

Minimum
gift
amount

Enter theminimum amount range you are interested in.

Add Opens the Add a naming opportunity screen. You can add a new naming opportunity to
associate with the prospect opportunity.

Search
screen

Locate the record you want to use from this screen. Enter the criteria on which you want
to base your search. Complete as many fields as you like, and you do not have to
completely fill in any field. Click Search to start the search. All records satisfying your
criteria appear in the Results grid in the bottom half of the screen. Select the record you
want, and click Select.

Edit Naming Opportunity
You can change any naming opportunity associated with a prospect opportunity. The changes affect the naming
opportunity in the system, not just in the selected prospect opportunity.

} Edit a naming opportunity from a prospect opportunity record

1. From the prospect’s Opportunity page, select the Naming Opportunities tab.

Note: For information about accessing the prospect’s Opportunity page, see Opportunity Page on
page 98.

2. Select the naming opportunity you want to change.

3. Click Edit. The Edit naming opportunity screen appears.
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4. Make your necessary changes.

5. Click Save to save the naming opportunity and return to the Opportunity page.

Delete Naming Opportunity
You can delete naming opportunities from a prospect opportunity record.

} Delete a naming opportunity from a prospect opportunity record

1. From the prospect’s Opportunity page, select the Naming Opportunities tab.

Note: For information about accessing the prospect’s Opportunity page, see Opportunity Page on
page 98.

2. Select the naming opportunity you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes to remove the naming opportunity and return to the Opportunity page.

Add Recognition
Use the recognition functionality to record specifics on the naming opportunity, including inscription and special
request information.

} Add recognition information to a naming opportunity from a prospect opportunity record

1. From the prospect’s Opportunity page, select the Naming Opportunities tab.

Note: For information about accessing the prospect’s Opportunity page, see Opportunity Page on
page 98.

2. Select the naming opportunity to which you want to add recognition information.

3. Click Add recognition. The Add a naming opportunity recognition screen appears.

4. Enter your recognition information.

5. Click Save to save the naming opportunity recognition information and return to the Opportunity page.
A green checkmark appears in the Recognized column of the Naming opportunities grid.

Go to Naming Opportunity Record
Click this button to access the Naming Opportunity record. For information about the naming opportunity
record, see the Naming Opportunities chapter in the Fundraising Guide.

Campaigns
Campaigns associated with an opportunity display in theOpportunity campaign section on the Campaigns tab.
In addition, if designations are associated with the opportunity the designations display in theDesignation
campaigns section of the Campaigns tab.

Opportunity Campaigns
This section displays all campaigns currently associated with the opportunity. Campaigns represent your
organization’s planned efforts to raise money for specific programs or causes.
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Designation Campaigns
This section displays all designations and the designation campaigns currently associated with the opportunity.
Each designation and the amount related to the designation display in separate sub-sections. The sub-sections
display the campaign to which the designation is associated and any campaign subpriority.

Designations represent donor intent and how you intend to use the revenue raised.

Go to Campaign Record
To open a campaign record associated with a designation included in an opportunity, from the opportunity
record, select the Campaigns tab. In theDesignation campaigns grid, select the campaign you want to open and
click Go to campaign. The campaign record displays, and you can make any necessary changes.

To open a campaign record associated with an opportunity, from the opportunity record, select the Campaigns
tab. In theOpportunity campaigns grid, select the campaign you want to open and click Go to campaign. The
campaign record displays, and you can make any necessary changes

Note: For information about working in a campaign record, see the Fundraising Campaigns chapter in the
Fundraising Guide. For information about accessing an opportunity record, see Opportunity Page on page 98.

Edit Campaigns
To change the campaigns associated with the opportunity, in theOpportunity campaigns grid of the Campaigns
tab, click Edit campaigns. The Edit opportunity campaigns screen appears and you can add additional campaigns
to the opportunity.

To change a campaign record associated with a designation included in an opportunity, in the Designation
campaigns grid of the Campaigns tab, click Edit campaigns. The Edit opportunity campaigns screen appears and
you can add additional campaigns.

Note: For information about working in a campaign record, see the Fundraising Campaigns chapter in the
Fundraising Guide. For information about accessing an opportunity record, see Opportunity Page on page 98.

Opportunity Attributes
You can use attributes to store specialized information about an opportunity when no field or tab exists for that
information. Attributes help track the opportunity information that best meet your organization’s needs. To
view the attributes associated with an opportunity, select the Attributes tab.

Under Attributes, you can view attributes assigned to the opportunity. For each attribute, you can view its value,
group, and valid date range. You can also view any comments entered about the attribute. From the grid, you
can also manage the attributes assigned to the opportunity.

Note: Your organization sets up constituent attributes in Administration. For information about how to
manage attribute categories, see the Administration Guide.

For more information about how to create and manage attributes in Administration, see the Administration
Guide.

Add Attributes to an Opportunity
From the Attributes tab of an opportunity record, you can assign attributes to record special information about
the opportunity. You can add an unlimited number of attributes to the record. If necessary, you can assign the
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same attributemultiple times to build a comprehensive record.

} Add an opportunity attribute

1. Open the record of the opportunity with the attribute to add. For information about how to open an
opportunity record, see Opportunity Page on page 98.

2. Select the Attributes tab.

3. Under Attributes, click Add on the action bar. The Add opportunity attribute screen appears. For
information about the items on this screen, see

4. In the Category field, select the type of attribute to assign to the opportunity. Your organization sets up
attribute categories in Administration.

5. In the Value field, enter or select the value of the attribute category to assign to the opportunity.

6. If the attribute applies to the opportunity for a finite duration, select the start and end dates of the
constituent attribute.

7. In the Comments field, enter any additional information to record about the attribute.

8. Click Save. You return to the Attributes tab.

Add Opportunity Attribute Screen

The table below explains the items on the Add opportunity attribute screen. For information about how to
access this screen, see Add Attributes to an Opportunity on page 103.

Screen
Item Description

Category

Select the type of attribute to assign to the opportunity.
When you edit an opportunity attribute, you cannot edit this field.
Your organization defines attribute categories in Administration. For information about how
to manage attribute categories, see the Administration Guide.

Value
Enter or select a value for the attribute category.
Your organization defines attribute categories and their values in Administration. Depending
on the configuration, this field may provide a drop-down menu; accept free-form text, a
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Screen
Item Description

number, or date; and so on. For information about how to manage attribute categories and
values, see the Administration Guide.

Start date
and End
date

If the attribute or attribute value applies to the opportunity for a finite duration, enter the
start and end dates of the duration.

Comment Enter any additional information to record about the value.

Edit an Opportunity Attribute
After you add an attribute to an opportunity, you can edit it as necessary. When you edit an opportunity
attribute, you cannot edit the attribute category.

} Edit an opportunity attribute

1. Open the record of the opportunity with the attribute to edit. For information about how to open an
opportunity record, see Opportunity Page on page 98.

2. Select the Attributes tab.

3. Under Attributes, select the attribute to edit.

4. On the action bar, click Edit. The Edit opportunity attribute screen appears. The items on this screen are
the same as the Add opportunity attribute screen.

For more information, seeAdd Opportunity Attribute Screen.

5. Edit the information as necessary.

6. Click Save. You return to the Attributes tab.

Delete an Opportunity Attribute
After you add an attribute to an opportunity, you can delete it as necessary.

} Delete an opportunity attribute

1. Open the record of the opportunity with the attribute to delete. For information about how to open an
opportunity record, see Opportunity Page on page 98.

2. Select the Attributes tab.

3. Under Attributes, select the attribute to delete.

4. On the action bar, click Delete. Amessage appears to ask whether to delete the attribute.

5. Click Save. You return to the Attributes tab.

Edit an Opportunity

} Edit an opportunity from the Opportunity page

1. From the prospect’s Opportunity page, under Tasks, click Edit opportunity.

Note: For information about accessing the prospect’s Opportunity page, see Opportunity Page on
page 98.
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2. The Edit opportunity screen appears. Make the necessary changes. The items included on this screen are
the same as those included on the Add opportunity screen.

For information about the items included on this screen, see Add Opportunity Screen on page 1.

3. Click Save to save the changes and return to the Opportunity page.

Flag Prospect
You can flag prospects for a number of reasons. Perhaps you want additional research information collected for a
selected prospect.

To flag a prospect, open the prospect record and click Flag prospect in the Tasks frame. After you designate a
prospect “flagged” the Flag prospect link changes to read Unflag prospect. Click this link to remove the “flagged”
designation from the prospect.

Edit Prospect Manager
If while working in a prospect record, you discover you must change the prospect manager assigned to the
prospect, you can by simply clicking the Edit prospect manager link in the Tasks frame. The Edit prospect
manager screen appears, allowing you to make these necessary changes.

In the Prospect manager field, the fundraiser currently assigned appears. Click the binoculars at the end of the
field to access the search screen and locate the new prospect manager. Click Select to return to the Edit prospect
details screen.

In the Start date and End date fields, you can enter date information to define the length of this prospect
manager’s relationship with the prospect.

If you entered a start date when you created a prospect manager request for the fundraiser, this date
automatically appears in the Start date field.
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Replace Prospect Manager
From the Prospect page, you can replace the existing prospect manager. These changes are recorded on the
Prospect Manager History tab of the prospect record.

} Replace a prospect manager

1. From the Prospect page, in Tasks, select Replace prospect manager. The Replace prospect manager
screen appears.

The Current manager displays at the top of the screen. If start and end dates are entered for this
manager, they default into the Start date and End date fields in the top half of the screen.

2. You can enter a new Start date and/or End date for the existing manager.

3. If you want to replace the existing manager:

a. Enter an End date in the Current manager information section.

b. In theNew manager information section, in theNew manager field enter the name of the new
primary manager. Click the binoculars at the end of the field to access a search screen a locate a new
manager.

c. Today’s date defaults in the Start date field, designating it the beginning of the newmanager’s term.
You can edit this date. If known, you can enter an End date, designating it the end of the new
manager’s term.

4. Click Save to save your changes and return to the Prospect page. These changes are recorded on the
Prospect Manager History tab of the prospect record.

Request Prospect Manager
From a prospect record, you can request a prospect manager assignment for the prospect. Under Tasks, click
Request prospect manager. From the Request prospect manager screen, select themanager you want to
request and enter a start date for the assignment.
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Unlike the Edit prospect manager link, Request prospect manager does not immediately commit the
assignment. Instead, the request is forwarded to the current prospect manager who must approve the request
before the new assignment can take place. For information about approving or denying a request, see Prospect
Requests Tab on page 146.

Edit Prospect Status
If while working in a prospect record, you discover you must change the prospect status, simply click the Edit
prospect status under Tasks. The Edit prospect status screen appears, allowing you to make these necessary
changes.

View As Links on the Prospect Page
The View as frame on the left side of the screen links you to other areas of the program in which the selected
prospect has a record. For example, the Constituent link provides easy access to the prospect’s constituent
information such as phone numbers, addresses, spouse name, and other personal data. From the constituent
you can easily return to the prospect from theMajor giving prospect link available in the View as frame on the
left side of the constituent.

More Information Links on the Prospect Page
TheMore information frame on the left side of the prospect links you to other program features to which the
prospect is connected. For example, if the prospect has a donation record in the system, a Giving link appears,
linking you to the prospect’s Giving information page. You can also access the prospect’s wealth information.
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View Fundraisers 109

Select a Household Member as Fundraiser 110

Search for a Fundraiser 110

Fundraiser Search Screen 112

Add Fundraisers to Prospects 113

Track Fundraiser Activity 114

Manage Contact Report Details 148

Manage Fundraiser KPIs 152

View As Links on the Fundraiser Page 152

More Information Links on the Fundraiser Page 153

Import Prospect Manager 153

The Fundraiser page in Prospects tracks individual fundraiser information. From this page, you can view a
summary of your prospects and where they stand in the process, step and opportunity information, prospect
plan assignments, and more.

View Fundraisers
You can access the Fundraiser page from a number of locations in Prospects and other areas of the program.

• From the Prospects drop-down arrow:

 • Select Fundraiser Search. The Fundraiser Search screen appears.

 • Enter your search criteria.

 • Click Search. All possible matches appear in the Results grid.

 • Select the fundraiser you want to view.

 • Click Select. The record opens.

• From the Prospects page:

 • ClickMy Fundraiser page.
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 • If the fundraiser’s Application User is linked to a constituent and the constituent has the constituency of
“Fundraiser” entered on his Constituencies tab, when this user logs in, he can access his fundraiser’s page.
For example if Dale Baker is a fundraiser, he should have access to his 'My Fundraiser Page'. To accomplish
this, his Application User record must be linked to his Constituent record (which has a constituency of
“Fundraiser”).

Note: For information about Application Users, contact your system administrator or see the Administration
Guide.

• From theMajor giving management - Fundraisers and Steps page in Prospects:

 • Select the Fundraisers tab.

 • In the grid, select the fundraiser you want to view.

 • Click Go to fundraiser.

• From Constituents, if the selected constituent also works as a fundraiser for your organization:

 • A Fundraiser link appears in the View as pane on the left side of the constituent screen.

 • Click the Fundraiser link to view the constituent’s Fundraiser page.

Note: For more information about constituents, see the Constituents Guide.

• From Volunteers, if the volunteer also works as a fundraiser for your organization:

 • A Fundraiser link appears in the View as pane on the left side of the volunteer screen.

 • Click the Fundraiser link to view the volunteer’s Fundraiser’s page.

Note: For more information, see the Volunteers Guide.

Select a Household Member as Fundraiser
If while searching for a fundraiser to add to Prospects you select a household, the Select household member
screen appears. From this screen you select which household member you want to add as a fundraiser. All
existing members are listed in the drop-down menu. To add a newmember, click the add icon at the far right of
theHousehold member field. The Add a household member screen appears. Any member you add from this
screen is then added to the constituent household.

Search for a Fundraiser
Before you add a fundraiser to your database, to avoid duplicates, you should first search your database to
make sure the fundraiser is not already entered. Once you add a fundraiser, you can use the search screen at any
time to find the fundraiser in your database.

When you search for a fundraiser, you can make the search broad or specific, depending on the criteria you
select. With a large database, you should be selective and enter detailed information to get the records you
need. For example, you can use name and address fields. For searches returning more than 100 records, only the
first 100 appear in the results.
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} Search for a fundraiser

1. From Prospects, click Fundraiser search. The Fundraiser Search screen appears. For information about
the items on this screen, see Fundraiser Search Screen on page 112.

2. Enter the search criteria to use, such as name and address information, to find the fundraiser record. To
match the search criteria exactly as entered, selectMatch all criteria exactly.

Tip: If you do not selectMatch all criteria exactly, you can use “wildcard” characters in place of parts of
search criteria, such as if you are unsure of an exact spelling. To replace a group of characters, use an
asterisk (*) or percent sign (%). To replace a single character, use a question mark (?) or an underscore (_
). For example, to return all fundraisers with a last name that ends with “son” such as Johnson and
Williamson, enter “*son” or “%son” as the last name. To find the last name of Smith or Smyth, enter
“Sm?th” or “Sm_th”.
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3. To use additional search criteria, click Show advanced search options. Under Advanced search options,
select the criteria options to include. For example, select the fundraiser types to return in the results and
select whether to include nicknames and only primary addresses in the search.

4. Click Search. The program searches the database for fundraisers that match the search criteria entered.
In the Results grid, the fundraisers that match the criteria appear. Depending on the search criteria you
enter, the search may return one fundraiser or many.

5. In the Results grid, select the fundraiser record to open and click Select on the action bar. The fundraiser
record opens.

If the fundraiser you want does not appear in the Results grid, click Add on the action bar to add the
fundraiser to the database.

Fundraiser Search Screen
The table below explains the items on the Fundraiser Search screen. .

Screen Item Description

Last/Org/Group
name and First
name

Enter the name of the fundraiser to find. You can enter an entire name or only the
beginning letters. For example, if you enter “Sm”, all names that begin with Sm
appear, such as Smith and Smalls. Names are not case-sensitive, so you can enter
Smith, smith, or SMITH to return fundraisers named Smith.

Lookup ID
Enter the primary identifier used at your organization. You can enter the entire ID or
only the beginning digits. For example, if you enter “1”, all lookup IDs that begin with
the number 1 appear.

Site You can base your search on the site in which the fundraiser is located.

Address
Enter the street address or post office box of the fundraiser to find, such as 7930 Baker
Street. To search only by street name, use a wildcard character in place of the street
number, such as “*Baker Street” or “%Baker Street”.

City Enter the city or town of the fundraiser to find.

State Select the state of the fundraiser to find.

ZIP/Postal code Enter the [[[Undefined variable BB_Variables.ZIP Code_UC]]] of the fundraiser to find.

Match all
criteria exactly

To use search criteria exactly as entered, select this checkbox.
If you select this checkbox, wildcard characters do not work and instead return only
the literal character. Similarly, beginning characters return only those characters
entered.

Search in When you click Show advanced search options, this field appears. Select the type of
fundraisers to include in the search.

Check
nickname

When you click Show advanced search options, this checkbox appears. To include
nicknames from the Personal tab of individual fundraiser records in your search, select
this checkbox and enter the nickname in the First name field.

Check aliases
When you click Show advanced search options, this checkbox appears. To include
aliases from the Names tab of fundraiser records in your search, select this checkbox
and enter the alias in the name fields.

Check merged
constituents

When you click Show advanced search options, this checkbox appears. To include
constituents merged from a duplicate constituent check, select this checkbox.
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Screen Item Description

Check alternate
lookup IDs

When you click Show advanced search options, this checkbox appears. To include
alternate lookup IDs in your search, select this checkbox and enter the alternate
lookup ID in the Lookup ID field.

Only search
primary
addresses

When you click Show advanced search options, this checkbox appears. To include
only the primary addresses from the Contact tab of the fundraiser records in your
search, select this checkbox and enter the primary address information in the address
fields.

Include
deceased

When you click Show advanced search options, this checkbox appears. To include
fundraisers marked as deceased in the search, select this checkbox.

Include
inactive

When you click Show advanced search options, this checkbox appears. To include
fundraisers marked as inactive in the search, select this checkbox.

Include fuzzy
search on
name

When you click Show advanced search options, this checkbox appears. To return
fundraisers with names that sound like the search criteria entered, select this
checkbox. For example, if you select this checkbox and enter a last name of “Smith”,
the program includes fundraisers named “Smyth” in the results.

Results When you click Search, this grid displays the fundraisers that match the search criteria
entered. For searches that return more than 100 fundraisers, only the first 100 appear.

Add
To add a new fundraiser, such as if the fundraiser you want does not appear in the
search results, click this button on the action bar of the Results grid to add the
fundraiser to the database.

Select
To open the record of a fundraiser in the search results, select the fundraiser in the
Results grid and click this button on the action bar.

Add Fundraisers to Prospects
When you add a fundraiser to Prospects, the fundraiser is accessible from the Fundraisers tab on the Fundraisers
and Steps page inMajor giving management and the Search screen accessed by clicking Fundraiser Search in
the Prospectsmenu.

} Add a fundraiser

1. From theMajor Giving drop-down menu, click Add Fundraiser.

2. The Search screen appears. From this screen, you can search your database for an existing constituent
record or add a new fundraiser constituent.

Note: If you are working inManage Major Giving, you can also click the Add Fundraiser link in the Task
pane on the left side of the screen.

Enter the criteria on which you want to base your constituent search. Complete as many fields as you
like, and you do not have to completely fill in any field. For example, if you know the constituent’s Last
name begins with Sm, you can enter “Sm”in the Last/Org name field.

To run a search based strictly on your search criteria, markMatch all criteria exactly. You can also
choose to Include Deceased constituents and Inactive constituents.

If you choose to include address information in your search, mark Only search primary address if you
want the program to look only in address records designated as “Primary” on the constituent record.

Click Find to start the search. All records satisfying your criteria appear in the Results grid in the bottom
half of the screen. Select the record you want, and click Select.
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If the search fails to locate the constituent you want or you know the constituent record does not exist,
click Add from the Search screen to add the constituent to your database. From the Addmenu, select
Individual or Organization, depending on the type of constituent record you want to create. A screen
appears, allowing you to enter the constituent information.

3. Once you select or add the fundraiser, the new fundraiser’s record opens. The new fundraiser also is
included on the Fundraisers tab on the Fundraisers and Interactions page.

Track Fundraiser Activity
The Fundraiser page consists of a series of tabs and links, containing information related to the fundraiser and his
soliciting activity, such as planned prospect steps, completed prospect steps, assigned prospect plans,
opportunities to ask for gifts, asks already extended for a gift, and much more.

For each plan step, you can assign the interaction to a specific fundraiser, the step owner, and associate
additional fundraisers with the interaction. All fundraisers you add to the step receive credit for the activity. In
prospect reports and KPIs, you can view information for all fundraisers who participated in the interaction, or
you can limit the results to only step owners. From a fundraiser record, you can also view all pending, planned,
or completed steps associated with the fundraiser or only steps owned by the fundraiser.

To view a visual representation of your fundraisers’s activities, you can create KPIs to show information for all or
selected planned and pending or completed steps. You can limit the results to a selection of interactions, steps
with a specific date range, plan steps of a certain type or at a selected stage in the process, or by the type of
interaction that occurred with the step. For information about KPI instances, see the Reports and KPIs Guide.

To view a visual representation of your fundraisers’s activities, you can create KPIs to show information for all or
selected planned and pending or completed steps. You can limit the results to a selection of interactions, steps
with a specific date range, plan steps of a certain type or at a selected stage in the process, or by the type of
interaction that occurred with the step. For information about KPI instances, see the Key Performance Indicators
section of the help file.

Pending Steps
On the Pending steps tab of a fundraiser, you track steps not yet complete with a status of “Pending”. From this
tab you can edit the step, mark the step as complete, go to the step, or delete the step. You can also view
prospect plans and notes associated with the pending step.

To view details about the step from the Pending Steps tab, select a step in the Pending steps grid. Information
about the step appears in theDetails section.

To view only steps on which the fundraiser appears as the owner, select Only show steps owned by this
fundraiser. If you clear this checkbox, the summary also includes steps on which the fundraiser appears as an
additional solicitor.

Note: An exclamation point in a yellow triangle appears next to overdue steps.

View Pending Step
From the Pending steps tab in a fundraiser, you can view steps with a status of “pending” for a selected
fundraiser.

Note: Steps aremeasures taken in a Prospects cultivation plan. Often times steps are interactions the
fundraiser has with the prospect. For example, steps in your Prospects plan may includemeetings, phone calls,
letters.
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} View pending steps from a fundraiser

1. From the fundraiser, select the Pending steps tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. Select the step you want to view.

3. Click the drop-down arrow next to Steps and select “Go to step”. The selected step appears.

Mark Pending Step ‘Complete
From the Pending steps tab in a fundraiser, you can mark a selected fundraiser’s “pending” step as “complete”.

Note: Steps aremeasures taken in a Prospects cultivation plan. Often times steps are interactions the
fundraiser has with the prospect. For example, steps in your Prospects plan may includemeetings, phone calls,
letters.

} Mark pending step complete from the fundraiser

1. From the fundraiser, select the Pending steps tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. In the grid, select an step you want to mark as “Complete”.

3. Click the drop-down arrow next to Steps and select “Mark complete”. TheMark step complete screen
appears.

4. In theDate field, today’s date defaults. If the completion date is different from today’s date, enter the
date on which the step was completed.

5. In the Status field, select a new status for the completed step.

6. Click Save to save the information and return to the Pending steps tab. The step you changed to
“complete” no longer displays on the tab.

Edit a Pending Step
From the Pending steps tab, you can edit a selected fundraiser’s pending step, changing the status, owner
information, etc.

Note: Steps aremeasures taken in a Prospects cultivation plan. Often times steps are interactions the
fundraiser has with the prospect. For example, steps in your Prospects plan may includemeetings, phone calls,
letters.

} Edit a fundraiser’s pending prospect step

1. From the fundraiser, select the Pending steps tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. From the grid, select the pending step you want to edit.

3. Click the drop-down arrow next to Steps and select “Edit step”. The Edit step screen appears.

FUNDRAISER 115



4. Make any necessary change.

For information about the items on this screen, see Edit a Step Screen on page 116.

5. Click Save to save the information and return to the fundraiser.

Edit a Step Screen
You can make any necessary changes to selected steps from the Edit step screen. For information about how to
access this screen, see Edit a Pending Step on page 115.

Contact Reports
As a fundraiser, when you complete a step or an interaction with a major giving prospect, you can file a contact
report to keep track of your interactions. You can also file contact reports for unplanned activity with a prospect.

When you file a contact report associated with a step, you can update the step’s details and enter any reactions
or expected outcomes from the step. Using this information, you can determine if the next scheduled step is
adequate or if you should customize the interaction to meet the prospect’s needs or interests. When you file a
contact report for unplanned activity, a step is automatically created and marked as complete. You can then
modify an other existing steps in the prospect plan if needed.

For example, you file a contact report for a phone call you made to determine the prospect’s level of interest in
contributing a major gift. In the Comment field, you note that during your conversation you learned the
prospect enjoys reading about local history. As you complete the contact report, you notice the next step in the
major giving plan is to schedule a lunch meeting with the prospect. However, since you now know the prospect is
interested in history, and your organization’s campus is historically significant, you change the interaction to a
guided tour of your facilities and grounds.

You can file contact reports from the Fundraiser page or from a prospect plan.

} File a contact report for an existing step

1. From the Pending Steps tab of the Fundraiser page or from the Details tab of the prospect plan, select a
step and click File a contact report. The File a contact report screen appears.
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Note: A step must have a status of “pending” and an associated contact method in order for you to file
the contact report.

2. In theObjective field, enter the purpose of the interaction.

3. In theOwner field, select the fundraiser who completed the step.

4. In the Actual date field, enter the date the interaction between the fundraiser and the prospect
occurred.

5. In the Stage field, select at which stage in the plan process the interaction occurred.

6. In the Contact Method field, select the type of interaction that occurred with the prospect.

7. In the Category and Subcategory fields, you can further define the type of contact method used.

8. In the Additional solicitors grid, enter each fundraiser who participated in the interaction.

9. In the Additional participants grid, enter each participant involved in the interaction.

10. In the Comment field, enter details about the interaction.
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11. In theNext plan step for this prospect fields, you can update the information for the next step based on
the information you gathered from this interaction.

12. Select Edit next step information to enable the fields in this section.

Note: If the plan does not include steps with a pending status, the next planned step appears in the
Next step fields. You can update the step’s information and change the status from planned to
pending.

13. Click Save. The Contact Report page appears. For information about the Contact Report page, see
Manage Contact Report Details on page 148.

} File a contact report for an unplanned activity

1. From the Pending Steps tab of the Fundraiser page or from the Details tab of the prospect plan, select a
step and click File an unplanned contact report. The File a contact report screen appears.
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2. If you file the report from the Fundraiser page, you must first select the prospect and the plan for the
contact report.

3. In theObjective field, enter the purpose of the interaction.

4. In theOwner field, select the fundraiser who completed the step.

5. In the Actual date field, enter the date the interaction between the fundraiser and the prospect
occurred.

6. In the Stage field, select at which stage in the plan process the interaction occurred.

7. In the Contact Method field, select the type of interaction that occurred with the prospect.

8. In the Category and Subcategory fields, you can further define the type of contact method used.

9. In the Additional solicitors grid, enter each fundraiser who participated in the interaction.

10. In the Additional participants grid, enter each participant involved in the interaction.

11. In the Comment field, enter details about the interaction.

12. If a next step in the prospect plan exists, you can view it and select Edit next step information to update
it based on the information you gathered from this interaction.

13. Click Save. The Contact Report page appears. For information about the Contact Report page, see
Manage Contact Report Details on page 148.

File a Contact Report Screen
For information about how to access the File a contact report screen, see Contact Reports on page 116.

Screen Item Description

Prospect
and
Prospect
plan

If you file the report from the Fundraiser page, you must first select the prospect and the
plan for the contact report.

Objective Enter the purpose for this step if different from the original objective.

Owner Enter the step owner if different from the original owner.

Actual date Enter the date the fundraiser completed this step.

Stage Enter the stage at which the step occurred, such as identification or negotiation.

Contact
method

Enter themethod used to contact the prospect, such as a phone call or a meeting.

Category Select a category to further define the contact method.

Subcategory Select a subcategory to further define the contact method.

Additional
solicitors

Enter each solicitor who participated in the interaction.

Participants Enter each participant included in the interaction.

Comment Enter details about the interaction.

Next plan
step for this
prospect

If there is a next step in the plan, you can update the step’s objective, change the owner
of the step, indicate whether the step is planned, pending, or completed, and enter the
expected completion date. By default, this section displays the next pending step in the
plan. However, if the plan does not include steps with a pending status, information for
the next planned step appears.

FUNDRAISER 119



Delete Pending Step
From the Pending steps tab in a fundraiser, you can easily delete pending steps from the fundraiser.

} Delete pending steps from a fundraiser

1. From the fundraiser, select the Pending steps tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. Select the step you want to delete.

3. Click the drop-down arrow next to Steps and select “Delete step”. A confirmation screen appears.

4. Click Yes to delete the step.

View Prospect Plans Associated with Pending Steps
On the Pending steps tab of a fundraiser, you can view prospect plans associated with the steps and even enter
edits.

} View a prospect plan with “pending” steps from a fundraiser

1. From the fundraiser, select the Pending steps tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. Select the plan you want to view.

3. Click the drop-down arrow next to Prospect plan and select “Go to plan”. The selected plan screen
appears.
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4. Make any necessary changes.

5. Click Back to save the plan and return to the Pending steps.

Edit Plan Associated with Pending Steps
On the Pending steps tab of a fundraiser, you can edit plans associated with the steps. Any changes you make to
the plan affect only the selected prospect, not any plan outline that may be associated with the plan.

} Edit a plan associated with a “pending” step from a fundraiser

1. From the fundraiser, select the Pending steps tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. Select the plan you want to edit. For example, if you want to make changes to the plan, locate a step
associated with the Plan type “Major Giving”.

3. Click the drop-down arrow next to Prospect plan and select “Edit plan”. The Edit steps screen appears.
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4. Make any necessary changes. For information about the items on this screen, see Edit Steps Screen on
page 122.

5. Click Save to save the changes and return to the Pending steps tab.

Edit Steps Screen
You can make any necessary changes to selected steps from the Edit steps screen. For information about how to
access this screen, see Edit Plan Associated with Pending Steps on page 121.

Screen Item Description

Plan type Select the type of plan: planned giving, major gift.

Add steps
from plan
outline

If on the Plan outline tab inMajor Giving Setup you created an outline of the plan you
want to implement for certain Plan type(s), click the Add steps from plan outline drop-
down arrow and select the outline you want used for this prospect. The selected outline
defaults in the grid. If no outlines exist in the program, the button is grayed out and reads
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Screen Item Description

No plan outlines defined..

Expected
date

The date on which you intend to execute the associated step.

Objective What you hope to accomplish during the planned step.

Owner The individual responsible for executing the planned step. Click the binoculars to access
the Search screen and locate the individual.

Stage Where in the cultivation scheme this step type falls (Identification, Cultivation,
Negotiation).

Status Status of associated step: planned, pending, complete.

Actual date If in the Status column you selected “Completed”, enter the completion date. A datemust
be assigned to all “Completed” steps.

Contact
method

How you intend to contact the prospect: email, phone call, meeting.

Additional
solicitors

“Yes” = additional solicitors are assigned; blank = no additional solicitors assigned.

Participants “Yes” = participants are assigned; blank = no participants assigned.

Update
status Select an updated status to apply to any selected row in the Steps grid.

Insert step In the Steps grid, select the row beneath where you want to add an additional step and
click Insert step. A blank row appears above the selected row.

Edit
additional
details

In the Steps grid, select the step you want to edit and click Edit additional details. The
Edit a step screen appears, and you can make any necessary changes.

Adjust
expected
dates

To adjust Expected date entries, select the step or steps you want to change and click the
plus and minus buttons to adjust the dates.

Delete Plan Associated with Pending Steps
On the Pending steps tab of a fundraiser, you can delete plans associated with a “pending” step. Any changes
you make to the plan affects only the selected prospect, not the general plan.

} Delete a plan associated with a “pending” step from a fundraiser

1. From the fundraiser, select the Pending steps tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. Select the plan you want to delete. For example, if you want to remove theMajor Giving plan, locate a
step associated with the Plan type “Major Giving”.

3. Click the drop-down arrow next to Prospect plan and select “Delete plan”. A confirmation screen
appears.

4. Click Yes to delete the plan and return to the Pending steps tab.

Add Step to Plan Associated with Pending Steps
From the Pending steps tab in a fundraiser, you can add additional steps to selected plans.
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Note: Steps aremeasures taken in a Prospects cultivation plan. Often times steps are interactions the
fundraiser has with the prospect. For example, steps in your Prospects plan may includemeetings, phone calls,
letters.

} Add a step to a plan associated with pending steps from the fundraiser

1. From the fundraiser, select the Pending steps tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. Select the plan to which you want to add a step. For example, if you want to add a step to theMajor
Giving plan, locate a step associated with the Plan type “Major Giving”.

3. Click the drop-down arrow next to Prospect plan and select “Add step”. The Add a step screen appears.

4. Enter the necessary information. For information about the items on this screen, see Add Step Screen on
page 125.

5. Click Save to save the step and return to the Pending steps tab.
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Add Step Screen
You define your new step on the Add step screen. For information about how to access this screen, see Add Step
to Plan Associated with Pending Steps on page 123.

Screen Item Description

Objective The purpose for the interaction.

Owner Click the binoculars to access the Search screen and assign a fundraiser to the
interaction.

Stage Select the stage of the interaction: cultivation, solicitation

Status Select the status of the interaction: completed, not completed.

Expected
date

Enter the date you expect the interaction to take place.

Actual date If you change the status of the step to “completed,” you can enter the date the
interaction occurred.

Comment Enter any additional information you want to include with the step.

Additional
solicitors

Enter any additional solicitors to assign to the step. These solicitors also receive credit
for the interaction.

Interaction Enter the contact method to use for this interaction. You can also select a category or
subcategory for the interaction.

Participants Enter all prospects that will participate in this step. This is especially helpful if you are
working with a constituent group prospect.

Documentation
On the Documentation tab, you can add notes to track helpful or interesting information about your records.
You can save links to websites or related materials stored outside of the program. You can also attach items
directly to records. When you attach a file, the program stores a copy in the database.

Attachments
You can attach items to records. When you attach a file, the program stores a copy in the database.

Add Attachments
You can use attachments to track additional details about records. When you attach a file, the program stores a
copy in the database.

} Add an attachment

1. On the Documentation tab of a record, click Add, Attachment. The Add an attachment screen appears.

2. Select an attachment type. Enter the date, title, and author. To search for the attachment, click Choose
file.

3. Click Save. You return to the Documentation tab.
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Add an Attachment Screen

Screen Item Description

Type
Select the type of attachment. The system administrator configures attachment types. If
you have security rights, click Type to add an attachment type.

Date Enter the date of the attachment.

Title Enter the title, or purpose, of the attachment.

Author To search for the author, click the binoculars. A search screen appears.

File To locate the attachment, click Choose file. To view an attachment, click Open file. To
remove an attachment, click Clear file.

Edit Attachments
On the Documentation tab, you can edit an attachment. You can remove a file and choose a different file. You
can also view an attachment.

} Edit an attachment

1. On the Documentation tab of a record, select an attachment and click Edit. The Edit attachment screen
appears.

2. Make changes as necessary to the attachment type, date, title, or author. To view an attachment, click
Open file To remove an attachment, click Clear file To select a different file, click Choose file.

3. Click Save. You return to the Documentation tab.

Delete Attachments
After you add an attachment to the Documentation tab, you can delete it as necessary.

} Delete an attachment

1. On the Documentation tab of a record, select an attachment and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and the attachment no longer appears.

Media Links
On the Documentation tab, you can save links to websites or related materials stored outside of the program.

Add Media Links
When you add a media link, you enter the website address.

} Add a media link

1. On the Documentation tab of a record, click Add,Media link. The Add a media link screen appears.

2. Select a media link type. Enter the date, title, and author. Enter the URL for a website.

3. Click Save. You return to the Documentation tab.
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Add a Media Link Screen

Screen Item Description

Type
Select the type ofmedia link. The system administrator configures media link types. If
you have security rights, click Type to add a media link type.

Date Enter the date of themedia link.

Title Enter the title, or purpose, of the link.

Author To search for an author, click the binoculars. A search screen appears.

Media URL Enter the URL for a website.

Edit Media Links
You can edit the URL for a website.

} Edit a media link

1. On the Documentation tab of a record, select a media link and click Edit. The Edit media link screen
appears.

2. Make changes as necessary to themedia link type, date, title, or author. You can edit the URL for a
website.

3. Click Save. You return to the Documentation tab.

Delete Media Links
After you add media links to the Documentation tab, you can delete them as necessary.

} Delete a media link

1. On the Documentation tab of a record, select a media link and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and themedia link no longer appears.

Notes
On the Documentation tab, you can add notes to track helpful or interesting information about your records.

Add Notes
On the Documentation tab, you can track notes about your records.

} Add a note

1. On the Documentation tab of a record, click Add, Note. The Add a note screen appears.

2. Select a note type. Enter the date, title, author, and the content of the note.

3. Click Save. You return to the Documentation tab.
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Add a Note Screen

Screen Item Description

Type
Select the type of note. The system administrator configures note types. If you have
security rights, click Type to add a note type.

Date Enter the date of the note.

Title Enter the title, or purpose, of the note.

Author To search for an author, click themagnifying glass. A search screen appears.

Notes Enter the content of the note.

Edit Notes
On the Documentation tab, you can edit notes as necessary.

} Edit a note

1. On the Documentation tab of a record, select a note and click Edit. The Edit note screen appears.

2. Make changes as necessary to the note type, date, title, author, or note content.

3. Click Save. You return to the Documentation tab.

Delete Notes
After you add notes to the Documentation tab, you can delete notes when necessary.

} Delete a note

1. On the Documentation tab of a record, select a note and click Delete. A confirmation message appears.

2. Click Yes. You return to the Documentation tab, and the note no longer appears.

Prospects and Plans
On the Prospects and Plans tab of a fundraiser, the top section of the tab - Prospects and plans - tracks all
prospect plans to which the fundraiser is connected. For example, if the fundraiser is a researcher on one
prospect plan, the prospect and the plan information appear in this section; if the fundraiser is a primary
manager on the plan, the prospect and the plan information appear in this section.

Note: Warnings, an exclamation point in a yellow triangle, appear on plans with a last completed step older
than 90 days and next to overdue steps.

The bottom half of the tab - Prospect assignments - tracks all prospects to which this fundraiser is connected in a
managerial role. It also displays prospect team members.

Request New Prospect Plan Assignment - Users with Restricted Role
From the Prospects and plans section of a fundraiser’s Prospects and Plans tab, you can assign the fundraiser to
a prospect and prospect plan. A prospect plan outlines your organization’s strategies for winning a donation
from a prospect.
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Note: All users should have access to the Request plan link. Users in need of approval before they can make
changes to the fundraiser use this request option. The request is then sent to the prospect manager, who must
approve the request before it is processed.

Once the primary manager approves the requested assignment, the fundraiser appears on the associated
prospect plan.

} Add a prospect and plan assignment to a fundraiser

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about how to access a fundraiser, see View Fundraisers on page 109.

2. In the Prospects and plans section, click Request plan. The Request plan screen appears.

3. In the Prospect field, enter the prospect to assign to this fundraiser.

4. In the Plan field, select which of the prospect’s plans to assign to the fundraiser.

5. In the Fundraiser’s role field, select the role the fundraiser will play in the prospect plan.

6. In the Start date field, enter the date the assignment begins.

7. Click Save. You return to the Prospects and Plans tab.

The request automatically appears on the Prospect Requests tab on the prospect manager’s My
Fundraiser page. For more information about this tab see Prospect Requests Tab on page 146.

Request Plan Screen
From the Request plan screen, you can assign the fundraiser to a prospect plan. For information about how to
access this screen, see Request New Prospect Plan Assignment - Users with Restricted Role on page 128.

Screen Item Description

Prospect Click the binoculars button to access the Search screen and locate the prospect you want
to assign this fundraiser.
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Screen Item Description

Plan
Select which prospect plan to assign to the fundraiser. Only plans created for the prospect
selected appear in the Plan field.

Fundraiser’s
role

Select the role you want the selected fundraiser to play in this cultivation effort (primary
manager, secondary manager, secondary solicitor).

Start date Enter a start date for the assignment.
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Managed Prospect Search Screen
Screen Item Description

Last/Org/Group
name and First
name

Enter the name of the prospect to find. You can enter an entire name or only the
beginning letters. For example, if you enter “Sm”, all names that begin with Sm
appear, such as Smith and Smalls. Names are not case-sensitive, so you can enter
Smith, smith, or SMITH to return constituents named Smith.

Lookup ID
Enter the primary identifier used at your organization. You can enter the entire ID or
only the beginning digits. For example, if you enter “1”, all lookup IDs that begin with
the number 1 appear.

Address
Enter the street address or post office box of the prospect to find, such as 7930 Baker
Street. To search only by street name, use a wildcard character in place of the street
number, such as “*Baker Street” or “%Baker Street”.

City Enter the city or town of the prospect to find.

State Select the state of the prospect to find.

ZIP/Postal code Enter the [[[Undefined variable BB_Variables.ZIP Code_UC]]] of the prospect to find.

Match all
criteria exactly

To use search criteria exactly as entered, mark this checkbox.
If you mark this checkbox, wildcard characters do not work and instead return only
the literal character. Similarly, beginning characters return only those characters
entered.

Search in When you click Show advanced search options, this field appears. Select the type of
constituents to include in the search.

Check
nickname

When you click Show advanced search options, this checkbox appears. To include
nicknames from the Personal tab of individual prospect records in your search, mark
this checkbox and enter the nickname in the First name field.

Check aliases
When you click Show advanced search options, this checkbox appears. To include
aliases from the Names tab of prospect records in your search, mark this checkbox
and enter the alias in the name fields.

Check merged
constituents

When you click Show advanced search options, this checkbox appears. To include
prospects merged from a duplicate prospect check, mark this checkbox.

Check alternate
lookup IDs

When you click Show advanced search options, this checkbox appears. To include
alternate lookup IDs in your search, mark this checkbox and enter the alternate
lookup ID in the Lookup ID field.

Only search
primary
addresses

When you click Show advanced search options, this checkbox appears. To include
only the primary addresses from the Contact tab of the prospect records in your
search, mark this checkbox and enter the primary address information in the address
fields.

Include
deceased

When you click Show advanced search options, this checkbox appears. To include
prospects marked as deceased in the search, mark this checkbox.

Include
inactive

When you click Show advanced search options, this checkbox appears. To include
prospects marked as inactive in the search, mark this checkbox.

Include fuzzy
search on
name

When you click Show advanced search options, this checkbox appears. To return
prospects with names that sound like the search criteria entered, mark this checkbox.
For example, if you mark this checkbox and enter a Last name of “Smith”, the program
includes prospects named “Smyth” in the results.

Results When you click Search, this grid displays the prospects that match the search criteria
entered. For searches that return more than 100 prospects, only the first 100 appear.

Select
To open the record of a prospect in the search results, select the prospect in the
Results grid and click this button on the action bar.
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Assign New Prospect Plan - Users with Full-Rights Role
From the Prospects and plans section on the Prospects and Plans tab in a fundraiser, you can assign the
fundraiser a new prospect and prospect plan. The plans outline your organization’s strategies for winning a
donation from a prospect.

Note: Full-rights users and system administrators only should have access to the Assign plan link. When the
request is saved, the new assignment is executed. No additional approval is necessary. Users in need of
approval before they can make changes to the fundraiser should see Request New Prospect Plan Assignment -
Users with Restricted Role on page 128.

} Add a prospect and plan assignment to a fundraiser

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about viewing a fundraiser, see View Fundraisers on page 109.

2. In the Prospects and plans section, click Assign plan. The Assign plan screen appears.

3. After you complete the Assign plan screen, click Save to save the new assignment. The assignment takes
place immediately.

Assign Plan Screen
From the Assign plan screen, you can add new prospects and prospect plans to the selected fundraiser. For
information about how to access this screen, see Assign New Prospect Plan - Users with Full-Rights Role on page
132.

Screen Item Description

Prospect Click the binoculars button to access the Search screen and locate the prospect you want
to assign this fundraiser.

Plan If your organization creates plans detailing how to cultivate prospects for specific gift
types, select the plan you want to associated with this prospect to win the specific gift.
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Screen Item Description

Fundraiser’s
role

Select the role you want the selected fundraiser to play in this cultivation effort (primary
manager, secondary manager, secondary solicitor).

Start date Enter the date on which the plan is to start. Today’s date defaults but it can be edited.

Edit Groups of Secondary Solicitors
From the Prospects and plans section on the Prospects and Plans tab in a fundraiser, you can group edit
secondary solicitors assigned the prospect (as opposed to editing one at a time from the Plan page).

} Edit secondary solicitors assigned to a prospect

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about viewing a fundraiser, see View Fundraisers on page 109.

2. In the Prospects and plans section, select the prospect you want to edit.

3. Click Edit, Secondary solicitors. The Edit secondary solicitors screen appears.

4. In the Secondary solicitors column, select the solicitor you want to add. Click the binoculars at the end
of the field to access a search screen and search for the solicitor.

5. In the Role column, you can enter the selected solicitor’s role in soliciting the prospect.

6. In the Start date and End date fields, you can define the length of time the selected fundraiser is to work
with the prospect in the specified role.

7. Click Save to save the assignments and return to the Prospects and Plans tab.

Edit Fundraisers Assigned a Prospect
From the Prospects and plans section on the Prospects and Plans tab in a fundraiser, you can change the
fundraisers assigned to a prospect. Click Edit and select Primary manager, Secondary manager, or Secondary
solicitors to update the fundraisers assigned the prospect.
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Fundraiser Screen
Screen Item Description

Primary manager Click the binoculars button to access the Search screen and locate the primary
prospect manager you want to assign this prospect plan.

Secondary Manager
Click the binoculars button to access the Search screen and locate the
fundraiser you want to assign as a backup or secondary manager (if any) for this
prospect plan.

Secondary solicitors
In this grid, click the binoculars button to access the Search screen and locate
the fundraiser you want to assign as Secondary solicitor (if any) for this
prospect plan.

Role Select the Role, if any, the Secondary solicitor plays. For example, the
Secondary solicitor may be a “Board Member” or “Volunteer”.

Search Screen

Locate the record you want to use from this screen. Enter the criteria on which
you want to base your search. Complete as many fields as you like, and you do
not have to completely fill in any field. For example, if you know the last name
begins with Sm, you can enter “Sm”in the Last/Org name field. To run a search
based strictly on your search criteria, markMatch all criteria exactly. You can
also choose to Include Deceased and Inactive individuals. If you choose to
include address information in your search, mark Only search primary address
if you want the program to look only in address records designated as
“Primary” on the constituent record. Click Search to start the search. All
records satisfying your criteria appear in the Results grid in the bottom half of
the screen. Select the record you want, and click Select.

Request a Plan Assignment
A fundraiser in the system may open his own or another fundraiser’s record and reassign prospects to a different
primary or secondary manager or change secondary solicitors and roles.

} Request plan assignment from fundraiser

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. In the Prospects and plans grid, select the prospect for which you want to request reassignment.

3. Click Request plan assignment. The Fundraiser for screen appears.
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4. In the Primary manager field, enter a primary manager for the prospect and a start date for the
assignment.

5. In the Secondary manager field, enter a secondary manager for the prospect and a start date for the
assignment.

6. Enter any secondary solicitors for the prospect and each solicitor’s role and start date.

7. Click Save. You return to the Prospects and Plans tab.

The request appears on the Prospect Requests tab of the current prospect manager’s My Fundraiser
page. This manager must approve the request before the new assignment becomes active. For more
information about this tab see Prospect Requests Tab on page 146.

Request a Prospect
A fundraiser in the system may open his own or another fundraiser’s record and request a specific prospect
assignment.
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} Request prospect assignment from fundraiser

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. In the Prospect assignment grid, click Request prospect. The Request prospect assignment screen
appears.

3. Enter the prospect to assign to the fundraiser.

4. Enter a start date for the assignment.

5. Click Save. Your return to the Prospects and Plans tab.

The request automatically appears on the Prospect Requests tab on the prospect manager’s My
Fundraiser page. For more information about this tab see Prospect Requests Tab on page 146.

View a Prospect
You can view prospect information from both the Prospects and plans or the Prospect assignments section on
the Prospects and Plans tab in a fundraiser.

} View a prospect from the fundraiser

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. In either the Prospects and plans or the Prospect assignments grid, select the prospect you want to
view.

3. Click Go to prospect. The selected prospect opens.

View a Prospect Plan
From the Prospects and plans section on the Prospects and Plans tab in a fundraiser, you can view selected
prospect plans. The plans outline your organization’s strategies for winning a donation from the prospect.
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} View a prospect plan from the fundraiser

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about viewing a fundraiser, see View Fundraisers on page 109.

2. In the Prospects and plans grid, select the Plan type you want to view.

3. Click Go to plan. The selected plan opens.

Edit Assigned Prospect
From the Prospect assignments section on the Prospects and Plans tab in a fundraiser, you can change the
fundraisers prospect assignment, assigning a different prospect manager and changing the prospect’s status.

} Edit prospect assignment

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. In the Prospect assignments, select the prospect you want to edit.

3. Click Edit. The screen that appears depends of the type of relationship the fundraiser has with the
prospect. If the fundraiser is a team member the edit team member screen appears.

On this screen:

a. Enter details about the prospect team member. For more information about the items on this
screen, see Edit Team Member Screen on page 138.

b. Click Save. You return to the fundraiser record.

If the fundraiser is the prospect manager, the Edit prospect manager screen appears.
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a. In the Prospect manager field, the fundraiser currently assigned appears. Click the binoculars to
access the search screen and locate the new prospect manager. Click Select to return to the Edit
prospect details screen.

b. In the Start date and End date fields, you can enter date information to define the length of this
prospect manager’s relationship with the prospect.

Note: If you entered a start date when you created the prospect manager request for the fundraiser,
this date automatically appears in the Start date field.

c. Click Save. You return to the Prospects and Plans tab

Edit Team Member Screen
Field name

Name The selected fundraiser’s name defaults in this display-only field.

Site If the fundraiser is associated with a specific location, you can enter this information in the Site field.

Role Select the fundraiser’s role on the fundraising team.

Start Date Date the fundraiser became a team member.

End Date Date the fundraiser ended his relationship with the prospect as a team member.

Add Fundraiser as Prospect Manager to a Prospect
From the Prospect assignment section of the Prospects and Plans tab on a fundraiser, you can assign the
fundraiser as a Prospect Manager to prospects in your system.

} Assign a fundraiser as prospect manager to a prospect

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.
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2. In the Prospect assignments, click Add, Prospect manager assignment. The Prospect Search screen
appears.

3. Locate the prospect to whom you want to assign this fundraiser as prospect manager.

4. Click select to return to the fundraiser.

Add Fundraiser as Team Member to a Prospect
From the Prospect assignment section of the Prospects and Plans tab on a fundraiser, you can assign the
fundraiser as a team member to prospects in your system.

Note: If, in addition to the development officers and other fundraising resources assigned a prospect through
prospect plans, you need to include additional individuals who also have an interest in the cultivation activities
associated with the prospect outside of the plan - such as a senior development officer or prospect researcher,
you can add these individuals a “team”members.

} Assign a fundraiser as team member to a prospect

1. From the fundraiser, select the Prospects and Plans tab.

Note: For information about accessing a fundraiser, see View Fundraisers on page 109.

2. Click Add, Prospect team assignment. The Prospect Search screen appears.

3. Locate the prospect to whom you want to assign this fundraiser as a team member.

4. Click Select. The Add a prospect team member screen appears.

The selected prospect’s name defaults in the Prospect field.

5. Enter role and date information.

6. Click Save. You return to the fundraiser record.
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Planned Step Summary
The Planned step summary tab tracks information about the selected fundraiser’s upcoming prospect steps in
both a statistical format - displayed in the grids on the left side of the screen - and graphically.

In the Show for field, select the number of days for which you want to view planned step information. For
example, if you want to see howmany steps are planned for the next seven days, select “Next 7 days”.

Select Only show steps owned by this fundraiser to view information for steps on which the fundraiser appears
as the owner. If you clear this checkbox, the summary includes steps on which the fundraiser appears as an
additional solicitor.

The first grid and graph display planned step interactions based on the interaction type (meeting, phone call).
Any additional grids and graphs display planned steps based on the plan type. For example, if the fundraiser
planned steps for both major gift and planned gift plans, a grid and graph appears for each plan. If the fundraiser
planned steps for just themajor gift plans, only one grid and graph appear for major gift.

To see information about a specific step, click the number link in the Steps column. The Prospect Steps page
appears. From this page you can go to the selected step, plan, or prospect.

Completed Step Summary
The Completed step summary tab tracks information about the selected fundraiser’s completed prospect steps
both statistically - using the data displayed in the grids on the left side of the screen - and graphically.

In the Show for field, select the number of days for which you want to view completed step information. For
example, if you want to see howmany steps were completed in the past seven days, select “Last 7 days”.

Select Only show steps owned by this fundraiser to view information for steps on which the fundraiser appears
as the owner. If you clear this checkbox, the summary includes steps on which the fundraiser appears as an
additional solicitor.

The first grid and graph display completed steps based on the step type (meeting, phone call). Any additional
grids and graphs display completed steps based on the plan type. For example, if the fundraiser completed steps
for both major gift and planned gift plans, a grid and graph appears for each plan. If the fundraiser completed
steps for just themajor gift plan, only one grid and graph appear for major gift.

To see information about a specific step, click the number link in the Steps column. The Prospect Steps screen
appears. From this screen you can go to the selected step, plan, or prospect.

Prospect Summary
The Prospect summary tab helps you track the number of prospects in a fundraiser’s pipeline, both statistically -
using the data displayed in the grids on the left side of the screen - and graphically.

The gray bar near the top of the tab displays the total number of prospects assigned the fundraiser. The number
of Plan type grids and corresponding graphs displayed depends on the number of plans currently assigned to
the fundraiser’s prospects. For example, if the fundraiser works with only major gift prospects, one grid
displaying major gift data appears. The grids lets you know the plan stage of each prospect, along with the total
number of prospects assigned the plan.

To see a list of prospects included in a Plan stage, click the number link in the Prospects column. The Prospects
page appears. From this page, you can go to a selected prospect’s plan or prospect.
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Opportunities
From the Opportunities and Asks tab, you can track the number of fundraising opportunities presented to the
fundraiser and the number of actual requests for money made by the fundraiser.

• You can filter the data displayed on the tab based on Plan type.

• The top of the tab displays the dollar amount and number ofQualified opportunities and Overdue asks.

• In theOverdue section, you can view the number ofOverdue asks and Overdue responses for the selected
fundraiser.

• In the Completed section, you can view the dollar amount and number ofAccepted, Canceled, Rejected, and
Total asks. Using the Show for field, you can select the time period for which you want to view data.

• In theQualified & response pending section, you can filter the data displayed using the Show for field.

Opportunity Pyramid
This tab tracks opportunities using a pyramid. You can base the display on qualified, accepted, response
pending, or all opportunities.

Campaigns Tab
If campaigns are assigned to the fundraiser, these campaigns display on the Campaigns tab. From this tab you
can assign campaigns; edit the campaigns already assigned; delete a campaign; and add, update, and view KPIs.
You can select Show prior campaigns to include past campaigns to which the fundraiser was assigned.

Add Campaign
If a fundraiser is responsible for raising funds for specific campaigns, you can track these campaigns from the
fundraiser record.

} Add campaign to fundraiser record

1. From the Campaigns tab of the selected fundraiser’s record, click Add. The Add campaign fundraiser
screen appears.

2. On this screen enter details about the fundraiser campaign. For more information about the items on
this screen, see Add Campaign Fundraiser Screen on page 141.

3. Click Save. You return to the fundraiser record.

Add Campaign Fundraiser Screen
Field names

Campaign Click the binoculars. A search screen appears, and you can locate the campaign you want to
assign this fundraiser.

Position Enter the fundraiser’s position in relationship to this campaign.

Task Enter any specific tasks this fundraiser is responsible for in relationship to this campaign.

Start date/End
date

If the fundraiser’s responsibility to the campaign has a specific start and end date, enter that
information here.
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Edit Campaign
If a fundraiser is responsible for raising funds for specific campaigns, you can track these campaigns from the
fundraiser record. Once the campaign is added to the record, you can go back and edit the entry at any time.

} Edit campaign on fundraiser record

1. From the Campaigns tab of the selected fundraiser’s record, select the campaign you want to edit.

2. Click Edit. The Edit campaign fundraiser screen appears.

3. On this screen enter details about the fundraiser campaign. For more information about the items on
this screen, see Add Campaign Fundraiser Screen on page 141.

4. Click Save. You return to the fundraiser record.

Delete Campaign
If a fundraiser is responsible for raising funds for specific campaigns, you can track these campaigns from the
fundraiser record. Once the campaign is no longer associated with the fundraiser, you can go back and delete the
entry at any time.

} Delete campaign from fundraiser record

1. From the Campaigns tab of the selected fundraiser’s record, select the campaign you want to delete.

2. Click Delete. A confirmation screen appears.

3. Click Yes. You return to the fundraiser record.

Add KPI
Key Performance Indicators track your organization’s strategic performance. Financial and non-financial matrices
are used to assess your business condition and to help you determine a course of action. You can create KPIs to
help you track your fundraisers’ performances based on the campaigns associated with a fundraiser.

} Add KPI to Fundraiser record

1. From the Campaigns tab of the fundraiser record, click Add KPI. A New KPI Instance screen appears
displaying the Parameters tab.
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2. For information about creating a KPI instance, see the Key Performance Indicator chapter of the Reports
and KPIs Guide.

3. For information about creating a KPI instance, click the Key Performance Indicator link under Data
Management in the help file TOC (Contents).

Update KPI Value
After you create an instance, you can generate the KPI values associated with the instance settings whenever
necessary.

} Update KPI value from Fundraiser record

1. From the Campaigns tab of the fundraiser record, click Update KPI value. The Update KPI screen
appears.
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2. To view data based on the current date, select Process once using current date. This creates one history
record relative to the current date.

To enter specific date information, complete the following steps:

a. Select Back-date. This creates several history records relative to the date determined by the interval
provided, such as “every 3months” or “every 7 days”. For example, back dating a KPI between
1/1/2007 and 1/12008with an interval of every 3months creates four history records. One for each
quarter.

Note: Back dating is typically used for new KPI instances when trend information does not exist. After
you create a KPI instance, you will most likely update it by scheduling a business process (see Add KPI
on page 142). Each time the process runs, a new KPI instance history record is created as of the date the
process ran.

b. In the From field, enter the start date from which you want to view data.

c. In the To field, enter the end date to which you want to view data.

d. In the Calculate value every field, select how you want the data broken down. For example, if in the
From and To fields, you select for view data for a year, in the Calculate value every field, you can opt
to view value information for every “3” “Months”.

Warning: Back dating a KPI erases any values falling within the specified date range previously stored
for the selected KPI instance.

3. Click Start. The KPI values are updated and the selected KPI instance record appears.

Go to KPI Instance
To view existing values of your KPI, from the Campaigns tab on the fundraiser record select the campaign for
which you want to view information and click Go to KPI instance. The instance displays goal status, recent
status, and history information. You can also schedule jobs from here.

For information about working with KPIs, see the Key Performance Indicator chapter of the Reports and KPIs
Guide.

For information about working with KPIs, click the Key Performance Indicator link under Data Management in
the help file TOC (Contents).

Prospect Research Requests Tab
If the fundraiser submits or requests research for a prospect or group of prospects, the Research Requests tab
appears on the fundraiser’s record. From this tab, the fundraiser can add additional requests, edit existing
requests if necessary, cancel requests, and track the request’s progress.

The Research requests grid at the top of the tab summarizes each request, displaying date, status, record type,
number of constituents, type of research requested, and researcher information. The detail view near the
bottom half of the tab displays all information included on the request form, such as priority and submitted by.

} Add a new prospect research request from the Fundraiser page

1. From the Fundraiser page, select the Research requests tab.

2. Click Add. The Add a prospect research request screen appears. The fields included on this screen may
vary slightly based on the Record type you select.
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3. Select the Record type for which you are requesting information: Constituent, Event, or Research Group.

4. Depending on the Record type selected, you next must select the constituent, event, or research group
for which you want information. For example, if you select the “Event” Record type, the Event to include
in request field appears. Search for and select the event. After you select the event, the Constituents to
research grid populates to include all even registrants.

Warning: The constituent, event, or research group for which you are requesting information must
exist in your database before you can create a prospect research request.

5. Enter any additional information required for the request, such as a priority, due date, and reason. For
more information about the fields and options included on this screen, see Add a Prospect Research
Request Screen on page 259.

6. Click Save to save the request and return to the Research Requests tab.

} Edit an existing prospect research request

1. From the Prospect page, click Edit a Prospect Research Request or from the Research Requests tab of
the Fundraiser record, in the Research requests grid, select the request you want to edit and select Edit.
The Edit a prospect research request screen appears. The fields included on this screen may vary slightly
based on the Record type selected.

2. The Record type cannot be changed, but enter necessary changes to any of the other fields included on
this screen. The items included on this screen are the same as those included on the Add a prospect
request screen. For more information, see Add a Prospect Research Request Screen on page 1.

3. Click Save to save the changes.

Cancel Prospect Research Request

} Cancel a prospect research request

1. From the Research Requests tab of the Fundraiser record, in the Research requests grid, select the
request you want to cancel.

2. Select Cancel. The Cancel research request screen appears.
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3. In the Reason field, select why you want to cancel this request. Reasons are created in Code Tables in
Administration.

4. In theNotes field, enter any additional information you want to include with the cancellation.

5. Click Yes. You return to the Research Request tab. The Status of the request now displays “Canceled.”

View Prospect Research Request

} View prospect research request record

1. From the Research Requests tab of the Fundraiser record, in the Research requests grid, select the
request you want to view.

2. Select Go to request. The Research Request page for the selected request appears.

3. Click Back to return to the fundraiser record.

Prospect Requests Tab
This tab appears on the fundraiser page. It stores prospect requests made by the fundraiser and the status of
prospect requests. Fundraiser changes made through the actions included on this tab are recorded on the
Prospect Manager History tab of the prospect’s record.

When a request is accepted, the current system date is recorded as the incoming manager’s Start date.

Requests Pending Approval
This section of the Prospect Requests tab displays requests related to prospects for whom this fundraiser is the
prospect manager. For example, if Charlie Autumn requests a prospect currently managed by Margaret Mai,
when Margaret opens her fundraiser page she will see the request on her Prospect Requests tab. From here, she
can approve or deny the request.

Approved requests change all related records and remove the request from the grid.
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Approve Prospect Request
From the Requests pending approval section of the Prospect Requests tab on the fundraiser page, fundraisers
can approve requests from other prospect managers wanting to claim management of selected prospects. All
requests display in the section grid. To approve a request, select the request and click Approve selected.

Denied requests are removed from the list.

Deny Prospect Request
From the Requests pending approval section of the Prospect Requests tab on the fundraiser page, fundraisers
can deny requests from other prospect managers wanting to claim management of selected prospects. All
requests display in the section grid. To deny a request, select the request and click Deny selected.

Edit a Plan Request
From the Requests pending approval section of the Prospect Requests tab on the fundraiser page, fundraisers
can edit plans for prospects in which they are the prospect manager. To edit a prospect plan, select a plan in the
grid and click Edit plan request. The Edit plan request for prospect screen appears. On the Details tab, edit
information about the prospect plan.

Tip: When you edit a request for a prospect plan, you do not enter steps. You create steps after a plan has been
approved.

When you finish editing a plan request and click Save, the prospect plan request changes from pending to
approved and no longer appears in the grid.

Requests Made by Fundraiser
This section of the Prospect Requests tab displays requests put in by this fundraiser. For example, if Charlie
Autumn requests a prospect, the prospect displays in this section grid on his fundraiser record.

If the fundraiser currently managing the prospect approves the request, the prospect is assigned the requesting
fundraiser and the Status column changes from “Pending” to “Approved.” If the fundraiser currently managing
the prospect denies the request, the prospect is not reassigned and the Status column changes to “Denied.”

Approved requests change all related records and designate the request as “Approved” in the grid.

To delete a request, select the request you want to delete and click Delete selected.

Delete a Prospect Request
To delete a request, from the Request made by fundraiser section on the Prospect Requests tab of the
fundraiser record, select the request you want to delete and click Delete selected.

Grants Tab
From the Grants tab, you can view details about specific grant funding requests the fundraiser has been assigned
to, as well as a summary view of the information.

For information about how to manage grant funding requests, see the Corporate and Foundations Fundraising
Guide.

For information about how to manage grant funding requests, see the Foundations section of the help file.
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Grant Funding Requests
TheGrant funding requests section lists all funding requests on which the fundraiser appears as a manager or
solicitor. If the fundraiser is assigned to more than one role for the request, each role appears in the Fundraiser
role column. You can view the fundraiser’s grant funding requests for all or selected sites and edit specific
request details, such as the status, amount requested, and themanagers or solicitors assigned to the request.
Click Go to to access the funding request, grant program, or grantor associated with an entry.

Grant Funding Request Summary
The Grant funding request summary section provides a quick view of the fundraiser’s funding request and grant
award totals during a selected time period. The grant award submitted and the amount requested may not be
the same, so you can determine if the total amount received is greater or lesser than the total amount of the
associated funding request proposals. Select Include request without a defined date to include funding
requests that do not have a date entered in theDate submitted field.

Manage Contact Report Details
From the Contact Report page, you can manage information related to your interaction with the prospect, as
well as certain details in the prospect plan.

To access a Contact Report, from the Details tab of a prospect plan select a completed step that includes a
contact report. Click Go to contact report to view the report page.

Edit Contact Reports
From the Contact Report page, you can update details about the interaction.

} Edit a contact report

1. From the contact report, click Edit contact report under Tasks. The Edit a contact report screen appears.

Note: For information about how to access a contact report, seeManage Contact Report Details on
page 148.

2. In theObjective field, enter the purpose of the interaction.

3. In theOwner field, select the fundraiser who completed the step.

4. In the Actual date field, enter the date the interaction between the fundraiser and the prospect
occurred.

5. In the Stage field, select at which stage in the plan process the interaction occurred.

6. In the Contact Method field, select the type of interaction that occurred with the prospect.

7. In the Category and Subcategory fields, you can further define the type of contact method used.

8. In the Additional solicitors grid, enter each fundraiser who participated in the interaction.

9. In the Participants grid, enter each participant involved in the interaction.

10. In the Comment field, enter details about the interaction.

11. In theNext step fields, you can update the information for the next scheduled step in themajor giving
plan based on the information you gathered from this interaction.
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12. Click Save. You return to the Contact Report page.

Contact Report Details
From the Details tab, you can capture information about the interaction and further customize the prospect plan
in response to the details you learn about the prospect. In the Comment section, you can update details about
the interaction. In theNext step and progress summary section, you can review the next pending step in the
plan. If no pending steps exist, the next planned step appears. From this section, you can go to the step page,
update information for the step, or review and edit all steps in the plan. If, as a result of the contact, you identify
a new opportunity for the prospect, you can add the opportunity or update the details for opportunities
currently linked to themajor giving plan from theOpportunities section. If you discover that the prospect has an
interest in supporting specific activities, pursuits, or associations, you can enter these in the Funding interests
section. If the purpose of the plan changes based on the information you gather from your interaction with the
prospect, you can update the plan’s objective in the Plan narrative section.

• Contact Reports on page 116

• Edit a Step Screen on page 116

• Edit Steps Screen on page 122

• Add Opportunity on page 86

• Edit Opportunity on page 87

• Funding Interests on page 55

• Edit Narrative on page 82

Documentation
On the Documentation tab, you can add notes to track helpful or interesting information about your records.
You can save links to websites or related materials stored outside of the program. You can also attach items
directly to records. When you attach a file, the program stores a copy in the database.

Attachments
You can attach items to records. When you attach a file, the program stores a copy in the database.

Add Attachments
You can use attachments to track additional details about records. When you attach a file, the program stores a
copy in the database.

} Add an attachment

1. On the Documentation tab of a record, click Add, Attachment. The Add an attachment screen appears.

2. Select an attachment type. Enter the date, title, and author. To search for the attachment, click Choose
file.

3. Click Save. You return to the Documentation tab.

FUNDRAISER 149



Add an Attachment Screen

Screen Item Description

Type
Select the type of attachment. The system administrator configures attachment types. If
you have security rights, click Type to add an attachment type.

Date Enter the date of the attachment.

Title Enter the title, or purpose, of the attachment.

Author To search for the author, click the binoculars. A search screen appears.

File To locate the attachment, click Choose file. To view an attachment, click Open file. To
remove an attachment, click Clear file.

Edit Attachments
On the Documentation tab, you can edit an attachment. You can remove a file and choose a different file. You
can also view an attachment.

} Edit an attachment

1. On the Documentation tab of a record, select an attachment and click Edit. The Edit attachment screen
appears.

2. Make changes as necessary to the attachment type, date, title, or author. To view an attachment, click
Open file To remove an attachment, click Clear file To select a different file, click Choose file.

3. Click Save. You return to the Documentation tab.

Delete Attachments
After you add an attachment to the Documentation tab, you can delete it as necessary.

} Delete an attachment

1. On the Documentation tab of a record, select an attachment and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and the attachment no longer appears.

Media Links
On the Documentation tab, you can save links to websites or related materials stored outside of the program.

Add Media Links
When you add a media link, you enter the website address.

} Add a media link

1. On the Documentation tab of a record, click Add,Media link. The Add a media link screen appears.

2. Select a media link type. Enter the date, title, and author. Enter the URL for a website.

3. Click Save. You return to the Documentation tab.
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Add a Media Link Screen

Screen Item Description

Type
Select the type ofmedia link. The system administrator configures media link types. If
you have security rights, click Type to add a media link type.

Date Enter the date of themedia link.

Title Enter the title, or purpose, of the link.

Author To search for an author, click the binoculars. A search screen appears.

Media URL Enter the URL for a website.

Edit Media Links
You can edit the URL for a website.

} Edit a media link

1. On the Documentation tab of a record, select a media link and click Edit. The Edit media link screen
appears.

2. Make changes as necessary to themedia link type, date, title, or author. You can edit the URL for a
website.

3. Click Save. You return to the Documentation tab.

Delete Media Links
After you add media links to the Documentation tab, you can delete them as necessary.

} Delete a media link

1. On the Documentation tab of a record, select a media link and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and themedia link no longer appears.

Notes
On the Documentation tab, you can add notes to track helpful or interesting information about your records.

Add Notes
On the Documentation tab, you can track notes about your records.

} Add a note

1. On the Documentation tab of a record, click Add, Note. The Add a note screen appears.

2. Select a note type. Enter the date, title, author, and the content of the note.

3. Click Save. You return to the Documentation tab.
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Add a Note Screen

Screen Item Description

Type
Select the type of note. The system administrator configures note types. If you have
security rights, click Type to add a note type.

Date Enter the date of the note.

Title Enter the title, or purpose, of the note.

Author To search for an author, click themagnifying glass. A search screen appears.

Notes Enter the content of the note.

Edit Notes
On the Documentation tab, you can edit notes as necessary.

} Edit a note

1. On the Documentation tab of a record, select a note and click Edit. The Edit note screen appears.

2. Make changes as necessary to the note type, date, title, author, or note content.

3. Click Save. You return to the Documentation tab.

Delete Notes
After you add notes to the Documentation tab, you can delete notes when necessary.

} Delete a note

1. On the Documentation tab of a record, select a note and click Delete. A confirmation message appears.

2. Click Yes. You return to the Documentation tab, and the note no longer appears.

Manage Fundraiser KPIs
Key Performance Indicators (KPIs) enable fundraisers to quickly check their performance. For example, themajor
giving manager wants his fundraisers to keep an eye on their performances based on the dollar amount of each
fundraiser’s “Qualified” gift opportunities. Themanager makes this request to the KPI administrator, who
creates a KPI instance for each fundraiser. Because “Opportunities Amount” is a context-sensitive definition, KPI
links are added to each fundraiser’s record, allowing him easy access to the KPI data.

Depending on the fundraiser’s permissions, a context-sensitive KPI definition adds a KPI Dashboard and a
Manage KPI link to the selected fundraiser’s record. TheManage KPI link appears on all fundraiser records. For
more information about working with KPIs, see the KPI chapter of the Reports and KPIs Guide.

View As Links on the Fundraiser Page
The View as pane on the left side of the fundraiser links you to other areas of the program in which the selected
fundraiser has a record. For example, the Constituent link provides easy access to the fundraiser’s constituent
information such as phone numbers, addresses, spouse name, and other personal data. From the constituent
you can easily return to the fundraiser by clicking the Fundraiser link available in the View as pane on the left
side of the constituent. In addition, if the fundraiser is also a volunteer in your system, a link to his volunteer
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information appears in the View as pane; if the fundraiser is a prospect in your system, a link to his prospect
information appears in the View as pane; etc.

More Information Links on the Fundraiser Page
TheMore information pane on the left side of the fundraiser links you to other program features to which the
fundraiser is connected. For example, if the fundraiser has a donation record in the system, a Giving link
appears, linking you to the fundraiser’s Giving information page; if a KPI has been created for fundraisers, a
Manage KPI link appears; if the fundraiser is also a prospect, you can access the fundraiser’sWealth Information
page.

Import Prospect Manager
You can import prospect manager updates using the Constituent update batch type. Before importing the
prospect manager updates, make sure the prospect manager exists in your database. Also, when setting up your
import process, on the Options tab, select Quick find under Search list fields.

Note: A prospect manager is any constituent assigned the “Fundraiser” constituency code. In addition, the
fundraiser namemust be unique in order for the import to work.
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Wealth information1 is data used to track your constituent’s estimated wealth. Knowing the types and amount
of wealth your constituents possess, allows you to better determine cultivation strategies and determine the
constituent’s giving potential.

1Data used to track your constituent’s estimated wealth. Knowing the types and amount of wealth your
constituents possess, allows you to better determine cultivation strategies and determine the
constituent’s giving potential.
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From a prospect’s wealth details page, you can enter a variety of wealth-related information, such as real estate,
stock, pension, salary. If you subscribe toWealthPoint, the wealth screening solution from Target Analytics, you
can also import allWealthPoint data obtained by Target Analytics.

Tip: TheWealthPoint service helps you identify your best major and planned gift constituents, attract and
retain wealthy donors, maximize gifts, determine the wealth potential of your entire database, set reasonable
campaign goals, and free up staff resources for person-to-person fundraising.

The information on this page is arranged in a series of tabs that categorize the data collected.

• Affiliations tab: Houses information about the prospect's non-profit and foundation affiliations, in addition to
network connections and constituencies1.

• Assets tab: Houses real estate, business, securities, and other asset ownership information, in addition income
and compensation data and wealth indicators2.

• Biographical Information tab: Houses personal information, such as name, marital status, and gender; along
with contact information, relationships, interests, and education.

• Giving tab:

• Wealth Summary tab:

Access a Prospect’s Wealth and Ratings Page
From either a constituent or prospect record, clickWealth and Ratings underMore information. The
constituent’s/prospect’s Wealth and Ratings page displays.

WealthPoint Searches
WhenWealthPoint searches its various data sources for wealth information about your selected constituents,
the constituent fields listed below are used. Accurate and complete information in these fields results in more
comprehensive and reliable search results.

• Constituent’s full name: Any combination. Consider entering middle name information if possible when you
create a constituent record. The suffix field may also prove useful in constituent match process.

• Primary business: Even if you do not know the address, the company namemay prove helpful

• Spouse: Any combination

• Phone numbers

• Address: Used in many matching formulas and required for real estate

• Birth date and spouse birth date

1A constituency defines the affiliation a constituent has with your organization. For example, the con-
stituent may be a volunteer or member. "Volunteer" and "memeber" are common constituent con-
stituencies.
2Other indicators located that tell you something about this constituent's wealth. For example, a mem-
bership in a millionaire club or tax assessor data.
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Obtain Prospect Wealth Information
You can manually enter any wealth information you obtain about a prospect. Manually entering data simply
involves locating theWealth and Ratings page for an existing or a new prospect. This page appears automatically
when you open a prospect record or save a new prospect record.

Warning: TheWealthPoint search option is available for only individual constituents, not organizations.

TheWealth summary grid on this page displays links to all wealth information available. To manually enter data
in any wealth category, click the link. For example, if you have real estate information you want to record, click
the Real estate link in the Assets column.

If you subscribe toWealthPoint, Blackbaud’s wealth screening solution, you can importWealthPoint data.
When importingWealthPoint information, the system does not override any manually entered data you stored
on a given prospect. For example, if you entered real estate information from Mark Adamson and real estate
information is included in theWealthPoint import, whatever information you entered about Mr. Adamson
remains intact after the import. This is also true of any information you manually edited or deleted.

If data is found in aWealthPoint update, the information displays in theWealth summary grid of theWealth
and Ratings page. The Assets rows display the total amount of wealth located for each asset. This amount
displays in the Total identified column. If “$0” is recorded in this column, it means the service located data but
an associated dollar amount did not exist.

In addition, a New icon displays next to theGo to wealth details button anytime data is screened and new
information is located. If you click the drop-down menu in Go to wealth details, the New icon also displays
beside each source for which new data was located. The number in parenthesis designates howmany hits were
found. Click the source to access a page that displays details about the selected data source.
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Warning: The number of prospects included in any group you intend to updatemust be less than or equal to
the number of searches remaining in your organization’sWealthPoint subscription.

Wealth and Ratings Management

Wealth information1 is data used to track your constituent’s estimated wealth. Knowing the types and amount
of wealth your constituents possess, allows you to better determine cultivation strategies and determine the
constituent’s giving potential.

From a prospect’s wealth details page, you can enter a variety of wealth-related information, such as real estate,
stock, pension, salary. If you subscribe toWealthPoint, the wealth screening solution from Target Analytics, you
can also import allWealthPoint data obtained by Target Analytics.

Tip: TheWealthPoint service helps you identify your best major and planned gift constituents, attract and
retain wealthy donors, maximize gifts, determine the wealth potential of your entire database, set reasonable
campaign goals, and free up staff resources for person-to-person fundraising.

The information on this page is arranged in a series of tabs that categorize the data collected.

• Affiliations tab: Houses information about the prospect's non-profit and foundation affiliations, in addition to
network connections and constituencies2.

• Assets tab: Houses real estate, business, securities, and other asset ownership information, in addition income
and compensation data and wealth indicators3.

1Data used to track your constituent’s estimated wealth. Knowing the types and amount of wealth your
constituents possess, allows you to better determine cultivation strategies and determine the
constituent’s giving potential.
2A constituency defines the affiliation a constituent has with your organization. For example, the con-
stituent may be a volunteer or member. "Volunteer" and "memeber" are common constituent con-
stituencies.
3Other indicators located that tell you something about this constituent's wealth. For example, a mem-
bership in a millionaire club or tax assessor data.
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• Biographical Information tab: Houses personal information, such as name, marital status, and gender; along
with contact information, relationships, interests, and education.

• Giving tab:

• Wealth Summary tab:

Disable/Enable Wealth Updates
If your database includes constituents whose wealth information you do not want updated during the
WealthPoint update process, you can disable updates for the selected constituent. Once disabled, the record is
not updated even if it is included in a selection of constituents on which aWealthPoint update is executed.

} Disable Wealth Updates for a selected constituent

1. Select the individual constituent you want to disable.

Note: For information about accessing a prospect, see Prospect Management.

2. From the constituent’s page, in the Tasks pane, click Disable wealth updates. Updates for this
constituent are disabled, and the link changes to read Enable wealth updates.

Note: Click the Enable wealth updates link to allow the constituent to once again receive wealth
updates.

Link Tank
The Link Tank1 window, nested in the right side of theWealth and Ratings page, provides links to popular online
data resources. These resources are popular tools for prospect researchers. Housing the links within the
application gives researchers quick access to sites likeMarketWatch, Guidestar, and InvestorWords. The links
open the web page in a separate window, allowing you to easily toggle between the application and the website.
To toggle the window on and off, click Link Tank above the window on the right side of the page.

Manage Constituent Modeling and Ratings
Data
You can track a constituent’s propensity to give using either theWealthPoint system imported with your
WealthPoint data or your own internal ratings information. This information is stored on the specific constituent
record.

1This window, nested in the right side of the Wealth and Ratings page, provides links to popular online
data resources. These resources are popular tools for prospect researchers. Housing the links within
the application gives researchers quick access to sites like MarketWatch, Guidestar, and
InvestorWords. The links open the web page in a separate window, allowing you to easily toggle
between the application and the website.
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Create Customized Ratings
To create your own ratings system, you must first add “Modeling and Propensity” attribute categories. This is
done through the Attribute Categories feature available in Administration. Once the categories are in place, you
can enter the attribute category, say “Major Gift”, on the constituent record and then assign a rating value,
letting your users knowwhat the chances are for your organization to win a Major Gift from the constituent. If
you imported theWealthPoint system into the application, you can also edit the default entries, to better meet
your specific needs.

} Create Modeling and Propensity attribute categories

1. Click Administration.

2. Under Data on the Administration page, click Attribute categories. The Attribute Categories page
appears.

3. Click Add. The Add attribute category screen appears.

4. Enter a Name for your new attribute category.

5. In the Record type field, select “Modeling and Propensity.”

6. Select a Data type. For example, if you use numbers to rate data, select “Number.”

Note: For detailed instructions about working in Attribute Categories, see the Attribute Categories
chapter in the Administration Guide.

7. Click Save to save the new attribute category and return to the Attribute Categories page. The new
category displays underModeling and Propensity. It also appears as an option on the Add modeling
and propensity attribute screen in theModeling and Propensity Custom Ratings feature. For more
information, see Add Rating Information to Constituent on page 160.

AddRating Information to Constituent
If your organization uses a propensity-to-give ratings model to track constituents and their likeliness to make a
gift, you can enter this information to individual constituent records. The customized ratings are based on
attribute categories. You create attribute categories using Attribute Categories in Administration. Once you
create the attribute category in Administration, you can assign the category and a ratings value using the Add
option available on theModeling and Propensity Attributes page.

For example, your propensity-to-give categories areMajor Gift, Planned Gift, and One-time Gift; and the values
used to rate each category are A1 - highly, A2 - somewhat, A3 - not very, and A4 - not at all. Using Attribute
Categories in Administration you can create attribute categories for Major Gift, Planned Gift, and One-time Gift.
From the constituent’s Modeling and Propensity Attributes page, you can then assign the attribute category and
enter the appropriate rating value: A1 - highly, A2 - somewhat, A3 - not very, and A4 - not at all.

Note: For more information about creating modeling and ratings data, see Create Customized Ratings on page
160.

} Add propensity-to-give rating information to a constituent

1. Open a constituent record. TheWealth and Ratings page appears.

2. In theModeling and Propensity grid, clickManage custom ratings. TheModeling and Propensity
custom ratings page appears.

3. Click Add. The Add modeling and propensity attribute screen appears.
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4. In the Category field, select a ratings category. You create your ratings attribute categories inManage
Attribute Categories in Administration.

Note: For information about creating attributes, see Create Customized Ratings on page 160 or the
Attribute Categories chapter in the Administration Guide. Also, when creating your propensity rating
attribute categories, make sure to select the “Modeling and Propensity” Record type on the Attribute
category screen inManage Attribute Categories.

5. Enter a Value to rate the constituent’s propensity to give. The value allowed is determined by theDate
type associated with the selected attribute category. For example, if the selected Category allows for
“number” data types, only numbers can be entered in the Value field.

6. Enter a Start date for the value. For example, the date the rating information was acquired.

7. If necessary enter an End date for the value. For example if the value is reliable for just one year, enter
the date it will expire.

8. Enter any Comment you want to include with the rating information.

9. Click Save to save the ratings information and return to theModeling and propensity attributes page.
The information you added appears in theModeling and propensity grid.

Edit Rating Information on a Constituent
If your organization uses a propensity-to-give ratings model to track constituents and their likeliness to make a
gift, you can enter this information to individual constituent records. If after entering this information, you
discover changes need to bemade, you can easily enter your edits.

} Edit propensity-to-give rating information on a constituent

For information about using the import/batch functions to run bulk updates, seeModeling and Propensity
Updates through Batch Entry on page 162.

1. Open a constituent record. TheWealth and Ratings page appears.

2. In theModeling and Propensity grid, clickManage custom ratings. TheModeling and Propensity
custom ratings page appears.

3. Select the entry you want to change.

4. Click Edit. The Edit modeling and propensity attribute screen appears.

5. In the Category field, select a ratings category. You create your ratings attribute categories inManage
Attribute Categories in Administration.

Note: For information about creating attributes, see Create Customized Ratings on page 160 or the
Attribute Categories chapter in the Administration Guide. Also, when creating your propensity rating
attribute categories, make sure to select the “Modeling and Propensity” Record type on the Attribute
category screen inManage Attribute Categories.

6. Enter a Value to rate the constituent’s propensity to give.

7. Enter any Comment you want to include with the rating information.

8. Click Save to save the ratings information and return to theModeling and propensity attributes page.
The information you edited appears in theModeling and propensity grid.
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Modeling and Propensity Updates through Batch Entry
Batch Entry allows you to update and add information to your database quickly, without opening each affected
record. There are two ways to use Batch Entry to enter data:

• The Import and Batch Entry functions help you to quickly add information contained in an outside application,
such as Microsoft Excel, to your database (the outside file must be saved as a comma-separated value (*.csv)
file). With Import you can create an import process that generates a batch file containing all information
included in the outside file. From Batch Entry you can then validate and commit the batch file and add or
update information in your database.

For example, you have several revised modeling scores for a group of constituents that you need to import
into the system. After you have your data in a CSV file format, you can import the information into the
database. The import is based on a batch template created in Batch Entry. In the batch template, you select
the batch type and workflow you want used when data is imported.

• If you do not have an import file, but you want to enter updated information quickly, without opening every
record, you can use the batch process. With a batch, the program lists the selected fields (fields included in the
batch template) as fields in a spreadsheet so you can efficiently enter information in the database. Like the
import process, the batch requires a batch template, which specifies the fields to add or update.

Note: For information about working in Batch Entry, see the Batch Entry chapter in Data Management; for
information about working in Import, see the Import chapter in Data Management.

The following Batch type is available when you create a modeling and propensity batch template:

Delete Rating Information from aConstituent
If your organization uses a propensity-to-give ratings model to track constituents and their likeliness to make a
gift, you can enter this information to individual constituent records. If after entering this information, you
discover the information to be no longer valid, you can easily remove it from the constituent.

} Delete propensity-to-give rating information from a constituent

1. Open a constituent record. TheWealth and Ratings page appears.

2. In theModeling and Propensity grid, clickManage custom ratings. TheModeling and Propensity
custom ratings page appears.

3. Select the entry you want to delete.

4. Click Delete. A confirmation screen appears.

5. Click Yes to delete the entry and return to theModeling and propensity attributes page. The information
you deleted no longer appears in the Modeling and propensity grid.

ManageWealth Summary Information
TheWealth summary grid is housed on the constituent’s Wealth and Ratings page. The page appears when you
open a constituent. If you are working in the Constituent or Prospects view, you can access the constituent’s
Wealth and Ratings page by clickingWealth and ratings in theMore information pane.

Note: For a group or household, wealth and ratings information displays on two tabs: Wealth Summary and
Group Member Ratings. TheWealth Summary tab displays both the summarized wealth information of the
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group and the Group wealth capacity information. The summary information is an aggregated summary of the
wealth information found on all individual constituents included in the group or household.

The grid is composed of wealth information gathered on the selected constituent. The information can be
imported from yourWealthPoint service or entered manually from the program.

Links included in the grid take you to specific areas in the program which provide additional information for the
selected asset or indicator. For example, if in the Assets column you click the Real estate link, the constituent’s
Real estate page appears. From this page, you can view, edit, delete, confirm, or add real estate information for
this constituent.

Biographical Information
Warning: Biographical information displays for only individual constituents, not organizations.

The Biographical page on the constituent’s Wealth details page displays information such as name, address,
gender, and birth information. From this page, you can add, edit, delete, reject, and confirm the constituent’s
biographical information. The page also stores information from Marquis Who’s Who imported from
WealthPoint.

TheWho’s Who data source includes detailed biographical information on over 1,000,000 individuals. To obtain
this information, Marquis matches the WealthPoint file against 20 volumes, including all regional publications:
Who’s Who in Finance & Industry, Who’s Who of Emerging Leaders in America, and Who’s Who in America.

At the top of the page, you can filter information to display by selecting a specific Source, Confidence rating, or
Match code.

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about transferring data fromWealthPoint, see Obtain Prospect Wealth Information on page
157.

Add Biographical Information
You can add biographical information to a constituent’s wealth information record by clicking the Add button on
the top of the Biographical page.
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} Add a constituent’s biographical information

1. From the constituent’s Wealth and Ratings page, click Biographical in theWealth summary grid. The
constituent’s Biographical page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. To create a new record, click Add. The Add biographical information screen appears, displaying the Name
& address tab.

The Name& address tab includes name, home address, business address, birth information, and
gender. For more information, see Name and Address Tab on page 165.

3. Select the Bio 1 tab. On the Bio 1 tab, you enter education, personal, and family information about this
constituent. For more information, see Bio 1 Tab on page 165.

4. Select the Bio 2 tab. On the Bio 2 tab, you enter civic, political, religious, and military service information.
For more information, see Bio 2 Tab on page 165.

5. Select the Career tab. On the Career tab enter career, occupation, position, and certification information.
For more information, see Career Tab on page 166.

6. To save your changes and return to the Biographical page, click Save.

Edit Biographical Information
You can edit biographical information in a constituent’s wealth information record, even data imported from
WealthPoint, by clicking the Edit button on the top of the Biographical page.

} Edit a constituent’s Wealth biographical information

1. From the constituent’s Wealth and Ratings page, click Biographical in theWealth summary grid. The
constituent’s Biographical page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the biographical record you want to edit, and click Edit. The Edit biographical
information screen appears, displaying the Name& address tab.

The Name& address tab includes name, home address, business address, birth information, and
gender. You can edit any information contained on this screen. For more information, see Name and
Address Tab on page 165.

3. Select the Bio 1 tab. On the Bio 1 tab, you enter education, personal, family, award, and membership
information about this constituent. For more information, see Bio 1 Tab on page 165.

4. Select the Bio 2 tab. On the Bio 2 tab, you enter civic and military service information. For more
information, see Bio 2 Tab on page 165.

5. Select the Career tab. On the Career tab you enter career, occupation, position, and certification
information. For more information, see Career Tab on page 166.

6. To save your changes and return to the Biographical page, click Save.
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Add Biographical Information Screen
When working in a constituent’s Wealth and Ratings record, you access the constituent’s biographical
information from the Biographical page. This tab also houses Marquis Who’s Who data imported from
WealthPoint. For information about importing data fromWealthPoint, see Obtain Prospect Wealth Information
on page 157.

Name and Address Tab
The Name and address tab houses general information about the constituent: full name, birth date, home
address, business address.

Field Name Field Explanation

Source Source of the biographical information. For example, if the information was
provided by Marquis Who’s Who, the information is entered in this field.

Name Constituent’s full name.

Gender Constituent’s gender.

Birth Date Month, day, and year of constituent’s birth.

Deceased Date Date of constituent’s death, if the record shows he passed away.

Birthplace City and state of constituent’s birth.

Home address frame Constituent’s home address.

Business address
frame Constituent’s business address.

Notes Any additional information associated with the constituent’s wealth
information biography.

Bio 1 Tab
The Bio 1 tab houses education, membership, and personal information about the constituent.

Field Name Field Explanation

Education box Information collected about the constituent’s education.

Personal box Personal information, such as names of parents and job history, collected
about the constituent.

Family box Information collected about the constituent’s family history.

Awards box Information collected about the constituent’s awards (scholarships,
fellowships).

Memberships box Information collected about the constituent’s memberships (Rotary Club,
sorority).

Bio 2 Tab
The Bio 2 tab houses avocation(s)/interests, religious/political affiliations, and civic/military service information
about the constituent.

Field Name Field Explanation

Avocation(s)/Research/
Interests box

Avocation(s), such as reading and writing; research; and general interest
information collected about the constituent.
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Field Name Field Explanation

Political/Religious
affiliations box

The constituent’s affiliation with a specific religion or political party.

Civic/Military service
box

Details about the constituent’s military service and any information collected
about the constituent’s civic duties.

Law box Legal affiliations.

Thoughts on life box The constituent’s theories/thoughts on life.

Career Tab
The Career tab houses information about the constituent’s career/profession.

Field Name Field Explanation

Career box Information collected about the constituent’s professional career.

Occupation box Information collected about the constituent’s occupation, such as the name of
the occupation and duties.

Positions held box Information collected about professional positions held by the constituent.

Certifications box Information collected about any certifications held by the constituent.

Confirm Biographical Information
If your organization confirms a constituents’s biographical information, you can designate this on the
biographical record.

} Confirm constituent’s biographical information

1. From the constituent’s Wealth and Ratings page, click Biographical in theWealth summary grid. The
constituent’s Biographical page appears.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Biographical Information
If while attempting to confirm a constituent’s biographical information, you discover it to be incorrect or
unreliable, you can reject the information. The “Reject” designation helps you keep track of information you do
not want to delete from your system, but you do not feel is entirely accurate.

} Reject constituent biographical information

1. From the constituent’s Wealth and Ratings page, click Biographical in theWealth summary grid. The
constituent’s Biographical page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.
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Click Clear status to remove the icon from the Status column.

Delete Biographical Information
You can permanently remove a constituent’s biographical information record from their Wealth Details screen.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Biographical Information on page 166.

} Delete a constituent’s biographical information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Biographical Information on page
166.

1. From the constituent’s Wealth and Ratings page, click Biographical in theWealth summary grid. The
constituent’s Biographical page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the record you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the record.

Real Estate Information
The Real estate page accessed from the constituent Wealth and Ratings page tracks the constituent’s real estate
holdings. From this page, you can add, edit, delete, reject, and confirm information. The page also stores
information from the CoreLogic Data Services real estate data source imported fromWealthPoint.

Warning: TheWealthPoint search option is available for only individual constituents, not organizations.

At the top of the page, you can filter information to display by selecting a specific Source, Confidence rating, or
Match code (match code is available for individual constituents only, not organizations).

The Details view displays detailed information about the selected real estate record. The information is arranged
in a series of tabs. The tab structure reflects the same structured used to enter the information with a few
additions:

• Property tab: The property address is linked to Zillow.com, which displays a satellite view of the property along
with details about the property and other real estate in that area.

• Assessment tab: A Lookup assessment information link is included. This link opens the Tax Assessor
Database. From this site, you can locate county auditor contact and Website information.

• For information about all fields included on the tabs, see Add Real Estate Information Screen on page 168.

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about transferring data fromWealthPoint, see Obtain Prospect Wealth Information on page
157.
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Add Real Estate Information
You can add real estate information to a constituent by clicking the Add button on the top of the Real estate
page.

} Add a constituent’s real estate information

1. From the constituent’s Wealth and Ratings page, click Real Estate in theWealth summary grid. The
constituent’s Real estate page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Add. The Add real estate information screen appears.

3. Enter the new information. For more information about this screen, see Add Real Estate Information
Screen on page 168.

4. To save your entry and return to the Real estate page, click Save.

Edit Real Estate Information
You can edit real estate information on a constituent, even information imported fromWealthPoint, by clicking
the Edit button on the top of the Real estate page.

} Edit a constituent’s real estate information

1. From the constituent’s Wealth and Ratings page, click Real Estate in theWealth summary grid. The
constituent’s Real estate page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Edit. The Edit real estate information screen appears.

3. Enter the new information. The fields and options included on this screen are the same as those included
on the Add real estate information screen. For more information about these fields and options, see Add
Real Estate Information Screen on page 168.

4. To save your entry and return to the Real estate page, click Save.

Add Real Estate Information Screen
You access constituent real estate information from the Real estate page on theWealth details screen in the
constituent record. The information is arranged in the following tabs:

• Property Tab on page 169

• Assessment Tab on page 169

• Assessment Detail tab on page 170

• Deed tab on page 170

• Mortgage Tab on page 171
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Property Tab
The Property tab houses general information about the real estate, the location of the real estate, and the
assessed and market values of the real estate.

Field
Name Field Explanation

Address,
City, State,
ZIP,

County

Site address of the property.

APN
(Assessor’s
parcel
number)

Serial number assigned to the property.

Owner Name of the constituent.

Care of
name

Name of the individual responsible for the property.

Mailing
address Address of the name entered in the Care of name field..

Reported
values

The reported Sales amount displays in the Value column and the date this amount was
recorded in the Reported date column. The Property valuation is the largest of the
following: property value estimate, assessed amount, market value, sales amount, loan
amount, or second loan amount.

Source Source of the real estate information.

Notes Any additional information about the property.

Assessment Tab

Field Name Field Explanation

Assessee #1
name

Assessed owner as of the Lien date. This is the name exactly as shown in the current
Assessor’s Tax Roll..

Assessee #2
name

This name varies from county to county. It contains any additional assessed owner
namewhen provided separately by the county. DBA names are preceded with indicator
of “dba.”

Care of name If a C/O name is included in the assessment record, it is recorded here.

Assessee
address

Any address information associated with the assessee is recorded here.

Recording
date Date of themost recent sale as listed on the county tax/assessment roll.

Document
type

County description of the document type for most recent sale.

Tape cut date Date sale was recorded.

Sales price Price paid by the current owner of the property as listed on the county tax/assessment
roll.
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Field Name Field Explanation

Sales price
indicator

Identifies the sales price indicator: full amount, assessor qualified, partial amount, etc.

Assessed
value year

Year property was assessed.

Assessed
improvement
value

Value attached to any structures or improvements made to the property in the last
assessed year.

Assessed
land value

Value attached to land alone in the last assessed year.

Total
assessed
value

Total assessed value of property (includes improvements and land).

Market value
year

Year property market value was assigned.

Market
improvement
value

Market value attached to any structures or improvements made to the property.

Market land
value

Market value attached to land alone.

Total market
value

Total market value of property (includes improvements and land).

Assessment Detail tab
This tab houses property specifications - number of rooms, size, year built, heating and cooling information.

Deed tab
This tab houses ownership and property description information.

Field
Name Field Explanation

Buyer #1
name/Buy
#2 name

Identifies buyers listed on the deed.

Buyer
vesting

Indicates how the buyers took title to the subject property: community property, estate,
family trust, etc.

Care of
name

If a C/O name is included in the deed, it is recorded here.

Buyer
address

Address recorded for the buyer.

Seller #1
name
/Seller #2
name

Identifies sellers included on the deed.

Seller Address recorded for the seller.
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Field
Name Field Explanation

address

Recording
date

Date the parties record the deed. Post dates the recording date.

Document
type

Indicates the deed document type: affidavit, conservator’s deed, contract of sale, etc.

Date of
contract

The date the document was executed by the parties. This pre-dates the recording date.

Sale price Amount paid for property by current owner.

Loan
amount

Total amount borrowed to purchase the property.

Loan type Indicates the type of loan: cash, FHA, land contract, etc.

Type of
financing

Indicates financing: adjustable rate, fixed rate, other.

Due date Date the first trust deed will be paid in full.

Lender
name

Name of the beneficiary to the first trust deed (mortgage). When more that one lender is
reported, only the first lender included on the document is entered. If a Trust, along with
Trustees appear as Lender, then the Trust Name is entered.

Title
company

Name of title company which issues the certificate of title insurance.
This information is taken from the Deed and/or Trust Deed.

Legal
property
description

Legal description of the property, which includes property use, lot code and number,
block, unit number, city/township, subdivision, and a brief description.

Mortgage Tab
This tab tracks mortgage information associated with the property. It records data for up to two mortgages.

Field Name Field Explanation

Recording date Date the parties record themortgage.

Borrower #1
name/Borrower
#2 name

Borrowers associated with themortgage.

Borrower
vesting

Tracks vesting of borrowers. For example, John Smith and Jane Smith, Husband and
Wife, as Joints Tenants with rights of survivorship.

Borrower
address

Address information associated with the borrowers.

Loan amount Total amount borrowed to purchase the property.

Loan type Indicates the type of loan: cash, FHA, land contract, etc.

Type of
financing

Indicates financing: adjustable rate, fixed rate, other.

Date of
contract

The date the document was executed by the parties. This pre-dates the recording
date.
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Field Name Field Explanation

Due date Date the first trust deed will be paid in full.

Lender name
Name of the beneficiary to the first trust deed (mortgage). When more that one
lender is reported, only the first lender included on the document is entered. If a
Trust, along with Trustees appear as Lender, then the Trust Name is entered.

Confirm Real Estate Information
If your organization internally confirms a constituents’s real estate information, you can track this on the Real
estate page.

} Confirm a constituent’s real estate information

1. From the constituent’s Wealth and Ratings page, click Real Estate in theWealth summary grid. The
constituent’s Real estate page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Real Estate Information
If while attempting to confirm a constituent’s real estate information, you discover it to be incorrect or
unreliable, you can reject the information. The “Reject” designation helps you keep track of information you do
not want to delete from your system, but you do not feel is entirely accurate.

} Reject constituent real estate information

1. From the constituent’s Wealth and Ratings page, click Real Estate in theWealth summary grid. The
constituent’s Real estate page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column.

Delete Real Estate Information
You can permanently remove selected real estate information from your constituent.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Real Estate Information on page 172.
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} Delete a constituent’s real estate information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Real Estate Information on page
172.

1. From the constituent’s Wealth and Ratings page, click Real Estate in theWealth summary grid. The
constituent’s Real estate page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the entry.

Access Yahoo! Real Estate Website
You can access the Yahoo! Real EstateWebsite from the Real Estate page.

} Access the Yahoo! Real Estate Website from the Real Estate page

1. From theWealth and Ratings screen in the prospect record, clickWealth details in theMore
information pane on the left side of the page. The prospect’s Biographical page appears.

Note: For information about accessing Wealth and Ratings, seeManageWealth Summary Information
on page 162.

2. In theMore information pane, click Real Estate. The Real Estate page appears.

3. On the action bar, click Yahoo! real estate. The Yahoo! Real EstateWebsite opens.

Business Ownership Information
Bus

Warning: WealthPoint search is available for only individual constituents, not organizations.

WealthPoint leverages three files from D&B to provide you with data about the constituent’s employer,
position, career history, and compensation.

• Private Company Stock Ownership: This provides stock ownership information about private companies. With
this information, you can see howmuch of a business your potential donor owns.

• Management Biographies: This source provides career history, compensation data, and stock information on
more than 1,000,000 executives.

• Executives at Home: Private company owners and professionals make up over 75% of all millionaires. The
Executives at Home file provides access to the names and addresses of 8,000,000 executives.

At the top of the page, you can filter information to display by selecting a specific Source, Confidence rating, or
Match code (match code is available for individual constituents only, not organizations).

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about importing data fromWealthPoint, see Obtain Prospect Wealth Information on page 157.
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Add Business Ownership Information
You can add business ownership information, such as company name, address, and stock information to a
constituent’s wealth information record by clicking the Add button on the top of the constituent’s Business
Ownership page.

} Add a constituent’s business ownership information

1. From the constituent’s Wealth and Ratings page, click Business ownership in theWealth summary grid.
The constituent’s Business ownership page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Add. The Add business ownership information screen appears displaying the Company tab.

3. Enter the new information. For more information about this screen, see Add Business Ownership
Information Screen on page 174.

4. To save your entry and return to the Business Ownership page, click Save.

Add Business Ownership Information Screen
You access constituent business ownership information from the Business ownership link on theWealth and
Ratings screen in the constituent record.

• Company Tab on page 175

• Biographies Tab on page 175

• Valuation Tab (Individual constituents, not organizations) on page 176

• Ownership Tab on page 176
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Company Tab

Field Name Field Explanation

Source Source of the business ownership information.

Company Name of the company associated with the constituent.

Trade name Also known as the business name, the trade name is the name under which a
business trades for commercial purposes.

Description Company’s primary line of business.

Company address,
city, State, ZIP

Company’s address information.

Year started Year the company started.

# of employees Number of individuals employed by the company.

Held Identifies the company as privately or publicly held.

Phone Company’s telephone number.

Mailing address, city,
State, ZIP

The address used for business mail.

Name Name of owner (individual constituents only).

Job title Title in company (individual constituents only).

% ownership What percentage of the company this constituent owns.

Ownership value Monetary value associated with this constituent’s ownership.

Home address, city,
State, ZIP

Owner’s home address (individual constituents only).

Year of birth Owner’s birth date (individual constituents only).

Gender Owner’s gender (individual constituents only).

Biographies Tab
This tab houses biographical information about key officers in the company.
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Valuation Tab (Individual constituents, not organizations)

Field
Name Field Explanation

DUNS The D&B DUNS number is a unique nine-digit identification sequence that provides unique
identifiers of single business entities.

SIC code
used

The SIC code used in the Valuation. The application searches all six codes and the first code
located with a corresponding Ratio is used in determining the Valuation entry. For exam-
ple, if SIC code 1 has a 0.00 Ratio and SIC code 2 a 0.789 Ratio, SIC code 2 is used.

Sales Annual sales as reported by the company.

Ratio used The ratio used in the Valuation. The application searches all Ratio columns and the first
column located with an entry is used in determining the Valuation entry.

Valuation

A calculation that takes the Sales information from the D&B record multiplied by the IBA
Market data ratio for privately held companies. The application looks at each Ratio column
available for the business record, and selects the first column with a valid entry. This entry
is used to determine the valuation.

SIC
Code/Ratio

Standard Industrial Classification (SIC) codes are four digit numerical codes assigned by the
U.S. government to business establishments to identify the primary business of the
establishment. The first two digits of the code identify themajor industry group, the third
digit identifies the industry group and the fourth digit identifies the industry.

Note: SIC Code, calculated average Price/Revenue Ratio and calculated average Discretionary Earnings to
Revenue Ratio, both based on IBAMarket data ©. This material is used by permission of the Institute of
Business Appraisers.

Ownership Tab
This tab lists any other owners of the business along with theirName, % ownership and Ownership value. It
also displays any notes about the ownership.

Edit Business Ownership Information
You can edit professional information stored on the constituent, such as employer, career history, and
compensation, even information imported fromWealthPoint, by clicking the Edit button on the top of the
Business Ownership page.

} Edit a constituent’s professional information

1. From the constituent’s Wealth and Ratings page, click Business ownership in theWealth summary grid.
The constituent’s Business ownership page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to edit.

3. Click Edit. The Edit business ownership information screen appears.

4. Enter the new information. The fields and options included on this screen are the same as those included
on the Add business ownership information screen. For more information about these fields and
options, see Add Business Ownership Information Screen on page 174.

5. To save your entry and return to the Business Ownership page, click Save.
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Confirm Business Ownership Information
If your organization internally confirms a constituents’s business ownership information, you can track this on
the Business Ownership page.

} Confirm a constituent’s business ownership information

1. From the constituent’s Wealth and Ratings page, click Business ownership in theWealth summary grid.
The constituent’s Business ownership page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Business Ownership Information
If while attempting to confirm a constituent’s business ownership information, you discover it to be unreliable
and you want the information designated as such on the constituent, you can reject the business ownership
information.

} Reject constituent business ownership information

1. From the constituent’s Wealth and Ratings page, click Business ownership in theWealth summary grid.
The constituent’s Business ownership page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column.

Delete Business Ownership Information
You can permanently remove selected business ownership information from your constituent.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Business Ownership Information on page 177.

} Delete a constituent’s business ownership information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Business Ownership Information
on page 177.
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1. From the constituent’s Wealth and Ratings page, click Business ownership in theWealth summary grid.
The constituent’s Business ownership page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the entry.

Securities
The Securities page on the constituent tracks the constituent’s stock holdings. From this page, you can add, edit,
delete, confirm, and reject information. The page also stores information from Thomson Financial imported from
WealthPoint.

Warning: TheWealthPoint search option is available for only individual constituents, not organizations.

The SEC Stock Information by Thomson Financial file includes stockholding information on public company
officers, directors, and major shareholders. You are provided with the latest holdings, stock type, and type of
ownership.

In addition, Target Analytics obtains stock prices from BATS Exchange, a securities trading company that
provides up-to-date trade information at the close of each trading day. This updated data is reflected in the
application whenever a newwealth search returns security information or a security transaction updates
through a Data Refresh. The new price is included in theDirect holdings value and Indirect holdings value
columns displayed on the Securities page. It is also included in the price information displayed in theDetails pane
of the Securities page.

Warning: Be aware, when creating a query that requires any of theHoldings fields included on the Add/Edit
securities screen for an organization constituent, the organization Holding fields in Querymap to the individual
constituent Holdings fields. For example, if you want to include Last retrieved price from your organization
constituents, in Query you select Direct holding last retrieved price. The related fields are as follows: Last
retrieved price -> Direct holdings last retrieved price; Last retrieved price date -> Direct holdings last transaction
date; Quantity held -> Direct holdings quantity held; Total value ->Direct holdings value.

At the top of the page, you can filter information to display by selecting a specific Source, Confidence rating, or
Match code (match code is available for individual constituents only, not organizations).

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about importing data fromWealthPoint, see Obtain Prospect Wealth Information on page 157.

Add Securities Information
You can add stockholding information to a constituent by clicking the Add button on the top of the Securities
page.

} Add a constituent’s stockholding information

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.
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2. Click Add. The Add Securities screen appears.

3. Enter the new information. For more information about this screen, see Add Securities Screen on page
179.

4. To save your entry and return to the Securities page, click Save.

Add Securities Screen
You access constituent stockholding information from the Securities page on the constituent. This information is
housed in the following sections.

• Fields Tab (Individual constituents only, not organizations) on page 179

• Transactions Tab (Individual constituents only, not organizations) on page 179

• Add Securities Screen (Organization constituents only, not individuals) on page 180

Fields Tab (Individual constituents only, not organizations)

Field Name Field Explanation

Name Name listed as the owner of the stock.

Filer ID Enter the filer ID number.

Relationship Constituent’s relationship to the company.

Symbol

Ticker symbol is an abbreviation used to identify a security. The ticker symbols for stocks
trading on the NYSE or AMEX have one to three letters. NASDAQ stock ticker symbols can
consist of four or five letters. If this field is blank, the company may no longer be publicly
held.

Issuer name Name of the company in which the constituent owns stock.

Cusip
CUSIP stands for Committee on Uniform Securities Identification Procedures. A CUSIP
number identifies most securities, including stocks of all registered U.S. and Canadian
companies, and U.S. government and municipal bonds.

Direct

This row displays information about stock directly held by the constituent. Date - Date of
last action; Quantity - number of shares directly held by the constituent; Price -
approximate current share price of the stock; Value - product of the share price
multiplied by the number of shares.

Indirect

This row displays information about stock indirectly held by the constituent. For
example, the stock may be in the constituent’s wife’s name. Date - Date of last action;
Quantity - number of shares indirectly held by the constituent; Price - approximate
current share price of the stock; Value - product of the share pricemultiplied by the
number of shares.

Source Source of the stock information.

Notes Enter any additional information about the security.

Transactions Tab (Individual constituents only, not organizations)

Field Name Field Explanation

Quantity Number of shares held.
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Field Name Field Explanation

Transaction date Date the security transaction took place.

Share price Share price as located by Thomson.

Ownership type Type of ownership.

Transaction description Brief description of the transaction.

Transaction value The proceeds or costs resulting from the transaction.

Add Securities Screen (Organization constituents only, not individuals)

Field Name Field Explanation

Source Source of the stock information.

Symbol

Ticker symbol is an abbreviation used to identify a security. The ticker symbols for stocks
trading on the NYSE or AMEX have one to three letters. NASDAQ stock ticker symbols can
consist of four or five letters. If this field is blank, the company may no longer be publicly
held.

Issuer
name

Name of the company in which the constituent owns stock.

Holdings
information

Details about the stock holdings, such as the quantity of shares held, total value, last
retrieved price information, and more.

Notes Enter any additional information about the security.

Edit Securities Information
You can edit prospect, security, holdings, and properties information, including information imported from
WealthPoint, by clicking the Edit button on the top of the Securities page. You cannot, however, edit transaction
information from this button.

You change transaction information from the transactions page, accessed by clicking theGo to transactions
button on the Securities page. For more information, see Transaction Page on page 205.

} Edit a constituent’s stockholding information

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to edit.

3. Click Edit. The Edit securities screen appears.

4. Enter the new information. The fields and options included on this screen are the same as those included
on the Add securities screen. For more information about these fields and options, see Add Securities
Screen on page 179.

5. To save your entry and return to the Securities page, click Save.
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Confirm Securities Information
If your organization internally confirms a constituents’s stockholding information, you can track this on the
Securities page.

} Confirm a constituent’s stockholding information

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Go to Transaction
From the Securities page, you can easily access specific transaction information. Once on the transaction page,
you can also add, edit, and delete transactions.

} Access constituent stockholding transaction information

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry for which you want to view transaction information.

3. On the action bar, click Go to transaction. The transaction page appears. For more information, see
Transaction Page on page 205.

Reject Securities Information
If while attempting to confirm a constituent’s stockholding information, you discover it to be unreliable and you
want the information designated as such on the constituent, you can reject the securities information without
removing it from your system.

} Reject constituent stockholding information

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column.
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Delete Securities Information
You can permanently remove selected stockholding information from your constituent.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Securities Information on page 181.

} Delete a constituent’s stockholding information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Securities Information on page
181.

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the entry.

Access Yahoo! Finance Website
You can access the Yahoo! FinanceWebsite from the Securities page.

} Access the Yahoo! Finance Website from the Securities page

1. From theWealth and Ratings screen in the prospect record, clickWealth details in theMore
information pane on the left side of the page. The prospect’s Biographical page appears.

Note: For information about accessing Wealth and Ratings, seeManageWealth Summary Information
on page 162.

2. In theMore information pane, click Securities. The Securities page appears.

3. On the action bar, click Yahoo! finance. The Yahoo! FinanceWebsite opens.

Income/Compensation
The Income/Compensation page on a constituent tracks the constituent’s salary, bonuses, stock options, etc.
From this page, you can add, edit, delete, confirm, and reject the constituent’s income and compensation
information. The page also stores information from MarketGuide by Reuters imported fromWealthPoint.

Warning: Income/Compensation information displays for only individual constituents, not organizations.

MarketGuide by Reuters provides comprehensive biographical and financial information on officers and directors
of over 20,000 companies worldwide. Insider data includes officer and board of director names, biographies,
compensation, and stock options for over 9,000 U.S. public companies.
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At the top of the page, you can filter information to display by selecting a specific Source, Confidence rating, or
Match code.

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about importing data from WealthPoint, see Obtain Prospect Wealth Information on page 157.

Add Income and Compensation Information
You can add income and compensation information to a constituent by clicking the Add button on the top of the
Income/Compensation page.

} Add a constituent’s income and compensation information

1. From the constituent’s Wealth and Ratings page, click Income/compensation in theWealth summary
grid. The constituent’s Income/compensation page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Add. The Add income/compensation information screen appears.

3. Enter the income/compensation information. For more information about this screen, see Add
Income/Compensation Information Screen on page 183.

4. To save your entry and return to the Income/Compensation page, click Save.

Add Income/Compensation Information Screen
You access constituent income/compensation information from the Income/Compensation page on the
constituent.

Field Name Field Explanation

Source Source of the income/compensation information.

Company Name of the company with which the constituent is associated.

Symbol

Ticker symbol is an abbreviation used to identify a security. The ticker symbols
for stocks trading on the NYSE or AMEX have one to three letters. NASDAQ
stock ticker symbols can consist of four or five letters. If this field is blank, the
company may no longer be publicly held.

Name Constituent’s name as listed on the proxy statement.

Job title Constituent’s title in the corporation.

Officer/Director If the constituent holds an officer’s title (CEO) or a director’s title (Active
Director of the board).

Officer Start If the constituent is an officer, this field displays his start date.

Director Start If the constituent is a director, this field displays his start date.

Age Constituent’s age.

Compensation frame

Displays information about any compensation the constituent received as a
result of his position in the company: Year - Year compensation received; Salary
- Amount of compensation classified as salary; Bonus - Amount of
compensation classified as bonus; Other Short Term - Amount of any short
term compensation (company car); Other Long Term - Amount of any long
term compensation.
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Field Name Field Explanation

Options frame

Displays information about any options exercised by the constituent: Exercised
- Value of any options exercised in the reporting year; Unexercised - Value of
options available but not yet exercised by the constituent in the reporting year;
Unexerciseable - Value of options granted but not vested as of reporting year.

Biography Information about the constituent provided by the reporting company.

Notes Enter any notes associated with the data source information.

Edit Income and Compensation Information
You can edit income and compensation information on a constituent, even data imported fromWealthPoint, by
clicking the Edit button on the top of the Income/Compensation page.

} Edit a constituent’s income and compensation information

1. From the constituent’s Wealth and Ratings page, click Income/compensation in theWealth summary
grid. The constituent’s Income/compensation page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to edit.

3. Click Edit. The Edit income/compensation information screen appears.

4. Enter the income/compensation information. The fields and options included on this screen are the
same as those included on the Add income/compensation information screen. For more information
about these, see Add Income/Compensation Information Screen on page 183.

5. To save your entry and return to the Income/Compensation page, click Save.

Confirm Income and Compensation Information
If your organization internally confirms a constituents’s income and compensation information, you can track
this on the Income/Compensation page.

} Confirm a constituent’s income and compensation information

1. From the constituent’s Wealth and Ratings page, click Income/compensation in theWealth summary
grid. The constituent’s Income/compensation page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Income/Compensation Information
If while attempting to confirm a constituent’s income and compensation information, you discover it to be
unreliable and you want the information designated as such on the constituent, you can reject the information
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without removing it from your system.

} Reject constituent income and compensation information

1. From the constituent’s Wealth and Ratings page, click Income/compensation in theWealth summary
grid. The constituent’s Income/compensation page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column.

Delete Income and Compensation Information
Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Income/Compensation
Information on page 184.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Income/Compensation Information on page 184.

} Delete a constituent’s income and compensation information

1. From the constituent’s Wealth and Ratings page, click Income/compensation in theWealth summary
grid. The constituent’s Income/compensation page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Delete to remove the entry.

Affluence Indicators
The Affluence indicators page on the constituent tracks the constituent’s general wealth indicators. For example,
the presence of luxury items like luxury automobiles, yachts, and private planes, or a high-balance personal
retirement (Keogh) plan indicate wealth. From this page, you can add, edit, delete, confirm, and reject the
constituent’s wealth indicator information. The page also stores information from Larkspur imported from
WealthPoint.

Warning: Affluence Indicator information displays for only individual constituents, not organizations.

Larkspur compiles wealth indicators from over 70 different data sources, and isolates 3.4million high net-worth
individuals nationwide.

At the top of the page, you can filter information to display by selecting a specific Source, Confidence rating, or
Match code.
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Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about importing data fromWealthPoint, see Obtain Prospect Wealth Information on page 157.

Add Affluence Indicators
You can add wealth indicator information to a constituent by clicking the Add button on the top of the Affluence
indicators page.

} Add a constituent’s wealth indicator information

1. From the constituent’s Wealth and Ratings page, click Affluence indicator in theWealth summary grid.
The constituent’s Affluence indicator page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Add. The Add affluence indicator information screen appears.

3. Enter the new information. For more information about this screen, see Add Affluence Indicator
Information Screen on page 186.

4. To save your entry and return to the Affluence indicators page, click Save.

Add Affluence Indicator Information Screen
You access constituent affluence indicator information from the Affluence indicators page on the constituent.

• Personal Tab on page 186

• Contact Tab on page 187

Personal Tab

Field Name Field Explanation

Source Source of the information.

Name/Gender/Age/Marital
Status/Children

Basic personal information about the constituent.

Job title Constituent’s professional title - CEO of XYZ Corporation.

Millionaire code Information contained in this field varies. It may include a wealth
designation, such as “millionaire”; it often includes a salary range.

Income Constituent’s annual income.

Donor type Type of causes to which the constituent likes to give - political, religious.

Contributor type Types of cause to which the constituent likes to give - liberal, conservative.

Political
affiliation/Religious
affiliation/Ethnicity

Basic personal information about the constituent’s political and religious
affiliations and ethnicity association.

Wealth indicators

This field displays information on the investment habits of your
constituent. The investment information offered is almost entirely self-
reported, taken from a variety of sources, including surveys and mail-in
response cards. Other information is inferred from subscriptions to
different publications, memberships in certain organizations, or requests
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Field Name Field Explanation

for information on specific topics.

Notes Enter any notes associated with the data source information.

Contact Tab
This tab tracks the constituent’s general contact information - address, phone, company.

Edit Affluence Indicator Information
You can edit wealth indicator information on a constituent, even data imported fromWealthPoint, by clicking
the Edit button on the top of the Affluence indicators page.

} Edit a constituent’s wealth indicator information

1. From the constituent’s Wealth and Ratings page, click Affluence indicator in theWealth summary grid.
The constituent’s Affluence indicator page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to edit.

3. Click Edit. The Edit affluence indicator information screen appears.

4. Enter the new information. The fields and options included on this screen are the same as those on the
Add affluence indicator information screen. For more information about these fields and options, see
Add Affluence Indicator Information Screen on page 186.

5. To save your entry and return to the Affluence indicators page, click Save.

Confirm Affluence Indicator Information
If your organization internally confirms a constituents’s wealth indicator information, you can track this on the
Affluence indicators page.

} Confirm a constituent’s wealth indicator information

1. From the constituent’s Wealth and Ratings page, click Affluence indicator in theWealth summary grid.
The constituent’s Affluence indicator page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Affluence Indicator Information
If while attempting to confirm a constituent’s affluence indicator information, you discover it to be unreliable and
you want the information designated as such on the constituent, you can reject the information without
removing it from your system.

WEALTH AND RATINGS MANAGEMENT 187



} Reject constituent affluence indicator information

1. From the constituent’s Wealth and Ratings page, click Affluence indicator in theWealth summary grid.
The constituent’s Affluence indicator page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column.

Delete Affluence Indicator Information
You can permanently remove selected affluence indicator information from your constituent.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Affluence Indicator Information on page 187.

} Delete a constituent’s affluence indicator information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Affluence Indicator Information on
page 187.

1. From the constituent’s Wealth and Ratings page, click Affluence indicator in theWealth summary grid.
The constituent’s Affluence indicator page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the entry.

Nonprofit Affiliations Information
The Nonprofit affiliations page on the constituent tracks the constituent’s relationship with nonprofit
organizations. From this page, you can add, edit, delete, confirm, and reject information. The page also stores
information from GuideStar.com imported fromWealthPoint.

Warning: TheWealthPoint search option is available for only individual constituents, not organizations.

GuideStar scans the names of 220,000 nonprofit board members and executives from 275,000 organizations and
extracts information such as nonprofit organization name, affiliation, and address of the donor.

• The top of the page displays the number of Identified organizations, the number of Confirmed organizations
and the compensation values associated with each.
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• At the top of theNonprofit affiliations section, you can filter information to display by selecting a specific
Source, Confidence rating, orMatch code (match code is available for individual constituents only, not
organizations).

• The grid in theNonprofit affiliations section displays details about the nonprofit’s associated with the
prospect, such as confidence ratings, organization name, match code information, and more.

• To view additional details, select a nonprofit in theNonprofit affiliations grid and click Show details. A details
window opens at the bottom of the page.

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about importing data fromWealthPoint, see Obtain Prospect Wealth Information on page 157.

Add Nonprofit Affiliation Information Screen
You access constituent nonprofit affiliation information screen from the Nonprofit affiliations page on the
constituent.

Field Name Field Explanation

Source Source of the nonprofit affiliation information.

Organization Name of the nonprofit organization with which the constituent has an
officer/director relationship.

Description A description of the nonprofit.

Address, City, State,
ZIP

Nonprofit organization’s address information.

EIN The constituent’s employer identification number.

Revenue Revenue generated by nonprofit.

Total assets Fair market value of all nonprofit’s assets.

Phone Nonprofit organization’s phone number.

Website Nonprofit’s Website address.

Org. form year The year entered on the nonprofit affiliation forms (used to retain 501(c)(3)
status).

Ruling year The year that the IRS granted an organization 501(c)(3) status.

Name Constituent’s name.

Location city,
Location state, and
Location ZIP

The affiliated constituent’s location information.

Job title Constituent’s title with the nonprofit organization.

Salary Salary amount the nonprofit pays the constituent.

Form year The year the constituent’s affiliation with the nonprofit started.

Notes Enter any notes associated with the data source information.

Confirm Other Asset Information
If your organization internally confirms a constituents’s other asset information, you can track this on the Other
Asset tab.
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} Confirm a constituent’s nonprofit affiliation information

1. From the constituent’s Wealth and Ratings page, click Nonprofit affiliation in theWealth summary
grid. The constituent’s Nonprofit affiliation page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Nonprofit Affiliation Information
If while attempting to confirm a constituent’s nonprofit affiliation information, you discover it to be unreliable
and you want the information designated as such on the constituent, you can reject the information without
removing it from your system.

} Reject constituent nonprofit affiliation information

1. From the constituent’s Wealth and Ratings page, click Nonprofit affiliation in theWealth summary
grid. The constituent’s Nonprofit affiliation page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column.

Delete Nonprofit Affiliation Information
You can permanently remove selected nonprofit affiliation information from yourWealth and Ratings screen.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Nonprofit Affiliation Information on page 190.

} Delete a constituent’s nonprofit affiliation information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Nonprofit Affiliation Information
on page 190.

1. From the constituent’s Wealth and Ratings page, click Nonprofit affiliation in theWealth summary
grid. The constituent’s Nonprofit affiliation page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to remove.
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3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the entry.

Access GuideStar Website
You can access the GuideStar Website from the Nonprofit Affiliation page.

} Access the GuideStar Website from the Nonprofit Affiliation page

1. From theWealth and Ratings screen in the prospect record, clickWealth details in theMore
information pane on the left side of the page. The prospect’s Biographical page appears.

Note: For information about accessing Wealth and Ratings, seeManageWealth Summary Information
on page 162.

2. In theMore information pane, click Nonprofit Affiliation. The Nonprofit Affiliation page appears.

3. On the action bar, click GuideStar. The GuideStar Website opens.

Private Foundations
GuideStar.com information includes the foundation name and address and total assets (fair market value) along
with the constituent's title and compensation.

Warning: TheWealthPoint search option is available for only individual constituents, not organizations.

The Private foundations page on the constituent tracks the constituent’s association with any nonprofit
foundations. From this page, you can add, edit, delete, confirm, and reject the constituent’s private foundation
information. The page also stores information from GuideStar.com imported fromWealthPoint.

• The top of the page displays the number of Identified organizations, the number of Confirmed organizations
and the compensation values associated with each.

• At the top of the Private foundations section, you can filter information to display by selecting a specific
Source, Confidence rating, orMatch code (match code is available for individual constituents only, not
organizations).

• The grid in the Private foundations section displays details about the foundations associated with the
prospect, such as confidence ratings, organization name, fair market asset value, match code information, and
more.

• To view additional details, select a foundation in the Private foundations grid and click Show details. A details
window opens at the bottom of the page. A link to the foundation’s Website is included in this view.

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about importing data fromWealthPoint, see Obtain Prospect Wealth Information on page 157.

Add Private Foundation Information
You can add private foundation information to a constituent by clicking the Add button on the top of the Private
Foundations page.

} Add constituent private foundations information

1. From the constituent’s Wealth and Ratings page, click Private foundations in theWealth summary grid.
The constituent’s Private foundations page appears.
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Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Add. The Add private foundation information screen appears.

3. Enter the private foundation information. For more information about this screen, see Add Private
Foundation Information Screen on page 192.

4. To save your entry and return to the Private Foundations page, click Save.

Add Private Foundation Information Screen
You access constituent private foundation information from the Private foundations page on the constituent.

Field Name Field Explanation

Source Source of the foundation affiliation information.

Organization Name of the foundation with which the constituent has a relationship.

Description A description of the private foundation.

Address, City, State,
ZIP

Foundation’s address information.

EIN The constituent’s employer identification number.

Total assets Fair market value of all foundation’s assets.

Fair market value
assets

Amount the foundation could obtain by selling its assets.

Phone Foundation’s phone number.

Website Foundation’s Website address.

Org. form year The year entered on the foundation forms (used to retain 501(c)(3) status).

Ruling year The year that the IRS granted an organization 501(c)(3) status.

Name Constituent’s name.

Location city,
Location state, and
Location ZIP

The affiliated constituent’s location information.

Job title Constituent’s title with the foundation.

Compensation Salary amount the foundation pays the constituent.

Form year The year the constituent’s affiliation with the foundation started.

Notes Enter any notes associated with the data source information.

Edit Private Foundation Information
You can edit private foundation information, even data imported fromWealthPoint, by clicking the Edit button
on the top of the Private Foundations page.

} Edit constituent private foundations information

1. From the constituent’s Wealth and Ratings page, click Private foundations in theWealth summary grid.
The constituent’s Private foundations page appears.
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Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to edit.

3. Click Edit. The Edit private foundations screen appears.

4. Enter the private foundation information. The fields and options included on this screen are the same as
those on the Add private foundation screen. For more information about these fields and options, see
Add Private Foundation Information Screen on page 192.

5. To save your entry and return to the Private Foundations page, click Save.

Confirm Private Foundation Information
If your organization internally confirms a constituents’s private foundation information, you can track this on the
Private Foundations page.

} Confirm a constituent’s private foundation information

1. From the constituent’s Wealth and Ratings page, click Private foundations in theWealth summary grid.
The constituent’s Private foundations page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Private Foundation Information
If while attempting to confirm a constituent’s private foundation information, you discover it to be unreliable
and you want the information designated as such on the constituent, you can reject the information without
removing it from your system.

} Reject constituent private foundation information

1. From the constituent’s Wealth and Ratings page, click Private foundations in theWealth summary grid.
The constituent’s Private foundations page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column and return the status to “Unconfirmed”.

Delete Private Foundation Information
You can permanently remove selected private foundation information from your constituent.
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Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Private Foundation Information on page 193.

} Delete a constituent’s private foundation information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Private Foundation Information on
page 193.

1. From the constituent’s Wealth and Ratings page, click Private foundations in theWealth summary grid.
The constituent’s Private foundations page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the record you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the record.

Access GuideStar Website
You can access the GuideStar Website from the Private Foundations page.

} Access the GuideStar Website from the Private Foundations page

1. From theWealth and Ratings screen in the prospect record, clickWealth details in theMore
information pane on the left side of the page. The prospect’s Biographical page appears.

Note: For information about accessing Wealth and Ratings, seeManageWealth Summary Information
on page 162.

2. In theMore information pane, click Private foundations. The Private Foundations page appears.

3. On the action bar, click GuideStar. The GuideStar Website opens.

Philanthropic Gift Information
The Philanthropic gifts page on the constituent tracks the constituent’s donations to other nonprofit
organizations. From this page, you can add, edit, delete, confirm, and reject information. The page also stores
information from DonorBank and NOZA, Inc. imported fromWealthPoint.

Warning: TheWealthPoint search option is available for only individual constituents, not organizations.

DonorBank and NOZA, Inc. gather information on charitable donations from thousands of nonprofit
organizations covering all 50 states. Donor name, type of gift, contribution date, and gift size are included in
these detailed reports.

At the top of the page, you can filter information to display by selecting a specific Source, Confidence rating, or
Match code (match code is available for individual constituents only, not organizations).

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about importing data fromWealthPoint, see Obtain Prospect Wealth Information on page 157.
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Note: An “*” in theName field indicates the individual is deceased.

Add Philanthropic Gift Information
You can add charitable donation information to a constituent by clicking the Add button on the top of the
Philanthropic gifts page.

} Add a constituent’s charitable donation information

1. From the constituent’s Wealth and Ratings page, click Philanthropic gifts in theWealth summary grid.
The constituent’s Philanthropic gifts page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Add. The Add Philanthropic gift information screen appears.

3. Enter the new information. For more information about this screen, see Add Philanthropic Gift
Information Screen on page 195.

4. To save your entry and return to the Philanthropic gifts page, click Save.

Add Philanthropic Gift Information Screen
You access constituent philanthropic gift information from the Philanthropic gifts page on the constituent.

Field
Name Field Explanation

Source Source of the charitable donation information.

Organiz
ation

Name of the nonprofit organization to which the constituent donated.

Location Address information for the nonprofit organization.

Category Type of nonprofit organization that received the gift.

Name Constituent’s name as listed in the nonprofit organization’s annual report.

Gift Year The year the annual report providing the gift information was published.

Amount
range/to

The range of the gift amount. Becausemost annual reports categorize donors based on a gift
range, often times the exact amount donated is not published, just the gift range category in
which the constituent’s name appeared. In the first field, enter the high amount. In the field
after “to” enter the low amount.

Gift
Type

Type of gift given: individual, estate, cumulative, capital.

Web
Address

Web address of the nonprofit organization to which the constituent donated.

Source
Material

Web address of the publication from which the philanthropic gift information was taken.

Start
year/End
year

Start year and end year of the annual report.

EIN Constituent’s employer identification number.

Notes Enter any notes associated with the data source information.
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Edit Philanthropic Gift Information
You can edit charitable donation information on a constituent, even information imported fromWealthPoint, by
clicking the Edit button on the top of the Philanthropic gifts page.

} Edit a constituent’s charitable donation information

1. From the constituent’s Wealth and Ratings page, click Philanthropic gifts in theWealth summary grid.
The constituent’s Philanthropic gifts page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to edit.

3. Click Edit. The Edit Philanthropic gift information screen appears.

4. Enter the new information. The fields and options included on this screen are the same as those included
on the Add philanthropic gift screen. For more information about these fields and options, see Add
Philanthropic Gift Information Screen on page 195.

5. To save your entry and return to the Philanthropic gifts page, click Save.

Confirm Philanthropic Gift Information
If your organization internally confirms a constituents’s charitable donation information, you can track this on
the Philanthropic gifts page.

} Confirm a constituent’s charitable donation information

1. From the constituent’s Wealth and Ratings page, click Philanthropic gifts in theWealth summary grid.
The constituent’s Philanthropic gifts page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Philanthropic Gift Information
If while attempting to confirm a constituent’s philanthropic gift information, you discover it to be unreliable and
you want the information designated as such on the constituent, you can reject the information without
removing it from your system.

} Reject constituent philanthropic gift information

1. From the constituent’s Wealth and Ratings page, click Philanthropic gifts in theWealth summary grid.
The constituent’s Philanthropic gifts page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.
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3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column and return the status to “Unconfirmed”.

Delete Philanthropic Gift Information
You can permanently remove selected charitable donation information from yourWealth and Ratings screen.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Philanthropic Gift Information on page 196.

} Delete a constituent’s philanthropic gift information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Philanthropic Gift Information on
page 196.

1. From the constituent’s Wealth and Ratings page, click Philanthropic gifts in theWealth summary grid.
The constituent’s Philanthropic gifts page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the entry.

Access NOZA, Inc. Website
You can access the NOZA, Inc. Website from the Philanthropic Gifts page.

} Access the GuideStar Website from the Philanthropic Gifts page

1. From theWealth and Ratings screen in the prospect record, clickWealth details in theMore
information pane on the left side of the page. The prospect’s Biographical page appears.

2. In theMore information pane, click Philanthropic gifts. The Philanthropic Gifts page appears.

3. On the action bar, click NOZA, Inc. The NOZA, Inc. Website opens.

Political Donations
The Political donations page on the constituent tracks the constituent’s campaign donations. From this page,
you can add, edit, delete, confirm, and reject the constituent’s political donation information. The page also
stores information from Federal Elections Commission imported fromWealthPoint.

Warning: TheWealthPoint search option is available for only individual constituents, not organizations.

The Federal Elections Commission database contains detailed information about 2,000,000 federal election
contributions. This information includes the amount of the contribution and the recipient of the contribution.
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At the top of the page, you can filter information to display by selecting a specific Source, Confidence rating, or
Match code (match code is available for individual constituents only, not organizations).

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

For information about importing data fromWealthPoint, see Obtain Prospect Wealth Information on page 157.

Add Political Donation Information
You can add political donation information to a constituent by clicking the Add button on the top of the Political
Donations page.

} Adding constituent political donation information

1. From the constituent’s Wealth and Ratings page, click Political donations in theWealth summary grid.
The constituent’s Political donations page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Add. The Add political donation screen appears.

3. Enter the political donation information. For more information about this screen, see Add Political
Donation Screen on page 198.

4. To save the entry and return to the Political donations page, click Save.

Add Political Donation Screen
You can access constituent political donation information from the constituent record.

Field Name Field Explanation

Source Source of the political donation information.

Recipient Name of the individual or organization receiving the donation.

Date Date of contribution.

Amount Amount of contribution.

Name Donor’s name.

Occupation Donor’s occupation. This information is self-reported by the donor.

City, State, ZIP Donor’s address information.

Notes Enter any notes associated with the data source information.

Edit Political Donation Information
You can edit political donation information in a constituent, even data imported fromWealthPoint, by clicking
the Edit button on the top of the Political Donations page.

} Edit constituent political donation information

1. From the constituent’s Wealth and Ratings page, click Political donations in theWealth summary grid.
The constituent’s Political donations page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

198 CHAPTER 4



2. In the grid, select the entry you want to edit.

3. Click Edit. The Edit political donation screen appears.

4. Enter the political donation information. The fields and options included on this screen are the same as
on the Add political donations screen. For more information about these fields and options, see Add
Political Donation Screen on page 198.

5. To save the entry and return to the Political Donation tab, click Save.

Confirm Political Donation Information
If your organization internally confirms a constituents’s political donation information, you can track this on the
constituent.

} Confirm a constituent’s political donation information

1. From the constituent’s Wealth and Ratings page, click Political donations in theWealth summary grid.
The constituent’s Political donations page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Clear status to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Political Donation Information
If while attempting to confirm a constituent’s political donation information, you discover it to be unreliable and
you want the information designated as such on the constituent, you can reject the information without
removing it from your system.

} Reject constituent political donation information

1. From the constituent’s Wealth and Ratings page, click Political donations in theWealth summary grid.
The constituent’s Political donations page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column and return the status to “Unconfirmed”.

Delete Political Donation Information
You can permanently remove a constituent’s political donation information record from yourWealth and
Ratings screen.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
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permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Political Donation Information on page 199.

} Delete a constituent’s political donation information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Political Donation Information on
page 199.

1. From the constituent’s Wealth and Ratings page, click Political donations in theWealth summary grid.
The constituent’s Political donations page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the record you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the record.

Other Assets
The Other assets page on the constituent tracks additional constituent assets not covered in the standard data
source options. From this page, you can add, edit, delete, confirm, and reject information.

At the top of the page, you can filter information to display by selecting a specific Source or Confidence rating.

Note: For a group or household, you can also filter information to display by selecting a specific groupMember.

Add Other Assets
You can add information about other assets held by the constituent but not covered in the standard data source
options by clicking the Add button on the top of the Other assets page.

} Add other asset information to the constituent’s record

1. From the constituent’s Wealth and Ratings page, click Other assets in theWealth summary grid. The
constituent’s Other assets page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. Click Add. The Add other assets screen appears.

3. Enter the new information. For more information about this screen, see Add Other Assets Screen on
page 201.

4. To save your entry and return to the Other assets page, click Save.

Edit Other Asset Information
You can edit other asset information on a constituent, including information imported fromWealthPoint, by
clicking the Edit button on the top of the Other assets page.
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} Edit other assets on a constituent’s record

1. From the constituent’s Wealth and Ratings page, click Other assets in theWealth summary grid. The
constituent’s Other assets page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to edit.

3. Click Edit. The Edit other assets screen appears.

4. Enter the new information. The fields and options included on this screen are the same as those included
on the Add other assets screen. For more information about these fields and options, see Add Other
Assets Screen on page 201.

5. To save your entry and return to the Other assets page, click Save.

Add Other Assets Screen
You access a constituent’s other asset information from the Other assets page on the the constituent.

Field Name Field Explanation

Source How you learned about this asset.

Description Description of the other asset.

Value Value of the other asset.

Notes Enter any additional information about the asset.

} Confirm a constituent’s other asset information

1. From the constituent’s Wealth and Ratings page, click Other assets in theWealth summary grid. The
constituent’s Other assets page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to confirm.

3. On the action bar, click Confirm. A check mark appears in the Status column of the grid.

Click Unconfirm to remove the check mark from the Status column and return the status to
“Unconfirmed”.

Reject Other Asset Information
If while attempting to confirm a constituent’s other asset information, you discover it to be unreliable and you
want the information designated as such on the constituent, you can reject the information without removing it
from your system.

} Reject constituent other asset information

1. From the constituent’s Wealth and Ratings page, click Other assets in theWealth summary grid. The
constituent’s Other assets page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.
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2. In the grid, select the entry you want to reject.

3. On the action bar, click Reject. The “Reject” icon appears next to the selected information.

Click Clear status to remove the icon from the Status column and return the status to “Unconfirmed”.

Delete Other Asset Information
You can permanently remove selected other asset information from yourWealth and Ratings screen.

Note: Deleting a record does not prevent the record from being included in futureWealthPoint updates. The
next time you run aWealthPoint update on the constituent, the deleted record reappears in the results. To
permanently remove the record from a constituent’sWealthPoint data, you can reject the record. For
information on how to reject a record, see Reject Other Asset Information on page 201.

} Delete a constituent’s other asset information

Before deleting an entry, permanently removing it from your system, you may want to consider designating it
with the “Reject” tag. Using the Reject option, you can remove information from consideration, without
permanently removing it from your system. For more information, see Reject Other Asset Information on page
201.

1. From the constituent’s Wealth and Ratings page, click Other assets in theWealth summary grid. The
constituent’s Other assets page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry you want to remove.

3. On the action bar, click Delete. A confirmation screen appears.

4. Click Yes to remove the entry.

Group Member Ratings
TheGroup member wealth capacity1 grid included on the group Wealth and Ratings page, displays aggregated
wealth information for the individual constituents included in the group or household. If the samewealth detail
record exists for two or more constituents in the group, it is counted only once. For example if a husband and
wife in a household each include their home under real estate, the value of the home is included in the group
wealth summary only one time.

The group’sModeling and propensity information displays in the bottom half of the tab.

1This grid included on the group Wealth and Ratings page, displays aggregated wealth information for
the individual constituents included in the group or household. If the same wealth detail record exists
for two or more constituents in the group, it is counted only once. For example if a husband and wife in
a household each include their home under real estate, the value of the home is included in the group
wealth summary only one time.
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Access GroupMember Record
From the Group Member Ratings tab on theWealth and Ratings page, you can easily access a group member’s
constituent record. Form theGroup member wealth capacity grid, select the constituent you want to view and
click Go to constituent.

ManageWealth Capacity
You can enter wealth capacity information on your constituent records, tracking estimated wealth 1 and major
giving capacity. You can also enter a wealth capacity rating and themajor giving capacity value.

The Wealth capacity2 grid displays general information about the prospect’s wealth capacity including the
formula used to determine the capacity. You create formulas in theWealth capacity formula management
function, accessed from the Administration pane on the Prospects page.

} Enter constituent wealth capacity information

1. Open a constituent record. TheWealth and Ratings page appears.

2. In theWealth Capacity grid near the bottom of the page, click Edit. The Edit wealth capacity screen
appears.

1A wealth capacity formula is used to determine a constituent’s estimated wealth range. The system
provides a default formula for calculating these ranges, but you may also choose to create additional
formulas.
2This grid displays general information about the prospect’s wealth capacity including the formula
used to determine the capacity. You create formulas in the Wealth capacity formula management
function, accessed from the Administration pane on the Prospects page.

WEALTH AND RATINGS MANAGEMENT 203



3. TheWealth capacity formula field displays the formula used to determine the current wealth capacity.

Note: You create formulas in theWealth capacity formula management function, accessed from the
Administration pane on the Prospects page.

4. Enter the constituent’s Estimated wealth dollar amount.

5. Select the constituent’s Estimated wealth dollar range.

6. Select the constituent’s Major giving capacity range.

7. Enter a specificMajor giving capacity value based on your research for this constituent.

8. Enter an Overall rating for the constituent’s wealth capacity. This is an internal rating determined by
your organization.

9. In the (Group) Wealth capacity formula field of the Compare to frame, select another formula to
compare against the existing formula.

10. If you prefer the new formula ratings, click Apply comparison formula and the new formula is assigned
to the constituent to determine wealth capacity.

11. Click Save to save the ratings information and return to the constituent’s Wealth and Ratings page. The
information you entered appears in the bottom grid.
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} Confirm and lock constituent wealth capacity information

1. Open a constituent record. TheWealth and Ratings page appears.

2. In the (Group) Wealth Capacity grid near the bottom of the page, click Confirm and lock. The
application designates the entry “Confirmed and locked”, disabling the Edit button.

3. To designate the entry “Unconfirmed”, click theUnconfirmed button. The application designates the
entry “Unconfirmed”, activating the Edit button.

Transaction Page
A prospect’s transactions page lists all security transactions entered in the system, including the quantity of
shares owned, transaction date, share price, transaction value and more. From the Show field on the page, you
can filter the transactions displayed. After selecting a Show option, click Apply to update the view.

From this page you can do the following:

• Add Transaction to Existing Securities Record on page 205

• Edit Security Transaction on page 205

• Delete Security Transaction on page 206

Add Transaction to Existing Securities Record
You can include transaction information when you create a securities record; however, if after creating the
record, you need to add additional transaction information, you can do so from the transactions page.

} Add new transaction to an existing securities record

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry to which you want to add transaction information.

3. On the action bar, click Go to transaction. The transaction page appears.

4. Click Add. The Add security transactions screen appears. For information about completing the fields
included on this screen, see Transactions Tab (Individual constituents only, not organizations) on page
179.

5. Click Save to save the entry and return to the transactions page.

Edit Security Transaction
You can include transaction information when you create a securities record; however, if after creating the
record, you need to make changes to the information, you can do so from the transactions page.
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} Edit existing security transactions

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry in which you want to change transaction information.

3. On the action bar, click Go to transaction. The transaction page appears.

4. Select the transaction you want to edit.

5. Click Edit. The Edit security transactions screen appears. For information about completing the fields
included on this screen, see Transactions Tab (Individual constituents only, not organizations) on page
179.

6. Click Save to save the entry and return to the transactions page.

Delete Security Transaction
You can include transaction information when you create a securities record; however, if after creating the
record, you need to remove the information from the record, you can do so from the transactions page.

} Delete existing security transactions

1. From the constituent’s Wealth and Ratings page, click Securities in theWealth summary grid. The
constituent’s Securities page appears.

Note: For information about accessing the constituent’s wealth information, seeManageWealth
Summary Information on page 162.

2. In the grid, select the entry from which you want to delete transaction information.

3. On the action bar, click Go to transaction. The transaction page appears.

4. Select the transaction you want to delete.

5. Click Delete. A confirmation message appears.

6. Click Yes to delete the entry and return to the transactions page.

Flag Prospect
The Flag prospect link in the Tasks pane of theWealth and Ratings pagemarks prospects you want to track for
any purpose. For example, if you organization maintains a “Hot List” of prospects, you can use the Flag prospect
link to flag the prospect and include him in your “Hot List”.

When you flag a prospect, the Flag prospect link changes to Unflag prospect. Click theUnflag prospect link to
remove the prospect from your flagged prospect list.
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Edit Research Details
If you discover you must change the prospect manager assigned to a prospect or change the prospect’s status,
you can using the Edit research details1 link. The Edit research details screen appears, and you can make these
necessary changes.

Data Refresh Notifications
If you choose to allow automaticWealthPoint Data Refreshes - by clicking the Enable Data Refresh option
displayed on the explorer bar of theManageWealth and Ratings Data page - any data refreshes added to the
selected record are displayed on theWealthPoint Data Refresh Notification screen.

You access theWealthPoint Data Refresh Notification screen, by clicking Data Refresh notifications on the
explorer bar of the constituent Wealth and Ratings page.

Note: For information about enabling data refreshes, see Disable/EnableWealth Updates on page 159.

1If you discover you must change the prospect manager assigned to a prospect or change the
prospect’s status, you can using the Edit research details link. The Edit research details screen appears,
and you can make these necessary changes.
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WealthPoint Data Refresh Notifications Page
Accessed by clicking Data Refresh notifications on the explorer bar of the constituent Wealth and Ratings page,
theWealthPoint Data Refresh Notifications page displays any data refreshes added to the selected record. For
example, if the D&B data is refreshed, the refresh information for this constituent displays here.

The following data sources are included in the Data Refresh process:

• D&B

• GuideStar - Nonprofit Affiliations

• GuideStar - Private Foundations

• Thomson

• Who’s Who

You can filter the notifications included on the tab based on the Constituent, data Source or a selected Date
range. Simply enter the information in the appropriate field included at the top of theWealthPoint Data Refresh
history grid and click Apply. To return to the default setting of all notifications, click Reset.

Reports
The Reports pane on the left side of theWealth and Ratings page links you to all reports available in the program.

Warning: The Prospect Research Report is available for only individual constituents, not organizations.

Prospect Research Report
The Prospect Research Report 1provides details about a selected prospect’s wealth information. To access the
report, click the Prospect research report link under Reports on the prospect’s Wealth and Ratings page. Once
the Prospect Research Report page appears, use the grid at the top of the page to select what information you
want to include in the report.

You can base your report on a selected Confidence rating and select the report sections you want to include. To
use only selected sections in your report, in the Include field at the top of the report page, select “Selected
sections”. The Selected sections button activates. Click the button to access the Prospect research report section
selection screen. Place a check mark next to all sections you want to include and click OK. When you return to the
report page, click Refresh to update the report display.

The report includes a Prospect summary section which provides an overview of the prospect, as well as a wealth
summary section, a separate section for each wealth source, and a Relationships and Extended relationships
section.

1Provides details about a selected prospect’s wealth information. To access the report, click the
Prospect research report link under Reports on the prospect’s Wealth and Ratings page. Once the
Prospect Research Report page appears, use the grid at the top of the page to select what information
you want to include in the report.
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Prospect Analysis
Access Prospect Analysis 210

Add Prospect Analysis Dashboard 210

Research Group Search Screen 211

Edit Prospect Analysis Dashboards 211

Add a Prospect Segmentation Screen 211

Edit Prospect Segmentation Permissions 212

Delete Prospect Analysis Dashboards 213

Update Prospect Analysis Dashboards 213

View Prospect Analysis Dashboards 214

Prospect Segmentation Page 214

Prospect Analysis1 tools can help Prospect Researchers and Development Officers determine who and how
much to ask for a gift. The prospect segmentation report is used to segment constituents in your database,
identifying prospects that satisfy specified modeling scores or ratings and aiding in the development of a
cultivation strategy for each segment created.

The prospect segmentation report’s cross tab functionality shows all giving potential options held by your
constituents. It places constituents in the report cell which carries the highest matched rating range. In addition,
a constituent can exist in multiple cells, if you design the report using two secondary variables. When this occurs,
the constituent appears in the best of these possible cells. The cell with the best rating displays in the lower, right
corner of the report.

1Tools that help Prospect Researchers and Development Officers determine who and how much to ask
for a gift. The prospect segmentation report is used to segment constituents in your database,
identifying prospects that satisfy specified modeling scores or ratings and aiding in the development of
a cultivation strategy for each segment created.
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Access Prospect Analysis
You access the Prospect Analysis functionality from the Prospects page by clicking Prospect analysis under
Prospect research. The Prospect analysis page appears displaying any existing prospect analysis definitions.
From this page you create, edit, delete, update, and generally manage your prospect analysis definitions and
dashboards.

Add Prospect Analysis Dashboard
Once created, the prospect analysis dashboard definitions are stored in the Prospect analysis dashboards grid
on the Prospect analysis page. The dashboard views can be updated at any time.

} Add a new prospect analysis dashboard

1. From the Prospect analysis page, click Add. The Add prospect segmentation screen appears.

Note: For information about accessing the Prospect analysis page, see Access Prospect Analysis on
page 210.

2. Define your prospect analysis dashboard. For information on the fields and options included on this
screen, see Add a Prospect Segmentation Screen on page 211.

Warning: The segmentation report is designed to display values from low to high, so make sure you
enter your column and row information to correspond with this rule. For example, if you select Annual
giving likelihood for rows, in the Ranges grid, make sure your first entry is the lowest AGL rating you
want included in the report. The next grid entry should be the second lowest and so on.

3. Click Save to save the dashboard and return to the Prospect analysis page. The new dashboard displays
in the Prospect analysis dashboard grid.
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Research Group Search Screen
Enter the information on which you want to base your research group search. You can enter all or part
of the Name of the group and/or the individual identified as the Owner of the groupl. If you want any
information entered in the Name and/or Owner field matched exactly, selectMatch all criteria exactly. If
you do not select this option partial matches are included in the search results.

Edit Prospect Analysis Dashboards
You can make changes to existing dashboard definitions stored in the Prospect analysis dashboards grid on the
Prospect analysis page. The dashboards can be updated at any time.

} Edit an existing prospect analysis dashboard

1. From the Prospect analysis page, in the Prospect analysis dashboards grid, select the dashboard
definition you want to edit.

Note: For information about accessing the Prospect analysis page, see Access Prospect Analysis on
page 210.

2. Click Edit. The Edit prospect segmentation screen appears.

3. Make any necessary changes. The Edit prospect segmentation screen includes the same fields and
options included on the Add prospect segmentation screen. For information on the fields and options
included on this screen, see Add a Prospect Segmentation Screen on page 211.

4. Click Save to save the dashboard and return to the Prospect analysis page. The edited dashboard
displays in the Prospect analysis dashboards grid.

Add a Prospect Segmentation Screen
Warning: Custom ratings added by your organization are not available as variables in your prospect analysis
dashboard.

Screen
Item Description

Name You must name the prospect analysis dashboard. The name appears in the Prospect
analysis dashboard grid on the Prospect analysis page.

Description
You can enter a description of the dashboard to help you identify it later. The description
appears in the Prospect analysis dashboard grid on the Prospect analysis page.

Others can
modify

Select if you want to allow other users to make changes to this definition.

Prospect
source

Select the constituents you want to include in your dashboard.
All modeled constituents: Any constituent in your database with modeling or rating
information that satisfies the variables selected.
Use research group: Any constituent included in the selected research group with
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Screen
Item Description

modeling or rating information that satisfies the variables selected.
Use selection: Any constituent included in the chosen query selection with modeling or
rating information that satisfies the variables selected.

Rows tab

Define the rows to be included in the Prospect Analysis cross tabs report:

• Select score/rating: Select the score or rating variable on which you want to base the
rows displayed in your report. Custom ratings added by your organization are not
available as variables. Also, you cannot select the same score or rating used on the
Columns tab.

• Ranges: You must define at least one row using the columns provided in the Ranges
frame. Each rowmust include a Label,Minimum value, andMaximum value. For
example, if you select “Annual Giving Likelihood” in the Select score/rating field, for
ranges to display in your report rows, you can enter “AGL 0-300” as a row Label, “0” as
aMinimum value, and “300” as aMaximum value. To the right side of the Ranges
grid, use the up and down arrows to arrange entries in the grid. You must select the
entire row you want to move to activate the arrows

Columns
tab

Define the columns to be included in the Prospect Analysis cross tabs report:

• Select score/rating: Select the score or rating variable on which you want to base the
columns displayed in your report. You can select two scores or ratings to include in
the column head, but at least one is required. Custom ratings added by your
organization are not available as variables. Also, you cannot select the same score or
rating used on the Rows tab.

• Ranges: You must define at least one dashboard column using the columns provided
in the Ranges frame. Each column must include a Label,Minimum value, and
Maximum value. The same is true if you select a second score or rating. For example,
if you select “Planned Giving Likelihood” in the Select score/rating field, for ranges to
display in your report columns, you can enter “PGL 600-1000” as a column Label,
“600” as aMinimum value, and “1000” as aMaximum value. If you select a second
score or rating in theOR field, you must similarly complete the corresponding Ranges
grid, entering a Label,Minimum value, andMaximum value for theOR entry. In
addition, if you enter two secondary variables, each must contain the same number of
entries in the corresponding Ranges grids. To the right side of the Ranges grids, use
the up and down arrows to arrange entries in the grid. You must select the entire row
you want to move to activate the arrows.

Edit Prospect Segmentation Permissions
You can restrict application users ability to modify existing prospect segmentations. From the prospect
segmentation record, in the Tasks pane, click Edit permissions. The Edit prospect segmentation permissions
screen appears.

Note: For information about accessing the prospect segmentation record, see View a prospect analysis
dashboard on page 214.
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In theOwner field, click the binoculars to access the Application users search screen. From this screen, you can
assign an owner. Mark theOthers can modify checkbox if you want to allow anyone other than the assigned
owner to make changes. Click Save to save the permissions.

Delete Prospect Analysis Dashboards
You can permanently remove existing dashboard definitions stored in the Prospect analysis dashboards grid on
the Prospect analysis page.

} Delete an existing prospect analysis dashboard

1. From the Prospect analysis page, in the Prospect analysis dashboards grid, select the dashboard
definition you want to delete.

Note: For information about accessing the Prospect analysis page, see Access Prospect Analysis on
page 210.

2. Click Delete. A confirmation screen appears.

3. Click OK to remove the dashboard and return to the Prospect analysis page. The deleted dashboard no
longer displays in the Prospect analysis dashboards grid.

Update Prospect Analysis Dashboards
Once a dashboard definition is in place and saved in the Prospect analysis dashboards grid on the Prospect
analysis page, you can update the dashboard at any time. The Status column in the Prospect analysis
dashboards grid tells you when an update is required for a specific dashboard definition.

} Update a prospect analysis dashboard

1. From the Prospect analysis page, in the Prospect analysis dashboards grid, select the dashboard you
want to update.

2. Click Update dashboard. A confirmation screen appears.

Note: For information about accessing the Prospect analysis page, see Access Prospect Analysis on
page 210.

3. Click Yes. The dashboard is updated to include themost up-to-date information.
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View Prospect Analysis Dashboards
You must define and update your dashboard before you can view the results. For information about creating a
dashboard definition, see Add Prospect Analysis Dashboard on page 210; for information about updating a
dashboard, see Update Prospect Analysis Dashboards on page 213.

} View a prospect analysis dashboard

1. From the Prospect analysis page, in the Prospect analysis dashboards grid, select the dashboard you
want to view.

2. In the Status column, confirm the dashboard is “Ready” for viewing. If the column displays “Update
required” run the update by clicking Update dashboard.

Note: For information about accessing the Prospect analysis page, see Access Prospect Analysis on
page 210.

3. Once the dashboard is ready, double-click the link in theName column. The selected dashboard opens.

If a constituent satisfies multiple range entries, rather than including the constituent in all range-
satisfying boxes the report places the constituent in the higher rated box.

Prospect Segmentation Page
The Prospect segmentation page displays the results of your dashboard definitions in a cross tab format.

Print Prospect Analysis Dashboards

} Print a selected prospect analysis dashboard

1. From the dashboard, open the right-click menu or select the print icon on the dashboard toolbar.

Note: For information about accessing a dashboard, see View Prospect Analysis Dashboards on page
214.

2. To preview the print version of the dashboard, select Print Preview.

3. To edit the print parameters including printer, orientation, paper size and source, and margins, or to
print the dashboard, select Page.

Export Prospect Analysis Dashboards
You can export data contained in your dashboard to PDF or Microsoft Excel.

} Export a selected prospect analysis dashboard to another format

1. From the dashboard, open the right-click menu or click the export icon on the dashboard toolbar.

Note: For information about accessing a dashboard, see View Prospect Analysis Dashboards on page
214.
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2. To convert to a PDF, select , Convert to Adobe PDF or Convert to existing PDF. The Save As screen
appears, allowing you to select where you want the new file saved.

3. To export to Excel, select Export to Microsoft Excel. The Save As screen appears, allowing you to select
where you want the new file saved.

View Segment Page
A segment page displays the selected segment’s properties; date, source, owner, and description information;
and a list of the prospects included in the selected segment. From this page, you can open an included
prospect’s constituent record, save the segment as a research group, and save the segment as a query selection.

Access Segmentation Page
From a prospect segmentation dashboard, you can access a segment page for a selected segment in the
dashboard.

Note: For information about accessing a segmentation dashboard, see View Prospect Analysis Dashboards on
page 214.

For example, a segmentation dashboard includes a row for annual giving likelihood scores of 0-300 and an
intersecting column for planned giving likelihood scores of 600-1000.

Click on the number included in this segment block to access the segment page displaying prospects satisfying
the variable scores.

Open Constituent Records from Segment Page
You can edit and save constituent records accessed from the segment page.

} Open a prospect’s constituent record from the Segment page

1. From the segmentation dashboard, open the segment page.

Note: For information about accessing a segment page, see Access Segmentation Page on page 215.
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2. In the Segment prospects grid, in theName column, select the prospect you want to open.

Save Segment Prospects to Research Group
You can save all prospects in a selected segment to a new or existing research group.

Note: For information about Research Groups, see the Research Groups on page 241.

} Save segment prospects to a new or existing research group

1. From the segmentation dashboard, open the segment page.

Note: For information about accessing a segment page, see Access Segmentation Page on page 215.

2. Click Save constituents and select Research group. The Save constituents to research group screen
appears.

3. To save the prospects to a new research group, select Create a new research group and enter a name
and description.

To add the prospects to an existing research group, select Add to existing research group and click the
binoculars in theName field to search for the research group you want to use.

4. Click Save.

Save Segment Prospects to Selection
You can save all prospects in a selected segment to a new or existing research group.

Note: For information about selections, see the Query chapter in theQuery and Export Guide.

} Save segment prospects to a new or existing research group

1. From the segmentation dashboard, open the segment page.

Note: For information about accessing a segment page, see Access Segmentation Page on page 215.

2. Click Save constituents and select Selection. The Save constituents to selection screen appears.
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3. Enter a enter a name and description.

4. You can also choose to make the new selection available for use in Query Designer and to overwrite any
existing selection that shares this selection name.

5. Click Save. The next time you visit Query, the new selection displays in the Constituent frame of the
Selections tab.

Delete Prospect Segmentation
While working on a Prospect Segmentation page, you can delete the opened segmentation dashboard by
clicking Delete prospect segmentation in the Tasks pane.
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Stewardship
Add Stewardship Plans 219

Stewardship Plan Page 220

Step Page 236

Pending Step Notifications 238

View Stewardship Plans 238

Search for Constituents with Stewardship Plans 239

View as Links on the Stewardship Plan Page 239

Stewardship is a means to cultivate relationships with constituents who currently contribute to your
organization or who may contribute in the future. To initiate and manage contact with constituents, you can
create stewardship plans. A stewardship plan is a series of steps that plan stewards complete as part of the
stewarding process. Each plan details how often plan stewards should contact the constituent, the contact
method, and the objective. A plan also provides information about the constituent so stewards can coordinate
personal and meaningful interactions.

If you configure stewardship packages for your fundraising purposes, you can add a plan step to create and
distribute a package to donors on a regular basis to demonstrate what your organization accomplished with the
donor’s gifts. A stewardship package is a mail merge process that includes a cover letter and a stewardship
report. For information about stewardship packages, see the Fundraising Guide.

Add Stewardship Plans
From Prospects, you can create a stewardship plan for any constituent. Click Stewardship plan underMore
information on the constituent record to access the plan. If the constituent is also a prospect, the plan appears
on the Plans tab of the prospect record.

} Add a stewardship plan for a constituent

1. On the navigation bar, select Prospects, Add stewardship plan. The Add stewardship plan screen
appears.

Note: You can create a stewardship plan for any constituent in your database. Although you create
stewardship plans in Prospects, the constituent does not have to be a major giving prospect.

2. Enter the necessary information. For a detailed explanation of the options on this screen, see Add
Pending or Completed Stewardship Plan Steps Screen on page 224.
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3. To add and edit plan steps, select the Plan steps tab. For more information about items on this tab, see
Add Pending or Completed Stewardship Plan Steps Screen on page 224.

4. Click Save.

Add Stewardship Plan Screen
Screen Item Description

Constituent Enter the constituent to steward. You can select any individual, organization, group, or
household in your database, not just major giving prospects.

Manager
Enter a constituent to coordinate the efforts of the plan’s stewards. There is a Start date
field next toManager. This is themanager’s start date, not to be confused with Start date
for the stewardship plan.

Plan type Select a plan type to further define the stewardship plan.

Plan
subtype

Select a plan subtype to further define the stewardship plan.

Start date Select a start date for the stewardship plan. The other Start date field on this screen is for
themanager.

Stewards
In the Plan stewards column, enter each constituent associated with the plan. In the Role
column, select the steward’s role for this plan. If you have numerous steps, you may need
to assign multiple stewards to the plan.

Sites
You can associate the stewardship plan with one or more sites, if needed. For example,
different sites within your organization may collaborate when deciding how to steward an
important donor.

Edit Stewardship Plan Details
Once you add a stewardship plan, you can edit the details, such as the plan name and the plan manager. From a
stewardship plan, click Edit plan details under Tasks.

Stewardship Plan Page
The Stewardship Plan page tracks your organization’s stewardship activity related to the constituent and
provides information to help the plan’s stewards make interactions personal and meaningful. For constituents
who have a stewardship plan, click Stewardship plans underMore information on the constituent record to
access the Stewardship Plan page. All of the stewardship plans for the constituent are displayed. You can go to an
individual stewardship plan to viewmore details about the plan, including plan steps. You can also add and
delete stewardship plans from the constituent.

Details
The Details tab displays the plan’s objective and the pending and completed plan tasks. From this tab, you can
view and manage the steps associated with the stewardship plan.
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From Narrative, you can enter notes or comments about the plan. The Pending steps grid lists plan steps that
have not occurred. From this grid, you can add, edit, or delete steps, as well as add documentation or media
links to selected steps. The Completed steps grid lists the steps you marked as complete. From this grid, you can
add, edit, delete, or attach documents or links to steps.

Edit Narrative
In theNarrative frame of the Details tab, you can access a text editor and enter the plan’s purpose or other
information. Click Edit and the Edit plan narrative screen appears. You can enter notes about the plan at any
time.

Pending Steps
From Pending steps on the Details tab, you can add plan steps from a template, create new steps, assign steps
to specific stewards, and attach important notes, links, or files to a step. For organizations that have subsidiaries,
select View subsidiaries to include pending steps from each subsidiary’s stewardship plan in the grid. This
provides a complete view of current and future stewardship activity across the organization.

Pending and completed stewardship steps are also displayed on the constituent’s interactions page. From the
constituent, click Interactions underMore information.

You indicate an organization is a parent corporation from the Relationships tab of the organization’s content
record. For information about adding organization relationships, see the Constituents Guide.

You indicate an organization is a parent corporation from the Relationships tab of the organization’s content
record. For information about adding organization relationships, see the Relationships section of the help file.
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Note: To notify stewards about upcoming stewardship assignments, a system administrator can configure a
calendar synchronization process to generate calendar items in Microsoft Outlook for pending steps. For
information about how to create a calendar synchronization process, see the Exchange Integration Guide.

Completed Steps
From Completed steps on the Details tab, you can view plan steps that have been completed. You can also add
steps the plan’s stewards performed that were not previously included in Pending steps, manage these steps,
and add notes, links, or files related to a step.

Pending and completed stewardship steps are also displayed on the constituent’s interactions page. From the
constituent, click Interactions underMore information.

For organizations, select View subsidiaries to include completed steps from each subsidiary’s stewardship plan
in the grid. This provides a complete view of stewardship activity performed across the organization.

Add Stewardship Steps
From Pending steps or Completed steps on the Stewardship Plan page, you can import steps from predefined
templates or you can add individual steps to the stewardship plan. You can then customize each step. For
information about how to create templates, see Stewardship Plan Templates on page 25.

Note: For organizations, you can select to view steps added to a subsidiary’s stewardship plan from the Details
tab of the parent corporation’s stewardship plan. This allows you to view stewardship activity for all areas of the
company from the parent corporation’s plan.

} Add pending or completed steps to a stewardship plan

1. In the Pending steps or Completed steps grid on the Details tab of the Stewardship Plan page, click Add
steps. An Add stewardship plan steps screen appears.

2. Enter the necessary information. For a detailed explanation of the options on this screen, see Add
Pending or Completed Stewardship Plan Steps Screen on page 224.

Pending and completed stewardship steps are also displayed on the constituent’s interactions page.
From the constituent, click Interactions underMore information.
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3. Click Save. You return to the Stewardship Plan screen.

} Add a new step from the Add stewardship plan steps screen

1. From the Add stewardship plan steps screen for pending or completed steps, click Add additional
details. The Add stewardship plan step screen appears.

2. Enter the necessary information. For a detailed explanation of the options on this screen, see Add
Stewardship Plan Step Screen on page 225.

3. Click Save. You return to the Stewardship plan steps page.
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Add Pending or Completed Stewardship Plan Steps Screen
Screen
Item Description

Add steps
from
template

Click to select the template to add to this plan. The template steps appear in the grid.
When available, you can filter the grid by sites. If no templates exist, this button is not
available. You must manually add steps to the plan.

Category Enter a category for the step.

Objective Enter the purpose for the step.

Target
date

Enter the date when the step should occur.

Locked
Select to disable date fields for the step. When you move the dates forward or backward in
the Adjust expected dates fields, locked dates do not change. Use this option for steps
associated with a fixed date, such as an event. Clear the checkbox to unlock the date.

Contact
person

For a group, household, or organization’s stewardship plan, select the constituent you will
contact for this step. The program automatically creates a stewardship plan for the contact
and adds the step to the contact’s plan.

Contact
method

Enter how to contact the constituent for this step.

Assigned
to

Select a steward to perform the step. If you enter a constituent who is not a steward, the
program adds the individual to the stewardship plan’s Stewards tab.

Associated
plans

Displays the name of the prospect plan associated with the step or the number of plans if
you linked the step to more than one.

Template
Enter the name of the template associated with the step. When you add steps from a
stewardship plan template, the name of the template automatically appears in this
column.

Frequency Select how often the step occurs.

Step
origin

Displays the name of the constituent you originally added the step for in this plan. For
example, if you select to view plan steps for subsidiary organizations on a parent
organization’s stewardship plan, you can easily determine the steps associated with each
organization from the Step origin column.

Adjust
expected
dates

Select the steps that require target date updates. From Adjust expected dates, select
“Forward” or “Backward.” Enter the interval of time in days, weeks, or months. To apply
your changes, click Adjust dates. You cannot adjust locked dates.

Add
additional
details

Click Add additional details to access the Add or Edit stewardship plan screen. From here,
you can add details for the step, such as associating prospect plans with steps.

Insert step Click Insert Step to add a step to the template. If you select a current row in the grid and
click Insert Step, a row appears above the row you select.

Delete Select a row in the grid and click Delete to remove the step.
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Add Stewardship Plan Step Screen
Screen Item Description

Objective Enter the purpose for the step.

Status If you select “Completed,” when you click Save the step moves to Completed
steps.

Assigned to
Enter a steward to perform the plan step. When you assign a step to a
constituent other than a current plan steward, the program adds the individual
as a steward on the stewardship plan’s Stewards tab.

Target date Enter the date when the step should occur.

Target start
time

Enter the target start time.

Target end
time

Enter the target start time.

Time zone Specify a time zone to associate with this step.

Plan
participants

Select constituent participants to associate with this step. Click the binoculars
to access the Constituent Search screen.

Locked Select locked if the step has a fixed date.

Category Enter a category for the step.

Template When you add plan steps from a template, the template name appears in this
field.

Contact
method

Enter how to contact the constituent for this step.

Contact
person

For a group, household, or organization’s stewardship plan, select the
constituent you will contact for this step. The program automatically creates a
stewardship plan for the contact and adds the step to the contact’s plan.

Associated
plans

For major giving prospects, click Edit plans to link the step to any of the
constituent’s prospect plans that resulted in an accepted opportunity. Select
Associated for each plan you do not want to associate with the step. When you
click OK, the step appears on the Stewardship Steps tab of the selected
prospect plans. Linked steps inherit security settings from the prospect plan, so
users who do not have permission to view the prospect plan cannot view
stewardship steps linked to the plan.

Schedule
details

Select how often the step occurs in Frequency. You can then enter the start and
end dates for the step. Click Preview to view the dates for the step based on
the frequency you selected.

Connect to

Select the Benefit, Event, orMailing to associate with the step. The linked item
name appears with the Details tab of the Step page. When you link to a specific
item, the steward knows immediately which benefit or mailing to send to the
constituent or which event is related to the step.

• Edit a stewardship step on page 226

Add Documentation to a Step
You can attach specific types of documents to a step. Details for all documents attached to the plan steps appear
on the Documentation tab.

For more information about how to manage step attachments, see Documentation on page 261.
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Edit All Steps
From the Planned and pending steps grid on the Details tab of the Stewardship Plan page, you can edit
individual steps or all steps in the plan. For organizations, you can choose to edit plan steps for only the
organization or you can include plan steps for the organization’s subsidiaries.

} Edit all steps in a stewardship plan

1. In the Planned and pending steps grid on the Details tab of the Stewardship Plan page, click Edit all. The
Edit pending stewardship plan steps screen appears.

2. Enter the necessary information. For a detailed explanation of the options on this screen, see Add
Pending or Completed Stewardship Plan Steps Screen on page 224.

3. Click Save. You return to the Details tab.

Edit Steps
You can edit individual steps to customize the plan for the constituent.

} Edit a stewardship step

1. From the Details tab of the Stewardship Plan page, select a step.

2. Click Step, Edit. The Edit stewardship plan step screen appears.

3. Enter the necessary information. The items on this screen are the same as the Add a stewardship plan
step screen. For more information, see Add Stewardship Plan Step Screen on page 225.

4. Click Save. You return to the Stewardship Plan page.

Complete Steps
Under Planned and pending steps on the Details tab of the Stewardship Plan page, you can mark a step as
complete. The step moves to the Completed steps grid.
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} Mark a step complete

1. In the Planned and pending steps grid on the Details tab of the Stewardship Plan page, select a step.

2. Select Step,Mark complete. TheMark step complete screen appears.

3. Enter the Date the step was completed.

4. Click Save. You return to the Details tab.

Delete Steps
From the Planned and pending steps or Completed steps grids on the Details tab of the Stewardship Plan page,
you can delete plan steps.

} Delete a stewardship step

1. From the Details tab of the Stewardship Plan page, select the step to delete.

2. Click Step, Delete. A confirmation screen appears.

3. Click Yes. You return to the Stewardship Plan page.

Benefits and Interests
From the Benefits grid on the stewardship plan’s Benefits and Interests tab, you can view all benefits the
constituent has received from your organization. The information in this grid is read-only. From the Interests
grid, you can view and manage information about activities or pursuits the constituent enjoys.

For information about how to create and associate benefits with gifts, see the Revenue Records chapter of the
Revenue Guide.

Benefits
From Benefits, you can view all items the constituent has received for donations made to your organization. For
example, if the constituent gave in response to an appeal that has benefits defined, or if you manually added a
benefit to a revenue record for the donor’s gift, the benefit details appear in this grid. This information is read-
only.

Interests
To maintain meaningful contact with constituents, you can capture hobbies, pursuits, or areas of interest that
apply to donors. For example, if you know that a constituent enjoys photography, you can add stewardship plan
steps related to this field, such as sending the donor tickets to a photography exhibit. Your entries in the
Interests grid also appear in the Interests grid on the Details tab of the constituent record.
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} Add a constituent interest

1. In the Interests grid on the Benefits and Interests tab, click Add. The Add interest screen appears.

2. In the Type field, enter an interest for the constituent.

3. In the Comments field, enter details.

4. Click Save. You return to the Benefits and Interests tab.

Purposes
The Purposes tab contains information about purposes the constituent contributed to or established. From the
Purposes donated to grid, you can view information about the constituent’s contributions and go directly to a
purpose record. A checkmark in the Founder column indicates the constituent is a benefactor for the purpose.
Benefactors are donors who establish a fundraising purpose.

Note: You can identify benefactors for only fundraising purposes based on fundraising purpose types that
include donor and financial information. For information about how to configure fundraising purpose types,
see the Fundraising Guide. For information about assigning benefactor status to a donor, see the Fundraising
Purposes chapter of the Fundraising Guide.

Recognition Programs
If an individual, organization, or household’s donations qualify the constituent for a recognition program, this
information appears on the Recognition Programs tab. From the Recognition Programs tab, you can add
recognitions, make recognitions inactive, or remove recognition programs from the constituent’s record.

Add Recognitions
You can add a recognition to the constituent.

} Add a recognition

1. From the Recognition Programs tab, click Add. The Add a constituent recognition screen appears.

2. Enter the necessary changes. For a detailed explanation of the fields and options, see the Add a
Constituent Recognition Screen on page 228.

3. Click Save. You return to the Recognition Programs tab.

Add a Constituent Recognition Screen

Screen Item Description

Recognition program Select a recognition program.

Recognition level Select the level of the recognition program to apply to the constituent.

Date achieved Enter the date the contestant reached this level.

Comments Enter any details about the recognition.

Anonymous Select if the donor does not want to be publicly recognized.
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Remove Recognitions
If a recognition program no longer applies to the constituent, you can make the recognition inactive or delete it
from the constituent’s stewardship record. To keep the recognition details on the stewardship record but not
apply the recognition, click Drop on the action bar. The status of the recognition changes to “Dropped.” To
restore the recognition, click Go to recognition to open the recognition record. From Tasks, clickMake active.
The status changes from “Dropped” to “Active.”

To delete the recognition from the constituent’s stewardship record, click Delete on the action bar. When you
delete a recognition, you remove the entry from this tab and the information no longer appears on the
Recognition Programs tab of the constituent’s giving recognition record.

Stewards
The Stewards tab on the Stewardship Plan page lists all fundraisers associated with the plan and their
stewardship roles, if defined. From this tab, you can select to go to a selected steward’s constituent record, edit
the stewards assigned to the plan or change a steward’s role, and you can delete a steward from the plan.

If a plan steward has a constituency of “Fundraiser,” any assigned stewardship steps also appear on the
steward’s My Fundraiser page in Prospects. On the navigation bar, select Prospects,My fundraiser page to view
this information.

Note: If your system administrator configures an Exchange server to create calendar items for pending
stewardship plan steps, this information appears on the steward’s Outlook calendar.

Add Plan Stewards
You can add stewards to a plan.

} Add a steward

1. From the Stewards tab on the Stewardship Plan page, click Add. The Add a steward screen appears.

2. Search for and select a steward.

3. Select a role for the steward such as “Primary steward” or “Secondary steward.”

4. If known, enter start and end dates.

5. Click Save. The steward appears on the Stewards tab on the Stewardship Plan page.

Documentation
On the Documentation tab, you can add notes to track helpful or interesting information about your records.
You can save links to websites or related materials stored outside of the program. You can also attach items
directly to records. When you attach a file, the program stores a copy in the database.

Attachments
You can attach items to records. When you attach a file, the program stores a copy in the database.
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Add Attachments
You can use attachments to track additional details about records. When you attach a file, the program stores a
copy in the database.

} Add an attachment

1. On the Documentation tab of a record, click Add, Attachment. The Add an attachment screen appears.

2. Select an attachment type. Enter the date, title, and author. To search for the attachment, click Choose
file.

3. Click Save. You return to the Documentation tab.

Add an Attachment Screen

Screen Item Description

Type
Select the type of attachment. The system administrator configures attachment types. If
you have security rights, click Type to add an attachment type.

Date Enter the date of the attachment.

Title Enter the title, or purpose, of the attachment.

Author To search for the author, click the binoculars. A search screen appears.

File To locate the attachment, click Choose file. To view an attachment, click Open file. To
remove an attachment, click Clear file.

Edit Attachments
On the Documentation tab, you can edit an attachment. You can remove a file and choose a different file. You
can also view an attachment.

} Edit an attachment

1. On the Documentation tab of a record, select an attachment and click Edit. The Edit attachment screen
appears.

2. Make changes as necessary to the attachment type, date, title, or author. To view an attachment, click
Open file To remove an attachment, click Clear file To select a different file, click Choose file.

3. Click Save. You return to the Documentation tab.

Delete Attachments
After you add an attachment to the Documentation tab, you can delete it as necessary.

} Delete an attachment

1. On the Documentation tab of a record, select an attachment and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and the attachment no longer appears.

Media Links
On the Documentation tab, you can save links to websites or related materials stored outside of the program.
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Add Media Links
When you add a media link, you enter the website address.

} Add a media link

1. On the Documentation tab of a record, click Add,Media link. The Add a media link screen appears.

2. Select a media link type. Enter the date, title, and author. Enter the URL for a website.

3. Click Save. You return to the Documentation tab.

Add a Media Link Screen

Screen Item Description

Type
Select the type ofmedia link. The system administrator configures media link types. If
you have security rights, click Type to add a media link type.

Date Enter the date of themedia link.

Title Enter the title, or purpose, of the link.

Author To search for an author, click the binoculars. A search screen appears.

Media URL Enter the URL for a website.

Edit Media Links
You can edit the URL for a website.

} Edit a media link

1. On the Documentation tab of a record, select a media link and click Edit. The Edit media link screen
appears.

2. Make changes as necessary to themedia link type, date, title, or author. You can edit the URL for a
website.

3. Click Save. You return to the Documentation tab.

Delete Media Links
After you add media links to the Documentation tab, you can delete them as necessary.

} Delete a media link

1. On the Documentation tab of a record, select a media link and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and themedia link no longer appears.

Notes
On the Documentation tab, you can add notes to track helpful or interesting information about your records.

Add Notes
On the Documentation tab, you can track notes about your records.
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} Add a note

1. On the Documentation tab of a record, click Add, Note. The Add a note screen appears.

2. Select a note type. Enter the date, title, author, and the content of the note.

3. Click Save. You return to the Documentation tab.

Add a Note Screen

Screen Item Description

Type
Select the type of note. The system administrator configures note types. If you have
security rights, click Type to add a note type.

Date Enter the date of the note.

Title Enter the title, or purpose, of the note.

Author To search for an author, click themagnifying glass. A search screen appears.

Notes Enter the content of the note.

Edit Notes
On the Documentation tab, you can edit notes as necessary.

} Edit a note

1. On the Documentation tab of a record, select a note and click Edit. The Edit note screen appears.

2. Make changes as necessary to the note type, date, title, author, or note content.

3. Click Save. You return to the Documentation tab.

Delete Notes
After you add notes to the Documentation tab, you can delete notes when necessary.

} Delete a note

1. On the Documentation tab of a record, select a note and click Delete. A confirmation message appears.

2. Click Yes. You return to the Documentation tab, and the note no longer appears.

Notifications
Notifications allow you to share important information about a record or a group of records with users. You can
determine whether all users should receive a notification or only a targeted group of users. For example, you
may want all users to receive a notification when they open the record of a board member.

Notifications are not available for every record type. They are available only for:

• Bank Account Adjustment records

• Bank Account Deposit records

• Bank Account Deposit Correction records

• Constituent records

• Event records

• Membership records

232 CHAPTER 6



• Planned Gift records

• Research Group records

• Revenue records

Notifications appear on the information bar of a record.

Note: Notifications for constituents also appear in the Constituent Window of a revenue batch.

You can also set notifications to appear on a separate screen when a record is accessed. The notification screen
appears the first time a record is accessed during a session. If you leave the record and return within 60minutes,
the notification screen does not appear again. However, if you return after more than 60minutes, the
notification screen appears again.

You can create notifications for groups of records in Administration. You can also create notifications for a
specific record from the Documentation tab of the record.

Add Notifications to Specific Records
On the Documentation tab, you can add a notification to a note on a record. First, you select or create a note
with the notification’s message. Then you add the notification to the note.

} Add a notification

1. On the Documentation tab, select a note to use for the notification. The note’s title and text appear as
the notification.

Note: You must add a note to the record before you can add a notification.

2. Click Notification, Add. The Add notification screen appears.
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3. Select how long to display the notification, whether to display it on a separate screen, and the users who
view the notification.

4. Click Save. You return to the Documentation tab.

Edit Notifications for Specific Records
After you add a notification to a record, you can edit its properties on the Documentation tab. You can change
how long to display the notification and who views it. To edit the notification’s content, you edit the note
associated with the notification.

} Edit a notification

1. On the Documentation tab, select the note with the notification and click Notification, Edit. The Edit
notification screen appears.

2. Make changes as necessary to the notification, such as how long to display it and who views it.

Note: To edit the notification title or content, edit the note itself.

3. Click Save. You return to the Documentation tab.

Delete Notifications from Specific Records
On the Documentation tab, you can delete a notification when you no longer need it. To remove a notification
from a record, select the note with the notification to remove and click Notification, Delete.

Open Attachment Files
After you add an attachment on the Documentation tab, you can open the attachment. Select the attachment
and click Open file.

Manager History

TheManager History tab on the Stewardship Plan page lists historical managers associated with the plan and
their start and end dates. From this tab, you can select to go to a selected manager’s constituent record, edit the
managers previously assigned to the plan, and you can delete a manager from the plan.

Edit Historical Stewardship Plan Manager
You can delete historical stewardship plan managers when necessary.

234 CHAPTER 6



} Edit historical stewardship plan manager

1. On theManager History tab of the Stewardship Plan page, highlight an historical manager and click Edit.
The Edit historical stewardship plan manager screen appears.

2. Adjust the start and end dates as necessary.

3. Click Save. You return to theManager History tab.

Delete Historical Stewardship Plan Manager
You can delete historical stewardship plan managers when necessary.

} Delete an attachment

1. On themanager History tab of the Stewardship Plan page, highlight the attachment you want to remove
and click Delete on the action bar. A confirmation message appears.

2. Click Yes. The item is deleted.

Edit PlanManager
You can assign a newmanager to a stewardship plan from the Stewardship Plan page. You can select a
constituent currently associated with the plan or search for a newmanager.

} Change the manager assigned to the stewardship plan

1. Under Tasks on the Stewardship Plan page, click Edit plan manager. The Edit stewardship plan manager
screen appears.

2. Enter a new name inManager.

3. Select the start and end dates as necessary.

4. Click Save. You return to the Stewardship Plan page.

Replace PlanManager
You can replace a plan manager for a stewardship plan from the Stewardship Plan page. You can select a
constituent currently associated with the plan or search for a newmanager. When you replace a plan manager
you can specify the start and end dates for the current plan manager and the start date for the new plan
manager.

} Replace the manager assigned to the stewardship plan

1. Under Tasks on the Stewardship Plan page, click Replace plan manager. The Replace plan manager
screen appears.
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2. Enter the start date for the current manager if necessary.

3. Enter the end date for the current manager.

4. Enter a name in New manager.

5. Enter start and end dates for the newmanager if known.

6. Click Save. You return to the Stewardship Plan page.

Delete Stewardship Plans
If you no longer need a stewardship plan for a constituent, you can permanently remove the plan. To delete a
stewardship plan, open the plan you want to remove and click Delete plan under Tasks.

Step Page
From the Step page, you can view information about a stewardship plan step and customize the details. You can
also link the step to a benefit, event, or mailing you previously created.

To access the Step page, from the Pending steps or Completed steps grids on the Details tab, select a step and
click Step, Go to step.

Details
The Details tab displays information about the step. From this tab, you can manage step details. For information
about how to edit a step, see Edit Steps on page 226. To show that a steward has performed the step, clickMark
complete.
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Documentation
From the Documentation tab, you can view and add notes to track helpful or interesting pieces of information
related to a step. You can save links to relevant websites or related materials stored outside of the program or
include attachments. When you attach a file, a copy of the file is stored in the database. For more information
about the Documentation tab, see Documentation on page 261.

Plan Step Attributes
You can use attributes to store specialized information about a plan step when no field or tab exists for that
information. Attributes help track the plan step information that best meets your organization’s needs. For
example, you may use attributes to record the interests of the prospect discussed during an interaction. To view
the attributes associated with a plan step, select the Attributes tab.

Note: The Attributes tab appears only if your system administrator configured applicable attributes. For
information about how to add attribute categories, see the Administration Guide.

Under Attributes, you can view attributes assigned to the plan step. For each attribute, you can view its value,
group, and valid date range. You can also view any comments entered about the attribute. From the grid, you
can also manage the attributes assigned to the stewardship plan step.

} Add attributes for a plan step

1. On the record of the plan step to which to add an attribute, select the Attributes tab.

2. Under Attributes, click Add on the action bar. The attribute screen appears.

3. In the Category field, select the type of attribute to assign to the plan step. Your organization sets up
attribute categories in Administration.

4. In the Value field, enter or select the value of the attribute to assign to the plan step.

5. If the attribute applies to the plan step for a specific duration, select the start and end dates of the
attribute.

6. In the Comment field, enter any additional information to record about the attribute.
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7. Click Save. You return to the Attributes tab.

} Edit a plan step attribute

1. On the record of the plan step with the attribute to edit, select the Attributes tab.

2. Under Attributes, select the attribute to edit and click Edit on the action bar. The Edit step attribute
screen appears. The items on this screen are the same as the Add step attribute screen.

3. Edit the information as necessary.

4. Click Save. You return to the Attributes tab.

} Delete a plan step attribute

1. After you add an attribute to a plan step, you can delete it as necessary. To delete an attribute from the
record of a plan step, on the Attributes tab, select the attribute to delete.

2. On the action bar, click Delete.

3. When a message appears to ask whether to delete the attribute, click Yes. You return to the Attributes
tab.

Delete Steps
If you no longer need a stewardship plan step, you can remove it from the plan. To delete a stewardship step,
click Delete under Tasks. The step no longer appears on the stewardship plan’s Details tab.

Pending Step Notifications
To make certain stewards receive notification of upcoming stewardship assignments, a system administrator can
create a calendar synchronization process that includes pending stewardship plan steps. When run, the
synchronization process creates and updates calendar items for pending steps in Microsoft Outlook.

For information about how to create a calendar synchronization process, see the Exchange Integration Guide.

View Stewardship Plans
You can access stewardship plans from Constituents and Prospects.

• From a constituent record in Constituents, if the constituent has a stewardship plan, click Stewardship Plans
underMore information.

• From a prospect record in Prospects, if the constituent’s prospect plan has an accepted opportunity, click
Stewardship plans underMore information.

• From the Prospects page, click Stewardship plan search to search for a specific plan.

• From various areas in Prospects, click Go to Stewardship plan.
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Search for Constituents with Stewardship Plans
You can locate a constituent’s stewardship plan from the Stewardship Plan Search page. To access this page,
select Prospects, Stewarded donor search from the navigation bar. Enter the search criteria for the constituent
linked to the plan, such as name or address, then apply any combination of the available filters. Click Search to
locate the stewardship plans that meet your criteria.

Select the constituent whose plan you want to view and click Select to open the Stewardship Plan page. You can
also add a stewardship plan for a constituent from the Stewardship Plan Search page.

Add Stewardship Plans on page 219

Stewardship Plan Page on page 220

View as Links on the Stewardship Plan Page
In the explorer bar, View as contains links to other areas where the constituent has a record. For example,
Constituent provides easy access to the donor’s constituent information, such as phone numbers, addresses,
spouse name, and other personal data. To return to the constituent’s stewardship plan, from the constituent
view, click Stewardship underMore information.
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Research Groups
Access Research Groups 241

Add a Research Group 241

Edit a Research Group 242

Delete a Research Group 243

Filter Research Groups 243

Open a Research Group 243

Manage Research Group Records 244

Add or Update Group Members 248

Research groups1 help you more effectively research potential prospect. Research groups are static groups of
constituents. You can manually add or deletemembers from the group, or you can update groups using a
selection created in Query. Researchers use these groups to locate prospects and determine the quantity,
quality, and type of prospects available in their database.

Access Research Groups
You access the research group functionality from the Prospects page by clickingManage research groups under
Prospect research. The Research Groups page appears displaying two tabs: Research Groups and Populate
Research Groups. From this page you create, edit, delete, and manage your research groups.

Warning: Only individual records can be added to research groups. You cannot include organizations.

Add a Research Group
When you add a research group, you must enter a name for the group. You can create your group from a
selection created in Query, or you can create a group with no members and manually add members later.

1Help you more effectively research potential prospect. Research groups are static groups of
constituents. You can manually add or delete members from the group, or you can update groups using
a selection created in Query. Researchers use these groups to locate prospects and determine the
quantity, quality, and type of prospects available in their database.
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} Add a new prospect research group

1. From the Research Groups tab on the Research Groups page, click Add. The Add research group screen
appears.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. In theName field, you must enter a name for your new group. The name appears in the Research groups
grid of the Research Groups page.

3. In theDescription field, enter a description to help you identify the group.

4. You can restrict a research group to specific sites so that only users associated with those sites can see or
use the group. Add as many sites as you need.

5. In the Create from selection field, do one of the following:

• Click the binoculars to access the Selection Search screen and locate an existing selection of records
you want to include in the group. For information about selections, see the Query chapter in the
Query and Export Guide.

• Click theNew button at the end of the field to create a new selection of records. The Select a Source
View screen appears. For information about creating selections, see the Query chapter in theQuery
and Export Guide.

Note: When creating selections it is important to understand the idea of “source views.” All selection
queries are based on an initial source view, which instructs the program to select that particular type of
record for inclusion in the query. Source views determine the field categories available to include in a
selection query.The record type on which a selection is based determines where the selection is
available in the application and how it can be used.

• If you do not want to include a selection of records and plan to manually add records later, leave the
field blank. You manually add members from theMembers tab of the selected research group’s
record or you can add records from the Populate Research Groups tab. For more information, see
Add Members to an Existing Group on page 245 or Add or Update Group Members on page 248.

6. If you do not select Others can modify, you limit another user’s ability to edit the name and description;
however others can still run the populate research group process.

7. Click Save to save the new group and return to the Research Groups page.

Edit a Research Group
You can easily edit an existing research group, changing the name or description.
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} Edit a prospect research group

1. From the Research Groups tab on the Research Groups page, select the group you want to edit.

Note: You can also access the Edit research group screen from a selected research group record. From
the Tasks pane on the record page, click Edit research group.

2. Click Edit. The Edit research group screen appears.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

3. In theName field, enter a new group name. This field is required. The name appears in the Research
groups grid of the Research Groups page.

4. In theDescription field, enter a new group description to help you identify the group.

5. Click Save to save the group and return to the Research Groups page.

Delete a Research Group
You can easily delete an existing research group, permanently removing it from your system.

Warning: If you attempt to delete a research group on whichWealthpoint updates have been performed, you
cannot delete the group without first deleting theWealthPoint search history related to the research group.

} Delete a prospect research group

1. From the Research Groups tab on the Research Groups page, select the group you want to delete.

2. Click Delete. A confirmation screen appears.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

3. Click Yes to delete the group and return to the Research Groups page.

Filter Research Groups
On the Research Groups page, you can apply filters to determine what to view on the page. As the group list
grows, it may be difficult to find a particular group. To narrow the list, click Filter on the action bar. TheName,
Added by, and Date added fields appear. Enter the information on which you want to base your filtering process.
Once you enter criteria, click Apply on the action bar. The appropriate group(s) appear in the grid. To start the
filter process over, click Reset. The data is removed from the fields so you can enter data again. To return to the
default grid without the filter fields, click Filter on the action bar.

Open a Research Group
} Open an existing research group

1. From the Research Groups tab on the Research Groups page, select the existing research group you want
to open.
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Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. In theName column, click on the linked group name you wish to open. The selected research group
appears.

Manage Research Group Records
From the research group record, you can importWealthpoint updates for the entire group; viewwealth
summary information; track themembers included in the group; and sync, link and unlink members with
constituent records in The Raiser’s Edge.

Import GroupWealthPoint Updates
If your organization usesWealthPoint service, you can importWealthPoint updates for all members in the
group.

When importingWealthPoint information, the system does not override any manually entered data you stored
on a given prospect. For example, if you entered real estate information for Mark Adamson and real estate
information is included in theWealthPoint import, whatever information you entered about Mr. Adamson
remains intact after the import.

Note: You can also importWealthPoint updates for an individual constituent from the constituent’s Wealth
and Ratings page. For more information, see Obtain Prospect Wealth Information on page 157.

} Import WealthPoint updates for all members of a group

1. From the Research Groups tab on the Research Groups page, select the existing research group you want
to open.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. In theName column, click on the linked group name you wish to open. The selected research group
appears displaying theWealth Summary tab.

3. In the Tasks pane, click Get WealthPoint updates for group. A confirmation screen appears.

Warning: Only members with theWealthPoint update option enabled are processed. If you marked
theDisable wealth updates on any member records, thosemembers are not included in the update.
For more information, see “Wealth and Ratings Management” on page 1.

4. Click Yes to get the updates. The program processes the update request. A bar at the top of the page
tracks the process.

When the update is complete, information about themost recent wealth update displays on theWealth
summary tab.
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Note: The standard research group record page is comprised of two tabs: Wealth Summary and
Members. If Raiser’s Edge users integrate the application with The Raiser’s Edge (versions 7.84 and
higher), a third tab displays: The Raiser’s Edge Integration tab. Through this tab, you can manage the
research group members “link” and “sync” status with the Raiser’s Edge.

Track GroupMembers
You can view a detailed list of all members included in a group from theMembers tab included on the group
record.

To view the list ofmembers included in the group, at the top of theMembers tab, enter your filter criteria, such
as Name or State, and click Apply. To view all members, do not enter filter criteria, just click Apply.

Add Members to an Existing Group
After you create a group, regardless of themethod or criteria used to populate the group, you can add individual
members, even members not satisfying your original group criteria.

} Add individual members to an existing group

1. From the Research Groups tab on the Research Groups page, select the existing research group to which
you want to add a member.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. In theName column, click on the linked group name you wish to open. The selected research group
appears displaying theWealth Summary tab.

3. Select theMembers tab.

Note: The standard research group record page is comprised of two tabs: Wealth Summary and
Members. If Raiser’s Edge users integrate the application with The Raiser’s Edge (versions 7.84 and
higher), a third tab displays: The Raiser’s Edge Integration tab. Through this tab, you can manage the
research group members “link” and “sync” status with the Raiser’s Edge. For more information, see
ManageMember Integration with The Raiser’s Edge on page 1.

4. Click Add. The Add research group member screen appears.

5. Click the binoculars to access the Individual Search screen and locate the newmember. You can also add
constitutes to your database from the search screen by clicking the Add button.

6. Once the newmember has been selected or added, from the Add research group member screen, click
Save. The newmember is added to the group.
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Delete Members from an Existing Group
After you create a group, regardless of themethod or criteria used to populate the group, you can remove
individual members.

} Delete individual members from an existing group

1. From the Research Groups tab on the Research Groups page, select the existing research group to which
you want to add a member.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. In theName column, click on the linked group name you wish to open. The selected research group
appears displaying theWealth Summary tab.

3. Select theMembers tab.

Note: The standard research group record page is comprised of two tabs: Wealth Summary and
Members. If Raiser’s Edge users integrate the application with The Raiser’s Edge (versions 7.84 and
higher), a third tab displays: The Raiser’s Edge Integration tab. Through this tab, you can manage the
research group members “link” and “sync” status with the Raiser’s Edge. For more information, see
ManageMember Integration with The Raiser’s Edge on page 1.

4. In theMembers grid, select the constituent you want to remove from the group.

5. Click Delete. A confirmation screen appears.

6. Click Yes to remove themember from the group.

Edit Research Details
If you discover you must change the prospect manager assigned to a prospect or change the prospect’s status,
you can using the Edit research details link.

From a prospect's page, under Tasks, click Edit research details. The Edit research details screen appears, and
you can make these necessary changes.
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View Members Constituent Records
If while working in a research group, you need to access a member’s constituent record, you can easily do so.
Once in the constituent record, you can make and save any necessary changes and return to the research group.

} View a group member’s constituent record from Research Groups

1. From the Research Groups tab on the Research Groups page, select the research group that includes the
member whose record you want to view.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. In theName column, click on the linked group name you wish to open. The selected research group
appears displaying theWealth Summary tab.

3. Select theMembers tab.

Note: The standard research group record page is comprised of two tabs: Wealth Summary and
Members. If Raiser’s Edge users integrate the application with The Raiser’s Edge (versions 7.84 and
higher), a third tab displays: The Raiser’s Edge Integration tab. Through this tab, you can manage the
research group members “link” and “sync” status with the Raiser’s Edge. For more information, see
ManageMember Integration with The Raiser’s Edge on page 1.

4. In theMembers grid, in theName column, click on the constituent you want to view. The selected
constituent record opens.

5. Once you finish working in the constituent record, click the Back button to return to Research Groups.

Assign a Prospect Manager to a Group
You can assign a prospect manager to an existing group from the groups Research Group page. From this page,
under Tasks, select Assign prospect manager. The Assign prospect manager to members of group screen
appears.

In the Prospect manager field, select themanager you want to assign all members of this group. Click the search
icon in the field to access a search screen to help you locate themanager. Mark Overwrite existing prospect
manager if you want this selection to override any manager currently assigned group members. Click Save to
assign the selected manager.

Edit Group Permissions
You can restrict application users ability to modify existing research groups. From the research group record, in
the Tasks pane, click Edit group permissions. The Edit research group permissions screen appears.

In theOwner field, click the binoculars to access the Application users search screen. From this screen, you can
assign an owner to the group. Mark theOthers can modify checkbox if you want to allow anyone other than the
assigned owner to make changes to the group. Click Save to save the permissions.

MapGroup Address
From the Research Group page, you can map to the group’s address by clickingMap group in the Tasks pane on
the left side of the page. TheMapping page appears, and you can create and save your group map.
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To use this functionality, your organization must haveMicrosoft’s Bing Maps installed and you must have rights
to themapping software.

Research Group Report
The Research group report1 allows prospect researchers to prepare and print reports that include all members
of a selected research group.

To generate the report, open the research group for which you want to generate the research group report.
Under Reports, click Research group report.

Note: Report capacity is 500 records.

The report includes a detailed profile of each group member. In addition to the group member’s name and
contact information, the report includes:

• Prospect Summary: Primary business, birth, gender, and spouse information

• Notes: Any notations, media links, or attachments included on the Documentation tab of the prospect’s
constituent record

The details view of the report, accessed by clicking the View details link included on the report screen, includes
additional information pulled from the prospect’s constituent record, such as constituencies and relationship
data.

Add or Update Group Members
When you create a research group you have the option of assigning the group a static selection of records or
creating an empty group to be populated at a later date. Even if you associate your group with a selection of
records when you create it, there is a good chance that at some point you will want to add newmembers or
update the static selection, making sure any new constituents satisfying your selection criteria are included as
members in the group. The program allows you to both add members manually and update the list ofmembers
included in your selection.

Update Group Selection
When you update a selection associated with a group, you have a number of populate options: You can
completely replace the selection ofmembers included with the original group, you can add a new selection of
members to the list of existing members, you can simply update the existing members.

1Allows prospect researchers to prepare and print reports that include all members of a selected
research group. To generate the report, open the research group for which you want to generate the
research group report. Under Reports, click Research group report. Report capacity is 500 records. The
report includes a detailed profile of each group member. In addition to the group member’s name and
contact information, the report includes: primary business, birth, gender, and spouse information along
with an notes associated with the prospect record.
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Create New Update Process
If the Populate Research Groups tab does not include an existing update process for the selection of group
members you want to update, you must create a new process. Once created, the process is stored on the
Populate Research Groups tab and can be used for future updates.

} Create a new update selection process

1. From the Research Groups page, select the Populate Research Groups tab.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. Click Add. The Add populate research group process screen appears.

3. Complete the necessary fields. For information about the fields and options included on the screen, see
Add Populate Research Group Process Screen on page 250.

4. Click Save to save the new process.
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Add Populate Research Group Process Screen
Screen Item Description

Name Name the process - required.

Description You can enter a description of the process to help you identify it later.

Research group

You create research groups on the Research Groups tab. This field includes a
list of all existing groups. Select the group for which you want to create a
populate process. For information about creating a new groups, see Add a
Research Group on page 241.

Select
constituents/Populate
method

In the Select constituents field, select the selection of constituents you want
to use to populate the group. You then must select a Populate method. You
have a number of options here:

• You can replace the selection ofmembers included with the original group
by selecting a different selection in the Select constituents field than the
one used when you created the group. Then in the Populate method field,
select “Updatemember list as selection”.

• You can add a new selection ofmembers to the list of existing members by
selecting a different selection in the Select constituents field than the one
used when you created the group. Then in the Populate method field,
select “Add members from selection”.

• You can update the existing members by selecting the same selection used
when you created the group. Then in the Populate method field, you can
select either “Add members from selection” or “Updatemember list as
selection”.

Keep in mind, only members included in the selection are affected by this
update. Any other changes made to this group before you run the update are
not affected.

• The “Add members from selection” option adds any additional members
without overriding any members you manually added to the group.

• The “Updatemember list as selection” option replaces the entire group
with the updated selection, and overrides any manually added members
not included in the selection.

Results frame

Mark Create selection from results if you want to create a selection record
containing all members added to the group. If you mark this checkbox, you
must enter a name for the new selection. If you want to overwrite any
existing selection record with the same name, mark Overwrite existing
selection. The results selection is available in Query.

Edit an Update Process
You can easily edit existing update processes from the Populate Research Groups tab.

} Edit an existing update selection process

1. From the Research Groups page, select the Populate Research Groups tab.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. Select the group you want to change.
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3. Click Edit. The Edit populate research group process screen appears.

4. Change the necessary fields. For information about the fields and options included on the screen, see
Add Populate Research Group Process Screen on page 250.

5. Click Save to save the edited process.

Delete an Update Process
You can easily delete existing update processes from the Populate Research Groups tab.

} Delete an existing update selection process

1. From the Research Groups page, select the Populate Research Groups tab.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. Select the process you want to remove.

3. Click Delete. A confirmation screen appears.

4. Click Yes to remove the process.

Run an Update Process
Once you have an update process in place, you must run the process to populate the group.

Note: For information about creating a process, see Create NewUpdate Process on page 249; for information
about editing an existing process, see Edit an Update Process on page 250.

} Run an existing update selection process

1. From the Research Groups page, select the Populate Research Groups tab.

Note: For information about accessing the Research Groups page, see Access Research Groups on page
241.

2. Select the process you want to run.

3. Click Start process. The Edit populate research group process screen appears.

4. Make any necessary changes. For information about the fields and options included on the screen, see
Add Populate Research Group Process Screen on page 250.

5. Click Start to start the process. The process is executed and the processing page appears.

For information about the processing page, see ViewUpdate Process Information on page 1.

Tabs of a Process Status Page
Each business process in the database has a status page. The process status page contains information specific
to the process. You enter this information when you add the process to the database. Each process status page
also includes information about themost recent instance of the process and historical data about the process.
On some process status pages, you can manage the job schedules of the process. To help manage this
information, each process status page contains multiple tabs.
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Recent Status Tab
On the Recent status tab, you view the details of themost recent instance of the process. These details include
the status of the process; the start time, end time, and duration of the process; the person who last started the
process; the name of the server most recently used to run the process; the total number of records processed;
and howmany of those records processed successfully and howmany were exceptions.

History Tab
Each time you run a business process, the program generates a status record of the instance. On the History tab,
you view historical status record information about each instance of the process. The information in the grid
includes the status and date of the instance.

On the History tab, you can limit the status records that appear in the grid. You can filter by the process status. If
you filter the records that appear in the grid, it can reduce the amount of time it takes to find a process instance.
For example, if you search for an instance that did not finish its operation, you can select to view only status
records with a Status of Did not finish. To filter the records that appear in the grid, click the funnel in the action
bar. The Status field and Apply button appear so you can select the status of the instances to appear in the grid.
To update the information that appears, click Refresh List on the action bar.

Depending on your security rights and system role, you can delete a status record from the grid on the History
tab.

Delete a Status Record from the History Tab of a Process Status Page
On the History tab of a process status page, you can delete a specific status record of the process. When you
delete a status record, you delete the specific instance and all of its history.

} Delete a status record from the History tab

1. On the History tab of the process status page, select a status record and click Delete. A confirmation
message appears.

Note: You can filter the records in the grid by the status of the process to reduce the amount of time it
takes to find an instance of the process. For example, to search for a completed instance, click the
funnel icon, select "Completed" in the Status field, and click Apply. Only completed instances appear in
the grid.

2. Click Yes. You return to the History tab. The selected status record no longer appears.

Job Schedules Tab (Not Available on All Process Pages)
On the Job schedules tab, you can view the job schedules of the process in the database. The details in this grid
include the name, whether a job schedule is enabled, the frequency of the job schedule, the start date and time
and end date and time, and the date the job schedule was added and last changed in the database. You enter
this information when you set the job schedule of the process.

Depending on your security rights and system role, you can add, edit, and delete job schedules that appear on
the Job schedules tab. To update the information that appears, click Refresh List.

Schedule Process Jobs
You can create a job schedule to automatically run a business process. When you create a schedule for a process,
the program exports and runs the process at the scheduled instance or interval. For example, you can schedule a
process to run at a time convenient for your organization, such as overnight. To create a job schedule, click Add
on the Job schedules tab of the process status page. The Create job screen appears.
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Note: To create a job schedule from any tab of the process status page, click Create job schedule under Tasks.

} Create a job schedule

1. On the Job schedules tab of the process, click Add, or click Create job schedule under Tasks. The Create
job screen appears.

2. In the Job name field, enter a name for the scheduled process.

3. By default, the schedule is active. To suspend it, clear the Enabled checkbox.

4. In the Schedule type field, select how often to run the process. Your selection determines which other
fields are enabled.

5. In the remaining fields, select when to run the job schedule and how long to keep it active.

6. Click Save. You return to the Job schedules tab.

Edit Job Schedules
After you create a job schedule for a process, you can update it as necessary. For example, you can adjust its
frequency. You cannot edit the package selected to create the job schedule.

} Edit a job schedule

1. On the Job schedules tab, select a job and click Edit. The Edit job screen appears. The options on this
screen are the same as the Create job screen. For information about these options, see Create Job
Screen on page 320.

2. Make changes as necessary. For example, in the Schedule type you can change how often to run the
process.

3. Click Save. You return to the Job schedules tab.
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Create Job Screen
The table below explains the items on the Create job screen. For information about how to access this screen,
see Schedule Process Jobs on page 319.

Screen Item Description

Job name Enter a name for the job schedule.

Schedule type
Select how often to run the job schedule. You can run a process once; on a daily, weekly, or
monthly basis; whenever SQL Server Agent service starts; or whenever the computer is idle
according to SQL Server Agent.

Enabled By default, the scheduled process is active. To suspend the process, clear this checkbox.

One-time
occurrence

For a process that runs just once, select the date and time to run it.

Frequency

For a process that runs on a daily, weekly, or monthly basis, select the number of days,
weeks, or months between instances in theOccurs every field.
For a weekly process, select the day of the week to run it.
For a monthly process, select the day of themonth to run it.

Daily frequency

For a process that runs on a daily, weekly, or monthly basis, select whether to run it a single
time or at regular intervals on the days when it runs.
To run a process once, select Occurs once at and enter the start time.
To run a process at intervals, select Occurs every and enter the time between instances, as
well as a start time and end time.

Start date
For a process that runs on a daily, weekly, or monthly basis, select a start date and, if
necessary, an end date. To run the process indefinitely, select No end date.

Delete Job Schedules
On the Job schedules tab of the status page, you can delete a job schedule of the process. This deletes the
scheduled job as well as any changes made to it outside the program.

} Delete a job schedule

1. On the Job schedules tab, select the job and click Delete. A confirmation screen appears.

2. Click Yes. You return to the Job schedules tab.

Generate Windows Scripting File
AWindows Scripting File (*.wsf) is an executable script file format for Windows that can incorporate VBScript
(*.vbs) routines and include XML elements.

} Generate a Windows Scripting File

1. On the process that requires a Windows Scripting File, click Generate WSF under Tasks. The Generate
business process WSF file screen appears.
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2. In the Save As field, enter the path and file name for theWSF file. To browse for a location to save the
file, click the ellipsis. The Save As screen appears.

3. Click OK. The program saves theWSF file.

RESEARCH GROUPS 255



256 CHAPTER 7



Prospect Research
Request Management
Prospect Research Request Workflow 257

Add New Prospect Research Requests 258

Manage Prospect Research Requests 259

Documentation 261

Research Request Record 265

Manage Submitted Research Requests 265

Track Constituent Research Requests 276

The application tools and workflow detailed in this document help you manage prospect research requests
submitted by fundraisers in your organization. The prospect research request tools allow you to submit a
prospect research request; designate the search for a specific record type (constituent, organization, research
group); enter request information such as priority, type of research, reason for request, and much more; and
track the results.

Note: Enterprise Constituent Record Management users can also include event registrants in a research
request.

When you create a request, several request records are created: one for the overall request and additional
request records for each individual included in the request. For example, if you create a “Constituent” request
and add three individuals to the Prospects to research grid on the add screen, a record is created for the general
constituent request and three additional records are created for each individual you listed in the grid. Research
officers can then address each individual record when they complete work on the constituent research request.

Prospect Research Request Workflow
• Gift officer determines he needs additional research data for a specific prospect

• Gift officer uses the Add a Prospect Research Request tool included in Prospects and submits his request for
information about the prospect

• After submitting, the gift officer tracks the request activity from the Research Requests tab on his fundraiser
record. From here, he can also access the research request record, edit or cancel the existing record, and add a
new request. For more information, see Prospect Research Requests Tab on page 144.
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• Director of prospect research tracks, prioritizes, assigns, and generally manages prospect research requests
from Research Request Management page. For more information, seeManage Submitted Research Requests
on page 265.

• Once the research is complete and ready for the gift officer, the director of prospect research designates it
“Complete” from the Research Request Management page. This designation is reflected on the Research
Requests tab of the fundraiser who submitted and requested the data.

Add New Prospect Research Requests
When you add a prospect research request, your request is submitted to a research officer for approval and
completion.

} Add a new prospect research request from the Fundraiser page

1. From the Fundraiser page, select the Research requests tab.

2. Click Add. The Add a prospect research request screen appears. The fields included on this screen may
vary slightly based on the Record type you select.

3. Select the Record type for which you are requesting information: Constituent, Event, or Research Group.

4. Depending on the Record type selected, you next must select the constituent, event, or research group
for which you want information. For example, if you select the “Event” Record type, the Event to include
in request field appears. Search for and select the event. After you select the event, the Constituents to
research grid populates to include all even registrants.

Warning: The constituent, event, or research group for which you are requesting information must
exist in your database before you can create a prospect research request.

5. Enter any additional information required for the request, such as a priority, due date, and reason. For
more information about the fields and options included on this screen, see Add a Prospect Research
Request Screen on page 259.

6. Click Save to save the request and return to the Research Requests tab.
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Add a Prospect Research Request Screen
Screen Item Description

Status
If you are creating a new request, “New” defaults in this field and cannot be changed.
Once the request is saved, the status is changed to “Pending.” This field displays the
current status of your request and cannot be edited from the Research Request tool.

Record type The available record types on which to base your request are. For example, a
constituent or a research group.

Research
group to
include in
request

If in the Record type field you select Research Group a new field appears. Select the
group you want to research. All prospects included in the group display in the
Prospect names grid. The number of constituents included in the grid is capped at
500.

Event to
include in
request

If in the Record type field you select Event a new field appears. Select the event you
want to research. All prospects registered for the display in the Prospect names grid.
The number of constituents included in the grid is capped at 500.

Prospects to
research

If in the Record type field you selected “Individual” or “Organization,” in this field
enter or search for the existing individual or organization constituent you want to
include in your research request. Click the search icon in the field to access the
search screen if you want to search for the constituent. You can enter multiple
constituents in this grid.
If in the Record type field you selected “Research group,” the constituents included
in the research group populate the grid. To remove a constituent, select the
constituent name and click DELETE on your keyboard.

Priority Select a priority for the request. Priorities are created in Code tables in
Administration.

Due date Select a date by which you need the requested information. The default date is two
weeks from the current date.

Research Type
Select the type of information you need on the constituents. For example, “Full
Profile” or “Financial Profile.” Types are created in Code tables in Administration.

Request
Reason

Select a reason for the request. Reasons are created in Code tables in
Administration.

Requested
by/Submitted
by

Enter or select the names of the individuals requesting the information. Click the
search icon in the respective field to access the Constituent search screen.
Both fields default to the constituent name linked to the application user entering
the request, but the entries can be changed.

Notes Enter any additional information you want to include with the request.

Copy research
request
information to
linked
individual
requests

Select this option if you want linked individual requests to be updated to match the
main request.

Manage Prospect Research Requests
Prospect research requests inform individuals in your organization responsible for prospect research that you
need more information on a specific constituent or members of a research group. The request form allows you to
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enter details including priority, reason, and notes to justify your request. Once the request is created and saved,
the individuals responsible for prioritizing the requests can access and act upon the request. The individual
responsible for submitting or requesting the research can track its progress from the Research Requests tab on
the fundraiser record.

Note: Enterprise Constituent Record Management users can also include event registrants in a research
request.

Edit a Specific Constituent Request
After you create and submit a request, you can edit the request parameters for selected constituents included in
the request. For example, if you submit a request for a research group but you want a different Research type
associated with one of the group members, you can make this change from the research request record. You can
change Priority, Due date, Research type, Request reason, and Notes.

Edit an Existing Research Request
After you create and submit a research request, you can easily make any necessary changes to the request from
the Research Request page. This page appears after you save a request.

Add Prospects to Research Request
Constituent record requests allow you to add constituents after the request is submitted.

You cannot add new constituents to event or group requests if they are not part of the selected research group.
You can, however, add back deleted constituents. For example, if when creating your request you delete two
group members and later decide you want to add one or both back to your request, you can do so with the Add
prospects to request option. Or, if additional constituents have been recently added to the research group,
thesemay also be added to the request with Add prospects to request.

Note: Enterprise Constituent Record Management users can also include event registrants in a research
request.

} Add prospects to an existing research request

1. From the Research Request page, under Tasks, click Add prospects to request. The Add prospects to a
research request screen appears.

You cannot change the Status from this screen.

2. In the Prospects to add grid, add the new prospect. Click the search icon at the end of the field to access
the Constituent Search screen.

3. You can also enter a Priority, Due date, Research type, Request reason, and Notes for the additional
prospects. For more information about these options, see Add a Prospect Research Request Screen on
page 259.

4. Click Save to save the additions and return to the Research Request screen. Your newly added prospects
display in the Prospects grid.
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Cancel a Specific Prospect Request
After you create and submit a request, you can cancel a selected prospect included in the request. This keeps the
existing request in place but removes the selected prospect.

Warning: Once you cancel a request, the cancel action cannot be undone.

To cancel a specific prospect from an existing prospect research request, from the Research Request page, select
the Prospects tab. In the Prospects grid, select the prospect you want to cancel and click Cancel. A confirmation
screen appears. Select a Reason for cancelling the request and enter any necessary Notes. Reasons are created in
Code tables in Administration. Click Save to complete the process. The canceled constituent is removed from the
Prospects grid.

Cancel an Existing Research Request
After you create and submit a request, you can cancel the entire request. This keeps the request in your system,
but changes the status to “Canceled.”

Warning: Once you cancel a request, the cancel action cannot be undone.

To cancel an existing prospect research request, from the Research Request page, under Tasks, select Cancel
request. A confirmation screen appears. Select a Reason for cancelling the request and enter any necessary
Notes. Reasons are created in Code tables in Administration. Click Save to complete the process. All prospects
are removed from the Prospects grid and the request’s status is changed to “Canceled.”

Delete an Existing Research Request
After you create and submit a request, you can delete the request. This removes the request from the system.

Warning: Once you delete a request, the delete action cannot be undone.

To delete an existing prospect research request, from the Research Request page, under Tasks, select Delete
request. A confirmation screen appears. Click Yes. The request is removed from the system and you return to the
Prospects page.

ViewResearch Requests
After you submit a research request, the Research Request record appears. From this page you track activity on
your request. After leaving this page, you can return to it through your fundraiser record.

From the Prospects page, clickMy fundraiser page. Select the Research Requests tab. All requests you
submitted or requested display in the Research requests grid. Click on the request you want to open.

Documentation
On the Documentation tab, you can add notes to track helpful or interesting information about your records.
You can save links to websites or related materials stored outside of the program. You can also attach items
directly to records. When you attach a file, the program stores a copy in the database.
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Attachments
You can attach items to records. When you attach a file, the program stores a copy in the database.

Add Attachments
You can use attachments to track additional details about records. When you attach a file, the program stores a
copy in the database.

} Add an attachment

1. On the Documentation tab of a record, click Add, Attachment. The Add an attachment screen appears.

2. Select an attachment type. Enter the date, title, and author. To search for the attachment, click Choose
file.

3. Click Save. You return to the Documentation tab.

Add an Attachment Screen
Screen Item Description

Type
Select the type of attachment. The system administrator configures attachment types. If
you have security rights, click Type to add an attachment type.

Date Enter the date of the attachment.

Title Enter the title, or purpose, of the attachment.

Author To search for the author, click the binoculars. A search screen appears.

File To locate the attachment, click Choose file. To view an attachment, click Open file. To
remove an attachment, click Clear file.

Edit Attachments
On the Documentation tab, you can edit an attachment. You can remove a file and choose a different file. You
can also view an attachment.

} Edit an attachment

1. On the Documentation tab of a record, select an attachment and click Edit. The Edit attachment screen
appears.

2. Make changes as necessary to the attachment type, date, title, or author. To view an attachment, click
Open file To remove an attachment, click Clear file To select a different file, click Choose file.

3. Click Save. You return to the Documentation tab.

Delete Attachments
After you add an attachment to the Documentation tab, you can delete it as necessary.

} Delete an attachment

1. On the Documentation tab of a record, select an attachment and click Delete. A confirmation message
appears.
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2. Click Yes. You return to the Documentation tab, and the attachment no longer appears.

Media Links
On the Documentation tab, you can save links to websites or related materials stored outside of the program.

Add Media Links
When you add a media link, you enter the website address.

} Add a media link

1. On the Documentation tab of a record, click Add,Media link. The Add a media link screen appears.

2. Select a media link type. Enter the date, title, and author. Enter the URL for a website.

3. Click Save. You return to the Documentation tab.

Add a Media Link Screen
Screen Item Description

Type
Select the type ofmedia link. The system administrator configures media link types. If
you have security rights, click Type to add a media link type.

Date Enter the date of themedia link.

Title Enter the title, or purpose, of the link.

Author To search for an author, click the binoculars. A search screen appears.

Media URL Enter the URL for a website.

Edit Media Links
You can edit the URL for a website.

} Edit a media link

1. On the Documentation tab of a record, select a media link and click Edit. The Edit media link screen
appears.

2. Make changes as necessary to themedia link type, date, title, or author. You can edit the URL for a
website.

3. Click Save. You return to the Documentation tab.

Delete Media Links
After you add media links to the Documentation tab, you can delete them as necessary.

} Delete a media link

1. On the Documentation tab of a record, select a media link and click Delete. A confirmation message
appears.

2. Click Yes. You return to the Documentation tab, and themedia link no longer appears.
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Notes
On the Documentation tab, you can add notes to track helpful or interesting information about your records.

Add Notes
On the Documentation tab, you can track notes about your records.

} Add a note

1. On the Documentation tab of a record, click Add, Note. The Add a note screen appears.

2. Select a note type. Enter the date, title, author, and the content of the note.

3. Click Save. You return to the Documentation tab.

Add a Note Screen
Screen Item Description

Type
Select the type of note. The system administrator configures note types. If you have
security rights, click Type to add a note type.

Date Enter the date of the note.

Title Enter the title, or purpose, of the note.

Author To search for an author, click themagnifying glass. A search screen appears.

Notes Enter the content of the note.

Edit Notes
On the Documentation tab, you can edit notes as necessary.

} Edit a note

1. On the Documentation tab of a record, select a note and click Edit. The Edit note screen appears.

2. Make changes as necessary to the note type, date, title, author, or note content.

3. Click Save. You return to the Documentation tab.

Delete Notes
After you add notes to the Documentation tab, you can delete notes when necessary.

} Delete a note

1. On the Documentation tab of a record, select a note and click Delete. A confirmation message appears.

2. Click Yes. You return to the Documentation tab, and the note no longer appears.

Open Attachment Files
After you add an attachment on the Documentation tab, you can open the attachment. Select the attachment
and click Open file.
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Research Request Record
After you create and submit a prospect research request, the system generates a Research Request record. The
record is composed of two tabs: the Prospects tab and the Documentation tab. It also includes a research
request summary section.

Note: There are two main pieces to a research request - themain request and the individuals included in the
request. For example, if you create a request for a group and the group has 10members, when you submit the
request 10 different requests are created off themain request - one request for each individual. Should you
access the prospect request record for just one of these individuals rather than themain request, the record
does not include the Prospects tab. The summary section and Documentation options are available for the
individual.

The summary section provides an overview of the request, displaying the status, priority, request date, number
of constituents, and much more.

The Prospects tab displays all constituents included in the request. From here, you can also perform the
following tasks:

The Documentation tab houses all notes and attachments associated with the request. For more information
about this tab, see Add Notes, Media Links, and Attachments to Research Requests on page 1.

Manage Submitted Research Requests
After a gift officer submits a research request, the prospect research department accesses and manges the
requests from the Research Request Management page. This page is accessed by clickingMy prospect research
page from Prospects or by clickingMy prospect research page from the Research Request page.

Depending on your role and security settings you may see only research requests assigned to you or you may
see all assignments.

From this page, you manage both pieces of the research request - themain request and the individuals included
in themain request. You also can track completed requests from this page.

• For information on managing themain requests, which includes all individuals included in the request, see
Open Requests on page 265.

• For information on managing the individual requests included within a main request, see Open Individual
Request on page 269.

• For information on tracking completed requests, see Completed Requests on page 273.

OpenRequests
All requests are listed on the Request Queue tab of the Research Request Management page. Unlike the
Individual Request tab also included on this page, the Request Queue tab allows you to deal with the request
group - all individuals in the group are treated as one - instead of individually with each constituent included in
the request group. If you prefer dealing with the request on the individual level, see Open Individual Request on
page 269.
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} View open research requests

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab. All open requests display in theOpen research requests grid.

3. You can filter information displayed on this tab based on Researcher, Request date, Due date, and
Status. Click Apply to filter the display.

Research Request Record
After you create and submit a prospect research request, the system generates a Research Request record. The
record is composed of two tabs: the Prospects tab and the Documentation tab. It also includes a research
request summary section.

Note: There are two main pieces to a research request - themain request and the individuals included in the
request. For example, if you create a request for a group and the group has 10members, when you submit the
request 10 different requests are created off themain request - one request for each individual. Should you
access the prospect request record for just one of these individuals rather than themain request, the record
does not include the Prospects tab. The summary section and Documentation options are available for the
individual.

The summary section provides an overview of the request, displaying the status, priority, request date, number
of constituents, and much more.

The Prospects tab displays all constituents included in the request. From here, you can also perform the
following tasks:

The Documentation tab houses all notes and attachments associated with the request. For more information
about this tab, see Add Notes, Media Links, and Attachments to Research Requests on page 1.

} Change the researcher currently assigned to an open research request

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab. All open requests display in theOpen research requests grid.

3. Select the request you want to change.

4. Click Change status and select Assigned. The Assign request to a researcher screen appears displaying
the researcher currently assigned.

5. In the Researcher field, select the new fundraiser you want to assign as a researcher for this request. Click
the search icon in the field to access the Fundraiser Search screen.

6. If you want all individuals included in the request assigned to this researcher, select Assign individual
requests to the same researcher. If you would rather assign each individual separately, do not select this
option. You can assign each individual request from the Individual Requests tab on the Research Request
Management page.

7. Click Save to return to the Individual Requests tab.

} Unassign a researcher from an open research request

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab. All open requests display in theOpen research requests grid.
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3. Select the request you want to unassign.

4. Click Change status and select Pending. The researcher is removed from the request and the status
changed to “Pending.”

} Designate an open research request as “In progress”

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab. All open requests display in theOpen research requests grid.

3. Select the request you want to designate as “In progress.”

4. Click Change status and select In progress. The status changes to “In progress.” The Complete request
option is also activated. In addition, the Research Request tab on the requesting/submitting fundraiser
record now displays the request as “In progress.”

} Designate an open research requests as “Complete”

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab. All open requests display in theOpen research requests grid.

3. Select the request you want to designate as “Complete.”

4. Click Complete request. A confirmation screen appears.

5. Click Yes. The status changes to “Complete,” and the request is moved from the Request Queue tab to
the Completed Requests tab. In addition, the Research Request tab on the requesting/submitting
fundraiser record now displays the request as “Complete.”

} Reject an open research requests

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab. All open requests display in theOpen research requests grid.

3. Select the request you want to reject.

4. Click Reject request. The Reject a prospect research request screen appears.

5. In the Reason field, select a reason for rejecting the request. Reasons are created in Code tables in
Administration.

6. In the Comments box, enter any additional information you want to include with the rejected request.

7. Click Save. The status changes to “Rejected.” In addition, the Research Request tab on the
requesting/submitting fundraiser record now displays the request as rejected.

} View research requests record

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab. All open requests display in theOpen research requests grid.

3. Click on the request for which you want to view the research request record. The Research Request page
appears. For information about working on this page, seeManage Prospect Research Requests on page
259.
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4. To return to the Research Request Management page, click Back.

} Add a new research request from the Research Request Management page

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab.

3. Click Add. The Add a prospect research request screen appears. The fields included on this screen may
vary slightly based on the Record type you select.

4. Select the Record type for which you are requesting information.

Note: Enterprise Constituent Record Management users can also include event registrants in a
research request.

5. Depending on the Record type select, you next must select the constituent or research group for which
you want information. For example, if you select the “Research group” Record type, the Research group
to include in request field appears. Search for and select the group. After you select the group, the
Prospects to research grid populates to include all group members.

Warning: The constituent (individual or organization) or research group for which you are requesting
information must exist in your database before you can create a prospect research request.

6. Enter any additional information you want to provide with the request, such as a priority, due date, or
reason. For more information about the fields and options included on this screen, see Add a Prospect
Research Request Screen on page 259.

7. Click Save. The new research request now displays in theOpen research requests grid.

} Edit an existing prospect research request

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Request Queue tab.

3. In the Open research requests grid, select the request you want to edit.
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4. Click Edit. The Edit a prospect research request screen appears.

5. The constituent’s Status and Record type cannot be changed. You can change the following options:
Priority, Due date, Research type, Request reason, Requested by, Submitted by, and Notes. For
information about these options, see Add a Prospect Research Request Screen on page 259.

6. Select Copy research request information to linked individuals requests if you want the information in
the edit form copied to any of the individual requests created off themain request. The information
copies if those individual requests are linked and not completed or canceled.

7. Click Save to save the changes.

Open Individual Request
All individual constituents associated with research requests are listed on the Individual Requests tab of the
Research Request Management page. Unlike the Request Queue tab, the Individual Requests tab allows you to
deal separately with each individual included in a request instead of the request as a whole. If you prefer dealing
with the request as a whole, see Open Requests on page 265.

} View open individual research request

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Requests tab. All open requests display in theOpen research requests grid.

3. You can filter information displayed on this tab based on Researcher, Request date, Due date, and
Status. Click Apply to filter the display.
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} Assign researcher to open individual research request

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Requests tab. All open requests display in theOpen research requests grid.

3. Select the request you want to assign.

4. Click Change status and select Assigned. The Assign request to a researcher screen appears.

5. In the Researcher field, select the fundraiser you want to assign as a researcher for this individual. If you
are associated as a fundraiser with an application user in the system, your name defaults in the
Researcher field, but the entry can be edited. Click the search icon in the field to access the Fundraiser
Search screen.

6. Click Save to return to the Individual Requests tab. The individual’s status is changed to “Assigned.”

} Change the researcher currently assigned to an open individual research request

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Requests tab. All open requests display in theOpen research requests grid.

3. Select the request you want to change.

4. Click Change status and select Assigned. The Assign request to a researcher screen appears displaying
the researcher currently assigned.

5. In the Researcher field, select the new fundraiser you want to assign as a researcher for this individual.
Click the search icon in the field to access the Fundraiser Search screen.

6. Click Save to return to the Individual Requests tab.

} Unassign a researcher from an open individual research request

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Request tab. All open individual requests display in theOpen research requests
grid.

3. Select the request you want to unassign.

4. Click Change status and select Pending. The researcher is removed from the request and the status
changed to “Pending.”

} Designate an open individual research request as “In progress”

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Request tab. All open individual requests display in theOpen research requests
grid.

3. Select the request you want to designate as “In progress.”

4. Click Change status and select In progress. The status changes to “In progress.” The Complete request
option is also activated. In addition, the Research Request tab on the requesting/submitting fundraiser
record now displays the individual request as “In progress.”
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} Designate an open individual research request as “Complete”

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Request tab. All open individual requests display in theOpen research requests
grid.

3. Select the request you want to designate as “Complete.”

4. Click Complete request. The Complete prospect research request screen appears.

5. Record information about how the research was completed:

• Total research hours: The total amount of time spent completing the research.

• Source column: Where you located the information.

• Hours column: Howmuch time you spent with the corresponding Source.

• No. uses column: Number of times you used the source for this research project.

• Cost column: Howmuch did you spend using the corresponding Source.

6. Click Save. The status changes to “Complete.” In addition, the Research Request tab on the
requesting/submitting fundraiser record now displays the request as “Complete.”

} Reject an open individual research request

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Requests tab. All open individual requests display in theOpen research requests
grid.

3. Select the request you want to reject.

4. Click Reject request. The Reject a prospect research request screen appears.

5. In the Reason field, select a reason for the rejected request. Reasons are created in Code tables in
Administration.

6. In the Comments box, enter any additional information you want to include with the rejected request.
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7. Click Save. The status changes to “Rejected.” In addition, the Research Request tab on the
requesting/submitting fundraiser record now displays the request as rejected.

} View research request record

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Requests tab. All open individual requests display in theOpen research requests
grid.

3. Select the request for which you want to view the research request record.

4. Click Go to request. The Research Request page appears. For information about working on this page,
seeManage Prospect Research Requests on page 259.

5.

6. To return to the Research Request Management page, click Back.

} Add a new individual research request from the Research Request Management page

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Requests tab.

3. Click Add. The Add a prospect research request screen appears. The fields included on this screen may
vary slightly based on the Record type you select.

4. Select the Record type for which you are requesting information. For example, Individual, Organization,
or Research Group.

Note: Enterprise Constituent Record Management users can also include event registrants in a
research request.

5. Depending on the Record type select, you next must select the constituent or research group for which
you want information. For example, if you select the “Research group” Record type, the Research group
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to include in request field appears. Search for and select the group. After you select the group, the
Constituents to research grid populates to include all group members.

Warning: The constituent or research group for which you are requesting information must exist in
your database before you can create a prospect research request.

6. Enter any additional information you want to provide with the request, such as a priority, due date, or
reason. For more information about the fields and options included on this screen, see Add a Prospect
Research Request Screen on page 259.

7. Click Save. The constituents included in the request now display in theOpen research requests grid.

} Edit a specific constituent from an existing prospect research request from the Research Request
Management page

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Individual Requests tab.

3. Click Edit. The edit screen appears.

4. The constituent’s Status cannot be changed. You can change the following options: Priority, Due date,
Research type, Request reason, and Notes. For information about these options, see Add a Prospect
Research Request Screen on page 259

5. Click Save to save the changes.

Completed Requests
The Completed Requests tab in Research Request Management tracks all completed requests. This tab displays
only completed main requests; it does not display completed individual requests. Once all individuals included in
a main request are complete, the request housing these individuals displays on the Completed Requests tab.
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} Edit an existing prospect research request from the Competed Requests tab of the Research Request
Management page

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Completed Requests tab.

3. In the Completed research requests grid, select the request you want to edit.

4. Click Edit. The Edit a prospect research request screen appears.

5. The constituent’s Status and Record type cannot be changed. You can change the following options:
Priority, Due date, Research type, Request reason, Requested by, Submitted by, and Notes. For
information about these options, see Add a Prospect Research Request Screen on page 259.

6. Select Copy research request information to linked individuals requests if you want the information in
the edit form copied to any of the individual requests created off themain request. The information
copies if those individual requests are linked and not completed or canceled.

7. Click Save to save the changes.

} View research request record from the Completed Requests tab of the Research Request Management
page

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Select the Completed Requests tab. All completed requests display in the Completed research requests
grid.

3. Select the request for which you want to view the research request record.

4. Click Go to request. The Research Request page appears. For information about working on this page,
seeManage Prospect Research Requests on page 259.

5. To return to the Research Request Management page, click Back.
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Establish User Permissions for Prospect Research Request
Management
You can manage the application users that have access to information stored on the Prospect Research Request
Management page. Application users are the individual users of your system. Access to the research data is
based on the permissions established in Prospect Research Request Management Configuration.

} Add user permissions for Prospect Research Request Management

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Under Configuration, click Research request.

3. The Prospect Research Request Management Configuration page appears. All existing application users
with permission to the Research Request Management page display in the Application User
Permissions grid.

4. Click Add. The Add an application user permission screen appears.

5. In the Application user field, enter the domain and user name for the user you want to add. Click the
search icon in this field to access a search screen to help you locate the application user.

6. Select Can view requests assigned to others if you want to allow this user to view all requests in
Research Request Management. If you do not select this option, the user can see only requests assigned
to him.

7. Click Save to save your settings and return to the Prospect Research Request Management
Configuration page.

} Edit user permissions for Prospect Research Request Management

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Under Configuration, click Research request.

3. The Prospect Research Request Management Configuration page appears. All existing application users
with permission to the Research Request Management page display in the Application User
Permissions grid.

4. Select the user you want to edit.

5. Click Edit. The Edit an application user permission screen appears.

6. Select Can view requests assigned to others if you want to allow this user to view all requests in
Research Request Management. If you do not select this option, the user can see only requests assigned
to him.

7. Click Save to save your settings and return to the Prospect Research Request Management
Configuration page.

} Delete user permissions for Prospect Research Request Management

1. From the Prospects page, clickMy prospect research page. The Research Request Management page
appears.

2. Under Configuration, click Research request.
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3. The Prospect Research Request Management Configuration page appears. All existing application users
with permission to the Research Request Management page display in the Application User
Permissions grid.

4. Select the user you want to delete.

5. Click Delete. A confirmation screen appears.

6. Click Yes to delete the selection and return to the Prospect Research Request Management
Configuration page.

Track Constituent Research Requests
You can track research request statuses from all application pages related to the constituent that is affected by
the request. For example, from the constituent’s Wealth and Ratings page, a message box appears near the top
of the page announcing a request is open.

Click on themessage box to open the notifications screen.

You can also access this information from the constituent record, volunteer record, event registrant record, and
so on. This allows users in all areas of the application to knowwhen a research request has been issued for a
constituent.
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Prospect Quick Search
Field Matching Logic 277

Execute a Prospect Quick Search 279

Real Estate Tab 280

Business Ownership Tab 281

Prospect Quick Search Details Page - Real Estate 282

Prospect Quick Search Details Page - Business Ownership 285

Prospect Quick Search1 allows researchers to identify important data on prospects even when only incomplete
information is available. For example, a prospect may own vacation property that for a number of reasons is not
showing up during the standardWealthPoint search. With Prospect Quick Search, the researcher can search for
the home by entering only a Last name and the state in which he suspects the vacation home exists.

Note: Prospect Quick Search is available only to clients withWealthPoint subscriptions.

The quick search tool takes the submitted information and matches it against the CoreLogic Data Services real
estate data source or the D&B business ownership data source. The results display on the Prospect Quick Search
page.

Field Matching Logic
Prospect Quick Search returns records arranged based on confidence levels going from highest confidence to
lowest, and it continues to return records until matches no longer exist or it reaches the 100 record return limit.

The search first queries all records that match all fields sent in the search. Then, based on a field ranking system,
the search attempts to partially match records by dropping a field from the search that it considers least helpful
in getting the best record back. The priority of the fields considered is as follows.

1Allows researchers to identify important data on prospects even when only incomplete information is
available. For example, a prospect may own vacation property that is not showing up during the
standard WealthPoint search. Quick Search can search for the home based only on last name and the
state in which he suspects the vacation home exists. Prospect Quick Search is available only to clients
with WealthPoint subscriptions. The quick search tool takes the submitted information and matches it
against the Fidelity Data Services real estate data source or the D&B business ownership data source.
The results display on the Prospect Quick Search page.
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} For real estate searches

1. Address

2. ZIP

3. City

4. State

5. Last Name

6. First Name/Nickname

7. Company Name

• If information is entered in this field, and a Last Name and/or First Name/Nickname is also entered
the application uses the company name in only the Business Ownership search.

• If information is entered in this field, and no Last Name or First Name/Nickname is entered, the
Company Name is also used to search against the Last name field in the Real Estate portion of the
search.

8. Unit (used in real estate searches only)

} For business ownership searches

1. Last Name

2. First Name/Nickname

3. Company Name

• If information is entered in this field, and a Last Name and/or First Name/Nickname is also entered
the application uses the company name in only the Business Ownership search.

• If information is entered in this field, and no Last Name or First Name/Nickname is entered, the
Company Name is also used to search against the Last name field in the Real Estate portion of the
search.

4. State

5. City

6. ZIP

7. Address

8. Phone number (used in business ownership searches only)

• Three characters or less: the number is assumed to be an area code, and the system attempts to
match against area code. For one or two characters, a * wildcard is assumed.

• Four to seven characters: the number is assumed to be themain phone number (not the area
code). For between four and six characters, a * wildcard is assumed.

• Greater than seven characters: first three numbers are assumed to be the area code, with the
remaining numbers used to match against themain phone number. For example if you enter nine
numbers, the first three are broken out as the area code and the next six are used to create the rest
of the phone number with a wildcard in the seventh slot (123456789 = (123) 456-789*).
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• If numbers are entered within parenthesis ( ): the system assumes these numbers are the area
code. So with a (123)456 entry, even though it contains six numbers, the system identifies 123 as the
area code and 456 as the first three digits of themain phone number.

• Area code and next three numbers or area code and last four numbers: Wild card characters can
be used in place of the unknown numbers. For example, if you know the area code and the next
three numbers, but you do not know the remaining four numbers, you can enter “843765****” in
your search. If you know the area code and the last four numbers, but you do not know the three
middle numbers, you can enter “843***1000” in your search.

Execute a Prospect Quick Search
None of the fields included on the Prospect Quick Search page are required, however, the fewer number of fields
completed, the longer the results list may be. The results display the first 100 records matched.

Tip: In order to return search results as quickly as possible, we limit the number of records displayed to the first
100 - the order is based on the confidence rating, going from the highest to the lowest. If your search turns up
more than 100 returns, change your search criteria to better filter the results. For example, if you entered just
the Last name and state information for your first search, consider adding a first name or a city and rerunning
the search.

} Search for prospect wealth information using the quick search option

1. From the Prospects page, click Prospect Quick Search. The Prospect Quick Search page appears.

2. The quick search allows you to enter any combination of fields. For information about how thematching
logic works, see Field Matching Logic on page 277.

None of the fields is required; however, themore information provided the better the results.

3. In the Real estate address to search section, you can select to search All addresses satisfying your
criteria or Selected addresses. If you select Selected addresses, select the addresses you want included
in the search.

4. In theData source(s) to search section, you can select to search All data sources or Selected data
sources. If you select Selected data sources, select the data sources you want included in the search. For
example, if you want just real estate information returned, select the Real estate option under Selected
data sources.

Tip: By default, Prospect Quick Searchmatches search fields exactly. For example, if you enter “Jo” in
the First name field, the search looks for first names spelled “Jo.” It does not consider Joe, or Joseph, or
John as would the search functionality in other areas of the application. You can, however, use the *
wildcard character when you are unsure of exact spelling. For example, you can enter “Jo*” or “Joh*” in
the First name field and expect the search to include Joe/Joseph or John. In the address fields, use the
* to designate a “like” statement. For example, 211* returns 211 San Remo Circle, 2110 San Remo Circle,
211Main Street, 2110 First Street, and so on. 21*1* returns 211 Park Ave., 21541 Second Street, 2101
Water Street, and so on. Be aware, searching with wildcards may result in longer processing time.

5. Click Search.
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The result records are displayed in order of the confidence rating, with the higher rated records
displaying first. In addition, results are arranged based on the data source from which the information
was gathered. For example, CoreLogic results display on the Real estate tab and D&B results display on
the Business ownership tab.

For more information, see:

• Real Estate Tab on page 280

• Business Ownership Tab on page 281

Real Estate Tab
After you execute a prospect quick search, the search results are arranged in tabs, displaying data related to a
specific data source. This section details the Real estate tab.

• To view additional information, select the record in the grid for which you want to view details and click View
details. The Prospect Quick Search Details page appears. For more information about this page, see Prospect
Quick Search Details Page - Real Estate on page 282.

• If you want to add the selected results to an existing constituent record in your database, click Add to
constituent. The button is available on both the Prospect Quick Search Details page and the Real estate tab on
the Prospect Quick Search page.
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 • From the drop-down menu on the Add to constituent button, select what you want added to the con-
stituent:

 • Real Estate Record creates a real estate record in the selected constituent record. All data located in the
search is included in the new real estate record.

 • Property Address adds the information included in the Property address column of the Real estate tab to
the prospect's constituent record.

 • Mailing Address adds the information included in theMailing address column of the Real estate tab to
the prospect's constituent record.

 • An Add screen for the selected option appears. From here, click the Search icon to search for and select the
constituent to which you want to add this information.

 • After you select the constituent, you return to the Add screen. The selected constituent’s name nowdis-
plays in the Constituent field.

 • Click Save.

 • If you selected Real estate record, the system runs a duplicate check before adding the information to the
record. If no duplicates are located, the information is added, and you return to the Prospect Quick
Search page. If a duplicate is located, the Duplicate Search screen appears. From here, click Select to
update the existing record with the new information; click Ignore to add the new information even as a
potential duplicate; click Cancel to not add the information.

 • If you select Property address orMailing address the Add an address screen appears. For information
about the items included on this screen, see the Prospects Guide.

• If you want to add the selected result as a constituent record in your database, click Add constituent. Then
select if you want the result added From owner/property address or the From owner/mailing address. The
Select constituent names to add screen appears. For information about this screen, see Add a new constituent
to your database from the Prospect Quick Search Details page on page 283. Start at step 2.

Business Ownership Tab
After you execute a prospect quick search, the search results are arranged in tabs, displaying data related to a
specific data source. This section details the Business ownership tab.

• To view additional information, select the record in the grid for which you want to view details and click View
details. The Prospect Quick Search Details page appears. For more information about this page, see Prospect
Quick Search Details Page - Business Ownership on page 285.
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• If you want to add the selected results to an existing constituent record in your database, click Add to
constituent and select either Business ownership record or Company address.

 • An Add screen appears. From here, click the Search icon to search for and select the constituent to which
you want to add this information.

 • Click Save.

 • If you selected Business ownership record, the system adds the business ownership record to the
selected constituent. To view the added record, open the selected constituent, and from theWealth and
Ratings page, in theWealth summary section, click Business ownership. The constituent’s business own-
ership page appears with the new record.

 • If you selected Company address the Add an address screen appears. The selected address information
defaults. For information about the items included on this screen, see the Contact Information section of
the Constituent Records chapter in the Prospects Guide. When you are done entering information to this
screen, click Save to add the record to your database.

Prospect Quick Search Details Page - Real
Estate
The Prospect Quick Search Details page generated for CoreLogic Data Services searches displays all real estate
information located for the selected prospect. It allows you to review the information before you decide to take
additional action.

Add Information to Constituent from Prospect Quick Search
Details page
From the Prospect Quick Search Details page, after you review the returned data, you can choose to add the
information to an existing constituent in your database.
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} Add information to an existing constituent from the Prospect Quick Search Details page

1. From the Prospect Quick Search Details page, click Add to constituent and then select the information
you want added to the constituent record: Real estate record, Property address,Mailing address,
Assessee address, or Buyer address. Regardless of your selection, the Select constituent screen appears.

2. Click the search icon to access the Individual Search screen. From here you can locate and select the
record in your database to which you want to add the information.

3. From the Select Constituent screen, click Save.

• If you select Real estate record, the system runs a duplicate check before adding the information to
the record. If no duplicates are located, the information is added and you return to the Prospect
Quick Search page.

If a duplicate is located, the Duplicate Search screen appears. From here, click Select to update the
existing record with the new information; click Ignore to add the new information even as a
potential duplicate; click Cancel to not add the information.

• If you select Property address,Mailing address, Assessee address, or Buyer address the Add an
address screen appears. The selected address information defaults to the proper fields. For
information about the items included on this screen, see the Contact Information section of the
Constituent Records chapter in the Prospects &Wealth Management Guide.

AddConstituent from Prospect Quick Search Details Page
From the Prospect Quick Search Details page, after you review the returned data, you can add a new constituent
to your database. You can also choose how you want the information added: owner information with the
property address, owner information with themailing address, assessee information with the assessee address,
or buyer information with the buyer address.

} Add a new constituent to your database from the Prospect Quick Search Details page

1. From the Prospect Quick Search Details page, click Add constituent and then select the property
summary data on which you want to base the new constituent record: owner information with the
property address, owner information with themailing address, assessee information with the assessee
address, or buyer information with the buyer address. Regardless of your selection, the Select
constituent names to add screen appears.
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2. Select the Last name, First name, and if necessaryMiddle name you want to use in the constituent
record. Your options default to the names included in the property summary. For example, if you select
the assessee information with the assessee address and in the property summary two assessees are
listed, both assessees’ names appear as name options for the new constituent record. Select the name
you want to use.

3. You can also select Spouse and Relationship information you want used in the record.

4. Click Continue. The Add an individual screen appears.

5. Add any additional information you want to include on this constituent record. For information about
the items included on this screen, see the Contact Information section of the Constituent Records
chapter in the Prospects &Wealth Management Guide.

Note: The real estate asset is automatically added to the prospect record. If a spouse is included in the
quick search results, the asset is not included on the spouse record. After the asset is added, the wealth
capacity formulas are updated.
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6. Click Save. The new constituent’s Wealth and Ratings page appears. If you want to create additional
constituent records based on other information included in the property summary, click Back to return
to the Prospect Quick Search Details page.

Prospect Quick Search Details Page - Business
Ownership
The Prospect Quick Search Details page generated for D&B searches displays all business ownership information
located for the selected prospect. It allows you to review the information before you decide to take additional
action. The data is arranged in a summary section and on three tabs: Matching executives, Biography
information, and Ownership information.

Business Ownership Summary Section
The Business ownership summary section displays at the top of the page and includes general information
about the business, such as:

• Company name

• Trade name

• Short description

• Phone number

• Company address

• Mailing address

• DUNS number

• SIC code

• Year the business started

• Number of employees

• How the company is held

• Sales revenue

• Ratio

• Valuation
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Biography Information Tab
This tab lists the names associated with the company for whom we located biographical information. To view
details, select a name in the Biography information grid. The Details window appears at the bottom of the tab.

Once you review the information on this tab, you have the following options:

• Create a new constituent record with the selected information by clicking Add constituent. The Select options
to add constituent screen appears.

1. TheName defaults to the name associated with the selected record, and it cannot be edited.

2. In the Address to use field, select the address type on the individual constituent record to which you
want to assign the address associated with the selected business ownership record.

3. In theOrganization section, select how you want to handle the business organization information
included in the selected business ownership record. You can Add a new organization record to your
database or Search existing organizations to which to add the business ownership data.

4. In the Relationship section, identify what the individual’s relationship is to the organization included in
the business ownership record. For example, “Owner.”

5. Click Continue. The Add an individual screen appears.

6. Add any additional information you want to include on this constituent record. For information about
the items included on this screen, see the Contact Information section of the Constituent Records
chapter in the Prospects &Wealth Management Guide.

7. Click Save. The new constituent’s Wealth and Ratings page appears. If you want to create additional
constituent records based on other information included in the business ownership summary, click Back
to return to the Prospect Quick Search Details page.

• Add selected information to an existing constituent in your database by clicking Add to constituent and
selecting Company address orMailing address. The Select constituent screen appears.

 • Locate and select the constituent to which you want to add the selected information. The Add an address
screen appears.
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 • Add any additional information you want to include on this constituent record. For information about the
items included on this screen, see the Contact Information section of the Constituent Records chapter in the
Prospects &Wealth Management Guide.

 • Click Save. The new constituent’s Wealth and Ratings page appears. If you want to create additional con-
stituent records based on other information included in the business ownership summary, click Back to
return to the Prospect Quick Search Details page.

Ownership Information Tab
This tab displays each owner name associated with the company along with their ownership percentage and
default ownership value.

Once you review the information on this tab, you have the following options:

• Create a new constituent record with the selected information by clicking Add constituent. The Select options
to add constituent screen appears.

1. Select the Last name, First name, and if necessaryMiddle name you want to use in the constituent
record. Your options default to the names included in the business ownership summary.

2. In the Address to use field, select the address type on the individual constituent record to which you
want to assign the address associated with the selected business ownership record.

3. In theOrganization section, select how you want to handle the business organization information
included in the selected business ownership record. You can Add a new organization record to your
database or Search existing organizations to which to add the business ownership data.

4. In the Relationship section, identify what the individual’s relationship is to the organization included in
the business ownership record. For example, “Owner.”

5. Click Continue. The Add an individual screen appears.

6. Add any additional information you want to include on this constituent record. For information about
the items included on this screen, see the Contact Information section of the Constituent Records
chapter in the Prospects &Wealth Management Guide.

7. Click Save. The new constituent’s Wealth and Ratings page appears. If you want to create additional
constituent records based on other information included in the business ownership summary, click Back
to return to the Prospect Quick Search Details page.

• Add selected information to an existing constituent in your database by clicking Add to constituent and
selecting Company address orMailing address. The Select constituent screen appears.

 • Locate and select the constituent to which you want to add the selected information. The Add an address
screen appears.

 • Add any additional information you want to include on this constituent record. For information about the
items included on this screen, see the Contact Information section of the Constituent Records chapter in the
Prospects &Wealth Management Guide.

 • Click Save. The new constituent’s Wealth and Ratings page appears. If you want to create additional con-
stituent records based on other information included in the business ownership summary, click Back to
return to the Prospect Quick Search Details page.
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Matching Executives Tab
This tab displays the executive names matched on the selected search. In most cases, only one name displays.

Once you review the information on this tab, you have the following options:

• Create a new constituent record with the selected information by clicking Add constituent. The Select options
to add constituent screen appears.

 • TheName defaults to the name associated with the selected record, and it cannot be edited.

 • In the Address to use field, select the address type on the individual constituent record to which you want
to assign the address associated with the selected business ownership record.

 • In theOrganization section, select how you want to handle the business organization information included
in the selected business ownership record. You can Add a new organization record to your database or
Search existing organizations to which to add the business ownership data.

 • In the Relationship section, identify what the individual’s relationship is to the organization included in the
business ownership record. For example, “Owner.”

 • Click Continue. The Add an individual screen appears.

 • Add any additional information you want to include on this constituent record. For information about the
items included on this screen, see the Contact Information section of the Constituent Records chapter in the
Prospects &Wealth Management Guide.

 • Click Save. The new constituent’s Wealth and Ratings page appears. If you want to create additional con-
stituent records based on other information included in the business ownership summary, click Back to
return to the Prospect Quick Search Details page.

• Add selected information to an existing constituent in your database by clicking Add to constituent and
selecting Business ownership record, Company address,Mailing address, or Home address. The Select
constituent screen appears.

 • Locate and select the constituent to which you want to add the selected information. The Add an address
screen appears.

 • Add any additional information you want to include on this constituent record. For information about the
items included on this screen, see the Contact Information section of the Constituent Records chapter in the
Prospects &Wealth Management Guide.

 • Click Save. The new constituent’s Wealth and Ratings page appears. If you want to create additional con-
stituent records based on other information included in the business ownership summary, click Back to
return to the Prospect Quick Search Details page.
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Manage Prospects and
Plans in Bulk
Add Prospect Plans in Bulk 289

Add Opportunities in Bulk 294

Add Prospect Assignments in Bulk 300

To more easily managemultiple prospects and prospect plans at once, you can add plans and opportunities in
bulk. You can add a new plan, with or without a new opportunity, to a group of constituents. You can also add a
new opportunity to an existing plan for a group of constituents.

Add Prospect Plans in Bulk
With Add prospect plans in bulk, you can create plans for a selection of constituents. For example, you want
every constituent of a certain class cultivated the sameway, and you do not want to go through the extra work
involved to create plans specific to each individual. Instead, you want to define a template and automatically
assign the same plan to all constituents included in your selection.

The Add prospect plans in bulk function, allows you to create a process that:

• Identifies the constituent selection which contains the records to which you want to bulk assign the plan

• Selects the plan outline created for this specific group

• Assigns managers and solicitors

• Designates a plan start date

• Restricts the process to a specific site

• Adds opportunities

• Adds the “Prospect” constituency to any constituents included in the process that are not already designated
a “Prospect.”

} Add an “Add prospect plan” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Add Prospect Plans Process tab, click Add. The Add prospect plans page appears.
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3. Enter the necessary information. For detailed explanations of all items included on this screen, see Add
an Add Prospect Plans Process Screen on page 291.

4. Click Save. You return to the Add prospect plans page. Your new process displays in the Add prospect
plans processes grid.

Note: This process does not create a plan of the designated name and type if the same name and type
is already included on an existing prospect. In this situation, an exception appears on the process
report.

5. To run the process, click Start process.

} Run an existing “Add prospect plan” process

1. From the Prospects page, click Add prospect plans in bulk. The Add prospect plans page appears.

2. In the Add prospect plans processes grid, select the plan process you want to run.

3. Click Start process. The Run add prospect plans process screen appears.

4. From this screen you can change the Plan name, Narrative, and Plan start date. To make changes to any
other definition fields, see Edit an “Add prospect plan” process on page 290.

5. Click Start. The process runs and the process page appears.

For information about the process page, see “Tabs of a Process Page” on page 6.

} Edit an “Add prospect plan” process

1. From the Prospects page, click Add prospect plans in bulk. The Add prospect plans page appears.

2. In the Add prospect plans processes grid, select the plan process you want to edit.

3. Click Edit. The Edit an add prospect plans process screen appears.
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4. Make any necessary changes. All items included on this screen are the same as those included on the
Add an add prospect plan process screen. For information, see Add an Add Prospect Plans Process
Screen on page 291.

5. Click Save. You return to the Add prospect plans page.

6. To run the process, select the process in the grid and click Start process.

} Delete an “Add prospect plan” process

1. From the Prospects page, click Add prospect plans in bulk. The Add prospect plans page appears.

2. In the Add prospect plans processes grid, select the plan process you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes. You return to the Add prospect plans page. The process you just deleted no longer displays in
the grid.

} Go to an “Add prospect plan” process page

1. From the Prospects page, click Add prospect plans in bulk. The Add prospect plans page appears.

2. In the Add prospect plans processes grid, select the plan process you want to view.

3. Click Go to process. The process page appears.

Add an Add Prospect Plans Process Screen
Field name Description

Name Name of the bulk plan process. This displays in theName column of the Add Prospect
Plans Process tab.

Description
Description to help you identify the purpose of the process. This displays in the
Description column of the Add Prospect Plans Process tab.

Constituent
selection

Selection of constituent records you want associated with the plan identified in the bulk
process. Click the search icon at the end of the field to access the Selection Search screen.
From here, you can search for and select the selection of records to use. Selections are
created in Query.

Manager
for new
prospects

Prospect manager not associated with the plan. This manager is applied only to
constituents in the selection that are not prospects before the bulk processing.
Constituents already prospects retain their original prospect manager.
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Plan Details Tab
Field name Description

Plan name Name of the plan you want to assign to the constituents included in your selection.

Plan type Type of plan: Major gift, Planned gift, Recurring gift.

Narrative You can include a brief narrative to describe the plan.

Plan start
date

You can select the start date for the plan.

Sites

Site in your organization to which the process is associated. Note: Administrators can set
up security access to prospect plans based on sites. Any security settings your
administrators established for the site you specify in the Site field take effect for this
prospect plan as soon as you click Save.

Primary
manager,
and
Secondary
manager

Fundraisers associated with the plan identified in the bulk process. Which fields you
complete depends on your organizations fundraising workflow. Click the search icon at
the end of the fields to access a search screen. From here, you can search for and select
themanager and fundraiser.

Secondary
solicitors

In the Secondary solicitor column, click the search icon at the end of the field to access
the search screen. From here, you can search for and select the solicitor to use. In the
Role column, you can specify the responsibilities of this solicitor in this plan.

Plan Steps Tab
On this tab you can define steps you want to include in this bulk process.

Field name Description

Insert step
In the grid, select the row beneath where you want to add an additional step and click
Insert step. A blank row appears above the selected row.

Edit
additional
details

In the grid, select the step you want to edit and click Edit additional details. The Edit
additional details screen appears, and you can make any necessary changes.

Select all,
Clear all

To select all rows or to clear the selection of rows, use these buttons.

Days from
start

Sets the date for the plan step relative to the Plan start date entered on the Plan details
tab. For example, if the Plan start date is 2/15 and you enter “2” in the Days from start
field, the plan step starts on 2/17. In addition, if you specify an Expected date, the
expected date overrides any Days from start information you entered.

Expected
date

Enter the date you expect the step to take place.

Objective The purpose or purpose code for the step.

Owner Click the binoculars to access the Search screen and assign a fundraiser to the step.

Stage Select the stage of the step, such as Cultivation or Negotiation.

Status Select the status of the step, such as planned or pending.

Contact
method

Select how you intend to contact the prospect for this step.
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Field name Description

Category Select a category to further define the contact method.

Additional
solicitors

This field is read-only on the Plan steps tab. If you click the Edit additional details button
and add Additional solicitors from the Edit additional details screen, this field displays
“Yes.” If no Additional solicitors are selected, it displays “No.”

Participants
This field is read-only on the Plan steps tab. If you click the Edit additional details button
and add Participants from the Edit additional details screen, this field displays “Yes.” If no
Participants are selected, it displays “No.

Plan
outline

Select an existing plan outline to use with this bulk process. Outlines are created from the
Plan outline tab inMajor Giving Setup. Outlines identify each step of the solicitation
process.

Adjust days
from start

To adjust the Expected date entries, select the step or steps you want to change and
either “+” or “-” .

Opportunity Tab
Field name Description

Opportunity
type

On the Opportunity tab, select the opportunity type to associate with the plan included
in this process: Outright gift, Corporate gift, Planned gift. Opportunity types are created
in Code tables in Administration.

Opportunity
status

You can specify a status for the opportunity: either Unqualified or Qualified.

Expected ask
amount /
Ask amount

If you selected the opportunity status Unqualified, you can enter the amount you intend
to request from the constituents included in the bulk process.
If the opportunity status is Qualified, you can enter the ask amount, which will be placed
in the Ask amount field as well as the Expected ask amount field on the opportunity.

Designations

In theDesignation column, identify the area you intend to use themoney generated
from this bulk prospect plan process: Annual Campaign, Youth Program. Click the search
icon at the end of the field to access the Designation Search screen. From this screen, you
can search for and select the designation you want to use. You can enter as many
designations as necessary in theDesignation column.
In the Amount column, enter the amount of the gift you want allocated to the
corresponding designation. For example, if you plan to ask for $100,000 and you enter
two designations - Annual Campaign and Endowment Campaign - you can allocate
$50,000 to the Annual Campaign by entering this amount in the Amount column row
that corresponds to the Annual Campaign. To split the amount equally among all
designations selected, click Distribute evenly.
You can also enter additional information, such as a funding method, category, type, or
use code.
The total of the designations must match the total Expected ask amount or Ask amount.
In the Funding Method column, select how the prospect will fund the gift such as pledge
or planned gift bequest.
To define how you will use the revenue from the prospect opportunity, in the Category,
Type, and Use code columns, select the categories, types, and use codes within each
designation to which to apply the revenue.
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Add Opportunities in Bulk
With Add opportunities in bulk, you can add opportunities for a selection of prospect plans. For example, you
want every prospect plan of certain type to have the same opportunity and expected ask amount, and you do
not want to go through the extra work involved to create opportunities specific to each individual and plan.
Instead, you want to define a template and automatically assign the same opportunity to all prospect plans
included in your selection.

} Add an “Add opportunities” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Add Opportunities Process tab, click Add. The Add an add opportunities process screen appears.

3. Enter the necessary information. For detailed explanations of all items included on this screen, see Add
an Add Opportunities Process Screen on page 296.

4. Click Save. You return to the Add Opportunities Process tab of theManage prospects and plans in bulk
page.

Note: This process does not create an opportunity of the designated name and type if the same name
and type is already included on an existing plan. In this situation, an exception appears on the process
report.

5. To run the process, click Start process.
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} Run an existing “Add opportunities” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Add Opportunities Process tab, select the process and click Start process. The Run add
opportunities process screen appears.

3. From this screen you can change basic information such as the opportunity name, type, or expected ask
amount. To make changes to any other fields, see Add an Add Opportunities Process Screen on page
296.

4. Click Start. The process runs and the process page appears. For more information, see Add
Opportunities Process Status on page 1.

} Edit an “Add opportunities” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Add Opportunities Process tab, select the process and click Edit. The Edit an add opportunities
process screen appears.

3. Make any necessary changes. All items included on this screen are the same as those included on the
Add an add prospect plan process screen. For information, see Add an Add Opportunities Process Screen
on page 296.

4. Click Save. You return to the Add Opportunities Process tab of theManage prospects and plans in bulk
page.

5. To run the process, select the process and click Start process.

} Delete an “Add opportunities” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Add Opportunities Process tab, select the process and click Delete. A confirmation message
appears.

3. Click Yes. You return to the Add Opportunities Process tab of theManage prospects and plans in bulk
page.

} Go to an “Add opportunities” process page

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Add Opportunities Process tab, select the process and click Go to process. The process page
appears.

For information about this page, see Add Opportunities Process Status on page 1.
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Add an AddOpportunities Process Screen
Field name Description

Name Name of the bulk opportunities process. This displays in theName column of the Add
Opportunities Process tab.

Description Description to help you identify the purpose of the process.

Prospect
plan
selection

Selection of prospect plans you want associated with the opportunity identified in the
bulk process. Click the search icon at the end of the field to access the Selection Search
screen. From here, you can search for and select the selection of records to use.
Selections are created in Query.

Status You can specify a status for the opportunity: either Unqualified, Qualified, or Response
pending.

Expected ask
amount

Enter the estimated amount you intend to request from the constituents included in the
bulk process.

Ask amount Enter the amount most closely representing the amount you intend to request from the
constituents included in the bulk process.

Likelihood Select a percentage to represent the likelihood that the opportunity will be accepted.

Type
Opportunity type to add to the plans included in this process. Opportunity types are
created in Code tables in Administration.

Currency

WithMulticurrency, the Currency field appears. Use this field to determine how you
want to view transaction amounts in the report.
"Base" is the base currency of the associated account system. "Organization" is the
organization currency, and "Transaction" is the revenue’s transaction currency. When
you add revenue, the program calculates and stores the base currency and organization
currency amounts, along with the original transaction currency amount. When you
switch currencies on the report, the amounts displayed are the original currency
amounts calculated when the transactions were added.

Expected ask
date

Enter the estimated date you intend to request from the constituents included in the
bulk process.

Ask date Enter the datemost closely representing the date you intend to request from the
constituents included in the bulk process.

Response
date

Select a response date.

Designations

In theDesignation column, identify the area you intend to use themoney generated
from this bulk opportunity process. Click the search icon at the end of the field to access
the Designation Search screen. From this screen, you can search for and select the
designation you want to use. You can enter as many designations as necessary in the
Designation column.
In the Amount column, enter the amount of the gift you want allocated to the
corresponding designation. To split the amount equally among all designations selected,
click Distribute evenly.
You can also enter additional information, such as a funding method, category, type, or
use code.
The total of the designations must match the total Expected ask amount or Ask amount.
In the Funding Method column, select how the prospect will fund the gift such as pledge
or planned gift bequest.
To define how you will use the revenue from the prospect opportunity, in the Category,
Type, and Use code columns, select the categories, types, and use codes within each
designation to which to apply the revenue.

Comments Enter any comments related to the opportunities process.
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Tabs of a Process Status Page
Each business process in the database has a status page. The process status page contains information specific
to the process. You enter this information when you add the process to the database. Each process status page
also includes information about themost recent instance of the process and historical data about the process.
On some process status pages, you can manage the job schedules of the process. To help manage this
information, each process status page contains multiple tabs.

Recent Status Tab
On the Recent status tab, you view the details of themost recent instance of the process. These details include
the status of the process; the start time, end time, and duration of the process; the person who last started the
process; the name of the server most recently used to run the process; the total number of records processed;
and howmany of those records processed successfully and howmany were exceptions.

History Tab
Each time you run a business process, the program generates a status record of the instance. On the History tab,
you view historical status record information about each instance of the process. The information in the grid
includes the status and date of the instance.

On the History tab, you can limit the status records that appear in the grid. You can filter by the process status. If
you filter the records that appear in the grid, it can reduce the amount of time it takes to find a process instance.
For example, if you search for an instance that did not finish its operation, you can select to view only status
records with a Status of Did not finish. To filter the records that appear in the grid, click the funnel in the action
bar. The Status field and Apply button appear so you can select the status of the instances to appear in the grid.
To update the information that appears, click Refresh List on the action bar.

Depending on your security rights and system role, you can delete a status record from the grid on the History
tab.

Delete a Status Record from the History Tab of a Process Status Page
On the History tab of a process status page, you can delete a specific status record of the process. When you
delete a status record, you delete the specific instance and all of its history.

} Delete a status record from the History tab

1. On the History tab of the process status page, select a status record and click Delete. A confirmation
message appears.

Note: You can filter the records in the grid by the status of the process to reduce the amount of time it
takes to find an instance of the process. For example, to search for a completed instance, click the
funnel icon, select "Completed" in the Status field, and click Apply. Only completed instances appear in
the grid.

2. Click Yes. You return to the History tab. The selected status record no longer appears.

Job Schedules Tab (Not Available on All Process Pages)
On the Job schedules tab, you can view the job schedules of the process in the database. The details in this grid
include the name, whether a job schedule is enabled, the frequency of the job schedule, the start date and time
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and end date and time, and the date the job schedule was added and last changed in the database. You enter
this information when you set the job schedule of the process.

Depending on your security rights and system role, you can add, edit, and delete job schedules that appear on
the Job schedules tab. To update the information that appears, click Refresh List.

Schedule Process Jobs
You can create a job schedule to automatically run a business process. When you create a schedule for a process,
the program exports and runs the process at the scheduled instance or interval. For example, you can schedule a
process to run at a time convenient for your organization, such as overnight. To create a job schedule, click Add
on the Job schedules tab of the process status page. The Create job screen appears.

Note: To create a job schedule from any tab of the process status page, click Create job schedule under Tasks.

} Create a job schedule

1. On the Job schedules tab of the process, click Add, or click Create job schedule under Tasks. The Create
job screen appears.

2. In the Job name field, enter a name for the scheduled process.

3. By default, the schedule is active. To suspend it, clear the Enabled checkbox.

4. In the Schedule type field, select how often to run the process. Your selection determines which other
fields are enabled.

5. In the remaining fields, select when to run the job schedule and how long to keep it active.

6. Click Save. You return to the Job schedules tab.
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Edit Job Schedules
After you create a job schedule for a process, you can update it as necessary. For example, you can adjust its
frequency. You cannot edit the package selected to create the job schedule.

} Edit a job schedule

1. On the Job schedules tab, select a job and click Edit. The Edit job screen appears. The options on this
screen are the same as the Create job screen. For information about these options, see Create Job
Screen on page 320.

2. Make changes as necessary. For example, in the Schedule type you can change how often to run the
process.

3. Click Save. You return to the Job schedules tab.

Create Job Screen
The table below explains the items on the Create job screen. For information about how to access this screen,
see Schedule Process Jobs on page 319.

Screen Item Description

Job name Enter a name for the job schedule.

Schedule type
Select how often to run the job schedule. You can run a process once; on a daily, weekly, or
monthly basis; whenever SQL Server Agent service starts; or whenever the computer is idle
according to SQL Server Agent.

Enabled By default, the scheduled process is active. To suspend the process, clear this checkbox.

One-time
occurrence

For a process that runs just once, select the date and time to run it.

Frequency

For a process that runs on a daily, weekly, or monthly basis, select the number of days,
weeks, or months between instances in theOccurs every field.
For a weekly process, select the day of the week to run it.
For a monthly process, select the day of themonth to run it.

Daily frequency

For a process that runs on a daily, weekly, or monthly basis, select whether to run it a single
time or at regular intervals on the days when it runs.
To run a process once, select Occurs once at and enter the start time.
To run a process at intervals, select Occurs every and enter the time between instances, as
well as a start time and end time.

Start date
For a process that runs on a daily, weekly, or monthly basis, select a start date and, if
necessary, an end date. To run the process indefinitely, select No end date.

Delete Job Schedules
On the Job schedules tab of the status page, you can delete a job schedule of the process. This deletes the
scheduled job as well as any changes made to it outside the program.

} Delete a job schedule

1. On the Job schedules tab, select the job and click Delete. A confirmation screen appears.

2. Click Yes. You return to the Job schedules tab.
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Process Status Report
When you execute a process in Sponsorships, the process generates a status report which is housed on the
Recent Status tab of the process page. For example, if you execute a sponsorship transfer the Transfer Report
appears on the Recent Status tab. The report lists details about the transfer, such as all sponsors included in the
transfer, the original sponsorships and the new sponsorships. A link to this report also appears on the History
tab of the process page. From this tab you can view any archived status reports.

To print a report, click the Print button on the toolbar of the report. You can also set up the page format for the
print job to determine how the printed report looks. You can also use the report information in another software
application or save the report in another file format, such as to share the data with someonewho cannot access
the program. When you click the Export button on the toolbar, you can export the information into a shared
application, such as Microsoft Excel, or save the report into an easily shared format, such as Adobe Acrobat
(*.pdf) or a Web archive (*.mhtml).

Generate Windows Scripting File
AWindows Scripting File (*.wsf) is an executable script file format for Windows that can incorporate VBScript
(*.vbs) routines and include XML elements.

} Generate a Windows Scripting File

1. On the process that requires a Windows Scripting File, click Generate WSF under Tasks. The Generate
business process WSF file screen appears.

2. In the Save As field, enter the path and file name for theWSF file. To browse for a location to save the
file, click the ellipsis. The Save As screen appears.

3. Click OK. The program saves theWSF file.

Add Prospect Assignments in Bulk
With Add prospect assignments in bulk, you can assign a large number of prospect plan steps and interactions
to fundraisers in your database.

} Add a “Prospect assignment” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Prospect Assignment Process tab, click Add. The Add a prospect assignment process screen
appears.
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3. Enter the necessary information. For detailed explanations of all items included on this screen, see Add a
Prospect Assignment Process Screen on page 303.

4. Click Save. You return to theManage prospects and plans in bulk page. Your new process displays in the
Prospect assignment processes grid.

5. To run the process, click Start process.

} Run an existing “Prospect assignment” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Prospect Assignment Process tab, in the Prospect assignment processes grid, select the process
you want to run.

3. Click Start process. The Run prospect assignment process screen appears.

4. From this screen you can change theName, Description, prospect selections, and assignment details.
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5. Click Start. The process runs and the process page appears.

} Edit a “Prospect assignment” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Prospect Assignment Process tab, in the Prospect assignment processes grid, select the process
you want to edit.

3. Click Edit. The Edit prospect assignment process screen appears.

4. Make any necessary changes. All items included on this screen are the same as those included on the
Add a prospect assignment process screen. For information, see Add a Prospect Assignment Process
Screen on page 303.

5. Click Save. You return to theManage prospects and plans in bulk page.

6. To run the process, select the process in the grid and click Start process.

} Delete an “Prospect assignment” process

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Prospect Assignment Process tab, in the Prospect assignment processes grid, select the process
you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes. You return to theManage prospects and plans in bulk page. The process you just deleted no
longer displays in the grid.

} Go to a “Prospect assignment” process page

1. From the Prospects page, clickManage prospects and plans in bulk. TheManage prospects and plans
in bulk page appears.

2. On the Prospect Assignment Process tab, in the Prospect assignment processes grid, select the process
you want to view.

3. Click Go to process. The process page appears.
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Add a Prospect Assignment Process Screen
Field name Description

Name Name of the prospect assignment process. This displays in theName column of the Add
Prospect Assignment Process tab.

Description
Description to help you identify the purpose of the process. This displays in the
Description column of the Add Prospect Assignment Process tab.

Reassign
prospects
assignment

Select this to reassign existing prospects with a new fundraiser.

Create new
prospect
assignments

Select this to create new prospect assignments for prospects with no fundraiser.

Prospect
selection

Select the prospect records you want associated with the bulk process. The prospect
selection you specify includes prospects and their associated plans.
Click the search icon at the end of the field to access the Selection Search screen. From
here, you can search for and select the selection of records to use. Selections are created
in Query.

Prospects
assigned to

When you select to reassign prospect assignments, the Prospects assigned to field
appears. Use this field to select the current fundraiser associated with the prospects and
prospect plans you are reassigning.

Assign to

When you select to reassign prospects assignments, use this field to select the fundraiser
to whom you want to reassign prospects assignments. When you select to create new
prospect assignments, use this field to select the fundraiser for whom you want to create
new prospect assignments.

Transfer
prospect
manager
assignments

When you select to reassign prospects assignments, you can select to transfer prospect
manager assignments on the prospect record.

Transfer
primary
manager
assignments

When you select to reassign prospects assignments, you can select to transfer primary
manager assignments on the prospect plan record.

Transfer
secondary
manager
assignments

When you select to reassign prospects assignments, you can select to transfer secondary
manager assignments on the prospect plan record.

Transfer
secondary
solicitor
assignments

When you select to reassign prospects assignments, you can select to transfer secondary
solicitor assignments on the prospect plan record.

Transfer
plan steps
and
interactions

When you select to reassign prospects assignments, you can select to transfer plan steps,
interactions, as well as interactions not associated with a plan on the prospect plan
record.
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Field name Description

Fill prospect
manager
vacancies

When you select to create new prospect assignments, you can select to fill prospect
manager vacancies on the prospect record.

Fill primary
manager
vacancies

When you select to create new prospect assignments, you can select to fill primary
manager vacancies on the prospect plan record.

Fill
secondary
manager
vacancies

When you select to create new prospect assignments, you can select to fill secondary
manager vacancies on the prospect plan record.

Tabs of a Process Page
For more information about the status page for the Prospect assignment business process, see Tabs of a Process
Status Page on page 318.
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Add Steps to Existing Plans Process in Bulk 309
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Tabs of a Process Status Page 318

To more easily managemultiple stewardship plans and steps at once, you can add plans and steps in bulk. You
can add a new plan to a group of constituents. You can also add a new step to an existing plan for a group of
constituents.

Add Stewardship Plans in Bulk
With Add Plans and Steps Process, you can create stewardship plans for a selection of constituents. For
example, you want to associate stewardship plans to many constituents, and you do not want to go through the
extra work involved to create plans specific to each individual. Instead, you want to define a plan and
automatically assign the same plan to all constituents included in your selection.

The Add Plans and Steps Process function, allows you to create a process that:

• Identifies the constituent selection which contains the records to which you want to bulk assign the plan

• Assigns managers and stewards

• Designates a plan start date

• Restricts the process to a specific site

• Adds steps

From the Add Plans and Steps Process tab of theManage stewardship plans page, you can complete the
following actions:

} Add stewardship plan process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Add Plans and Steps Process tab, click Add. The Add stewardship plan process screen appears.
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3. Enter the necessary information. For detailed explanations of all items included on this screen, see Add a
Stewardship Plan Process Screen on page 307.

4. Click Save. You return to theManage stewardship plans page. Your new process displays in the Add
plans and steps process grid.

Note: This process does not create a plan of the designated name and type if the same name and type
is already included on an existing constituent. In this situation, an exception appears on the process
report.

5. To run the process, click Start process.

} Run an existing stewardship plan process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. In the Add plans and steps process grid, select the plan process you want to run.

3. Click Start process. The Run add stewardship plans process screen appears.

4. From this screen you can change the Plan name, Description, and Plan start date. To make changes to
any other definition fields, see Edit a stewardship plan process on page 306.

5. Click Start. The process runs and the process page appears.

} Edit a stewardship plan process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. In the Add plans and steps process grid, select the plan process you want to edit.

3. Click Edit. The Edit stewardship plan process screen appears.

4. Make any necessary changes. All items included on this screen are the same as those included on the
Add a stewardship plan process screen.
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5. Click Save. You return to theManage stewardship plans page.

6. To run the process, select the process in the grid and click Start process.

} Delete a stewardship plan process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. In the Add plans and steps process grid, select the plan process you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes. You return to theManage stewardship plans page. The process you just deleted no longer
displays in the grid.

} Go to a stewardship plan process page

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. In the Add plans and steps process grid, select the plan process you want to view.

3. Click Go to process. The process page appears.

Add a Stewardship Plan Process Screen
Field name Description

Name Enter the name of the bulk plan process. This displays in theName column of the Add
Plans and Steps Process tab.

Description
Enter a description to help you identify the purpose of the process. This displays in the
Description column of the Add plans and Steps Process tab.

Constituent
selection

Select the selection of constituent records you want associated with the plan identified in
the bulk process. Click the search icon at the end of the field to access the Selection Search
screen. From here, you can search for and select the selection of records to use. Selections
are created in Query.
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Plan Details Tab
Field
name Description

Plan
name

Enter the name of the plan you want to assign to the constituents included in your selection.

Manager Search for and select a constituent to coordinate the efforts of the plan’s stewards. Also,
enter the start date for themanager.

Plan
start
date

Select the start date for the plan.

Stewards

In the Plan stewards column, search for and select each constituent associated with the
plan. In the Role column, select the steward’s role for this plan, such as “Primary Steward” or
“Secondary Steward.” If you have numerous steps, you may need to assign multiple
stewards to the plan.

Plan
type

Select a plan type to further define the stewardship plan.

Plan
subtype

Select a plan subtype to further define the stewardship plan.

Sites

Select sites in your organization to which the process is associated. Note: Administrators can
set up security access to stewardship plans based on sites. Any security settings your
administrators established for the site you specify in the Site field take effect for this
stewardship plan as soon as you click Save.

Plan Steps Tab
On this tab you can define steps you want to include in this bulk process.

Field
name Description

Category Enter a category for the step.

Objective Enter the purpose for the step.

Target
date

Enter the date when the step should occur.

Locked
Select to disable date fields for the step. When you move the dates forward or backward in
the Adjust expected dates fields, locked dates do not change. Use this option for steps
associated with a fixed date, such as an event. Clear the checkbox to unlock the date.

Start time Enter the time that the plan step begins.

End time Enter the time that the plan step ends.

Time zone Specify a time zone to associate with this step.

Contact
person

For a group, household, or organization’s stewardship plan, select the constituent you will
contact for this step. The program automatically creates a stewardship plan for the contact
and adds the step to the contact’s plan.

Contact
method

Enter how to contact the constituent for this step.

Assigned Select a steward to perform the step. If you enter a constituent who is not a steward, the
program adds the individual to the stewardship plan’s Stewards tab.
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Field
name Description

to

Associated
plans

Displays the name of the stewardship plan associated with the step or the number of plans
if you linked the step to more than one.

Template
Enter the name of the template associated with the step. When you add steps from a
stewardship plan template, the name of the template automatically appears in this
column.

Frequency Select how often the step occurs.

Step
origin

Displays the name of the constituent you originally added the step for in this plan. For
example, if you select to view plan steps for subsidiary organizations on a parent
organization’s stewardship plan, you can easily determine the steps associated with each
organization from the Step origin column.

Add steps
from
template

Click to select the template to add to this plan. The template steps appear in the grid.
When available, you can filter the grid by sites. If no templates exist, this button is not
available. You must manually add steps to the plan.

Adjust
target
dates

Select the steps that require target date updates. From Adjust target dates, select
“Forward” or “Backward.” Enter the interval of time in days, weeks, or months. To apply
your changes, click Adjust dates. You cannot adjust locked dates.

Add Steps to Existing Plans Process in Bulk
With Add Steps to Existing Plans Process, you can add steps for a selection of stewardship plans. For example,
you want every stewardship plan of certain type to have the same step, and you do not want to go through the
extra work involved to create steps specific to each individual and plan. Instead, you want to define a step and
automatically assign the same step to all stewardship plans included in your selection.

} Add steps to existing stewardship plans process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Add Steps to Existing Plans Process tab, click Add. The Add steps to existing stewardship plans
process screen appears.
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3. Enter the necessary information. For detailed explanations of all items included on this screen, see Add
Steps to Existing Stewardship Plans Process Screen on page 311.

4. Click Save. You return to the Add Steps to Existing Plans Process tab of theManage stewardship plans
page.

5. To run the process, click Start process.

} Run an add steps to existing stewardship plans process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Add Steps to Existing Plans Process tab, select the process and click Start process. The Run add
opportunities process screen appears.

3. From this screen you can change basic information such as the opportunity name, type, or expected ask
amount. To make changes to any other fields, see Add Steps to Existing Stewardship Plans Process
Screen on page 311.

4. Click Start. The process runs and the process page appears.

} Edit an add steps to existing stewardship plans process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Add Steps to Existing Plans Process tab, select the process and click Edit. The Edit add steps to
existing stewardship plans process screen appears.

3. Make any necessary changes. All items included on this screen are the same as those included on the
Add steps to existing stewardship plans process screen. For information, see Add Steps to Existing
Stewardship Plans Process Screen on page 311.

4. Click Save. You return to the Add Steps to Existing Plans Process tab of theManage stewardship plans
page.

5. To run the process, select the process and click Start process.
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} Delete an add steps to existing stewardship plans process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Add Steps to Existing Plans Process tab, select the process and click Delete. A confirmation
message appears.

3. Click Yes. You return to the Add Steps to Existing Plans Process tab of theManage stewardship plans
page.

} Go to an add steps to existing stewardship plans process page

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Add Steps to Existing Plans Process tab, select the process and click Go to process. The process
page appears.

Add Steps to Existing Stewardship Plans Process Screen
Field
name Description

Category Enter a category for the step.

Objective Enter the purpose for the step.

Days from
start

Enter the number of days from start of the plan that the step begins.

Contact
person

For a group, household, or organization’s stewardship plan, select the constituent you will
contact for this step. The program automatically creates a stewardship plan for the contact
and adds the step to the contact’s plan.

Contact
method

Enter how to contact the constituent for this step.

Assigned
to

Select a steward to perform the step. If you enter a constituent who is not a steward, the
program adds the individual to the stewardship plan’s Stewards tab.

Associated
plans

Displays the name of the stewardship plan associated with the step or the number of plans
if you linked the step to more than one.

Template
Enter the name of the template associated with the step. When you add steps from a
stewardship plan template, the name of the template automatically appears in this
column.

Frequency Select how often the step occurs.

Add steps
from
template

Click to select the template to add to this plan. The template steps appear in the grid.
When available, you can filter the grid by sites. If no templates exist, this button is not
available. You must manually add steps to the plan.

Adjust
days from
start
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Stewardship Plan Assignments in Bulk
With a Stewardship plan assignment process, you can replace a stewardship officer or assign a stewardship
officer to roles on an existing stewardship plan.

} Add a stewardship plan assignment process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Stewardship plan assignment process tab, click Add. The Add a stewardship plan assignment
process screen appears.

3. Enter the necessary information. For detailed explanations of all items included on this screen, see Add a
Stewardship Plan Assignment Process Screen on page 314.
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4. Click Save. You return to theManage stewardship plans page. Your new process displays in the
Stewardship plan assignment process grid.

5. To run the process, click Start process.

} Run an existing stewardship plan assignment process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Stewardship plan assignement process tab, in the Stewardship plan assignment process grid,
select the process you want to run.

3. Click Start process. The Run the stewardship plan assignment process screen appears.

4. From this screen you can change theName, Description, stewardship officer selections, and assignment
details. To make changes to any other definition fields, see Edit a stewardship plan assignment process
on page 313.

5. Click Start. The process runs and the process page appears.

For information about the process page, see “Tabs of a Process Page” on page 11.

} Edit a stewardship plan assignment process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Stewardship plan assignment process tab, in the Stewardship plan assignment process grid,
select the process you want to edit.

3. Click Edit. The Edit a stewardship plan assignment process screen appears.

4. Make any necessary changes. All items included on this screen are the same as those included on the
Add a stewardship plan assignment process screen.

5. Click Save. You return to theManage stewardship plans page.

6. To run the process, select the process in the grid and click Start process.

} Delete a stewardship plan assignment process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Stewardship plan assignment process tab, in the Stewardship plan assignment process grid,
select the process you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes. You return to theManage stewardship plans page. The process you just deleted no longer
displays in the grid.

} Go to a stewardship plan assignment process page

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Stewardship plan assignement process tab, in the Stewardship plan assignment process grid,
select the process you want to view.

3. Click Go to process. The process page appears.
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Add a Stewardship Plan Assignment Process Screen
Field name Description

Name Name of the stewardship plan assignment process. This displays in theName
column of the Stewardship plan assignment process tab.

Description
Description to help you identify the purpose of the process. This displays in the
Description column of the Stewardship plan assignment process tab.

Replace a
stewardship officer
on an existing
stewardship plan

Select this to replace a stewardship officer on and existing stewardship plan with
a new constituent.

Assign a
stewardship officer
to roles on an
existing stewardship
plan

Select this to assign a stewardship officer to roles on an existing stewardship
plan.

Stewardship officer
to replace

If you select Replace a stewardship officer on an existing stewardship plan,
search for and select the stewardship officer to replace.

Plan selection

Select the stewardship plans you want associated with the bulk process.
Click the search icon at the end of the field to access the Selection Search screen.
From here, you can search for and select the selection of records to use.
Selections are created in Query.
When you do not select a plan selection, the process updates all plans without a
plan manager or those with unassigned steps.

Assign to

If you select Replace a stewardship officer on an existing stewardship plan,
use this field to select the replacement stewardship officer. If not selected, the
constituent you select in Stewardship officer to replacewill be removed but not
replaced with another.
If you select Assign a stewardship officer to roles on an existing stewardship
plan, select the constituent to assign as a stewardship officer.

Transfer plan
manager
assignments

You can select to transfer plan manager assignments to the new officer.

Transfer plan
steward assignments

You can select to transfer plan steward assignments to the new officer. If you
select this field, from the Role field, select the role to transfer.

Transfer assigned
step responsibilities

You can select to transfer assigned step responsibilities to the new officer.

Tabs of a Process Page
For more information about the status page for the Prospect assignment business process, see Tabs of a Process
Status Page on page 318.
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Generate Step Update Batch Process
You can use the Generate step update batch process to create a batch to updatemultiple plan steps at one time.
A regular update batch requires manual entry of each individual transaction you want to change, whereas an
update batch created from the Generate step update batch process allows you to populate the Stewardship plan
step update batch with multiple steps.

You access the Generate step update batch task from theManage stewardship plans page.

Add aGenerate Step Update Batch Process
To create a Stewardship plan step update batch from the Generate step update batch process, you must first
create the business process. You create and manage Generate revenue update batch processes from the
Generate Step Update Batch Process tab of theManage stewardship page. From this page, you can add, edit,
mark as active/inactive, and start your Generate step update batch processes.

Depending on your security rights and system role, you can also delete processes from this page.

To access the Generate Step Update Batch tab, select Manage stewardship plans under Major giving on the
Prospects page.

} Add a generate step update batch process

1. From the Prosepcts page, under Major giving, click Manage stewardship plans. Themanage stewardship
plans page appears.

2. Select the Generate Step Update Process tab.

3. Click Add. The Generate step update batch screen appears.

4. In theName field, enter a unique name for the batch.

5. In the Batch template field, select the template to use for this batch. Your choices include any templates
associated with Stewardship Plan Step Update Batch type.

6. In the Batch number field, enter a unique number to identify the batch. Once you save a batch, you can
no longer use its number to identify a new batch. If you enter a number that another batch uses, when
you click Save, a message appears to remind you that the batch number must be unique. If you selected
“Auto-generated” when creating the number scheme, the program uses the numbering scheme assigned
to the workflow of the selected batch template to automatically generate and assign a batch number. To
manually enter a new number, mark Override.

7. In theDescription field, enter a unique description to identify the batch. The description appears in the
Uncommitted batches grid so you can determine the purpose of the batch before you open it.

8. In theOwner field, select the user who owns the batch in its initial status.

Tip: The program automatically assigns the person creating the batch as the batch owner. The selected owner
owns the batch in its initial status. When you update the status of a batch, you can assign the batch to a new
owner. For information about how to update a batch status, see ***.

9. Mark Enable auto save if you want the batch to automatically save each row as you work.

10. In the Step selection field, enter the selection that contains steps you want to update. You can use the
Selection Search to locate an existing selection, or to add a new selection. If the selection is created from
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an ad-hoc query or a smart query instance, you can click the pencil icon to edit the query used to
generate the selection.

11. Under Updates, select fields and their values to update.

12. To move target dates, next toMove target dates, select "forward" or "backward, the number of units
and the units such as "day(s)" or "week(s)."

13. Click Save to save the process and return to the Generate Step Update Batch Process tab. The new
process appears in the grid. For information on running a Generate step update batch process, see ***.

} Run an existing stewardship plan assignment process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. On the Generate Update Batch Process tab, in theGenerate Step Update Batch Process grid, select the
process you want to run.

3. Click Start process. The Run generate step update batch process screen appears.

4. From this screen you can override the batch number, and change the step selection, updates, setting to
move target dates. To make changes to any other definition fields, see Generate Step Update Batch
Screen on page 317.

5. Click Start. The process runs and the process page appears.

For information about the process page, see “Tabs of a Process Page” on page 11.

} Edit a generate step update batch process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. From the Generate Step Update Batch Process tab, in theGenerate step update batch process grid,
select the plan process you want to edit.

3. Click Edit. The Generate step update batch screen appears.

4. Make any necessary changes. For more information about the items on this screen, see Generate Step
Update Batch Screen on page 317.

5. Click Save. You return to theManage stewardship plans page.

6. To run the process, select the process in the grid and click Start process.

} Delete a stewardship plan process

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. From the Generate Step Update batch Process tab, in theGenerate step update batch process grid grid,
select the process you want to delete.

3. Click Delete. A confirmation screen appears.

4. Click Yes. You return to theManage stewardship plans page. The process you just deleted no longer
displays in the grid.
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} Go to a generate step update batch list page

1. From the Prospects page, clickManage stewardship plans. TheManage stewardship plans page
appears.

2. From the Generate Step Update Batch Process tab, in theGenerate step update batch process grid,
select the plan process you want to view.

3. Click Go to process. The process page appears.

Generate Step Update Batch Screen
The table below explains the items on the Generate update batch screen. For more information about how to
access this screen, see “Add a Generate Revenue Update Batch Process” on page 99.

Screen
Item Description

Name Enter a unique name for the batch.

Batch tem-
plate

Select the batch template to use to create the batch. The batch template defines the fields and any
default values used in the batch.

Typically, a batch processing manager creates the batch template. If the batch template you want
does not appear, consult your batch processing manager. For information about how to add a
batch template, see the Batch Configuration chapter or the Batch Configuration section of the help
file.

You can adjust the fields and default settings selected for the batch template. To adjust the fields
included in the selected batch template, click Field options. The Customize fields for batch screen
appears. For information about the items on this screen, see ***.

After you add the batch to the database, you cannot change its selected batch template.

Batch
number

Select whether to use an automatically generated number or a custom number to identify the
batch. When you open a batch, the batch number appears in the top corner of the screen. On the
Batch Entry page, the batch number appears next to each corresponding batch in the grids.

If you selected “Auto-generated” when creating the number scheme, the program uses the num-
bering scheme assigned to the workflow of the selected batch template to automatically generate
and assign a batch number. To manually enter a new number, mark Override. For information
about batch numbering schemes, see the Batch Configuration chapter or the Batch Configuration
section of the help file.

If you selected “Manual”, enter a unique number to identify the batch in the field. Once you save a
batch, you can no longer use its batch number to identify a new batch.

After you add the batch to the database, you cannot automatically generate a new number for the
batch.

Description
Enter a description to help identify the batch and explain why you enter the records in the data-
base. You can enter up to 255 characters in this field.
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Screen
Item Description

The description you enter appears in the Uncommitted batches grid so you can determine the pur-
pose of the batch before you open it.

Owner

Select the user to process the batch in its initial status.

The user you select in this field owns the batch in its initial status. When you update the status of
the batch to next status in the workflow, you can assign it to a new owner. For more information
about how to update the status of a batch, see ***.

You can configure system alerts to automatically notify application users by email when they
become batch owners. For information about how to configure system alerts for batches, see the
Administration Guide.

Enable
auto save Mark Enable auto-save if you want the batch to automatically save each row as you work.

Step selec-
tion Test

Updates Test

Move tar-
get dates Test

Tabs of a Process Status Page
Each business process in the database has a status page. The process status page contains information specific
to the process. You enter this information when you add the process to the database. Each process status page
also includes information about themost recent instance of the process and historical data about the process.
On some process status pages, you can manage the job schedules of the process. To help manage this
information, each process status page contains multiple tabs.

Recent Status Tab
On the Recent status tab, you view the details of themost recent instance of the process. These details include
the status of the process; the start time, end time, and duration of the process; the person who last started the
process; the name of the server most recently used to run the process; the total number of records processed;
and howmany of those records processed successfully and howmany were exceptions.

History Tab
Each time you run a business process, the program generates a status record of the instance. On the History tab,
you view historical status record information about each instance of the process. The information in the grid
includes the status and date of the instance.

On the History tab, you can limit the status records that appear in the grid. You can filter by the process status. If
you filter the records that appear in the grid, it can reduce the amount of time it takes to find a process instance.
For example, if you search for an instance that did not finish its operation, you can select to view only status
records with a Status of Did not finish. To filter the records that appear in the grid, click the funnel in the action
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bar. The Status field and Apply button appear so you can select the status of the instances to appear in the grid.
To update the information that appears, click Refresh List on the action bar.

Depending on your security rights and system role, you can delete a status record from the grid on the History
tab.

Delete a Status Record from the History Tab of a Process Status Page
On the History tab of a process status page, you can delete a specific status record of the process. When you
delete a status record, you delete the specific instance and all of its history.

} Delete a status record from the History tab

1. On the History tab of the process status page, select a status record and click Delete. A confirmation
message appears.

Note: You can filter the records in the grid by the status of the process to reduce the amount of time it
takes to find an instance of the process. For example, to search for a completed instance, click the
funnel icon, select "Completed" in the Status field, and click Apply. Only completed instances appear in
the grid.

2. Click Yes. You return to the History tab. The selected status record no longer appears.

Job Schedules Tab (Not Available on All Process Pages)
On the Job schedules tab, you can view the job schedules of the process in the database. The details in this grid
include the name, whether a job schedule is enabled, the frequency of the job schedule, the start date and time
and end date and time, and the date the job schedule was added and last changed in the database. You enter
this information when you set the job schedule of the process.

Depending on your security rights and system role, you can add, edit, and delete job schedules that appear on
the Job schedules tab. To update the information that appears, click Refresh List.

Schedule Process Jobs
You can create a job schedule to automatically run a business process. When you create a schedule for a process,
the program exports and runs the process at the scheduled instance or interval. For example, you can schedule a
process to run at a time convenient for your organization, such as overnight. To create a job schedule, click Add
on the Job schedules tab of the process status page. The Create job screen appears.

Note: To create a job schedule from any tab of the process status page, click Create job schedule under Tasks.

} Create a job schedule

1. On the Job schedules tab of the process, click Add, or click Create job schedule under Tasks. The Create
job screen appears.
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2. In the Job name field, enter a name for the scheduled process.

3. By default, the schedule is active. To suspend it, clear the Enabled checkbox.

4. In the Schedule type field, select how often to run the process. Your selection determines which other
fields are enabled.

5. In the remaining fields, select when to run the job schedule and how long to keep it active.

6. Click Save. You return to the Job schedules tab.

Edit Job Schedules
After you create a job schedule for a process, you can update it as necessary. For example, you can adjust its
frequency. You cannot edit the package selected to create the job schedule.

} Edit a job schedule

1. On the Job schedules tab, select a job and click Edit. The Edit job screen appears. The options on this
screen are the same as the Create job screen. For information about these options, see Create Job
Screen on page 320.

2. Make changes as necessary. For example, in the Schedule type you can change how often to run the
process.

3. Click Save. You return to the Job schedules tab.

Create Job Screen
The table below explains the items on the Create job screen. For information about how to access this screen,
see Schedule Process Jobs on page 319.
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Screen Item Description

Job name Enter a name for the job schedule.

Schedule type
Select how often to run the job schedule. You can run a process once; on a daily, weekly, or
monthly basis; whenever SQL Server Agent service starts; or whenever the computer is idle
according to SQL Server Agent.

Enabled By default, the scheduled process is active. To suspend the process, clear this checkbox.

One-time
occurrence

For a process that runs just once, select the date and time to run it.

Frequency

For a process that runs on a daily, weekly, or monthly basis, select the number of days,
weeks, or months between instances in theOccurs every field.
For a weekly process, select the day of the week to run it.
For a monthly process, select the day of themonth to run it.

Daily frequency

For a process that runs on a daily, weekly, or monthly basis, select whether to run it a single
time or at regular intervals on the days when it runs.
To run a process once, select Occurs once at and enter the start time.
To run a process at intervals, select Occurs every and enter the time between instances, as
well as a start time and end time.

Start date
For a process that runs on a daily, weekly, or monthly basis, select a start date and, if
necessary, an end date. To run the process indefinitely, select No end date.

Delete Job Schedules
On the Job schedules tab of the status page, you can delete a job schedule of the process. This deletes the
scheduled job as well as any changes made to it outside the program.

} Delete a job schedule

1. On the Job schedules tab, select the job and click Delete. A confirmation screen appears.

2. Click Yes. You return to the Job schedules tab.

Exception Report
When you run a process, the process status page appears and displays the number of records that did and did
not process. Records that fail to process are called exceptions. When there are exceptions, you can view the
Exception Report for the generated process. This report lists the expectations generated and explains why each
did not process properly. You can view themost recent Exception Report from the Recent status tab of the
process page. If you want to view an older report, you can do so from the History tab of the process page.

To print a report, click the Print button on the toolbar of the report. You can also set up the page format for the
print job to determine how the printed report looks. You can also use the report information in another software
application or save the report in another file format, such as to share the data with someonewho cannot access
the program. When you click the Export button on the toolbar, you can export the information into a shared
application, such as Microsoft Excel, or save the report into an easily shared format, such as Adobe Acrobat
(*.pdf) or a Web archive (*.mhtml).

Process Status Report
When you execute a process in Sponsorships, the process generates a status report which is housed on the
Recent Status tab of the process page. For example, if you execute a sponsorship transfer the Transfer Report
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appears on the Recent Status tab. The report lists details about the transfer, such as all sponsors included in the
transfer, the original sponsorships and the new sponsorships. A link to this report also appears on the History
tab of the process page. From this tab you can view any archived status reports.

To print a report, click the Print button on the toolbar of the report. You can also set up the page format for the
print job to determine how the printed report looks. You can also use the report information in another software
application or save the report in another file format, such as to share the data with someonewho cannot access
the program. When you click the Export button on the toolbar, you can export the information into a shared
application, such as Microsoft Excel, or save the report into an easily shared format, such as Adobe Acrobat
(*.pdf) or a Web archive (*.mhtml).

GenerateWindows Scripting File
AWindows Scripting File (*.wsf) is an executable script file format for Windows that can incorporate VBScript
(*.vbs) routines and include XML elements.

} Generate a Windows Scripting File

1. On the process that requires a Windows Scripting File, click Generate WSF under Tasks. The Generate
business process WSF file screen appears.

2. In the Save As field, enter the path and file name for theWSF file. To browse for a location to save the
file, click the ellipsis. The Save As screen appears.

3. Click OK. The program saves theWSF file.
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Major Giving Reports
Prospect Plan Analysis 323

Planned Gift Detail Report 324

Prospect Plan Follow-Up Report 326

Opportunity Pipeline Report 327

Major Giving includes several reporting options, allowing you to quickly and easily generate basic reports
tracking a variety ofmajor giving activities. For example, you can generate a Prospect Plan Analysis to review
details about the various plan types included in your system, including status and ask amount information; you
can generate an Opportunity Pipeline Report to review details about your fundraisers and ask opportunities;
and much more.

Major Giving includes several reporting options, allowing you to quickly and easily generate basic reports
tracking a variety ofmajor giving activities.

Prospect Plan Analysis
The Prospect Plan Analysis provides details about selected or all plan types in your system. You can base the
report on selected prospects or all prospects and filter on a variety of options: prospect status, opportunity
status, plan type, plan stage, and dates. You can even select how you want information grouped.
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} Generate a Prospect Plan Analysis

1. From theMajor Giving page, under Reports, select Prospect Plan Analysis. The Prospect Plan Analysis
screen appears.

Note: You can also access the report by clicking Reports on the navigation bar and selectingMajor
Giving reports, Prospect Plan Analysis from themenu.

2. In the Selected prospects field, click the binoculars. A search screen appears, and you can search for the
prospect selection you want to include in the report. Once you select the selection, you return to the
Prospect Plan Analysis screen. The report will include information about only prospects included in the
selected query. To include all prospects in your report, leave this field blank.

For information about creating a selection, see the Query chapter of theQuery and Export Guide.

3. In the Prospect status field, select the status on which you want to base your report: Assigned,
Identified, Qualified. Leave the field blank to include all status options.

4. In theOpportunity status field, select the status on which you want to base your report: Qualified,
Unqualified, Response pending. Leave the field blank to include all status options.

5. In the Plan type field, select the plan on which you want to base your report: Major Giving, Planned
Giving, Foundation Giving. Leave the field blank to include all plan type options.

6. In the Plan stage field, select the stage on which you want to base your report: Cultivation, Solicitation,
Stewardship. Leave the field blank to include all plan stage options.

7. In theGroup by field, select themethod by which you want information included in the report grouped:
Primary manager, Secondary manager, Plan stage. You must select a grouping option.

8. In theDate to use field, select the plan date on which you want to base your report: Ask date or
Response date. You must select a Date to use option.

9. In theDates field, select the date(s) you want used when filtering information for your report. For
example, if you want only information dated during the current year, select “This year”.

If you select “Specific date,” you can select a start date and an end date in the date fields to report on a
specific date range.

10. Mark the Include historical plans checkbox to include plans designated as “Historical” on the prospect.
Do not mark this checkbox if you wish to not include historical plans.

11. Click Refresh to generate your report.

Note: After you click Refresh, you can stop the program from generating the report by clicking the Stop
Rendering button on the toolbar. Themessage “Report processing was cancelled” appears. For
information about all buttons included in the report, see theGeneral Features Guide.

Planned Gift Detail Report
The Planned Gift Detail Report helps you track planned gifts in your system. You can filter the report based on
the gift status, gift vehicle, and gift date. You can also select which prospects to include in the report and how
you want information grouped.

Note: If a planned gift has additions, themain planned gift is displayed. The gift date is the date of the original
planned gift and the amount is the total of the original planned gift plus any additions.
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} Generate a Plan Gift Detail Report

1. From theMajor Giving page, under Reports, select Planned gift detail. The Planned Gift Detail screen
appears.

Note: You can also access the report by clicking Reports on the navigation bar and selectingMajor
Giving reports, Planned gift detail report from themenu.

2. In the Selected planned gifts field, click the binoculars. A search screen appears, and you can search for
the selection you want to include in the report. Once you select the selection, you return to the Planned
Gift Detail screen. The report will include information about only planned gifts included in the selected
query. To include all planned gifts in your report, leave this field blank.

For information about creating a selection, see the Query chapter of theQuery and Export Guide.

3. In theGift vehicle field, select the gift vehicle on which you want to base your report: Life Insurance,
Charitable gift annuity, Pooled income fund. Leave the field blank to include all vehicle options.

4. In theGift status field, select the status on which you want to base your report: Proposal, Accepted,
Rejected. Leave the field blank to include all status options.

5. In theGroup by field, select themethod by which you want information included in the report grouped:
Prospect, Gift vehicle, Gift status. You must select a grouping option.

6. In theGift date field, select the date(s) you want used when filtering information for your report. For
example, if you want only information dated during the current year, select “This year”.

If you select “Specific date,” you can select a start date and an end date in the date fields to report on a
specific date range.

7. In the Include data for associated households, you can select:

Note: These checkboxes appear only when "Prospect" is selected in Group by parameter.

• Show member data for each household to base your report on the household

• Show household data for each member to base your report on each member of the household

8. Click Refresh to generate your report.
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Note: After you click Refresh, you can stop the program from generating the report by clicking the Stop
Rendering button on the toolbar. Themessage “Report processing was cancelled” appears. For
information about all buttons included in the report, see theGeneral Features Guide.

Prospect Plan Follow-Up Report
The Prospect Plan Follow-up report helps you track planned, pending, or completed steps for selected
prospects. You can view steps for a specific plan stage or type, and limit the results to a certain contact method
or fundraiser assigned to the step. With this report, you can easily determine the status of all or selected
prospect plan steps.

} Generate a Prospect plan follow-up report

1. From theMajor Giving page, under Reports, select Prospect plan follow-up. The Prospect Plan Follow-
Up screen appears.

2. In the Prospect query field, click the binoculars. A search screen appears, and you can search for the
selection of prospects to include in the report. Once you select the selection, you return to the Prospect
Plan Follow-Up screen. The report will include information about only prospects included in the selected
query. To include all prospects in your report, leave this field blank.

Note: For information about creating queries and selections, see the Query chapter of theQuery and
Export Guide.

3. In the Prospect status field, select the status on which you want to base your report. Leave the field
blank to include all status options.

4. In the Prospect manager field, you can select a prospect manager on which to base your report. Click the
binoculars to access the Search screen. Enter search criteria and click Search to locate the prospect
manager. Once located, select themanager in the Results grid and click Select. You return to the
Prospect Plan Follow-Up screen. The report will include information about only the selected prospect
manager. To include information about all prospect managers, leave this field blank.
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5. In the Plan stage field, select the stage on which you want to base your report: Cultivation, Solicitation,
Stewardship. Leave the field blank to include all plan stage options.

6. In the Plan type field, select the plan on which you want to base your report: Major Giving, Planned
Giving, Foundation Giving. Leave the field blank to include all plan type options.

7. Select Include historical plans to include plans designated as “Historical” on the prospect. Do not mark
this checkbox if you wish to not include historical plans.

8. In the Fundraiser field, you can select to limit the report results to a fundraiser who is either the step
owner or who appears as an additional solicitor on the plan step. Click the binoculars to access the
Search screen. Enter search criteria and click Search to locate the fundraiser. Once located, select the
fundraiser in the Results grid and click Select. You return to the Prospect Plan Follow-Up screen. The
report will include information about only the selected fundraiser. To include information about all
fundraisers in your report, leave this field blank.

9. Select Only show steps owned by this fundraiser to display only plan steps the fundraiser owns. To also
include steps on which the fundraiser is an additional solicitor, clear this checkbox.

10. In the Contact method field, select the contact method on which you want information included in the
report based, such as a meeting, phone call, or mailing. Leave the field blank to include all contact
methods.

11. In the Step date field, select the step date(s) you want used when filtering information for your report.
For example, if you want only information dated during the current year, select “This year.”

If you select “Specific date,” you can select a start date and an end date in the date fields to report on a
specific date range.

12. Select the Include completed steps checkbox to include steps marked as “Completed” in the plan. Clear
this checkbox to include only planned and pending steps in the report.

13. Click Refresh to generate your report.

Note: After you click Refresh, you can stop the program from generating the report by clicking the Stop
Rendering button on the toolbar. Themessage “Report processing was cancelled” appears. For
information about all buttons included in the report, see theGeneral Features Guide.

Opportunity Pipeline Report
TheOpportunity Pipeline report helps you track all ask opportunities in your fundraiser pipeline. You can see
which opportunities are Accepted, Rejected, Qualified, Unqualified, or Canceled along with the name of the
fundraiser responsible for the opportunity. You can filter the report based on a fundraiser or designation query,
ask date, plan type, plan stage, and prospect status.
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} Generate an Opportunity Pipeline Report

1. From theMajor Giving page, under Reports, select Opportunity pipeline report. The Opportunity
Pipeline Report screen appears.

Note: You can also access the report by clicking Reports on the navigation bar and selectingMajor
Giving reports, Opportunity pipeline from themenu.

2. In the Fundraiser query field, click the binoculars. The Search screen appears so you can search for the
selection of fundraisers to include in the report. Once you select the selection, you return to the
Opportunity Pipeline Report screen. The report will include information about only fundraisers included
in the selected selection. To include all fundraiser in your report, leave this field blank.

Note: For information about creating queries and selections, see the Query chapter of theQuery and
Export Guide.

3. In theDesignation query field, you can select a query of designations on which to base your report. Click
the binoculars to access the Search screen. Enter search criteria and click Search to locate the designation
query. Once located, select the query in the Results grid and click Select. You return to the Opportunity
Pipeline Report screen. The report will include information about only the selected designations. To
include information about all designations, leave this field blank.

4. In the Ask date field, select the ask date(s) you want used when filtering information for your report. For
example, if you want only information dated during the current year, select “This year”.

If you select “Specific date,” you can select a start date and an end date in the date fields to report on a
specific date range.

5. In the Plan stage field, select the stage on which you want to base your report: Cultivation, Solicitation,
Stewardship. Leave the field blank to include all plan stage options.

6. In the Plan type field, select the plan on which you want to base your report: Major Giving, Planned
Giving, Foundation Giving. Leave the field blank to include all plan type options.

7. In the Prospect status field, select the status on which you want to base your report: Assigned,
Identified, Qualified. Leave the field blank to include all status options.
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8. Select an Opportunity status: Unqualified, Qualified, Response Pending, Accepted, Rejected, Canceled.
You must select an opportunity status.

9. Click Refresh to generate your report.

Note: After you click Refresh, you can stop the program from generating the report by clicking the Stop
Rendering button on the toolbar. Themessage “Report processing was cancelled” appears. For
information about all buttons included in the report, see theGeneral Features Guide.
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