blackbaud
chapter 16

Smart Flelds

Smart Field WorkfloW
Add a Smart Field ..

Add Value Groupsto aSmart Field ... .
Manage Smart Fields ... . . .

Process a Smart Field ..o

Update Smart Field Query Relationships ... . . ...
Smart Field Definitions ... .. ..

Constituent Smart Fields .l
Marketing Smart Fields ...
Calculation for Loyalty ...
Calculation for Single Gift Consecutive Year Donors ...
Membership Smart Fields ... L
Sponsorship Smart Fields .
Filtering Smart Fields By Site ... ..

Smart fields provide quick access to specific information that otherwise might take hours or days to
compile. For example, you create a query of all donors in your database who gave $10,000, along with
their first gift date. You routinely run this query, which takes a considerable amount of time to execute
due to the size of your database and the complexity of the query—the server must calculate the total
for every record in your database. As the number of records in your database increases, the time
necessary to run the query also increases. When you replace the summary fields in the query with smart
fields, you improve the time it takes to run the query considerably. The program automatically
generates and caches the smart field values at intervals set by your system administrator. In addition,
smart field updates consider only records added to the database since the last run date and do not
reconsider records already included in the value.

You can use smart fields in a variety of ways throughout the program:
« To build queries and selections.

« To filter reports. With the Report Model Generator, you can use a smart field as the source view
for a custom report.

« To quickly view details about a constituent's giving history on the Smart Fields tab of their



150 CHAPTER 16

On the Add smart field or Edit smart field screen, select the General tab.
Select Use value groups.
Click Add. The Add value group screen appears.

Add value group

Value group name;

Valid for values greater than or equal to |0

[ Save ] [ Cancel

4. Inthe Values greater than or equal to column, enter the minimum value of the range
included in the group. For example, enter

5. In the Value group name column, enter a unique name to help describe values included in
the group.

Note: For smart fields that generate a date value, such as Constituent largest revenue date, in the
Time period field. you can select the measure of time from the current date (days, weeks, years, etc.)
to use for the calculation.

6. Click Save. You return to the previous screen.

Manage Smart Fields

You can create and manage your organization’s smart fields on the Smart Fields page. To access this
page, from Administration, under Data, click Smart fields.

In the Smart Fields list, you can view information about the smart fields your organization uses, such as
when the field was last processed and who ran it. You can choose which columns of information

appear in the list.
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You can also complete tasks for a smart field from the Smart Fields page. To access task buttons, click
the double arrows next to a smart field to expand the row.

« To generate values for a smart field, click Process smart field. For more information, see Process
a Smart Field on page 151.

« To reset the last run date so the calculation includes information entered during all dates that
satisfy the date range entered for the smart field and not just information entered since the
previous update, click Clear results. For more information, see Clear the Results from the Last
Run of a Smart Field on page 153.

« To open the process record for a smart field and view information about recent updates, process
history, and job schedules, click the smart field's name. For information about the items on the
record, see Smart Field Process Record on page 152.

Process a Smart Field

After you add or edit a smart field, you must process it to calculate values. Processed smart fields are
automatically available for use in queries, reports, and records in the program. For example, processed
constituent smart fields appear under Constituent nodes in queries and on the Smart Fields tab of
constituent records.

New Ad-hoc Query (o] %]
RS TELL NGNS LA Set sort and group options | Preview results | Set save options
Find field: X'k ¥ X and or| (+ (= )+ )-
Browse for fields in: «| Select Smart Fields fields: Include records where:

3 ) Smart Fields
=] Constituent lifetime gifts on-

@ =] Constituent lifetime giving Si
=] Constituent loyalty Smart Fie

=] Constituent single gift conse

3 Related Items

[=] Constituent lifetime gifts on file Smart Fie
[=] Constituent lifetime giving Smart Field
[=] Constituent loyalty Smart Field

=] Constituent years on file Smz [=] Constituent single gift consecutive year di

=) Contact info Smart Field
@ [=] Largest application designati
@ [=] Standard ask ladder-latest gif

[Z] Constituent years on file Smart Field
[E] Contact info Smart Field
[=] Largest application designation Smart Fiel

@ (=] Total giving 0-24 months Sm [=] Standard ask ladder-latest gift amount Srr ~ -
=fSeciotredi o [=] Total giving 0-24 months Smart Field Results fields to display:
@ 5] Solicit Codes 0 Amount
# =] Sponser 0 Date
# =] Spouse
=] Staff
@ [E] Stewardship Plans
@ (=] Surveys

@ =] Team Fundraiser
@ =] Team Fundraising Team Captait
3 =] Volunteer

J Browse @Export to CSV @Export to Excel |=|Create report [ Create data list EM Create smart query

Q Help Cancel

Tip: You can schedule the process to automatically update the values of a smart field to run at set
intervals. For information about how to schedule a smart field process, see Add a Job Schedule on

page 153.

> Process values for a smart field
1. On the Administration page, click Smart fields. The Smart Fields page appears.
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2. Click the double arrows next to the smart field to expand the row. Then click Process smart
field. The program generates the values for the smart field. When the process is complete, the
process record appears.

Note: You can also process a smart field from its process record. Under Tasks, click Start process.

Smart Field Process Record

When you process a smart field, the program automatically generates a process record. From the
process record, you can use the tabs to view information about recent updates, process history, and
job schedules. To access the process record, click the smart field's name.

Recent Status

To view information about the most recent update of the smart field, select the Recent status tab. On
this tab, you can view the current status of the process to determine whether it completed successfully.
You can also view the status message generated for the most recent run; the user who ran the process
and on which server; the dates and times the process started and ended and its duration; and the total
number of records processed, how many of those records processed successfully, and how many
exceptions it generated.

W History | Job Schedules

Status: @ Completed

Status message: Completed

Started by: BLACKBAUD\MichaelCol Server name: PTLROL
Started: 6/20/2012 11:46:39 AM Total records processed: 985
Ended: 6/29/2012 11:46:40 AM Number of exceptions: 0

Duration: 1second Records successfully processed: 985

History

To view information about the previous updates of the smart field, select the History tab. On this tab,
you can view records of the previous instances the process was run. For each instance, you can view its
status, the status message generated for it, the user who ran it, it start and end dates, its duration, the
total number of records processed, and which server handled the process.

Recent status [JERGOGN Job Schedules

°F Filters | [£] | More=

6 Completed Completed BLACKBAUD\Mich 6/29/2012 6/29/2012 00hr 00min 015 985 PTLROL
€ Completed Completed BLACKBAUD\Mich... 6/29/2012 6/29/2012 00hr 00min 00s 985 PTLROL
& Completed Completed BLACKBAUD\Mich 6/29/2012 6/29/2012 00hr 00min 00s 985 PTLROL
& Completed Completed BLACKBAUD\Mich... 6/29/2012 6/29/2012 00hr 00min 00s 984 PTLRO1

To filter the process instances that appear in the list, click Filters. To download an output file that
contains all records from the last process run, click More and select the file type.
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Job Schedules

To view the job schedules set for the update process, select the Job schedules tab. For each job
schedule, you can view its job name, whether it is enabled, its frequency, its start date and time, its end
date and time, and the dates the schedule was added and changed in the database.

Recent Status | History [EELRCIEEE -;-‘
O Add More~

Might refresh (BB... Ves Daily 3/4/2014 12:00 AM 1:00 AM 3/4/2014 3:06:21 3/4/2014 3:06:21 ...

From the Job schedules grid, you can manage the job schedules set for the business process.

Add a Job Schedule

You can create a job schedule to automatically run the smart field update 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. During periods of increased gift entry, you may want to schedule the process to run
even more frequently. 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.

To automate a process, you can create a job schedule for the process. When you create a job schedule,
you define when the job begins to run. After you add the schedule, you can use SQL Server Agent jobs
to automatically process smart field values and run the task on a recurring basis. To schedule the job,
you must define the conditions that cause the job to begin.

Clear the Results from the Last Run of a Smart Field

When you process a smart field, the program updates its values based on the information added to the
database since the last time it was processed. To include information from all dates in the specified
date range rather than just information entered since the previous update, you can reset the last run
date for the smart field. On the Smart Fields page, the last run date appears in the Last run on column.

From the Smart Fields page, click the double arrows next to the smart field to expand the row. Then
click Clear results. The date in the Last run on column is removed to reflect the change.

1. On the Administration page, click Smart fields. The Smart Fields page appears.
2. Select the smart field and click Clear results. A confirmation message appears.
3. Click Yes. You return to the Smart Fields page.
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Update Smart Field Query Relationships

If you add a new queryview, such as through a customization process, after you create a smart field, the
new queryview does not automatically add the smart field. To add the smart field to the new
queryview, you must update the relationships between your smart fields and queries.

From the Smart Fields page in Administration, click Update smart field query relationships under
Tasks.

Smart Field Definitions

This section describes the values returned by smart field definitions.

Note: Smart fields do not exclude inactive records.

Constituent Smart Fields

These are descriptions of each smart field definition you can create for constituent data.

Constituent age Provides the constituent’s current age.

Constituent exists in selection  Provides whether the constituent is included in the specified
selection.

Returns Yes/No values.

Constituent appeal count Provides the number of appeals made to the constituent during the
specified time period.

You can filter the appeals included by business units, categories,
and report codes.

Constituent appeal years Provides the number of years between the first and last appeal
made to the constituent during the specified time period.

You can filter the appeals included by business units, categories,
and report codes.

Last constituent appeal name Provides the name of the most recent appeal made to the
constituent during the specified time period.

You can filter the appeals included by business units, categories,
and report codes.
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Marketing Smart Fields

These are descriptions of each smart field definition you can create for marketing data. These fields are
provided by default in the program. You can use them to create a Source Analysis Rule for a record

source. For more information, see

Constituent Ask Ladder

Constituent Lifetime gifts on file

Constituent Lifetime giving

Constituent Loyalty

Constituent Single gift consecutive
year donors

Constituent Years on file

Provides the smallest, last, largest, or average gift value. Use
this value to calculate entry amounts for ask ladders based on
the constituent’s previous giving.

Default value - For the Default value field, enter the entry
amount to return when a value can not be calculated.

Provides the number of gifts on file for each member of a group
of constituents.

Provides the sum total of all gifts for each constituent.

Determines a loyalty category based on gifts given on an
annual basis.

Assigns these categories to constituents based on the
calculation for loyalty:

- New

- Multi

- Lapsed

- Reactivated
- Non Donor

For more information, see

Determines a category for donors who gave a single gift in the
last 5 consecutive years.

This is a variant on loyalty.

Applies a calculation to categorize single gifts. For more
information, see

Provides the years since first donation for each member of a
group of constituents.
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Calculation for Loyalty

New

Multi (10 +
years)

Multi (9 years)
Multi (8 years)
Multi (7 years)
Multi (6 years)
Multi (5 years)
Multi (4 years)
Multi (3 years)
Multi (2 years)

Reactivated

Lapsed (1yr-
New)

Lapsed (1yr)

Lapsed (2yr)
Lapsed (3yr)
Lapsed (4yr)
Lapsed (5yr)
Lapsed (6yr)
Lapsed (7yr)
Lapsed (8yr)
Lapsed (9+yr)

Non-donor

Gift within 1 year of As Of Date

Gift each year within the past 10+ years, based on As Of Date

Gift each year within the past 9 years, based on As Of Date
Gift each year within the past 8 years, based on As Of Date
Gift each year within the past 7 years, based on As Of Date
Gift each year within the past 6 years, based on As Of Date
Gift each year within the past 5 years, based on As Of Date
Gift each year within the past 4 years, based on As Of Date
Gift each year within the past 3 years, based on As Of Date
Gift each year within the past 2 years, based on As Of Date

Gift in the current year, No gift in the previous year, and a gift in some prior year, based
on As Of Date

No gift in the current year, a gift in the previous year, and no gifts in some prior year,
based on As Of Date

No gift in the current year, a gift in the previous year, and gifts in some prior year,
based on As Of Date

No gifts in the past 2 years, based on As Of Date
No gifts in the past 3 years, based on As Of Date
No gifts in the past 4 years, based on As Of Date
No gifts in the past 5 years, based on As Of Date
No gifts in the past 6 years, based on As Of Date
No gifts in the past 7 years, based on As Of Date
No gifts in the past 8 years, based on As Of Date
No gifts in the past 9 years, based on As Of Date

No gift in the past 10+ years, based on As Of Date



164 CHAPTER 16

Calculation for Single Gift Consecutive Year Donors

No Gifts

2 years

3years

4 years

5years

Other

No gift in the past 10+ years, based on As Of Date

A single gift each year in the past 2 years and any or no gifts in the following years, based
on As Of Date

A single gift each year in the past 3 years and any or no gifts in the following years, based
on As Of Date

A single gift each year in the past 4 years and any or no gifts in the following years, based
on As Of Date

A single gift each year in the past 5 years and any or no gifts in the following years, based
on As Of Date

Any other combination of gifts over past 10+ years, based on the As Of Date

Membership Smart Fields

These are the smart field definitions you can create for membership data.

Membership expiration Provides the number of days, weeks, months, quarters, or years until a

membership is set to expire.

Sponsorship Smart Fields

These are the smart field definitions you can create for sponsorship data.

Sponsor active sponsorship Provides the number of active sponsorships associated with the

count

sponsor.
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Filtering Smart Fields By Site

For most types of constituent, marketing, membership, and sponsorship smart fields, you can filter the
results by site. You can select sites on the Parameters tab and Site filtering tab.

« Sites selected on the Parameters tab restrict the records included in the smart field calculation.
The sites available in the grid are only those you have rights to. If you do not select sites, the
smart field is calculated for all sites in the organization.

« Sites selected on the Site filtering tab restrict the smart field so that only users with rights to the
selected site can view the field on the Smart Fields tab of constituent records, sponsorship child
records, and sponsorship project records.

Note: Site settings on the Parameters tab and Site filtering tab work independently of each other and
do not have to match.

Note: The sites available for selection on the Parameters and Site filtering tabs are only those you
have rights to.

Note: For smart fields based on revenue applications, when you filter by an application selection, if
the sites selected in the grid are not the same as those assigned to the application selection, this may
result in no records being calculated by the smart field. For example, a selection includes gifts from
Site A. When you add this selection to an application amounts smart field assigned to Site B, no
records are returned because the sites conflict.
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that you do not need available in queries. If you deselect Capture Data, you may leave
Queryable selected so you can still query historical data.

7. Add as many fields as you need to create a source analysis rule.
8. Click Save. You return to the Record Source page.

Source Analysis Rules Smart Fields

The table below explains the smart fields for source analysis rules. These fields are provided as defaults
in the program. For more information about smart fields, see

Warning: Before you activate any marketing efforts for the selected record source, you must first
process any smart fields for the source analysis rule. Because the program processes the smart fields

separately from the source analysis rule, if you activate a mailing without processing the smart fields,
the information the fields display may be out of date.

Ask Ladder This smart field displays entry amounts for ask ladders in the date and amount ranges
you select. The entry amount is the value from a constituent’s giving history that you use
to calculate the ask amounts.

Lifetime This smart field displays the total number of gifts to your organization from a

gifts on file constituent.

Lifetime This smart field displays the total amount given to your organization by a constituent.
giving

Loyalty This smart field defines member status in terms of New Donor, Multi Year donor, Lapsed

Donor, and Reactivated Donors.

Single gift This smart field displays all donors who gave a single direct mail gift consecutively for the
consecutive past five years.
year donors

Years on This smart field displays the number of years since the constituent’s first donation.
file

Define a Record Source List Code

You can define a code to identify members of this record source in source codes. The list code helps
you distinguish members of this source from members of other sources or lists.

1. From arecord source, click Edit list code under Tasks. The Edit record source list code screen
appears.



189 CHAPTER 17

Edit record source list code

This 'List Code' can be used as part of a Source Code to distinguish members of this
record source From those in other record sources and in acquisition lists,

Code: LiZEA @ L + 3 digits, or "L plus list 1D

[ Save H Cancel ]

2. Enter the code to identify members of this record source.

The code you enter must meet the formatting requirements of at least one source code layout
that includes a list code. The valid formats for list codes for all layouts that include one appear
beside the field. A valid code is indicated by a green check mark. For more information about
source codes and source code layouts, see the Marketing Efforts Guide.

3. Click Save. You return to the Record Source page.
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Optlonal Modules

Unlock Optional Modules

Optional modules enable you to customize the program to meet specific needs of your organization.
When you purchase an optional module from Blackbaud, you receive an activation key. You can use this
key to unlock the module and access its features.

Unlock Optional Modules

You can automatically unlock all your optional modules based on information specific to your
installation. You can also select to unlock a specific optional module with a unqiue activation key
received from Blackbaud.

1. On the menu bar, click Welcome and select Unlock optional modules. The Unlock Optional
Modules screen appears.

Unlock Optional Modules

) Automatically unlock modules

(&) Manually unlock module

Upon purchasing your new optional module from Elackbaud, you wil be
given a unigue activation key and, in some cases, an expiration date.
Once this information is entered, the optional module will be ready for
use.

Activation key:

Expiration date: w

@ |

OK l[ Cancel ]

2. Select whether to automatically unlock all modules or manually unlock a single module.

If you select Manually unlock module, enter the activation key received from Blackbaud to
unlock the module. If you receive an expiration date for the module, in the Expiration date
field, select the date the module expires.

3. Click OK. You return to the previous page.





