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Configuration Tasks
There are several tasks you can perform from Administration, under Configuration.
Note: Some configuration tasks are only available to users with certain security rights.

Countries and States
You can add country and state information to the program and include address block format
information. In addition, you can edit and delete any existing country and state information. From the
Countries and States page in Administration, you can view a list of all country and state entries and the
address formats configured for your organization. To access the Countries and States page from
Administration, click Countries and states under Configuration.

Manage Country Information
On the Countries tab, you can view a list of all country entries configured for your organization.
For each country, you can view its abbreviation and address format. You can also view whether a
country entry is active and which is the default country entry for your organization. To view the states,
provinces, or territories configured for a country, click the name of the country.

Add Countries
When you add new countries to the program, you can select a default address format and phone
format for each country. You can also customize the field labels that appear for address information
for a country. Each time you add a new address, the country you select determines how the address
components appear, how phone numbers are formatted, and what text appears in the address field
labels. For information about how to manage default address formats, see Add Address Formats for
Countries on page 95.

Add a country entry
1. From Administration, click Countries and states under Configuration. The Countries and
States page appears.
2. On the Countries tab, click Add. The Add a country screen appears.
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3. In the Description field, enter the name of the country. When users enter address information
in the program, this name appears in the list of available entries for the Country field.
4. In the Abbreviation field, enter the abbreviation for the country, such as UK for the United
Kingdom or USA for the United States of America.
5. In the ISO 3166 two-letter code field, enter the international, standardized two-letter code
for the country as set by the International Organization for Standardization (ISO), such as GB
for the United Kingdom or US for the United States of America.
Note: This field is primarily used with the Blackbaud Payment Service. To successfully process
credit card information, the Blackbaud Payment Service requires the international, standardized
two-letter code for the country to be those set by ISO. For more information, see
http://www.iso.org/iso/country_codes.html.
6. To set up the country entry but not allow users to select it, select Inactive.
7. In the Address format field, select the default address format to use with the country. For
information about how to add an address format for a country, see Add Address Formats for
Countries on page 95.
8. In the Phone format field, select the default phone number format to use with the country.
The program uses this selection to automatically format phone numbers that users enter in the
program. The phone format does not include country codes. For example, if you select “#######”, when users enter a phone number as “5550199,” the program automatically formats
this number as “555-0199.” To display the phone number exactly as users enter it, select
"Unformatted."
Note: If a phone number does not include a country code but a user enters a "+" with the other
phone number digits, the "+" is removed when the phone number is saved, even when the phone
format is set to "Unformatted."
9. In the Phone country code field, enter the international country calling code required with
phone numbers for the country when called from the default country of your organization.
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When users enter phone numbers for the country, the program automatically adds the country
code as a prefix to the selected phone format.
10. Under Address input field labels, enter the captions to appear in the program for address
fields for the country. For example, in the State label field, enter Province for Canada or
Region for the United Kingdom.
11. Click Save. You return to the Countries and States page. Unless you select Inactive, the new
country appears for users the next time they log in.

Set a Country as Default
You must set a country as the default for your organization. When users enter address information, the
program automatically displays the default country and uses the address and phone format selected
for the default country. To set a country as the default, select it on the Countries tab on the Countries
and States page and click Mark as default. You cannot mark an inactive country as the default.

Manage State Information
On the States page, , you can view the states, provinces, or territories configured for the country and
the abbreviation for each. When users enter address information for the country in the program, these
states appear as options for the user.

Add States
When users enter address information in the program, they select the state, province, or territory of the
address based on the selected country. You can add states to appear as options for a country. When
you add a state, you can include an abbreviation for the state.

Add a state
1. From Administration, click Countries and states under Configuration. The Countries and
States page appears.
2. On the Countries tab, select the country for the state and click Go to state list. The States page
for the country appears.
3. Click Add. The Add a state screen appears.

4. In the Description field, enter the name of the state.
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5. Enter an abbreviation for the state.
6. To set up the state but not make it available as an option for users, select Inactive.
7. Click Save. You return to the States page for the country. Unless you select Inactive, the new
state is available to users the next time they log in.

Manage International Address Formats
To automatically format addresses you enter in the program, you must assign a default address format
for each country. The preferred address format for mailing and communication varies between
countries. For example, some countries may require the post code come before the city, while some
may require it to come after the state or province. To view and manage the address formats
configured for your organization, select the Address Formats tab.
Under Address formats, you can view the countries for which address formats are configured. To view
the format configured for a country, select the country in the grid and click Show details. The Format
string window appears and displays how addresses for the country appear.
Although the program includes the proper address format for many countries, you can add new
formats or edit formats as necessary from the grid.

Add Address Formats for Countries
When you enter an address in the program, the format assigned to the country you select determines
how the address components appear on the constituent record, mailings, or any other area that
displays address information for the constituent.

Add an address format for a country
1. From Administration, click Countries and states under Configuration. The Countries and
States page appears.
2. On the Address Formats tab, click Add. The Add a country address format screen appears.
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3. Enter a name for the address format.
Note: If you enter the name of a country, the program does not automatically associate the format
with the country. You select the default address format for each country on the Countries tab. If
multiple countries use the same address format, you can associate the format with each country that
applies. For information about how to link a country with a default address format, see Add Countries
on page 91.
4. To base the address format on an existing format, in the Copy from field, select the existing
address format.
5. Address format displays the address format selected in the Copy from field or the address
components and punctuation selected at the bottom of the screen. You can remove
components from the format as necessary. To remove the last component of an address line,
select the line and click Delete. To remove an entire address line, select the line and click
Delete line. To remove all components from the address format, click Clear all.
6. To create or add address components to a format, at the bottom of the screen, click the
components and punctuation to appear on the first line of the format. The selected
components appear under Address Format. For example, if you click Address, “[Address]”
appears.
To enter a new address line to the format, click New line and select the components and
punctuation to use.
7. Click Save. You return to the Address Formats tab.
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From Administration, your organization can configure and manage the delivery of email messages to
its application users.

Email Services Reports
From Administration, you can generate multiple reports to analyze activity with your general purpose
and transactional email job processes.

Transactional Email Jobs Processed Report
With the Transactional Email Jobs Processed report, you can view information about the transactional
email jobs processed during a specific date or period of time. For example, you can run the report to
view how many email jobs processed for the time period. When you generate the report, you select
whether to group the results by every two hours or on a daily or monthly interval. You can also select
to include only email that meets specific criteria, such as recipient or subject.
For each interval, the report displays each transactional email job that meets the selected criteria
processed during the selected time period. For each job, you can view information such as its
description, subject, and the dates added and changed. You can also view a bar chart of the total
emails that meet the selected criteria processed for each interval.

View the Transactional Email Jobs Processed report
1. From Administration, click Email services. The Email Services page appears.
2. Under Reports, click Transactional Email Jobs Processed. The Transactional Email Jobs
Processed report page appears.
3. In the Date range field, select the time period of the transactional email jobs to analyze.
4. In the Grouping field, select whether to group the results by every two hours or on a daily or
monthly interval.
5. By default, the report includes all transactional email from the selected time period. To
include only specific email, specify the criteria of the email to include, such as by recipient or
subject.
6. Click View report. The report generates. From the report menu bar, you can print or export
the report as necessary.

Email Alerts
With email alerts, you can configure the program to automatically notify application users by email
when changes in the database impact them. For example, you can set up alerts to inform users in Batch
entry when ownership of batches transfer to them as the result of a batch status update.
To generate email alerts, you must configure information about the database mail settings in
Administration. You can then generate standard email alerts to inform users of changes in batch
ownership or prospect management.
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Edit Email Alert Settings
You can use email alerts to automatically email reminders or notifications to application users such as
when event tasks are assigned to them. To enable email alerts, you must enter information about your
profile of Database Mail set up in SQL Server. If Blackbaud does not host your organization’s database,
you must also enter information about the database to use email alerts.
Note: When you enable email alerts for your organization, the Email preferences tab appears on
application user records. From this tab, users can select whether to receive specific types of email
alerts and enter the email address at which to receive the alerts. For information about the Email
preferences tab, see Configure Email Preferences for Users on page 105.

Edit Email Alert Settings
You can use email alerts to automatically email reminders or notifications to application users such as
when event tasks are assigned to them. To enable email alerts, you must enter information about your
profile of Database Mail set up in SQL Server. If Blackbaud does not host your organization’s database,
you must also enter information about the database to use email alerts.
Note: When you enable email alerts for your organization, the Email preferences tab appears on
application user records. From this tab, users can select whether to receive specific types of email
alerts and enter the email address at which to receive the alerts. For information about the Email
preferences tab, see Configure Email Preferences for Users on page 105.

Enable email alerts and configure database mail settings for alerts
To generate email alerts, the program requires that you first set up a profile of Database Mail in
your supported installation of Microsoft SQL Server. For information about how to configure
Database Mail in SQL Server, visit the Microsoft Developer Network (MSDN) at
http://msdn.microsoft.com/en-us/library/ms175951.aspx.
1. From Administration, click Email alerts. The Email alerts page appears.
2. Under Tasks, click Edit alert settings. The Edit alert settings screen appears.
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3. To enable email alerts for your organization, select Enabled.
4. Under Database Mail settings, enter the name of your Database Mail profile set up in
Microsoft SQL Server.
5. If Blackbaud does not host your organization’s database, the Application URL parts frame
appears. To include links to pages in the program in email alerts, enter the root URL to the
program and the name of the database to use with the alerts. This is the virtual directory for
the web application. Generally, the format is “http://[Server name]/[Virtual directory name].”
6. If Blackbaud does not host your database, the Selected database field appears. Enter the
name of the database to use with the email alerts.
7. Click Save. You return to the Email alerts page.

Standard Email Alert Types
On the Email alert types tab, you can view the types of standard email alerts your organization uses. To
update the information in the grid, click Refresh List.
To view additional information about an email alert, such as the users who receive the alert and the
email message they receive, click its name under Email alert types. The record of the email alert type
appears. For information about the items on this record, see Email Alert Record on page 99.

Email Alert Record
The program automatically creates a record of each type of email alert your organization uses.
To view the record of an email alert from the Email alerts page, click its name on the Email alert types
tab.
For a task reminder email alert, you can view and manage the instances of the alert, the email message
sent with the alert, and the process that sends the alert to its users. To help you navigate through this
information, the record contains the Manage alert definition tab and Process Details tab.
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For a standard email alert other than a task reminder alert, you can view and manage the application
users who receive the alert and the email message they receive from the record.
Under Email content, the subject and body of the email message that application users receive with
the alert appears. To edit the email message users receive, click Edit. For information about how to
edit the email message of an alert, see Edit Content of an Email Alert on page 100.
Note: The program automatically includes a link to the area of the application related to the email
alert. For example, an email alert that notifies the user of a batch assignment automatically includes a
link to the batch in Batch entry.
Under Users, the names of the application users who receive the email alert appear. To update the
information in the grid, click Refresh List. From the grid, you can also assign the alert to users or
disable the alert for a selected user.
From the record of a task reminder email alert, you can manage the process to send the email alert to
remind users to complete their tasks.

Manage Alert Definition
For a task reminder email alert, the Manage alert definition tab appears. From this tab, you can
configure the email content sent with the alert and view and manage the instances of the alert.
Under Email content, the subject and body of the email message that application users receive with
the alert appears. To edit the email message users receive, click Edit. For information about how to
edit the email message of an alert, see Edit Content of an Email Alert on page 100.
For a task reminder email alert, under Users, the names of the application users who receive the email
alert appear. To update the information in the grid, click Refresh List. From the grid, you can also
assign the alert to users or disable the alert for a selected user.
Under Instances, you can also add and manage instances of the alert.

Edit Content of an Email Alert
When application users receive an email alert, they receive an email message to notify them of
changes in the database that affect them. You can edit the subject or body of the email message to
better fit the needs of your organization.
Note: The program automatically includes a link to the area of the application related to the email
alert. For example, an email alert that notifies the user of a batch assignment automatically includes a
link to the batch in Batch entry.

Edit email content
1. From Administration, click Email alerts. The Email alerts page appears.
2. On the Email alerts page, select the alert with the email content to edit and click Go to alert
type. The record of the email alert appears.
3. For task reminder email alert, select the Manage alert definition tab.
4. Under Email content, click Edit. The Edit email content screen appears.
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5. In the Email subject field, edit the subject line of the email message as necessary.
6. Under Email body, compose the email message users receive with the alert.
Under Available merge fields, a list of merge fields available for the type of email alert
appears. To personalize the message, use merge fields to include information specific to the
recipient or the change that causes the email alert. To add a merge field in the body, select it
under Available merge fields and click the right arrow. For example, for an email alert about a
change in the ownership of a batch, use merge fields to include information about the
number, type, and status of the batch.
7. Click Save. You return to the email alert record.

Assign an Email Alert to Application Users
When you assign an email alert to application users, they receive an email message to notify them of
changes in the database that affect them. You can assign email alerts to specific users or a selection of
users.

Assign an email alert to application users
1. From Administration, click Email alerts. The Email alerts page appears.
2. Select the Email alert types tab.
3. Under Email alert types, click the name of the alert to assign to users. The record of the alert
appears.
4. For a task reminder email alert, select the Manage alert definition tab.
5. Under Users, click Assign to users. The Assign to users screen appears.
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6. In the Assign to field, select whether to assign the email alert to selected users or a specific
user.
7. If you select Selected users, in the Selection field, search for and select the selection of
application users to receive the email alert.
If you select Specific user, in the User field, search for and select the application user to
receive the email alert.
8. Click Save. You return to the email alert record.

Disable an Email Alert for an Application User
After you assign an email alert to an application user, you can disable the alert for the user, such as if
the user requests to no longer receive the alert. To disable an email alert for an application user from
the record of the alert, select the user under Users and click Disable alert. The program disables the
email alert for the user and removes the user from the Users grid.

Process Details
To send alerts for a task reminder email alert, you must run a send process. When you run the send
process, the program determines whether changes to the selected data list match the parameters of
the alert type. If the changes match the parameters, the program then automatically send alerts to the
assigned users to inform them of the change. From the record of the email alert, you can start the send
process. For information about how to start the send process, see Start the Send Process for an Email
Alert on page 103.
To view the status of the most recent instance of the send process or information about previous
instances of the process, select the Process Details tab. From this tab, you can also add and manage job
schedules to run the process automatically.
Under Recent status, 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.
Under History, 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, its start and end dates,
its duration, the total number of records processed, and which server handled the process. To view all
process instances of a specific status, click Filter to display the Status field and Apply and Reset
buttons. In the Status field, select the status of the processes to display such as Did not finish, and click
Apply.
From the History grid, you can also delete records of previous instances of the process. For
information about how to delete an instance of the process, see Delete an Instance of the Send
Process on page 103.
Under Job schedules, you can view the job schedules set for the job. 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. From the grid, you can manage
the job schedules set for the process.

www.blackbaud.com/howto/researchpoint

pg. 18

chapter 3:

Tip: You can also generate a Windows scripting file (*.wsf) to run the send process with an automated
launch program such as Task Scheduler. For information about how to create a *.wsf file for the
process, see Generate a Windows Scripting File for the Send Process on page 103.

Delete an Instance of the Send Process
When you run the send process, the program automatically saves a status record of the instance. On
the Process Details tab of the email alert record, the History grid displays the previous instances of the
process. You can delete the status record of an instance of the process as necessary.

Delete a status record for the Send process
1. On the record of the email alert type from which to delete the instance, select the Process
Details tab.
2. Under History, select the status record to delete.
3. On the action bar, click Delete. A message appears to ask whether to delete the status record.
4. Click Yes. You return to the Process Details tab. Under History, the status record no longer
appears.

Add a Job Schedule for the Send Process
To automate the send process, you can create job schedule for the process. When you create a job
schedule, you define when the job runs, such as weekly or nightly.

Start the Send Process for an Email Alert
To send alerts for a task reminder alert, you must run a send process.
• When you run the send process , the program determines whether users assigned to the alert have
active tasks with a due date set for the current date or a future date. If assigned users have active
tasks, the program then automatically sends alerts to the users who have not already received a
reminder for the task.
To start the send process from the record of the email alert, click Start send process under Tasks. The
status of the process appears on the Process Details tab of the email alert record.
For information about the Process Details tab, see Process Details on page 102.

Generate a Windows Scripting File for the Send Process
You can generate a Windows scripting file (*.wsf) to use to run the send process with an automated
launch program such as Task Scheduler.

Subscribe to Email Alerts
Throughout the program, you can select to receive email alerts as notification for various changes to
the database. When you subscribe to an email alert, you can enter the email address at which you
receive the alert.
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Configure Batch Email Alerts
In Batch entry, you can select to receive email alerts as notification when the ownership of batches
transfer to you as the result of a batch status update, the addition of a new batch, or an edit of a batch’s
properties.

Configure settings for email alerts for batches
To generate email alerts in Batch entry, the system administrator must first configure your database
mail settings. For information about how to configure these settings, see Edit Email Alert Settings
on page 98.
1. On the Batch Entry page, click Email alerts under Tasks. The Configure batch email alerts
screen appears.
2. Select whether to receive email alerts when the ownership of a batch transfers to you in Batch
entry.
3. If you select to receive an alert, in the Send email alerts to field, enter the email address to
receive alerts.
4. Click Save. You return to the Batch Entry page.

Configure Prospect Email Alerts
In Prospects, major giving fundraisers can select to receive email alerts as notification when they
become the manager on a prospect or prospect plan. For example, you can Email alerts to notify
fundraisers when another user assigns them as the primary or secondary manager on the record of a
prospect plan.
To generate system alerts for a fundraiser, you must Email alerts from the record of the fundraiser to
receive the alerts. To receive email alerts, the fundraiser must be linked to an application user.

Configure prospect email alerts for a fundraiser
To generate email alerts in Prospects, the system administrator must first configure your database
mail settings. For information about how to enable email alerts, see Edit Email Alert Settings on
page 98. For more information about prospect plans and fundraisers, see the Prospects Guide.
1. Open the record of the fundraiser to receive email alerts.
2. Under Tasks, click Email alerts. The Configure prospect email alerts screen appears.
Note: To receive email alerts, the fundraiser must be linked to an application user. If Email alerts
is disabled, you must first link the fundraiser to a user. For information about how to link
constituents to application users, see the Constituents Guide.
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3. Select when the fundraiser should receive an email alert.
• Send me an alert when I am assigned as the prospect manager—To notify the fundraiser by
email alert when they are assigned as the primary manager for a major giving prospect, select
this option.
• Send me an alert when I as assigned as the primary manager on a prospect plan—To
notify the fundraiser by email alert when they are assigned as the primary manager for a
prospect plan, select this option.
• Send me an alert when I as assigned as the secondary manager on a prospect plan—To
notify the fundraiser by email alert when they are assigned as the secondary manager for a
prospect plan, select this option.
4. In the Send email alerts to field, enter the email address to use for alerts.
5. Click Save. You return to the fundraiser record.

Enable or Disable Default Blank Query
Criteria
The Include blanks checkbox appears on query criteria screens for these criteria operators: Not Equal
To, Not One Of, Less Than, Less Than or Equal To, Not Between, Not Like, and Does Not Contain. When
the Include blanks checkbox is selected, the program includes blanks in the query results by adding
the “or is blank” filter to the query condition. When the checkbox is cleared, the program excludes
blanks from the query results by adding the “and is not blank” filter to the query condition.
Note: Query treats nulls as blanks. When you include or exclude blank values, this also includes or
excludes null values.
The program is set to select Include blanks by default. Using Enable/Disable Default Blank Query
Criteria, you can change this setting. It is important to remember that the enable/disable setting
simply determines the default behavior for the Include blanks checkbox. You can always select or
clear Include blanks on the individual criteria screen. This allows you to evaluate and handle queries
on a case by case basis. If you later change the Enable/Disable Default Blank Query Criteria setting, it
will not affect any queries created prior to the change.
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Enable or Disable Phone Formatting
If phone formatting is enabled, the program automatically applies the format you selected for the
corresponding country on the Countries and States page. For information about how to assign a
default phone format to a country, see Add Countries on page 91.
When you disable phone formatting, you must manually enter phone numbers exactly as you want
them to appear in the program. You must also enter phone numbers as you want them to appear for
countries assigned “<Unformatted>” as the default phone format.
From the Administration page, under Configuration, click Enable/disable phone formatting . A
verification message appears.
To enable or disable phone formatting, depending on the current configuration setting, click Yes. For
example, if phone formatting is enabled, click Yes to disable formatting.
For information about how to add phone numbers on a constituent record, see the Constituents Guide.

Enable or disable phone formatting
1. From the Administration page, click Enable/disable phone formatting under Configuration.
A verification message appears.
2. Click Yes to enable or disable phone formatting, depending on the current configuration
setting. For example, if phone formatting is enabled, click Yes to disable formatting.

Mapping
To access and use Mapping functionality, you must have the appropriate credentials. When you enable
Mapping, you can select whether to display maps and distances in miles or kilometers (km). On the
Mapping page, you can configure Mapping to meet the needs of your organization. To access the
Mapping page from Administration, click Mapping under Configuration.
From this page, you can manage the Mapping credentials and configure the distance unit to use.

Edit Mapping Credentials
From Administration, you can configure the credentials required to access and use the Mapping
functionality.

Edit map credentials
1. From Administration, click Mapping under Configuration. The Mapping page appears.
2. Under Credentials, click Edit. The Edit mapping credentials screen appears.
3. Enter your license key.
4. Click Save. You return to the Mapping page. To access the mapping functionality, click
Mapping under Tasks.
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Edit the Map Distance Unit
From Administration, you can select whether to display the Mapping functionality in miles or
kilometers (km). Your selection determines how distance appears in Mapping, such as in the legend or
a radius search.

Edit the map distance unit
1. From Administration, click Mapping under Configuration. The Mapping page appears.
2. Under Map distance unit, click Edit. The Edit map distance unit screen appears.
3. Select whether to view maps in miles or kilometers.
4. Click Save. You return to the Mapping page.
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Application Users
To manage the users who have permission to use ResearchPoint, you add and update them from the
Application Users page. There is no limit to the number of application users you can have, so we
recommend each user has individual access to the program.
When you add users, you assign them the system role or roles they need to perform their prospect
research tasks.
• Prospect Research – This is the main role in ResearchPoint. Assign prospect research to
individuals who perform prospect research tasks. For example, the most important task of a
prospect researcher is to confirm and reject results from a WealthPoint screen. If you have an
individual who performs part-time research, such as a development officer, assign them this role.
• Prospect Research Manager – Assign this administrator role to individuals who need the greatest
level of access to functionality. This role builds on the prospect research role. To assign someone
prospect research manager rights, you should also give them the prospect researcher role.
Prospect research managers can add new users to the system and control user access.
• Development Officer - View Only – As a view-only role, assign these rights to development
officers who need to view ResearchPoint data. View-only enables development officers to search
and review prospects and print prospect research reports. However, these users cannot add, edit,
or delete content.
• Development Officer - Advanced Rights – This role builds on the Development Officer - View
Only role. Assign both these roles to users who need more than view-only rights, but not as much
as a prospect researcher. Advanced Rights enables development officers to screen records and
access a limited amount of add and edit rights, in addition to the view-only rights.
When you add and invite users to have access to ResearchPoint, they are also linking their
ResearchPoint credentials to their Blackbaud single sign-on account. With this account, users can
switch between ResearchPoint, Blackbaud.com website, and other single sign-on enabled products
without having to log in and log out with different credentials. You only have one login credential to
remember.

Add or Edit Application Users
Application users are the individual users of your system. When you add users, you assign them to
specific system roles to determine the tasks and areas of the application they can access. You can also
send an email invitation to new system users.

Add a New Application User
When you add application users, you enter a name and an email address for the user. The user name
and email address must be unique.
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1. From the Application Users page, click Add.
2. Enter the name and email address of the user to invite.
Tip: If the user already has an account for the Blackbaud.com website, invite the email address
associated with that account.
To determine the email address used for a Blackbaud.com website account, have the user click
the Welcome in the upper right corner. Then, click the Account option. The email address used
appears at the top of the page.
3. If a user is also a fundraiser, you need to link the user to a constituent record to see the My
Fundraiser page. If a constituent record doesn't exist yet, you can still add the application user
and link the records later.
4. Select which role or roles the user needs to perform tasks in ResearchPoint. If you assign
someone as a Prospect Research Manager, you also need to select the Prospect Research role.
5. Click Save & Invite. The new user receives an email with a link to join ResearchPoint.
If you click Save only, the new user is created but they will not receive an invite to join until you
send the invitation.
6. When the application user receives an email to join ResearchPoint, to accept the invitation they
must confirm the email.
Tip: Only the email address that was invited can click confirm. If the wrong email address was
invited, edit the email address in ResearchPoint, do not forward the invite. You will receive an
error message when you attempt to log in, if you log in with a different email address than the
one invited.
When you click confirm, the Blackbaud Account Sign in page opens.
7. Sign in with your existing Blackbaud single sign-on account or click Sign up! to create a new
account.
After you sign in or sign up, the ResearchPoint home page appears. To edit your name or email
address, click Welcome, Account from the Omnibar at the top of the page.

Edit an Application User
After you add an application user, your edit options are limited. You can only add or update the linked
constituent record, or edit the system roles assigned. If you want to update your name or email
address, you now manage your account on Blackbaud.com. On the right side of the Omnibar, click
Welcome, Account to access your Blackbaud profile.
If you invited the wrong user, you have two options:
l

From the Application Users page, delete the user with the wrong invite information.
or

l

If the user has not accepted the invitation yet, click Resend invitation.
A screen appears where you can adjust the name and email address information.
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Disable User Accounts
If a user leaves your organization, has had their password compromised, or poses some other security
risk, you can disable their account. When you disable a user account, the user can no longer log into
the program. If needed, you can enable their account again so they can log into the application.
While you may think that deleting the account is the preferred option for employees who no longer
need access, we recommend you mark them inactive instead so you can preserve a history of their
actions in the program.

How to Disable a User Account
1. From Administration, under Administration, click Application Users.
2. Under Application Users, click the green down arrows

to expand the user account's row.

3. On the action bar, click Mark inactive. A confirmation screen appears.
4. Enter details about why you're making the account inactive, and click Yes.
The user account is now disabled.

Delete Users
While you may think that deleting the account is the preferred option for employees who no longer
need access, we recommend you mark them inactive instead so you can preserve a history of their
actions in the program. To learn how to mark application users as inactive, see Disable User Accounts
on page 26.
If a user account has been created in error, such as when you invited the wrong email address, you can
delete the user from your program. From the Application Users page, click the green down arrows
to expand the user account's row and click Delete.

Trouble Logging In?
When you log in to ResearchPoint, from time-to-time you may forget your password. Unlike in the
past though, you no longer get help for passwords from within ResearchPoint.

Do you sign in with Blackbaud?
If you sign in with Blackbaud, click Forgot password? link on the sign in page. A Recover Password box
appears for you to enter your email address. Then, you'll receive an email with instructions on how to
get your password recovered or reset.

Do you sign in with Google?
If you authenticate with Google and can't remember your password, click the Need help? link. Google
will then assist you with your password recovery or reset options.
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Need more login help?
Don't worry, we have a webpage on Blackbaud.com devoted to all questions related to logging in to
your single sign-on account.
Visit https://www.blackbaud.com/support/loginhelp.aspx.

Application User Records
From the Application Users page or the Users tab of a system role record, when you select a user's
name, the application user record for that user appears. The application user record contains
information about all the items to which the user has access, a combination of the items included in all
the roles to which the user belongs.
Note: The system roles and corresponding tasks on the application user record are view only. They
are displayed to help you better understand how roles are set up.

Add System Roles to a User
From the System Roles tab of an application user record, you can assign applicable system roles to the
user. When you assign the system roles to a user based on his or her job and responsibilities, the user
sees only the tasks and features required to perform his or her specific roles. When you assign a system
role to a user, you can also select the record level access for the user within the role.
To add a system role to a user, select the user on the Application Users page and click Edit.

Edit a System Role for a User
From the System Roles tab of an application user record, you can edit the system roles assigned to the
user. For example, you can edit the record level access assigned the user within a role.

View Business Processes Owned by an Application User
All business processes that the application user owns display. An application user becomes a business
process owner in one of two ways: an application user creates a business process or an administrator
assigns business process ownership to an application user.
From this tab, you can also change the owner of a business process. You may find it necessary to edit a
business process owner, for example, when a change in staff occurs at your organization. You can edit
business process ownership in several ways:
• To edit the owner for a single business process, select the business process in the grid and click
Edit owner under the business process.

View Tasks Associated with an Application User
From the selected application user’s page, select the Tasks tab. All tasks to which this user has rights
display.
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View Code Tables Associated with an Application User
From the selected application user’s page, select the Code tables tab. All code tables to which this user
has rights display.

View Batch Types Associated with an Application User
From the selected application user’s page, select the Batch types tab. All batch types to which this user
has rights display.

Set Up ResearchPoint Administration
Options
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Administration houses the tools used to manage and configure your application. Although there are a
number of tools available in Administration, this document focuses on those necessary to get your
system up and ready for your users.

Educational Information
Through the Education catalog configuration tool, you can track educational institutions: affiliated and
unaffiliated.
For unaffiliated institutions, you can track basic information about other schools and educational
institutions, such as location.
For affiliated institutions, you can enable the academic catalog to track more detailed information
about the academics of the institution, such as the different programs and degrees offered.
You access the Educational catalog under Configuration on the Administration page.
Note: For more information about working with the Education catalog, see the Educational History
chapter in the Administration Guide.

Default System Options
ResearchPoint delivers with default settings that determine some basic behavior in various parts of
the application. In general, these default settings are appropriate for most organizations, but the
settings may be modified to support unique organization-specific needs.
The settings and the tools available to modify these settings include the following:
• Enable/Disable phone formatting
The Enable/disable phone formatting option appears under Configuration on the Administration
page. If phone formatting is enabled, the program automatically applies the format you select for
the corresponding country on the Countries and States page. When you disable phone formatting,
you must manually enter phone numbers exactly as you want them to appear in the program. You
must also enter phone numbers as you want them to appear for countries assigned
“<Unformatted>” as the default phone format. For more information, see the Configuration Tasks
chapter in the Administration Guide.
• Basic geographical data
The application also deliverers with a default set of basic geographical data. This data is appropriate
for most US-based organizations, but it can be modified or added to if necessary through the
Countries and states tool accessed under Configuration on the Administration page.
For more information, see the Configuration Tasks chapter in the Administration Guide.

Tailor the Application to Meet Unique Needs
ResearchPoint provides a wide variety of features that allow you to tailor application behavior to
better satisfy your organization’s specific needs. Many of these features support data configuration and
business rules that may apply across your organization.
• Code Tables
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Code tables increase data entry speed and accuracy throughout the program. When users enter
information into a field with a code table, they can quickly access a list of possible entries for that
field to select an entry rather than type it manually.
Code tables also help maintain consistency in your data entry. For example, when users add a new
constituent phone number, one may enter “Cell Phone” as a phone type, another may enter
“Mobile,” and yet another may enter “Cell.” To prevent this inconsistency and ease the interpretation
and retrieval of information from your database in queries and reports, you can enter your
organization’s accepted phone types in Code Tables and limit the rights of your users to add and
edit table entries. For more information, see the Manage Code Tables chapter in the Administration
Guide.
• 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. For more information, see the Configuration Tasks chapter in the Administration
Guide.
• Attribute Categories
Attributes provide flexibility to your record keeping. With attributes, 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.
For example, if a constituent is a gourmet cook and a cyclist, a user can enter each activity in the
constituent’s record with an attribute category of Hobbies. This helps keep attributes neatly
organized and helps with reports and queries. For more information, see the Attribute Categories
chapter in the Administration Guide.
• Export
When you export data from the program, you extract information from the database and send it to
another place, usually another software application. For example, you may want to take information
from the program into a spreadsheet program for further analysis. In Export, you select the query of
records to export and specify the format for the exported data. You can also schedule an export
process to run at the time most convenient for your organization, such as overnight. For more
information, see the Export chapter in the Query & Export Guide.
• Import
With Import, you can easily move data from one program to another. Import is particularly useful if
your organization maintains multiple databases or if you often move information in and out of the
database.
In Import, you can create a batch to enter new records into the database or update existing records.
You can create an import file with an outside application, such as Microsoft Excel. When you select
the file to import, you can map each header of the file with its corresponding fields in the batch. The
fields necessary to import or update information depend on the selected batch design. For more
information, see the Import chapter in the Import and Batch Guide.
• Batch data entry
Batch entry allows you to enter and update information on records quickly because you do not open
each individual record. Instead, you create a batch design to specify the fields to add or update in
each various type of record. The program lists the selected fields as fields in a spreadsheet, called a
batch, so you can efficiently enter information in the database. When you create a batch design, you
also select a batch workflow, which defines the process a batch goes through to add or update its
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records in your database. For more information, see the Batch Entry chapter in the Import and Batch
Guide
• Global Changes
The Global changes functionality allows you to make select changes to a specific group of records
in your system. For example, trustees for your organization are rotated annually, so every year you
have to remove the “Trustee” constituency from all previous year trustees. Using a selection of your
previous year trustees, you can use the “Delete user-defined constituency” definition included in
Global changes and remove the “Trustee” constituency from all expired trustees’ records. For more
information, see the Global Change chapter in the Administration Guide.
Note: For more information about setting up ResearchPoint to better meet your specific needs, see
all chapters in the Administration Guide.
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On the Business Processes page in Administration, you can work with business process ownership, view
business process activity, and work with job schedules for business processes.
On the Business Processes tab, you can view and edit business process owners.
The History tab displays all business process activity executed in the program. For example, if a user
generates a KPI instance value, makes a general ledger post, or processes acknowledgment letters, a
record of the processing appears on the History tab.
On the Job Schedules tab, you can view, edit, and delete job schedules created in the program.

View Business Processes
The Business Processes tab displays a list of business processes and their owners. You can view details
such as process name and type, security folder, and creation date.

To filter by process type, select a process in the Process type field. Use the Owner field to select the
business process owner you want to display. The business process owner is the application user who
owns the process. An application user becomes a business process owner in one of two ways: an
application user creates a business process or an administrator assigns business process ownership to
an application user.
Note: Not all application users in the program are listed as selections in the Owner field. This field
only displays application users who own at least one business process listed in the grid.
After you enter filter criteria, click Apply. Business processes that match your criteria appear in the grid.
To view all business processes, click Reset.
To access an application user's record, click the user name in the grid.
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From this tab, you can also change the owner of a business process. You may find it necessary to edit a
business process owner, for example, when a change in staff occurs at your organization. You can edit
business process ownership in several ways:
• To edit the owner for a single business process, select the business process in the grid and click
Edit owner under the business process.
• To edit the owner for multiple business processes at one time, select each process and click Edit
owner above the grid.
• To edit the owner for all business processes at one time, select the checkbox next to the column
names at the top of the grid, and click Edit owner.

View and Edit Business Process Owner
1. From Administration, click Business processes. The Business Processes page appears.
2. On the Business Processes tab, to edit the owner for a single business process, select a process in
the grid and click Edit owner under the business process.
To edit multiple processes at one time, select each process and click Edit owner above the grid.
Or, to edit all processes at one time, select the checkbox next to the column names at the top of
the grid, and click Edit owner.
The Edit business process owner screen appears.

3. The business processes you previously selected appear in the grid. In the Select a new owner
for these business processes field, click the search button and use the Application User Search
screen to search for a different owner.
Warning: The new business owner you select is applied to all business processes that display
on the Edit screen. A business process may have only one owner at a time. Note that security
permissions for the business process owner may determine which records are processed when
a business process runs.
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4. After you select an application user as the new business process owner, click Save. You return to
the Business Processes tab.

View Business Process History
You can view all business process activity executed through the program on the History tab. You can
filter the list of processes, such as by process type or status.

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 the most 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 the most 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 how many of those records processed successfully and how many 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 Filters. 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.

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. To delete a
status record, select it and and click Delete.
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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.

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.
Note: To create a job schedule from any tab of the process status page, click Create job schedule
under Tasks.
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Create a job schedule
1. On the Job schedules tab of the process, click Add. 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. 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. Your selection determines which other fields are
enabled.
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a. For a process that runs once, select the date and time to run it.
b. For a process that runs on a daily, weekly, or monthly basis, select the number of days,
weeks, or months between instances in the Occurs every field. For a weekly process, select
the day of the week to run it. For a monthly process, select the day of the month to run it.
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.
c. 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.
5. To return to the Job schedules tab, click Save.

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 the most 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.

Process Status Report
When you execute a process, 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 process, the Transfer
Report appears on the Recent status tab which 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.

Generate Windows Scripting File
A Windows Scripting File (*.wsf) is an executable script file format for Windows that can incorporate
VBScript (*.vbs) routines and include XML elements. To create a scripting file, click Generate WSF
under Tasks. Your browser prompts you to open or save the file.

Generate a Header File
To personalize a communication with information specific to its topic or recipient, you can use merge
fields in your Microsoft Word (.docx) document. To specify the merge data to include in the document,
you must generate a header file that includes the merge fields. When you generate a header file, you
create a comma-separated values (*.csv) file based on an output format, with fields defined by the
program, or an export definition, with fields you define. In Word, you can use this header file to merge
the data with your document. To generate a header file for a communication, click Generate header
file under Tasks. The Generate header file screen appears.
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In the Output type field, select whether to use fields from a standard output format or an export
definition.
• If you select Output format, select the output format that contains the merge fields to include.
• If you select Export definition, search for and select the export definition that includes the merge
fields to include. For information about how to set up an export definition, refer to the Query and
Export Guide.
When you click OK, the browser downloads the header file, based on the selected output format or
export definition, for use in Word.
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Manage System Roles
To establish user security and limit access to only job-specific functions within the program, users are
assigned to system roles. The program includes a set of standard system roles that should meet the
needs of your organization.
Note: The tasks assigned to each standard system roles are preconfigured and cannot be changed. If
a user needs additional privileges that a single system role alone will not provide, you can assign the
user to multiple roles.
The System Roles page provides a central location to manage all facets of your system roles. To access
the System Roles page, from Administration, click Security and then click System roles.

System Role Records
The System Roles page provides a central location to manage all facets of your system roles. To access
the System Roles page, from Administration, click System roles.
To establish user security and limit access to only job-specific functions within the program, users are
assigned to system roles. The program includes a set of standard system roles that should meet the
needs of your organization.
Note: The tasks assigned to each standard system roles are preconfigured and cannot be changed. If
a user needs additional privileges that a single system role alone will not provide, you can assign the
user to multiple roles.
To open a system role record, click the system role name in the grid.

Standard System Roles and Tasks
To help set up your users with roles, the program provides multiple default system roles. You can
assign users to these roles as necessary to enable users to perform their jobs appropriately.
The following sections provide a definition of each role, as well as the tasks assigned to each. You can
use this information to become familiar with the system roles and to better understand how they
match up with job roles in your organization. For information about assigning users to system roles,
see Assign Users to a System Role on page 45.

Development Officer
Generally a view-only role, this role allows users to review the data in the system but not enter any
changes to the data. The Development Officer can run constituent searches, view data, print prospect
profiles, and execute some general queries.
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Task name

Task description

Functional
area

Add a prospect
research request

Add a new prospect research request.

Prospects

Ad-hoc query search

Search for an ad-hoc query and view the results.

Analysis

Community

Launch browser and participate in ResearchPoint Community blogs,
user forums, and Idea Bank.

Prospects

Constituent search

Search for and view constituent records.

Prospects

My fundraiser page

View my major giving area.

Prospects

Organization search

Search for and view organization constituent records.

Prospects

Product news

Launch browser to read about ResearchPoint product news, release
notes, and The Prospector.

Prospects

Prospect analysis

Analyze and segment prospects based on data modeling.

Prospects

Query

Create and manage queries.

Analysis

Target Analytics events Launch browser and learn about upcoming Target Analytics webinars, Prospects
seminars, and conferences.
Training

Launch browser and open the ResearchPoint eLearning Library to view Prospects
training videos.

User guides

Launch browser to view the ResearchPoint Admin, Data, and Prospect
Management Guides.

Prospects

Development Officer - Advanced Rights
Generally a view-only role, this role allows users to review the data in the system but not enter any
changes to the data. The Development Officer can run constituent searches, view data, print prospect
profiles, and execute some general queries. In addition, the advanced role allows access to search and
review prospects, and access research lists, research groups, and the individual screen.

Task name Task description

Functional
area

Add a
prospect
research
request

Add a new prospect research request.

Prospects

Run prospect
search

Search all existing ResearchPoint prospects; any integrated Raiser's Edge
databases; and the external Target Analytics database. Role does not allow user
to add or modify data.

Prospects

View Research View only
Lists
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Task name Task description

Functional
area

View Research View only
groups

Prospects

Ad-hoc query
search

Search for an ad-hoc query and view the results.

Analysis

Community

Launch browser and participate in ResearchPoint Community blogs, user
forums, and Idea Bank.

Prospects

Constituent
search

Search for and view constituent records.

Prospects

My fundraiser
page

View my major giving area.

Prospects

Organization
search

Search for and view organization constituent records.

Prospects

Product news

Launch browser to read about ResearchPoint product news, release notes, and
The Prospector.

Prospects

Prospect
analysis

Analyze and segment prospects based on data modeling.

Prospects

Query

Create and manage queries.

Analysis

Target
Analytics
events

Launch browser and learn about upcoming Target Analytics webinars, seminars, Prospects
and conferences.

Training

Launch browser and open the ResearchPoint eLearning Library to view training
videos.

Prospects

User guides

Launch browser to view the ResearchPoint Admin, Data, and Prospect
Management Guides.

Prospects

Email Services Administrator
A system role that comes with the program, but not necessary for you to use.

Task name

Task description

Functional area

Email services

Configure email services.

Administration

Email Services User
A system role that comes with the program, but not necessary for you to use.
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Task name

Task description

Functional area

Email services

Configure email services.

Administration

Prospect Research
The main system role, this role grants users access to features used to determine prospect
qualifications. Rights include but are not limited to adding, editing, and managing constituent records;
searching for Wealth Information; importing and exporting data; and using advance features such as
Mapping and Prospect Analysis dashboards.

Task name

Task description

Functional
area

Add a group

Add a new group constituent.

Prospects

Add a household

Add a new household constituent.

Prospects

Add a prospect research Add a new prospect research request.
request

Prospects

Add an individual

Add a new individual constituent.

Prospects

Add an organization

Add a new organization constituent.

Prospects

Ad-hoc query search

Search for an ad-hoc query and view the results.

Analysis

Batch entry

Manage batches through all stages of the batch workflow.

Administration

Community

Launch browser and participate in ResearchPoint Community blogs, Prospects
user forums, and Idea Bank.

Constituent density map Create a heat map of selected constituent addresses to help
determine the location of most prospects.

Mapping

Constituent search

Search for and view constituent records.

Prospects

Export

Create and manage exports of query results.

Administration

Import

Create and manage imports into batch.

Administration

Manage research
groups

Create, populate and view research groups.

Prospects

Mapping

Interactively map records based on their geographical locations.

Prospects

My prospect research
page

View my prospect research area.

Prospects

Organization search

Search for and view organization constituent records.

Prospects

Product news

Launch browser to read about ResearchPoint product news, release Prospects
notes, and The Prospector.
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Task name

Task description

Functional
area

Prospect analysis

Analyze and segment prospects based on data modeling.

Prospects

Prospect Quick Search

Search for new prospects using partial information.

Prospects

Query

Create and manage queries.

Analysis

Search The Raiser's Edge Search for a Raiser's Edge constituent to add or link.

Prospects

Target Analytics events

Launch browser and learn about upcoming Target Analytics
webinars, seminars, and conferences.

Prospects

The Raiser's Edge
integration

Configure the settings for integration with The Raiser's Edge.

Prospects

Training

Launch browser and open the ResearchPoint eLearning Library to
view training videos.

Prospects

User guides

Launch browser to view the ResearchPoint Admin, Data, and
Prospect Management Guides.

Prospects

Wealth and ratings data

Configure WealthPoint searches and ratings.

Prospects

Wealth capacity formula
management

Manage wealth capacity formulas.

Prospects

Match settings
(batch/import)

Set constituent match settings

Batch and
Import

Prospect Research Manager
This role grants administrative tasks not included in the Prospect Research role. It is especially useful
for larger organizations. This role allows users to add new users, manage code tables, and access
additional configuration settings.

Task name

Task description

Functional
area

Application user search

Search for and view application user records.

Administration

Application users

View the list of application users.

Administration

Attribute categories

Provides a user interface for managing attribute categories.

Administration

Business processes

View the list of business process runs.

Administration

Business process
ownership

View and edit business process owners.

Administration

Code tables

View the list of code tables and table entries.

Administration

Constituent group types

Add, edit and delete constituent group types.

Prospects
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Task name

Task description

Functional
area

Countries and states

Configure system countries and states.

Administration

Educational catalog

Create and manage the academic catalog and educational
institutions.

Administration

Email alerts

Configure and manage email alert settings.

Administration

Enable/disable phone
formatting

Enables or disables phone number formatting on add and edit
forms.

Administration

First names

Modify first names table.

Prospects

Global changes

Create and manage global change instances.

Administration

Mapping

This task is used to configure mapping.

Administration

Notifications

Provides a user interface for managing notifications.

Administration

Organizational units

Manage the Active Directory organizational units associated
with the system.

Administration

Queue

Allows for managing queue business processes.

Administration

Reason codes

Displays the page to manage reason codes.

Prospects

Relationship types

Provides an interface for managing relationship types.

Prospects

System roles

Manage system level permissions.

Administration

Title code defaults

Modify title code defaults

Prospects

Match settings (admin)

Set constituent match settings

Administration

Match settings
(batch/import)

Set constituent match settings

Batch and
Import

System Role Report
The System Role Report displays information about the system role, this includes the assigned users,
groups, tasks, as well as the permissions and security set for the role.
To run the System Role Report, go to a system role and click System role report under Reports.

Assign Users to a System Role
You should limit the system roles assigned to users to only those that grant access to tasks and areas of
the application each user needs to successfully complete their specific job responsibilities. When you
assign the system roles to a user based on their job and responsibilities, the user sees only the tasks
and features granted by the roles.
As a user’s job responsibilities change, you will need to adjust the system roles they are assigned to. In
some cases you will need to assign a user to new roles and remove them from other roles.
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Note: The tasks assigned to each standard system roles are preconfigured and cannot be changed. If
a user needs additional privileges that a single system role alone will not provide, you can assign the
user to multiple roles.

Assign a user to a system role
Note: System Administrators can assign a user to a system role they create, then log in as that user to
determine if the features and other items they configured for the role display as intended. For more
information, see the Administration Guide.
1. From Administration, click Security. The Security page appears.
2. Click System roles. The System Roles page appears.
3. To assign users, click the role name. The system role record appears.
4. Select the Users tab. The Users tab contains a list of users assigned to this system role.
5. On the Users tab, click Add. The Add system role user screen appears.
6. In the Application user field, search for the user.
Note: Because your application and database exist in a hosted environment, the results grid on the
Application User Search screen may list a number of Blackbaud users who are system
administrators. These users help clients setup and implement applications in our hosted
environment.
7. Enter the search criteria to use. For example, you can enter a user name in the Display name
field. A user’s display name is their user name along with your organization’s site ID. If the user
is linked to a constituent, you can also search by constituent name.
Warning: Ignore the Login name field. A user’s login name is an ID assigned by the system and is
not used to log into the program.
8. Click Search. The program searches the database for the application user.
9. In the Results grid, all users that match your search criteria appear.
Note: If your search returns more than 100 users, only the first 100 appear in the grid.
Note: The Constituent security section does not apply. It is used for constituent group security,
which is not supported in ResearchPoint.
10. Click Save. The user is now assigned to the system role with the record access specified.
Repeat this process as needed to assign additional users to system roles.
Note: Changes do not take affect immediately. For changes to take affect, you must log out, close
your browser, and log back in.

Remove Individual Users from a System Role
Users are assigned to system roles that provide access only to the tasks and areas of the application
needed to successfully complete their specific job responsibilities. As a user’s job responsibilities
change, you can adjust the system roles they are assigned to. You can also remove a user from a system
role when the job responsibilities no longer match the access granted by the assigned roles.
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Remove an individual user from a system role
1. From a system role record, select the Users tab.
2. Select the user you want to remove from the role and click Remove. A confirmation message
appears.
3. Click Yes. The system role user changes will be in effect the next time the user logs in.

Go to User
From the Users tab of a system role record, when you select a user name, you can view the record of
that user including the system roles to which they belong and tasks, features, and other functions to
which they have access. The information on the Application user tabs is based on the permissions
established for the system roles the user belongs to and is view only.

Assign Code Table Permissions to a System Role
When you assign code table permissions, you specify whether users in the system role can add entries
to a table “on the fly,” edit existing entries, or delete entries. For example, when you add or edit a
constituent record, users with add or edit rights to the Title table can press F7 or click the name of the
Title field to access a screen where they can edit the existing code table entries for it or add new ones.
Access to the table itself is determined by whether or not the role has access to the feature(s) where
the table appears.
Note: System Administrators can assign a user to a system role they create, then log in as that user to
determine if the features and other items they configured for the role display as intended. For more
information, see the Administration Guide.

Assign code table permissions
1. From a system role, select the Code Tables tab. Any code tables that have already been
permissioned for this role appear on the tab.
2. Click Assign Code Table Permissions. The Edit code table permissions screen appears.
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3.

1. Specify whether rights are granted or denied to add, edit, or delete entries for specific
tables.
2. Click Save. You return to the Code Tables tab where your selections appear.

Assign Batch Type Permissions to a System Role
You can specify whether a system role has administrative privileges for specific batch types. When you
grant administrative permissions to a system role for a batch type, you specify that users in that role
can create templates and perform all other functions associated with that batch type, including
reviewing and validating submitted batches, approving batches, and committing approved batches to
the database.
As with other types of permissions in the program, batch administrative permissions are intertwined
with feature permissions. Even when a role is granted administrative privileges to a type of batch on
the Batch Types tab, in order for users to actually do anything with those privileges, the role must be
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granted access to the appropriate features under the Batch node on the Assign Feature Permissions
screen. For example, even with administrative rights granted for a batch type, a role must be granted
access to the Batch Template Add form in order to create new batch templates of that type.
Security granted on the Batch Types tab gives users of a role rights to do anything with any batch
template of that type, and any batch instances built from any of these templates (with the appropriate
feature permissions).
Note: System Administrators can assign a user to a system role they create, then log in as that user to
determine if the features and other items they configured for the role display as intended. For more
information, see the Administration Guide.

Assign batch type administrative permissions to a system role
1. From a system role, select the Batch Types tab. Any batches that have already been permissioned
for this role appear on the tab.
2. Click Assign administrative permissions. The Administer Batch Types screen appears.
3. Right-click on the individual batch types for which you want to specify permissions for this role
and click Grant or Deny. Click Clear to remove permissions for a selected batch type.
4. You can click Clear All to remove permissions for every batch type.
5. Click Save. You return to the Batch Types tab where your selections appear.
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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.
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 60 minutes, the notification screen does not appear again. However, if you return
after more than 60 minutes, 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 a Group of Records
You can create notifications for groups of records in Administration. You determine whether all users
should receive the notification or only a targeted group of users.

Add Notification Screen
Screen Item

Description

Name

Enter an intuitive name for the notification, such as “Board Member Alert”.

Message

Enter the message text you want to display for this notification.

Valid until

If this notification will expire or is temporary, you can select a date after which the
notification is no longer valid and will not display.

Display in
notification
window

Select this checkbox to have the notification appear in separate window that displays
when a user first accesses the record, as well as in the information bar at the top of each
record.

Display in Daily
Sales

Select this checkbox to have the notification appear on the Daily Sales page when a
patron with the matching criteria is entered.

Display this
notification for the
following records

Select the record type for the notification. You can add notifications to constituent
records and event records. You can also specify a selection of records to use; only records
in the selection would display the notification.

Display this
notification to the
following users

Specify the users who should receive the notification. If the notification is not for all
users, you can specify a selection of users; only users in the selection will receive the
notification.

Edit Notifications for a Group of Records
You can make changes to a notification for a group of records that has already been set up in
Administration. If a notification was added from a record, you can edit the notification from the
Documentation tab of the record.
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Delete Notifications for a Group of Records
You can remove a notification from a group of records when you no longer need it. To remove the
notification, select it on the Notifications page in Administration and click Delete.

Update Notification Query Relationships
If through a customization process, you add a new query view after a notification is created, the new
query view does not automatically add the notification. To add the notification to the new query view,
click Update notification query relationship.
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Attribute Categories
Attributes provide flexibility to your record keeping. With attributes, 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.
From Administration, you create the attribute categories available to users in the program. Users can
assign any necessary values to these categories. For example, if a constituent is a gourmet cook and a
cyclist, a user can enter each activity in the constituent’s record with an attribute category of Hobbies.
This helps keep attributes neatly organized and helps with reports and queries.
To enable users to enter attributes when they add or edit information throughout the program, you
can use form extensions. With form extensions, you can add a tab or section for users to enter attribute
information on applicable forms and pages that otherwise do not include fields for attributes.
To view and manage the attributes available to users, go to Administration and click Attribute
categories. The Attribute Categories page appears.

Manage Attribute Categories
On the Attribute categories tab, you can view the categories available to users. For each category, you
can view its name, record type, and data type.
From the grid, you can add and manage categories as needed.

Add Attribute Categories
To help better manage the attributes your organization uses, you can add attribute categories. You can
use these categories to store information. For example, to track seating preferences for an event, you
can create a Seating Preference attribute category so users know where to find this information on
constituent records.
You can assign attributes to a category and then assign the category to a group. For example, you can
create a Hobbies attribute category and assign the category to constituent records. The next time you
open a constituent record and want to record the fact that this constituent’s favorite hobby is golf,
“Hobbies” appears as an option in the Category field of the constituent attribute screen accessed from
the Attributes tab. Under Code tables in Administration, you can also create an attribute group called
Outside Interests. In this group, you might have categories for hobbies and for arts.
Tip: When you add an attribute category, if you choose to add a new code table at the same time,
the code table does not come pre-set up with user permissions to edit the code table later. Any time
you create a new code table for an attribute category, if you anticipate that you may need to add,
edit,or delete code table values later, we recommend you set up the user permissions immediately
after the add an attribute category is complete. To set the user permissions, from Administration,
under Data, click Code tables. Open the code table you just created and grant permission to edit to
code table to the appropriate system role(s).
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Code Tables:
Add an attribute category
1. From Administration, click Attribute categories. The Attribute Categories page appears. Any
existing attribute categories appear on this page.
2. On the Attribute categories tab, click Add. The Add attribute category screen appears.

3. Enter a unique name to help identify the category. The name appears in the Category field
drop-down menu when you add or edit attribute information on a record. If no attribute
categories exist for a record type, the Attributes tab does not appear.
4. In the Record type field, select a record type for the attribute. For example, to use the
attribute to track the interests of constituents, select “Constituent.” This attribute appears as an
option for constituent records only.
5. To assign the attribute to a group, select the attribute group code table in the Attribute
group field. For example, you can create an attribute group called Outside Interests that
includes attribute categories of Athletics and Arts. You add and manage attribute groups as
code tables in Administration.
6. In the Data type field, select the type of data for users to provide in the attribute category.
For example, to allow users to enter text to describe constituent interests, select “Text.” For a
detailed explanation of the available data types, see Data Types on page 55.
• If you select “Code table,” users select attribute values from a defined list. In the Code table
field, select the code table for users to select from. To create a code table, see Create Code
Tables on page 55.
• If you select “Constituent record,” users can search for and select constituents as the attribute
values. In the Search list field, select a search screen for users to find constituents. For
example, to allow users to select individual constituents only, select “Individual Search.” Once
you add the attribute category, you can change which search list is used.
7. To limit the category to one per record, select Allow only one per record.
8. To make the category available as a list column, select Make available in lists. After the
program executes a nightly business process which adds the categories and attribute values to
lists, the category appears as an option when you click Columns from list pages.
Note: For Friends Asking Friends lists and reports that refresh data from the Data Warehouse, the
program also executes a business process to refresh the data after the process to add the categories
is complete.
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Tip: We recommend you only select categories you need for lists. If you include a large number, the
categories will slow list performance.
9. Click Save. You return to the Attribute Categories page.

Data Types
Data types determine the values that users can enter when they add attributes. When users add
attributes, they select attribute categories in the Category field. The data types you select for the
attribute categories determine the type of data that the users can enter in the Value field. For example,
if you create an attribute category for constituent records and select “Currency” as the data type, users
who add attributes and select this attribute category can enter only monetary values.

Data
Type

Allows

Text

Letters, numerals, and nonalphanumeric characters such as “!,” “@,” and “#.”

Number

Numerals. If users enter anything else, including decimals, an error message appears.

Date

Complete dates in the correct format. Users can select dates from a calendar.

Currency

Numerals and decimals. Automatically formats the monetary values to includes symbols such as
dollar signs or pound signs.

Yes/No

“Yes” or “No.”

Code table

Code table entries. You select a code table with this data type, and users select from the code
table’s entries when they add attributes.

Constituent Constituent names. You select a search screen with this data type to allow users to search for
record
constituents. The search screen restricts the types of constituents that users can select. Once you
add the attribute category, you can change which search list is used.
Fuzzy date

Partial dates such as a year or a month and year. Partial dates must use an abbreviated version of
the date format. For example, if the date format is “mm/dd/yyyy,” users must enter a fuzzy date
such as January 2011 as “1/2011,” not “January 2011.” Users also can select dates from a calendar.

Time

Time entries, such as 2:00 p.m. or 1:15 a.m.

Memo

Letters, numerals, and nonalphanumeric characters such as “!,” “@,” and “#.” The field expands for
this data type.

Create Code Tables
When you create an attribute category and select “Code table” as the data type, you must select a code
table to use as the source of the attribute. If a code table with the desired attributes does not exist in
the program, you can create a code table from the Add attribute category screen.

Create a code table
1. On the Add attribute category screen, select “Code table” in the Data type field. The program
enables the Code table field.
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2. In the Code table field, click New. The Add a code table screen appears.
3. In the Name field, enter a name for the code table in the program. This is the name that
appears on the Code Tables page in Administration.
4. In the DB table name field, enter a name for the code table in the database schema. This is
the name you use to reference the code table in SQL.
Note: The database table name can be up to 30 characters. It can start with a capital letter from “A” to
“Z,” followed by one or more uppercase letters or numerals and ending with “CODE.” To designate
the table as a code table, it must end with “CODE.” For example, the database table name for the Alias
Type code table in the program is ALIASTYPECODE.
5. In the Category field, select a category for the code table. The Code Tables page in
Administration organizes code tables by category for easier viewing. If the category does not
exist, click Add a code table category and you can create the new category.
6. In the Sort type field, select how to organize the entries in the code table.
7. In the Description field, enter a description of the code table.
8. Click Save. You return to the Add attribute category screen.

Manage Attribute Form Extensions
To create tabs or sections for users to enter attributes, you can add form extensions throughout the
program. Form extensions add tabs or sections to forms and pages that do not otherwise include
attribute fields. On the Attribute form extensions tab, you can create and manage the form extensions
for your organization.

Add Attribute Form Extensions
After you create attribute categories, you can use form extensions to create tabs or sections in related
areas of the program. This allows users to enter attribute information on forms and pages that
otherwise do not include attribute fields. For example, you can create attribute categories for
constituent records and add a form extension to the Individual, Spouse, Business Add Form. When
users add constituents, they can then enter attributes on the tab or section you create with the form
extension.
When you create a form extension, you select the form or page to modify; select whether to create a
tab or section; enter a label for the tab or section; and select the attribute categories to include.
Note: To include an attribute category on a tab or section that you create with a form extension, the
attribute category must limit attributes to one per record. When you create an attribute category, you
must select Allow only one per record. For information about how to create attribute categories, see
Add Attribute Categories on page 53.

Add an attribute form extension
1. From Administration, click Attribute categories. The Attribute Categories page appears.
2. On the Attribute form extensions tab, click Add. The Add attribute form extension screen
appears.
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3. In the Data form field, click the binoculars to search for a form or page to modify. A search
screen appears. You can search name, record type, and whether the form is in Add, Edit, or
View mode.
4. In the Render style field, select whether to create a tab or section.
• If you select “Tab,” the program adds a tab to the right of any existing tabs. In the Tab caption
field, enter a label for the new tab.
• If you select “After parent,” the program adds a section below the existing content. If the form
or page includes tabs, the section appears on the first tab. In the Group caption field, enter a
label for the new section.
5. Under Name, select the attribute categories to include on the form extension and click the
right arrow. Attribute categories only appear under Name when their record type matches the
record type of the form or page you select in the Data form field.
Note: Form extensions require attribute categories to limit attributes to one per record. If an
attribute category allows multiple attributes per record, it does not appear under Name. When you
create attribute categories, you must select Allow only one per record.
6. To require users to enter an attribute, select the Required checkbox for the attribute category.
7. If you include multiple attribute categories, use the up and down arrows to arrange the order.
8. Click Save. You return to the Attribute Categories page. The program creates the tab or
section that allows users to enter attribute information on the form or page you select.
Note: To disable a form extension, select it and click Disable. For more information, see Disable or
Enable Attribute Form Extensions on page 58.
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Disable or Enable Attribute Form Extensions
After you add an attribute form extension, you can enable or disable it as necessary. For example, you
may disable a form extension if your organization temporarily stops its use. On the Attribute form
extensions tab of the Attribute Categories page, the Enabled column displays whether a form
extension is enabled.
When you disable a form extension, the program removes the tab from the form or page but retains
its configuration for later use. To disable a form extension, select it on the Attribute form extensions
tab and click Disable.
To resume use of an attribute form extension, you can enable it when necessary. When you enable a
form extension, the program adds the tab to the applicable form or page so users can add attribute
information as necessary. To enable a form extension, select it on the Attribute form extensions tab
and click Enable.

Delete Attribute Form Extensions
After you add an attribute form extension, you can delete it as necessary. When you delete a form
extension, the program removes the tab or section from its form or page and deletes the
configuration from the database.
Tip: Rather than delete an attribute form extension, you can disable it. When you disable a form
extension, the program removes the tab or section from the form or page but retains the
configuration for later use. For information about how to disable a form extension, see Disable or
Enable Attribute Form Extensions on page 58.

Update Attribute Query Relationship
If you add a query view after you create an attribute category, the program does not automatically add
the attribute category to the query view. To add the attribute category to the query view, go to the
Attribute Categories page and click Update attribute query relationship under Tasks.
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Code tables increase data entry speed and accuracy throughout the program. When users enter
information into a field with a code table, they can quickly access a list of possible entries for that field
to select an entry rather than type it manually.
Code tables also help maintain consistency in your data entry. For example, when users add a new
constituent phone number, one may enter “Cell Phone” as a phone type, another may enter “Mobile,”
and yet another may enter “Cell.” All three designate the same phone type. To prevent inconsistency
and ease the interpretation and retrieval of information from your database in queries and reports, you
can enter your organization’s accepted phone types in Code Tables and limit the rights of your users
to add and edit table entries.

Access Code Tables
To view and manage your organization’s code tables, from Administration, click Code tables. The Code
Tables page appears.
Warning: To ensure the validity of your database and consistency of your data entry, we recommend
you limit rights to manage code table entries to only a few key users. This also increases the accuracy
of your records and reports.
In the program, users access code table entries (along with value list fields and simple data list fields)
from the drop-down arrow at the end of a field. Depending on permission settings, users can enter
text directly in the field. If the program does not recognize the text as an existing code table entry, it
asks whether to add the text as a new entry. To access a screen to view code table entries, users can
also press F7 on their keyboard when the cursor is in the table field. Depending on permission
settings, users can also add and manage entries from this screen.

Manage Code Table Entries
From the Code Tables page, you can add and manage code table entries. To view the entries for a
code table, in the Category field, select the type of code table to view. To open a code table, click the
name of a code table In the list. The Table Entries page for the code table appears.
From the grid, you can add and manage the entries for the code table.

Add New Table Entries
You can add entries for code tables. When you add a code table entry, you enter its description to
appear as a selection for the table throughout the program.
Warning: To ensure the validity of your database and consistency of your data entry, we recommend
you limit rights to add code table entries to only a few key users. This also increases the accuracy of
your records and reports. For information about how to limit rights, see Establish User Permissions for
Code Tables on page 62.

Add a new table entry
1. From Administration, click Code tables. The Code Tables page appears.
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2. Under Code tables, in the Category field, select the type of code table. In the list, click the
name of the code table to open. The Table Entries page appears.
Note: You can also add entries from the lookup screen for the code table. For information about the
lookup screen, see Show Lookup Screen on page 61.
3. Click Add. The New Table Entry screen appears.
4. Enter a description to help identify the new table entry.
5. Under Filtering, select whether to make the entry available to all sites at your organization or
only selected sites. If you select "Selected sites," choose which sites can use the entry.
6. Click Save. You return to the Table Entries page. The next time a user accesses the code table
through a field, the new entry appears as an option.

Show Lookup Screen
To view all available entries for a code table, select the table on the Code Tables page and click Show
lookup. The lookup screen for the code table appears and displays all entries for the code table.

From the lookup screen, you can view and manage the entries for the code table. For a code table with
a user-defined sort method, you can also arrange the order of the entries as necessary.
Note: For information about sort methods, see Edit the Sort Method of Code Table Entries on page
62.
• To add an entry to the code table, click Add. The New Table Entry screen appears so you can enter
the description of the entry.
If you use the alphabetical sort method, the new entry appears in alphabetical order. If you use the
user-defined sort method, select whether to add the new entry to the bottom of the list or above
the selected entry.
• To edit an entry, select it and click Edit. The Edit Table Entry screen appears so you can edit the
entry as necessary.
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• To permanently remove an entry from your database, select it and click Delete. When a message
appears to ask whether to delete the entry, click Yes.
• To arrange the order of the entries for a table with a user-defined sort method, select the entry to
move and click the up or down arrow as necessary.

Edit the Sort Method of Code Table Entries
You can select whether to display code table entries alphabetically or in a user-defined method. For
example, you may select to sort entries so more commonly selected entries appear first in the code
table. In the program, the entries appear for code table fields in the same order as you arrange in
Administration.

Edit sort method of entries for a code table
1. From Administration, click Code tables. The Code Tables page appears.
2. Under Code tables, select a table and click Edit sort method. The Edit code table entry list
sort method screen appears.

3. Select whether to sort the entries of the table alphabetically or in a user-defined method.
4. Click Save. You return to the Code Tables page.

Establish User Permissions for Code Tables
You can grant or deny your users permission to add, edit, and delete code table entries. Code tables
provide entry options in various fields in the program. If you grant rights to change a code table, users
can press F7 on the keyboard when the cursor is in its table field to manage its entry list from its
lookup screen. To limit your table entries to a reasonable number and protect the consistency of your
database, we recommend you limit code table permissions.
Note: Any user can click F7 to access the code table lookup screen, regardless of the permission
settings. Permissions control only a user’s ability to add, edit, and delete entries.

Establish user permissions to add, edit, and delete code table entries
1. From Administration, click Code tables. The Code Tables page appears.
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2. Under Code tables, select the table for which to establish permissions.
3. Click Assign permissions. The Edit Code Table Permissions screen appears.

4. In the System Role column, locate the system role for which to establish permission settings.
5. Assign the selected system role permissions:
• To establish an Add permission to determine whether users can add new entries to the code
table, in the Add column, select whether to grant or deny the system role permission. If you
grant permission, users who log in under the system role can press F7 while in the table field
to add an entry.
Note: If you do not grant or deny a role permission, but leave the setting blank, the following occurs:
If a user belongs to no other roles, the user is not granted rights; if the user belongs to another role
to which permissions are granted, the user has the rights assigned that role. In addition, Deny trumps
Grant, and Grant trumps no entry.
• To establish an Edit permission to determine whether users can edit the entries of a code
table, in the Edit column, select whether to grant or deny the system role permission. If you
grant permission, users who log in under the system role can press F7 while in the table field
to edit an entry.
• To establish a Delete permission to determine whether user can delete entries from the code
table, in the Delete column, select whether to grant or deny the system role permission. If you
grant permission, users who log in under the system role can press F7 while in the table field
to delete an entry.
• To grant all system roles permission to manage the code table, click Grant All.
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• To deny all system roles permission to manage the code table, click Deny All.
• To clear all boxes in the grid and start over, click Clear All.
6. Click Save. Your return to the Code Tables page.
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From the Educational catalog area in Administration, you can track educational institutions and, if your
product has the academic catalog, you may build and manage it for affiliated institutions. Affiliated
institutions are related to your organization, usually because you are an educational institution and
want to track detailed information about your institution and academics.

Educational Institutions
You can track two types of educational institutions: unaffiliated and affiliated. For unaffiliated
institutions, you can track basic information about other schools and educational institutions, such as
location.
For affiliated institutions, you can enable the academic catalog to track more detailed information
about the academics of the institution, such as the different programs and degrees offered. You can
track more detailed information on the constituent records of alumni. When you add or edit
educational institutions, you can designate them as affiliated.

Add Educational Institutions
Educational institutions are schools, colleges, or universities you can associate with your constituent
records. When you add or edit educational institutions, you can designate them as affiliated.

Add an educational institution
1. From Administration, click Educational catalog .
2. Select the Educational Institutions tab and click Add. The Add an educational institution screen
appears.
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3. If applicable, in the FICE field, enter the FICE code of the educational institution. A FICE code is
a number formerly assigned to all two-year or higher educational institutions by the Federal
Interagency Committee on Education. FICE codes are no longer assigned, but may still be used
to help track institutions.
4. If the institution is affiliated with your organization, select This institution is affiliated. For
affiliated institutions, you can track more detailed information about the academics of the
institution, such as the different programs and degrees offered, using the Academic Catalog.
For more information, see Academic Catalog on page 67.
5. In the Name field, enter the name of the educational institution.
6. Under Primary contact information, enter address and phone information for the
educational institution.
7. Click Save. Affiliated institutions are displayed before unaffiliated ones on the Educational
Institutions tab.

Academic Catalog
The Academic Catalog is used to track more detailed information about the academics of the affiliated
educational institutions, such as the different programs and degrees offered. The Academic Catalog is
a hierarchical view of the programs and degrees. The structure maps to the categories and counts on
the VSE survey and report.
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There are up to seven levels in the Academic Catalog. VSE reporting relies on the top level in the
Academic Catalog hierarchy. The top level is a Program. After Program, the levels are Degree,
College, Division, Department, Sub department, and Degree type. Division and Sub department
are optional.
Your organization may have a Academic Catalog hierarchy such as: Undergraduate (Program), Bachelor
of Science (Degree), School of Math and Science (College), Mathematics (Division), Department of
Math and Computer Science (Department), Calculous and Trigonometry (Sub-department) and BS in
Math or Minor in Middle School Mathematics(Degree type).
You can use the Academic Catalog to show current and historical views of how your institution is
arranged. This allows you to track the specific degree and program information for alumni based on
when they attended your institution. For example, the School of Business may be renamed in honor of
an important alumni or donor. An asterisk next to an item in the Academic Catalog indicates there is
historical information for that item.

Enable the Academic Catalog
To use the academic catalog, go to the Educational Catalog page in Administration. Click Edit
configuration under Tasks and select Use academic catalog. The Academic Catalog tab now appears
on the Educational Catalog page.

Add to the Academic Catalog
When building the academic catalog, you must first select the affiliated institution on the Academic
Catalog tab. The top level of the Academic Catalog hierarchy is Program. After the program, the levels
are Degree, College, Division, Department, Sub-department, and Degree type. Division and Subdepartment are optional. Your organization may have a Academic Catalog hierarchy such as:
Undergraduate (Program), Bachelor of Science (Degree), School of Math and Science (College),
Mathematics (Division), Department of Math and Computer Science (Department), Calculus and
Trigonometry (Sub-department) and BS in Math or Minor in Middle School Mathematics(Degree
type).

Add Programs
Programs are the top level of the Academic Catalog. A Program can be Undergraduate, Graduate,
Doctorate, No degree, or Other. These programs map directly to the VSE survey and report. You can
have only one Program of each type for each affiliated institution.

Add Degrees
Degrees are the second level of the Academic Catalog. A Degree could be “Bachelor of Science,” for
example. For each Degree, enter a unique ID, a name, and a date from which this Degree is effective.
Only the ID must be unique among other degrees.
Note: You can also enter short codes and descriptions for degrees.
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Add Colleges
Colleges are the third and middle level of the Academic Catalog. A College could be “School of
Science and Math,” for example. For each College, enter a unique ID, a name, and a date from which
this College is effective. Only the ID must be unique among other colleges.

Add Divisions
Divisions are the fourth level of the Academic Catalog. A Division could be “Mathematics and
Computer Science” for example. For each Division, enter a unique ID, a name, and a date from which
this Division is effective. Only the ID must be unique among other divisions.

Add Departments
Departments are the fifth level of the Academic Catalog. A Department could be “Math Department,”
for example. For each Department, enter a unique ID, a name, and a date from which this Department
is effective. Only the ID must be unique among other departments.
Note: You can also enter short codes and descriptions for departments.

Add Sub Departments
Sub departments are the sixth level of the Academic Catalog. A Sub department could be “Calculous
and Trigonometry,” for example. For each Sub department, enter a unique ID, a name, and a date from
which this Sub department is effective. Only the ID must be unique among other sub departments.
Note: You can also enter short codes and descriptions for sub departments.

Add Degree Types
Degree types are the lowest level of the Academic Catalog. A Degree type could be “BS in Math” or
“Minor in Middle School Mathematics,” for example. For each Degree type, enter a unique ID and
select a type. The Degree type must be unique within the department, but could be used in other
departments.

Scholarship Terms
To provide scholarship fund donors another level of detail about how your organization distributes
funding to scholarship recipients, you can define scholarship terms. You can select the term for which
an award applies when you add a recipient to a scholarship fund. This information appears in the
stewardship report generated by the stewardship package process for the fund. For example, if you
add “Summer Study Abroad” and “Winter Study Abroad” to the Scholarship Terms tab, when you add a
recipient to a scholarship fund, you can select which term the award applies to. Stewardship recipients
can view the scholarship recipients and the amounts awarded for each term.
For more information about fund stewardship, see the Fundraising Purposes chapter of the Fundraising
Guide.
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Add Scholarship Terms
When you add a recipient to a scholarship fund, you can select a scholarship term for the award.

Add a scholarship term
1. From Administration, click Educational Catalog.
2. On the Scholarship Terms tab, click Add. The Add a scholarship term screen appears.

3. Enter a name and date range for the term.
4. Click Save. You return to the Scholarship Terms tab.

Academic Code Tables
From the Educational Catalog page, you can manage entries in academic code tables for Department,
Sub Department, and Degree.
Note: When you add or edit from the Academic Code Tables tab on the Educational Catalog page,
fields for Short code and Description appear. However, when you add or edit from the Code Tables
page in Administration or from options under Tasks, those fields do not appear.

Add an academic code table entry
1. From Administration, click Educational catalog. The Educational Catalog page appears.
2. From the Academic Code Tables tab, under Department, Sub Department, or Degree, click
Add. The add screen appears.
3. Enter a description to help identify the new entry. This is how the entry appears throughout
the program.
4. You can also enter short codes and, for degrees, a long description.
5. Under Filtering, select whether to make the entry available to all sites at your organization or
only selected sites. If you select Selected sites, select the checkboxes of the sites to use the
entry.
Warning: To ensure the validity of your database and consistency of your data entry, we recommend
you limit rights to add code table entries to only a few key users. This also increases the accuracy of
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your records and reports. For information about how to limit rights, see Establish User Permissions for
Code Tables on page 62.
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The Global changes functionality allows you to make select changes to a specific group of records in
your system. For example, trustees for your organization are rotated annually, so every year you have to
remove the “Trustee” constituency from all previous year trustees. Using a selection of your previous
year trustees, you can use the “Delete user-defined constituency” definition included in Global
changes and remove the “Trustee” constituency from all expired trustees’ records.
To access Global changes, from Administration, click Global changes under Data.

Add a Global Change Instance
A global change instance defines what you want changed where. Once you create an instance, it is
saved in the Global changes grid on the Global Changes page. You can process and reprocess the
instance at anytime and even open the existing instance and make any necessary changes.

Add a global change instance
1. From the Global Changes page, click Add. The Select a global change definition screen
appears.
2. Select the global change definition that meets your needs. For example, if you want to delete
a constituency from selected records, select “Delete user-defined constituency”; if you want to
add a constituent attribute to selected records, select “Add constituent attributes”.
3. Click OK. The Add global change screen appears. The fields and options included on this
screen vary, based on the global change definition you selected in step 2.
4. Complete the Add global change screen. In this section all definitions are explained and
information is included about the fields and options included on the specific definition add
screen.
5. Click Save. The new global change instance appears in the Global Changes grid.

Assign Global Change Permissions
You can control system role permissions granted to each individual global change instance. Using the
Assign Permissions functionality, you can control who has access to change, execute, and delete you
global change instance.
When a user assigned the specific role opens the program, only instances for which they are granted
permission appear.

Set user permissions for global change instances
1. From the Administration page, click Global changes. The Global Changes page appears
displaying any existing global change instances.
2. Select a global change instance and click Assign Permissions. The Assign Permissions screen
appears.
3. To grant permission to all roles in your system, select All roles.
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To select the individual roles to which you want to “Grant” or “Deny” permission, select
Selected roles.
a. The System Roles box is activated, and you can select a role.
b. To grant the selected role access, click Grant; to deny the selected role access, click Deny; to
clear an assignments, click Clear.
4. Click Save to save your assignments and close the Assign Permissions screen.

Process Global Changes
Once you create or edit a global change instance, defining specifically what you want changed and
where, you must process the instance. This executes the change, updating all selected records.
The global change process record displays status and history information about the selected global
change instance. You can also schedule a global change processing job.

Process a global change instance
1. From the Global Changes page, select the instance you want to process.
2. Click Process global change. The selected records are changed, and the process screen
appears.

View a Global Change Process Record
Whenever you process a global change, the selected global change process record automatically
opens after the process generates. When not processing changes, you can open process records from
the Global Changes page.

Open an existing global change process record
1. From the Global Changes page, click the name of tne global change process you want to view.
The selected process record appears.
2. Also from this screen, the following Tasks are available:
• Start process: Processes the global change.
• Edit global change: Accesses the Edit global change screen.
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• Create job schedule: Accesses the Create Job screen.
• Delete global change: Removes the global change instance from the system.

Recent Status
The Recent status tab displays information about the most recent global change process. For example,
if the process “Completed”, the tab displays dates and times of the last change, the number of records
processed, the number of exceptions, and much more.

History
The History tab lists all global changes executed for the selected global change instance. It includes
information about dates, status, duration, and more. You can also delete archived processing records
from this tab.

Delete Archived Global Change Process Record
You can permanently delete any archived global change process record stored on the History tab.

Delete a global change process record from the History tab
1. From the global change process record, select the History tab.
2. Select the archived record you want to delete.
3. Click Delete. A confirmation message appears.
4. Click Yes. The record is deleted, and you return to the History tab.

Job Schedule
You can arrange to process global changes automatically, even during off-hours, from the Job
Schedule tab available in the global change process record.
Using SQL Server Agent jobs, the program automatically processes global changes, and it executes the
changes on a recurring basis, following the instructions you set. Scheduling jobs involves defining the
condition or conditions that cause the job to begin running.

Create a New Job Schedule
When you create a job schedule for a selected global change instance, the program automatically
executes the global change at a frequency you determine.

Edit an Existing Job Schedule
You can change any existing global change job schedule.

www.blackbaud.com/howto/researchpoint

pg. 75

chapter 11: G L OB AL C H ANG E

Delete an Existing Job Schedule
You can easily remove any existing global change job schedule from your system.

Reset Last Run Date
Whenever you execute a selected global change, the program process the change based on any new
data entered in the database since the Last run on date. This date displays in the Global Changes grid
on the Global Changes page.
If for some reason, you want the program to process the change for all selected records, regardless of
if the records were included in the last execution of the global change, you can reset the Last run on
date by selecting the instance in the Global Changes grid and clicking Reset last run on date. A
confirmation screen appears. Click Yes to reset the Last run on date.

Global Change Definitions
Depending upon the global change that you process, there are parameters specific to that change. This
section contains definitions and procedures for each global change.

Delete Audit Table Data
Over time your database can accumulate numerous audit tables you no longer need. Use the Delete
Audit Table definition to permanently remove audit data from these tables. When you add or edit
profile pictures for constituents, each instance of the image is saved to the constituent audit tables,
which can take up an unexpected and unwanted amount of space in the database. Now when you run
the "Delete audit data" global change, you can specify to also delete constituent images from the
audit tables. The images are not deleted from the constituent records, just from the audit tables. After
you create the definition, you can execute the global change process to remove the data.
For more information about processing a global change, see Process Global Change on page 1.

Delete audit table data globally
1. From the Administration page, click Global changes. The Global Changes page appears.
2. Click Add. The Select a global change definition screen appears.
3. Under Audit Tables, select Delete audit data.
4. Click OK. The Add global change screen appears.
5. In the Name field, enter a name to identify your global change process.
6. To delete all audit tables, select All audit tables.
7. To delete a specific group of audit tables from Query, select Selected audit tables. Click the
binoculars at the end of the field to access a search screen and locate the selection to use.
8. You can mark Constituent images to delete constituent images from the audit tables. The
images are not deleted from the constituent records, just from the audit tables.
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9. Under Delete audit information older than, filter the audit tables to delete by entering a
time frame. For example, to delete audit tables older than three years, enter “3” in the first
field and select “Year(s)” in the second field.
Tip: The maximum number you can enter in the first field is 100. In the second field, you can select to
delete by days, weeks, months, or years.
10. Click Save. The global change process appears on the Global Changes page.
11. When you are ready to execute the global change, select it and click Process global change.

Enable or Disable Audit Tables
Over time your database can accumulate numerous audit tables you no longer need. You can disable
an audit table rather than permanently delete it. If you decide later to use it again, you can enable it.

Enable or disable audit tables
1. From the Administration page, click Global changes. The Global Changes page appears.
2. Click Add. The Select a global change definition screen appears.
3. Under Audit Tables, select Enable or disable audit tables.
4. Click OK. The Add global change screen appears.
5. In the Name field, enter a name to identify your global change process.
6. To disable all audit tables, select All audit tables.
7. To disable a specific group of audit tables, select Selected audit tables. Click the binoculars at
the end of the field to access a search screen and locate the selection to use.
8. If you want to enable, rather than disable, audit tables, select Enable.
9. Click Save. The global change process appears on the Global Changes page.
10. When you are ready to execute the global change, select it and click Process global change.

Delete Batch Control and Exception Reports
Over time your database can accumulate numerous batch control and exception reports you no longer
need. To remove these from the database, create a batch control and exception report global change
definition. After you create the definition, you can execute the global change process to remove the
batch reports.
For more information about processing a global change, see Process Global Change on page 1.

Delete batch control and exception reports globally
1. From the Administration page, click Global changes. The Global Changes page appears.
2. Click Add. The Select a global change definition screen appears.
3. Under Batch Reports, select Batch control and exception report delete.
4. Click OK. The Add global change screen appears.
5. In the Name field, enter a name to identify your global change process.
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6. To delete all batch control and exception reports for committed batches, select All
committed batches.
7. To delete a specific group of batch control and exception reports from Query, select Selected
batches. Click the binoculars at the end of the field to access a search screen and locate the
selection to use.
8. Under Delete batch control and exception reports older than, filter the reports to delete by
entering a time frame. For example, to delete batch control and exception reports older than
three years, enter “3” in the first field and select “Year(s)” in the second field.
Tip: The maximum number you can enter in the first field is 100. In the second field, you can select to
delete by days, weeks, months, or years.
9. Click Save. The global change process appears on the Global Changes page.
10. When you are ready to execute the global change, select it and click Process global change.

Delete Business Process Outputs
Over time your database can accumulate business process output files you no longer need. For
example, in Export, the export generates output files in SQL tables that are available to download to a
.csv file. To remove unneeded output files from the database, use the Delete business process outputs
global change process. This process completely removes the SQL table(s) that hold output for the
selected business processes.
Note: Not all business processes generate output files, but of those that do, only a few are addressed
by this global change. This definition deletes outputs for these types of business processes: list
segment imports; finder file imports; segmented house file imports; correspondence exports;
marketing effort, acknowledgement, and tribute acknowledgement exports; and exports run using
the Export feature in Administration.
For more information about processing a global change, see Process Global Change on page 1.

Delete business process outputs globally
1. From the Administration page, click Global changes. The Global Changes page appears.
2. Click Add. The Select a global change definition screen appears.
3. Under Business Process, select Business process output delete.
4. Click OK. The Add global change screen appears.
5. In the Name field, enter a name to identify your global change process.
6. To delete all process outputs, select All business processes.
Note: Not all business processes generate output files, but of those that do, only a few are addressed
by this global change. This definition deletes outputs for these types of business processes: finder file
imports, segmented house file imports, correspondence exports, marketing effort exports, and
exports run using the Export feature in Administration.
7. To delete a specific group of process outputs, select Selected business processes and choose
a selection of processes. To specify which types of output processes to include in the
selection, on the Select filter and output fields tab of the query screen, set the Name field to
equal the type(s) of output processes to include. For example, Name equals Finder File Import
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Process AND Marketing Effort Export Process will include only finder files and marketing
efforts export files.
8. Under Delete output tables generated by business processes older than, enter a time
frame. For example, to delete outputs older than three years, enter “3” in the first field and
select “Year(s)” in the second field.
Tip: The maximum number you can enter in the first field is 100. In the second field, you can select to
delete by days, weeks, months, or years.
9. Click Save. The global change process appears on the Global Changes page.
10. When you are ready to execute the global change, select it and click Process global change.

Add Constituent Attribute
Attributes add flexibility to your record keeping by giving you the ability to define and store special
information about a wide variety of record types. If after entering an attribute value in a number of
records in your system you find you need to change the value, you can change all values at once with
Global Change and a selection of the affected records. For example, if you have the attribute category
“Athletics” and a value of “Soccer” but you need to change all “Soccer” values to “Football,” you can
use Global Change to make the change. You can also use the process to add new information to
records. For example, if a constituent in the selection does not have an “Athletics” category included
on his record but he is included in the record selection, the new data is added to the Attribute tab on
his record.

Change attribute values globally
1. From Administration, click Global changes. The Global Changes page appears.
2. Click Add. The Select a global change definition screen appears.
3. Under Constituent, select Add constituent attribute.
4. Click OK.
5. In the Name field, enter a name to identify this global change process. The name displays in
the Global changes grid on the Global Changes page.
6. If you want to globally change attribute information on a specific group of records included in
a selection created in Query, select Selection. Click the binoculars at the end of the field to
access a search screen and locate the specific selection you want to use. If you do not select a
selection, all records are changed.
7. In the Category field, select the attribute category that contains the value you want to change.
All constituent attribute categories created in Manage attribute categories are available in
this field.
8. In the Value field, enter the new value you want entered for the selected attribute Category.
9. In the Comments field, enter any note information you want to add to the constituent
attribute. This information displays in the Comment column of the constituent’s Attributes tab.
10. Select Overwrite existing value if you want the new value to replace the existing value. If you
do not mark this checkbox, the new value is added to records with no existing value for the
attribute category, but if the constituent does have a value entered for the selected attribute
category, no new data is entered.

www.blackbaud.com/howto/researchpoint

pg. 79

chapter 11: G L OB AL C H ANG E

11. Select Remove value from unqualified records if you want the attribute value removed from
records not qualified to receive the data.
12. Click Save.
13. When you are ready to execute the changes, open the process. On the process status page,
select the Job Schedules tab to schedule the process or click Start process to run the process
now.

Add User-defined Constituency
User-defined constituencies are defined by your organization. You can add a user-defined
constituency to a selection of constituents or all constituents at once with Global Change. For
example, if you have a user-defined constituency, “Online friend,” you can use Global Change to add
this constituency to a selection of constituents.

Add user-defined constituency globally
1. From Administration, click Global changes. The Global Changes page appears.
2. Click Add. The Select a global change definition screen appears.
3. Under Constituent, select Add user-defined constituency.
4. Click OK.
5. In the Name field, enter a name to identify this global change process. The name displays in
the Global changes grid on the Global Changes page.
6. If you want to globally add a user-defined constituency to a specific group of constituent
records included in a selection created in Query, select Selection. Click the binoculars at the
end of the field to access a search screen and locate the specific selection you want to use. If
you do not select a selection, all records are changed.
7. In the Constituency field, select the type of constituency to assign to the constituent. The
constituency defines why the constituent is in your database and the affiliation with your
organization.
8. Enter the date the constituency begins.
9. Enter the date the constituency ends. If the duration of the constituency is undetermined,
leave this field blank.
10. Select Overwrite existing value to change the duration of the constituency to match your
new global entries where the constituency already exists.
11. Select Remove value from unqualified records to remove the constituency from records not
included in the Selection.
12. Click Save.
13. When you are ready to execute the changes, open the process. On the process status page,
select the Job Schedules tab to schedule the process or click Start process to run the process
now.
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Delete Constituent Attribute
Attributes add flexibility to your record keeping by giving you the ability to define and store special
information about a wide variety of record types. If after adding an attribute to a number of records in
your system you find you need to delete it, you can do so all at once with Global Change and a
selection of the affected records. For example, if you have the attribute category “Athletics” and you
need to delete it from all constituents, you can use Global Change to make the deletion.

Delete constituent attribute globally
1. From Administration, click Global changes. The Global Changes page appears.
2. Click Add. The Select a global change definition screen appears.
3. Under Constituent, select Delete constituent attribute.
4. Click OK.
5. In the Name field, enter a name to identify this global change process. The name displays in
the Global changes grid on the Global Changes page.
6. If you want to globally delete an attribute from a specific group of constituent records
included in a selection created in Query, select Selection. Click the binoculars at the end of the
field to access a search screen and locate the specific selection you want to use. If you do not
select a selection, all records are changed.
7. In the Category field, select the attribute category to delete. All constituent attribute
categories created in Manage attribute categories are available in this field.
8. Click Save.
9. When you are ready to execute the deletions, click Process global change.

Delete User-defined Constituency
User-defined constituencies are defined by your organization. You can delete a user-defined
constituency from a selection of constituents or all constituents at once with Global Change. For
example, if you have a user-defined constituency, “Online friend,” you can use Global Change to
delete this constituency from a selection of constituents.

Delete user-defined constituency globally
1. From Administration, click Global changes. The Global Changes page appears.
2. Click Add. The Select a global change definition screen appears.
3. Under Constituent, select Delete user-defined constituency.
4. Click OK.
5. In the Name field, enter a name to identify this global change process. The name displays in
the Global changes grid on the Global Changes page.
6. If you want to globally delete a user-defined constituency from a specific group of
constituent records included in a selection created in Query, select Selection. Click the
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binoculars at the end of the field to access a search screen and locate the specific selection
you want to use. If you do not select a selection, all records are changed.
7. In the Constituency field, select the type of constituency to delete from the selected
constituents. The constituency defines why the constituent is in your database and the
affiliation with your organization.
8. Click Save.
9. When you are ready to execute the deletions, click Process global change.

Address Geocodes
Before an address can be mapped, it must have a geocode. You can assign geocodes when you create
new records or import records into the system. For existing records, we recommend you use the
global change functionality to assign geocodes.

Add address geocodes
1. From Administration, click Global changes. The Global Changes page appears.
2. Click Add. The Add Global Change Instance screen appears.
3. Select Address Geocode and click OK. The Add global change screen appears.
4. Enter a unique name and selection for the global change. If necessary, click the binoculars to
locate an existing selection of records.
5. Select whether to process only primary addresses in the global change.
6. Click Save. You return to the Global Changes page.
7. To process the records, select the global change you created and click Process global change.
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Constituent Matching Settings
To prevent the creation of duplicate records, you can define constituent match settings on the
Constituent Matching Settings page. To access this page, go to Administration and click Constituent
matching settings under Data. On this page, you define the match confidence thresholds that the
program uses to determine whether new constituent records match existing records in your database.
Note: Constituent match settings only apply when you turn the matching feature on with the
Enable/disable matching configuration task in Administration.
When you add constituent records through batches, imports, the Add an individual screen, or the Add
an organization screen, the program applies an algorithm to calculate "match confidence scores." To
measure how similar new records are to existing records in your database, the algorithm compares
field values on incoming records with field values on existing records and then assigns match scores
that are weighted by field type. Records with high cumulative scores are likely matches, while records
with low scores probably are not. For information about how the algorithm calculates match
confidence scores, see Constituent Matching Algorithm on page 85.
The program then compares match confidence scores to the percentage ranges, or "match confidence
thresholds," that determine whether new records are matches, possible matches, or not matches. You
manage two separate sets of match confidence thresholds: one for records added by batch or import
and one for records added manually on the Add an individual or Add an organization screens. The
default thresholds are 100-95%, 94-70%, and 69-0% for batch and import and 100-70% and 69-0% for
manual entry.
Warning: If necessary, you can edit default thresholds for your organization. However, we
recommend that you retain the defaults because the matching algorithm is designed to provide
optimal results with those percentages and may return unexpected results if you change them. For
example, if two records have matching email addresses but no other matching data, the program
flags them as possible matches because their match confidence score of 70 is in the Possible
matches threshold's default range of 94-70%. But if you change the threshold by just one point to
94-71%, the program no longer flags those two records as possible matches. For several factors to
consider before you edit the default thresholds, see Constituent Matching Algorithm on page 85.

www.blackbaud.com/howto/researchpoint

pg. 83

chapter 12: C ONST I T U E NT M AT C H I NG S E T T I NG S

The first set of match confidence thresholds applies to batch templates with the Constituent Batch and
Constituent Update Batch batch types, as well as the import processes that use batch templates with
these types. For additional flexibility, you can overwrite the match thresholds on individual batch
templates and import processes. For example, if data that you import from a particular vendor requires
extra scrutiny, you can edit thresholds for that vendor under Configure options on the batch template
or under Set options on the import process.
Note: You cannot edit match thresholds on batch templates or import processes that use the
Constituent Batch batch type. This batch type always uses the thresholds on the Constituent Matching
Settings page.
For information about how to edit constituent match settings on batch templates and import
processes, see the Batch and Import Guide.

Action

Description

Process
Use the percentage range for the Matched constituents threshold to indicate records with
automatically match scores that likely match existing records. When a new record and existing record have a
match confidence score in this range, the program assigns the record ID from the existing
record to the matched record in the batch. If multiple match confidence scores are within this
range, the program uses the highest score as the match. This process occurs automatically and
requires no action from users.
To turn off automatic updates, clear Process automatically.
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Action

Description

Review
constituents

Use the percentage range for the Possible matches threshold to indicate records with match
scores that are similar to existing records but still require manual review. When a new record and
existing record have a match confidence score in this range, the program prompts you to
compare the records and select whether to update the existing record or create a new one.
For information about how to compare records on the duplicate resolution screen, see the Batch
and Import Guide.
To turn off manual reviews, clear Review constituents. For example, you might clear Review
constituents for an import process when you have a high volume of records but no time or
resources to manually compare records before you commit them. In this case, it might be better
to quickly add records and then find and delete duplicates later.

Create new
record

Use the percentage range for the No match threshold to indicate records with match scores
that are not likely to match existing records. This range is based on your settings for the upper
thresholds.
The program creates a new record behind the scenes and requires no action from users.

The second set of match confidence thresholds applies to constituent records (individual, organization,
vendor, or vendor contact) that you enter manually on the Add an individual or Add an organization
screens.
For information about how to manage duplicate constituents from forms, see the Constituents Guide.

Action

Description

Review
constituents

Use the percentage range for the Possible matches threshold to indicate records that are
similar enough to require manual review. When a record that you add on the Add an individual
or Add an organization screens and an existing record have a match confidence score in this
range, the program prompts you to compare the records and select whether to update the
existing record or create a new constituent.

Create new
record

Use the percentage range for the No match threshold to indicate records with match scores
that are not likely to match existing records. This range is based on your settings for the upper
threshold. The program creates a new record behind the scenes and requires no action from
users.

Constituent Matching Algorithm
The program performs several steps to identify matches. First, it standardizes data on the incoming
record. Then it selects a pool of records that are potential matches and standardizes data on those
records for comparison. Next, it compares field values on the incoming record with field values on the
existing records and calculates match scores and are weighted based on field type. Next, the algorithm
deducts match scores from a perfect score of 100 to calculate total match confidence scores. And
finally, the program compares match confidence scores to the match confidence thresholds to
determine whether the incoming record is a match, a possible match, or not a match.

Standardize Values
To ensure that minor differences such as capitalization and punctuation do not prevent the program
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from finding matches, the program standardizes data from incoming records to make the values easier
to match. The standardization process:
• Capitalizes all letters
• Removes periods from first names, last names/organization names, and street names
• Removes apostrophes from last names/organization names
• Removes extra spaces before and after all values
• Converts carriage returns, dashes, and double spaces in addresses to single spaces
• Removes add-on digits to convert ZIP+4 to 5-digit ZIP codes

Select a Pool of Records
To select the pool of potential matches from the records in your database, the program compares the
following fields on the incoming record to the corresponding fields on existing records:
• Lookup ID (Constituent Update batches only)
• Lookup ID that matches an Alternate ID on the existing constituent (Constituent Update batches
only)
• Alternate lookup ID and Alternate lookup type (Constituent Update batches only)
Note: Matches found by Lookup ID or Alternate lookup ID/Alternate lookup type receive match
confidence scores of 100. If the Process automatically option is selected for batches, the program
automatically assigns record IDs from existing records to these matched records in batches.
• Email address
• Phone number
• Zip code and first four characters of Last name/Organization name
• Zip code, street name soundex (an algorithm that indexes names by sound), and first three
characters of Last name
• First three characters of Zip code, First name soundex (an algorithm that indexes names by sound),
first four characters of street name, and the street number
If the program does not find any potential matches based on these field comparisons, it compares
incoming constituents to existing constituents without addresses based on Last name/Organization
name and the first three characters of First name. For example, if the incoming constituent is Jonathan
Mott, the program includes Jon Mott, Joni Mott, or Jonathon Mott as possible matches.
If First name is blank on the incoming record, the program compares the incoming constituent to
existing constituents matching last names and blank first names based on Last name. For example, if
the incoming constituent has the last name Mott and First name is blank, the program only includes
existing records with the last name Mott and no first name.
If the first name-only search finds no matches for an incoming record without an address, the program
attempts to match that record by Organization name or Last name and the first three characters of
First name to existing records with addresses.
Note: To prevent performance issues, the program excludes common names from the name-only
search. A name is "common" if more than 1000 constituents in your database without addresses have
the same last name and first 3 characters of the first name. If no constituents without addresses have
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that name, but 1000 or more constituents with addresses have it, the name is considered "common"
and excluded from the search. The program identifies the common names in your database when you
upgrade to 2.94 or later and stores them in a table. To edit this table, contact Professional Services.
After the program selects a pool of potential matches from the records in your database, it performs
additional standardization on addresses:
l

Convert spelled-out numbers to numerals. ("Two" becomes "2" and "Tenth" becomes "10th")

l

Converts some spelled-out words to abbreviations, including:
l

Street suffixes ("Street" becomes "ST" and "Road" becomes "RD")

l

Directionals ("North" becomes "N" and "Southwest" becomes "SW")

l

Secondary unit designations ("Apartment" becomes "APT" and " Suite" becomes "STE")

Calculate Matching Scores
After the program determines its pool of potential matches, it compares the fields on the incoming
record to the corresponding fields on each of the records in the pool and then assigns match scores to
each field. Each type of field has a range of scores to determine whether it is a match, likely match,
possible match, or not a match. The algorithm checks the following scenarios:
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Scenario

Example

Result

First name / First initial

John vs. J

Likely match

Middle name / First initial

John vs. J

Likely match

First name / First name & middle initial

John vs. John A

Match

First name spelling variation

Chris vs. Kris

Likely match

Different first names with similar spelling or
pronunciation

John vs. Joan

Not a match

Nickname

Christopher vs. Chris

Match

Last name / Hyphenated last name

Smith vs. Smith-Jones

Match

Street number / Hyphenated street number

4 vs. 4-2

Match

Same base street names, different street suffixes

Main St vs. Main Rd
Northwest vs. NW

Possible match

Same base street names, missing or reordered street
suffixes

Main vs. Main St

Three digits of zip code match, but not first three

02138 vs. 02234

Not a match

02141 vs. 02138

Possible match

Mrs. vs. Ms.

Likely match

Mrs. vs. Dr.

Possible match

Mrs. vs. Mr.

Not a match

Titles are different but have the same gender
Titles are different and one or both genders are
unknown
Titles are different and their genders are different

SE King St. vs. King St.

Match

II vs. Jr.

Suffixes

blank vs. Sr.

Match

blank vs. Jr., II, III, or IV

Likely match

Sr. vs .Jr., II, III, or IV

Possible match

II vs. III or IV

Not a match

III vs. IV

Not a match

Any other suffix
combination without
blanks

Not a match
Possible match

Note: The FIRSTNAMEMATCH table in the database contains the nicknames (Christopher vs. Chris),
spelling variations (Allen vs. Allan), and different first names with similar spellings (John vs. Joan) that
the program uses to compare first name values.
For any data that does not fit these scenarios, the program applies a "fuzzy" matching algorithm to
calculate how similar field values are on a character-by-character basis. The program uses a few
different methods to calculate fuzzy match scores, but the simplest method compares two values and
identifies the number of changes necessary to make the values match exactly. Changes include adding,
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removing, changing, or transposing characters. For example, if you compare "Christopher" vs.
"Chrsitopher," you would need to transpose the "si" in "Chrsitopher" to fix the misspelling (one
change). The program divides the number of changes by the number of characters in the longer name,
multiplies the quotient by 100, and then subtracts the product from 100. For this example, 1/11 = .09,
.09 * 100 = 9, and 100-9=91.
Each type of field has a range of fuzzy scores to determines whether it is a likely match, possible
match, or not a match.
Likely Match

Possible Match

Not a Match

First name

77-99

68-76

less than 68

Last name/Organization name

86-99

50-85

less than 50

Street number

75-99

50-74

less than 50

Street name

81-99

58-80

less than 58

Zip code

80-99

60-79

less than 60

Calculate Total Matching Scores
After the program classifies fields as a matches, likely matches, possible matches, or not matches, it
calculates a total match score for the incoming and existing records. Each result equals a weighted
number of points which are deducted from 100 (100 being an exact match) as shown below.
Match

Likely Possible
Match Match

Not a
Match

Incoming is Blank,
Existing is Not

Existing is Blank,
Incoming is Not

Title

0

1

2

18

0

0

Suffix

0

1

3

18

0

0

Last name/Organization
name or Maiden name

0

3

8

15

n/a

n/a

Street number

0

8

17

24

1

3

Street name

0

5

14

31

18

21

Zip code

0

7

12

31

6

1

First name and middle name combinations impact the matching score. If the same name or initial
appears in the First name field of one record and the Middle name field of a potential match, the
program scores the records as if the values were in the same fields on both records. For example, if the
incoming constituent is First name = John and Middle name = Anderson and the existing constituent
is First name = John Anderson and Middle name = blank, the program scores the first and middle
names as "Matches." If the incoming constituent is First name = John and Middle name = Anderson
and the existing constituent is First name = John A, the program scores the first name as a "Match" and
the middle name as a "Likely match." The table below demonstrates how the program scores first and
middle name combinations.
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Should I Adjust Constituent Matching Settings?
A record's total matching score determines its matching threshold. This in turn determines whether the
program automatically assigns the record ID from the existing constituent to the matched incoming
constituent, waits for a user to manually review the match and make a decision, or automatically
creates a record.
The matching algorithm provides optimal results when you use the default threshold percentages
(such as 100-95%, 94-70%, and 69-0% for batches). If you adjust the percentages, the program may
automatically update records that you do not expect or require you to manually review records that
are not matches.
Before you adjust the default thresholds, you should weigh the following considerations:
• If you turn off the Matched constituents threshold for batches, all matches require manual review,
even if the Lookup IDs are the same or all values match exactly.
• If you lower the bottom percentage of the Matched constituents threshold for batches, matches
that previously required manual review may subsequently be automatic matches. Unless you
consistently approve matches with scores just below the current Matched constituents threshold,
you should not edit this threshold.
• If you raise the bottom percentage of the Matched constituents threshold for batches, matches
that previously were matched automatically may subsequently require manual review. Unless the
program automatically matches constituents that do not match, you should not edit this threshold.
• If you lower the bottom percentage of the Possible matches threshold, constituents that
previously were not considered possible matches may subsequently require manual review. Unless
the program consistently creates duplicate records for constituents that already exist, you should
not edit this threshold.
• If you raise the bottom percentage of the Possible matches threshold, potential matches that
previously required manual review may no longer be flagged for manual review. Unless you
consistently reject possible matches with lower match scores, you should not edit this threshold.
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Countries and States
You can add country and state information to the program and include address block format
information. In addition, you can edit and delete any existing country and state information. From the
Countries and States page in Administration, you can view a list of all country and state entries and the
address formats configured for your organization. To access the Countries and States page from
Administration, click Countries and states under Configuration.

Manage Country Information
On the Countries tab, you can view a list of all country entries configured for your organization.
For each country, you can view its abbreviation and address format. You can also view whether a
country entry is active and which is the default country entry for your organization. To view the states,
provinces, or territories configured for a country, click the name of the country.

Add Countries
When you add new countries to the program, you can select a default address format and phone
format for each country. You can also customize the field labels that appear for address information
for a country. Each time you add a new address, the country you select determines how the address
components appear, how phone numbers are formatted, and what text appears in the address field
labels. For information about how to manage default address formats, see Add Address Formats for
Countries on page 95.

Add a country entry
1. From Administration, click Countries and states under Configuration. The Countries and
States page appears.
2. On the Countries tab, click Add. The Add a country screen appears.
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3. In the Description field, enter the name of the country. When users enter address information
in the program, this name appears in the list of available entries for the Country field.
4. In the Abbreviation field, enter the abbreviation for the country, such as UK for the United
Kingdom or USA for the United States of America.
5. In the ISO 3166 two-letter code field, enter the international, standardized two-letter code
for the country as set by the International Organization for Standardization (ISO), such as GB
for the United Kingdom or US for the United States of America.
Note: This field is primarily used with the Blackbaud Payment Service. To successfully process
credit card information, the Blackbaud Payment Service requires the international, standardized
two-letter code for the country to be those set by ISO. For more information, see
http://www.iso.org/iso/country_codes.html.
6. To set up the country entry but not allow users to select it, select Inactive.
7. In the Address format field, select the default address format to use with the country. For
information about how to add an address format for a country, see Add Address Formats for
Countries on page 95.
8. In the Phone format field, select the default phone number format to use with the country.
The program uses this selection to automatically format phone numbers that users enter in the
program. The phone format does not include country codes. For example, if you select “#######”, when users enter a phone number as “5550199,” the program automatically formats
this number as “555-0199.” To display the phone number exactly as users enter it, select
"Unformatted."
Note: If a phone number does not include a country code but a user enters a "+" with the other
phone number digits, the "+" is removed when the phone number is saved, even when the phone
format is set to "Unformatted."
9. In the Phone country code field, enter the international country calling code required with
phone numbers for the country when called from the default country of your organization.
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When users enter phone numbers for the country, the program automatically adds the country
code as a prefix to the selected phone format.
10. Under Address input field labels, enter the captions to appear in the program for address
fields for the country. For example, in the State label field, enter Province for Canada or
Region for the United Kingdom.
11. Click Save. You return to the Countries and States page. Unless you select Inactive, the new
country appears for users the next time they log in.

Add a Country Screen
Screen
Item

Description

Description

Enter the name of the country. When users enter address information in the program,
this name appears in the list of available entries for the Country field.

Abbreviation Enter an abbreviation for the country. For example, enter USA for the United States of
America or AUS for Australia.
ISO 3166
two-letter
code

Enter the international, standardized two-letter code for the country as set by the
International Organization for Standardization (ISO), such as GB for the United
Kingdom or US for the United States of America.
Note: To successfully process credit card transactions with the Blackbaud Payment
Service, the program requires the international, standardized two-letter code for the
country to be those set by the International Organization for Standardization (ISO). For
more information, see http://www.iso.org/iso/country_codes.html.

Inactive

To not have the country appear in the Country field list available in address sections in
the program, select this checkbox.
You cannot mark the default country inactive.

Address
format

Select a default address format for this country. For information about how to add an
address format for a country, see Add Address Formats for Countries on page 95.

Phone
format

Select a default format for phone numbers associated with this country. The program
uses this selection to automatically format phone numbers that users enter in the
program. The phone format does not include country codes. For example, if you select
“###-####”, when users enter a phone number as “5550199,” the program
automatically formats this number as “555-0199.”
To display the phone number exactly as users enter it, select Unformatted.

Phone
Enter the international calling code required for phone numbers for the country when
country code called from your default country. When users enter phone numbers for the country, the
program automatically adds this code as a prefix to selected phone format.
Address
input field
labels

Define the address fields available to users throughout the program. For example, in the
Postcode label field, enter Postcode for the United Kingdom or ZIP Code for the United
States.
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Set a Country as Default
You must set a country as the default for your organization. When users enter address information, the
program automatically displays the default country and uses the address and phone format selected
for the default country. To set a country as the default, select it on the Countries tab on the Countries
and States page and click Mark as default. You cannot mark an inactive country as the default.

Manage State Information
On the States page, , you can view the states, provinces, or territories configured for the country and
the abbreviation for each. When users enter address information for the country in the program, these
states appear as options for the user.

Add States
When users enter address information in the program, they select the state, province, or territory of the
address based on the selected country. You can add states to appear as options for a country. When
you add a state, you can include an abbreviation for the state.

Add a state
1. From Administration, click Countries and states under Configuration. The Countries and
States page appears.
2. On the Countries tab, select the country for the state and click Go to state list. The States page
for the country appears.
3. Click Add. The Add a state screen appears.

4. In the Description field, enter the name of the state.
5. Enter an abbreviation for the state.
6. To set up the state but not make it available as an option for users, select Inactive.
7. Click Save. You return to the States page for the country. Unless you select Inactive, the new
state is available to users the next time they log in.
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Manage International Address Formats
To automatically format addresses you enter in the program, you must assign a default address format
for each country. The preferred address format for mailing and communication varies between
countries. For example, some countries may require the post code come before the city, while some
may require it to come after the state or province. To view and manage the address formats
configured for your organization, select the Address Formats tab.
Under Address formats, you can view the countries for which address formats are configured. To view
the format configured for a country, select the country in the grid and click Show details. The Format
string window appears and displays how addresses for the country appear.
Although the program includes the proper address format for many countries, you can add new
formats or edit formats as necessary from the grid.

Add Address Formats for Countries
When you enter an address in the program, the format assigned to the country you select determines
how the address components appear on the constituent record, mailings, or any other area that
displays address information for the constituent.

Add an address format for a country
1. From Administration, click Countries and states under Configuration. The Countries and
States page appears.
2. On the Address Formats tab, click Add. The Add a country address format screen appears.
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3. Enter a name for the address format.
Note: If you enter the name of a country, the program does not automatically associate the format
with the country. You select the default address format for each country on the Countries tab. If
multiple countries use the same address format, you can associate the format with each country that
applies. For information about how to link a country with a default address format, see Add Countries
on page 91.
4. To base the address format on an existing format, in the Copy from field, select the existing
address format.
5. Address format displays the address format selected in the Copy from field or the address
components and punctuation selected at the bottom of the screen. You can remove
components from the format as necessary. To remove the last component of an address line,
select the line and click Delete. To remove an entire address line, select the line and click
Delete line. To remove all components from the address format, click Clear all.
6. To create or add address components to a format, at the bottom of the screen, click the
components and punctuation to appear on the first line of the format. The selected
components appear under Address Format. For example, if you click Address, “[Address]”
appears.
To enter a new address line to the format, click New line and select the components and
punctuation to use.
7. Click Save. You return to the Address Formats tab.
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Add a Country Address Format Screen
Screen
Item

Description

Name

Enter a name for this address format.
If you enter the name of a country that uses this format, the program does not
automatically link the country to the address format. For information about how to
associate a default address format with a country, see Add Countries on page 91.

Copy from

If the address format is similar to an existing format, you can copy the components and
punctuation of the existing address format and edit it as necessary to save time. Select
the address format you want to copy address components and punctuation from. Under
Address Format, the address components and punctuation of the selected format
appear.

Address
Format

Displays the address format selected in the Copy from field or the address components
and punctuation selected at the bottom of the screen.
You can remove components from the format as necessary. To remove the last
component of an address line, select the line and click Delete. To remove an entire
address line, select the line and click Delete line. To remove all components from the
address format, click Clear all.

Address
Click the address components and punctuation to appear under Address Format. To
components enter a space between components, click Space. To start a new address line, click New
line. For example, to include a comma between the city name and the state name in an
address format, click City, then click Comma [,], Space, and State. “[City], [State]” appears
under Address Format.
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Email Alerts
With email alerts, you can configure the program to automatically notify application users by email
when changes in the database impact them. For example, you can set up alerts to inform users in Batch
entry when ownership of batches transfer to them as the result of a batch status update.
To generate email alerts, you must configure information about the database mail settings in
Administration. You can then generate standard email alerts to inform users of changes in batch
ownership or prospect management.

Edit Email Alert Settings
You can use email alerts to automatically email reminders or notifications to application users such as
when event tasks are assigned to them. To enable email alerts, you must enter information about your
profile of Database Mail set up in SQL Server. If Blackbaud does not host your organization’s database,
you must also enter information about the database to use email alerts.
Note: When you enable email alerts for your organization, the Email preferences tab appears on
application user records. From this tab, users can select whether to receive specific types of email
alerts and enter the email address at which to receive the alerts. For information about the Email
preferences tab, see Configure Email Preferences for Users on page 105.

Enable email alerts and configure database mail settings for alerts
To generate email alerts, the program requires that you first set up a profile of Database Mail in
your supported installation of Microsoft SQL Server. For information about how to configure
Database Mail in SQL Server, visit the Microsoft Developer Network (MSDN) at
http://msdn.microsoft.com/en-us/library/ms175951.aspx.
1. From Administration, click Email alerts. The Email alerts page appears.
2. Under Tasks, click Edit alert settings. The Edit alert settings screen appears.
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3. To enable email alerts for your organization, select Enabled.
4. Under Database Mail settings, enter the name of your Database Mail profile set up in
Microsoft SQL Server.
5. If Blackbaud does not host your organization’s database, the Application URL parts frame
appears. To include links to pages in the program in email alerts, enter the root URL to the
program and the name of the database to use with the alerts. This is the virtual directory for
the web application. Generally, the format is “http://[Server name]/[Virtual directory name].”
6. If Blackbaud does not host your database, the Selected database field appears. Enter the
name of the database to use with the email alerts.
7. Click Save. You return to the Email alerts page.

Standard Email Alert Types
On the Email alert types tab, you can view the types of standard email alerts your organization uses. To
update the information in the grid, click Refresh List.
To view additional information about an email alert, such as the users who receive the alert and the
email message they receive, click its name under Email alert types. The record of the email alert type
appears. For information about the items on this record, see Email Alert Record on page 99.

Email Alert Record
The program automatically creates a record of each type of email alert your organization uses.
To view the record of an email alert from the Email alerts page, click its name on the Email alert types
tab.
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For a task reminder email alert, you can view and manage the instances of the alert, the email message
sent with the alert, and the process that sends the alert to its users. To help you navigate through this
information, the record contains the Manage alert definition tab and Process Details tab.
For a standard email alert other than a task reminder alert, you can view and manage the application
users who receive the alert and the email message they receive from the record.
Under Email content, the subject and body of the email message that application users receive with
the alert appears. To edit the email message users receive, click Edit. For information about how to
edit the email message of an alert, see Edit Content of an Email Alert on page 100.
Note: The program automatically includes a link to the area of the application related to the email
alert. For example, an email alert that notifies the user of a batch assignment automatically includes a
link to the batch in Batch entry.
Under Users, the names of the application users who receive the email alert appear. To update the
information in the grid, click Refresh List. From the grid, you can also assign the alert to users or
disable the alert for a selected user.
From the record of a task reminder email alert, you can manage the process to send the email alert to
remind users to complete their tasks.

Manage Alert Definition
For a task reminder email alert, the Manage alert definition tab appears. From this tab, you can
configure the email content sent with the alert and view and manage the instances of the alert.
Under Email content, the subject and body of the email message that application users receive with
the alert appears. To edit the email message users receive, click Edit. For information about how to
edit the email message of an alert, see Edit Content of an Email Alert on page 100.
For a task reminder email alert, under Users, the names of the application users who receive the email
alert appear. To update the information in the grid, click Refresh List. From the grid, you can also
assign the alert to users or disable the alert for a selected user.
Under Instances, you can also add and manage instances of the alert.

Edit Content of an Email Alert
When application users receive an email alert, they receive an email message to notify them of
changes in the database that affect them. You can edit the subject or body of the email message to
better fit the needs of your organization.
Note: The program automatically includes a link to the area of the application related to the email
alert. For example, an email alert that notifies the user of a batch assignment automatically includes a
link to the batch in Batch entry.

Edit email content
1. From Administration, click Email alerts. The Email alerts page appears.
2. On the Email alerts page, select the alert with the email content to edit and click Go to alert
type. The record of the email alert appears.
3. For task reminder email alert, select the Manage alert definition tab.
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4. Under Email content, click Edit. The Edit email content screen appears.

5. In the Email subject field, edit the subject line of the email message as necessary.
6. Under Email body, compose the email message users receive with the alert.
Under Available merge fields, a list of merge fields available for the type of email alert
appears. To personalize the message, use merge fields to include information specific to the
recipient or the change that causes the email alert. To add a merge field in the body, select it
under Available merge fields and click the right arrow. For example, for an email alert about a
change in the ownership of a batch, use merge fields to include information about the
number, type, and status of the batch.
7. Click Save. You return to the email alert record.

Assign an Email Alert to Application Users
When you assign an email alert to application users, they receive an email message to notify them of
changes in the database that affect them. You can assign email alerts to specific users or a selection of
users.

Assign an email alert to application users
1. From Administration, click Email alerts. The Email alerts page appears.
2. Select the Email alert types tab.
3. Under Email alert types, click the name of the alert to assign to users. The record of the alert
appears.
4. For a task reminder email alert, select the Manage alert definition tab.
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5. Under Users, click Assign to users. The Assign to users screen appears.
6. In the Assign to field, select whether to assign the email alert to selected users or a specific
user.
7. If you select Selected users, in the Selection field, search for and select the selection of
application users to receive the email alert.
If you select Specific user, in the User field, search for and select the application user to
receive the email alert.
8. Click Save. You return to the email alert record.

Disable an Email Alert for an Application User
After you assign an email alert to an application user, you can disable the alert for the user, such as if
the user requests to no longer receive the alert. To disable an email alert for an application user from
the record of the alert, select the user under Users and click Disable alert. The program disables the
email alert for the user and removes the user from the Users grid.

Process Details
To send alerts for a task reminder email alert, you must run a send process. When you run the send
process, the program determines whether changes to the selected data list match the parameters of
the alert type. If the changes match the parameters, the program then automatically send alerts to the
assigned users to inform them of the change. From the record of the email alert, you can start the send
process. For information about how to start the send process, see Start the Send Process for an Email
Alert on page 103.
To view the status of the most recent instance of the send process or information about previous
instances of the process, select the Process Details tab. From this tab, you can also add and manage job
schedules to run the process automatically.
Under Recent status, 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.
Under History, 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, its start and end dates,
its duration, the total number of records processed, and which server handled the process. To view all
process instances of a specific status, click Filter to display the Status field and Apply and Reset
buttons. In the Status field, select the status of the processes to display such as Did not finish, and click
Apply.
From the History grid, you can also delete records of previous instances of the process. For
information about how to delete an instance of the process, see Delete an Instance of the Send
Process on page 103.
Under Job schedules, you can view the job schedules set for the job. 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. From the grid, you can manage
the job schedules set for the process.
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Tip: You can also generate a Windows scripting file (*.wsf) to run the send process with an automated
launch program such as Task Scheduler. For information about how to create a *.wsf file for the
process, see Generate a Windows Scripting File for the Send Process on page 103.

Delete an Instance of the Send Process
When you run the send process, the program automatically saves a status record of the instance. On
the Process Details tab of the email alert record, the History grid displays the previous instances of the
process. You can delete the status record of an instance of the process as necessary.

Delete a status record for the Send process
1. On the record of the email alert type from which to delete the instance, select the Process
Details tab.
2. Under History, select the status record to delete.
3. On the action bar, click Delete. A message appears to ask whether to delete the status record.
4. Click Yes. You return to the Process Details tab. Under History, the status record no longer
appears.

Add a Job Schedule for the Send Process
To automate the send process, you can create job schedule for the process. When you create a job
schedule, you define when the job runs, such as weekly or nightly.

Start the Send Process for an Email Alert
To send alerts for a task reminder alert, you must run a send process.
• When you run the send process , the program determines whether users assigned to the alert have
active tasks with a due date set for the current date or a future date. If assigned users have active
tasks, the program then automatically sends alerts to the users who have not already received a
reminder for the task.
To start the send process from the record of the email alert, click Start send process under Tasks. The
status of the process appears on the Process Details tab of the email alert record.
For information about the Process Details tab, see Process Details on page 102.

Generate a Windows Scripting File for the Send Process
You can generate a Windows scripting file (*.wsf) to use to run the send process with an automated
launch program such as Task Scheduler.

Subscribe to Email Alerts
Throughout the program, you can select to receive email alerts as notification for various changes to
the database. When you subscribe to an email alert, you can enter the email address at which you
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receive the alert.

Configure Batch Email Alerts
In Batch entry, you can select to receive email alerts as notification when the ownership of batches
transfer to you as the result of a batch status update, the addition of a new batch, or an edit of a batch’s
properties.

Configure settings for email alerts for batches
To generate email alerts in Batch entry, the system administrator must first configure your database
mail settings. For information about how to configure these settings, see Edit Email Alert Settings
on page 98.
1. On the Batch Entry page, click Email alerts under Tasks. The Configure batch email alerts
screen appears.
2. Select whether to receive email alerts when the ownership of a batch transfers to you in Batch
entry.
3. If you select to receive an alert, in the Send email alerts to field, enter the email address to
receive alerts.
4. Click Save. You return to the Batch Entry page.

Configure Prospect Email Alerts
In Prospects, major giving fundraisers can select to receive email alerts as notification when they
become the manager on a prospect or prospect plan. For example, you can Email alerts to notify
fundraisers when another user assigns them as the primary or secondary manager on the record of a
prospect plan.
To generate system alerts for a fundraiser, you must Email alerts from the record of the fundraiser to
receive the alerts. To receive email alerts, the fundraiser must be linked to an application user.

Configure prospect email alerts for a fundraiser
To generate email alerts in Prospects, the system administrator must first configure your database
mail settings. For information about how to enable email alerts, see Edit Email Alert Settings on
page 98. For more information about prospect plans and fundraisers, see the Prospects Guide.
1. Open the record of the fundraiser to receive email alerts.
2. Under Tasks, click Email alerts. The Configure prospect email alerts screen appears.
Note: To receive email alerts, the fundraiser must be linked to an application user. If Email alerts
is disabled, you must first link the fundraiser to a user. For information about how to link
constituents to application users, see the Constituents Guide.
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3. Select when the fundraiser should receive an email alert.
• Send me an alert when I am assigned as the prospect manager—To notify the fundraiser by
email alert when they are assigned as the primary manager for a major giving prospect, select
this option.
• Send me an alert when I as assigned as the primary manager on a prospect plan—To
notify the fundraiser by email alert when they are assigned as the primary manager for a
prospect plan, select this option.
• Send me an alert when I as assigned as the secondary manager on a prospect plan—To
notify the fundraiser by email alert when they are assigned as the secondary manager for a
prospect plan, select this option.
4. In the Send email alerts to field, enter the email address to use for alerts.
5. Click Save. You return to the fundraiser record.

Configure Email Preferences for Users
The Email preferences tab appears on application user records. On this tab, you can view and manage
the email alerts that the application user receives and the email address at which the user receives
alerts.
Note: The Email preferences tab appears on application user records only if you have enabled email
alerts. For more information, see Edit Email Alert Settings on page 98.
Under Email alert settings, the email address at which the application user receives email alerts
appears. For information about how to edit the email address, see Edit Alert Settings for an Application
User on page 105.
Under Email alerts, the types of email alerts the application user can receive appears. To update the
information in the grid, click Refresh List. For each alert, you can view whether the alert is enabled for
the user. For information about how to select the alerts the user receives, see Enable or Disable Email
Alerts for an Application User on page 106.

Edit Alert Settings for an Application User
For an application user to receive email alerts, you must enter the email address at which the user
prefers to receive the alerts. You can edit this email address as necessary, such as if the user changes

www.blackbaud.com/howto/researchpoint

pg. 105

chapter 14: E M AI L A L E R T S

the preferred address.

Edit alert settings
1. On the record of the application user with the alert settings to edit, select the Email
preferences tab.
2. Under Alert settings, click Edit. The Edit alert settings screen appears.
3. Enter the email address where the user requests to receive email alerts.
4. Click Save. You return to the application user record.

Enable or Disable Email Alerts for an Application User
With email alerts, the program can automatically notify application users by email when changes in the
database impact them. From the record of an application user, you can manage the email alerts the
user receives.
Note: When you enable an alert, the user receives the selected alert type at the email address that
appears under Alert settings on the Email preferences tab. If the user does not have an email address
entered when you attempt to enable an alert, the Edit alert settings screen appears so you can enter
an address for the user. For information about the Edit alert settings screen, see Edit Alert Settings for
an Application User on page 105.

Enable an email alert for an application user
1. On the record of the application user for whom to enable the email alert, select the Email
preferences tab.
2. Under Email alerts, select the alert to enable.
3. On the action bar, click Enable. The program enables the email alert for the user. You return to
the Email preferences tab. Under Email alerts, a checkmark appears in the Enabled column for
the selected alert.

Disable an email alert for an application user
1. On the record of the application user for whom to disable the email alert, select the Email
preferences tab.
2. Under Email alerts, select the alert to disable.
3. On the action bar, click Disable. The program disables the email alert for the user. You return
to the Email preferences tab.
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Enable or Disable Default
Blank Query Criteria
The Include blanks checkbox appears on query criteria screens for these criteria operators: Not Equal
To, Not One Of, Less Than, Less Than or Equal To, Not Between, Not Like, and Does Not Contain. When
the Include blanks checkbox is selected, the program includes blanks in the query results by adding
the “or is blank” filter to the query condition. When the checkbox is cleared, the program excludes
blanks from the query results by adding the “and is not blank” filter to the query condition.
Note: Query treats nulls as blanks. When you include or exclude blank values, this also includes or
excludes null values.
The program is set to select Include blanks by default. Using Enable/Disable Default Blank Query
Criteria, you can change this setting. It is important to remember that the enable/disable setting
simply determines the default behavior for the Include blanks checkbox. You can always select or
clear Include blanks on the individual criteria screen. This allows you to evaluate and handle queries
on a case by case basis. If you later change the Enable/Disable Default Blank Query Criteria setting, it
will not affect any queries created prior to the change.
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Enable or Disable Phone
Formatting
If phone formatting is enabled, the program automatically applies the format you selected for the
corresponding country on the Countries and States page. For information about how to assign a
default phone format to a country, see Add Countries on page 91.
When you disable phone formatting, you must manually enter phone numbers exactly as you want
them to appear in the program. You must also enter phone numbers as you want them to appear for
countries assigned “<Unformatted>” as the default phone format.
From the Administration page, under Configuration, click Enable/disable phone formatting . A
verification message appears.
To enable or disable phone formatting, depending on the current configuration setting, click Yes. For
example, if phone formatting is enabled, click Yes to disable formatting.
For information about how to add phone numbers on a constituent record, see the Constituents Guide.
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Mapping
To access and use Mapping functionality, you must have the appropriate credentials. When you enable
Mapping, you can select whether to display maps and distances in miles or kilometers (km). On the
Mapping page, you can configure Mapping to meet the needs of your organization. To access the
Mapping page from Administration, click Mapping under Configuration.
From this page, you can manage the Mapping credentials and configure the distance unit to use.

Edit Mapping Credentials
From Administration, you can configure the credentials required to access and use the Mapping
functionality.

Edit map credentials
1. From Administration, click Mapping under Configuration. The Mapping page appears.
2. Under Credentials, click Edit. The Edit mapping credentials screen appears.
3. Enter your license key.
4. Click Save. You return to the Mapping page. To access the mapping functionality, click
Mapping under Tasks.

Edit the Map Distance Unit
From Administration, you can select whether to display the Mapping functionality in miles or
kilometers (km). Your selection determines how distance appears in Mapping, such as in the legend or
a radius search.

Edit the map distance unit
1. From Administration, click Mapping under Configuration. The Mapping page appears.
2. Under Map distance unit, click Edit. The Edit map distance unit screen appears.
3. Select whether to view maps in miles or kilometers.
4. Click Save. You return to the Mapping page.
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