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Prospect Research Wealth
Record
Wealth information is data used to track your constituent’s estimated wealth. Knowing the types and
amount of wealth your constituents possess allows you to better determine cultivation strategies and
determine the constituent’s giving potential.
From a prospect’s Wealth and Ratings screen, you can enter a variety of wealth-related information,
such as real estate, stock, pension, and salary. If you subscribe to WealthPoint, the wealth screening
solution from Target Analytics, you can also import all WealthPoint data obtained by Target Analytics.
Note: The WealthPoint service helps you identify your best major and planned gift constituents,
attract and retain wealthy donors, maximize gifts, determine the wealth potential of your entire
database, set reasonable campaign goals, and free up staff resources for person-to-person
fundraising.
For organizations, groups, and households wealth information is arranged in the Wealth summary
grid of the prospect's Wealth and Ratings screen.
For individual prospects wealth information is arranged in a series of tabs that categorize the data
collected.

Wealth Summary
Summarizes all data contained on the Affiliations, Assets, Biographical, and Giving tabs in an organized,
easy-to-read format.
Learn more about how to View Wealth Summary Information

Model Scores
Contains an integrated analytics tool that helps identify prospects most likely to give a gift to your
organization. It helps your organization predict actions including planned and recurring gifts,
membership renewals, and which constituent will become a major donor.
Learn more about the Model Scores and Ratings tab

Assets
Houses real estate, business, securities, and other asset ownership information, in addition to income
and compensation data and wealth indicators.
Learn more about the Prospect Asset Information tab

Giving
Houses the prospect's giving information, such as donations to your organization, philanthropic gifts
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to other organizations, and political donations.
Learn more about the Prospect Giving Information tab

Affiliations
Houses information about the prospect's non-profit and foundation affiliations, in addition to network
connections and constituencies.
Learn more about the Wealth Affiliations tab

Biographical Information
Houses personal information, such as name, marital status, and gender; along with contact information,
relationships, interests, and education.
Learn more about the Biographical Information tab

Social Summary
You track the social media accounts for your prospects and if you have the Social Media Finder
subscription, social media accounts, profile images, demographics, and ratings appear here after a
WealthPoint screen.
Learn more about the Social Summary tab

Link Tank
The Link Tank window, nested in the right side of the Wealth and Ratings screen, provides links to
popular online data resources. These resources are popular tools for prospect researchers. Housing the
links within the application gives researchers quick access to sites like MarketWatch, Guidestar, and
InvestorWords. The links open the web page in a separate window, allowing you to easily toggle
between the application and the website. To toggle the window on and off, click Link Tank above the
window on the right side of the page.

Prospect Research Report
The Prospect Research Report provides details about a selected prospect’s wealth information. To
access the report, click the Prospect research report link under Reports on the prospect’s Wealth and
Ratings page. Once the Prospect Research Report page appears, use the grid at the top of the page to
select what information you want to include in the report.
Learn more about the prospect research report!
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Access the Prospect's Wealth and Ratings
Record
We recommend you open a prospect's wealth and ratings record from the Home page with the onestop prospect search.
1. From the Home page or from the Prospects page, underProspect research, click Search. The
Search page appears.
2. Select "Search saved prospects."
3. Enter the prospect's name or lookup ID and if known, the location.
4. Click Search. All available records in ResearchPoint that match your search criteria appear.
5. To open the record, click anywhere in the prospect's row or click View RP.
6. The prospect's Wealth and Ratings record appears.
Tip: You can also open the prospect's wealth and ratings record from your research lists.
The prospect search is also recommended for when you need to add new prospects to your database.
Even if the prospect is known to you, adding through the Home page search, enables you to quickly
see if the prospect is in your database before searching the Target Analytics Prospecting Database. To
learn more, see the One-Stop Prospect Search and Add Guide.

View Wealth Summary Information
An overview of all wealth information lives on the prospect's Wealth Summary tab. The tab appears
when you open a prospect.
The Wealth summary section of the tab offers a summary of all the prospect's wealth information, such
as real estate, securities, and political donations. This section is view-only, but if you do need to access
an asset or indicator, simply click the link provided in the grid. For example, if you need to view stock
holding information, click Securities.
You can also review the giving capacity and research details for a prospect. If needed, you can edit the
research details to update the research status, re-assign the prospect manager, or add a summary of
your research.

Disable/Enable Wealth Updates
Warning: The WealthPoint search option is available for only individual constituents, not
organizations, groups, or households.
If your includes prospects whose Wealth information you do not want updated during the
WealthPoint update process, you can disable updates for the selected prospect. Once disabled, the
record is not updated even if it is included in a selection of prospects on which a WealthPoint update
is executed.
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Disable Wealth Updates for a selected prospect
1. From the individual prospect's Wealth and Ratings screen select the Wealth Summary tab.
2. In the Wealth summary section, click Disable wealth updates.
Note: Click the Enable wealth updates link to allow the constituent to once again receive
wealth updates.

Edit Research Details
From the following locations in ResearchPoint, you can update the prospect's status and prospect
manager.
l
l

l

Prospect Record, Wealth Summary tab, in the Research details section, click Edit.
From a research list, click the double arrows next to a list member and click Edit research
details.
From a household, organization, or group prospect record in ResearchPoint, on the explorer
bar, under Tasks, click Edit research details.

Before you change the research details for a prospect, review the following about each field to
understand what it means when you make the change.
When you select confirmed, you indicate that research is complete on a prospect. Do not mark the
checkbox until you are confident that all your research is complete. When you save a prospect with a
confirmed status, they are flagged as a major giving prospect.
We recommend in these two examples, that you do not mark the checkbox.
l

l

If you complete an initial wealth screen on a prospect and the data found does not meet your
organization's criteria as a "prospect" to pursue further, do not mark the Confirmed checkbox. In
this situation, the research is not complete because you chose not to do any further research.
If you complete an initial wealth screen and find a very wealthy prospect that you know your
organization will want to ask for a gift, do not mark the Confirmed checkbox until research is
complete. In this situation, you may be planning to spend more time carefully analyzing the data
for the prospect. When all the research is finalized, return to the Edit research details screen and
mark the checkbox then.

In the Prospect Manager field, assign for the first time or re-assign a prospect to a prospect manager.
For example, you may find that in your research that the prospect lives full-time in a geography that is
better served by a different prospect manager. Re-assign to the person who is a better fit.
The Research summary field is a place for you to add a summary about the prospect, which can show
up in the research report. It may contain some biographic summary, some ideas on how the prospect
should be solicited, and interesting tidbits that came up during your research.

Manage Giving Capacity
You can enter wealth capacity information on your prospect records, tracking estimated wealth and
major giving capacity.
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Tip: A wealth capacity formula is used to determine a constituent’s estimated wealth range. The
system provides a default formula for calculating these ranges, but you may also choose to create
additional formulas.
You can also enter an overall wealth capacity rating.
The Giving capacity grid displays general information about the prospect’s giving capacity, including
the formula used to determine the capacity and the major giving capacity basis. You create formulas in
the Wealth capacity formula management function, accessed from the Configuration section of the
Prospects page.

Enter constituent wealth capacity information
1. Open a prospect record. The Wealth and Ratings screen appears displaying the Wealth Summary
tab.
2. In the Giving Capacity grid, click Edit. The Edit wealth capacity screen appears.

3. The Wealth capacity formula field displays the formula used to determine the current wealth
capacity.
4. You create formulas in the Wealth capacity formula management function, accessed from the
Administration pane on the Prospects page.
5. Enter the constituent’s Estimated wealth dollar amount.
6. Select the constituent’s Estimated wealth dollar range.
7. Select the constituent’s Major giving capacity range.
8. Enter a specific Major giving capacity value based on your research for this constituent.
9. Enter an Overall rating for the constituent’s wealth capacity. This is an internal rating determined
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by your organization.
10. In the (Group) Wealth capacity formula field of the Compare to frame, select another formula
to compare against the existing formula.
11. If you prefer the new formula ratings, click Apply comparison formula and the new formula is
assigned to the constituent to determine wealth capacity.
12. Click Save to save the ratings information and return to the constituent’s Wealth and Ratings
page.

Confirm and lock constituent wealth capacity information
1. Open a prospect record. The Wealth and Ratings screen appears displaying the Wealth Summary
tab.
2. In the Giving capacity grid, click Confirm and lock. The application designates the entry
“Confirmed and locked”, disabling the Edit button.
3. To designate the entry “Unconfirmed”, click the Unconfirmed button. The application
designates the entry “Unconfirmed”, activating the Edit button.

Prospect Status, Manager, Group Association, and
Summary Information
Research detail information lives on the prospect's Wealth Summary tab in the Research details
section. This tab appears when you open a prospect.
From the Research details section of the prospect's Wealth and Ratings page, you can track prospect
status information, managers assigned prospects, research lists to which the prospect is associated, and
any research summary data.

Edit the prospect manager assigned a prospect
1. Open a prospect record. The Wealth and Ratings screen appears displaying the Wealth Summary
tab.
2. In the Research details grid, click Edit. The Edit research details screen appears.
3. In the Prospect manager field, enter the new manager you want assigned this prospect.
4. Click Save to save the change.

Edit a Prospect's Research Status
1. Open a prospect record. The Wealth and Ratings screen appears displaying the Wealth Summary
tab.
2. In the Research details grid, click Edit. The Edit research details screen appears.
3. In the Research status field, enter the prospect's new status.
4. Click Save to save the change.
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Edit Prospect Research Summary Information
1. Open a prospect record. The Wealth and Ratings screen appears displaying the Wealth Summary
tab.
2. In the Research details grid, click Edit. The Edit research details screen appears.
3. In the Research summary field, enter any summary information.
4. Click Save to save the change.
5. Summary data displays in the Research Summary section of the Wealth Summary tab.

Group Member Ratings
The Group member giving capacity grid included on the group Wealth and Ratings page, displays
aggregated wealth information for the individual constituents included in the group or household. If
the same wealth detail record exists for two or more constituents in the group, it is counted only once.
For example if a husband and wife in a household each include their home under real estate, the value
of the home is included in the group wealth summary only one time.

Access Group Member Record
From the Group Member Ratings tab on the Wealth and Ratings page, you can easily access a group
member’s constituent record. Form the Group member giving capacity grid, select the constituent
you want to view.

Data Refresh Notifications
If you choose to allow automatic WealthPoint Data Refreshes - by clicking the Enable Data Refresh
option displayed on the explorer bar of the Wealth and Ratings Data page - any data refreshes added
to the selected record are displayed on the WealthPoint Data Refresh Notification screen.
For individual prospects you access the WealthPoint Data Refresh Notification screen, by clicking Data
Refresh notifications on the Wealth Summary tab of the prospect's Wealth and Ratings page.
Note: For information about enabling data refreshes, see Disable/Enable Wealth Updates on page 12.

WealthPoint Data Refresh Notifications Page
Accessed by clicking View Data Refreshed on the Wealth Summary tab of the prospect's Wealth and
Ratings screen, the WealthPoint Data Refresh Notifications page displays any data refreshes added to
the selected record. For example, if the D&B data is refreshed, the refresh information for this
constituent displays here.
Note: Records located during a refresh that contain a zero or null value are not updated. The data
existing in the record before the refresh remains. Only records with true data are updated during the
refresh process.
The following data sources are included in the Data Refresh process:
• D&B
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• GuideStar - Nonprofit Affiliations
• GuideStar - Foundation Affiliations
• Thomson
• Who’s Who
You can filter the notifications included on the tab based on the data Source or a selected Date range.
Simply enter the information in the appropriate field included at the top of the WealthPoint Data
Refresh notifications grid and click Apply. To return to the default setting of all notifications, click
Reset.

Obtain Prospect Wealth Information
You can manually enter any wealth information you obtain about a prospect. Manually entering data
simply involves locating the Wealth and Ratings page for an existing or a new prospect.
Warning: The WealthPoint search option is available for only individual constituents, not
organizations, groups, or households.
The Wealth summary grid on this page displays links to all wealth information available. To manually
enter data in any wealth category, click the link. For example, if you have real estate information you
want to record, click the Real estate link in the Assets column.
If you subscribe to WealthPoint, Blackbaud’s wealth screening solution, you can import WealthPoint
data. When importing WealthPoint information, the system does not override any manually entered
data you stored on a given prospect. For example, if you entered real estate information from Mark
Adamson and real estate information is included in the WealthPoint import, whatever information you
entered about Mr. Adamson remains intact after the import. This is also true of any information you
manually edited or deleted.
If data is found in a WealthPoint update, the information displays in the Wealth summary grid of the
Wealth and Ratings screen. The Assets rows display the total amount of wealth located for each asset.
This amount displays in the Total identified column. If “$0” is recorded in this column, it means the
service located data but an associated dollar amount did not exist.
Warning: The number of prospects included in any group you intend to update must be less than or
equal to the number of searches remaining in your organization’s WealthPoint subscription.

Update individual prospect WealthPoint data
Warning: The WealthPoint search option is available for only individual constituents, not
organizations, groups, or households.
There are couple ways to screen a prospect in ResearchPoint.
l

l

When running a search of the Target Analytics Prospecting database (the "Find new prospects"
option), click Screen now in the results grid to add and screen any new prospects.
For an existing record, open the record and from the top of the Wealth Summary tab on the
Wealth and Ratings page, click Get WealthPoint screening.
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WealthPoint Searches
When WealthPoint searches its various data sources for wealth information about your selected
constituents, the constituent fields listed below are used. Accurate and complete information in these
fields results in more comprehensive and reliable search results.
• Constituent’s full name: Any combination. Consider entering middle name information if possible
when you create a constituent record. The suffix field may also prove useful in the constituent
matching process.
• Primary business: Even if you do not know the address, the company name may prove helpful
• Spouse: Any combination
• Phone numbers
• Address: Used in many matching formulas and required for real estate
• Birth date and spouse birth date

Model Scores and Ratings
The Model Scores tab on a prospect;s Wealth and Ratings page houses model scores and ratings
information. A model score is an integrated analytics tool that identifies prospects most likely to give a
gift to your organization. It helps your organization predict actions such as planned and recurring gifts,
membership renewals, and what constituents will become major donors.
Models are scored on a range from 0-1000. Scores are determined by organization name, organization
address and gift transaction file, demographic data, and public wealth data. Organizations can use
Blackbaud’s model scores, as well as create their own scores.
Also, all Experian Demographic Models located during a prospect search are added to the Model
Scores tab. From here, you can view, edit, and delete the information
For more information on how to create scores, see Create Customized Ratings on page 20
Only non-Blackbaud scores can be edited or deleted.
Note: Not all model score descriptions follow the 0-1000 score format. Exceptions include Target
Gift Range, Principal Giving Solution, and Membership Target Gift Range.

Model Scores and Ratings
A model score is an integrated analytics tool that identifies prospects most likely to give a gift to your
organization. It helps your organization predict actions such as planned and recurring gifts,
membership renewals, and what constituents will become major donors.
Models are scored on a range from 0-1000. Scores are determined by organization name, organization
address and gift transaction file, demographic data, and public wealth data. Organizations can use
Blackbaud’s model scores, as well as create their own scores.
From a prospect's Wealth and Ratings screen, the Model Scores tabs display the Model scores and
ratings list. In addition, the Wealth Summary tab displays the top seven scores under Model scores
and ratings. To view all scores, click View details, and the Model Scores tab opens.
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Note: If a constituent has no scores or ratings, the Model scores and ratings section does not appear
on the Wealth Summary tab.

Distribution View
Target Analytics displays a bar graph in a model score's expanded view on the Model Scores tab for
any project where a distribution file can show how a prospect compares to other scores in the same
delivery. The graph displays the number of prospects on the x-axis and score values on the y-axis.
Users with the appropriate administrative rights add distribution files on the Manage Model Scores
and Ratings page.

Model Score Descriptions
Several Blackbaud model scores are available. The Model scores and ratings list displays the name of
the score, the score along with the maximum possible score, and when the score was last updated. The
Origin column displays whether the score is from a Blackbaud model or custom-made rating. New
models may also be displayed as custom.
The following table defines current Blackbaud model scores:

Description Name

Explanation

Annual Gift Likelihood

Predicts how likely a donor is to make an annual gift of any size.

Major Gift Likelihood

Predicts how likely a donor is to make a major gift.

Target Gift Range

Predicts the amount the donor is capable of giving over a 12-month period.
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Description Name

Explanation

Mid-Level Gift Likelihood

Predicts how likely a donor is to make a mid-level gift.

Planned Gift Likelihood

Predicts how likely a donor is to make a planned gift.

Annuity Likelihood

Predicts how likely a donor is to make an annuity gift.

CRT Likelihood

Predicts how likely a donor is to make a charitable remainder trust gift.

Likelihood to Give

Predicts how likely a donor is to donate and respond to your appeals.

Principal Giving Solution

Predicts how likely a donor is to make principal gifts.

Bequest Likelihood

Predicts how likely a donor is to make a bequest gift.

Alumni Engagement Likelihood Predicts which alumni are likely to become engaged supporters, as defined
by your university.
Membership Likelihood

Predicts those likely to make a membership gift.

Membership Target Gift Range

Predicts membership a donor is capable of purchasing in a 12-month
period.

Manage Constituent Modeling and Ratings Data
You can track a constituent’s likelihood to give using either the WealthPoint system imported with
your WealthPoint data or your own internal ratings information. This information is stored on the
specific constituent record.

Create Customized Ratings
To create your own ratings system, you must first add “Model Scores and Ratings” attribute categories.
This is done through the Attribute Categories feature available in Administration. Once the categories
are in place, you can enter the attribute category, say “Major Gift”, on the constituent record and then
assign a rating value, letting your users know what the chances are for your organization to win a Major
Gift from the constituent. If you imported the WealthPoint system into the application, you can also
edit the default entries, to better meet your specific needs.

Create Model attribute categories
1. Click Administration.
2. Under Data on the Administration page, click Attribute categories. The Attribute Categories
page appears.
3. Click Add. The Add attribute category screen appears.
4. Enter a Name for your new attribute category.
5. In the Record type field, select Model Scores and Ratings.
6. Select a Data type. For example, if you use numbers to rate data, select Number.
7. To further define attribute categories, you can create attribute groups and assign the category to
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a group. For example, you can create an attribute group called "Outside Interests" that includes
attribute categories of Athletics and Arts.
8. To limit the attribute category to one per record, select the Allow only one per record
checkbox. If you select the checkbox and a user tries to use the category multiple times on a
record, an error message explains the restriction.
Note: For detailed instructions about working in Attribute Categories, see the Attribute
Categories chapter in the Administration Guide.
9. Click Save to save the new attribute category and return to the Attribute Categories page.
10. The new category appears as an option on the Add model scores and ratings attribute screen in
the Scores & ratings feature included on a prospect's Wealth Summary tab.

Add Rating Information to Constituent
If your organization uses a likelihood-to-give ratings model to track constituents and their likeliness to
make a gift, you can enter this information on individual constituent records. The ratings are based on
attribute categories. You create attribute categories using Attribute Categories in Administration.
Once you create the attribute category in Administration, you can assign the category and a ratings
value using the Add option available on the Model scores and ratings screen.
For example, your likelihood-to-give categories are Major Gift, Planned Gift, and One-time Gift; and
the values used to rate each category are A1 - highly, A2 - somewhat, A3 - not very, and A4 - not at all.
Using Attribute Categories in Administration you can create attribute categories for Major Gift,
Planned Gift, and One-time Gift. From the constituent’s Model scores and ratings screen, you can then
assign the attribute category and enter the appropriate rating value: A1 - highly, A2 - somewhat, A3 not very, and A4 - not at all.
Note: For more information about creating modeling and ratings data, see Create Customized
Ratings on page 20.

Add model scores and ratings to a prospect
1. From the prospect's Wealth and Ratings screen, click the Model Scores tab.
2. On the Model Scores tab, click Add. The Add a model scores and ratings attribute screen
appears.
3. In the Category field, select a ratings category. You create your ratings attribute categories in
Manage Attribute Categories in Administration.
For information about creating attributes, see Create Customized Ratings on page 20 or the
Attribute Categories chapter in the Administration Guide. Also, when creating your rating
attribute categories, make sure to select the Model Scores and Ratings record type on the
Attribute category screen in Manage Attribute Categories.
4. Enter a Value to rate the constituent’s likelihood to give. The value allowed is determined by the
Date type associated with the selected attribute category. For example, if the selected Category
allows for “number” data types, only numbers can be entered in the Value field.
5. Enter a Start date for the value. For example, the date the rating information was acquired.
6. If necessary enter an End date for the value. For example if the value is reliable for just one year,
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enter the date it will expire.
7. Enter any Comment you want to include with the rating information.
8. Click Save to save the ratings information and return to the Model Scores and Ratings screen.
The information you added appears in the Model scores and ratings grid.

Model Score Updates through Batch Entry
Batch Entry allows you to update and add information to your database quickly, without opening each
affected record. There are two ways to use Batch Entry to enter data:
• The Import and Batch Entry functions help you to quickly add information contained in an
outside application, such as Microsoft Excel, to your database (the outside file must be saved as a
comma-separated value (*.csv) file). With Import you can create an import process that generates a
batch file containing all information included in the outside file. From Batch Entry you can then
validate and commit the batch file and add or update information in your database.
For example, you have several revised modeling scores for a group of constituents that you need to
import into the system. After you have your data in a CSV file format, you can import the information
into the database. The import is based on a batch template created in Batch Entry. In the batch
template, you select the batch type and workflow you want used when data is imported.
• If you do not have an import file, but you want to enter updated information quickly, without
opening every record, you can use the batch process. With a batch, the program lists the selected
fields (fields included in the batch template) as fields in a spreadsheet so you can efficiently enter
information in the database. Like the import process, the batch requires a batch template, which
specifies the fields to add or update.
Note: For information about working in Batch Entry, see the Batch Entry chapter in Data
Management; for information about working in Import, see the Import chapter in Data Management.
The following Batch type is available when you create a model score batch template:
• Model Score Update Batch: Updates constituent model score data based on information included
in the import file or batch. When using import, the process compares a record ID included in the
import file to system lookup IDs and alternate lookup IDs. During the import process, if the
application finds a match in the database, the information in the matched record is updated.
Tip: When creating the import, on the Map fields tab of the Add import process screen, map the
import ID to the Constituent field. Also, on the Set options tab, select the Other tab and under
Search list fields select the Quick find option.

Batches for Model Scores
You can use batches to link model scores and projects with the Model Scores and Ratings Batch and
Model Scores and Ratings Update Batch template.
From Constituents, click Batch entry under Maintenance. On the Batch Entry page, click Add. The Add a
batch screen appears. In the Batch template field, select Model Scores and Ratings Batch or Model
Scores and Ratings Update Batch. Click Field optionsand associate the batch with a model score under
Available field options. Use the arrow icons to add fields to your batch.
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Note: By default, scores are -1 in batches. You can update model scores to any value between 0-1000.
You cannot change a score back to -1 after setting the score field to a value in that range.
For more information on Batch Entry, see Model Score Updates through Batch Entry on page 22, and
the Batch and Import Guide.

Edit Target Analytics Import Files
From the Manage Model Scores and Ratings page, users with proper administration rights can click on
the Target Analytics Import Files and Projects tab to import and edit projects. If a project was used and
the new scores are not from the same data set, you can create a new project. For instance, if a project
was created more than seven days ago, you will be instructed to make a new project.
Note: You must create a project when you add any built-in scores. However, when you only add
values for attributes, this requirement does not apply.
To edit a Target Analytics import file, click Edit on the Target Analytics Import Files and Projects tab.

On the Edit Target Analytics Import Files screen, you can import files to Suggested membership levels,
Target gift ranges, and Wealth estimator ratings. In the Project date field, select a project to associate
with your model scores. A project date is required if your import file contains Blackbaud model scores
and ratings.

www.blackbaud.com/howto/researchpoint

pg. 23

chapter 1: P R OSPE C T R E SE AR C H W E AL T H R E C OR D

Note: If you select a project that has been associated with imported model scores and ratings, you
will be asked to add a project to associate with your model scores and ratings.

Projects, Distributions and Presentations
On the Manage Model Scores and Ratings tab, users with proper administration rights can create and
edit model scores and ratings projects on the Target Analytics Import Files and Projects tab. You can
also view distribution and presentation files uploaded by Target Analytics statisticians.

To create a project, click Add. The Projects and distributions grid displays project dates, the number of
constituents with scores, and whether or not a project is considered a recalibration.
Expanding a row by clicking the arrow icon allows you to edit or delete a project.
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Add a project
1. Under Projects, distributions, and presentations on the Target Analytics Import Files and
Projects tab on the Manage Model Scores and Ratings page, click Add. The Add a project page
appears.
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2. In the Date field, select a date for the project. A date is required for every project.
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Note: If a project has a date, but no presentations and no other fields specified, it will not
appear on the Target Analytics model scores and ratings results page.
3. In the Recalibration checkbox, indicate if the project is a model score recalibration and will
score new records in a client's database. Recalibration helps the client see score changes over
the past year.
4. In the Records scored field, enter the number of constituents for whom scores have been
created.
5. Select Client purchased same number of records for all scores if the client purchased all
records and scores. Clients can purchase any number of scores and records they wish.
6. In the Records bought field, enter the number of records purchased in this field.
7. In the Description field, enter a project description .
8. In the Distribution field, click Choose File to upload a distribution file. Distribution files appear
in the expanded view of the Model scores and ratings tab on a client's Wealth and Ratings
Management page. For more information on distribution files, see Distribution View on page 19.
To clear an existing file, click Clear File.
9. In the Presentation files field, click Choose File to upload files such as PowerPoint
presentations. You can upload up to five files. The file size limit is 28 megabytes. If you need
additional file size, contact your web server systems administrator.

Prospect Asset Information
The Assets tab on a prospect's Wealth and Ratings screen houses information about the prospect's real
estate, business, stock, and "other" assets. It also includes wealth indicator and income/compensation
information.
To access this tab, run a prospect search for the record for which you want to view asset information.
The prospect's Wealth and Ratings page appears. Select the Assets tab.
Note: For organizations, households, and groups, asset information is accessed from the Wealth
Summary tab on the prospect/household/group's Wealth and Ratings page.
The top of the tab provides a summary of all data included on the tab. For example, total identified
real estate, businesses, and securities holdings.
Also in the summary section on this page:
• Click any link in the Wealth assets grid and the application takes you to that section of the tab
page. For example, if you want to view the real estate information, click Real estate in the
summary section, and you are taken directly to the Real estate section on the tab.
The bottom half of the tab displays asset details, such as wealth indicators, income/compensation
information, and stock holdings.

Real Estate Information
For individuals, the Real estate section of the Assets tab tracks all real estate holdings located for this
prospect.
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For organizations, groups, and households, the Wealth and Ratings - Real Estate page tracks all real
estate holdings located for this prospect/household.
This section/page also stores information from the CoreLogic Data Services real estate data source
imported from WealthPoint.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Add a prospect’s real estate information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. For organizations and households, click Real estate in the Wealth summary section of the
Wealth and Ratings screen.
3. Expand the Real estate section.
4. Click Add. The Add real estate information screen appears.
5. To save your entry and return to the Assets tab, click Save.

Add Real Estate Information Screen
You access prospect real estate information from the Real estate section of the Assets tab on the
prospect's Wealth and Ratings page. The information is arranged in the following tabs:

Property Tab
The Property tab houses general information about the real estate, the location of the real estate, and
the assessed and market values of the real estate.

Field Name

Field Explanation

Source

Source of the real estate information.

Address information

Site address of the property.

APN (Assessor’s
parcel number)

Serial number assigned to the property.

Owner

Name of the constituent.

Care of name

Name of the individual responsible for the property.

Mailing address

Address of the name entered in the Care of name field..

Reported values

The reported Sales amount displays in the Value column and the date this amount
was recorded in the Reported date column. The Property valuation is the largest of
the following: property value estimate, assessed amount, market value, sales amount,
loan amount, or second loan amount.

Notes

Any additional information about the property.
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Assessment Tab
Field Name

Field Explanation

Assessee #1 name

Assessed owner as of the Lien date. This is the name exactly as shown in the current
Assessor’s Tax Roll.

Assessee #2 name

This name varies from county to county. It contains any additional assessed owner
name when provided separately by the county. DBA names are preceded with
indicator of “dba.”

Care of name

If a C/O name is included in the assessment record, it is recorded here.

Assessee address

Any address information associated with the assessee is recorded here.

Recording date

Date of the most recent sale as listed on the county tax/assessment roll.

Document type

County description of the document type for most recent sale.

Tape cut date

Date sale was recorded.

Sales price

Price paid by the current owner of the property as listed on the county tax/assessment
roll.

Sales price indicator

Identifies the sales price indicator: full amount, assessor qualified, partial amount, etc.

Assessed value year

Year property was assessed.

Assessed
improvement value

Value attached to any structures or improvements made to the property in the last
assessed year.

Assessed land value

Value attached to land alone in the last assessed year.

Total assessed value

Total assessed value of property (includes improvements and land).

Market value year

Year property market value was assigned.

Market improvement
value

Market value attached to any structures or improvements made to the property.

Market land value

Market value attached to land alone.

Total market value

Total market value of property (includes improvements and land).

Assessment Detail tab
This tab houses property specifications - number of rooms, size, year built, heating and cooling
information.

Deed tab
This tab houses ownership and property description information.
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Field Name

Field Explanation

Buyer #1
name/Buy #2
name

Identifies buyers listed on the deed.

Buyer vesting

Indicates how the buyers took title to the subject property: community property, estate,
family trust, etc.

Care of name

If a C/O name is included in the deed, it is recorded here.

Buyer address

Address recorded for the buyer.

Seller #1
name/Seller #2
name

Identifies sellers included on the deed.

Seller address

Address recorded for the seller.

Recording date

Date the parties record the deed. Post dates the recording date.

Document type

Indicates the deed document type: affidavit, conservator’s deed, contract of sale, etc.

Date of contract

The date the document was executed by the parties. This pre-dates the recording date.

Sale price

Amount paid for property by current owner.

Loan amount

Total amount borrowed to purchase the property.

Loan type

Indicates the type of loan: cash, FHA, land contract, etc.

Type of
financing

Indicates financing: adjustable rate, fixed rate, other.

Due date

Date the first trust deed will be paid in full.

Lender name

Name of the beneficiary to the first trust deed (mortgage). When more that one lender is
reported, only the first lender included on the document is entered. If a Trust, along with
Trustees appear as Lender, then the Trust Name is entered.

Title company

Name of title company which issues the certificate of title insurance.
This information is taken from the Deed and/or Trust Deed.

Legal property
description

Legal description of the property, which includes property use, lot code and number, block,
unit number, city/township, subdivision, and a brief description.

Mortgage Tab
This tab tracks mortgage information associated with the property. It records data for up to two
mortgages.

Field Name

Field Explanation

Recording date

Date the parties record the mortgage.
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Field Name

Field Explanation

Borrower #1
name/Borrower #2
name

Borrowers associated with the mortgage.

Borrower vesting

Tracks vesting of borrowers. For example, John Smith and Jane Smith, Husband and
Wife, as Joints Tenants with rights of survivorship.

Borrower address

Address information associated with the borrowers.

Loan amount

Total amount borrowed to purchase the property.

Loan type

Indicates the type of loan: cash, FHA, land contract, etc.

Type of financing

Indicates financing: adjustable rate, fixed rate, other.

Date of contract

The date the document was executed by the parties. This pre-dates the recording date.

Due date

Date the first trust deed will be paid in full.

Lender name

Name of the beneficiary to the first trust deed (mortgage). When more that one lender is
reported, only the first lender included on the document is entered. If a Trust, along
with Trustees appear as Lender, then the Trust Name is entered.

Confirm a prospect’s real estate information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Real estate section.
3. For organizations and households, click Real estate in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.

Unconfirm a prospect’s real estate information
The Clear status option also removes the "Reject" tag.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Real estate section.
3. For organizations and households, click Real estate in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to unconfirm.
5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.”
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Reject prospect's real estate information
If while attempting to confirm a prospect's real estate information, you discover it to be unreliable and
you want the information designated as such on the record, you can reject the information without
removing it from your system.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Real estate section.
3. For organizations and households, click Real estate in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to reject.
5. On the action bar, click Reject. A red warning icon displays in the Confidence column and the
rating number is changed to "0."

Undo "Reject" on a prospect’s real estate information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Real estate section.
3. For organizations and households, click Real estate in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry for which you want to undo the "Reject" status.
5. On the action bar, click Clear status to remove the red warning icon from the Confidence
column and return the record to its previous status.

Delete a prospect’s real estate information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Real estate section.
3. For organizations and households, click Real estate in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to delete.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the entry.

Export a prospect’s real estate information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Real Estate section.
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3. For organizations and households, click Real estate in the Wealth summary section of the
Wealth and Ratings screen.
4. From the menu bar in the section, click the drop-down arrow next to Export list.
5. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
6. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

7. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.
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Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.
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l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.
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Historical Property Tracking
Due to individual counties changing APN numbers, we've added a Record state column to help you
prevent duplicate real estate records inflating your prospect's real estate asset total. Real estate
records can have a status of "historical," "current," or "new."
APN (assessor parcel number) is a unique identifier for real estate. However, APNs can change and
without a consistent pattern because individual counties determine how to format their APN. For
example, an APN county identifier changed from 01261801440000 to 123119.
We want to give you the opportunity to track historical and current properties to accurately determine
the potential of your prospect as a major giver to your organization.
When you research an individual prospect, on the wealth and ratings record, Assets tab, you can
manually delete or reject the duplicate property if you notice two properties with the same address
but different APNs. Also, if preferred, you can mark the property with the old APN as historical.
However, if you screen a property again, the new record state column will use the following logic to
prevent duplicates:
l

l

l

New – When you wealth screen, if a property doesn't match an existing record in your database
but exists in CoreLogic, the property asset is marked as "New." Once a user views this record, the
status updates to "Current."
Historical – When you wealth screen, if a property was in your database before the screen but
doesn't match any records in CoreLogic, the property asset is marked as "Historical."
Current – When you wealth screen, if an existing property in your database matches a record in
CoreLogic, the property asset is marked as "Current."

Note: When you re-screen a prospect, if you have manually changed the record state for a property,
we will not update the property status when the record is refreshed after wealth screening completes.
We will update the real estate data but not the property record state for assets that you specifically
updated.
To assist with the accuracy of real estate values, we also updated the capacity formulas . By default,
Include historical records is not selected as part of the real estate calculation settings. You can select
the option to include if it is important to one of your capacity formulas.
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While capacity formulas can include historical records, prospect research reports, real estate identified
fields, real estate confirmed fields, and real estate summaries do not include historical properties.

Business Ownership Information
For individuals, the Businesses section of the Assets tab tracks all business ownership data located for
this prospect.
For organizations, groups, and households, the Wealth and Ratings - Business page tracks all business
ownership data located for this prospect/household.
This section/page displays the company value and the ownership value assigned your prospect. The
section also stores information from the Dun & Bradstreet data source imported from WealthPoint.
WealthPoint leverages three files from D&B to provide you with data about the constituent’s
employer, position, career history, and compensation.
• Private Company Stock Ownership: This provides stock ownership information about private
companies. With this information, you can see how much of a business your potential donor owns.
• Management Biographies: This source provides career history, compensation data, and stock
information on more than 1,000,000 executives.
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• Executives at Home: Private company owners and professionals make up over 75% of all
millionaires. The Executives at Home file provides access to the names and addresses of 8,000,000
executives.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Add a prospect’s business ownership information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Businesses section.
3. For organizations and households, click Businesses in the Wealth summary section of the
Wealth and Ratings screen.
4. Click Add. The Add business ownership information screen appears displaying the Company tab.
5. To save your entry and return to the Assets tab, click Save.

Add Business Ownership Information Screen
Company Tab
Field Name

Field Explanation

Source

Source of the business ownership information.

Company

Name of the company associated with the constituent.

Trade name

Also known as the business name, the trade name is the name under which a business
trades for commercial purposes.

Description

Company’s primary line of business.

Company address
information

Company’s address information.

Year started

Year the company started.

# of employees

Number of individuals employed by the company.

Held

Identifies the company as privately or publicly held.

Phone

Company’s telephone number.

Mailing address

The address used for business mail.

Name

Name of owner (individual constituents only).

Job title

Title in company (individual constituents only).

% ownership

What percentage of the company this constituent owns.
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Field Name

Field Explanation

Ownership value

Monetary value associated with this constituent’s ownership.

Home address

Owner’s home address (individual constituents only).

Year of birth

Owner’s birth date (individual constituents only).

Gender

Owner’s gender (individual constituents only).

Biographies Tab
This tab houses biographical information about key officers in the company.

Valuation Tab (Individual constituents, not organizations)
Field Name

Field Explanation

DUNS

The D&B DUNS number is a unique nine-digit identification sequence that provides
unique identifiers of single business entities.

SIC code used

The SIC code used in the Valuation. The application searches all six codes and the first
code located with a corresponding Ratio is used in determining the Valuation entry. For
example, if SIC code 1 has a 0.00 Ratio and SIC code 2 a 0.789 Ratio, SIC code 2 is used.

Sales

Annual sales as reported by the company.

Ratio used

The ratio used in the Valuation. The application searches all Ratio columns and the first
column located with an entry is used in determining the Valuation entry.

Valuation

A calculation that takes the Sales information from the D&B record multiplied by the IBA
Market data ratio for privately held companies. The application looks at each Ratio
column available for the business record, and selects the first column with a valid entry.
This entry is used to determine the valuation.

SIC Code/Ratio

Standard Industrial Classification (SIC) codes are four digit numerical codes assigned by
the U.S. government to business establishments to identify the primary business of the
establishment. The first two digits of the code identify the major industry group, the third
digit identifies the industry group and the fourth digit identifies the industry.

Note: SIC Code, calculated average Price/Revenue Ratio and calculated average Discretionary
Earnings to Revenue Ratio, both based on IBA Market data ©. This material is used by permission of
the Institute of Business Appraisers.

Ownership Tab
This tab lists any other owners of the business along with their Name, % ownership and Ownership
value. It also displays any notes about the ownership.
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Confirm a prospect’s business information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Businesses section.
3. For organizations and households, click Businesses in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.

Unconfirm a prospect’s business information
The Clear status option also removes the "Reject" tag.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Business section.
3. For organizations and households, click Businesses in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to unconfirm.
5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.”

Reject prospect's business information
If while attempting to confirm a prospect's business information, you discover it to be unreliable and
you want the information designated as such on the record, you can reject the information without
removing it from your system.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Businesses section.
3. For organizations and households, click Businesses in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to reject.
5. On the action bar, click Reject. A red warning icon displays in the Confidence column and the
rating number is changed to "0."

Undo "Reject" on a prospect’s real estate information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Businesses section.
3. For organizations and households, click Businesses in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry for which you want to undo the "Reject" status.
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5. On the action bar, click Clear status to remove the red warning icon from the Confidence
column and return the record to its previous status.

Delete a prospect’s business information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Businesses section.
3. For organizations and households, click Businesses in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to delete.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the entry.

Export a prospect’s business information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Businesses section.
3. For organizations and households, click Businesses in the Wealth summary section of the
Wealth and Ratings screen.
4. From the menu bar in the section, click the drop-down arrow next to Export list.
5. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
6. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

7. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.
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Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.
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l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.
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Securities
For individuals, the Securities section of the Assets tab tracks stock holdings located for this prospect.
For organizations, groups, and households, the Wealth and Ratings - Securities page tracks all stock
holdings located for this prospect/household. The section also stores information from Thomson
Reuters imported from WealthPoint.
The SEC Stock Information by Thomson Reuters file includes stockholding information on public
company officers, directors, and major shareholders. You are provided with the latest holdings, stock
type, and type of ownership.
In addition, Target Analytics obtains stock prices from BATS Exchange, a securities trading company
that provides up-to-date trade information at the close of each trading day. This updated data is
reflected in the application whenever a new wealth search returns security information or a security
transaction updates through a Data Refresh. The new price is included in the Direct holdings value
and Indirect holdings value columns displayed on the Securities page. It is also included in the price
information displayed in the Details pane of the Securities page.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Add Securities to an Individual Wealth and Ratings Record
On the Assets tab of a prospect record, you access constituent stock holding information in the
Securities section. From this section, you can also add securities manually if you know of stock that was
not returned from a WealthPoint screening.
If you need to add securities to an organization or household record, you add much less information
about the stocks held. You only need to add the source, symbol, issuer name, holidngs information,
and any additional notes.
Note: For organizations and households, click Securities in the Wealth summary section of the
Wealth and Ratings screen.

Add securities for an individual constituent
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Securities section.
3. Click Add. The Add securities screen appears.
4. Enter the name listed as the owner of the stock and the filer ID number.
5. Enter the constituent’s relationship to the company.
6. Enter the ticker symbol for the securities. Once you enter the symbol, to see how the stock
performed recently, you can use the research link to open the stock's page on Yahoo! Finance.
Tip: Ticker symbol is an abbreviation used to identify a security. The ticker symbols for stocks
trading on the NYSE or AMEX have one to three letters. NASDAQ stock ticker symbols can
consist of four or five letters. If this field is blank, the company may no longer be publicly held.
7. In the Issuer name field, enter the name of the company in which the constituent owns stock.
8. CUSIP stands for Committee on Uniform Securities Identification Procedures. A CUSIP number
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identifies most securities, including stocks of all registered U.S. and Canadian companies, and
U.S. government and municipal bonds. If you know the CUSIP, enter the number.
9. Under Holdings, enter the values for the direct and indirect ownership of stock.
l

Date = Date of last action

l

Quantity = number of shares directly or indirectly held by the constituent

l

Price = approximate current share price of the stock

l

Value = product of the share price multiplied by the number of shares.

10. Under Properties, enter the source of the stock information and any additional notes.
11. Select the Transactions tab.
12. On the Transactions tab, if known, you can enter the number of shares held, date the security
transaction took place, share price at time of transaction, the ownership type, a brief description,
and the proceeds or costs result from the transaction.
13. To save your entry and return to the Assets tab, click Save.

Add Securities Screen
You access constituent stockholding information from the Securities page on the constituent. This
information is housed in the following sections.

Fields Tab (Individual constituents only, not organizations)
Field Name Field Explanation
Name

Name listed as the owner of the stock.

Filer ID

Enter the filer ID number.

Relationship

Constituent’s relationship to the company.

Symbol

Ticker symbol is an abbreviation used to identify a security. The ticker symbols for stocks
trading on the NYSE or AMEX have one to three letters. NASDAQ stock ticker symbols can
consist of four or five letters. If this field is blank, the company may no longer be publicly held.

Issuer name

Name of the company in which the constituent owns stock.

Cusip

CUSIP stands for Committee on Uniform Securities Identification Procedures. A CUSIP number
identifies most securities, including stocks of all registered U.S. and Canadian companies, and
U.S. government and municipal bonds.

Direct

This row displays information about stock directly held by the constituent. Date - Date of last
action; Quantity - number of shares directly held by the constituent; Price - approximate
current share price of the stock; Value - product of the share price multiplied by the number of
shares.
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Field Name Field Explanation
Indirect

This row displays information about stock indirectly held by the constituent. For example, the
stock may be in the constituent’s wife’s name. Date - Date of last action; Quantity - number of
shares indirectly held by the constituent; Price - approximate current share price of the stock;
Value - product of the share price multiplied by the number of shares.

Source

Source of the stock information.

Notes

Enter any additional information about the security.

Transactions Tab (Individual constituents only, not organizations)
Field Name

Field Explanation

Quantity

Number of shares held.

Transaction date

Date the security transaction took place.

Share price

Share price as located by Thomson.

Ownership type

Type of ownership.

Transaction description

Brief description of the transaction.

Transaction value

The proceeds or costs resulting from the transaction.

Add Securities Screen (Organization constituents only, not individuals)
Field
Name

Field Explanation

Source

Source of the stock information.

Symbol

Ticker symbol is an abbreviation used to identify a security. The ticker symbols for stocks trading
on the NYSE or AMEX have one to three letters. NASDAQ stock ticker symbols can consist of
four or five letters. If this field is blank, the company may no longer be publicly held.

Issuer name

Name of the company in which the constituent owns stock.

Holdings
information

Details about the stock holdings, such as the quantity of shares held, total value, last retrieved
price information, and more.

Notes

Enter any additional information about the security.
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Confirm a prospect’s stock holding information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Securities section.
3. For organizations and households, click Securities in the Wealth summary section of the Wealth
and Ratings screen.
4. In the grid, expand the entry you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.

Unconfirm a prospect’s stock holding information
The Clear status option also removes the "Reject" tag.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Securities section.
3. For organizations and households, click Securities in the Wealth summary section of the Wealth
and Ratings screen.
4. In the grid, expand the entry you want to unconfirm.
5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.

Reject prospect's stockholding information
If while attempting to confirm a prospect's securities information, you discover it to be unreliable and
you want the information designated as such on the record, you can reject the information without
removing it from your system.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Securities section.
3. For organizations and households, click Securities in the Wealth summary section of the Wealth
and Ratings screen.
4. In the grid, expand the entry you want to reject.
5. On the action bar, click Reject. A red warning icon displays in the Confidence column and the
rating number is changed to "0."

Undo "Reject" on a prospect’s stock holding information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Securities section.
3. For organizations and households, click Securities in the Wealth summary section of the Wealth
and Ratings screen.
4. In the grid, expand the entry for which you want to undo the "Reject" status.
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5. On the action bar, click Clear status to remove the red warning icon from the Confidence
column and return the record to its previous status.

Delete a prospect’s stock holding information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Securities section.
3. For organizations and households, click Securities in the Wealth summary section of the Wealth
and Ratings screen.
4. In the grid, expand the entry you want to delete.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the entry.

Export a prospect’s stock holding information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Securities section.
3. For organizations and households, click Securities in the Wealth summary section of the Wealth
and Ratings screen.
4. From the menu bar in the section, click the drop-down arrow next to Export list.
5. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
6. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

7. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.
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Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.
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l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.
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Transaction Page
A prospect’s transactions page lists all security transactions entered in the system, including the
quantity of shares owned, transaction date, share price, transaction value and more. From the Show
field on the page, you can filter the transactions displayed. After selecting a Show option, click Apply
to update the view.
To access a transaction page, from the prospect’s Wealth and Ratings screen, click Securities in the
Wealth summary grid. The constituent’s Securities page appears.
Note: For organizations, households, and groups click Securities in the Wealth summary section of
the Wealth and Ratings screen.
In the grid, click the Issuer name entry for which you want to view transaction information.

Add new transaction to an existing securities record
1. From the prospect’s Wealth and Ratings screen, click Securities in the Wealth summary grid.
The constituent’s Securities page appears.
Note: For organizations, households, and groups click Securities in the Wealth summary section of
the Wealth and Ratings screen.
2. In the grid, click the entry to which you want to add transaction information.
3. Click Add. The Add security transactions screen appears.
4. Click Save to save the entry and return to the transactions page.

Add Transaction to Existing Securities Record
You can include transaction information when you create a securities record; however, if after creating
the record, you need to add additional transaction information, you can do so from the transactions
page.

Add new transaction to an existing securities record
1. From the prospect’s Wealth and Ratings screen, click Securities in the Wealth summary grid.
The constituent’s Securities page appears.
Note: For organizations, households, and groups click Securities in the Wealth summary section
of the Wealth and Ratings screen.
2. In the grid, click the entry to which you want to add transaction information.
3. Click Add. The Add security transactions screen appears.
4. Click Save to save the entry and return to the transactions page.

Wealth Indicators
For individuals, the Wealth indicators section of the Assets tab tracks the prospect’s general wealth
indicators.

www.blackbaud.com/howto/researchpoint

pg. 51

chapter 1: P R OSPE C T R E SE AR C H W E AL T H R E C OR D

For example, the presence of luxury items like luxury automobiles, yachts, and private planes; or a
high-balance personal retirement (Keogh) plan indicate wealth. The page also stores information from
Larkspur imported from WealthPoint.
Larkspur compiles wealth indicators from over 70 different data sources and isolates 3.4 million high
net-worth individuals nationwide.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Add a prospect’s wealth indicator information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Wealth indicators section.
3. Click Add. The Add wealth indicator screen appears displaying the Personal tab.
4. To save your entry and return to the Assets tab, click Save.

Add Wealth Indicator Information Screen
You access constituent affluence indicator information from the Affluence indicators page on the
constituent.

Personal Tab
Field Name

Field Explanation

Source

Source of the information.

Name/Gender/Age/Marital
Status/Children

Basic personal information about the constituent.

Job title

Constituent’s professional title - CEO of XYZ Corporation.

Millionaire code

Information contained in this field varies. It may include a wealth designation,
such as “millionaire”; it often includes a salary range.

Income

Constituent’s annual income.

Donor type

Type of causes to which the constituent likes to give - political, religious.

Contributor type

Types of cause to which the constituent likes to give - liberal, conservative.
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Field Name

Field Explanation

Political affiliation/Religious
affiliation/Ethnicity

Basic personal information about the constituent’s political and religious
affiliations and ethnicity association.

Wealth indicators

This field displays information on the investment habits of your constituent.
The investment information offered is almost entirely self-reported, taken from
a variety of sources, including surveys and mail-in response cards. Other
information is inferred from subscriptions to different publications,
memberships in certain organizations, or requests for information on specific
topics.

Notes

Enter any notes associated with the data source information.

Contact Tab
This tab tracks the constituent’s general contact information - address, phone, company.

Confirm a prospect’s wealth indicator information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Wealth indicators section.
3. In the grid, expand the entry you want to confirm.
4. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.

Unconfirm a prospect’s wealth indicator information
The Clear status option also removes the "Reject" tag.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Wealth indicator section.
3. In the grid, expand the entry you want to unconfirm.
4. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.

Reject prospect's wealth indicator information
If while attempting to confirm a prospect's wealth indicator information, you discover it to be
unreliable and you want the information designated as such on the record, you can reject the
information without removing it from your system.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Wealth indicator section.
3. In the grid, expand the entry you want to reject.

www.blackbaud.com/howto/researchpoint

pg. 53

chapter 1: P R OSPE C T R E SE AR C H W E AL T H R E C OR D

4. On the action bar, click Reject. A red warning icon displays in the Confidence column and the
rating number is changed to "0."

Undo "Reject" on a prospect’s wealth indicator information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Wealth indicators section.
3. In the grid, expand the entry for which you want to undo the "Reject" status.
4. On the action bar, click Clear status to remove the red warning icon from the Confidence
column and return the record to its previous status.

Delete a prospect’s wealth indicator information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Wealth indicators section.
3. In the grid, expand the entry you want to delete.
4. On the action bar, click Delete. A confirmation screen appears.
5. Click Yes to remove the entry.

Export a prospects’s wealth indicator information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Wealth indicators section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads
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Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.

Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
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l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.

l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
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All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.

Income/Compensation
For individuals, the Income/Compensation page on a constituent tracks the constituent’s salary,
bonuses, stock options, etc.
For organizations, groups, and households, the Wealth and Ratings - Income/Compensation page
tracks the prospect/household's salary, bonuses, stock options, etc. The page also stores information
from Thomson Reuters imported from WealthPoint.
Thomson Reuters provides comprehensive biographical and financial information on officers and
directors of over 20,000 companies worldwide. Insider data includes officer and board of director
names, biographies, compensation, and stock options for over 9,000 U.S. public companies.
At the top of the page, you can filter information to display by selecting a specific Source, Confidence
rating, or Match code.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Add a prospect’s income and compensation information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Income/compensation section.
3. For organizations and households, click Income/compensation in the Wealth summary section
of the Wealth and Ratings screen.
4. Click Add. The Add income/compensation screen appears.
5. To save your entry and return to the Assets tab, click Save.

Add Income/Compensation Information Screen
You access constituent income/compensation information from the Income/Compensation page on
the constituent.

Field Name

Field Explanation

Source

Source of the income/compensation information.

Company

Name of the company with which the constituent is associated.

Symbol

Ticker symbol is an abbreviation used to identify a security. The ticker symbols for stocks
trading on the NYSE or AMEX have one to three letters. NASDAQ stock ticker symbols can
consist of four or five letters. If this field is blank, the company may no longer be publicly
held.
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Field Name

Field Explanation

Name

Constituent’s name as listed on the proxy statement.

Job title

Constituent’s title in the corporation.

Officer/Director

If the constituent holds an officer’s title (CEO) or a director’s title (Active Director of the
board).

Officer Start

If the constituent is an officer, this field displays his start date.

Director Start

If the constituent is a director, this field displays his start date.

Age

Constituent’s age.

Compensation
frame

Displays information about any compensation the constituent received as a result of his
position in the company: Year - Year compensation received; Salary - Amount of
compensation classified as salary; Bonus - Amount of compensation classified as bonus;
Other Short Term - Amount of any short term compensation (company car); Other Long
Term - Amount of any long term compensation.

Options frame

Displays information about any options exercised by the constituent: Exercised - Value of
any options exercised in the reporting year; Unexercised - Value of options available but not
yet exercised by the constituent in the reporting year; Unexerciseable - Value of options
granted but not vested as of reporting year.

Biography

Information about the constituent provided by the reporting company.

Notes

Enter any notes associated with the data source information.

Confirm a prospect’s income/compensation information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Income/compensation section
3. For organizations and households, click Income/compensation in the Wealth summary section
of the Wealth and Ratings screen.
4. In the grid, expand the entry you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.

Unconfirm a prospect’s income/compensation information
The Clear status option also removes the "Reject" tag.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Income/compensation section.
3. For organizations and households, click Income/compensation in the Wealth summary section
of the Wealth and Ratings screen.
4. In the grid, expand the entry you want to unconfirm.
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5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.

Reject prospect's income/compensation information
If while attempting to confirm a prospect's income/compensation information, you discover it to be
unreliable and you want the information designated as such on the record, you can reject the
information without removing it from your system.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Income/compensation section.
3. For organizations and households, click Income/compensation in the Wealth summary section
of the Wealth and Ratings screen.
4. In the grid, expand the entry you want to reject.
5. On the action bar, click Reject. A red warning icon displays in the Confidence column and the
rating number is changed to "0."

Undo "Reject" on a prospect’s income/compensation
information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Income/compensation section.
3. For organizations and households, click Income/compensation in the Wealth summary section
of the Wealth and Ratings screen.
4. In the grid, expand the entry for which you want to undo the "Reject" status.
5. On the action bar, click Clear status to remove the red warning icon from the Confidence
column and return the record to its previous status.

Delete a prospect’s income/compensation information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Income/compensation section.
3. For organizations and households, click Income/compensation in the Wealth summary section
of the Wealth and Ratings screen.
4. In the grid, expand the entry you want to delete.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the entry.
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Export a prospect’s income/compensation information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Income/compensation section.
3. For organizations and households, click Income/compensation in the Wealth summary section
of the Wealth and Ratings screen.
4. From the menu bar in the section, click the drop-down arrow next to Export list.
5. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
6. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

7. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.
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Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.
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l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.
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Other Assets
For individuals, the Other assets page on the constituent tracks additional constituent assets not
covered in the standard data source options, such as a collector car or coin collection.
For organizations, groups, and households, the Wealth and Ratings - Other Assets page tracks
additional prospect/household assets not covered in the standard data source options.
At the top of the page, you can filter information to display by selecting a specific Source or
Confidence rating.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Add a prospect’s miscellaneous asset information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Other assets section.
3. For organizations and households, click Other assets in the Wealth summary section of the
Wealth and Ratings screen.
4. Click Add. The Add other assets screen appears.
5. To save your entry and return to the Assets tab, click Save.

Add Other Assets Screen
Field Name

Field Explanation

Source

How you learned about this asset.

Description

Description of the other asset.

Value

Value of the other asset.

Notes

Enter any additional information about the asset.

Confirm a prospect’s miscellaneous assets information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Other assets section.
3. For organizations and households, click Other assets in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.
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Unconfirm a prospect’s miscellaneous asset information
The Clear status option also removes the "Reject" tag.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Income/compensation section.
3. For organizations and households, click Other assets in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to unconfirm.
5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.

Reject prospect's miscellaneous asset information
If while attempting to confirm a prospect's miscellaneous asset information, you discover it to be
unreliable and you want the information designated as such on the record, you can reject the
information without removing it from your system.
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Other assets section.
3. For organizations and households, click Other assets in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to reject.
5. On the action bar, click Reject. A red warning icon displays in the Confidence column and the
rating number is changed to "0."

Undo "Reject" on a prospect’s miscellaneous information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Other assets section.
3. For organizations and households, click Other assets in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry for which you want to undo the "Reject" status.
5. On the action bar, click Clear status to remove the red warning icon from the Confidence
column and return the record to its previous status.

Delete a prospect’s miscellaneous information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
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1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Other assets section.
3. For organizations and households, click Other assets in the Wealth summary section of the
Wealth and Ratings screen.
4. In the grid, expand the entry you want to delete.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the entry.

Export a prospect’s miscellaneous asset information
1. From the prospect's Wealth and Ratings screen, click the Assets tab.
2. Expand the Other assets section.
3. For organizations and households, click Other assets in the Wealth summary section of the
Wealth and Ratings screen.
4. From the menu bar in the section, click the drop-down arrow next to Export list.
5. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
6. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

7. If you save the export file, a new message box appears, allowing you to:
Open the export file
Open the folder in which the export file was saved
View all downloads

Prospect Giving Information
The Giving tab on a prospect's Wealth and Ratings screen, houses information about the prospect's
giving to yours and other non-profit organizations.
To access this tab, run a prospect search for the record for which you want to view asset information.
The prospect's Wealth and Ratings page appears. Select the Giving tab.
Note: For organizations, households, and groups, asset information is accessed from the Wealth
Summary tab on the prospect/household/group's Wealth and Ratings page.
The top of the tab provides a giving summary of all data included on the tab. For example, you can
view how many gifts were given to your organization.
Also in the summary section on this page:
• Click any link in the Giving summary grid and the application takes you to that section of the page.
For example, if you want to view the gifts given to other organizations, click Philanthropic gifts in
the summary section, and you are taken directly to the Philanthropic gifts section on the tab.
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• View the Philanthropic giving category breakdown grid to see a percentage and number
breakdown of this prospect's giving tendencies based on giving categories associated with the
donations. You can filter the data considered for this breakdown based ratings assigned each gift.
For example, you can select to include "Confirmed only" gifts or gifts with a rating of "1 and
above." The percentage information displays to the left of the category title and the number of
gifts displays to the right of the category title.

Giving to My Organization Information
For individuals, the Giving to my organization section of the Giving tab tracks the prospect’s gifts to
your organization. If the information is incorrect, click Clear to remove the information.

Add Giving to my organization information
1. From the prospect’s Wealth and Ratings page, select the Giving tab.
2. In the Giving to my organization section, click Add. The Add giving to my organization screen
appears.
3. From here you can enter:
l

l

l

Total giving amount: The total of all gifts given to your organization by this prospect as of
the Last updated date displayed at the top of the tab.
Total number of gifts number: The total number of gifts given to your organization by this
prospect as of the Last updated date displayed at the top of the tab.
And information about the Largest, First, and Latest gifts: These sections set the properties
for the largest, first, and latest gift given to your organization by this prospect. In each
section, select:
Type: Type of gift, such as "Funds," "Materials," "Volunteer, "
Designation: Where the money is going to go or how it’s going to be used, such as an
unrestricted annual fund or a specific endowment fund. Each designation is mapped to an
account in the ledger.
Amount:Value of gift
Date: Date gift made

4. To save your entry and return to the Giving tab, click Save.

Add Giving To My Organization Screen
Screen Item

Description

Total giving

The total of all gifts given to your organization by this prospect as of the Last updated
date displayed at the top of the tab.
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Screen Item

Description

Total number of gifts

The total number of gifts given to your organization by this prospect as of the Last
updated date displayed at the top of the tab.

Largest/First/Latest

These sections set the properties for the largest, first, and latest gift given to your
organization by this prospect. In each section, select:
l
Type: Type of gift, such as "Funds," "Materials," "Volunteer"
l
Designation: Where the money is going to go or how it’s going to be used,
such as an unrestricted annual fund or a specific endowment fund. Each
designation is mapped to an account in the ledger.
l
Amount:Value of gift
l
Date: Date gift made

Philanthropic Gift Information
For individuals, the Philanthropic gifts section of the Giving tab tracks all the prospect's charitable
giving, including gift range and year information.
For organizations and households, the Wealth Details - Philanthropic page tracks all charitable giving
located for this prospect/household. The section also stores information from NOZA, Inc. imported
from WealthPoint.
Note: An “*” in the Name field indicates the individual is deceased.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Add a prospect’s charitable donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Philanthropic gifts section.
3. Click Add. The Add Philanthropic gift information screen appears.
4. For organizations and households, click Philanthropic gifts in the Wealth summary section of
the Wealth and Ratings screen.
5. To save your entry and return to the Giving tab, click Save.

Add Philanthropic Gift Information Screen
Field Name Field Explanation
Source

Source of the charitable donation information.

Organization

Name of the nonprofit organization to which the constituent donated.

Location

Address information for the nonprofit organization.
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Field Name Field Explanation
EIN

Constituent’s employer identification number.

Category

Type of nonprofit organization that received the gift.

Name

Constituent’s name as listed in the nonprofit organization’s annual report.

Matched
fields

The Matched address, Matched city, Matched state, and Matched ZIP fields display the
address information used to match the research data found with this prospect. These fields are
for subscriptions levels that allow for address matching in NOZA.

Gift Type

Type of gift given: individual, estate, cumulative, capital.

Gift Year

The year the annual report providing the gift information was published.

Amount
range/to

The range of the gift amount. Because most annual reports categorize donors based on a gift
range, often times the exact amount donated is not published, just the gift range category in
which the constituent’s name appeared. In the first field, enter the low amount. In the field
after “to” enter the high amount.

Start
Start year and end year of the annual report.
year/End year
Web Address

Web address of the nonprofit organization to which the constituent donated.

Source
Material

Web address of the publication from which the philanthropic gift information was taken.

Notes

Enter any notes associated with the data source information.

Edit a prospect’s charitable donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Philanthropic gifts section.
3. For organizations and households, click Philanthropic gifts in the Wealth summary section of
the Wealth and Ratings screen.
4. In the grid, select the entry you want to edit.
5. Click Edit. The Edit Philanthropic gift information screen appears.
6. To save your entry and return to the Giving tab, click Save.

Confirm a prospect’s charitable donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Philanthropic gifts section.
3. For organizations and households, click Philanthropic gifts in the Wealth summary section of
the Wealth and Ratings screen.
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4. In the grid, select the entry you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.

Unconfirm a prospect’s charitable donation information
The Clear status option also removes the "Reject" tag.
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Philanthropic gifts section.
3. For organizations and households, click Philanthropic gifts in the Wealth summary section of
the Wealth and Ratings screen.
4. In the grid, select the entry you want to unconfirm.
5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.”

Reject prospect's philanthropic gift information
If while attempting to confirm a constituent’s philanthropic gift information, you discover it to be
unreliable and you want the information designated as such on the constituent, you can reject the
information without removing it from your system.
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Philanthropic gifts section.
3. For organizations and households, click Philanthropic gifts in the Wealth summary section of
the Wealth and Ratings screen.
4. In the grid, select the entry you want to reject.
5. On the action bar, click Reject. A red warning icon displays in the Confidence column and the
rating number is changed to "0."

Undo "Reject" on a prospect’s charitable donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Philanthropic gifts section.
3. In the grid, select the entry for which you want to undo the "Reject" status.
4. For organizations and households, click Philanthropic gifts in the Wealth summary section of
the Wealth and Ratings screen.
5. On the action bar, click Clear status to remove the red warning icon from the Confidence
column and return the record to its previous status.

Delete a prospect’s philanthropic gift information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
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reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Philanthropic gifts section.
3. In the grid, select the entry you want to delete.
4. For organizations and households, click Philanthropic gifts in the Wealth summary section of
the Wealth and Ratings screen.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the entry.

Export a prospect’s philanthropic gift information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Philanthropic gifts section.
3. For organizations and households, click Philanthropic gifts in the Wealth summary section of
the Wealth and Ratings screen.
4. From the menu bar in the section, click the drop-down arrow next to Export list.
5. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
6. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

7. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.
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Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.
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l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.
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Political Donations
For individuals, the Political donations section of the Giving tab tracks all the prospect's political
giving, including amount and year information.
For organizations, groups, and households, the Wealth and Ratings - Political Donations page tracks all
political giving located for this prospect/household.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Adding constituent political donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Political donations section.
3. For organizations and households, click Political donation in the Wealth summary section of
the Wealth and Ratings screen.
4. Click Add. The Add political donation screen appears.
5. To save the entry and return to the Giving tab, click Save.

Add Political Donation Screen
Field Name

Field Explanation

Source

Source of the political donation information.

Recipient

Name of the individual or organization receiving the donation.

Date

Date of contribution.

Amount

Amount of contribution.

Name

Donor’s name.

Occupation

Donor’s occupation. This information is self-reported by the donor.

City, State, ZIP

Donor’s address information.

Notes

Enter any notes associated with the data source information.

Edit prospect's political donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Political donations section.
3. For organizations and households, click Political donation in the Wealth summary section of
the Wealth and Ratings screen.
4. In the grid, select the entry you want to edit.
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5. Click Edit. The Edit Political Donation screen appears.
6. To save your entry and return to the Giving tab, click Save.

Confirm a prospect’s political donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Political donations section.
3. For organizations and households, click Political donation in the Wealth summary section of
the Wealth and Ratings screen.
4. In the grid, select the entry you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.

Unconfirm a prospect’s political donations information
The Clear status option also removes the "Reject" tag.
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Political donations section.
3. For organizations and households, click Political donation in the Wealth summary section of
the Wealth and Ratings screen.
4. In the grid, select the entry you want to unconfirm.
5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.”

Reject prospect's political donation information
If while attempting to confirm a constituent’s political donation information, you discover it to be
unreliable and you want the information designated as such on the constituent, you can reject the
information without removing it from your system.
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Political donations section.
3. For organizations and households, click Political donation in the Wealth summary section of
the Wealth and Ratings screen.
4. In the grid, select the entry you want to reject.
5. On the action bar, click Reject. A red warning icon displays in the Confidence column and the
rating number is changed to "0."

Undo "Reject" on a prospect’s political donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Political donations section.
3. For organizations and households, click Political donation in the Wealth summary section of
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the Wealth and Ratings screen.
4. In the grid, select the entry for which you want to undo the "Reject" status.
5. On the action bar, click Clear status to remove the red warning icon from the Confidence
column and return the record to its previous status.

Delete a prospect’s political donation information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Political donations section.
3. For organizations and households, click Political donation in the Wealth summary section of
the Wealth and Ratings screen.
4. In the grid, select the entry you want to delete.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the entry.

Export a prospects’s political donation information
1. From the prospect's Wealth and Ratings screen, click the Giving tab.
2. Expand the Political donations section.
3. For organizations and households, click Political donation in the Wealth summary section of
the Wealth and Ratings screen.
4. From the menu bar in the section, click the drop-down arrow next to the Export icon
.
5. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
6. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

7. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads
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Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.

Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
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l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.

l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
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All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.

Wealth Affiliations
The Affiliations tab on a prospect's Wealth and Ratings screen houses information about the prospect's
non-profit and foundation affiliations, in addition to network connections and constituencies. A
constituency defines the affiliation a constituent has with your organization. For example, the
constituent may be a volunteer or member. "Volunteer" and "memeber" are common constituent
constituencies.
To access this tab, run a prospect search for the record for which you want to view asset information.
The prospect's Wealth and Ratings page appears. Select the Affiliations tab.
Note: For organizations, households, and groups, asset information is accessed from the Wealth
Summary tab on the prospect/household/group's Wealth and Ratings page.
The top of the tab provides a summary of all data included on the tab. For example, you can view how
many affiliations have been identified for each affiliation type.
Also in the summary section on this page:
• Click any link in the Affiliations summary grid and the application takes you to that section of the
tab page. For example, if you want to view the network connections included in this affiliations
record, click Network connections in the summary section, and you are taken directly to the
Network connections section near the bottom of the tab page.
• View the Relationship Map to track all relationships this constituent has with other constituents in
your system.
The bottom half of the Affiliations tab displays affiliation details, such as non-profit and foundation
affiliations.

Nonprofit Affiliations Information
For individuals, the Non-profit Affiliations section of the Affiliations tab tracks the prospect’s
relationship with nonprofit organizations.
For organizations, groups, and households, the Wealth and Ratings - Nonprofit Affiliations page tracks
the prospect/household's relationships with nonprofit organizations.
It also stores information from GuideStar imported from WealthPoint.
GuideStar scans the names of 220,000 nonprofit board members and executives from 275,000
organizations and extracts information such as nonprofit organization name, affiliation, and address of
the donor.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.
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Add a constituent’s nonprofit affiliation information
1. From the prospect’s Wealth and Ratings page, select the Affiliations tab.
2. In the Non-profit affiliations section, click Add. The Add nonprofit affiliation information
screen appears.
3. For organizations and households, click Non-profit affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. To save your entry and return to the Affiliations tab, click Save.

Add Nonprofit Affiliation Information Screen
Field Name

Field Explanation

Source

Source of the nonprofit affiliation information.

Organization

Name of the nonprofit organization with which the constituent has an
officer/director relationship.

Description

A description of the nonprofit.

Address, City, State, ZIP

Nonprofit organization’s address information.

EIN

The constituent’s employer identification number.

Revenue

Revenue generated by nonprofit.

Total assets

Fair market value of all nonprofit’s assets.

Phone

Nonprofit organization’s phone number.

Website

Nonprofit’s Website address.

Org. form year

The year entered on the nonprofit affiliation forms (used to retain 501(c)
(3) status).

Ruling year

The year that the IRS granted an organization 501(c)(3) status.

Name

Constituent’s name.

Location city, Location state, and
Location ZIP

The affiliated constituent’s location information.

Job title

Constituent’s title with the nonprofit organization.

Salary

Salary amount the nonprofit pays the constituent.

Form year

The year the constituent’s affiliation with the nonprofit started.

Notes

Enter any notes associated with the data source information.
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Edit a constituent’s nonprofit affiliation information
1. From the constituent’s Wealth and Ratings page, select the Affiliations tab.
2. Near the middle of the tab, expand the Non-profit affiliations section.
3. For organizations and households, click Non-profit affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Locate and select the record you want to change.
5. Click Edit. The Edit nonprofit affiliation information screen appears.
6. Enter the new information. The fields and options included on this screen are the same as those
on the Add nonprofit affiliation information screen.
7. To save your entry and return to the Affiliation tab, click Save.

Confirm a constituent’s nonprofit affiliation information
1. From the constituent’s Wealth and Ratings page, select the Affiliations tab.
2. Near the middle of the tab, expand the Non-profit affiliations section.
3. For organizations and households, click Non-profit affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Locate and select the record you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.
6. Click Clear status to remove the check mark from the Confidence column and return the status
to “Unconfirmed”.

Unconfirm a prospect’s nonprofit affiliation information
The Clear status option also removes the "Reject" tag.
1. From the prospect’s Wealth and Ratings page, select the Affiliations tab.
2. Near the middle of the tab, expand the Non-profit affiliations section.
3. For organizations and households, click Non-profit affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Locate and select the record you want to unconfirm.
5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed.”

Reject constituent nonprofit affiliation information
1. From the prospect’s Wealth and Ratings page, select the Affiliations tab.
2. Near the middle of the tab, expand the Non-profit affiliations section.
3. For organizations and households, click Non-profit affiliations in the Wealth summary section
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of the Wealth and Ratings screen.
4. Locate and select the record you want to reject.
5. On the action bar, click Reject. The “Reject” icon displays in the Confidence column.
6. Click Clear status to remove the icon from the Confidence column.

Delete a prospect’s nonprofit affiliation information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the prospect’s Wealth and Ratings page, select the Affiliations tab.
2. Near the middle of the tab, expand the Non-profit affiliations section.
3. For organizations and households, click Non-profit affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Locate and select the record you want to delete.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the entry.

Export a prospect’s non-profit affiliation information
1. From the prospect's Wealth and Ratings screen, click the Affiliations tab.
2. Expand the Non-profit affiliation section.
3. From the menu bar in the section, click the drop-down arrow next to the Export icon
.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.

www.blackbaud.com/howto/researchpoint

pg. 81

chapter 1: P R OSPE C T R E SE AR C H W E AL T H R E C OR D

Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.
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l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.
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Foundations
For individuals, the Foundation affiliations section of the Affiliations tab tracks the constituent’s
association with nonprofit foundations.
For organizations, groups, and households, the Wealth and Ratings - Foundation Affiliations page
tracks the prospect/household's association with nonprofit foundations.
It also stores information from GuideStar.com imported from WealthPoint.
GuideStar.com information includes the foundation name and address and total assets (fair market
value) along with the constituent's title and compensation.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Add foundations information to a constituent wealth record
1. From the constituent’s Wealth and Ratings screen, select the Affiliations tab.
2. Near the middle of the tab, expand the Foundation affiliations section.
3. For organizations and households, click Foundation affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Click Add. The Add foundation affiliation information screen appears.
5. To save your entry and return to the Affiliations tab, click Save.

Add Foundation Affiliation Information Screen
Field Name

Field Explanation

Source

Source of the foundation affiliation information.

Organization

Name of the foundation with which the constituent has a
relationship.

Description

A description of the foundation affiliation.

Address, City, State, ZIP

Foundation’s address information.

EIN

The constituent’s employer identification number.

Total assets

Fair market value of all foundation’s assets.

Fair market value assets

Amount the foundation could obtain by selling its assets.

Phone

Foundation’s phone number.

Website

Foundation’s Website address.
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Field Name

Field Explanation

Org. form year

The year entered on the foundation forms (used to retain 501(c)(3)
status).

Ruling year

The year that the IRS granted an organization 501(c)(3) status.

Name

Constituent’s name.

Location city, Location state, and
Location ZIP

The affiliated constituent’s location information.

Job title

Constituent’s title with the foundation.

Compensation

Salary amount the foundation pays the constituent.

Form year

The year the constituent’s affiliation with the foundation started.

Notes

Enter any notes associated with the data source information.

Edit constituent Foundation affiliations information
1. From the constituent’s Wealth and Ratings screen, select the Affiliations tab.
2. Near the middle of the tab, expand the Foundation affiliations section.
3. For organizations and households, click Foundation affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Expand the record you want to change.
5. Click Edit. The Edit foundation affiliation information screen appears.
6. Make any necessary changes.
7. Click Save.

Confirm a constituent’s Foundation affiliation information
1. From the constituent’s Wealth and Ratings screen, select the Affiliations tab.
2. Near the middle of the tab, expand the Foundation affiliations section.
3. For organizations and households, click Foundation affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Expand the record you want to confirm.
5. On the action bar, click Confirm. A check mark appears in the Confidence column of the grid.
6. Click Clear status to remove the check mark from the Confidence column and return the status
to “Unconfirmed”.

Unconfirm a prospect’s foundation affiliation information
The Clear status option also removes the "Reject" tag.
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1. From the prospect’s Wealth and Ratings screen, select the Affiliations tab.
2. Near the middle of the tab, expand the Foundation affiliations section.
3. For organizations and households, click Foundation affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Expand the record you want to unconfirm.
5. On the action bar, click Clear status to remove the check mark from the Confidence column and
return the status to “Unconfirmed”.

Reject constituent Foundation affiliation information
1. From the constituent’s Wealth and Ratings screen, select the Affiliations tab.
2. Near the middle of the tab, expand the Foundation affiliations section.
3. For organizations and households, click Foundation affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Expand the record you want to reject.
5. On the action bar, click Reject. The “Reject” icon appears in the Confidence column.
6. Click Clear status to remove the icon from the Confidence column and return the status to
“Unconfirmed”.

Delete a constituent’s Foundation affiliation information
Before deleting an entry, permanently removing it from your system, you may want to consider
designating it with the “Reject” tag. Using the Reject option, you can remove information from
consideration, without permanently removing it from your system. For more information, see Reject
constituent Foundation affiliation information on page 86.
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the constituent, the deleted record
reappears in the results. To permanently remove the record from a constituent’s WealthPoint data,
you can reject the record.
1. From the constituent’s Wealth and Ratings screen, select the Affiliations tab.
2. Near the middle of the tab, expand the Foundation affiliations section.
3. For organizations and households, click Foundation affiliations in the Wealth summary section
of the Wealth and Ratings screen.
4. Expand the record you want to delete.
5. On the action bar, click Delete. A confirmation screen appears.
6. Click Yes to remove the record.

Export a prospects’s foundation information
1. From the prospect's Wealth and Ratings screen, click the Affiliations tab.
2. Expand the Foundation affiliations section.
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3. From the menu bar in the section, click the drop-down arrow next to the Export icon
.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Display Tips for Members List
Our powerful list features enable you to filter and customize information included in the Members list.
For example, the most powerful way to customize the Members list is to choose which columns
display. To select which columns you want for the Members list, click the Columns dropdown.
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Unselect any columns you do not want displayed and select those you do want to see in the data list.
Click Apply and your changes display.
Once you add and remove the columns you need, you can:
l

Drag and drop columns to display the information in the order you want to see it. Click the
column header and drag left or right to the position you prefer. Those that you don't need as
often can be moved to the far right.
Tip: When you read information on a computer screen, you naturally read the far left side from
top to bottom first, then across. Remember this when you choose which order to display your
columns.
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l

Tighten up each column so the width of the column is consistent with the width of the data
included in the column. To do this, hover your cursor on the column border until you see the
resize width icon with an arrow on each side
. Then, double-click your mouse. The
columns tighten up. If this isn't satisfactory, you can specify the column width manually. Instead
of double-clicking, drag and drop the column border into position.

l

l
l

l

To allow even more space to view your column settings, you can also collapse the explorer bar
on the left side of the application page. To collapse and expand the bar, click the small tab.

To create columns of uniform size, under the More button, click Autosize all columns.
To sort the list by the contents of a column, click the column header. Click again to switch
between ascending and descending.
To filter the list by the criteria for a specific column, click the funnel icon next to the column
header name.
Warning: Filters are sticky; they remain even after you navigate from the research list.

Once you get the columns customized to your needs, the application remembers your changes so you
see the same view every time you access this list; however, if at any point you want to return the list
view to the application’s default settings. Under the More button, click the Restore grid defaults.

List Pagination
If your list contains more than 100 members, we paginate the records for you. Use the page links on
the top right and bottom right of the page to navigate.

Use Search
Quickly search for content included in the Members list. The search is based on displayed columns.
Add all columns you need before you perform the search.

Members List Links
When you add and remove columns from the Members list, you may notice some columns contain
hyperlinks.
All name hyperlinks open the individual's wealth and ratings record. To navigate back to the research
list quickly, from the Wealth Summary tab, under Research details, click the research list name or click
your browser's back button.
The hyperlinks that appear for Total confirmed assets and Total identified assets columns, open a
wealth summary screen.
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Network Connections
Network connections displays the names of organizations with a confirmed relationship with the
prospect. If the individual is a constituent in your database, the name is italicized; if the individual is a
constituent in your database and has a formal relationship with the selected constituent, the name is
bold and italicized.
When you screen a prospect through WealthPoint, the constituent information from your database is
matched against businesses and organizations in the WealthPoint database that they may have an
involvement with. After a record is matched, the application determines who else in the WealthPoint
database the associated prospect may have relationships with. The application returns the
organizational and individual relationships, which appear in the Network connections section of the
prospect's Affiliations tab. These relationships can include people associated with the same nonprofit
or foundation as board members, directors, or trustees; or business partners associated as colleagues
or co-executives. Because of your relationship with the initial prospect, you may be able to add to your
donor pool by reaching out to these extended relationships.
For information about managing your columns and filtering and searching content in the grid, see
Display Tips for Members List on page 87.

Edit prospect network connection link
1. From the prospect’s Wealth and Ratings screen, select the Affiliations tab.
2. Near the middle of the tab, expand the Network connections section.
3. Expand the entry you want to change.
4. Click Edit link to organization. The Edit link to organization constituent screen appears.
5. Make any necessary changes.
6. Click Save.

Confirm a prospect network connection relationship
1. From the prospect’s Wealth and Ratings screen, select the Affiliations tab.
2. Near the middle of the tab, expand the Network connections section.
3. Expand the entry you want to confirm.
4. Click Confirm relationship. The Edit link to organization constituent screen appears.
5. Make any necessary changes.
6. Click Save.

Export a prospect’s network connection information
1. From the prospect's Wealth and Ratings screen, click the Affiliations tab.
2. Expand the Network connections section.
3. From the menu bar in the section, click the drop-down arrow next to the Export icon
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.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

l

If you save the export file, a new message box appears, allowing you to:

l

Open the folder in which the export file was saved

l

Open the export file

l

View all downloads

Constituencies
Constituencies define the affiliations your prospects have with your organization. A prospect can have
multiple constituencies, and these relationships can start and end and overlap. For example, a prospect
may first become a donor in your database and remain a donor for an undetermined length of time.
The prospect may later become a volunteer for your organization but for only six months. You can use
constituencies to define these relationships and group similar prospects in queries and reports.
To view the constituencies of a prospect, select the Constituencies section of the Affiliations tab on
the prospect's Wealth and Ratings screen.

Add a constituency to a prospect
1. From the prospect’s Wealth and Ratings page, select the Affiliations tab.
2. In the Constituencies section, click Add and in the drop-down menu select the constituency.
The Add constituency screen displays.
3. Enter date information for the constituency.
4. Click Save.

Add Constituency Screen
Screen
Item

Description

Constituency

This field appears for a user-defined constituency only. 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.

Date from

Enter the date the constituency begins.

Date to

Enter the date the constituency ends. If the duration of the constituency is undetermined, leave
this field blank.
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Edit prospect constituency
1. From the prospect’s Wealth and Ratings page, select the Affiliations tab.
2. Expand the Constituencies section.
3. Expand the entry you want to edit.
4. Click Edit. The Edit constituency screen displays.
5. Update the date information for the constituency.
6. Click Save.

Delete prospect constituency
1. From the prospect’s Wealth and Ratings page, select the Affiliations tab.
2. Expand the Constituencies section.
3. Expand the entry you want to delete.
4. Click Delete. A confirmation screen displays.
5. Click Yes.

Export a prospect’s constituency information
1. From the prospect's Wealth and Ratings screen, click the Affiliations tab.
2. Expand the Constituencies section.
3. From the menu bar in the section, click the drop-down arrow next to the Export icon
.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Biographical Information
Warning: Biographical information displays for only individual constituents, not organizations,
groups, or households.
The Biographical Information tab on a prospect’s Wealth and Ratings screen houses a wealth of
personal information.
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l

l

Contact information: address, address type, do not send mail, this address is confidential,
seasonal information
Biographical data: information imported through WealthPoint from Marquis Who's Who and
Experian

l

Relationships

l

Interests

l

Educational institutions

l

Educational involvements

l

Attributes

l

Supporting information: notes, media links, attachments

l

Demographics: target gift range, income, birthplace, religion, ethnicity

l

Alternate lookup IDs

l

Aliases

Personal Information
From the Personal information section of the Biographical tab of the prospect's Wealth and Ratings
screen, you can change the prospects name information, including title and suffix; enter nicknames and
maiden names; and much more.

Change a prospect's name
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit. The Edit personal information screen appears.
3. From this screen, you can enter/change the prospect's Last name, First name, Middle name, and
Nickname.

Change a prospect's title and/or suffix
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit. The Edit personal information screen appears.
3. From this screen, you can enter/change the prospect's title and suffix information.

Enter a prospect's marital status
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit. The Edit personal information screen appears.
3. From this screen, you can enter/change the prospect's marital status.
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Add an image to a prospect'
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit. The Edit personal information screen appears.
3. In the Image field, click Choose file. The File Upload screen appears.
4. Locate the image you want to add to the record.
5. Click Open. The image appears on the record.
6. To remove the image, click Clear file.

Enter a prospect's gender
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit. The Edit personal information screen appears.
3. From this screen, you can enter/change the prospect's gender information.

Enter a prospect's birth date/age
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit. The Edit personal information screen appears.
3. From this screen, you can enter/change the prospect's birth date and age information.

Enter a prospect's Website
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit. The Edit personal information screen appears.
3. From this screen, you can enter/change the prospect's Website.

Enter a prospect gives anonymously
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit. The Edit personal information screen appears.
3. From this screen, select Gives anonymously.

Mark a prospect inactive/active
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Mark inactive. The Mark inactive screen appears.
3. You must select a Reason for the designation. You can also enter any notes in the Details field.
4. To save your changes and return to the Biographical Information tab, click Save. The prospect's
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status is changed to inactive.
5. To reactivate the prospect, click Mark active.

Mark a prospect deceased/undo deceased
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Mark deceased. The Mark individual deceased screen
appears.
3. Enter the Deceased date, if the death is confirmed or unconfirmed and the Source of the
information.
4. To save your changes and return to the Biographical Information tab, click Save. The prospect's
status is changed to deceased.
5. To undo the prospect's deceased status, click Undo mark deceased.

Delete a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Delete.

Link an Individual prospect to an Application User
You can link an application user's login name to a corresponding prospect record so you can view
information about the user's activities as a prospect.
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Personal information section, click Edit link to user. The Edit link to user screen appears.
3. Select <Prospect Name> is linked to:
4. Click the search icon to locate and select the application user to which you want to link this
prospect.
5. When you return to the Edit link to user screen, click Save.

Prospect Interests
To improve your ability to target donors, you can add interests for a prospect. For example, a prospect
may have an interest in women’s issues. You can add this interest to the record as a reminder to include
the prospect when you send invitations to events around women’s issues.
To view and manage the interests for a prospect, select the Interests section on the Biographical
Information tab of the prospect's Wealth and Ratings screen.

Add a prospect interest
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Interests section, click Add. The Add interest screen appears.
3. In the Type field, select the type of interest to add.
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4. In the Comments field, enter any additional information or detail about the interest.
5. Click Save.

Add Interest Screen
Screen
Item

Description

Type

Select the type of interest the constituent has, such as Golf, Volunteering, or Wine tasting.
Interests can include hobbies, travel, technology, and specific issues.

Comments

Enter any additional notes or information about the constituent interest. For example, if a
constituent is interested in wine tasting, enter a reminder to include the constituent when you
send invitations to your next wine auction.

Edit a prospect interest
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Interests section.
3. Expand the interest you want to edit.
4. Click Edit. The Edit interest screen appears.
5. In the Type field, select the type of interest to add.
6. In the Comments field, enter any additional information or detail about the interest.
7. Click Save.

Delete a prospect interest
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Interests section.
3. Expand the interest you want to delete.
4. Click Delete. A confirmation screen appears.
5. Click Yes.

Export a prospect’s interests
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Interests section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
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l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Edit Prospect Demographics
The prospect's demographics include gift target range, income, birthplace, religion, and ethnicity.

Prospect Alternate Lookup ID
When you add a prospect record, the program automatically assigns a lookup ID. This primary lookup
ID appears in the Lookup ID field on the prospect record. You can manually assign additional lookup
IDs to a prospect record.

Add an alternate lookup ID to a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Alternate lookup section, click Add. The Add an alternate lookup ID screen appears.
3. Enter the new ID information.
4. Click Save.

Edit an alternate lookup ID on a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Alternate lookup section.
3. Expand the entry you want to edit
4. Click Edit.. The Edit an alternate lookup ID screen appears.
5. Enter the new ID information.
6. Click Save.

Delete an alternate lookup ID on a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Alternate lookup section.
3. Expand the entry you want to delete
4. Click Delete. A confirmation screen appears.
5. Click Yes.
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Export a prospect’s alternate lookup ID information
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Alternate lookup ID section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Prospect Alias Information
From the Aliases section of the Biographical tab of the prospect's Wealth and Ratings screen, you can
add, edit, delete, and export a prospect's alias information.

Add alias information to a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Aliases section, click Add. The Add aliases screen appears.
3. Enter the necessary information.
4. Click Save.

Add Alias Screen
Screen
Item

Description

Type

Select the type of alias to add. For an individual, an alias can be a former last name, pen name, or
alternate nickname. For an organization, an alias can be an acronym or alternate name.

Name fields

For an individual constituent, all name fields appear, such as first name, middle name, and last
name, as well as titles and suffixes. Organizations have just one name field to use for an alias.
When you search for a constituent, you can select Include aliases to include them in the search.
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Edit alias information on a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Aliases section.
3. Expand the entry you want to edit
4. Click Edit.. The Edit an alias screen appears.
5. Enter the new information.
6. Click Save.

Delete alias information from a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Alias section.
3. Expand the entry you want to delete
4. Click Delete. A confirmation screen appears.
5. Click Yes.

Export a prospect’s alias information
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Aliases section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Contact Information
To view and manage the contact information for the constituent, select the Contact information
section of the Biographical Information tab on the constituent's Wealth and Ratings page.
l

Under Addresses, the address information for the constituent appears, including start and end
dates and whether to mail to the address. A lock and the word “Confidential” indicates the
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constituent has requested the address is not to be shared with others outside your organization.
l

l

Under Email, the email addresses for the constituent appear. From the Contact information
section, you can manage the constituent’s email address information.
Under Phone number, all phone numbers for the constituent appear. From the Contact
information, you can manage the constituent’s phone number information.

Add a prospect address
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, click Add, Address. The Add address screen appears.
3. Select the Address tab.
4. Under Address information, select the type of address to enter, such as Home or Business, and
enter the address information.
5. In the Start date field, enter the date the constituent begins use of the address.
6. If you leave the Start date field blank, the program uses the date you enter the address as the
start date and displays the start date in italics on the Contact tab.
7. If the constituent changed to the address from an address on the constituent record, select
Recently moved/changed to the above address and, in the Old address field, select the
former address. When you save the new address, the program automatically marks the selected
old address as a former address.
8. To use the address entered as the primary address for the constituent, select Set as primary
address.
9. If the constituent requests that you not send mail to the address, select Do not send mail to this
address. In the Reason field, select why the constituent does not want to receive mail at the
address.
10. If the constituent has a household relationship, the Copy address to household and members
checkbox appears. To copy the address to the record of the constituent household and its
members, select this checkbox.
11. If the constituent requested that the address is not to be shared with others outside your
organization, select This address is confidential. When you mark an address as confidential, it is
not excluded from reports or queries. A lock icon and the word “Confidential” appears with the
address on the Contact tab so users know not to share the address information.
12. If the address entered is a seasonal address, under Seasonal information, enter the start and end
dates for the time period the constituent uses the address.
13. Under Address source, you can select a source for the address information, as well as enter any
comments. For example, if the spouse of a constituent lets you know about a new address, you
can add the address and select Family Member for the information source.
14. To enter additional information about the address, select the Details tab.
15. Click Save.
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Add Address Screen
Screen Item

Description

Type

On the Address tab, select the type of address for the constituent, such as Business or
Home.

Country

Select the country for the constituent’s address.The country you select determines the fields
that appear on the screen. For example, if you select “United Kingdom” instead of “United
States”, the County and Postcode fields appear instead of State and ZIP.

Address

Enter the street address or post office box for the constituent.

City

Enter the city or town for the constituent address.

State

Select the state for the constituent address.

ZIP

Enter the Zip code for the constituent address.

Start date

Select the date when the constituent begins use of the address.

End date

When you edit an address, this field appears. To retain the address as a former address for
the constituent, select the date when the constituent stops use of the address. When you
enter an end date, the program automatically marks the address as Do not mail.

Recently
When you add an address, this checkbox appears. If the constituent moved or changed from
moved/changed an existing address on the constituent record to this address, select this checkbox.
to the above
If you select this checkbox, in the Old address field, select which address from the record the
address
new address replaces. When you save the new address, the program automatically marks
the selected address as a former address and as Do not mail. It also uses the start date of
the new address as the end date of the former address.
Set as primary
address

To designate the address as the constituent’s main address for communications, select this
checkbox. By default, the first address you enter for a constituent is the primary address. You
can enter only one primary address for a constituent. Under Addresses on the Contact tab,
the primary address appears first.

Do not send
mail to this
address

If the individual requests that you not send mail to the address, select this checkbox.

Reason

If you select Do not send mail to this address, this field is enabled. Select why the individual
requests to not receive mail at the address.

Copy address to When the constituent is a member of a household with additional members, this checkbox
household
appears. To copy the address to the household and its members, select this checkbox.
members
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Screen Item

Description

This address is
confidential

If the constituent requested that the address is not to be shared with others outside your
organization, select This address is confidential. When you mark an address as confidential,
it is not excluded from reports or queries. A lock icon and the word “Confidential” appears
with the address on the Contact tab so users know not to share the address information.

Seasonal
information

For a seasonal address, select the start and end dates for the time period when the
constituent uses the address.

Information
source and
Comments

When you add or make changes to an address, you can select a source for the information
and enter any comments. For example, if the spouse of a constituent lets you know about a
change of address, you can make the changes and select “Family Member” for the
information source.

County

Select the county for the constituent address. If you validate the address, the county
received from the address validation service automatically appears.

Reason

Appears only on the Revert address screen. Enter a Reason for the reversion. You create
reasons in the Reason codes tool accessed under Configuration on the Constituent page.

DPC

Enter the Delivery Point Code (DPC) for the address. DPC is a POSTNET barcode that contains
a ZIP+4 barcode plus two additional digits (or 10 additional bars) to designate a specific
delivery point. The barcode consists of 62 bars total, with beginning and ending frame bars
and five bars each for the nine digits of the ZIP+4, the last two digits of the primary street
address or post office box, and a correction digit.
If you receive a three-digit DPC from your vendor, enter only the first two digits. The first two
digits of the DPC are the last two digits of the street address number.
If you validate the address, the DPC received from the address validation service
automatically appears.

CART

Enter the Carrier Route (CART) for the address. CART refers to the addresses served by the
postal carrier and the route used to deliver the mail. The CART can include the city, rural, and
highway contract routes.To ease the delivery of mail and receive a postal discount, you can
add CART information to addresses in your mailings.
If you validate the address, the CART received from the address validation service
automatically appears.

LOT

Enter the Line of Travel (LOT) for the address. LOT is the direction the mail carrier takes along
a CART. LOT information is required for standard mailings to receive the Basic Enhanced
Carrier Route rate.
If you validate the address, the LOT received from the address validation service
automatically appears.

Region

Select the region for the address, such as North or Southeast.

Congressional
district

Select the congressional district for the address. If you validate the address, the district
received from the address validation service automatically appears.
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Screen Item

Description

State House
district

Select the state House district for the address.

State Senate
district

Select the state Senate district for the address.

Local precinct

Select the local precinct for the address.

Validation
information

If you click Validate or include the address in an address validation process, the information
from the process appears, such as the last validation attempt and the message received from
the validation service.

Edit a prospect address
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, under Address, expand the address you want to change.
3. Click Edit. The Edit address screen appears.
4. Make any necessary changes.
5. Click Save.

Delete a prospect address
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, under Address, expand the address you want to delete.
3. Click Delete.

Map a prospect address
Before you can create a map of a prospect's address, you must first create a geocode for the address.
To create a geocode, your organization must have Microsoft Virtual Earth installed and you must have
rights to the mapping software.
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, under Address, expand the address you want to map.
3. Click Geocode. The link is renamed Map.
4. Click Map. The Mapping screen appears, allowing you to map to the prospect's address.
5. Click the Back button to return to the prospect's Wealth and Ratings page.

Add an email address
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, click Add, Email address. The Add an email address screen

www.blackbaud.com/howto/researchpoint

pg. 103

chapter 1: P R OSPE C T R E SE AR C H W E AL T H R E C OR D

appears.
3. In the Type field, select the type of email address to add, such as Home or Business.
4. In the Email address field, enter the email address for the constituent.
5. You can enter a start date for the email address, if known.
6. Only one email address can be marked as the primary one. If the constituent has only one email
address, the Set as primary email address checkbox is marked and disabled. If there are
multiple email addresses for the constituent and this is the primary one for the constituent,
select this checkbox. This email address will be marked as primary and the previous number will
no longer be marked as primary.
7. If the constituent requests that you not send email to the address, select Do not send email to
this address.
8. If the constituent has a household relationship, the Copy email address to household and
members checkbox appears. To copy the address to the record of the constituent household
and its members, select this checkbox.
9. Under Email source, you can select a source for the email address information, as well as enter
any comments. For example, if the spouse of a constituent lets you know about a new email
address, you can add the email address and select “Family Member” for the information source.
10. Click Save.

Edit an email address
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, expand the Email section.
3. Expand the email entry you want to change.
4. Click Edit. The Edit email address screen appears.

Delete an email address
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, expand the Email section.
3. Expand the email entry you want to delete.
4. Click Delete.

Add a phone number
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, click Add, Phone number. The Add a phone number screen
appears.
3. In the Type field, select the type of phone number to add, such as Home or Cell phone.
4. In the Number field, enter the phone number for the constituent.
5. In the Country field, select the country that uses the phone format you want to apply to this
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number.
6. You can use Call after and Call before to specify times to use the phone number to indicate the
constituent’s preferences, such as “call after 9:00 a.m.”
7. You can use Start date to indicate when the number is valid.
8. Only one phone number can be marked as the primary one. If the constituent has only one
phone number, the Set as primary phone number checkbox is selected and disabled. If there
are multiple phone numbers for the constituent and this is the primary number for the
constituent, select this checkbox. This number will be marked as primary and the previous
number will no longer be marked as primary.
9. If the constituent requests that you not call the number, select Do not call this phone number.
10. After you mark a number as “Do not call,” you can also select a reason to explain why the number
is no longer to be used, such as “Donor preference.”
11. If the constituent has a household relationship, the Copy phone number to household and
members checkbox appears. To copy the number to the record of the constituent household
and its members, select this checkbox.
12. If the constituent requested that the phone is not to be shared with others outside your
organization, select This phone number is confidential. When you mark a phone number as
confidential, it is not excluded from reports or queries. A lock icon and the word “Confidential”
appears with the number on the Contact tab so users know not to share the information.
13. Under Seasonal information, enter the start date and end date to indicate when the seasonal
information is valid.
14. Under Phone source, you can select a source for the phone number information, as well as enter
any comments. For example, if the spouse of a constituent lets you know about a new phone
number, you can add the number and select “Family Member” for the information source.
15. If the program automatically creates a phone number, it selects a default information source and
may disable the field. For example, if the program creates a phone number based on a payment
form that you create in Web, you cannot edit the default “Web Forms” information source.
16. Click Save.

Edit prospect phone number
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, expand the Phone section.
3. Expand the phone entry you want to change.
4. Click Edit. The Edit phone number screen appears.

Delete prospect's phone number
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Contact information section, expand the Phone section.
3. Expand the email entry you want to delete.
4. Click Delete.
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Individual Relationships
Note: When creating your import file, make sure you clearly define any relationship and reciprocal
relationship information included in the import. In ResearchPoint, the relationship defines the
relationship of the constituent to the individual or organization and the reciprocal defines the
association of the individual or organization to the constituent. For example, Michael J. Simpson has
his mother Jordan on his relationship tab. When you view this relationship in ResearchPoint,
Relationship = "Son" and Reciprocal = "Mother."
Relationships are familial, social, or professional associations with the prospect. Successful fundraising
revolves around the ability to cultivate and manage all types of relationships. When you add a
relationship for a prospect, the relationship appears on both prospects' records. To view and manage
the relationships for a prospect, select the Relationships section on the Biographical Information tab
of the prospect's Wealth and Ratings screen.
Under Relationships, the individual relationships of the prospect appear.
• Individual relationships are the people with whom the constituent is associated, such as a spouse,
friend, family member, or business associate.
When you add relationships to prospects, you specify the reciprocal relationship. If you add a
relationship type of “Father” to a prospect, the reciprocal relationship might be “Son” or “Daughter.”
The most common relationship pairs become the default reciprocal relationships. If your organization
has more father/daughter pairs than father/son pairs, the default reciprocal relationship when you add
a relationship type of “Father” will be “Daughter.” However, you can still select “Son” or any other value
for the reciprocal relationship.
For each relationship in the grid, you can view the name and type of the related constituent, the
relationship type, the start and end dates of the relationship. To help find a specific relationship, you
can filter the relationships that appear. On the action bar, click Filter, select the criteria of the
relationship to view, and click Apply. You can select to view only current or contact relationships and
those of a specific relationship type.

View a prospect's employment history
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Relationships section.
3. Expand the individual or organization entry for which you want to view employment history.
For example, if you want to see the prospect's history with an organization included in the
Relationships section, expand the organization entry, and in the Relationship column, click the
Employer link. The prospect's employment history with this organization displays.
4. Click Back to return to the Wealth and Ratings screen.

Filter Relationships Display
You can filter information included in the Relationships section of the Biographical Information tab
using the filter fields provided at the top of the section. If you do not see the fields, click the filter icon
at the top of the section.
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Delete a relationship for an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Relationships section.
3. Expand the Individual, Organization, or Household section, depending on the location of the
relationship you want to delete.
4. Locate the relationship you want to delete.
5. Click Delete. A confirmation screen appears.
6. Click Yes to remove the relationship.

Export a prospect’s relationship information
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Relationships section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Add an individual relationship for an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Relationships section, click Add, Individual. The Add a relationship screen appears.
3. In the Related organization field, search for the organization to add as a relationship. If the
organization is not already a constituent in the database, you can add the organization from the
search screen.
4. If you know the organization is not already a constituent,click Add in the Related organization
field.
5. Under Relationship, select the association the constituent and the related organization have
with each other and the start and end dates of the relationship.
6. Under General, select whether the organization is the primary business for the related individual.
7. If the organization is a matching gift company and has matching options set up on the
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Organization tab of its constituent record to match gifts for the related individual, select
whether the organization matches gifts received from the individual.
8. If the individual replaces a previous relationship, select This replaces the relationship with and
select the former organization relationship. After you save, an end date is automatically added to
the relationship you replaced.
9. Under Comments, enter any additional information about the relationship.
10. Select the Employment and contact information tab.
11. If the individual is an employee of the organization, under Employment information, enter
details about the employment, such as job title, career level, schedule, department, and
responsibilities.
12. Under Contact, select whether the individual is a contact for the organization. If you select
Individual is a contact, select the contact type and whether the related individual is the primary
contact for the organization.
13. By default, the Contact address, Contact phone, and Contact email address fields display the
primary information of the organization. To use a different contact information for the individual
as an organization contact, click Edit and enter the contact information. To remove contact
information, click Remove. If no contact information is specified or you remove existing
information, click Addto add an address, phone number, or email address for the contact
relationship.
14. The contact information entered here appears on the Contact tab of the individual’s constituent
record. If you delete the individual’s constituent record, the contact information remains on the
relationship.
15. Click Save.

Add a Relationship Screen (Individual Relationship for an Individual
Constituent)
Screen Item Description
Related
individual

Search for the individual to add as a relationship. If the individual is not already a constituent
in the database, click Add on the Individual Search screen.
If you know the individual is not already a constituent, you can click Add on the Add a
relationship screen instead of first going to the search screen.

[Constituent]
is the

Select the constituent’s affiliation to the related individual, such as Father or Client.

[Individual] is
the

Select the related individual’s affiliation to the constituent, such as Daughter or Attorney.
Your organization’s common reciprocal relationships for a selected relationship type appear
at the top of the list. For example, if you select that the constituent is the Father, therelated
individual displays Son and Daughter first, since they are the most common reciprocals for
Father. However, you can select another relationship type if necessary.
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Screen Item Description
Start date and
End date

Select the dates the relationship begins and ends. If the relationship is for an undetermined
length of time, leave the End date field blank.

This is the
spouse
relationship
for
[Constituent]

If the related individual is the spouse or domestic partner of the constituent, select this
checkbox.

These
individuals are
members of
the same
household

If the related individual is in the same household as the constituent, select this checkbox. If
you select This is the spouse relationship for [Constituent], the program automatically
selects this checkbox. If both the constituent and related individual are already members of
households, this checkbox is disabled.

Copy
[Constituent’s]
primary
contact
information

If you select This is the spouse relationship for [Constituent] or These individuals are
members of the same household and neither the constituent nor the related individual are
members of households, this checkbox appears. To copy the primary contact information from
the constituent to the record of the related individual, select this checkbox.

Comments

Enter any additional information to record about the relationship.

When you select this checkbox, the program automatically selects These individuals are
members of the same household.

If neither the constituent nor the related individual are members of households, the program
automatically creates a record of the new constituent household when you save the
relationship. If only one of the two constituents is a member of a household, the program
adds the other constituent as a member of the household.

If the constituent is in a household and the relationship you add is a member of the
household, you can click on the Additional relationships tab to specify the relationships
between the new household member and the existing members
Additional
relationships

If the constituent is in a household and the related individual is a member of the household,
select this tab to specify the relationships between the related individual and the existing
household members.

Edit an individual relationship for an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Relationships section.
3. Expand the Individual section.
4. Locate the individual you want to edit.
5. Click Edit. The Edit a relationship screen appears.
6. Make any necessary changes.
7. Click Save.
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Add an organization relationship to an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Relationships section, click Add, Organization. The Add a relationship screen appears.
3. In the Related individual field, search for the individual to add as a relationship. If the individual
is not already a constituent in the database, you can add the individual from the search screen.
4. If you know the individual is not already a constituent,click Add in the Related individual field.
5. Under Relationship, select the association the constituent and the related individual have with
each other, the start and end dates of the relationship, and whether the relation is the spouse of
the constituent or shares a household with the constituent.
6. When you select a relationship, your organization’s common reciprocal relationships appear at
the top of the list. For example, if you select that the constituent is the Father, the related
individual displays Son and Daughter first, since they are the most common reciprocal
relationships for Father. However, you can select another relationship type if necessary.
7. If you select This is the spouse relationship for [Constituent] or These individuals are
members of the same household and neither the constituent nor the related individual are
members of a household, the Copy [Individual’s] primary contact information checkbox
appears. Select whether to copy the constituent’s contact information to the record of the
related individual.
8. Under Comments, enter any additional information about the relationship.
9. If the constituent is in a household and the relationship you add is a member of the household,
select the Additional relationships tab to specify the relationships between the new household
member and the existing members.
10. Click Save.

Add a Relationship Screen (Individual Relationship for an Organization
Constituent)
Screen Item

Description

Related
individual

Search for the individual to add as a relationship. If the individual is not already a
constituent in the database, click Add on the Constituent Search screen.
If you know the individual is not already a constituent, click Add on this field to add the
constituent.

[Organization]
is the

Select the organization’s affiliation to the individual, such as Employer.

[Individua]l is
the

Select the individual’s affiliation to the constituent, such as Employee.
Your organization’s common reciprocal relationships for a selected relationship type appear
at the top of the list. For example, if you select that the organization is the Employer, the
related individual displays Employee first, since it is the most common reciprocal for
Employer. However, you can select another relationship type if necessary.
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Screen Item

Description

Start date and
End date

Enter the dates the relationship begins and ends. If the relationship is for an undetermined
length of time, leave the End date field blank.

This is the
primary
business for
[Individual]

If the organization is the primary business, such as the employer, for the individual, select
this checkbox.

The
organization
will match
contributions
for this
relationship

If the organization is a matching gift company and has matching options set up on its
constituent record to match gifts for the individual, select this checkbox.

This replaces
the relationship
with

If the individual replaces a previous relationship, select this checkbox and select the previous
individual relationship. After you save, an end date is automatically added to the
relationship you replaced.

Comments

Enter any additional information to record about the relationship.

Employment
information

If the individual is an employee at the organization, enter details about the employment,
such as the job title, job category, and career level to use in analysis for future cultivation.
You can also enter the employee schedule, department, division, and responsibilities if
applicable.
Constituents may have multiple current jobs, but only with different organizations. All
individual relationships with employment information appear on the Employment history
page, accessed from the Relationships tab of the organization

Contact

Select whether the individual is a contact for the organization. If you select [Individual] is a
contact, select whether the individual is the primary contact for the organization. When you
run a communications process that includes the organization, the primary contact receives
the communication.
By default, the Contact address, Contact phone, and Contact email address fields display
the primary contact information of the organization. To use different contact information
for the individual as an organization contact, click Editand enter the contact information. To
remove a contact address, phone number, or email address, click Remove. If no contact
information is specified or you remove existing information, click Add to add contact
information.
Thecontact information entered here appears on the Contact tab of the individual’s
constituent record. If you delete the individual’s constituent record, the contact information
remains on the relationship.

Edit an organization relationship for an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Relationships section.
3. Expand the Organization section.
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4. Locate the individual you want to edit.
5. Click Edit. The Edit relationship screen appears.
6. Make any necessary changes.
7. Click Save.

Add a group of household relationship for an individual
prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Relationships section, click Add, Group/Household. The Add a relationship screen
appears.
3. In the Related constituent field, search for and select the group or household to add as a
relationship.
4. Under Relationship, select the association the constituent and the group or household have with
each other and the start and end dates of the relationship.
5. Under Comments, enter any additional information about the relationship.
6. Click Save. You return to the Relationships tab.

Add a Relationship Screen (Constituent Group or Household
Relationship for a Constituent or a Constituent Household)
Screen Item

Description

Related constituent

Search for the group or household to add as a relationship.

[Constituent] is the

Select the constituent's affiliation to the related group or household.

[Constituent group]
is the

Select the related group or household’s affiliation to the constituent.

Start date and End
date

Enter the dates the relationship begins and ends. If the relationship is for an
undetermined length of time, leave the End date field blank.

Comments

Enter any additional information to record about the relationship.

Edit a group relationship with an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Relationships section.
3. Expand the Group section.
4. Locate the group you want to edit.
5. Click Edit. The Edit a relationship screen appears.
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6. Make any necessary changes.
7. Click Save.

Edit a household relationship with an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Relationships section.
3. Expand the Household section.
4. Locate the household you want to edit.
5. Click Edit. The Edit a relationship screen appears.
6. Make any necessary changes.
7. Click Save.

Add a prospect to an existing group or household
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Relationships section, click Add to a group or household. The Add constituent to group
or household screen appears.
3. In the Group/Household field, search for and select the group or household to which you want
to add this prospect.
4. Click Save.

Add a spouse relationship for an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Relationships section, click Add spouse. The Add a spouse screen appears.
3. In the Spouse field, search for the individual to add as a relationship. If the individual is not
already a constituent in the database, you can add the individual from the search screen.
4. If you know the individual is not already a constituent,click Add in the Spouse field.
5. Under Relationship, select the association the constituent and the related individual have with
each other and the start date of the relationship.
6. Click Save.

Delete a spouse relationship for an individual prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Relationships section, click Remove spouse. The Remove spouse screen appears.
3. Confirm the End date is correct and add any reason information.
4. Click Save.
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Supporting Information
Under Supporting information you can track notes entered about this prospect, view any attachments
such as Word documents or Excel reports, and view media links included on the prospect.
To view the supporting information of an individual prospect, select the Supporting information
section of the Biographical Information tab on the prospect's Wealth and Ratings screen screen.

Add a note to a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Supporting information section, click Add, Note. The Add a note screen appears.
3. Select a note type. Enter the date, title, author, and the content of the note.
4. Click Save.

Add a Note Screen
Screen Item

Description

Type

Select the type of note. The system administrator configures note types.

Date

Enter the date of the note.

Title

Enter the title, or purpose, of the note.

Author

To search for an author, click the magnifying glass. A search screen appears.

Notes

Enter the content of the note.

Edit a note on a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Notes section.
4. Expand the entry you want to edit.
5. Click Edit. The Edit a note screen appears.
6. Make any necessary changes.
7. Click Save.

Delete a note from a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Notes section.
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4. Expand the entry you want to delete.
5. Click Delete. A confirmation screen appears.
6. Click Yes.

Add a URL link to a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Supporting information section, click Add, Media link. The Add a media screen appears.
3. Select a media type. Enter the date, title, author, and the URL address.
4. Click Save.

Add a Media Link Screen
Screen Item

Description

Type

Select the type of media link. The system administrator configures media link types.

Date

Enter the date of the media link.

Title

Enter the title, or purpose, of the link.

Author

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

Media URL

Enter the URL for a website.

Open linked URL file on a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Media link section.
4. Expand the entry you want to open.
5. Click Open file.

Edit a URL link on a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Media link section.
4. Expand the entry you want to edit.
5. Click Edit. The Edit a media link screen appears.
6. Make any necessary changes.
7. Click Save.
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Delete a URL link from a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Media link section.
4. Expand the entry you want to delete.
5. Click Delete. A confirmation screen appears.
6. Click Yes.

Add an attachment link to a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Supporting information section, click Add, Attachment. The Add an attachment screen
appears.
3. Select an attachment type. Enter the date, title, and author.
4. Click Choose file to locate the file you want to attach.
5. Click Save.

Add an Attachment Screen
Screen Item Description
Type

Select the type of attachment. The system administrator configures attachment types.

Date

Enter the date of the attachment.

Title

Enter the title, or purpose, of the attachment.

Author

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

File

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

Edit an attachment on a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Attachment section.
4. Expand the entry you want to edit.
5. Click Edit. The Edit an attachment screen appears.
6. Make any necessary changes.
7. Click Save.
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Delete an attachment from a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Attachment section.
4. Expand the entry you want to delete.
5. Click Delete. A confirmation screen appears.
6. Click Yes.

Filter Supporting Information Display
You can filter information included in the Supporting information section of the Biographical
Information tab using the filter fields provided at the top of the section. If you do not see the fields,
click the filter icon at the top of the section.

Export a prospect’s supporting information - notes, URL links,
attachments
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Supporting information section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Prospect Notifications
Notifications allow you to share important information about a record or a group of records with
users. You can determine whether all users should receive a notification or only a targeted group of
users. For example, you may want all users to receive a notification when they open the record of a
board member.
Notifications appear on the information bar of a record.
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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 Supporting information section on the Biographical Information tab of the
record's Wealth and Ratings screen.

Add a notification to a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Note section.
4. Expand the note to which you want to add a notification.
5. Click Notification, Add. The Add notification screen appears.
6. Enter the necessary information.
7. Click Save.

Edit a notification on a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Note section.
4. Expand the note you want to edit.
5. Click Notification, Edit. The Edit notification screen appears.
6. Enter the necessary information.
7. Click Save.

Delete a notification from a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Supporting information section.
3. Expand the Note section.
4. Expand the note from which you want to delete a notification.
5. Click Notification, Delete. A confirmation screen appears.
6. Click Yes.

Prospect Attributes
You can use attributes to store specialized information about prospects when no field or tab exists for
that information. Attributes help track information that best meets your organization’s needs. For
example, you can use attributes to record hobbies, dietary preferences, special requests, or advocacy
activities.
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To view the attributes of an individual prospect, select the Attributes section of the Biographical
Information tab on the prospect's Wealth and Ratings screen screen.
Under Attributes, you can view attributes assigned to the prospect. For each attribute, you can view its
value, group, valid date range, and any comments about the prospect attribute. You can also manage
the constituent’s attributes.

Add a attributes to a prospect
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Attributes section, click Add. The Add constituent attribute screen appears.
3. In the Category field, select the type of attribute to assign to the prospect. Your organization
sets up attribute categories in Administration.
4. Enter or select the value of the attribute category to assign to the prospect.
5. If the attribute applies to the prospect for a finite duration, select the start and end dates of the
constituent attribute.
6. In the Comments field, enter any additional information to record about the attribute.
7. Click Save.

Add Constituent Attribute Screen
Screen Item Description
Category

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

Value

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

Start date and
End date

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

Comment

Enter any additional information to record about the value.

Edit a prospect attribute
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Attributes section.
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3. Expand the entry you want to edit.
4. Click Edit. The Edit constituent attribute screen appears.
5. In the Category field, select the type of attribute to assign to the prospect. Your organization
sets up attribute categories in Administration.
6. Enter or select the value of the attribute category to assign to the prospect.
7. If the attribute applies to the prospect for a finite duration, select the start and end dates of the
constituent attribute.
8. In the Comments field, enter any additional information to record about the attribute.
9. Click Save.

Delete a prospect attribute
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Attributes section.
3. Expand the entry you want to delete.
4. Click Delete. A confirmation screen appears.
5. Click Yes.

Export a prospect’s attribute information
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Attributes section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Educational Involvements
To view the educational involvements of an individual prospect, select the Educational involvements
section of the Biographical Information tab on the prospect's Wealth and Ratings screen screen.
Under Educational Involvements, you can view any educational activities or honors the prospect has
involvement with. For each activity, you can view its type, position held, name, and date range. You can
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also view any comments entered about the involvement, the institution affiliated with the involvement,
and any awards received as a result of the involvement. From the grid, you can manage the educational
involvement of the prospect.

Add a prospect educational involvement information
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Educational involvement section, click Add. The Add educational involvement screen
appears.
3. In the Type field, select the type of involvement to add, such as “Athletics” or “Study Abroad
Program.”
4. In the Name field, select the name of the involvement.
5. Enter the date range, if known, in which the individual participated in the involvement.
6. In the Educational institution, select the educational institution. The educational institutions
available are those for which the individual has an education record.
7. If the educational institution is affiliated with your organization, you can select the program,
college or school, division, department, and sub department to associate with this involvement.
The information available in these fields is based on the academic catalog set up for educational
institution in Administration. If the educational institution is not affiliated with your organization,
you can enter or select whichever program, college/school, and department information is
applicable.
8. In the Position field, enter the position held.
9. In the Award field, select any special recognition or award the individual received associated
with the involvement.
10. In the Notes field, enter any additional information about the involvement.
11. Click Save.

Add Educational Involvement Screen
Screen Item Description
Type

Select the type of educational involvement the individual participated in, such as Athletics
Program or Study Abroad Program.

Name

Select the name of the involvement.

Start date and
End date

Select the start and end dates the individual’s participation with the involvement.
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Screen Item Description
Educational
institution

Select the educational institution where the involvement occurs.

Program,
College/School
, Department,
Division, Sub
department

If the educational institution you selected is affiliated with your organization, you can select
program, college or school, division, department, and sub department information to
associate with the involvement. For example, you may track the program, school, and
department for an alumni’s internship. The program, college, and department are based on
what your organization has set up in the Educational Catalog in Administration.
If the educational institution is not affiliated with your organization, you can enter or select
whichever program, college/school, and department information is applicable.

Position

Enter the position held.

Award

Select any award, special recognition, or achievement the individual receives with the
involvement.

Notes

Enter any additional information about the involvement.

Edit a prospect educational involvement information
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Educational involvement section.
3. Expand the entry you want to edit.
4. Click Edit. The Edit educational involvement screen appears.
5. In the Type field, select the type of involvement to add, such as “Athletics” or “Study Abroad
Program.”
6. In the Name field, select the name of the involvement.
7. Enter the date range, if known, in which the individual participated in the involvement.
8. In the Educational institution, select the educational institution. The educational institutions
available are those for which the individual has an education record.
9. If the educational institution is affiliated with your organization, you can select the program,
college or school, division, department, and sub department to associate with this involvement.
The information available in these fields is based on the academic catalog set up for educational
institution in Administration. If the educational institution is not affiliated with your organization,
you can enter or select whichever program, college/school, and department information is
applicable.
10. In the Position field, enter the position held.
11. In the Award field, select any special recognition or award the individual received associated
with the involvement.
12. In the Notes field, enter any additional information about the involvement.
13. Click Save.
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Delete a prospect educational involvement information
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Educational involvement section.
3. Expand the entry you want to delete.
4. Click Delete. A confirmation screen appears.
5. Click Yes.

Export a prospect’s educational involvement information
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Educational involvement section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Educational Institution Information
To view the education history of an individual prospect, select the Educational institutions section of
the Biographical Information tab on the prospect's Wealth and Ratings screen.
Under Educational institutions, you can view the education institutions and programs the prospect
attends or has attended in the past. For each educational institution, you can view the date attended,
degree received, class year, program, and educational status. You can also view whether the program is
the primary education for alumni information. Typically, the most recent program attended is the
primary education for the prospect.

Add a prospect educational institution
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. In the Educational institution section, click Add. The Add education history screen appears.
3. To designate the education program being added as the primary education for the individual,
select Primary education information. If this is the first education history record for the
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constituent, it will be marked as primary automatically.
4. In the Educational institution field, select the institution that the individual attends or attended.
5. In the Program field, select the program the individual attended at the institution, such as
Undergraduate.
6. In the From and To fields, select the dates the individual attended the selected program at the
institution.
7. In the Status field, select the educational status of the individual at the institution, such as
“Currently attending” or “Graduated”. If you are unsure of the status, select “Unknown”.
l

Depending on the status selected, enter additional information about the educational
status, such as the date the individual graduated, the level achieved, or the reason for an
unknown status.

8. In the Degree and Honor awarded fields, select the degree of the program attended, such as
BA or PhD, and whether the individual received the degree at the institution.
9. In the Class of field, enter the actual class year for the individual at the institution.
l

If the individual identifies with a graduating class different than the actual class year, in the
Preferred class of field, enter the preferred class year for the individual.

10. In the Information source and Source date fields, select the source for the education
information and the date you receive it.
11. In the Comments field, enter any additional information about the individual’s history at the
educational institution.
12. Under Graduation information, if the individual graduated, enter the date, the individual’s class,
and the class with which the individual prefers to identify. For example, the individual be
assigned a different class than her peers because of a late or early graduation. But the individual
may prefer to list the same class as her peers.
13. Under Additional information, enter information about the education history, such as the
college or school attended at the institution, department, or degree type.
14. Click Save.

Add Education History Screen
Screen Item

Description

Educational
institution

Select the primary school, university, or other educational institution the individual
attends.

Primary education
information

To designate the program as the primary education for the individual, select this
checkbox. Typically, the primary education is the most recent program attended or the
education most important to the individual or your organization. If this is the first
education history record for the constituent, it will be marked as primary automatically if
the educational institution is marked as affiliated in the Educational Catalog in
Administration.

Status

Select the educational status of the individual with the institution, such as Currently
attending or Graduated.
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Screen Item

Description

Program

Select the program the individual attends at the institution, such as Undergraduate.

Dates attended

In the From and To fields, select the dates the individual attended the selected program
at the institution.

Level

If you select a status of Currently attending, this field appears. Select the level that the
individual most recently achieved in the program.

Reason

If you select a status of Unknown, this field appears. Select the reason for the unknown
status.

Degree

Select the degree of the program the individual attends at the institution.

Honor awarded

Select whether the institution awarded the individual with the selected degree. If you are
unsure, leave this field blank.

Information source Select the source for the education history information.
Source date

Select the date you receive the education history information.

Comments

Enter any additional information about the education history with the program.

Graduation date

If you select a status of Graduated, this field appears. Select the date the individual
graduated from the program.

Class of

Enter the actual class year of the individual.

Preferred class of

If the individual identifies with a class year other than the actual class year, enter the
preferred class year of the individual.

Additional
information

Enter additional information about the program, such as its college or school,
department, or degree type at the educational institution.

Add a prospect educational institution
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Educational institution section.
3. Expand the entry you want to edit.
4. Click Edit. The Edit education history screen appears.
5. To designate the education program being added as the primary education for the individual,
select Primary education information. If this is the first education history record for the
constituent, it will be marked as primary automatically.
6. In the Educational institution field, select the institution that the individual attends or attended.
7. In the Program field, select the program the individual attended at the institution, such as
Undergraduate.
8. In the From and To fields, select the dates the individual attended the selected program at the
institution.
9. In the Status field, select the educational status of the individual at the institution, such as
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“Currently attending” or “Graduated”. If you are unsure of the status, select “Unknown”.
l

Depending on the status selected, enter additional information about the educational
status, such as the date the individual graduated, the level achieved, or the reason for an
unknown status.

10. In the Degree and Honor awarded fields, select the degree of the program attended, such as
BA or PhD, and whether the individual received the degree at the institution.
11. In the Class of field, enter the actual class year for the individual at the institution.
l

If the individual identifies with a graduating class different than the actual class year, in the
Preferred class of field, enter the preferred class year for the individual.

12. In the Information source and Source date fields, select the source for the education
information and the date you receive it.
13. In the Comments field, enter any additional information about the individual’s history at the
educational institution.
14. Under Graduation information, if the individual graduated, enter the date, the individual’s class,
and the class with which the individual prefers to identify. For example, the individual be
assigned a different class than her peers because of a late or early graduation. But the individual
may prefer to list the same class as her peers.
15. Under Additional information, enter information about the education history, such as the
college or school attended at the institution, department, or degree type.
16. Click Save.

Delete a prospect educational institution
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Educational institution section.
3. Expand the interest you want to delete.
4. Click Delete. A confirmation screen appears.
5. Click Yes.

Export a prospect’s educational institutions information
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Educational institutions section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
l

Open the export file and review the content before saving

l

Save the export file to a location you select

l

Cancel the export process

6. If you save the export file, a new message box appears, allowing you to:
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l

Open the export file

l

Open the folder in which the export file was saved

l

View all downloads

Go to a prospect's educational institution
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Educational institution section.
3. Expand the institution you want to go to.
4. Click the linked educational institution name. Institution's record screen appears.
5. Click Back to return to the Wealth and Ratings page.

Constituent History
From the constituent record, you can view an audit of the changes made to the record. From a
constituent, click the History tab.
Under History, you can view the changes and revisions made to the constituent record. For each
change, you can view the date and time of the change, the action performed, the field affected, the
field values before and after the action, and the user or process that performed the change. In the
Application column, you can also view the application from which the change was made. For changes
made through regular use of the program, “Blackbaud App Server” appears. To make sure the grid
displays the latest information, click Refresh List on the action bar.
To help find a specific change, you can filter the history information that appears. On the action bar,
select the criteria of the information to view, and click Apply. You can select to view historical
information by a specific user and of a specific action. In the Show field, you can select to view
changes made during a specific time frame, such as Last 30 days, Last 6 months, or Last year. If you
select “Specific date range”, enter the time period in the Start date and End date fields. To remove
the selected filters and display all history information, click Reset on the action bar.

Constituent Origin
Constituent origin information tracks the source for the constituent record. If a constituent comes to
your organization to be a volunteer, you might assign the constituent a source of Volunteer. If a
constituent is added at the same time revenue is added (a new constituent gives a donation, for
example) or if a constituent has no source information and revenue is added (an existing constituent
with no revenue history gives a donation, for example), a default constituent source code may be
assigned which is tied to the revenue.
To view or edit constituent origin information from a constituent, click History under More
information. On the Origin tab, click Edit. You can edit or select a constituent source. The date the
record was added is not editable.
Origination information is also available in Query so you can analyze your data and measure how
effective your constituent sources are.
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View prospect biographical information imported from Marquis Who’s Who or
Experian
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Biographical data section. All existing records display.
3. The Source column displays from which data source the information was gathered.

4. Expand any record to view record details. From the expanded view, you can also confirm, reject,
edit, or delete the data.
Tip: Experian data is compiled from a combination of over 300 public and proprietary sources.
The sources are compiled to produce final biographical details for each unique individual.
Additional values are composed by modeling marketing database elements.

Filter Biographical Data Display
You can filter information included in the Biographical data section of the Biographical Information
tab using the filter fields provided at the top of the section. If you do not see the fields, click the filter
icon at the top of the section.

Prospect Biographical Data
On the Biographical Information tab, you can view prospect biographical information imported from
Marquis Who’s Who or Experian.
Experian data is compiled from a combination of over 300 public and proprietary sources. The sources
are compiled to produce final biographical details for each unique individual. Additional values are
composed by modeling marketing database elements.
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The Who’s Who data source includes detailed biographical information on over 1,000,000 individuals.
To obtain this information, Marquis matches the WealthPoint file against 20 volumes, including all
regional publications: Who’s Who in Finance & Industry, Who’s Who of Emerging Leaders in America,
and Who’s Who in America.

How to add biographical data
1. From the prospect’s Biographical Information tab, expand the Biographical data section, and
click Add. The Add biographical data screen appears, displaying the Name & address tab.
l

The Name & address tab includes name, home address, business address, birth
information, and gender. You can edit any information contained on this screen.

l

The Bio 1 tab includes education, personal, family, award, and membership information.

l

The Bio 2 tab includes civic and military service information.

l

The Career tab includes career, occupation, position, and certification information.

2. To save your changes and return to the Biographical tab, click Save.

About the Name & Address tab
The Name and address tab houses general information about the constituent: full name, birth date,
home address, business address.

Field Name

Field Explanation

Source

Source of the biographical information. For example, if the information was provided
by Marquis Who’s Who, the information is entered in this field.

Name

Constituent’s full name.

Gender

Constituent’s gender.

Birth Date

Month, day, and year of constituent’s birth.

Deceased Date

Date of constituent’s death, if the record shows he passed away.

Birthplace

City and state of constituent’s birth.

Home address frame

Constituent’s home address.

Business address frame

Constituent’s business address.

Notes

Any additional information associated with the constituent’s wealth information
biography.

About the Bio 1 tab
The Bio 1 tab houses education, membership, and personal information about the constituent.
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Field Name

Field Explanation

Education box

Information collected about the constituent’s education.

Personal box

Personal information, such as names of parents and job history, collected about the
constituent.

Family box

Information collected about the constituent’s family history.

Awards box

Information collected about the constituent’s awards (scholarships, fellowships).

Memberships box

Information collected about the constituent’s memberships (Rotary Club, sorority).

About the Bio 2 tab
The Bio 2 tab houses avocation(s)/interests, religious/political affiliations, and civic/military service
information about the constituent.

Field Name

Field Explanation

Avocation
(s)/Research/
Interests box

Avocation(s), such as reading and writing; research; and general interest information
collected about the constituent.

Political/Religious
affiliations box

The constituent’s affiliation with a specific religion or political party.

Civic/Military service
box

Details about the constituent’s military service and any information collected about the
constituent’s civic duties.

Law box

Legal affiliations.

Thoughts on life box

The constituent’s theories/thoughts on life.

About the Career tab
The Career tab houses information about the constituent’s career/profession.

Field Name

Field Explanation

Career box

Information collected about the constituent’s professional career.

Occupation box

Information collected about the constituent’s occupation, such as the name of the
occupation and duties.

Positions held box

Information collected about professional positions held by the constituent.

Certifications box

Information collected about any certifications held by the constituent.
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Add Biographical Information Screen
Name and Address Tab
The Name and address tab houses general information about the constituent: full name, birth date,
home address, business address.

Field Name

Field Explanation

Source

Source of the biographical information. For example, if the information was provided
by Marquis Who’s Who, the information is entered in this field.

Name

Constituent’s full name.

Gender

Constituent’s gender.

Birth Date

Month, day, and year of constituent’s birth.

Deceased Date

Date of constituent’s death, if the record shows he passed away.

Birthplace

City and state of constituent’s birth.

Home address frame

Constituent’s home address.

Business address frame

Constituent’s business address.

Notes

Any additional information associated with the constituent’s wealth information
biography.

Bio 1 Tab
The Bio 1 tab houses education, membership, and personal information about the constituent.

Field Name

Field Explanation

Education box

Information collected about the constituent’s education.

Personal box

Personal information, such as names of parents and job history, collected about the
constituent.

Family box

Information collected about the constituent’s family history.

Awards box

Information collected about the constituent’s awards (scholarships, fellowships).

Memberships box

Information collected about the constituent’s memberships (Rotary Club, sorority).

Bio 2 Tab
The Bio 2 tab houses avocation(s)/interests, religious/political affiliations, and civic/military service
information about the constituent.
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Field Name

Field Explanation

Avocation
(s)/Research/
Interests box

Avocation(s), such as reading and writing; research; and general interest information
collected about the constituent.

Political/Religious
affiliations box

The constituent’s affiliation with a specific religion or political party.

Civic/Military service
box

Details about the constituent’s military service and any information collected about the
constituent’s civic duties.

Law box

Legal affiliations.

Thoughts on life box

The constituent’s theories/thoughts on life.

Career Tab
The Career tab houses information about the constituent’s career/profession.

Field Name

Field Explanation

Career box

Information collected about the constituent’s professional career.

Occupation box

Information collected about the constituent’s occupation, such as the name of the
occupation and duties.

Positions held box

Information collected about professional positions held by the constituent.

Certifications box

Information collected about any certifications held by the constituent.

Edit Biographical Data from Marquis Who’s Who
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Biographical data section. All existing records display. The Source column displays
from which data source the information was gathered.
3. Expand any record you want to edit.
l

l

Click Edit. The Edit biographical information screen appears, displaying the Name &
address tab.
The Name & address tab includes name, home address, business address, birth
information, and gender. You can edit any information contained on this screen.

l

The Bio 1 tab includes education, personal, family, award, and membership information.

l

The Bio 2 tab includes civic and military service information.

l

The Career tab includes career, occupation, position, and certification information.

4. To save your changes and return to the Biographical tab, click Save.
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Edit Biographical Data from Experian
Tip: Experian data is compiled from a combination of over 300 public and proprietary sources. The
sources are compiled to produce final biographical details for each unique individual. Additional
values are composed by modeling marketing database elements.
1. From the prospect’s Wealth and Ratings page, select the Biographical Information tab.
2. Expand the Biographical data section. All existing records display. The Source column displays
from which data source the information was gathered.
3. Expand any record you want to edit.
4. Click Edit. The Edit biographical data screen appears.
5. Make any necessary changes.
Note: When editing Experian data, fields left empty on the edit screen do update in the
ResearchPoint record if the Experian record contained data for the fields. For example, if the
Birth date field displays empty when editing, but birth date information is included in the
Experian record, this information is included in the ResearchPoint record.
6. To save your changes and return to the Biographical tab, click Save.

Confirm Biographical Data
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Biographical data section. All existing records display.
3. Expand any record you want to confirm.
4. Click Confirm. When confirming Experian data, the Update <prospect name> record appears,
allowing you to review and edit data before confirming.
Note: When confirming Experian data, blank fields on the ResearchPoint record update
automatically. For example, if the Experian record has a birth date and the ResearchPoint
record does not, upon confirming the Experian record, the birth date automatically transfers to
the ResearchPoint record.
5. A check mark appears in the Confidence column.
Tip: Click Clear status to remove the check mark from the Status column and return the status
to “Unconfirmed”.

Unconfirm a prospect’s biographical data information
The Clear status option also removes the "Reject" tag.
1. From the prospect’s Wealth and Ratings page, select the Biographical information tab.
2. Expand the Biographical data section.
3. Locate and select the record you want to unconfirm.
4. On the action bar, click Clear status to remove the check mark from the Confidence column
and return the status to “Unconfirmed.”
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Reject prospect biographical data information
1. From the prospect’s Wealth and Ratings page, select the Biographical information tab.
Note: To access this tab, run a constituent search for the constituent record for which you want to
view affiliation information. The constituent's Wealth and Ratings page appears. Select the Affiliations
tab.
2. Expand the Biographical data section.
3. Locate and select the record you want to reject.
4. On the action bar, click Reject. The “Reject” icon displays in the Confidence column.
Click Clear status to remove the icon from the Confidence column.

Delete a prospect’s biographical data information
Note: Deleting a record does not prevent the record from being included in future WealthPoint
updates. The next time you run a WealthPoint update on the prospect, the deleted record reappears
in the results. To permanently remove the record from a prospect’s WealthPoint data, you can reject
the record.
1. From the prospect’s Wealth and Ratings page, select the Biographical information tab.
2. Expand the Biographical data section.
3. Locate and select the record you want to delete.
4. On the action bar, click Delete. A confirmation screen appears.
5. Click Yes to remove the entry.

Export a prospects’s biographical data information
1. From the prospect's Wealth and Ratings screen, click the Biographical Information tab.
2. Expand the Biographical data section.
3. From the menu bar in the section, click the drop-down arrow next to Export list.
4. The drop-down menu allows you to export the content to a CSV or XLSX format. Select your
format.
5. At the bottom of the page, a message box appears. From here, you can:
a. Open the export file and review the content before saving
b. Save the export file to a location you select
c. Cancel the export process
6. If you save the export file, a new message box appears, allowing you to:
a. Open the export file
b. Open the folder in which the export file was saved
c. View all downloads
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Social Summary
On the Social Summary tab, you track the social media accounts for your prospects and if you have the
Social Media Finder subscription, social media accounts, profile images, demographics, and ratings
appear here after a WealthPoint screen.

Tip: If you are interested in the Social Media Finder add-on subscription, contact your Blackbaud
Account Representative or email us at solutions@blackbaud.com.

About Social Media Finder
Social Media Finder is a Target Analytics service based on a new data source for WealthPoint. Dun
& Bradstreet's PeopleGraph uses email addresses you provide for your prospects in ResearchPoint
and searches for social media accounts, profile images, ratings, and associated biography details.
Unlike other data sources in WealthPoint, when you perform a WealthPoint screen for social media
information, you are not returning results from a Target Analytics database. Instead, we're using
PeopleGraph's API to search and return results directly from them. Therefore, when PeopleGraph
updates its database, it will be immediately available to you the next time you perform a WealthPoint
screen. While PeopleGraph may update the social media services in their database, they currently have
over 90 social sources in its search including Facebook, Twitter, LinkedIn, Flickr, Etsy, Google+, Instagram,
Pinterest, tripadvisor, WordPress, Vimeo, YouTube, and more.
Note: PeopleGraph may add social media sources at any time. If we hear of new services added, we
will inform you. Potentially, they may have to adjust or remove some of their social media services
due to privacy changes and API restrictions, For example, as a social media service increases in
popularity, so does the value of their data as a revenue source. Some services will choose to maintain
a very open API, like Twitter. However, others can decide to restrict access to data in their API at any
time. Keep note of these two possibilities when you screen prospects.
However, just as with wealth data, if prospects do not want their social media information shared, most
services enable users to voluntarily implement strict privacy settings. And, users are allowed to change
their privacy settings at any time so your results may change based on user preferences.
Note: Target Analytics and our data providers are contractually bound to comply with all local,
national, and international legal requirements related to the collection, transfer, and storage of social
media information and other constituent data. As an analytics provider of a publicly traded company,

www.blackbaud.com/howto/researchpoint

pg. 135

chapter 1: P R OSPE C T R E SE AR C H W E AL T H R E C OR D

maintaining compliance with the law is our top priority - we will not offer any solution that we
believe puts our clients or shareholders at risk.

How Social Media Finder Works
Social Media Finder returns data on a WealthPoint screening only. With or without the Social Media
Finder subscription, all records will have a Social Summary tab on the wealth and ratings record. A
Social Media Finder subscription is not required to add and maintain social media accounts manually.
However, with Social Media Finder, social data that returns from a WealthPoint screen lives on the
Social Summary tab with the manually entered social media accounts.
During a WealthPoint screen, the first name, last name, and up to 5 email addresses are sent to
PeopleGraph. Priority is given to the primary email address on record. The primary email address and
the next 4 most recently added email addresses are sent to PeopleGraph for their social media search.
If you integrate with The Raiser's Edge, the email addresses on The Raiser's Edge constituent record
are given priority over the email addresses on the prospect record in ResearchPoint. Because The
Raiser's Edge constituent record is the contact record of choice, we send any email addresses in The
Raiser's Edge to PeopleGraph first. Therefore, if you have five email addresses on the constituent
record and none match the two email addresses on the prospect record in ResearchPoint, we send
the email addresses from The Raiser's Edge to PeopleGraph and not the email addresses in
ResearchPoint. Raiser's Edge email addresses marked as inactive are not sent to PeopleGraph and will
not return social media data.
Tip: We recommend you verify email addresses before you screen and consider re-screening when
you receive a new email address. For example, it can be common for people to have multiple email
accounts for different purposes. It is possible that little or no social media accounts may return for
your prospect because you may not have the personal email address he or she used as the contact
email on the social media service account.
Ultimately, the success of the individual or group wealth screen for social media information depends
on the record or records you send to PeopleGraph. Consider that older constituents may not have the
number of accounts that younger constituents have. Have you been able to verify both personal and
professional emails for your constituent? And, do your prospects want to be found on social media?
Those who do return large amounts of data hold even more value over other prospects because they
likely have invested much time in developing their online network, influence, and outreach. You should
consider developing a relationship with those who return high ratings and large numbers of accounts
because they may be great candidates for furthering the message of your organization.
To delete all PeopleGraph social information before you perform a new wealth screen, click Delete
social summary. Only PeopleGraph data is deleted (ratings, biography details, social media images, and
accounts); your manually added accounts remain on the record.

Social Media Images
When PeopleGraph searches for your prospect, they return one social media image per email address.
However, because it's an image, PeopleGraph can't determine which profile image from a social media
account most looks like your prospect. For example, is the picture that returns for a social media
account a headshot, group photo, beloved pet, grandchild, or a field of flowers? Instead, PeopleGraph
picks the best image based on a formula they developed. The formula to decide which image to
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return for each email address is based on which account they determine most important. Therefore,
the social media images that return may not be what you consider most important in the prospect
research world.
We recommend you review the images and delete those that are not applicable. However, just like
other data from WealthPoint, it can return on your next wealth screen. If there is an image that captures
the prospect well, you can easily use the image as your main profile image or save to your computer.
When you scroll through the images that return, click Use as main profile image to quickly update the
constituent's main profile image. The old constituent image deletes and is replaced by the new one
from your WealthPoint screen.

Social Media Ratings
The influence and outreach scores are provided by PeopleGraph and are based on Twitter accounts. If a
prospect does not return a Twitter account, they will not have ratings.
The Social Media rating is based on a Target Analytics algorithm. Among other factors, the algorithm
does consider the influence rating, outreach rating, and number of social media accounts returned.
For more information about the meaning of the social media, influence, and outreach ratings, review
the rating descriptions.

Social Media Data Recommendations
While social media is a quickly evolving yet newer field of data, there is much to be done with the data
that does return. Use these ideas for how to leverage social media information to the benefit of your
organization.
1. Use social media accounts to verify information about your prospect including occupation,
employer, interests, and affiliations.
2. Use social media to identify your most important content cultivators and influencers. Not only
can you search for prospects who have the capacity to donate to your organization but you can
identify people who can use their great influence on social media to promote your cause. For
example, have you heard that your organization is planning an important event? You may want
to consider researching and providing your event coordinators a list of those with great social
media influence so they can invite them to the event. Well connected individuals can help
promote the event and increase awareness.
3. Use social media to confirm relationships and connections. Can you identify someone at your
organization (donor, employee, trustee) that already has an established relationship with the new
prospect? Social media can help you determine if there's someone who can give your
fundraisers the edge with a personal introduction.
4. Which social media services should you invest your time developing a strong message and
network for your organization? Base your decision on the most popular social media accounts
that return for your constituents. If most of your constituents are on Twitter, LinkedIn, or
Facebook, develop your accounts there and then perhaps consider whether you can finally close
your Myspace or Google+ account.
5. Provide fundraisers the key social media accounts that can help them to get to know and
connect with prospects.
6. Create a constituent query and filter records by social media service. For example, you can create
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a filtered list of just prospects with a Twitter account and provide it to the person in your
organization who's in charge of updating and growing your organization's social media
accounts. A list of constituents who care about your organization and a link to their related
account can grow your network and influence much more quickly than organic, word of mouth
growth.

Social Media Biography Details
Based on the data PeopleGraph finds, we provide a Social Media Summary for your prospect. To review
the information, from the Social Summary tab of a wealth and ratings record, click Review details.
The information for the social media biography summary fields are based upon the social media
accounts returned by PeopleGraph. If the location, occupation, company, name, or gender fields are
inaccurate or incomplete, you can update the information. For example, PeopleGraph may populate the
gender field with "Unknown" based on the social media data it finds, however you likely know and can
update that information.
To show you how PeopleGraph found the location, occupation, and company, we provide a details
section with the information found for each email address sent to PeopleGraph.

Social Media Accounts
On the wealth and ratings record, Social Summary tab, the Social media accounts section enables you
to track your prospect's profiles on social media services. Both the accounts you add, and if you have
the Social Media Finder subscription, the accounts that return on a WealthPoint screening appear here.

Tip: With Social Media Finder, new services are automatically added to Social Media Services page in
Prospects, Configuration when they return on a wealth screening. If you do not have a subscription,
you will need to set up the services manually.
When you periodically screen prospects with WealthPoint, new information can return, especially if you
were able to send a new email address. However, before you screen, you can chose to Delete social
summary. All data that PeopleGraph returns, including social media images, social media biography,
social media ratings, and social media accounts, will delete. Then, when you perform a wealth
screening, it is possible to return less or different accounts than the last time you screened. There are
three main reasons this can occur:
1. Did the email addresses change since the last time you wealth screened the prospect? Were any
email addresses marked do not contact? Those emails are not sent to PeopleGraph.
2. The prospect could have changed his or her privacy settings for the social media service.
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3. The social media service could have changed its privacy settings and terms for its API, and
therefore restricted PeopleGraph's ability to locate records based on email address.

Helpful Tips
l

l

Only manually added and confirmed social media accounts appear as icons below the profile
picture on the wealth and ratings record.
The links in the list are clickable. For example, click a social media service link in the URL column
to open the social media account in a new browser tab.
Tip: Facebook and other account links work better if you log in to Facebook first. We
recommend you log in to Facebook before you click social media icons or URLs on a wealth
and ratings record.

l

l

l

l

When you delete a social media account that returned from a wealth screening, it operates the
same as other wealth data that returns. It removes the information temporarily, but it can return
on the next WealthPoint screening.
To confirm the social media account is your prospect's, use the URL and match code description
to determine if the data from PeopleGraph is accurate.
Raiser's Edge email addresses marked as inactive are not sent to PeopleGraph and will not return
social media data.
To remove the confirmed or rejected status from a social media account, click the double arrows
for the record's row in the list and click Clear status.

Add or Edit a Social Media Account
Whether or not you subscribe to Social Media Finder, you may need to add an account manually. For
example, if you do not know the email address for a prospect but a basic Google search of the person
based on name and geography returns an account, you will want to track this on the wealth and ratings
record.
To add a new account, from the Social Summary tab of a wealth and ratings record, in the Social
media accounts section, click Add.
To edit an existing account, from the Social Summary tab of a wealth and ratings record, in the Social
media accounts section, click the down arrows for the account you want to update, and click Edit.
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1. Select the social media service for the account. If the service you want doesn't appear in the
dropdown, you need to add it in Prospects, Configuration first.
2. For Twitter, enter in the prospect's Twitter account name. For all other services, enter the full
URL to the prospect's social media account.
3. Enter in the User ID for the social media service. Often, the ID is a portion of the account's
URL. For example, if the Facebook URL for Mark Zuckerberg is https://www.facebook.com/zuck,
the portion of the URL that is his ID is "zuck."
For some social media services, the User ID will auto populate based on the URL.
4. If known, select the account type and information source. You can add new account types and
information sources on the fly. If this record is for information purposes and the prospect
requests not to be contacted through the social media service, select the checkbox.
5. Before you navigate away, we recommend you test the account's link. Click Test page. A new
browser tab appears for you to confirm the link works and the profile matches your prospect.
6. Click Save. You return to the wealth and ratings record.
If you edit information for an account that returned from a wealth screening, your edits are not
overwritten the next time you run a wealth screening.
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Social media rating:
5 – Social Influencer: Individuals who are very heavy social users, and often share content. They have
large followings, which gives them major influence when they interact with others. They are normally
very involved on Twitter and Facebook, with multiple posts per day. Most importantly, their content is
frequently re-shared by others. Individuals and companies will target influencers directly because of
their large networks. They hope the influencers can help spread their message.
4 – Content Cultivator: Heavy social users who are very active, but do not carry the network size or
have the impact of a true influencer. While they have less impact than the influencer, they can be very
helpful to nonprofits because they habitually share content. These individuals are great to connect with
because they increase the chances of your message reaching a large audience.
3 – Socially Connected: Individuals in this segment have a presence on all three major networks,
Facebook, LinkedIn, and Twitter. Also, they often use other platforms (ex. Pinterest and Instagram) but
interact with a smaller social circle than influencers or cultivators. They are less likely to share content,
or shift people's point of view with their opinions. They use social often, but more for entertainment
and family interactions.
2 – Multi-Networker: Individuals who are socially-savvy enough to have a presence on several
platforms, but are largely passive users. They log into Facebook several times a week to change their
status, and sometimes have LinkedIn or Twitter accounts. However, social media is a small part of their
lives. Because they aren't as engaged, they are not as exposed to content they may relate to and as a
result, share with others infrequently.
1 – Social Starter: Individuals who typically have only one social media account. They also aren't heavy
users and have very little influence. Most often they use only Facebook, and on average are older than
the mainstream social media user. They are only engaged on the network because their peers or family
members are, and they log in occasionally to see "what's going on."
0 – Unconnected: We were unable to find social media accounts linked to the prospect's email
address.

Influence rating:
The influence rating is based on how likely others are to retweet or share that individual's social media
posts with their networks. The higher the influence rating the better. Those whose content gets shared
regularly help shape other people's opinions. Anything above 700 is considered excellent.

Outreach rating:
The outreach rating ranks how likely a user is to comment on or share content on Facebook and retweet
others’ social media posts within his or her network on Twitter. A good score means the person is a
“sharer,” and someone that may help spread your message. A score of seven or higher is considered
excellent.
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Prospect Research Report
The Prospect Research Report provides details about a selected prospect’s wealth information. To
access the report, click the Prospect research report link under Reports on the prospect’s Wealth and
Ratings page. Once the Prospect Research Report page appears, use the grid at the top of the page to
select what information you want to include in the report.
You can base your report on a selected Confidence rating and selected report template. To use only
selected sections defined in your template, in the Report template field at the top of the report page,
select the template you want to use.
Note: The Print functionality on this report is an activeX control that works only in Internet Explorer.
If working in another browser, export the report to a PDF to print.
Tip: The Prospect Research Report is available for only individual constituents, not organizations.

Export a prospect research report to an outside
application
1. Run the Prospect Research Report.
2. At the top of the report page, click the drop-down menu next to the Export icon.
3. Select the export option. For example, you can select "CVS" if you want to export to Excel or
Acrobat (PDF) file.
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