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Manage Subcategories

To further define and expand an interaction category, you can assign it subcategories to break down its definition
into multiple types. For example, you can create a Contact Reason interaction category with subcategories of
Follow-up, Schedule Visit, and Solicitation. To view the subcategories of an interaction category, click the name of
the category in the grid. The subcategories page for the interaction category appears.

In the grid, you can view the active status of each subcategory. To view inactive subcategories, click Filter, select
Include inactive, and click Apply.

Add Interaction Subcategories

To further define and expand an interaction category, you can add subcategories to break down its definition
into multiple types. For example, for a Phone interaction category, you can add subcategories of Home, Office,
and Mobile.

P Add subcategories to an interaction category

1. From Marketing and Communications, click Interaction categories and subcategories under
Configuration. The Interaction Categories and Subcategories page appears.

2. Click the interaction category's name to access its subcategories page.
3. Click Add. The Add a subcategory screen appears.

4. Enter a unique name to help identify the subcategory.

5

Click Save. You return to the subcategories page.

Reorder Interaction Subcategories

For an interaction category with a user-defined sort method, you can reorder the subcategories. For example,
you can arrange the subcategories so the common subcategories appear first in the list.

P Arrange the order of user-defined subcategories

1. Onthesubcategories page for the interaction category, click Re-order subcategories. The Re-order
subcategories screen appears.
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2.

3.

Under Subcategory, select the subcategory to arrange in the order and click the up or down arrow as
necessary.

Click Save. You return to the subcategories page.

Letter Template Library

In the Letter Template Library, you can add and manage Microsoft Word templates for use with communications
such as membership cards and correspondence with constituents. For example, after you add a constituent
letter template, you can use it to send letters to constituents. To send a letter to a constituent, from the
constituent's record, click Write a letter on the Contact tab or under Tasks. For more information about the
Write a Letter feature, refer to the Constituents Guide.

Add Letter Templates

From the Letter Template Library page, you can add templates to use in various types of communication efforts.

P Add a letter template

1.

From Marketing and Communications, click Letter template library under Configuration. The Letter
Template Library page appears.

Click Add. The Add letter template screen appears.

Add letter template
MNarme:
Description:
Letter type: | Membership card e
W
Output format: Membership card output it
Letter: <File not specified>
= Choose file
& Clearfile
I i 1
o Help | Save |_ Cancel |

Enter a unique name and description to help identify the template.

In the Letter type field, select the type of communication to use the template. The template is available
only in areas of the program where the letter type is available.

If you select “Constituent Letter” as the letter type, the Output type field is enabled. Select “Output
format” to use a program-defined set of export fields or “Export definition” to use a user-defined set of
export fields.

In the Output format field, select the output format to determine how to export the data for mail merge.
The output format filters the constituent information in the communication. For example, a standard
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10.

output format uses the constituent’s primary address, while a seasonal output format uses a seasonal
address. The selected letter type determines the available output formats.

If you selected “Export definition” as the output type for a constituent letter, select a constituent export
definition in the Export definition field. Only constituent export definitions with Allow definition to be
used by other areas of the application selected on the Options tab of the Export Definition Properties
screen can be used for constituent letters. For more information about the Allow definition to be used
by other areas of the application option, refer to the Query and Export Guide.

In the Letter field, click Choose file to select the *.docx file to use as the template. After you select a file,
you can click its link in the Letter field to edit the document. To remove a file from the field, click Clear
file.

Warning: While the program will upload *.doc or other document file types, these are not supported
by the mail merge feature. To use mail merge, you must upload a Word document with the *.docx file
extension.

To restrict use of the template to a specific site at your organization, in the Site field, select the site to use
the template.

Click Save. You return to the Letter Template Library page. The template appears in the Letter template
grid.

Generate a Header File for Letters

From the Letter Template Library, you can generate a header file that includes the merge fields available for a
letter template. The fields included in the header file are determined by the selected output format or export
definition. When you create a mail merge letter in Word, use the generated header file for your record source.

P Generate a header file for letters

1.

From Marketing and Communications, click Letter template library under Configuration. The Letter
Template Library page appears.

Under Tasks, click Generate header file. The Generate header file screen appears.

Generate header file
Letter type: | Acknowledgement et
Qutput format
Outputformat: | standard acknowledgement output -
@ Help [0k | Cancel |

In the Letter type field, select the type of communication to generate a header file for.

If you select “Constituent Letter” as the letter type, the Output type field is enabled. In this field, select
“Output format” to use a program-defined set of export fields or “Export definition” to use a user-defined
set of export fields.

Note: During implementation, Blackbaud Professional Services likely customizes output formats to fit
the needs of your organization.
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5. Ifyou selected “Export definition” as the output type, select a constituent export definition in the Export
definition field. Only constituent export definitions created in Administration with Allow definition to
be used by other areas of the application selected on the Set save options tab can be used for
constituent letters.

6. Click OK. The .csv file downloads automatically. (This process varies according to your type of browser.)

Name Format Options

Name formats determine how to names are formatted in a marketing effort. For example, for marketing efforts
such as event invitations and appeals, you may use a more formal format that includes titles and suffixes (Mr.
William H. Smith Jr.). For marketing efforts like alumni letters, you may use a less formal format such as the
nickname and last name (Willie Smith). The program provides many common name formats, but you can add
custom formats if needed.

Name format options are parameter sets that specify which name formats to use for addressees and salutations
for individuals, organizations, and households and groups, as well as how to format joint names. From the Name
Format Options page, you can create multiple sets of name format options that are tailored for different types of
marketing efforts and correspondence.

To access the Name Format Options page from Marketing and Communications, click Name format options
under Configuration.

Name Format Options

MName Formats Text Fields

@ Add | 5 Filters | [2] | More~
Mail Spouses separately All sites
Membership Renewal All sites
Standard This uses system configuration fo... (7] All sites

71 More=

& Edit

Name Formats

Name formats are used throughout the system as a way to let you choose how to address each constituent. For
example, for some correspondence it might be more appropriate to use formal salutations, while for others you
would use informal salutations. While the program provides many common name formats, you can also build
new ones to suit your organization.

You can also specify which name formats to use as the default Primary salutation and Primary addressee on
new constituent records. You can edit the order of name formats so that ones you use most often appear at the
top of the list and are more accessible.

You can specify which name formats to use as defaults when new constituent records are added to the database.

Default name formats appear automatically on the Personal Info tab of new constituent records. You can also
select which name formats to use as the default for the Primary addressee or Primary salutation.
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Name Format Options

MName Format Options Text Fields

Name formats (76) &) Add # Re-order name formats | [2] | More+

Text Default household format Joint function
Mr. and Mrs. William H. Smith Ir.
Mr. and Mrs. William H. Smith
Mr. Willizm H. Smithlr,
Mr. and Mrs, William H. Smith
Mr. Williar H. Smith and Mrs, Ma...
Mrs. and Mr. Margaret 4. Adams ...
Mrs. Margaret A. Adams and Mr. ...
Mr. William H. Smith Jr.
William H. Smith Jr.
Smith, William H.
William Henry Smith Ir.
Mrs. Margaret A, Adams MD
Mrs. William H. Smith Jr.
Mrs. Margaret Adams-5mith
Margaret A, Adams MD ~

SO0d 9@

Add Name Formats

You can add name formats to use throughout the program, such as when sending appeals to constituents. You
can specify the fields and parameters to use to build the name format.

P Add a name format

1. From Marketing and Communications, click Name format options under Configuration. The Name
Format Options page appears.

2. Onthe Name formats tab, click Add. The Add a name format screen appears.

Add name format
Field Show as initial Remowve next space Remove if previous or next entry is ..
[First Mame] El [ Il
[Last name] Il 0= ]
- v B ] B

1 Joint name format

Example: William & Add new text field
@ ey o

3. IntheField column, select a name field to include in the name format.

4. To display the field as an initial only, select Show as initial. For example, instead of a constituent’s middle
name, you can show only the middle initial. A period automatically follows each initial.
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To remove the space following the field, select Remove next space. For example, if you include both first
and middle names as initials, you can remove the space after the first name initial to get a name format
similar to “W.H. Smith” instead of “W. H. Smith.”

To handle missing name fields, you can select Remove if previous or next entry is blank. With this
option marked, the program checks the next field in the format. If no value is present for that field, the
program removes the value of the field before it. For example, if the name format is “Mr. and Mrs.
Smith,” you can select Remove if previous or next entry is blank for the text field “and.” This way, if
there is not a spouse (and therefore no spouse title), the program leaves them out of the name format.

If the name format includes more than one constituent, select Joint name format. When you add name
format options, on the Joint name formats tab, you can specify which person appears first when the
name is built.

To add a text field for the format, click Add new text field. For example, to address a family as “The
Smith Family," you can create text fields for “The” and “Family.” For more information about how to add
text fields, refer to Text Fields for Name Formats on page 39.

Note: An example of the name format appears below the grid.

Click Save. You return to the Name formats tab.

Text Fields for Name Formats

You can use text fields to create additional words or symbols to incorporate into your name format options, such
“Friend of” or “&.” After you create text fields, they can be used as the building blocks of the name formats you

create.

P Add a text field for name formats

1.

From Marketing and Communications, click Name format options under Configuration. The Name
Format Options page appears.

On the Text fields tab, click Add. The Add a text field screen appears.
Enter the text value to display in name formats, such as “&.”

Click Save. You return to the Text fields tab. The text field you entered is available to use in name formats.

Edit the Order of Name Formats

You can edit the order of name formats so that ones you use most often appear at the top of the list and are
more accessible.

P Edit the order of name formats

1.

From Marketing and Communications, click Name format options under Configuration. The Name
Format Options page appears.

On the Name formats tab, click Re-order name formats. The Re-order name formats screen appears.

Select a name format and click the arrows to move it up or down in the list. This is the order of the name
formats available when you set name format options or when you add a name format to a constituent.

Click Save. You return to the Name formats tab.
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Set Default Name Formats

On the Name Format Options tab, you can specify which name formats to use as defaults when new constituent
records are added to the database. Default name formats appear automatically on the Personal Info tab of new
constituent records. You can also select which name formats to use as the default for the Primary addressee or
Primary salutation. On the Name Formats tab, you can select which name format is the default for household

records.

P Set default name formats

1.

7.

From Marketing and Communications, click Name format options under Configuration. The Name
Format Options page appears.

Select the Name format options tab.

Under Name format defaults, click Edit. The Edit default name formats screen appears.

Edit default name formats
MName format type Mame format Primary addressee Primary salutation
Faormal Addresses Mr. and Mrs. William H. Smith Fl [l
b h I |
"7 l Save J [ Cancel ]

In the Name format type column, select the type of name format, such as Formal Addressee or Informal
Salutation. This type will help users identify which name format to assign to a constituent. The program
provides several name format types, but you can add new ones as needed.

In the Name format column, select the name format to use.

To use the name format as the default for the primary addressee or primary salutation, select the
checkbox in the appropriate column.

Click Save. You return to the Manage Name Format Options page.

Set a Default Name Format for Households

You can select a name format to use as the default for households. On the Name formats tab, select a name
format to use with households and click Set default household name format. A green checkmark appears in the
Default household format column of the grid.
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Add Name Format Options

Create name format options to define which name formats to use for various communication types. You can
specify one set of name format options as the default to use on new communication efforts. While you can
create just one set of name format options to use as the default for all communication efforts, we recommend
that you add multiple sets to provide more flexibility for addressing and greeting constituents in communication

efforts.

» Add a name format option

1.

7.

From Marketing and Communications, click Name format options under Configuration. The Name
Format Options page appears.

Select the Name format options tab.
Under Name format options, click Add. The Add name format options screen appears.

In the Name and Description fields, enter a unique name and description to help identify the name
format processing option. For example, enter a explanation of the type of communication effort to use
with the option.

If your organization uses site security, in the Site field, select which site to associate with the name
format option. Only users associated with the selected site can use this name format option.

Note: The program applies formats to a constituent using the order defined in the grid. The program
tries to apply the first format in the list; if that format is not included on the constituent’s Personal Info
tab, the program tries to apply the second format, and so on. If none of the formats listed are on the
constituent’s Personal Info tab, the program uses the format specified in Otherwise, use this format.

Select the addressee and salutations for individuals included in the communication effort.
a. Select the Individuals tab.

b. Under Addressee, in the Use format defined on individual’s record grid, select the default name
formats from constituent records to use for addressees. Use the up and down arrows to change the
order of name formats in the grid.

c. Inthe Otherwise, use this format field, select the name format to use if none of the selected name
formats appear on the constituent’s record.

d. Under Salutation, in the Use format defined on individual’s record grid, select the name formats
from constituent records to use for salutations. Use the up and down arrows to change the order of
name formats in the grid.

e. Inthe Otherwise, use this format field, select the name format to use if none of the selected name
formats appear on the constituent’s record.

Select the addressee and salutations for organizations included in the communication effort.
a. Select the Organizations tab.

b. Under Addressee, select whether to use the name formats defined on the contacts’ constituent
records or a standard configured name format to address the organization contacts.

Under Use formats defined on contact’s record, select the name format to use from the
constituent record. such as Primary addressee. In the Otherwise, use this format field, select the
format to use if the first selection is not defined.
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c. Under Salutation, select whether to use the organization’s name, the contact’s name, or another
name as a greeting in the communication. If you select Other name, enter the name to use.

8. Select the addressee and salutations for households and groups included in the communication effort.
a. Select the Households and groups tab.

b. Under Addressee, select whether to use the name formats defined on the primary members’
constituent records or a standard configured name format to address the primary members.

Under Use formats defined on primary member’s record, select the name format to use from the
constituent record, such as Primary addressee. In the Otherwise, use this format field, select the
format to use if the first selection is not defined.

c. Under Salutation, select whether to use the group or household’s name, the primary member’s
name, or another name as a greeting in the communication. If you select Other name, enter the
name to use.

9. To select the addressee and salutation to use when a name format includes both spouses of a
household, select the Joint name formats tab.

¢ To consider one spouse the primary constituent, or the one listed first, for all joint communications
to the household, select Apply the following rule to all constituents and select the constituent to
consider the primary.

¢ To consider a spouse the primary constituent when he or she appears in a selection, select List
constituents from the following selection first and search for and select the selection of
constituents to consider the primary.

If you select List constituents from the following selection first, select the constituent to consider
the primary if both spouses or neither spouse appear in the selection.

¢ Under Advanced name options, you can specify the conditions for excluding a spouse from the
joint name format. These options work independently of each other.

-The spouse does not qualify or is excluded from the process — Select this option to exclude the
spouse if they are not included in a segment for the effort or if they are included in a segment but
are excluded from the effort because of solicit codes, mailing preferences, householding options, or
some other type of exclusion. For example, a husband and wife both qualify for inclusion in a
mailing, but the wife has a “Do not mail” solicit code, so she will be excluded from the mailing
process. With this option selected, the wife will not receive the mailing and her name is removed
from the joint name format on the husband’s record.

- Both spouses will be mailed separately within the process — Select this option to exclude the
spouse from both records if they are both included in a segment for the marketing effort process.
For example, the husband and wife both qualify for inclusion in a mailing and neither have any type
of exclusion such as a “Do no mail” solicit code. With this option selected, the husband and wife will
both receive a copy of the mailing addressed to them individually.

10. Click Save. You return to the Name Format Options page. Under Name format options, the new name
format parameter appears.

Make a Name Format Option the Default

After you establish name format options, you can mark one as the default to use on new marketing efforts and
correspondence.
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» Mark a name format option as the default

1. From Marketing and Communications, click Name format options under Configuration. The Name
Format Options page appears.

2. Onthe Name format options tab, select a name format option and click Mark as default. A checkmark
appears beside the name format option.

When you make another one the default, the checkmark is removed from the previous default and a
checkmark appears beside the new default. Only one name format option can be the default.

Receipt and Acknowledgement Preferences

Constituents can choose how they want to receive receipts — one receipt for each payment or one receipt that
includes multiple payments. If a constituent has a receipt preference, it is stored under Mail preferences on the
Communications tab of the constituent record. On the Receipt and Acknowledgement Preferences page, you can
configure how to receipt payments for recurring gift payments and pledge payments for constituents who do not
have a receipt preference. Other gifts, such as a one-time cash gift, default to a per payment receipt type
automatically.

You can also specify whether users can re-receipt and re-acknowledge payments to generate new receipts and
acknowledgements for previously receipted and acknowledged payments. For re-receipts, you can choose to
generate new receipt numbers and/or use the same receipt numbers.

You can also create receipt stacks which allow you to configure groups of receipts. After you create a receipt
stack, you can select it from the Receipt process and enter the criteria for the program to include in the process.
For example, if you have paper and online receipts, you can create stacks for each and configure the process to
only include online receipts for the online stack and paper receipts for the paper stack. For information about
receipt stacks, refer to Receipt Stacks on page 45.

Note: Using separate receipt stacks to track different types of receipts is required by law in Canada and other
countries. Check with your local tax authority.

To configure the preferences for acknowledgements and receipts, from Marketing and Communications, click
Receipt and acknowledgement preferences under Configuration. The Receipt and Acknowledgement
Preferences page appears.

Receipt and Acknowledgement Preferences

Edit
Recurring gift payments: Consolidated
Pledge payments: Per payment
Allow new receipt numbers for re-receipt payments: Ves
Allow the same receipt numbers for re-receipt payments: Yes

Apply strict receipt rules: Mo

# Edit | [£]

Re-acknowledge revenue:

@ Add | F Filters | [Z] | More~

Default 5155378 Default Yes @
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P Configure system receipt preferences

1.

2.

From Marketing and Communications, click Receipt and acknowledgement preferences under
Configuration. The Receipt And Acknowledgement Preferences page appears.

Under Receipt preferences, click Edit. The Configure system receipt preferences screen appears.

Configure system receipt preferences
Recurring gift payments: | Per payment A%
Pledge payments: | Per payment &

[] Apply strict receipt rules

Strict receipt rules require & reason code to be entered for all rereceipted
payments, It also prevents combined acknowledgements freceipts in Direct Mail,
Select this option if receipts are subject to regulations regarding the tracking of
receipt numbers,

Re-receipt payments

To allow users to rereceipt payments, select the available methods to handle
receipt numbers, Re-receipt payments can generate new receipt numbers or use
the same receipt numbers, To not allow re-receipt payments, dear bath
checkboxes.

Allow new receipt numbers for re-receipt payments

Allow the same receipt numbers for re-receipt payments

@ [ Save H Cancel ]

The "Per payment" preference processes a receipt for each payment from a constituent. The
"Consolidated" preference processes one receipt for multiple payments from one constituent.

By default, the program is set to receipt recurring gifts and pledge payments per payment. To change the
system default setting to consolidate receipts, select "Consolidated" in the Recurring gift payments field
or Pledge payments field. These settings apply to constituents who do not have a receipt preference on
the constituent record.

To comply with regulations that require an explanation for reprinted or reissued receipts, select Apply
strict receipt rules. When you select this option, the program requires a reason code when users re-
receipt payments. Apply strict receipt rules also disables the option to include receipts with marketing
acknowledgement letters.

To allow users to process new receipts for payments previously receipted, select which methods to allow
for receipt numbers. The selected methods appear as options when users mark a payment for re-receipt
and on the receipt process.

¢ To generate new receipt numbers for previously receipted payments, select Allow new receipt
numbers for re-receipt payments. With this option selected, users can opt to generate a new
receipt number when they mark a receipt for re-receipt.

e To process the same receipt number for previously receipted payments, select Allow the same
receipt numbers for re-receipt payments.

Click Save. You return to the Receipt And Acknowledgement Preferences page.
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P Configure system acknowledgement preferences

1. From Marketing and Communications, click Receipt and acknowledgement preferences under
Configuration. The Receipt And Acknowledgement Preferences page appears.

2. Under Acknowledgement preferences, click Edit. The Configure system acknowledgement preferences
screen appears.

3. To process new acknowledgements for previously acknowledged revenue, select Re-acknowledge
revenue.

4. Click Save. You return to the Receipt And Acknowledgement Preferences page.

Receipt Stacks

Receipt stacks allow you to re-use receipt numbers and still meet regulatory requirements. For example, if your
organization has multiple departments that receipt gifts, rather than make everyone share a single group of
receipt numbers, you can create a receipt stack for each department so they each have their own set of receipt
numbers. To do this, you would add a "short name" to the receipt stack that identifies the department. When
departments print receipts from their stacks, the receipt numbers include their department identifier so there is
no issue if the same receipt number is used more than one department. For example, the resulting receipt
numbers might be Department A, Receipt Number 102 and Department B, Receipt Number 102.

After you add a receipt stack, from Receipts you can create a process that includes specific receipts for that stack.
If receipt stacks have not yet been configured, a default receipt stack is used that has a blank short name.

P Add a receipt stack

1. From Marketing and Communications, under Configuration, click Receipt and acknowledgement
preferences. The Receipt and Acknowledgement Preferences page appears.

2. Under Receipt stacks, click Add. The Add a receipt stack screen appears.

Add a receipt stack

Mame:

Receipt IDs are the combination of the short stack name
and the next available number. For example, a short
name of 'EML' will generate receipts EML1, EMLZ, ...

Short name:
Type: 1w

Mext number: | 1

@ [ Save _H Cancel ]

In the Name field, enter the name of the receipt stack

4. Inthe Short name field, enter a short name for the receipt stack. For example, if the receipt stack is for
preprinted forms used for gifts to the General Fund, you can enter GF. The short name is used by the
receipt process along with the next available receipt number to generate a unique receipt number for
each payment. For example, “GF1011.”

5. Inthe Type field, enter a description for the receipt stack. For example, if the receipt stack is for pre-
printed receipts, you could enter pre-printed.
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6. Inthe Next number field, enter the receipt stack start number for the process. For example, if the
process should begin the receipt stack count with 3 then enter “3.”

7. Click Save. You return to the Receipt and Acknowledgement Preferences page.

D Set receipt stack as default

1. From Marketing and Communications, under Configuration, click Receipt and acknowledgement
preferences. The Receipt and Acknowledgement Preferences page appears.

2. Select the receipt stack to make default and click Set as default.

Response Categories and Responses

From the Response Categories and Responses page, you define response categories used by your organization.
Within each category, you also define valid responses. Use these to track responses constituents provide to
specific contacts. For example, you can include a response card in a communication that asks whether the
recipient is interested in volunteer work at your organization. To track this contact, you create a response
category of "Volunteer Interest" and responses of “Interested” and “Not Interested.” When the recipient returns
the completed response card, you can enter their response on the Communications tab of their constituent
record.

Response categories and responses are available for constituent interactions, appeals, and correspondence. To
access the Response Categories and Responses page, from Marketing and Communications, click Response
categories and responses under Configuration.

%’1 Response Categories and Responses

@ Add | 7 Filters | [£]| More~
Preference Alpha Yes
Volunteer Interest Alpha Yes

Add Response Categories

You can configure the response categories available for constituent interactions, appeals, and correspondences.
Use response categories to track the responses you receive from constituents, such as an interest in volunteer
opportunities.

» Add a response category

1. From Marketing and Communications, click Response categories and responses under Configuration.
The Response Categories and Responses page appears.

2. Under Response categories, click Add. The Add a response category screen appears.
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Add a response category i
Marnes
Sort method: ;_Alpha v
@ Help | Save || Cancel |

3. Enter aunique name to help identify the response category. The name appears in the Response
Categories grid of the Response Categories page and in the areas of the program that use response
categories, such as constituent interactions, appeals, and correspondences.

4. Inthe Sort Method field, select whether to arrange the responses alphabetically or in a user-defined
order.

5. Click Save. You return to the Response Categories page. Under Response categories, the new category
appears.

Add Responses to a Response Category

After you configure response categories, you need to add response options to the category. For example, if you
ask constituents if they would like to learn more about planned giving, you have a category for "Planned Giving
Interest," you may add responses for "Interested" and "Not Interested."

Note: For information about how to add responses categories, refer to Add Response Categories on page 46.

P Add a response to a response category

1. From Marketing and Communications, click Response categories and responses under Configuration.
The Response Categories and Responses page appears.

2. Under Response categories, select a response category and click Add. The Add a Response screen

appears.
Add a response i
Response: || |
Code: [ 1
@ Help | Save | | Cancel
_—————— |

3. Inthe Response field, enter a unique name to help identify the new response. The name appears in the
Responses grid of the Responses page and in the areas of the application that use the associated
response category, such as constituent interactions, appeals, and correspondences.

4. Inthe Code field, enter a code to associate with the response. The code must be unique within its
response category.

5. Click Save. You return to the Responses page. In the grid, the new response appears.
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Reorder Responses

For a response category with a user-defined sort order, you can easily change the order of responses to make
them easier to find in a list. On the responses page for the response category, click Re-order responses. On the
Re-order responses screen, use the arrows to move responses up and down in the list.

Solicit Codes

Solicit codes allow constituents to globally opt out of solicitations and communications. For example, for
constituents who do not want to receive email of any type, you can configure a “Do not email” solicit code and
assign it to the Communications tab of their constituent records. When you run a marketing effort, you can
exclude constituents based on solicit codes. For example, you can exclude constituents with a "Do not email"
solicit code from all email blasts or constituents with a "Do not call" solicit code from all telemarketing efforts.

To access the Solicit codes page, from Marketing and Communications, click Solicit codes under Configuration.

Note: To define more nuanced rules for solicitations and communications, use mail preferences or constituent
attributes. For example, you can set mail preferences for a constituent who wants to receive appeals by mail,
but receipts by email. You can create even more precise mail preferences, for example, a constituent wants to
receive invitations to sporting events, but not auctions. For custom rules that cannot be configured through
mail preferences, create constituent attributes. For example, if a constituent does not want the calendar that is
typically mailed with the holiday appeal, you can create an attribute for "Include no calendar." For more
information about mail preferences and constituent attributes, refer to the Constituents Guide.

Add Solicit Codes

From the Solicit Codes page, you can configure solicit codes that allow constituents to globally opt out of
solicitations and communications. For example, if a constituent requests to never receive phone calls for
solicitations, you can add a "Do not call" solicit code to ensure they are excluded from all telemarketing.

P Add a solicit code

1. From Marketing and Communications, click Solicit codes under Configuration. The Solicit Codes page
appears.

2. Under Solicit codes, click Add. The Add a solicit code screen appears.

H Add solicit code
MName: |
Type: Cptional Tdf
siter [ A sites /2
0 Help | Save | | Cancel

Enter a unique name to help identify the solicit code.

4. Inthe Type field, select whether the solicit code is optional, default, or required when users generate
communications.
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¢ Ifyou select Optional, users can add the solicit code to the exclusions of a communication as
applicable.

¢ Ifyou select Default, the solicit code automatically appears as an exclusion for a communication
process, but users can remove it as necessary.

¢ Ifyou select Required, the solicit code automatically appears as an exclusion for a communication
process, and users cannot remove it.

5. To restrict use of the solicit code to a specific site at your organization, in the Site field, select the site to
use the code. Ifit is valid for all sites, select All sites.

6. Click Save. You return to the Solicit Codes page.

Stewardship Packages

A stewardship package is a mail merge process you create for fundraising purposes. The package includes a cover
letter and a stewardship report. You determine how often you generate the package and which donors and
constituents receive the information. Before you configure a stewardship package process, you can create a
cover letter for each fundraising purpose you intend to steward.

You can create and link a stewardship package to a fundraising purpose at any time. You can add a different
package to each fundraising purpose or you can use the same package for multiple purposes. To view all
stewardship packages, click Stewardship packages under Configuration in Marketing and Communications.

e Stewardship Packages

ship packages (2) @ Add | [E]] More~

Ernail Endowment Fund Package Email stewardship package output

Scholarship Package Standard address stewardship package cutput
L3

P Add a stewardship package

1. From Marketing and Communications, click Stewardship packages under Configuration. The
Stewardship Packages page appears.

2. Click Add. The Add a stewardship package screen appears.
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Add a stewardship package
Mame:
Description:
Cover letter: <File not specified= & Choaose file
& Clearfile
Output format: v
Exclusionsi
Create selection from results
@ Help | Save i | Cancel |

In the Name and Description fields, enter a name and description for the package.

4. To select a cover letter, click Choose file. For Microsoft Word documents, after you select a file, you can
click the link to edit the document. To remove the file, click Clear file.

5. To determine how to export address information, select an output format. For example, a standard
output format uses the constituent’s primary address, while a seasonal output format uses a seasonal
address. To change the name and address outputs for the format, click Edit processing options and
select an Address format and Name format.

6. To select the mail or solicitation preferences to exclude, click Exclusions. For example, you can exclude
inactive constituents or constituents with a “Do not mail” solicit code.

7. To create a selection based on the process results, select the Create selection from results checkbox and
enter a name in the Selection name field. To overwrite the previous selection results the next time you
run the process, select the Overwrite existing selection checkbox. The selection appears on the
Selections tab in Query.

8. Click Save. You return to the Stewardship Packages page.

Set Exclusions for a Stewardship Package

When you create a stewardship package, you can exclude certain constituents from its selection of recipients.
You can select whether to exclude deceased or inactive constituents or constituents with selected solicit codes.

P Exclude constituents from a stewardship package

1. Onthe Add a stewardship package screen, click Exclusions. The Exclusions screen appears.
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12. Click Save. If you select to associate a Word document file with the correspondence, the program saves
the document in your database. The correspondence process status page appears so you can manage
the process. For information about the status page, see Correspondence Process Status Page on page

117.

Add Correspondence Process Screen

The following table explains the items on this screen. For information about how to access this screen, see Add
Correspondence Processes on page 107.

Screen Item Description
Name Enter a unique name to identify the correspondence process.
Description Enter a unique description to help identify the correspondence process, such as the

reason for the correspondence or an explanation of its recipients.

Letter template

To generate a document with the process, click Choose file and use the Open screen
to find the Microsoft Word document to associate with the process. To personalize the
output with information specific to the constituents included in the correspondence,
include merge fields in the document. The selected document file can also include an
envelope designed in Microsoft Word. To remove a selected document file, click Clear
file.

Mailing label template

To generate mailing labels with the process, click Choose file and use the Open screen
to find the Microsoft Word document file to associate with the correspondence
process. To personalize the output with information specific to the constituents
included in the correspondence, include merge fields in the document. To remove a
selected document, click Clear file.

Output type

You must select whether to generate correspondence using fields from an output
format or fields from an export definition. The program defines the fields to export for
each output format. You define the fields to export for an export definition.

Output format

Select the type of correspondence output to generate with the process. The output
format determines the address to use with the correspondence.

To use the primary addresses for the constituents, select Standard correspondence
output.

To use the seasonal addresses for the constituents, select Seasonal address
correspondence output.

To use the address processing options configured in Administration to select the
addresses for the constituents, select Formatted mail correspondence output. To
configure the format options for the correspondence, click the pencil. For information
about format options, see Set Format Options for a Correspondence Process on page
111.

To use the primary email addresses for the constituents, select Email output.

We recommend the output format match the output format selected for the header
file used with the process.

Export definition (this
field also appears on
the Generate header
file screen Generate
header file under
Tasks)

This field appears when you select Export definition in the Output type field. You define
the fields to export for an export definition and then merge the correspondence data
with the Word form template.

To select an export definition, click the binoculars. A search screen appears for you to
add or select an existing export definition to use for correspondence.

For more information, see Generate a Header File on page 204.

To view the fields to export, view the header row in your .csv file after you run the
process.

Selected constituents

Select the selection of constituents to receive the correspondence. To search for a
selection, click the binoculars and use the Selection Search screen.
If you select an ad-hoc query, click the pencil to edit the query.

Exclusions

To select the solicit codes or status of constituents to not include in the
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Screen Item Description

correspondence, click this button. For information about how to exclude constituents,
see Set Exclusions for a Correspondence Process on page 110.

To update the constituent records processed with correspondence codes and
comments, select this checkbox. When you select this checkbox, the program
automatically adds the correspondence to the Communications pages of the selected
Update constituent constituents.

record with In the Correspondence code field, select the code to use to indicate the constituent
correspondence detail | has been sent the correspondence. For more information about correspondence
codes, see Correspondence Codes on page 114.

In the Comments field, enter any additional information about the correspondence to
appear on the Communications pages of the constituents.

To generate a selection of the constituents included in the process, select this
checkbox. When you mark this checkbox, the Selection name field and Overwrite
Create constituent existing selection checkbox are enabled.

selection from results |In the Selection name field, enter a name to identify the constituent selection
generated when you run the process. To replace any existing selection with the same
name when the program creates the selection, select Overwrite existing selection.

Set Exclusions for a Correspondence Process

When you generate a correspondence process, you specify a selection of constituents to receive the
correspondence. You can also select whether to exclude deceased or inactive constituents or constituents with
selected solicit codes in the selection from the correspondence.

P Exclude constituents from a correspondence

1. Onthe Add correspondence process screen or Edit correspondence process screen, click Exclusions. The
Exclusions screen appears.

Exclusions

Consider exdusions as of: | Today w |

Exdusions
Exdude constituents with the following solict codes
e

[] Do nit solicit
[] End of Year Mailing Only

Exdude deceased constituents

Exclude inactive constituents

@ oK l [ Cancel
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In the Consider exclusions as of field, select whether to exclude constituents that meet the exclusion
criteria as of the current date or another date. If you select “<Specific date>,” select the date in the
additional field that appears.

Under Exclusions, select the checkboxes of the solicit codes of the constituents to exclude from the
correspondence process and select whether to exclude deceased or inactive constituents.

Click OK. You return to the previous screen.

Set Format Options for a Correspondence Process

When you generate a correspondence process, you can select the default addressing processing formats and
name formats to use with the correspondence. You can also select whether to send multiple pieces of a
correspondence to a single household.

Note: The address processing option determines the address types used in the correspondence. For
information about address processing options, see Address Processing Options on page 1.

P Set format options for a correspondence process

1. Onthe Add correspondence process screen or Edit correspondence process screen, in the Output

format field, select “Formatted mail correspondence output” and click the pencil. The Processing options
screen appears.

Tip: If the Output format field does not appear, select “Output format” in the Output type field on the Add
correspondence process screen or Edit correspondence process screen.

Processing options

Address format: w

Mame format: v

[ tndude household member processing

@ [ Save ]’ Cancel l

In the Address format field, select the address processing option to use with the correspondence. To
edit or add an address processing option, click Edit or New. For information about how to add or edit
address processing options, see Address Processing Options on page 1.

In the Name format field, select the name format processing options to use for addressees and
salutations in the correspondence. To edit or add a name format processing option, click Edit or New.
For information about how to add or edit name format processing options, see Name Format Options
on page 37.

To ensure a household does not receive duplicate copies of the correspondence, select Include
household member processing. When you select this checkboy, if the selection includes individual
constituents recognized as members of the same household in your database, the household receives
only one piece of correspondence.

Click Save. You return to the previous screen.
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Edit a Correspondence Process

You can edit the properties of a correspondence process, such as to adjust its exclusions or default settings.

D Edit a correspondence process
1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.
2. Onthe Correspondence List tab, select a correspondence process and click Edit. The Edit

correspondence process screen appears. The items on this screen are the same as on the Add
correspondence process screen. For a detailed explanation of the options, see Add Correspondence

Process Screen on page 109.
Note: To edit a correspondence process from its status page, click Edit process under Tasks.

3. Make changes as necessary. For information about how to edit the exclusions or set the format options
for the correspondence, see Set Exclusions for a Correspondence Process on page 110 or Set Format
Options for a Correspondence Process on page 111.

Note: To view the document associated with the correspondence, click its file name in the Letter template or
Mailing label template field.

4. Click Save. You return to the Manage Correspondence page.

Delete a Correspondence Process

If your organization no longer uses a correspondence process, you can delete it from your database.

Tip: To avoid the loss of data, we recommend you mark a correspondence process inactive rather than delete
it. Inactive processes remain in the database as archived information, but you cannot use them to generate
correspondence. For information about how to mark a correspondence process inactive, see Mark a
Correspondence Process Inactive or Active on page 113.

Note: When you delete a correspondence process from the database, you remove all instances of the process
from your database and from the records of the constituents included in the process. To remove a single
instance of the process from your database and constituent records, you can clear its results. For information
about how to clear the results of a correspondence, see Clear the Results of a Correspondence Process

Instance on page 120.

P Delete a correspondence process

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Onthe Correspondence List tab, select a correspondence process click Delete. A confirmation message
appears.

Note: To delete a correspondence process from its status page, click Delete process under Tasks.

3. Click Yes. You return to the Manage Correspondence page. On the Correspondence List tab, the selected
process no longer appears.
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Start a Correspondence Process

To generate the output for a correspondence, you must first run its process. When you run the correspondence
process, the program uses the selected defaults and data fields to prepare the correspondence for the selected
recipients. To start the process from the Manage Correspondence page, select the process to run in the
Correspondence processes grid and click Start process.

Tip: If you inadvertently run a process with an incorrect selection of constituents, you can clear the results of
the process instance. When you clear the results of a process instance, the program automatically removes the
correspondence from the history of the constituents included during that instance. For information about how
to clear the results of a correspondence process, see Clear the Results of a Correspondence Process Instance

on page 120.

P Start a correspondence process
1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Inthe Correspondence processes grid, select a process and click Start process. The Start correspondence
process screen appears. The items on this screen are the same as on the Add correspondence process
screen. For a detailed explanation of the options, see Add Correspondence Process Screen on page 109.

Note: To run a correspondence process from its status page, click Start process under Tasks, or click Start
process on the Recent status tab.

3. Make changes as necessary. For information about how to edit the exclusions or set the format options
for the correspondence, see Set Exclusions for a Correspondence Process on page 110 or Set Format
Options for a Correspondence Process on page 111.

Note: To view the document associated with the correspondence, click its file name in the Letter template or
Mailing label template field.

4. Click Start. The status page of the process appears. From the record, you can verify the correspondence

generated successfully and download the correspondence file or merge the selected data fields with the
document file in Microsoft Word. For information about the status page, see Correspondence Process

Status Page on page 117.
Note: If you select Update constituent record with mailing, the program automatically updates the
Communications pages of the constituents included in the process to indicate you included them in the
correspondence.

Mark a Correspondence Process Inactive or Active

If you no longer use a correspondence process, you can mark it inactive. The process remains in the database as
archived information, such as for a historical audit trail. To view an inactive correspondence process, you must
first select Include inactive in the filter on the Correspondence List tab of the Manage Correspondence page for it

to appear in the Correspondence processes grid.

After you mark a process inactive, you can mark it active again to resume its use.
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P Mark an active correspondence process inactive
1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.
2. Onthe Correspondence List tab, select a correspondence process and click Mark inactive. A message
confirmation appears.

Note: To mark a process inactive from its status page, click Mark inactive under Tasks.

3. Click Yes. You return to the Manage Correspondence page.

P Mark an inactive correspondence process active
1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.
2. Onthe Correspondence List tab, click Filter, select Include inactive, and click Apply. The inactive
correspondence processes appear.

3. Under Correspondence processes, select a process and click Mark active. A confirmation message
appears.

Note: To mark an inactive process active from its status page, click Mark active under Tasks.

4. Click Yes. You return to the Manage Correspondence page.

Correspondence Codes

With correspondence codes, you can categorize general correspondence in a way that is meaningful for your
organization. For example, you can create correspondence codes to indicate the purpose of correspondence. On
the Correspondence Codes tab, the Correspondence codes grid displays the codes available in your database.
For each correspondence code, you can view its name, description, and category. You can also view whether the

code is active in your database.

: Carrespondence Codes |

Correspondence codes qadd  Edit W Markinactive 3¢ Delete | =

Indude inactive |5f’-‘5\|3|3|‘;'

Mame Description Category | Active
General Yes
| Mewsletter fes

To include codes marked inactive in the Correspondence codes grid, click Filter, select Include inactive, and click
Apply. To update the information in the grid, click Refresh List.

From the grid, you can also perform multiple tasks to manage your correspondence codes.
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Add Correspondence Codes

You can add correspondence codes to categorize your general correspondence in a way that is meaningful for
your organization, such as to indicate the purpose of correspondence. Before you set up a correspondence
process, you should add its code.

P Add a correspondence code

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Onthe Correspondence Codes tab, click Add. The Add correspondence code screen appears.

Add correspondence code
MName:
Description:
Category: ' |
@ [ Save J [ Cancel ]

3. Enteraunique name and description to help identify the correspondence code. For example, explain
when to assign this code to a correspondence.

4. To further categorize the correspondence code, select its category in the Category field.

Note: Your system administrator determines the correspondence code categories available in the Category
field.

5. Click Save. You return to the Manage Correspondence page.

Edit a Correspondence Code

You can edit the properties of a correspondence code, such as to correct a typographical error.

P Edit a correspondence code

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Onthe Correspondence Codes tab, select a correspondence code and click Edit. The Edit
correspondence code screen appears.

3. Make changes as necessary. The items on this screen are the same as on the Add correspondence code
screen. For a detailed explanation of the options, see Add Correspondence Codes on page 115.

4. Click Save. You return to the Manage Correspondence page.



116 CHAPTER S

Mark a Correspondence Code Inactive or Active

If you no longer use a correspondence code, you can mark it inactive. The code remains in the database as
archived information, such as for a historical audit trail. To view an inactive correspondence code, you must first
select Include inactive in the filter on the Correspondence Codes tab of the Manage Correspondence page for it
to appear in the Correspondence codes grid.

After you mark a correspondence code inactive, you can mark it active again to resume its use.

P Mark an active correspondence code inactive

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Onthe Correspondence Codes tab, select a correspondence code and click Mark inactive. A
confirmation message appears.

3. Click Yes. You return to the Manage Correspondence page.

P Mark an inactive correspondence code active

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Onthe Correspondence Codes tab, click Filter, select Include inactive, and click Apply. The inactive
correspondence codes appear.

Select a correspondence code and click Mark active. A confirmation message appears.

4. Click Yes. You return to the Manage Correspondence page.

Delete a Correspondence Code

If your organization no longer uses a correspondence code, you can delete it from your database.

Tip: To avoid the loss of data, we recommend you mark a correspondence code inactive rather than delete it.
Inactive correspondence codes remain in the database as archived information, but you cannot assign them to
correspondence processes. For information about how to mark a correspondence code inactive, see Mark a
Correspondence Code Inactive or Active on page 116.

P Delete a correspondence code

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Select the Correspondence Codes tab, select a correspondence code and click Delete. A confirmation
message appears.

3. Click Yes. You return to the Manage Correspondence page. In the Correspondence codes grid, the
selected type no longer appears.
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Correspondence Process Status Page

When you add a correspondence process, the program automatically generates a status page of the process. On
the status page, you can view the recipients and data fields selected for the correspondence and its description.
If you associate a document with the correspondence, the Letter template or Label template field displays its file
name. To access a correspondence process status page, select the process in the Correspondence processes grid
on the Manage Correspondence page and click Go to process.

Mailing list
Welcome letter

Mame: Welcome letter @ Active

Description: This mailing is sent to all new donors within 2 weeks of their first gift to the organization.
Correspondence code:  General Create output selection: Mo
Indude selection: Individual Constituents Cverwrite existing selection: Mo
Cutput format; Formatted mail correspondence output Qutput selection name:

Letter template: Save our Streets_welcome.doox

Label template:

Recent status | History | Job schedules

Q Download file @Merge Letter
Status: 4 completed
Status message: Completed
Started by: BBMT\Stevest Server name: INFINITYSERVER2
Started: 1/25/2009 5:56:27 AM Total records processed: 29
Ended: 1/28/2009 8:56:31 AM MNumber of exceptions: 0
Duration: 4 seconds Records successfully processed: 29

Note: You can also access the status page of a correspondence process from the Communications page of a
constituent included in the process. On the Communications tab, select the process in the Communications
grid and click Go to correspondence.

The status page also displays the current status and historical information about the process. To help you
navigate through this information, each process status page contains multiple tabs.

Depending on your system role, you can perform tasks to manage a correspondence process from its status
page. To perform a task, select it from the Tasks menu, or click it under Tasks.

Recent Status Tab

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

u‘g‘ Download file |f—__| Merge Letter

Status: €3 Completed

Status message: Completed

BENT\Gtevest INFINITYSERVER.2

Started: 9/30/2008 7:53:46 AM Total records processed: 29

9/30/2008 7:53:49 AM Mumber of exceptions: 0

3 seconds Records successfully processed: 29

On the tab, you can download a comma-separated value (*.csv) file of the most recent correspondence output. If
you associate a document with the correspondence, you can also select to merge the documents with the
selected data fields to generate the most recent output in Microsoft Word.

Download a Correspondence Output File

You can generate a comma-separated value (*.csv) file of a correspondence output, such as to process the
correspondence through a mailing house. The output file includes the recipients and data field information
selected for the correspondence process. From the status page of the process, you can download an output file
for the most recent instance or a previous instance of the process.

P Download the output file of a correspondence process

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Select the Correspondence List tab, select the correspondence process and click Go to process. The
status page of the process appears.

3. Select the instance of the process with the output file to download.
¢ To download an output file of the most recent instance of the process, select the Recent Status tab.

¢ To download an output file of a previous instance of the process, select the History tab. In the grid,
select the instance to download.

4. Click Download file. The Save As screen appears.
5. Inthe Save in field, browse to the location on your workstation or network to save the output file.
6. IntheFile name field, enter a name for the output file.

Note: You can only save the output file as a comma-separated value (*.csv) file.

7. Click Save. You return to the process status page.

Generate Microsoft Word Documents for Correspondence

If you associate a Microsoft Word document file with a correspondence process, you can generate the
correspondence output in Word from its status page. When you generate the output, the selected data fields
automatically merge with the documents generated in Word. From the status page of the correspondence
process, you can generate Word documents for the most recent instance or a previous instance of the process.
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P Generate Microsoft Word documents for a correspondence process

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Onthe Correspondence List tab, select a correspondence process and click Go to process. The status
page of the process appears.

3. Select the instance of the process with the documents to generate.
¢ To generate documents of the most recent instance of the process, select the Recent Status tab.

¢ To generate documents of a previous instance of the process, select the History tab. In the grid,
select the instance to generate.

4. Click Merge Letter. The program merges the data fields and document file selected for the process and
opens the merged documents in Microsoft Word.

5. In Word, save the merged documents on your workstation or network.

Generate Microsoft Word Labels for a Mailing

If you associate a Microsoft Word label document file with a correspondence process, you can generate the label
output in Word from the status page of the process. When you generate the labels, the selected data fields
automatically merge with the template generated in Word. From the status page of the correspondence process,
you can generate labels for the most recent instance or a previous instance of the process.

P Generate Microsoft Word labels for a correspondence process

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Onthe Correspondence List tab, select a correspondence process and click Go to process. The status
page of the process appears.

3. Select the instance of the process with the labels to generate.
¢ To generate labels of the most recent instance of the process, select the Recent Status tab.

¢ To generate labels of a previous instance of the process, select the History tab. In the grid, select the
instance to generate.

4. Click Merge Label. The program merges the data fields and labels selected for the process and opens the
merged labels in Microsoft Word.

5. In Word, save the merged labels on your workstation or network.

History Tab

To view information about the previous instances of the process, select the History tab. On this tab, you can view
records of the previous instances the process was run. For each instance, you can view its status, the status
message generated for it, the user who ran it, it start and end dates, its duration, the total number of records
processed, and the server that handled the process.
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: History |
z 3 = ]
| | Download file @Merge Letter | | €3 Clear results | 3¢, Delete ; =
Status: w : i Apply
Status Status message | Started by Started Ended Duration | Mumber of reco... | Server name
€4 completed  Completed BENT\SteveSt 09/30/2008 09/30/2008 3seconds 29 INFIMITYSERVER2

To view all process instances of a specific status, click Filter to display the Status field and Apply and Reset
buttons. In the Status field, select the status of the processes to display such as “Did not finish,” and click Apply.

On the tab, you can download a comma-separated value (*.csv) file of a previous correspondence output. If you
associate a document with the correspondence, you can also select to merge the documents with the selected
data fields to generate a previous output in Microsoft Word. You can also clear the results or delete records of
previous instances of the process.

Clear the Results of a Correspondence Process Instance

You can clear the results of an instance of a correspondence process, such as if you inadvertently run a process
with an incorrect selection of constituents. When you clear the results of a process, the program removes the
correspondence from the constituents’ Communications pages.

P Clear the results of a correspondence process

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.

2. Onthe Correspondence List tab, select a correspondence process and click Go to process. The status
page of the process appears.

On the History tab, select the instance to clear.

4. Click Clear results. A message appears to confirm the removal of the correspondence from the
constituents’ history.

5. Click Yes. The program removes the correspondence from the selected constituents’ Communications
pages. On the status page of the process, the History tab displays “Results cleared” in the Status column
for the instance.

Delete a Process Status Record

To clean up your database, you can remove previous instances of a process from the History tab of its status
page.

P Delete a process status record from the History tab

1. From Marketing and Communications, click Manage correspondence. The Manage Correspondence
page appears.
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Mame:
Diescription:
Receipt bype:
Receipt stack:
Output bype:
Qukput Format:
Letter template:

Label template:

Receipt numbers

If new receipt ID
is a duplicate:

If new receipk ID
leaves a gap:

@

Add a receipt process

Criteria
Receipt:  (3) all ‘Mot receipted' payments

Include re-receipt pavments that receive a new receipt number

Per payment »
Include re-receipt payments that use the same receipt number
Default v
Output Format bt (O selected payments
by L]
<File not specified > = I_:l Exclusions
<File not specified > 3 Ij
Results
Use next available number v
Mark revenue ‘Receipted' when process completes
Use starting receipt number as entered - O P p P

[ create selection From results

Cwverwrite existing selection

[ Save ] [ Caneel

For information about the items on this screen, see Add a Receipt Process Screen on page 200.

For a detailed list of the default export fields, see Receipt Output on page 209.

2. To close the Add receipt process screen, click Save. You return to the Receipts page. The data you
entered appears in the Receipt processes grid.

Add a Receipt Process Screen

The table below explains the items on this screen.

Screen Item

Description

Name

This required field has a limit of 100 characters. Enter a name for the process that is
easily recognizable when you use the process again.

Description

This field has a limit of 255 characters. Enter description information that further
identifies the process. For example, you can enter “Only use for Annual Fund donors.”

Site

Select the site that uses this process. If the process is available to users associated with
any site, select “All sites.”

Receipt type

You must select Per payment or Consolidated. To process a receipt for each gift, select
Per payment. To process one receipt for multiple gifts, select Consolidated.

The receipt type system default is Per payment. This can be changed for recurring gift
payments and pledge payments on the Configure system receipt and
acknowledgement preferences configuration task. System defaults are used when the
donor’s communication preference is No preference.

Receipt stack

If you use receipt stacks, select the receipt stack to associate with the receipt process.
For information, see Receipt Stacks on page 45.

Output type

You must select whether to generate receipts using fields from an output format or
fields from an export definition. The program defines the fields to export for each
output format. You define the fields to export for an export definition.

If the selected receipt type is "Consolidated," you must use the "Output format"
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Screen Iltem

Description

Correspondence Process on page 110.

Mark revenue
‘Receipted’ when
process completes

To change the Receipt status on revenue from Not receipted to Receipted when the
process completes, select this checkbox. If you do not select this checkbox, Pending
appears in Receipt status when the process completes. The status remains Pending
until you select the revenue receipted or you clear the results.

To preview the data for accuracy after you run the process, do not select the checkbox.
After you run a receipt process, you cannot run the process again for the same
revenue.You can mark revenue receipted at a later time on the Recent Status tab or
History tab. You can also mark revenue receipted on the Review Receipts tab.

Receipt date

When you select the Mark revenue ‘Receipted’ when process completes checkbox,
this field enables. This date defaults on the payment in the Receipt date field. To select
a date other than today’s date, click the drop down arrow and select <Specific date>.
An additional field appears on the right for you to enter a date. To use a calendar to
select the date, click the drop down arrow in this field.

Create selection from
results

To create a new selection for a group of constituents or payments contained in the
receipt process, select this checkbox. If you select this checkbox, the remaining fields
and checkbox enables.

Selection type

When you select Create selection from results, this is a required field. Choose to
create a Constituent or Revenue Transaction type of selection.

Selection name

When you select Create selection from results, this is a required field. Enter the name
for the new selection the process generates.

Overwrite existing
selection

To overwrite the selection selected in the Selection name field, select this checkbox.

Edit Receipt Process

After you create a receipt process, you may need to update the information. For example, you may need to
select another selection for the process or change the receipt date. To do this, edit the receipt process.

Note: The system administrator at your organization typically completes this process.

P Edit receipt process

1. From the Receipts page, select a receipt process and click Edit. The Edit receipt process screen appears.

2. Make changes as necessary. The items on this screen are the same as on the Add receipt process screen.
For a detailed explanation of the options, see Add a Receipt Process Screen on page 200.

For a detailed list of the default export fields, see Receipt Output on page 209.

3. Click Save. You return to the Receipts page

Run Receipt Process

After you add or edit the receipt process, you run the process to generate the receipts for donors. Receipts
generate at the payment level. For example, Paul Frantz donates $100 check to your organization. You apply $50
of the donation to his pledge for the last pledge installment and create a gift for the remaining $50. When you
generate receipts, Paul receives one receipt for both revenue types.

Warning: When you generate a single receipt for two revenue types, the output for the receipt includes only
payment level information. Using the above example, the output only includes that Paul’s receipt has a
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Screen Item Description

from the process. For example, Mark Adamson requests that you not send email
messages to him. If on his constituent page, through Communications, you add a
solicit code that states “Do not email,” Mark will be removed from the process output
when a matching exclusion is listed on the Exclusions screen.

For more information about the Exclusions screen, see Set Exclusions for a
Correspondence Process on page 110.

To change the Receipt status on revenue from Not receipted to Receipted when the
process completes, select this checkbox. If you do not select this checkbox, Pending
appears in Receipt status when the process completes. The status remains Pending
until you mark the revenue receipted or you clear the results.

To preview the data for accuracy after you run the process, do not select the checkbox.
After you run a receipt process, you cannot run the process again for the same
revenue.You can mark revenue receipted at a later time on the Recent Status tab or
History tab. You can also mark revenue receipted on the Review Receipts tab.

When you select the Mark revenue ‘Receipted’ when process completes checkbox,
this field enables. This date defaults on the payment in the Receipt date field. To select
Receipt date a date other than today’s date, click the drop down arrow and select <Specific date>. An
additional field appears on the right for you to enter a date. To use a calendar to select
the date, click the drop down arrow in this field.

To create a new selection for a group of constituents or payments contained in the
receipt process, select this checkbox. If you select this checkbox, the remaining fields
and checkbox enables.

When you select Create selection from results, this is a required field. Choose to create
a Constituent or Revenue Transaction type of selection.

When you select Create selection from results, this is a required field. Enter the name
for the new selection the process generates.

Mark revenue
‘Receipted’ when
process completes

Create selection from
results

Selection type

Selection name

soe‘::?thi’grt\e 2 To overwrite the selection selected in the Selection name field, select this checkbox.

Delete Receipt Process

You can delete a receipt process at any time. When you delete a receipt process, you also delete the history for
that process. If you delete a process and need it again, you can only retrieve the process from a good backup.
We recommend you have a good backup before deleting data.

Warning: If you delete a process, you also delete the process status page and the history for the process. For
more information, see Go To Process Status Page for Receipts on page 206.

P Delete receipt process
1. From the Receipts page, select a receipt process and click Delete. A confirmation message appears.

2. Click Yes. The process deletes. You return to the Receipts page.

Generate a Header File

To personalize a communication with information specific to its topic or recipient, you can use merge fields in
your Microsoft Word (.docx) document. To specify the merge data to include in the document, you must
generate a header file that includes the merge fields. When you generate a header file, you create a comma-
separated values (*.csv) file based on an output format, with fields defined by the program, or an export
definition, with fields you define. In Word, you can use this header file to merge the data with your document. To
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generate a header file for a communication, click Generate header file under Tasks. The Generate header file
screen appears.

Generate header file
Cutput type: | Cutput format e
Output format: | [»

In the Output type field, select whether to use fields from a standard output format or an export definition.
¢ Ifyou select Output format, select the output format that contains the merge fields to include.

¢ Ifyou select Export definition, search for and select the export definition that includes the merge fields to
include. For information about how to set up an export definition, refer to the Query and Export Guide.

When you click OK, the browser downloads the header file, based on the selected output format or export
definition, for use in Word.

Output Formats for Receipts

Output formats determine the fields to export for receipts. Output formats are dependant upon the receipt type
you select for a receipt process. If the receipt type is per payment, the applicable output formats are standard,
seasonal address, formatted mail, and email. An extended output format exists for formatted mail. If the receipt
typeis consolidated, the applicable output formats are gift summary, gift detail, formatted mail gift detail,
formatted mail gift summary, email gift detail, and email gift summary.

For more information about output formats, see Receipt Output on page 209.
Per Payment Receipt Type:

¢ Standard receipt output - exports standard receipt fields to merge with the Word form template. Examples
include PAYMENTMETHOD and RECEIPTAMOUNT. This output format always uses primary address.

e Seasonal address receipt output - exports standard receipt fields with seasonal address data, if applicable.
Using this output format, the primary address exports unless a seasonal address is in effect. In this situation,
the seasonal address exports.

¢ Email receipt output - uses only mail preferences set for the primary email address.

¢ Formatted mail receipt output - uses address process options. If a default address process option set has been
added from the Manage address processing options configuration task, it defaults here. If one has not been
added, click the pencil to access the Processing options screen. On this screen, select an address format and a
name format and click Save. Name formats must already be set up on the Names tab of the constituent page
and Name format defaults should already be set up from the Manage name format options configuration
task.

¢ Formatted mail receipt output (extended) - uses address process options. If a default address process option
set has been added from the Manage address processing options configuration task, it defaults here. If one
has not been added, click the pencil to access the Processing options screen. On this screen, select an address
format and a name format and click Save. Name formats must already be set up on the Names tab of the



206 CHAPTER 9

constituent page and Name format defaults should already be set up from the Manage name format options
configuration task.

In an extended output format, specific fields are exported multiple times. Extended output allows you to
export multiple categories of fields, such as multiple benefits and tributes per transaction. For more
information, see Extended Output Formats on page 211.

Consolidated Receipt Type:

Gift detail - exports revenue details for each payment. The list includes Total constituent payment amount,
Total constituent receipt amount, Total constituent benefit amount, and Total number of transactions for
the constituent on the consolidated receipt.

Email gift detail - uses only mail preferences set for the primary email address for consolidated, gift detail
receipts.

Email gift summary - uses only mail preferences set for the primary email address for consolidated, gift
summary receipts.

Formatted mail gift detail - uses address process options for consolidated, gift detail receipts. If a default
address process option set has been added from the Manage address processing options configuration task,
it defaults here. If one has not been added, click the pencil to access the Processing options screen. On this
screen, select an address format and a name format and click Save. Name formats must already be set up on
the Names tab of the constituent page and Name format defaults should already be set up from the Manage
name format options configuration task.

Formatted mail gift summary - uses address process options for consolidated, gift summary receipts. If a
default address process option set has been added from the Manage address processing options
configuration task, it defaults here. If one has not been added, click the pencil to access the Processing options
screen. On this screen, select an address format and a name format and click Save. Name formats must
already be set up on the Names tab of the constituent page and Name format defaults should already be set
up from the Manage name format options configuration task.

Gift summary - exports one row of summary data for each constituent. The row contains Total constituent
payment amount, Total constituent receipt amount, Total constituent benefit amount, and Total number
of transactions information for a constituent.

Go To Process Status Page for Receipts

After you run a receipt process, the process status page appears automatically.

From the Receipts page, you can click Go to process to access this page. This page contains the Recent status,
History, and Job schedules tabs. The top half of the page contains the parameters and properties for the receipt
process. To make a change to this information, edit the receipt process.

Recent Status Tab

On the Recent Status tab, you view the details of the most recent instance of the receipt process. These details
include the status of the run; the start time, end time, and duration of the run; the person who last started the
process; the name of the server used to process the run; the total number of receipts processed; and how many
receipts processed successfully and how many were exceptions.
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Job Schedules for Receipts

Use job schedule to run a process automatically and unattended. When you create a job schedule, you specify
the frequency and scheduled time of the occurrence. Using the job schedule and SQL Server, the program runs
the export at the scheduled time and interval.

Note: The system administrator at your organization typically completes this process.

You can create a job schedule for a process from its status page.

Create Job Screen for Receipts

The table below explains the items on this screen. Options on this screen vary depending on your selection in the
Schedule Type field. This field determines options available in the Frequency and Daily Frequency frames.

Re-Receipts

You can process a new receipt for a payment that was previously receipted. Payments with a receipt status that
includes “eligible for re-receipt” can be receipted again.

A payment becomes eligible for a new receipt when you adjust the payment amount, payment date, receipt
amount, or designation, or select a different constituent for the payment. On the payment record, you can also
use the Re-receipt payment task to change the receipt status manually to “eligible for re-receipt.”

Note: Additionally, the Re-receipt payments checkbox on the Receipt and acknowledgement preferences
configuration task must be selected to process new receipts for payments previously receipted. For more
information, Receipt and Acknowledgement Preferences on page 43.

When a payment is eligible for a new receipt, the re-receipt is processed the same way the original or previous
receipt was generated. The process remains the same for all receipts. For more information, see Add Receipt
Process on page 199 or Edit Receipt Process on page 202.

When you generate re-receipts, it is important to remember the following.

¢ When you generate a new receipt for a previously receipted payment, the payment receives a new receipt date
and number. Until you process the new receipt and mark it “Receipted,” the previous receipt date and number
appear on the payment record.

¢ Ifthe payment was previously included in a consolidated receipt, a new consolidated receipt generates when
you re-receipt the payment. Each transaction in the original consolidated receipt is included in the re-receipt.

¢ When more than one receipt is associated with a payment, a Receipt history link appears on the payment
record. View this history for individual receipt details. For more information, see the Revenue Guide.

¢ When more than one receipt is associated with a payment, a Receipt history link appears on the payment
record. View this history for individual receipt details. For more information, see the Payment Records section
of the help file.

Receipt Output

When you process receipts, a set of data exports based on the Output format selection on your receipt process.
Review the tables in this section for field information contained in an export.









RecelpTs 213

Output

Example

Constituent on pledge

Adam Johnson (if applicable)

Pledge amount

$2,000 (if applicable)

Pledge date

05/05/2009 (if applicable)

Pledge balance

$2000 (if applicable)

Recognition credit recipient** Amy Smith
Recognition credit amount** $40

Recognition type** Spouse
Recognition credit date** 05/05/2009
Recognition program (Last added) President’s Club
Recognition level (Last added) Gold

Process date 05/10/2009
Process receipt number 12387

Previous receipt number 12387

Original receipt number 12387

Process receipt number 12387

Previous receipt number 12387

Original receipt number 12387

Unique receipt number 12387

Process receipt number (with receipt stacks) |[aal12387
Previous receipt number (with receipt stacks) |aal12387
Original receipt number (with receipt stacks) [aa12387
Unique receipt number (with receipt stacks) 2al12387
Re-receipt reason code Lost

Re-receipt reason details Original receipt lost
Earliest receipt gift date 05/10/2009

Last receipt gift date 05/10/2009
Process receipt date 05/10/2009

Gift in kind fair market value Blue book value
Gift in kind item name Vehicle

Receipt Type: Consolidated

If the receipt type for the process is Consolidated, the available output formats are Gift summary, Gift detail,
Formatted mail gift detail, Formatted mail gift summary, Email gift detail, and Email gift summary. For more
information about these output formats, see Output Formats for Receipts on page 205.

The following table explains the items contained in the consolidated receipt output formats. The asterisk (*) fields
in the Output column indicate the additional fields that appear for the gift detail output formats.

Output

Example

Business process output PKID

1

Transaction ID

24ffdc3a-31fc-47a8-a2ce-00ca801248eb
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Output

Example

Constituent name

John J. Smith (individual) or ABC, Inc. (organization)

Constituent ID

Constit 123

Primary addressee

Mr. John J. Smith, Jr.

Primary salutation

Mr. Smith

Primary contact

Mr. Smith

Job title Sales Manager
Address block 100 Main Street, Apartment D
City Charleston

State SC

Country USA

Email address jjsmith@somewhere.com
Total constituent payment amount $150.00

Total constituent receipt amount $135.00

Total constituent benefit amount $15.00

Total number of transactions 10

Date* 05/10/2009
Payment amount* $150.00

Receipt Amount $150.00

Total benefit amount* $15.00

Payment method* Cash

Stock issuer* Blackbaud

Stock symbol* BLKB

Stock number of units* 100

Stock median price* $15.00
Property/GIK Subtype* Acreage, Computers
Anonymous* No

Process date 05/10/2009
Process receipt number 12387

Previous receipt number 12387

Original receipt number 12387

Process receipt number (with receipt stacks) |aal12387

Previous receipt number (with receipt stacks) |aal2387

Original receipt number (with receipt stacks) [aal12387

Unique receipt number (with receipt stacks) aal2387

Re-receipt reason code Lost

Re-receipt reason details Original receipt lost
Earliest receipt gift date 05/10/2009

Last receipt gift date 05/10/2009
Process receipt date 05/10/2009
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Review Receipts

From the Review Receipts tab, view details for each run of your receipt processes. For example, you can view
output information for the End of Year Receipts, Major Gifts Receipts, and Monthly Receipts processes at the
same time in the Receipt processes grid.

| Review Receipts ;.Receipts

| Receipt processes (22 jtems) [ﬂDownload output file » | [0 e | "-‘?Markreceipted | Unrark For re-receipl chear results | [2]

‘ Sites: | Al sites » ..-."E.- Date range: !_Ijast?da_\,_r_s _V|

S( Apply Sf Reset

| Name Status Started Duration  Records processed Diate receipted | Sites Reeceipt stack

.—-|:|r 2010 Completed 0%, 010 2:55:28 PM 9 seconds &ll Sikes September 2010

| £ 5ent 20108 Weww 2 g B 2 i TR o

The Receipt processes grid lists information such as the Status of the process, when it was Started, and the
Records processed. Depending on your security rights and system role, you perform functions to manage receipt
processes in the database.

¢ Download output file: To save a copy of the output file to your hard drive or network, click Download output
file. A Save as screen appears for you to name your file and browse to a location on your hard drive or network
to save the output file.

¢ Merge: To merge the letters for your receipts, click Merge, letter. The receipts merge automatically in Word.
Save the merged receipt document on your hard drive or network. To merge the data for your labels, click
Merge, label. The your labels merge automatically in Word. Save the merged label document on your hard
drive or network.

Warning: If the Merge buttons are disabled, check your receipt process to confirm you selected the Word
templates in the Letter template and Label template fields.

¢ Mark receipted: If you do not select the Mark revenue ‘Receipted’ when process completes checkbox when
you add or edit the process, this button is enabled. To mark the revenue in the process receipted, select the
process and click Mark receipted. A confirmation message appears. To change the Receipt status to
Receipted, click Yes.

¢ Mark for re-receipt: If you want to mark all payments within a process for re-receipt, select it and click Mark
for re-receipt. The Re-receipt payments screen appears. Enter a reason, details about the reason, and select if
you want the process to generate new numbers. If you clear the checkbox, the process uses the same
numbers. All information entered on the Re-receipt payments screen is added to each payment.

¢ Unmark for re-receipt: If you want to unmark all payments within a process for re-receipt, select it and click
Unmark for re-receipt. A confirmation message appears. Click Yes. All payments originally marked for re-
receipt are now unmarked.

¢ Clear results: To run a receipt process again, use Clear results to reverse the process. For example, you
process receipts with the wrong receipt date. To undo the process, click Clear results. Then, run the process
again with the correct receipt date. When you clear results, the output and merged documents are deleted,
the receipt date and number (if applicable) is deleted on the payment, the receipt status becomes “Not
receipted” on the payment and the next available receipt number returns to the number prior to running the
process.
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Mark Payments for Re-Receipt Screen

The table below explains the items on this screen.

Screen Item Description

Reason Enter the reason payments in the selected process are to be marked for re-receipt. The
reason applies to all payments included in the receipt process.

Details Enter information about the reason. The details you enter apply to all payments included

in the receipt process.

Generate new
receipt numbers

If you want the receipt process to generate new numbers, select the Generate new receipt
numbers. If not, clear the checkbox and the process uses the same receipt numbers. The
selection you make applies to all payments in the receipt process.






