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Log on Llsten "and Learn

Make the world a better place.



BIaCKbaUd® Blackbaud Online User Clinics

Q&A and Technical Assistance

To submit a text question: |[@|Mmang
1) Click Q&A pane — — N —
) ) . Could the presenter explain the usage of the last feature Ask [« @
2) Type question in the ‘type a question for the discussed?] }
presenter’ field

3) Click the Ask button

Note: Use the scroll button to scroll to your
answer if necessary.

No questions have been answered yet.
For technical assistance connecting:

Intercall: 800.374.1852
Live Meeting: 866.493.2825

Note: These numbers are for technical
assistance, they are not the call-in
numbers to listen to the event.
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The Raiser's Edge Online User Clinics:

Query
Monday - April 19, 2010

Host: Willlam Jankins, Solutions Engineer
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BIaCKbaUd@ Blackbaud Online User Clinics

Agenda

Welcome and Introductions
Blackbaud News and Updates
Support Resources

Query Presentation

How Blackbaud Can Help
Q&A

O O O O O o
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Blackbaud Learn™: An Overview

An annual training subscription that provides ongoing skill development and
job knowledge training via tiered packages to best fit your needs and keep
every staff member engaged in active, lifelong learning.

N

Live classes on software skills (online and classroom)

V] Live lessons on best practices and nonprofit strategies

V| Role-based curriculum for specific skill sets

V] Exclusive “Q&A” office-hours with experts each month

| Self-paced and on-demand classes available online 24/7

| Constantly evolving curriculum

V] No travel costs or hassle for more than 95% of classes

| Monthly training newsletter with new class alerts, tips and tricks

View the course catalog online at www.blackbaud.com/training.
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BIaCKbaUd@ Blackbaud Online User Clinics

Blackbaud Learn™ for Internet

Get expert training on your Internet solutions and all of your Internet-related
activities. Learn the software skills you need, plus best practices for eMarketing,
building online communities, website management, and more!

View the course catalog online at

DO YOU WANT TO... TRY OUR CLASS...

Prepare staff for upcoming Managing Events Online

online fundraising events?

Ensure your website content Introduction to Blackbaud NetCommunity ™
Is fresh and exciting? or Introduction to Blackbaud® Sphere™
Test email messages? Communicating with Constituents Online
Drive donor action online? Targeting Website Content

Grow your email address list? Making the Most of Email Marketing
Engage and communicate with Social Media Demystified: 50 Social Media
constituents using Web 2.0 tools? | Tactics for Nonprofits

Page #6 © 2009 Blackbaud


http://www.blackbaud.com/InternetLearn

BIaCKbaUd® Blackbaud Online User Clinics

Blackbaud Application Hosting ™

» Security — World-class security measures that employ 24/7/365 system
monitoring

» Uptime Guarantees — 99.9% or better uptime — applications are always
available and designed to perform at the optimal level

» Disaster Recovery — Immediate access to key business applications, even
when unforeseen events pose an obstacle or threat

» Cost Control and Savings — Subscription-based services make IT costs steady
and predictable

» Remote Access — Access to your Blackbaud software anytime, anywhere via a
web browser

» Availability — Host The Raiser’'s Edge, The Financial Edge, Blackbaud
NetCommunity, The Researcher's Edge, The Patron Edge Online, Blackbaud
Enterprise CRM, Blackbaud Direct Marketing, The Education Edge, and more!
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Blackbaud NetCommunity Spark™

O

Blackbaud NetCommunity Spark is a new online
marketing and membership solution that ignites
your website!

Spark seamlessly integrates with The Raiser’s Edge

Bring your website to life with:
« Unmatched online membership and fundraising tools
« Email marketing to help drive new & renewing support
* Online event management and registrations

Join us for a free web seminar: Ignite Your Website
with Blackbaud NetCommunity Spark

 4/27/10 at 1:00 p.m. ET

 5/11/10 at 2:.00 p.m. ET

 5/26/10 at 2:.00 p.m. ET
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Blackbaud’s 2010 Conference for Nonprofits

o Join us to experience everything you have come to love about the Blackbaud
Conference — three days of educational content dedicated to your specific
needs and opportunities to network and interact with your peers and industry
experts — all in a new venue that will have more to offer than ever before!

o October 20 — 22, 2010 at the Gaylord National Hotel and Convention Center in
Washington, D.C.

"BETTER
TOGETHER _

plejle CONFERENCE FOR NONPROFITS
WASHINGTON, DC OCTOBER 20-22, 2010
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Upcoming Web Seminars

o

Activate Online Marketing & Engagement: An Overview of BBNC Grow
e 4/21/10 at 2:00 p.m. ET

Engaging Your Supporters Online with Sphere Grow
e 5/20/10 at 2:00 p.m. ET

The Financial Edge for Raiser’'s Edge Customers
e 5/5/10 at 2:00 p.m. ET
e 5/13/10 at 2:00 p.m. ET

Getting to Know AuctionMaestro Pro
o 4/28/10 at 2:00 p.m. ET
e 5/26/10 at 2:00 p.m. ET

For a schedule of all upcoming web seminars or to register, go to
www.blackbaud.com/webinars.
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New Custom Solutions: Duplicate Constituent Merge Utility
For Bulk De-Duplication in The Raiser’s Edge

& The Raiser’s Edge - Sample Data
File Edit View Go Favorites Tools Help

4 PlugEns¥uplicate constuentivierge’ Uty =sampletbata”

4 Back % 1o | Openin separate window
W Query

@.ﬂ EXpoit Plug-ins
Fundraising

@ Reports Effectiveness

— Project Plugin

n Mail Database
Connection
Viewer

'; Hatcy) Sample Action
Plug-in

@‘ Mapping
a Admin

Copy User
A Settings
- &onig Custom Import
@ , Raiser's Edge 6
==/ Scanning Post-Conversion
Uity
E:g’f NeiSolutions Import Recuming
Gifts
—
(-\ } Nonconstituent
_l".Dashboard Merge Uity
AuctioriMaestro Fund Graph
Pro Integration Whatis a
55 CounterPointSQL  EEE
s (nfegration PaperSave®
2 Print
Coversheets fros
y} Data Health Center Qu‘;y eets from
3 P
Qi Web Services Ez;rtsﬁa';/:@
Query
E Blug-ns Product Installer
Read-Only
(/7\) Help Databass 3
\_# Assistance Qu™

Welcome to The Raiser's Edge 7
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Duplicate Constituent Merge Utility T
Select Constituent Query: § [T Include associated non-query duplicates
Master Record Criteria:  [Oldest Constituent ~|
Report | Merge | Find |
Manually manage duplicate records:
Master Record Merge Record Last Name First Name Address City State 2P Last Gift D Import ID BBNC
O Cousing Megan 2000 Daniel Is... Charleston SC 29412 No Gifts 359 00001-593-000... O
O Cousino Megan 2001 Daniel Is.., Charleston  SC 29412 No Gifts 360 00001-593-000... O
O Cousina Megan 2002 Dariel Is.., Charleston  SC 29412 No Gifts 361 00001-593-000.... O ‘
Exclude Group Save Selections I K I < I Group 1 of9 > 3l
[~ Merge Records in Unattended Mode
[~ Delete merged records [T Add to query and delete later
|~ Generate control report =
[V Remove duplicate attributes and constituent codes About 3
«  Duplicate Constituent Merge Utility &
w =
" Merge duplicate constituents. |
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New Custom Solutions: Call Center
For Phone Solicitations (Phone-a-Thon Fundraising)

Call Center I=]lf [ call Center

Appesl. Phonathion 2008 - Call C  Package: Phonathon 2008 PackA  Call List: All constituents within 20 Time Zone Filter: No Filter |
~Instructions
Tobegin your shift Chief Mr. Harold P. Smalls —Donation Information
- Freferred Address I~ Pledge ™ One Time Gift
To startyour shift, select your assigned appeal, package, and call list from the dropdovin menus under Start Call Center Shift. You Maiden Name: 78 Sycamore Avenve
may also select a time zone to filter the call list. When the appropriate selections have been made, click Begin Shift. After each X : Pl Ariotnt ,_
call you can choose to save and go to the next constituent or save and logout. When the constituent list is exhausted you can Nickname:: Harry Chedleglon; 5C 2307 o & ;L?dgi
choose another listor log out of the shift. You can log out at any time in the process. Constituent ID: 198 Gift Amount e
Type | Value "
i : — Credit Card T [ =
Constituent Code: Volunteer s redit Card Type
2 Credit Card #
Toviewareport T R
= Expiration Date v v
Choose the date range for which information should be displayed and then click Open Report. East Cooper Fire Department
Spouse Designation
Pesition:  Fire Chief — D:
" Reports | Start Call Center Shift
| Update Constituent Information More Info...
: ’ Choose an Appeal, and a Package, then choosea Call List. You may also T ]
Speug a date range and click Open Report to select a time zone to filter the call list. After you have made the B —Call Result
view the report. appropriate selections click Begin Shiftto begin your shift.
| College | Degree | Major | Class Year | e ,—_l'
Appeal [ Ed Four Yes...|BS Cominal . | 1981
Start Date End Date Do Not Call Back Until
Package [ |
joasjoos | [oayas/2009 ~] s = R
CallList | =l !
Time Zone | | | Beainsnift Date . | Amount | Type | Fund ID Fund Descripti | | Action Note
|Cash |2008ANNUAL | 2008 Annual Fund
Action History Contacted This Appeal: 0 Contacted This Year: 0 ces
Set Path To Salicitation Seripts File R Lo R
Import Time Zones =
Matching Gift Information
Organization | Match Ratio | Min/Max Gft Amourt e \ l Save and Log
< |3
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New Custom Solutions: Custom Import
For Specialized and Frequent Importing

The Raiser's Edge - Sample Data
File Edit View Go Favorites Tools Help

4 Back % oo :»i‘.|0penhseparatewhdow

W Query

p 73 Export Pl ‘ i
g. i CUStom Import Version1.4.3.4

Project Plugin Select the file to i

t

Viewer Select the import file type:
C

@' Mapping Duplicate Specify the constituent query description:

0 Admin

" Config

% Scanning

5
Eg"f NetSolutions
S constituent
/:', Dashiboard NM‘;'ge -
AuctionMaestro Fund Graph
Pro Integration Whatis a
o= CounterPoint SQL Plug-in?
u Integration PaperSave® E
Print ;
& Data Health Center g;re;sheetsﬁom \%
o ‘ dmin... | :
‘; Web Services g;s;:;@ et
Query
Blug-ns Product Installer -
ReadOnly 5  Custom Import &
y Database || @, ) ) =
y Assistance QUM‘ The Custom Import plug-in performs custom client imports. v
Welcome to The Raiser's Edge 7
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New Custom Solutions: Volunteer Time System
For Volunteer Management and Tracking

® Logged In: miller  Logout

Main Menu

Welcome Mary Miller

Thank you for all that you do to help us succeed. We appreciate your support.

1

Happy Birthday wishes to these volunteers!

Gretchen Jones (05/25) Mary Miller (05/29)

%3 You have 3 messages

@ May is our volunteer month. Join us on May 15th at Wilson Hall for a volunteer appreciation dinner. 6-9 pm
RSVP (407) 321-4233

=, We wish you a very Happy Birthday!

8 Himary. please give the volunteer office a call at your convenience - (407) 123-1234

V Sign into a job assignment (1 )—, Make a timesheet entry

\k"*\“‘ View upcoming opportunities - l Update contact information

.
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New Custom Solutions: RMH Guests Plug-In
For Tracking Facility and Guest Management in The Raiser’s Edge

e £o1 Wew o Fgvorles Took Heb

d lackbaud
d%n; You Make The Woeld A Better Place

AMH
Guest Facility Manager (Demo Version) (Demo Version)
Guest Lists
(\\/ Waut List
\\/ Confirmed List
X m Current Gues!s
0 Adn m Past Stays
¥ con Administration
Room Status
[ L
) 4 | Reponts
g‘, NeatS¢
=
Gu.- ‘ Canfiguration
§. C
‘ Sp
Page #15 © 2009 Blackbaud



BIaCKbaUd® Blackbaud Online User Clinics

Querying in RE7 : Creative Uses & More!

Hosted by: William Jankins
Solutions Engineer/ Product Expert
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Benefits of Querying in The Raiser’s Edge

With Query, you can...

Segment your database however you need to

Break down your database by any field you have tracked on a record

Use the query throughout the entire system once it's created

Page #17
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BIaCKbaUd® Blackbaud Online User Clinics
QUERY: THE BASICS

1. Whatis aQuery?

2.  Query Options

3. Duplicates in Queries

4.  Static Versus Dynamic

5. Wild Cards

6. Query Types

7.  Query Favorites

8. Query Operators

9. Combining Operators

10. Parentheses

11. Merging Queries

12. Using Reports & Mail to create queries

13. Troubleshooting Reports w/ Query

14. Using Queries created in RE7

15. Understanding Filters on Summary Fields
Page #18 © 2009 Blackbaud
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1. What i1s a query?

A. Areport?
B. Another way to export data?
C. A grouping of records?

D. A breed of North-American tree frog?

The correct answer IS:

Page #19 © 2009 Blackbaud
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2. QOUERY OPTIONS:

Found in Tools, User Options, Query Tab
oprons a

Administration | Calor | Printing | FileLocations |  Membership Scanning
General | Home | Becods  Quey | Espott | Repots | Mail | Batch

&:’!‘ You can use these options to set personal preferences for creating or running queries,

‘General

P [T Automatically save query parameters on close-
Code tables _
Detault query type: | Constituent L
Default query format; | Dynamic =l

You can choose which name format to use when displaying
constituents in the query results grid.- o

Constituent name format |Last, First Middle |

You can choose to display the number of records found or all
queries and to automatically run a query when it is opened.

IV Display number of records found on all queries
I~ Automatically run queries when opened
[ Display row numbers

Reset to System Defaults oK Cancel Aoty

Page #20 © 2009 Blackbaud
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3. DUPLICATES IN QUERY:

If your query output does not include one-to-many

fields, use the Suppress Duplicate Rows (from the
guery, select Tools, Query Options) option to

minimize duplicates.

Query Options

General Record Processing I Gift Processing | Advanced Processing |

™ Select from query:

v Buppress duplicate rows

[T &pplo autpat limite

@ | Limit 4o top rowe

€ Bandan sampling Mo of records lo irsllide I

l MNurnber LI

WBA Macro: |

=

oK

Cancel |

Page #21
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4. STATIC VERSUS DYNAMIC:

Static Query: “snapshot” in time — can be
refreshed

Dynamic Query: always refreshes itself when
accessed — always has the most current
data

Page #22 © 2009 Blackbaud
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5. WILDCARDS:

Question Mark (?): use the question mark symbol
to replace a character.

Asterisk (*): use the asterisk to replace a series of
characters.

Brackets ([ ]): use brackets to query for a range of
characters or to locate several characters. For
example, use the criteria Last Name “begins
with” [A-C] to locate all constituent records with a
last name beginning with A through C.

Page #23 © 2009 Blackbaud
DRI B T IR FICRITDEIRImE U R U T DR DU RR0ne 100 DS (aoeemmnt o ! 10 o ditment ] BN T et trm eI ;i ime e namuvim
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6. QOUERY TYPES: Not all queries have to be Constituent

gueries!

Page #24 © 2009 Blackbaud
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/. QOUERY FAVORITES:

+i2: Mew Constituent Query - The Raiser's Edge

File Edit Wiew Formab Records  Faworites  Tools  Help

H ARG = S 6 2-

1:Criteria Ig:DutputI 3:5:::rt| E:Hesultsl

The filkers entered here will determine the records that are output,

¥ Include inactive constituentz [ Include deceazed constituent: [ Include constituents with no walid address
— Awvalable Fields — Filters
Show: |<.ﬂ'-.ll> j ----- Congtituency Code <azk:

[

- [Juery Fields
- Congtituency Code
- Mame
[=- Faworites
- Mame
- Lagt Mare
- Congtituent 1D
- St Key
e
- Congtituent [nformation
- Spousze
- Aliages
- Credit Cards
- Conztituency
- Constituenc Se ol
Canstituenc Crganize Favorite Fields. ..
Constituenc add ko Favorite Fields
i Corstituenc
. Total Const
[+ Solicit Codes
- Constituent Salicitor [nformation

— A v

Query Fields allow you to-
currently in your query. Use

vl
19%

¢ct any field that is
to save time!

Favorites rememberw
guery on and thus can §

—_—
—

at fields you like to
e you a lot of time.

[rm W |
(ol
1S4
~

i
Lol

Remove from Favarite Fields

Fun

Page #25
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8. OUERY OPERATORS:

EQUAIS NotOueOf Begin:With
Does il BeTizem beeslo:nw
Grealer Than  Nolllank LIR@®
il Blank yotline
L6SC Than Neilouveen

Page #26 Blackbau
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Cleaning up holes in the database with the BLANK operator

Edit Field Criteria

Preferred Address Line | Create a DYNAMIC query_using the BLANK
operator on a field that is missing. For
Operator: I blank - I

example: Address Line 1 Blank.

42 Mew Constituent Query - The Raiser’'s Edge

Eile Edit Wew Format Records

Faworites Tools Help
= =1 TN YT R R
1:Criteria | 2:0utput | 2:5ort 4F|E:3ults .
| IS e 1 Go to the results tab and double click on a
[ ame Freferred Addrezs Line 1
Hunter, Earl Mathan

record to jump to that record.
Jones, Marc

bellon, Martha Louize

_ United Broadcasting Company

iser’s
File Edit Yiew Format Records Favwi

B =[]
t Tools  Help
H AR S S « » w2

LiCriveria | 2 Output | 3o 4FResuls |

Clean up records by filling out the blank
e I fields, then use the M 4« » M| buttons
E‘:.':::'Zf:;r:;:::;w ‘ e to clean up the other records. If you have
S e B— .o a large amount of records to clean, then
S S o '*U”"':'T"hp'ﬁi't'i a global change might be better. Or....
L Er— _|
<Back =T ]
— LTS -
Page #27
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Use BLANK queries to create business rules that will

automatically clean up your database over time.
El zer defined riles

Constituent
- 2] Gt
Buzinezz Bules 2] Action

Blackbaud Online User Clinics

A Canf i

Mew Opening Constituent Hule

Mew Rule for Opening Constituents il

Bule name: [\warmn if somebody haz mizzing addresz lines

Query name: |Fecords with blank addrezzes

Mezzage: |This record currently has miszing address information. Please carrect this situation if

pozzible. Thanks for helping clean up our databasze!

Opening Constituent Rule

This record currently has missing address information, Please correct this situation if possible, Thanks For helping
clean up our database!

Page #28
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Creative use of query operators:

Edit Field Criteria x|
Preferred ZIP
Operator:
Walue: [ 77777797
k. Cancel |
Edit Field Criteria |
Preferred ZIP
Operatar: | beging with |
k. Caricel |
Edit Field Criteria x|

ZIP

Operator: |[{ s

Walue 1; |294n|:|

Yalue 2 |31 100-9399

k. Cancel

Page #29

records have a ZIP+4. You can then get
larger postal discounts if you use this
query for a mailing.

Zip begins with 294 will find
people that live in several zip codes
that begin with 294

Zip between 29400 and 31000-

9999 finds all records that have a

ZIP or a ZIP+4 in a geographical
area.

© 2009 Blackbaud
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Creative use of query operators: The Ask Operator

Lluery format: ID_lrlnamic -

| dit Field Criteria

Create a new DYNAMIC query

Select the field you want

Constituency Code

to query on and use the
ASK operator

Operstr [N <

IE Mew Gift Detail and Summary Repork
File Edit Favarites Help

RS RE - ?-

\: General |2: Filtersl 2 Gift T_I,Ipesl 4 .-'-‘-.ttril:uutesl & Ind. .-’-'-.ddressl

(Ask conztituency -::ude]

~Include Giftz with theze Dates

Date to uze; I [ift date j

[ ate: I Thiz ranth j

Run any task on the basis of your new
dynamic ASK query and at the time of
running the task, you get to select what
you want

Page #30

»

Query Name: Ask constituency code

Description:

The criteria for the following figlds must be entered before the querny can be

procezzed. Enter the appropriate criteria and press Mest to advance to the nest
field.

Constituency Code

Operatar: I equalz j

Y alue: I.-’-'-.u:knu:uwledgee j

(Acknowledgee
Alurnnus —
Board Member

Corporate Member

CorporationBusiness

Current Parent

Development Staff

Craror i

ickbaud
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Creative use of query operators: The Ask Operator

Edit Field Criteria X

What could you do with a constituent Birth Date

Operetor: MGG <

query like this?

Edit Field Criteria X

What could you do with a gift query

like this? Gift Batch Number
Cperator; |FEE
Asking for too much? | don'’t think so! - Constituency Code <asks
You can use the ASK operator AMD Last Gift Date < azks

multiple times. o BMD Solick Code Descrphion < azk:

This query could give you Major Donors"whose last gift was last calendar year and who
asked you not to be phoned, but to be e-mailed.

Page #31 © 2009 Blackbaud
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9. COMBINING OPERATORS: And & Or:

-~ Constiuency Description one of Sumrus, Employes Canstiuency Description ane of Aumnus, Emplayes

----- AND Gift Mediar_1 greater than or equal to §150.00 OR Gift Median_1 greater than or equal to $150.00

And is v%ve. Think of it as the Gucci Or is very inclusive. Think of it as the K-Mart operator
operator Only people which are both Everybody is included, whether you are smart or happy or
smart and happy will be included. both!
Page #32 © 2009 Blackbaud
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10. PARENTHESES: When are they needed?

i] Rule Number One: There have to be 3

Oor more rows in your query No parentheses are needed in the following
query because of rule 2:

Rule Number Two: Parentheses are only .- Birthplace equals Berlin
needed if you are using both AND & ORin . aMD Gender equals ale

the same query - AND Birth Date equals Mext month [any year]

- [Bithplace equals Berlin
OR Gender equals kale) (2 %4) I{:j @
- AMD Birth D ate equals Mext month [any vear)

-+ Birthplace equals Berlin 2 % 4 '51}' @
- DR [Gender equals Male

- AND Birth Date equals Nest month [any year])

Page #33 © 2009 Blackbaud
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11. MERGING QUERIES: using AND, OR, SUB, or XOR
|L:u:u|5 Help

Celete Multiple Queries. ..

Ackion Tracks

! ':'FI;IEII'IiEEEIIICI“E Merge Queries x|
Erimary queny: |Feceived Welcome Gift ﬂ
secondary quent |Received Welcame Letter ﬂ
Merge operator: {anp vI
AMD
oR
SR ancel

Click here for a detailed explanation of merge operators.

You will get the following results if you use the merge operator:
AND: People that received both a Gift and a Letter
OR: Everybody that either received a Gift or a Letter
SUB: People who received a Gift, minus people who received a letter

XOR: People that are in either query but not in both: People that either received the Gift OR
the Letter, but NOT both.

Page #34
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What does a merged query look like? It looks like any
other query, but has no Criteria tab.

12 New Constituent Query - The Raiser's Edge - |EI|5|

File Edit Mjew Formab Records Fawaorites Tools  Help

= = da] ?-

Select the fields to dizplay in the Rezultz grid. wh

— Avallable Fields

| 25art I A:Rezults I

Show: | <allx

= Query Fields

- Favarites

- Congtituent | nformation
- Spaouze

- Aliazes

- Credit Cards

- Conztituency

- Solicit Codes

- Conztituent Solicitar [nfarmat
- Primary Alurni [nformation ™

. theze are the figldz to expart.

— Outp

X

General Becord Processing | ift Erncessingl Advanced Proceszing

™ Suppress duplicate rows
[ Apply output limits
' Random sampling No. of records to include: II:I

€ Limit to top raws:— Limit ta [Humber 7]

vea acro: RN -

4 » : ——
I berged Queries

ﬁ FII"IdI SE'ECt-} I <-H| Erimary qUEN: IHECEiVEd WE'CDmE Glft ﬂ

Secondary query: IHeceived Weloome Letter ﬂ
< Back | Mest > | Cancel | Merge operator: OR =
Click_here for a detailed explanation of merge operatars.
k., Cancel

Page #35

Select Query Options from
the Tools menu to see how
a merged query was
formed
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12. REPORTS/MAIL TO CREATE OUERIES: Use reports to create
gueries!

ﬂ g Feports

IE MNew Comparative Repork - |I:I|i|

Fapate 3 B Comparative Repoart

File Edit Favorites Help

Yanance to [nchads
n|& % E | ? T - XLl T T T
+ Increase
1: General |§: Filtersl 3 Gift T_I,Ipesl 4 Attributes | 50 Ind. &ddresz | B: Org. Addreszs | 7 Format e
" Decreaze
Include. .. | All records
Inzlude Gifts with theze Dates (" Both
D ate bo use:IGiI‘t date j Period | Date range Skartk End
1 Last calendar yr
. This calendar ywr
Credit Matching Giftz To
|7f" Cronor % MG Company i Bath
: ; - Dizplay Variance A
(IF ‘Create output quer_lréj i —
{* Percentage  Report percentage changes of at least: EDﬂ
= Currency Report curency changes of at least: EI

Page #36 © 2009 Blackbaud
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Other reports that can easily create meaningful queries
for you:

il= E-:hl:

Yiew Go  Fawvorites

Tools

Help

4 Back o Fonveard | Open in separate window

|Et||-|-' Home

r‘—r% Fecords

ClueEms
EL J LI

E ot

.g FEepors

=g [ =il

: s e il

[.t (Earati
|

Page #37

Heports

Auction Reports

Campaigns.
Fund=, and
Sppeal: Heports

Custom Reportz

D emographic
and Statiztical
Report=

Ewent
I anagement
R eport=

Financial Bepaorts

FMemberzhip
R eport=

Piwot Reports

Delete. .

Cormparative Report
Conzeculive Years Report

LYEUMT Report
Mew Donors Report
Mon-Contributors Report

Top Donors Beport

© 2009 Blackbaud
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[v¥ Create output query  |s available in Mail functions. Start a Mail function, check this

box and let Mail query for you by using the following filters:
—Head of Household Processing —Include theze Constituents ————
¥ Mail only to constituents marked 'Head of Househald'| | [ Inactive constituents
™ Mail ta first constituent found

[T Deceased constituents
™ Mail to both constituents separately [ Constituents with no valid address

"-'"v By uzing the grid below, thiz mailing may be filkered on the items showrn in the Selected Filkers calumn.

Filters Filker Option Selected Filkers
Dakes Lask Chan.,. Include all <Al Dates Lask Changed =
Solicik Codes Exclude Selec:i::%iél Do niok rnil
Constituent Codes Include Selected  Board Member

v Inchude ar Exclude Records ‘with these Attributes

Filker Record Type Zakegory Descripkion

Include Conskituent Cornmitkees Finance

Exclude Constituent Interesks Cricket
Constituent Wj

Page #38
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Creative use of Mail functions: Use the Reminder Malil
function to create a constituent query of people who
have installments due.

A3 New Reminders =10] ]

File Edit Favorites Help

H &S H0E - ?-

B: Org. Address I £ Gift Types I 3 Farmat
1: General I 2 Fieldz to Include I 2 Filkers I 4 Attributes I 5 Ind. Address
R eminder t_l,lpe:|3 colurmn j IF'er pledoe j [T One per page

Inciude... | All records

— Include Giftz with these D ates

Date to Llse:IGift date j
Date: I Thiz manth j
— Include Giftz with these Amounte—————————————— Inzlude these Canstituents
Start amaunt: |$|:|_|:||:| ﬂl W Inactive constituents
[T Deceased constituents
=g et |$D'DEI ﬂl [v Conshituents with no walid address

Fun date:lﬂ?a@?a‘?ﬂm @I (IF Create |{MalE0=NME ™ | output quer_u]

< Back | MNewt > | Cancel | Frirt | Preview | Layaut

Page #39 © 2009 Blackbaud
R R R R TR e Dt b R TR TR LR T T R i I N NN I e I R A



BIaCKbaUd@ Blackbaud Online User Clinics

Let Mail create a query of truncated records, then run
labels again on a smaller font, using that query!

M3 New Labels =10 ]

File Edit Faworikes Help

H SR ?- |

1: General I 2 Fields to lnclude I 3 Filters 4 Attrbutes | 5 |nd. Addrezs |
E: Org. &ddrezs I £ Segrment g Farmat
Qutput Ophions — [+ Print Truncation Reparts befare label run
S ot

v Check for harizontal truncations

B Truncation Reports

v Check for wertical runcations

v Create Exception |:|un3r_l,E

(If truncations are found using font Times Mew Boman at zize 10

[T Exclude record from this label run

Run the labels again using this query, but
this time on Times New Roman at size 8!

Page #40 © 2009 Blackbaud
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13. TROUBLESHOOTING REPORTS W/

QUERY

M3 New Gift Detail and Summary Repork

File Edit Favorites Help

RS RE - ?-

=52 vou have created two financial

| reports and there is a $15,000

1: General |2: Filtersl 2 Gift Typesl 4 Attributes | 5 Ind, Address | B Org. Address | 72 Format

Include... | All records

discrepancy between the grand
totals. A clever way of figuring out
what donors or gifts are causing this

— Include Giftz with these D ates
Drate to uze; I Gift date

=~
=

Drate: I Thiz maonth

discrepancy, is to create output
queries for both reports and then to
merge these queries:

— Soft Credit Gifts To
£ Donor

 Saft credit recipients IUSE diztribution on gift j

— Inzlude these Constituents
¥ Inactive constituents

[T Deceased constituents

" Both ILlse distribution on gift j ¥ Constituents with no valid addresses
Credit Matching Gifts To —Repart Tyupe
’7'[“ Dranor {* MG Company " Both = Detail ' Summary

v Create IGlft "’I autpLt guemny

| ||r| = ;

Prirt | F'reviegl

Fledge type: IMaster .

Merge Queries

Prirary queny: IGifts frarn report $115,000

2li8l

Secondary query: IGifts frarm report $110.000
tderge operator: IW vI

OF.

Cancel |

Click here for a detailed explanation of merge operators.

Page #41
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14. USING OUTPUT QUERIES CREATED BY REPORTS, MAIL or MERGES

New Query 3 l’

Query type: | Constituent ~|

Query format: (Tl

0K Cancel |

Query Options

| Tools Help

wum Maceo

x|

General Record Proceszsing | Gift Processing | Advanced Processing

W Select fram query: IEIutput from Mew Top Donors Report

uery Options, .. -
fIUERY LPLIon [™ Suppress duplicate rows

Lser Options.. .

[T Apply output limits

) Random sampling Mo, of records ko inu:lude:l

% Limit to top rows Lirniit b I I Murmber j

YBA Macro: j

4|

ak Cancel |

Page #42
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Creative use of queries: Basing a query on another query

4= New Constituent Query - The Raiser’s Edge

File Edit Miew Format FRecords Favorites Tools  Help

?-

=IFE EFEEEN
1:Criteria |2:Elutput| E:Sn:lrtl e_l:He&ultsl

The filters entered hiere will determing the records that are output,
v Include inactive constituents v Include deceased constituents [ Include constituents with no valid address

— Available Fields — Filters
Shaou: |<ﬁ1'-.II> j - Constituency Code <ask:
[+ Query Fields -
E38 F=vorites

-- Y Query Dptions
B Spou Gereral Becord Proceszing | Gift Proceszzing | Advanced Proceszsing

All Records

-- Aliaze
gr:nﬂ: ¥ Select from queny: IEIutput from Mew Top Daonars Bepart ﬂl
E [ Suppress duplicate rows
E ™| &pply output limits
$ € Random sampling Mo, of records to include: I_ Mew top donors
@ Lirit totop raws— Linit ta [Hurber =)
YEA Macn: j
oK Cancel | © 2009 Blackbaud
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15. UNDERSTANDING FILTERS ON SUMMARY FIELDS:

- itk Total Amount_1 greater than or equal bo $200.00
- AMD Gift Date equals This calendar wr

- E_ift Tatal Amount_1 greater than or equal to $500.00
- i [Gift Date equalz This calendar vr

Edit Field Criteria

— Acsailable Fields

— Filter=

[=1-- Gift lRfarmation =111l Gift D ate equals This calendar wr
B cknovledge

- Aok nowledge D ate

- Bdded By

=By mmount Bills

B mmount Coins

e dymount To Credit To Cc
- Authorization Code

- Bank

- Batch Drescripticn -
) S LI_I
Select-= I <-Remowe I Change...l [ I 1 I .-ﬁ-.r'u:ll I:IrI "l"I ‘l-'I
| Ok I Cancel I
Page #44 © 2009 Blackbaud
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Support Options — How Blackbaud Can Help

Email resupport@blackbaud.com or call 800.468.8996 for assistance.

e Additional modules: multiple module purchases and bundled training

e Training Services: Blackbaud Learn

e Consulting Services: Conversion and Consulting Services

e Blackbaud Application Hosting: hosting services for Blackbaud solutions
e Data Enrichment Services: identify, rate, and qualify your best prospects

e For more information please contact your account manager
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More Online User Clinics for The Raiser’s Edge
o May 20: Mail Merging

o June 17: Action Tracks & Moves Management

o July 15: Reporting

o August 19: Database Cleanup

o September 16: Tracking Solicitors & Appeals

o October 21: Importing

o November 18: Split Gifts & Soft Credits

o December 16: Security & PCI Compliance
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Questions?

For more information:
Contact your account manager

Phone: 800.443.9441
Email: solutions@blackbaud.com

Thank you for joining us!
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