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INTRODUCTION
Take control today.

This document is a “how-to” for managing constituent information in The Raiser’s Edge®. It
was written exclusively for SYNC-Results Non-profit Consulting Group Clients



THE RAISER’S EDGE® GUIDE: CONSTITUENT MANAGEMENT
SYNC-RESULTS NONPROFIT CONSULTING GROUP, LLC

CONSTITUENT DATA MANAGEMENT

Constituents are the individuals and organizations who support your nonprofit. The Raiser’s
Edge ® uses Records to help you maintain information on all aspects of fundraising, such as
constituents, gifts, campaigns, funds and appeals. Think of Records as a filing cabinet. A filing
cabinet gives you quick and easy access to the resources you need for an assortment of tasks.

FREQUENTLY USED TERMS

Addressee & Salutation - An addressee or salutation is a format that defines how a
constituent’s name appears on envelopes, reports and labels.

Alias - An alias is a secondary name or acronym used by a constituent. For example,
General Electric may have an alias of GE.

Attribute - An attribute stores the qualities, characteristics and preferences you
associate with a constituent.

Constituent code - A constituent code defines the relationship a constituent has with
your organization and why the individual is in your database, such as Board Member or
Donor.

Constituent ID - A constituent ID is a unique identifier assigned to every constituent
record.

Relationship - A relationship is defined as a familial or social association with a
constituent.

Solicit code - A solicit code helps identify constituents as “exceptions to the rule” for
your solicitors, such as “Do not phone at work” or “End of year mailing only.”
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ACCESSING CONSTITUENT RECORDS

Every constituent you enter into The Raiser’s Edge ® database has a separate constituent

record.

OPEN A CONSTITUENT RECORD FROM THE CONSTITUENTS PAGE OF RECORDS

1.

Pwn

N WU

On The Raiser’s Edge® toolbar, click Records.

Click Constituents. The Constituents page appears.

Click Open a Constituent. The Open screen for Constituents appears.

Under Find Constituents that meet these criteria, enter the criteria to use to search for
the constituent.

After you enter your search criteria, click Find Now.

Select the constituent record to open.

Click Open. The constituent record appears.

After you view or edit the record, click Save and Close on the toolbar.

Find: | J Search using queny: |<Default: &AL
ol
Cancel
Y Add New
Find Constituents that meet these criteria: Options
Last/Org name: || - Address lines: | j
First Mame: | j City: | j i
Conshituent 10: | ﬂ State: | ﬂ
oo = 2p | = _ HeSeaoh |
b4 emberzhip [D: | ﬂ Credit card no.: | ﬂ FlIEHEUE SEaE]
Bank acct. no. | ﬂ Q
I Dizplay inactive constituents [ |7 Exactmatchonly [ Expand Results
[v Display deceazed constituents [ v
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NAVIGATING A CONSTITUENT RECORD

Bio 1/ORG 1 TAB

The heart of the individual constituent record is the Bio 1/0rg 1 tab. It contains general
biographical information, such as name, address, telephone numbers, constituent ID, birth date
and marital status. Required fields for new constituents are established in Business Rules.

= New Individual

File Edit ‘Wiew Constituent Letter Favorites  Tools  Help

[ Save and Clase = | =l | = Wi~ M4 M| E-PE O ?2-@- B

Media ] Achions ] Haror b emarial ] Prospect ] tdemberzhip ] Eventz ] MetCammmrity ]
Biol l Bio 2 ] v Addresses ] Addrezsees/S alutations ] Relatjiorships ] Appeals ] Motes ] Giftz ] Aftribytes ]
Biographical Freferred Address - Home

Last name: _ Lliases Cauritry: |L|nited5tates j More...
it e [ ics s

Middle name: |
Titles: | = | City: |
Suffises: | = =] State:| |
Nicknarne: | zZIP:| & oec|
Maiden name: | PhonessEmail/Links
ID- | Type Murnber(Email Address

Gender: ’m
Birth date: Age:
[ Deceased? I—ﬂ| 1) b4
=

Thig constituent

[ lsinactive [ Iz asolicitor
Spouse | . )
[ Gives anorymoshy [~ Hasz no valid addreszes

Solicit code: | [ Requests no emai

I arital status:

Education Businesz | Bank |

22200

Sovicit CODE

The Solicit Code enables you to indicate how a constituent prefers to be reached (or not
reached) by your organization. Examples of solicit codes include Do Not Solicit, Do Not Phone,

and End of Year Solicitation Only.
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IS A SOLICITOR

This should be marked for all those soliciting donations for your organization. You can
set solicitor goals and track progress. A constituent must be marked as a solicitor to be
an “Assigned Solicitor” to another constituent.

ADDRESS

The constituent’s preferred address is the address that appears in the Bio 1 tab.
Additional addresses are viewed on the Addresses tab.

To enter a new preferred address:

1. Go to Constituent in the menu bar and select “Copy preferred address to
alternate.”

2. Update the new address in the Bio 1 tab.

Click on the Addresses tab and open the previous address.

4. Change the address type to “previous” and enter an end date.

w

Bio 2/ORG 2 TAB

The Bio 2/0rg 2 tab stores additional biographical information for the individual constituent.
This includes birthplace, religion and constituency code(s).
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= New Individual

File Edit Wiew Constituent Letter Favorites Tools Help

L'J Save and Cloze = [H %4 ﬂ_’] M 4 b H| > | ZE ? E . i ? -~ .a = 5
Media ] Actions ] Haonar/Memarial ] Prospect ] temberzhip ] Events ] MetComrinity ]
Bio 1 ] v Addresses ] Addrezsees/S alutations ] R elatjionzhips ] Appeals ] Hotes ] Gifts ] Attributes ]

Target: | j Birthplace: |
Income: | j Religion: | j

Constituent Codes

Descripkion Code [rake From [ake To

3422/200

CONSTITUENT CODE

A constituent code defines the relationship a constituent has with your organization and
why the individual is in your database, such as Board Member or Donor. Each
constituent should be assigned a constituent code. These codes are very useful in
reports and can be used to segment your donors into categories.

ADDRESSES TAB

The Addresses tab displays all stored addresses for a constituent and spouse. To change an
address, see information about the Bio 1/0rg 1 tab.
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= New Individual =13
File Edit Wiew Constituent Letter Favorites Tools Help
B Save and Cloze = H 4 1 ﬂ_’] M 4 b H| > | ZE ? E o | = ? -~ 'a = 5
Media ] Actions ] Haonar/Memarial ] Prospect ] temberzhip ] Events ] MetComrinity ]
Bio 1 ] Bio 2 l Addrezsees/S alutations ] R elatjionzhips ] Appeals ] Hotes ] Gifts ] Attributes ]
= - o Delete. <Al Addressess - + ¥
Address Tyvpe Indicator Address City/State Prefer...  Linked? Send...
Home Preferred no

Spouse Addresses
Address Tvpe Indicator Address City/State Frefer...  Linked? Send...

[ Hide Spouse addresses [ Hide addresses that do not receive mail

3422/200
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ADDRESSEES/SALUTATIONS TAB

The Addressees/Salutations tab is available only for individual constituent records because this
tab tracks how you display a person’s name in mailings and reports.

= New Individual

File Edit ‘Wiew Constituent Letter Favorites  Tools  Help
[ Save and Cloze = | =] | = ¥ [T N T I i R O o 1 ?-@- B

Media ] Actions ] Horor M emoral ] Progpect ] temberzhip ] Ewventz ] MetCammmurity ]
Bio 1 ] Bio 2 ] v Addresses | Addressees/Salutations ] R elationzhips ] Appeals ] Hotes ] Gifts ] Attributes ]

Frimary addressee:; | ﬂ [~ Editable?
Frimary salutation: | j | Editable?
Additional Addressees and Salutations
Type Addressee/Salutation Editable?

O

Test Label Truncation... |

3422/200

Additional Addressees and Salutations can be established in Configuration. Each individual
record should have at minimum a Primary Addressee and Primary Salutation. This helps
tremendously when creating letters, envelopes and labels.
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RELATIONSHIPS TAB

The Relationships tab lists a constituent’s relationships and affiliations, both with individuals
and organizations. A constituent may even have a special affiliation with a fund.

By tracking these relationships, you can compile a network of people and companiesin a
constituent’s life. Tracking these connections enhances your database of prospective donors.

= New Individual [ (=13
File Edit Wiew Constituent Letter Favorites Tooks Help
[ Save and Close - | [l | C RN BRI I ‘= 2@ B
Media | Adfions |  HonouMemorial | Pospect | Membeishp | Events | NetCommunity |
Biol | BioZ | v Addesses | Addressess/Salutations | Helstjonships ] Appeals | Motes | Gits | Atibutes |
% ~ 5| Open o4 Delete..
<Al Mame v Relationship Date Fram
Incividuals
Organizations
Banks/Financial Institutions
Education/Schools
Assigned Solicitors
Funds
< ¥
/22/2010

ADDING NEW RELATIONSHIPS

To add a new relationship:

1. Click the New Relationship drop-down and

select the relationship type:
Individuals

Organizations

Bank/Financial Institutions
Education/Schools

Assigned Solicitors

. Funds

2. Using the binoculars (the constituent

hOD OO0 T o

search tool), search for the relationship as

New Individual Relationship for Mr. Mack E. Campbell -0 il
Fle Edit View Relationship Help
(Asaveand Close -l 00| 4 0 | [ 2 - ‘
v General 1 | General 2 | Atibutes/Notes |
~ Bingraphical ~Address - Hom
Last name: Aliases Country: |Urited States 'I i plore
First name: _ Address lines: = |
Middle name: =
City |
Titles: hd -
State vl
Suffizes: A =
ZIP; ﬂl DFL: |
Mickname:
. Phones/EmalLinks
Maiden name: [o...] Type |NumberjEmai A...] Sharedz |
1D
Business Education
This individual is the: Relationship: I j
| Spouse Reciprocak I j
Dale from | o o =l
| Press Fe for Addressaceslerator [ 3/21/2010

it may exist in the database. If you do not link to the constituent existing in The Raiser’s
Edge ®, you may create a relationship that will only “live” on this record.

3. Enter the remaining relationship information, specifically the Relationship and
Reciprocal (e.g., Employee, employer, respectively).
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ADDING SOLICITORS

Solicitors can be assigned to constituents to help managers track a gift officer’s portfolio. Once
linked to their portfolio, solicitors can track their progress through solicitor reports and
dashboards.

New Assigned Solicitor for Mr. Mack E. Campbell x|

File Edit Yiew fAssignment Help

BSaveandEIose-hﬂ}{ 4 '|—"|ji|?' ‘

Soficiton e | | Motes:
Datefiom [~ [
Diate to: |—;[
smount [ |
Campaian | ~ 3]
Fund, | ~ T3]
Appeal | j@l

Prezs F7 for zalicitor search 21420
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NOTES TAB

For each constituent, you can store multiple notepads that quickly summarize important
information you need to remember. The Notes tab stores this information in one location.

= New Individual

File Edit Wew Constituent Letter Favorites Tools Help
[} Saveand Close ~ | [ | = Wi M4 b Mo | Z-PDFT [ ?- 'a' =]
Media ] Actions ] Hanor/temarial Frozpect ] Membership ] ] MetCommunity ]
Bio 1 ] Bio 2 ] v Addresses ] Addressees/S alutations ] Felationships ] Appeals l Gifts ] Attributes ]
] | Mpen - Delete <Al Motepad Typess -
Type Date " Descripkion Maotes
< ¥
3224200
NOTE TYPES

e Administrative Changes — used for making note of changes to the record; typically done
when using global change

e Change of Address — used to further explain a change of address

e Financial Information — used to denote a constituent’s financial information or
information related to financial transactions that are not housed elsewhere in The
Raiser’s Edge ®

e Personal Information — used to add personal information about the constituent (e.g.,
obituary, marriage announcement, birth of child)

GIFTS TAB

The Gifts tab lists all gifts contributed to your organization by the constituent. You can quickly
see gift dates, gift types, gift amounts and funds for which the gifts were designated.
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ATTRIBUTES TAB

The Attributes tab helps you identify the qualities, characteristics, and preferences associated
with a constituent. These attributes may include hobbies, interests, activities, committees and
important dates.

= New Individual

File Edit ‘Wiew Constituent Letter Favorites  Tools  Help
[} Save and Cloze = | =] | = W [T I T I - R O o 1 ?-@- B

Media ] Achions ] Haror b emarial Prospect ] tdemberzhip ] Eventz ] MetCo ]

Bio 1 ] Bio 2 ] v Addriesses ] Addressees/Salutations ] R elationzhips ] Appeals ] Hotes ] Gifts |

<Al Categories -
Cakegory v Descripkion Short Desc, Dake Cornr
< >
322200

MEDIA TAB

The Media tab stores media objects relating to a constituent. These objects can include
newspaper clippings, letters, pictures and graphs. These files can be stored on with the
constituent’s record on The Raiser’s Edge ® server.

To add media to a record, simply click “New Media,” choose Create from File, click Browse, and
select the appropriate file.
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= Create New .
File: Cancel |

% Create from File IE:\Plogram FilezhBlackbaud'The R aizer

Browse... [ Link
[ Display &3 lcon

Result
Inzerts the contentz of the file az an object into

P M your document so that you may activate it using
E the program which created it

Note: Large files can clog and slow down The Raiser’s Edge ® server. Be wary of adding large
files. For large files, add a note related to the file path and file description. This will ensure your
server is running at optimum efficiency.
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ACTIONS TAB

The Actions tab tracks the various communications between your organization and the

constituent. These actions can include meetings, mailings, phone calls, email and advocacy.

= New Individual M=E3
File Edit Wiew Constituent Letter Favorites Tools Help
[} Save and Cloze - | = | = - 4 kB> E- PR 1 ?-@- B
Bio 1 ] Bio 2 ] v Addresses ] Addrezsees/S alutations ] R elatjionzhips ] Appeals ] Hotes ] Gifts ] Attributes ]
Media : : Haror b emarial ] Prospect ] tdemberzhip ] Eventz ] MetCammmrity ]
Tl | S\ Open o4 Delete. <Al Actions -
Dake © Cateqaory Type Solicitor(s) Skakus Completed? Motepad Descripki
< >
3z2semo

To enter an action:

On the Actions tab, click “New Action.”

Select the action type and enter the action information.
Auto-reminders may be established for future events.

PwnNPE

the Notes tab.
5. Save and Close.

HONOR/MEMORIAL TAB

This tab helps you keep track of tributes in your database. Tributes are set up to honor,
celebrate, or memorialize people, organizations or events.

Add additional notes about the event, like the conversation you had with a donor, on
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= New Individual

File Edit Wiew Constituent Letter Favorites Tools Help

B Save and Cloze = H 4 1 ﬂ_’] M 4 b H| > | ZE ? E o | = ? -~ .a = 5
Bio 1 ] Bio 2 ] v Addiesses ] Addressess/Salutations ] R elationzhips ] Appeals ] Hotes ] Gifts ] Attributes ]
tedia ] Actions i Honor/Memorial ] Prospect ] tdemberzhip ] Ewvents ] MetComrmuinity ]
[ INew Tribute. =) Open 2% Delete. .
Type Description Date F... [Date To

Tatal nurnber of gifts given to this tribute:

Tatal amount of gifts given ko this tribute:
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ADDING A NEW CONSTITUENT

The following are required fields when creating a new constituent record. Required fields can
be edited in Configuration.

REQUIRED FIELDS

e Last Name
e First Name

o Title

e Address Lines

e City,STZIP

e Constituency Code
o Individual
o Foundation
o Corporation
o Affinity Group
o Board
o Staff
o Etc.

e Primary Addressee
e Primary Salutation

IMPORTANT ADDITIONAL FIELDS

e Spouse Info

e Marital Status

e Phone Types

e Actions

e Relationships
o Business (Employer)
o Other Relationships
o Account Manager
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USER OPTIONS

Each user of The Raiser’s Edge ® can customize settings in Events You can access User Options
anywhere in The Raiser’s Edge®. On the menu bar, click Tools and select User Options. Event
options are available on the Records tab.

Adrninistration ] Color ] Brirting ] File Locations ] Membership Scanning ]
General ] Home Becords ] Guery ] Export ] Feports ] I ail ] Batch ]
#
k\f 'ou can uze these options to get perszonal preferences for each record type.
e _ e b Default tab:
nidridual bitle bar -
Organizations |B'D 1 ﬂ
Organization title bar Check these tabs for data:
E'”?"‘ Individuals
ECthS- Bin 1 =
Famdpalgns Big 2
unGIS_ t b Addrezses
AEEOUM AUMBETS AddrezzeesS alutation w
Appeals —
termberships ] ]
Events ou can chooze how to enter constituent names when entering
Seating constituentz on other records.
Participants Constituent name format: | Last name, First name j
Miscellansous
Y'ou can choose to show constituencies or memberzhips on the
Bio 1 of constituent records.
* Show congtituencies © Show memberships ¢ Mone

Reszet to Sustern Defaults k. | Cancel
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This document is the property of SYNC-Results Non-profit Consulting Group, LLC and SYNC-
Results valued clients.



