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Preface

This manual is suggested reading for people new to Funpimensions. An approach to
balancing benefits of reading to your time and memory limitations is to skim the
manual, focusing not on the how, but on what the software can do for you. As you do
this, you might take notes on specific ways to implement the software in your
organization. Several blank sheets of paper appear at the back of this manual for this
purpose.

Return to the manual later when you need specific instructions for one of the features
you identified while skimming, or when you see something in the software that
suggests study. You can use the index or table of contents to help you find instructions
for the command, window or process of interest.

This manual is organized into these sections:

¢ Appendix 1 provides design strategy and guidelines for configuration of your
database.

¢ Chapter 1 provides a description of the software components: windows, menus,
etc.

¢ Chapters 2-6, Chapter 8 and Appendix 2 provide task-oriented information, e.g.
how to enter a gift, look up a donor history, print a report, etc.

¢ Chapters 9-11 provide reference information for each menu item.

¢ Chapter 7 provides a reference guide for reports, with sample print-outs and
descriptions.

The terms donor and donor record are used throughout this manual and software to
include prospects as well as actual donors. You may enter any person or organization
as a donor record; a variety of functions are provided for differentiating actual donors
from prospects and other types of entities.

The term gift records means either a donation or pledge record. A gift module refers to
any of the modules for the above records. In some contexts, these terms also include
memberships and the membership module.

Menu names and menu commands appear in the format Menu>Menu Item. For
example, File>Quit is an instruction to choose the Quit command from the File
menu.

Tables appearing without a bottom rule are continued on the next page.

The Category, Type, Volunteer, Campaign, Method and Fund field labels may be
changed through preferences available to the Administrator, so references to them in
this manual may not match what you see when you look at your database. To find out
how they have been assigned, check your Find menu. It is partitioned by divider lines;
in the third section are the labels which correlate to Category, Type, Volunteer,
Campaign, Method and Fund, in that order from top to bottom. For more
information, see “Setup” on page 268.



Session refers to the interval between launching Funpimensions and quitting the
program. A new session is also created when the current user is changed by use of the
Change Login command in the File menu.

References to the comMAND key on Macs appear throughout this manual. This key is
labeled with an Apple logo or propeller symbol and is located to one side or both
sides of the space bar. Like the conTROL and ALT keys on Windows and the opTION
key on Mac, the commAND key is always used by holding it down while another key is
typed. In the PDF version of this document, you can click on the page numbers, table
references, or figure references to jump to that page, table or diagram. This works for
the table of contents, index, and all cross references. If you click a UrL, the
appropriate internet software is launched and the web page opened, pre-addressed
email created, or download started. Funpimensions has a facility to easily download
the pDF version of the user manual or view the FAQ on demand; see “About
FUNDimensions” on page 29.
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Tntroduction

Funpimensions is a database program designed to support activities that generate donations, pledges
and memberships. It provides a comprehensive, workflow-oriented tool for these activities that is:

¢ reliable and robust
¢ casy to learn and maintain

¢ automated for routine tasks, reducing the tedium associated with database management and good
record-keeping

¢ effective in managing your data and distilling useful fundraising information
¢ a powerful tool for analyzing and comparing efficiency of fundraising programs
¢ akey tool for making good fundraising decisions

The development of FuNnpimensions was in response to a survey of Macintosh® fundraising
applications for a local nonprofit in 1994. The results were discouraging, finding only software that was
badly out-of-date, difficult to master, inflexible in accommodating different needs, and very expensive.
We decided to design a program that would answer these shortcomings and provide new features not
found in competing packages. Now Funpimensions is a leader in fundraising software for Macintosh,
with the same high quality and value for Windows 2000°, Windows xp® and Windows Vista®.

System Requirements

Version 7.0 of Funpimensions is available for Mac os x, and Windows. For requirements, see http://
www.fundimensions.com/general_info/requirements.html, or the Installation Guide for your
platform. Below is a summary of minimum requirements for the Single-User Edition; please see the
Client-Server Installation and Administration Guide for requirements and recommendations for the
Client-Server Edition.

Macintosh Requirements

¢ G3 processor minimum, with at least 256 MB RaM. Compatible with Intel Macs.
¢ Mac os x 10.3.9 or higher.

¢ A display with at least 1024 x 768 resolution.

Windows Requirements (for Single-User Edition)

¢ Pentium 11 processor minimum, with at least 256 MB RAM.
¢ Windows 2000, Windows xp or Windows Vista.
¢ A display with at least 1024 x 768 resolution.

¢ Funpimensions is compatible with Citrix Meta Frame and Windows Terminal Server for remote
access. However, Windows Terminal Server is not suitable to use for installation.


http://www.fundimensions.com/general_info/requirements.html
http://www.fundimensions.com/general_info/requirements.html




Objects

This chapter introduces nomenclature and basic software elements (various
windows, modules, etc.) as they appear in the software and this manual. Other
chapters provide comprehensive instructions on working with these objects.

Records & Fields

Records and fields are common database terms that describe how information is
organized and presented. Records are a representation of a donor or gift (donation,
membership, pledge, or pledge payment), while fields in the record describe
something about the donor or gift. For example, you might have a donor (or
prospective donor) named John Doe. Information about Mr. Doe is stored in a
distinct, separate record just for him, called a “donor record” Within that record, his
last name would be stored in a Last Name field, his first name in a First Name field,
his home phone in another field, etc. The modules mentioned below are groupings of
entities of the same type.

Modules

Records of different types are stored in separate modules, so you choose a module
according to the kind of information you want to store, edit or retrieve. A module is
selected by choosing it from the File menu or by clicking one of the module's
windows to bring it to the front. You can always tell what module you are in by
reading the text in the active window’s title bar. Windows do not need to be closed
before opening another module.

¢ Donor module. This module contains the contact and personal information about
you donors and other persons or organizations associated with your organization.
You can include vendors and other non-fundraising entities in this module.

¢ Donation module. This module contains records of each donation. Every
donation is associated with a donor in the Donor module.
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¢ Membership module. This module contains records of each membership. A
separate record exists for each dues transaction. Every membership is associated
with a donor in the Donor module.

¢ Pledge module. This module contains records of each pledge. Every pledge is
associated with a donor in the Donor module.

¢ Pledge Payment module. This module contains records of each pledge payment.
Each pledge payment is linked with a donor in the Donor module and a pledge in
the Pledge module.

¢ Keyword module. This module contains words or short phrases that are
associated with donors. These keywords may be used to identify groups of donors
who share common characteristics, such as receiving a mailing, attending a
fundraising event, responding to solicitations, or who have distinct demographic
characteristics you wish to track.

¢ Relationship module. This module contains named groups with links to donors
and prospects. This may be used to track, browse, query and report on
relationships and affiliations between your donors and prospects.

Within the software and this manual, the groups are termed relationships and
may be of any type; a household, company, organization, political entity,
graduating class, board of directors, etc.

The donors and prospects making up a group are known as constituents. A donor
or prospect in your database may be a constituent of any number of relationships,
and a relationship may have any number of constituents.

The use of member and membership in this context is avoided because those terms
are applied in documentation of Funpimensions’ membership module.

Windows

Each module in Funpimensions can display two kinds of windows, which may be
open singly or together:

¢ List Views function to allow viewing and manipulation of records as a group.

¢ Input Windows permit data entry and editing of a record’s information, one record
at a time.

The first time you select a module from the File menu, the List View window for that
module appears. From a List View, you double click the mouse in any row to open the
Input Window for that module. The Donation, Membership, Pledge and Note Input
Windows can also be opened from within the Donor Input Window, and the Pledge
Payment Input Window can be opened from within the Pledge Input Window, as
explained below. Finally, a specific donation, pledge or membership input window
can be opened by clicking areas of the Information Palette (Figure 1.26, “Palette for
donor record, example #1” on page 31), and a List View window may be opened by
clicking buttons on the Dashboard (Figure 1.33, “Dashboard Buttons and Menus” on
page 35).
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Funpimensions usually restricts operation to one window of each type open at a
time, e.g. you might have one instance of a Donor Input Windows, and one instance
of a Donation Input Window, and one instance of a Membership Input Window open
all at the same time. If you then attempted to open a different donor, donation, or
membership record, that record would replace the previous one rather than opening
a second instance of the Input Window. This aids in controlling the number of
windows open on your screen and conserves system resources. (Any changes you
made to the record being replaced will always be saved automatically: no prompt or
dialog for saving is displayed.)

In the event you wish to force a second instance of an input window, perhaps to
compare two records of the same type side-by-side, you can use a menu command or
keyboard shortcut to accomplish this. See “Open in Second Window” on page 289.

When you open a List View or Input Window, it stays open until you close it. If you
open another window without closing the first, the new window opens in front of the
previous window and becomes the new active window. The active window is the only
window where you can enter information and execute commands.

You can bring any window in the back up to the front, making it the active window,
by clicking anywhere on that window. List Views are closed by clicking the close box
at the upper left, or by typing coNTROL-W (Windows) or comMaND-w (Mac), or by
choosing the Close command from the File menu (except for the Donor List View,
which may not be closed). They may be moved by dragging their title bars. Input
Windows can be closed in the same way as List Views and with the Cancel or Save
buttons located in the button bar near the bottom of the window.

List Views use the title bar area of the window to display the module name, the
number of records currently in the list, and the number of records in that module.
Input Windows use the title bar area to display the module name and the name of the
donor. The name is taken from the donor record, so changing it there changes it for
all gift and note records associated with that donor. In decreasing order of preference,
Funpimensions will use the contents of the Label Line 1, Label Line 2, Last Name and
Company fields in the donor record for displaying the name information in Input
Windows.

Most Input Windows are accompanied by an Information Palette, a small floating
window that provides current, helpful information about the donor or gift your are
viewing in the Input Window. See “Information Palette” on page 30 for more
information.

List Views and Input Windows each operate within their own “thread”, or mini-
program. This means that they can perform tasks independently and simultaneously.
For example, you could start a lengthy query (or sort, report, export, etc.) in the
Donor List View, then switch to the Donor Input Window and create new records
there, while the query was in progress in the other window. There is no theoretical
limit to the number of simultaneous tasks that may be performed.

Throughout the program, List Views offer you an environment for performing
actions involving groups of records. For example, to print labels or produce a report
for a group of records, you use an appropriate menu command while a List View
window is active. The command will reference the records currently in the list,

3
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producing a report or labels only for those records; the records currently in the list
define the “universe” for the command. Through searches and other methods
(including direct, manual inclusion and exclusion of records though commands in
the Records menu), you can change which records are in the list, and thereby control
which records appear in the report, get a label printed, or have some other action
performed on them. (These records are known in this manual as the current selection;
see for “Selecting Records” on page 55 more information.) At any time, you can
restore all records to a List View with Records>Show AllL

List Views allow for changing the width of column, and for sorting columns. These
actions are performed by dragging or clicking in the upper area of the list view, as
described in the illustration below. Although the illustration shows the Donor List
View, these techniques also work in the list views for the donation, membership,
pledge and pledge payment modules:

To move the column divider, place the cursor so that it changes from
an arrow to the image shown here, then drag the divider left or right.

e e Donor List (71 of 71)
First Name di*Last Name Company
Harold ‘Angel Investigations
Morman Bates Motel E
Sue

To sort the list, click the label for the column. To sort in reverse order,
hold down the shift key while clicking the label. You may also sort lists
using the Sort command in the Records menu: see “Sort” on page 290.

Figure 1.1 Adjusting Column Widths and Sorting by Column in List Views

Tip: Funpimensions saves the size, position, column widths and sort order of
windows when you quit the software (except in read-only and demo modes). If
windows draw incorrectly, you see blank areas where records should appear, or if you
would like to restore a window to the default size and arrangement, hold down the
ALt key on Windows, or optioN key on Mac as you open the window. For the Donor
List View, hold down the key during the splash screen at startup.
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Donor List View

This window displays donor records in rows, with name, company, address or phone
numbers displayed in columns.

The title bar indicates the module to which count of count of donor
the window belongs and the window type donor records records in database
(“List View”, or if the window is an input in list

window, the donor name).

06 e Donor List (62 of 69)
First Name Last Name Company A
. Sam Allouette Al Siete Corp. H
Using your mouse, = m
double-click any Harold Angel Angel Investigations

row to open the rNorman Bates Bates Motel

\]/)V(i)rrllg(r)‘llvr.lput Sue Black
Johannsen Blistamozo
Frank Booth Beaumont Hardware
Harry Callahan San Francisco Police Departmel
Ida Carmody Drovers, Inc.
John Chance Presidio County )
Wolf Cleeman Quality Furniture, Inc. :

7

Figure 1.2 Donor List View

There are five alternative window formats for the Donor List View. One choice
switches the order of the first name and last name columns. Three other choices add a
column for displaying the full address of each donor, or two columns for display of
both the address and the home and work phone numbers. See page 264 for more
information on selecting a window format.

To see more detail for a donor, double click on their row. This will display the Donor
Input Window for that donor, as described next.

Donor Input Window

This window is used to display, enter or edit complete information about one donor
at a time. You reach this window by double clicking a row in the Donor List View
described in the previous section. The Donor Input Window has seven panes:

¢ The Contact pane and stores the contact information for a donor. This includes
address, phone and email data. Items in this pane may be edited directly or
modified by choosing a different address/phone number set from the Address
pane.

¢ The Classification pane offers several methods for classifying and grouping your
donors and prospects.

¢ The Gift pane shows all of a donor’s gift records in scrolling areas, and has buttons
to create new gifts.

¢ The Graph pane offers a way to observe trends and patterns in donor gifts.
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¢ The Notes pane is where note records can be created and accessed. These may

contain both text and pictures.

¢ The Relationship pane provides tools for relating donors and prospects to each

other in named groups.

¢ The Addresses pane stores up to three different sets of addresses, phone numbers,
company names, custom label text, and custom letter salutations for each donor,
and select the address to use for printing, exporting and for display in the Contact

pane.

Panes can be changed by clicking the tabs along the top of the window. When double
clicking a row in the Donor List View, you can force the Donor Input Window to
open to the Contact pane by holding down the art key (Windows) or conTRrOL key

(Mac) as you double-click. Otherwise, the window opens to the last pane you viewed.

The remainder of this section illustrates and describes each of these panes, beginning

with the first pane:

Click to move to other panes in any window with
tabs, or type the left or right arrow keys while
holding down the conTROL and ArLT keys
(Windows) or coMMAND and oPTION keys (Mac).

\

Click this field label to open a new email
with the donor’s address filled in.

/

806 ¥

Donor: Mr. Hamden Jallows /

/
!'Corltact ‘ Classification ' Gifts ' Graph ' Motes ‘ Relationship/{ ' Addresses l
7

Salutation Mr)

/
Home 46/4.321.53?3

First Name Hamden Mi Work 7(55.883.2332
Last Name Jallows Fax
Title Cel
Company |_E_m_ai|_| hjallows@centurynet.net

Address 3875 Gillman Ave.

Address 2

City Benton

State MI

1 Do Mot Mail
1 Do Not Call

Postal Code 87365-2983 | Country

™ Do Not Email

Label Line 1 Mr. Hamden Jallows

Label Line 2

Letter Salutation Hamden

Configuration for householded records...

Label Line 1

Letter Salut

Donor ID 1175

( Cancel )

The Donor 1p is generated by FuNpimensions when a new
donor record is created and is unique for every donor record.

Figure 1.3 Donor Input Window, Contact pane
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In this diagram of the Contact pane, the fields near the lower left of the window,
labeled “Label L1”, "Label L2”, and “Letter Sal” contain the text for labels and exports
to mail merge (L1 refers to line 1, Letter Sal refers to letter salutation). They let you
create custom labels and letters that read independently of the actual record names.

The Configuration for householded records area enables records with the same
address to be combined into a single mailing, in a process known as householding.
You only need to fill this field in when you know you have several records at the same
address, and you want the option of combining them into one mailing. If that is the
case, you use the Label Line 1 field to store the salutation you want to appear on the
mailing label and inside address; use the Letter Sal field for the salutation you want to
appear after “Dear” in your merge letter. For more information, see “Householding”
on page 139.

Phone numbers are stored in the fields at the upper right of the window. Enter them
without formatting characters; Funpimensions will format the numbers for you. The
shorter field beside the Work phone number is provided for an extension. You can
also specify a default area code to be added automatically when you enter a telephone
number: see “New Donor Records” on page 263

To store additional phone numbers, use the Address window pane described later in
this section.

Clicking the Email field label opens an new email message in your email software.
The new message will have the donor’s email address(es) already filled in. When
entering multiple emails, type a return between each one. You can type in a total of 80
characters maximum.

The checkboxes are for controlling which donors will get your mailing, emails and
phone calls. (For additional information on these fields, see “Do Not Mail, Do Not
Email, Do Not Call Checkboxes” on page 57.) When Do Not Mail is checked the
donor is excluded from exports and mailing labels made from the donor module, but
this flag is ignored for exports and labels made from gift modules (see “Do Not Mail
Flag in Exports & Label Printing” on page 139 for more information). You can alter
these rules by changing settings in Preferences (see “Export/Labels” on page 265 for
more information).

The Do Not Call checkbox is a reminder for donors who do not want to receive
phone calls. If the Do Not Call checkbox in on, the auto-dial feature mentioned below
is disabled.

The Do Not Email checkbox blocks the donor’s email address from appearing in the
results of the “Clipboard-Email Address to” menu command described on page 359,
and it prevents the email address from appearing in exports made with the “Export”
menu command (page 344). This is the command usually used to produce mass e-
mailings from Funpimensions, so this checkbox will work to keep the donor out of
these e-mailings. You can still maintain a donor’s email address in the Email field,
even if the Do Not Email checkbox is on; in this case, the address will be grayed-out,
but will still be editable.

7
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Clicking the next tab presents the Classification pane, as shown here:

4 Donor: Mr. J.B Cotterell E@E|

Contact| Classification |Gifts| Graph| Notes| Relationships| Addresses.

Uszer Defined 1 | ndd or. R-emove a-keyworci.... v.;
User Defined 2 | Annual Journal '02
Strategy/Research Committee member
User Defined 3 | Buckaroo Ball "398 invites
: Histaric: Churches T our
User Defined 4
FRrEEINE | Monthly Mewsletter
UszerDefinedDate (00400400 Phanathor '03 recipient
“Vear of Birth
Category Int-ermedlate I
Type Medium Patential - v
Volunteer [Coordinator ]
Solicitor | ncarcero Himst -. v

M| 4| »| M [ Cancel | [ _ Save |

You may drag this corner to enlarge the window to
show more keywords, or use the scroll bar.

Figure 1.4 Donor Input Window, Classification pane

The Classification pane has ten fields and a list of keywords to categorize and group
donor records.

Keywords are a flexible way to classify your donors. To add or remove keywords, click
on the Keywords popup menu above the list. Several other methods exist to assign or
remove keywords: see “Assigning Keywords” on page 62 for more information.

The fields labeled User-Defined 1-4, UserDefinedDate, Category, Type and Volunteer

>

can be configured with field labels of your choosing (see “Setup” on page 268).

The User-Defined 1, User-Defined 2, Category, Type, Volunteer and Solicitor field can
have a default values, i.e., values that are automatically entered when a new record is
created (see “New Donor Records” on page 263).

In the Gift pane shown below, you can browse or create donation, membership, and
pledge records for the donor. Summary information for the gifts viewed in this pane
is available in the Information Palette and with Output>Record Statistics. To view
the detailed information for any of the gifts shown in this window, double click
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directly on the listing. This will open the Input Window for the gift. The three New
buttons create new donations, memberships, and pledge records.

Click on any column label to sort gifts. Hold
down the shift key to sort in reverse order.

<D Donor: 1st National Bank

Double-click directly on a line to
open the gift in its input window.

| Contact] Classitication] Gifts | Graph] Notesi] Relationships] Addresses
Date Amount Campaign hethod Fund |_ T,hls area .
07/28/2006 25 displays a list of
10631/2005 500 | Awards Dinner 03 | Mailed Invitation | Research all do_nat1on§
Donations 09172003 500 | Restaurant Fundre| Mailed Invitation | Publishing ] /as§0c1ated with
09M10/2003 100 | Restaurant Fundrz| Mailed Invitation this donor.
1200272002 100 | Awards Dinner '00| City Poster 2000 | Research
07/28/2006 an
05/15/2006 51 | Benefit Concen ‘02| Email invitation | Publishing .
Memberships | pama2006 50 | Jazz Under the Mo | Special Funds Mai ghlslarea list of
01518/2006 100 | Car Raffle '03 Mallvalk-Up General ] B alllsrpi’lzﬁbaetl':fl?
011 8/2006 35 | Benefit Concert '0%) Email invitation General P
records
associated with
0971872004 200 | Restaurant Fundrz| Email invitation General this donor.
a7 7iz004 49,000 [ Avwards Dinner '00 | Mailed Invitation Guest Speakers
Pledges 0742602006 50
1212712002 240 | Aweards Dinner '00 | City Poster 2000 | Research
12152001 1,000 | Jazz Under the Mo General This area
displays a list of
all pledges
associated with
P M [ cancel | [ Save | this donor.

Click one of these buttons to create a new gift of the type labeled above the button.

Figure 1.5 Donor Input Window, Gift pane

An indication appears in the Information Palette if any pledges exist for the donor
with outstanding balances. Its purpose is to help you apply payments when you do
not know whether they are donations, membership dues or pledges, by informing

you that a pledge with a balance is present for the donor. The indication is in the form
of the word “bal” in parentheses in the lower left quadrant of the palette; see Figure
1.28.
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When you click the Graph tab, a chart is constructed and displayed from the donors
gift history. This is an example:

To use this or any Funpimensions graph in other software, use copy and paste: click
on the graph, do Edit>Copy, then switch to the other software and do Edit> Paste.

\

8686 Donor: Mr. Lawrer*ce Talbot

\
! Contact y Classification ! Gifts ?-Graph--w! Ndtes ! Relationships y Addresses l

\

41,000
$200
$200
$700
$500
$500
$a400
$300
$200
$100

$0

Total
Pledges
1998 Femberships

2000 =001

Duonations
2002 2003

X = Date l:] a Donations a Memberships E Pledges E Totals 3D Line f_ﬁ—
J

/

{ cancel ) Er'm—wa

Use this popup to chart ~ Control which gift types are charted Move this slider to
history (Date), or and whether a separate series is change the chart
giving by campaign, included for totals (donations + type between
method or fund. memberships+ pledges) with these several 3D and 2D
checkboxes. options.

Figure 1.6 Donor Input Window, Graph pane

The graph axes automatically scale to an appropriate range; the gift amount axis
scales from zero to a rounded value based on the largest value for the donor, while the
date axis scales to years, quarters or months depending on the length of time between
the first and last gifts.

The popup menu in the lower left corner allows for plotting by date or by one of the
gift list fields (usually labeled Campaign, Method and Fund, but editable by users
with administrator access). This capability will help you understand what interests
and motivates individual donors, by displaying their gift history plotted by the
activities that generated the gifts (campaign and method), and the purpose (fund) for
which it was given.

Funpimensions displays a message in the chart area if the chart type is inappropriate
for the context, e.g. line and area charts cannot be made for donors with only one gift.

Labels in the chart may display vertically to prevent overlap. To convert the display to
an easier-to-read horizontal format, enlarge the window width and/or height by
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dragging the lower right corner, then refresh the display by changing the chart type
with the slider control.

When Show Tips is turned on in Preferences and a column or spike chart type is
selected with the slider, moving the pointer over a graph element displays the time
period and amount for that element. You may need to click on the chart before this
appears.

Graphs can be printed using the Print Donor or Print List items in the Output menu;
“Donor Detail Report” on page 155 has more information.

To use a chart in another software application, click anywhere on the chart to select it,
then choose Copy from the Edit menu. Switch to the other program and paste. If the
paste does not work, it is because the destination software cannot accept the graphic
format of the clipboard.

Prior to copying, a graph may be resized. This will usually produce better results than
re-sizing the graph after pasting. To resize a graph, click to select it. Small black
rectangles appear around the graph; these are called handles. Drag any handle to
resize; if you hold the shift key down, the re-sizing is proportional. Two methods
exist to enlarge the graph: by dragging the entire item almost off-screen, then
enlarging into the empty screen area, or by dragging the lower right corner of the
window, which automatically re-sizes the graph to fit.

An asterisk appears in the Notes tab if You can print the notes appearing in this
there is any note entered for the donor. area using the Detail format (see page 155).
™) Donor: Mr. Lawrence Talbot E]@
Contact| Classification | Gifts | Graph Notes” |Relationships | Addresses
Date Aithor Subjeét |
07/10/1336 Joe|what can | use notes for? Double click herel J
1043141993 Joe| Portrait Photo
Notes
New

M| 4| p| M Cancel | Save |

Figure 1.7 Donor Input Window, Note pane

11
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The Note pane, depicted above, offers two ways to associate text with a donor. One
way is to use the field in the lower half of the window, and type or paste text there.
The other method is to use the New button to create note attachments. These are
entered in their own, separate window. While this method requires a few more steps
to create or read a note, it allows notes to be segmented and organized into separate
subjects, authors and dates. In the current version of FuNpimensions, using note
attachments is the only way to create notes that will print from standard reports (see
“Donor Detail Report” on page 155). If you plan to have note information appear in
custom reports, put this information in the lower field rather than in note
attachments.

Dragging the lower right corner of the window will enlarge the lower note field for
easier viewing and entry of large notes.

The Relationship pane provides you with tools to track social, family and business
connections between the donors and prospects in your database, aimed at allowing
superior pattern recognition as a way of making the relationship data more
informative for you. This is an example of the pane:

Clicking the twiddle produces a choice list for

When a relationship is selected in the listat ~ 3SSigning the Constituent Type. To edit the list,

left, its constituents appear in the list at right. click the Edit Constituent Types button at the
bottom of the window.

D Donor: Mr. Floyd Thursby E‘@@ CliCk in this
column to
designate a
constituent as

i Primary.

Contact| Classification| Gifts| Graph| Ngtes*| Relationships |Addresses

Constitugnts
| br. Flowd Thursby

| Clags of 01 Mrs. Helen Hillsdale

| District 7 Fiefom | M. Johannsen Blistamozo
|H. Fine Foundation br. walf ). Cleeman

| K-Mart employees r. and Mrz. Kyle Laughlin

Relationships Tvpe

Board of Directors -

iation

Board of Directors

When a
constituentis
selected, the
note assoc-
> jated with it
appears
underneath.
Right-
clicking
produces a
menu with
options for
jumping to
the selected
Femave Dor/nl from Relationship ] donor
record.

\farmer chairpersan

Al Relationthips with this donor: 5 Constituents of Alumni Association: 5

Show »‘xll Fielationships

[ Canc/el ]

Edit Constituent Types [ Save ]

Right-click (control-click on Macintosh) in Status bars display information about the
this area to produce a menu for editing, relationship list, list of constituents, and/or the
deleting, or creating relationships. current donor’s constituency in the selected

Figure 1.8 Donor Input Window, Relationships pane

Relationships records appear in the column on the left side of this pane. You can
create, edit and delete relationship records in the Relationship module, or take
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advantage of shortcuts available through contextual menus to do these tasks without
leaving the Relationship pane of the Donor Input Window. (See call-out in figure
above, and “Creating Relationship Records” on page 91.) You can also navigate to any
donor listed in the Constituent List, by a right-click on Windows or conTrOL-click
on Macintosh on the constituent name. (See “Navigating From the Constituent List”
on page 93.)

The Relationships list is sorted alphabetically. Clicking the Show All Relationships or
Show relationships With This Donor buttons with the ALt key (Windows) or opTioN
key (Mac) down results in a reverse-sorted relationships list.

For specific instructions on using this pane, see “Adding Donors to Relationships” on
page 67.

An example of the Address pane is shown below. A complete set of address, phone
and custom label/letter salutation information is displayed in this window for each of
the three addresses that may be assigned to a donor. You may create a new address,
edit an address and assign an address to be used in current displays, printing, and
exports. When you create a second or third address, the Label and Letter Salutation
fields are copied automatically from the Contact pane to save typing, but you may
edit these as you like. If you would like the current address copied into the new
address as a starting point for creating the new address, hold down the art key
(Windows) or the conTrOL key (Macintosh) when clicking the second or third
address button. The radio buttons are used to select the address you want to assign to
this donor for current printing and export purposes, and for display on the Contact
pane. When you select an address this way and click the Save button in the button
bar, the assignment is made. The address assignment is also made if you use any of

13
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the arrow buttons on the button bar to navigate to another donor, or if you click a tab
to move to another pane of the Donor Input Window.

806 Donor: Mr. Harold Angel

J Contact U Classification U Gifts U Graph U Notes U Relationships Hddfeﬂes—-‘_

Description Home Address

Address 28643 Boyston Ave

Address2
Select
Address City Brooklyn State MY
O1 Postal Code 13392 Country
®: Home 744.621.9909 Work
O3 —_—
Fax Phone Mabile
Title
Company
Label Line 1 Mr. Harold Angel
Label Line 2

Letter Salutation Mr. Angel

mnnm ( Cancel ) E—ﬁu'l'Fa

Figure 1.9 Donor Input Window, Address pane

Donation List View

4D Donation List {73 of 73)

Date Amount | First Mame Last Mame Compary

08/M5/2005 25 1zt M ational Bank
05/15/2005 100 Conner Penpherals
05/14/2005 200 Dialcomn T elecommunicatic
05/414/2005 Dialcom T elecommunicatic
05/14/2005 Dizlcam T elecommuricatic
05/ 4,/2005 Dialcamn T elecommurnicatic
05/08/2005 Flester Mig, Co.
05/06/2005 Randle M achurphy Grainger

05/04/2005 Floyd Thurshy Halpin Gear Co.
05/03/2008 Elwood Diowd Haltech Cormpary

Figure 1.10 Donation List View

Donations are shown in a column format in this window. Each row represents a
single donation record. To display this window, choose File>Donations.
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Menu commands available from this window support searches, reports, exports, label
printing, and mass changes to donation records. You can change which records
appear in this list using techniques described in “Selecting Records” on page 55.

Double click any row to view the record in the Input Window, where you can view all
the information for that record. The following page shows an example of the
Donation Input Window that appears when you double click a row in this window.

Donation Input Window

These buttons display a list picker, where you can select an item to be the
value for the adjacent field, and where you can edit the choices in the list.

-

<D Donation: Mr. Floyd Thursby

Campaign Car Raffle 03

Donation Amount {400

Fapment Form [Check v/ Method 'h‘;IaII"WaI.k-Up |
Check/CC Mo. [4338 Fund '_Gn_e_neral ~
Expires li Solicitor :_I.ncar.cé.rouHimst ~|
Approval Code ’7 Donatjon date W
Mote |
Match Ta li
st Dedtctible W Donation 1D 163
Thank You Type |YIF Thank You »| ... [ ThankYouSent
Fiecognition Product | [] FRecognition Sent

M4 p|M [Cancel] [ save |

Figure 1.11 Donation Input Window

This window is where you enter new donations or view the details of existing
donations. The fields for Campaign, Method and Fund in the upper right of the
window allow you to track what activities generated the gift, and if it was earmarked
for a specific purpose. The Thank You Type field allows you to select a specific thank
you note template to be used for this gift; when you export for thank you letters, you
can create a separate export file for each template, and print separate sets of labels.
This makes it easy to send different letters for different gift amounts, purposes,
campaigns, etc. Similarly, the Recognition Product field lets you designate a product
to acknowledge a gift, and generate separate mailing labels for each product.

To display this window, do one of the following:
¢ Double click a row in the Donation List View (previous page).

¢ Double click a row in the donations listed in the Gift pane of the Donor Input
Window, or click the New button in that pane (Figure 1.5).

¢ Click an area of the Information Palette for the Donor Input Window that refers to
a Last Gift or Largest Gift (Figure 1.26).

15
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¢ Right-click (conTROL-click on Macintosh) on a row in the Donor List View, and
choose Add Membership from the contextual menu (Figure 3.19, “Contextual
Menu in Donor List View” on page 94).

See “Creating Donations” on page 74 for more information on filling in this windows.

Membership List View

ecee Membership List (40 of 40)

Date Amount | First Name | Last Name | Company 4
01/23/2003 35 Tom Valens Los Angeles Police Departme,
D4/27/2004 35| Gill-Ips Fall Hallows |Rilepp Failure Group
05/28/2004 100/ Richard Flbrew
05/29/2004 25| Carl Kolchak Instant Signs Co.

06/15/2004 75 Dynix Meters and Measuring

02/03/2005 100/ John Chance Presidio County

02/21/2005 100 Ida Carmody Drovers, Inc.

04/14/2005 75| Hamden Jallows

04/15/2005 25| Frank Booth Beaumont Hardware

04/24/2005 100 Z.T. Williams S5 Magsen v

04/26/2005 35| Mauricio Landsdowne |Quincy Commercial Building: 4

P

e etar

Figure 1.12 Membership List View

This window displays membership records in a column format. To display this
window, choose File>Memberships.

Menu commands available from this window support searches, reports, exports, label
printing, and mass changes to membership records. You can change which records
appear in this list using techniques described in “Selecting Records” on page 55.

When you double-click a row in this window, the Membership Input Window
appears; an example appears on the next page.



Membership Input Window

800

Membership: Ms. Doris Ruston

Dues Amount 100

Expires 9/06

Approval Code

Paid Date May 5, 2005
Payment Form Discover

Check/CC No. 4536 2718 4536 2718

Campaign Capital Campaign '02

Method Telethon "02

= Fund Publishing

Solicitor Gighamsten Filbrew

Membership Class Business

Membership Expires May 5, 2006—

o @)@ @)@
FEEEE

Note

Tax Deductible 96.05

Thank You Type Large Membership letter

: 1st renewal notice sent

Recognition Product Coffee Mug w/logo

: 2nd renewal notice sent

+ El [ Thank You Sent
+ El [# Recognition Sent

Dues ID 37

: 3rd renewal notice sent

(" Cancel ) G—Iﬁﬂ-—g

Figure 1.13 Membership Input Window
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This window is
identical to the
Donation Input
Window shown
previously, except for
the addition of fields
for membership
expiration, mem-
bership class and
renewal notice
tracking.

In this window you enter new memberships, and edit or view the records of existing
memberships. See “Creating Memberships” on page 78 for more information about
filling in one of these windows.

To display this window, do one of the following:

¢ Double click a row in the Membership List View (previous page).

¢ In the Gift pane of the Donor Input Window, double click a row in the
memberships listed, or click the New button (Figure 1.5).

¢ Click the area of the Information Palette for the Donor Input Window that refers
to membership status (Figure 1.26).

¢ Right-click (conTROL-click on Macintosh) on a row in the Donor List View, and
choose Add Membership from the contextual menu (Figure 3.19, “Contextual
Menu in Donor List View” on page 94).

Items discussed for the Donation Input Window (page 15) also apply to this window.
These items include the Campaign, Method, Fund, Thank You Type, Recognition
Type and 1D fields.

17
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Pledge List View

D Pledge List (56 of 56) M[=1E3]
Date Amount | Balahce | First Mame Lazt Mame Company A

05/415/2005 50 50 st Mational B ank:

05/06/2005 1,000 00 | R. el ait Tesz Land Carp.

04,407/2005 100 0| Morman Bates Bates Matel

02/22/2005 200 200 | M aurncio Landsdowne Quincy Commercial Buildings,

01./30/2005 200 170 | Joan I adoux Cuztom Removals & Repozse

011042008 300 225 | Joanie Walens Decraix Photography

12421/2004 150 120 | James Ruston

12410/2004 7a B8 | Hamden Jallows

08/31/2004 200 160 | Carl Kolchak. Instant Signs Co.

08/25/2004 100 a0 | Kyle Laughlin Yep Sunzet Skpdives, Inc. =

Figure 1.14 Pledge List View

Pledges are displayed in a column format in this window. To display this window,
choose File>Pledges.

Menu commands available from this window support searches, reports, exports, label
printing, and mass changes to pledge records. You can change which records appear
in this list using techniques described in “Selecting Records” on page 55.

When you double click a row in this window, the Pledge Input Window appears. An
example of that window appears on the following page.
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Pledge Input Window

|r~D Pledge: Mr. and Mrs. Kyle Laughlin EI@IE'

Pledge Amount [100.00 Campaign |Awards Diener'03
Papments OF |10.00 Method |
Fund |
Drays to 1st pavment |1 Month | Salicitar Elnc:arc:ero Himst

Fledge Date |Aug 25, 2002 ‘wirite Off ]

Mote |

Tax Deduchble |100.00 Pledge ID 84
Thank You Type SlandardPIedgeIetter ] Thank You Sent

Recognition Product [ & Recognition Sent

Amt Paid Date Paid
Plgdgg Jun 18, 2003
Payments tar 18, 2003

Click on the button to create a new This is a list of pledge payments associated
pledge payment. with this pledge. Double click any line to
view that payment in its input window.

Figure 1.15 Pledge Input Window

In this window, you enter new pledges, edit and view the records of existing pledges
and create or open related pledge payment records. To display this window, do one of
the following:

¢ Double click a row in the Pledge List View (previous page).

¢ In the Gift pane of the Donor Input Window, double click a row in the pledges
listed, or click the New button (Figure 1.5).

¢ Click an area of the Information Palette for the Donor Input Window that refers to
a Last Gift or Largest Gift (Figure 1.26).

¢ Right-click (conTROL-click on Macintosh) on a row in the Donor List View, and
choose Add Pledge from the contextual menu (Figure 3.19, “Contextual Menu in
Donor List View” on page 94).

Use the New button i9n this window to create a new pledge payment record. A new
payment Input Window will be opened with the correct default information
(payment amount, date, etc.) already entered.
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This window is resizeable to display additional pledge payments in the scrolling area.
To resize the window, you click and drag the lower right corner. The window can be
resized vertically but not horizontally.

See “Creating Pledges” on page 82 for more information about filling in one of these
windows.

Items discussed for the Donation Input Window (page 15) also apply to this window.
These items include the Campaign, Method, Fund, Thank You Type, Recognition
Type and 1D fields.

Pledge Payment List View

eee Pledge Payment List (155 of 155)

Date | Amount | First Name | Last Name Company &
06/24/20¢ 75| Norman Bates Bates Motel b
12/15/201 100 | Sue Black
02/28/20t 40 Frank Booth Beaumont Hardware m
03/02/201 40| Frank Booth Beaumont Hardware
03/09/20¢ 40| Frank Booth Beaumont Hardware
03/09/20( 20| Frank Booth Beaumont Hardware
12/02/20¢ 150| Frank Booth Beaumont Hardware
12/30/20( 10| Harry Callahan San Francisco Police D
02/01/20¢ 15 Ida Carmody Drovers, Inc. .
09/01/20¢ 25| ).B. Cotrerell Cotterell Drug Co. 13

P

Figure 1.16 Pledge Payment List View

This window shows pledge payments in a column format. To display this window,
choose File>Pledge Payments.

Menu commands available from this window support queries, reports, exports and
label printing. You can change which records appear in this list using techniques
described in “Selecting Records” on page 55.

The following diagram shows an example of the Pledge Payment Input Window that
appears when you double click one of the rows in this window.
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Pledge Payment Input Window

eon Payment: Mr. Norman Bates

Amount Paid 100.00

Payment Form American Express i]

Check/CC 666 1783 6456 3110

Expires 07/09 Pledge ID 1
Approval Code Fledge Payment ID 57
Date Paid Dec 1, 2000

Note
Thank You Type VIP Thank You i] El @ Thank You Sent
Amount Due 300 Date Due Jun 27, 1997

mnuu (" Cancel ) E"s‘“’“a

Figure 1.17 Pledge Payment Input Window

This window is for recording new pledge payments. You also use this window to view
or edit an existing payment. To display this window, do one on the following:

¢ Double click a row in the Pledge Payment List View.
¢ In the Pledge Input Window, double click a payment or click the New button.

¢ Right-click (conTROL-click on Macintosh) on a row in the Donor List View, and
choose Add Pledge Payment from the contextual menu (Figure 3.19, “Contextual
Menu in Donor List View” on page 94).

The amount due and date due are calculated and displayed in this window when the
payment record is created, and saved with the rest of the record. It will not change to
reflect current due dates or due amounts if the record is opened later.

See “Creating Pledge Payments” on page 87 for more information on filling in one of
these windows.
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Keyword List View

B O 6 Keywords (10 of 10)

Donor

Keyword Count m
Phonathon '03 recipient 32
Annual Journal '02 39
Buckaroo Ball '98 invitee 32
Monthly Newsletter 41
Strategy/Research Committee m i9
Historic Churches Tour 36
Awards Dinner '03 invitee 8
Capital Campaign '02 volunteer 6
Car Raffle '03 Team 7

President's Circle (current) 0L

Y

L4

B RALSP

— rrr——

Figure 1.18 Keyword List View

This window lists all the keywords you have entered into the database. Each row
represents a Keyword record. To display this window, choose File>Keywords. To sort
this list, click the Keywords label at the top of the keywords column, or do Records
menu > Sort. To reverse the sort order, hold down the saIFT key before clicking the
Keyword label, or the aLT key (Windows) or opTION key (Mac) before choosing
Records menu > Sort.

The Donor Count column displays the number of donor records assigned to the
keyword in that row. This can aid you in deleting unused keywords and profiling
your donor list. For in-depth analysis and reporting on keywords, consider the “Gifts
by Donor Attribute” report, described on page 190.

For information on the uses and applications of keywords, see “More About
Keywords” on page 374. For instructions on applying keywords to donor records, see
“Assigning Keywords” on page 62.

You can re-assign donor records from one keyword to another, edit or delete
keywords and propagate the changes to the donor records, and other mass-change
operations.

The next diagram shows an example of the Keyword Input Window, which appears
when you double click a row in this list view or do Records>New while the Keyword
List View is the active window.
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Keyword Input Window

Keyword Entry

Edit a keyword__.
[Buckaroo Ball '98 invitee |

Note

Cancel

Figure 1.19 Keyword Input Window

You enter or edit keywords in this window. To display this window, double click a row
in the Keyword List View.

Editing a keyword here will change it in donor records that have the keyword.

Keywords are not assigned to donors in this window; these assignments are made in
the Donors module (see “Assigning Keywords” on page 62 and “Assigning Keywords”
on page 62 for information on assigning and removing keywords from donors).
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Relationship List View

8 O O Relationships (19 of 19)

= = Constituent
Relationship m

Caunt

Talbot Household

H. Fine Foundation

Plingley Family

Lions Club of Santa Fe

State Human Services Agency
K-Mart employees

Friends of the Mission Society
Class of 00

Class of 01

Church of the Holy Faith
District 7 Democrats

- s NN W W W

v
e
Figure 1.20 Relationship List View

This window lists all the relationships you have entered into the database. Each row
represents a relationship record. To display this window, choose File>Relationships.
To sort this list, click the Relationships label at the top of the relationships column, or
do Records menu>Sort. To reverse the sort order, hold down the sHIFT key before
clicking the Relationships label, or the ALt key (Windows) or optioN key (Mac)
before choosing Records menu>Sort.

For information on the uses and applications of relationships, see “Designing Your
Database” on page 371. For instructions on adding and removing donor records to
relationships and browsing relationships and constituents, see “Adding Donors to
Relationships” on page 67.

The next diagram shows an example of the Relationship Input Window, which
appears when you double click a row in this list view or do Records>New while the
Relationship List View is the active window.
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Relationship Input Window

Relationship Name Entry

Edit a relationship ...

Lions Club of Santa Fe

Note

. Cancel \

Figure 1.21 Relationship Input Window

You enter or edit relationships in this window. To display this window, double click a

row in the Relationship List View, or do Records>New while the Relationship List
View is the active window

Editing a relationship name in this window automatically propagates the change to all
donor assigned to the relationship.

Relationships are not assigned to donors in this window; these assignments are made
in the Donors module. See “Adding Donors to Relationships” on page 67 and “Assign

Other” on page 299 for information on assigning and removing donors from
relationships.
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Note List View

4D Note List (16 of 16) E@g]
E

First Mame Last Mame Company Date Subject

wWiolf Cleeman Quality Furniture, Ir| 6/19/1994  phone call
Elwood Dowd Haltech Company 12/20/199 | Wife may volunteer?
1st Mational Bank | 3/3/1995 | Wondrous giving
wWiolf Cleeman Quality Furniture, 3/7/1995 | letter
Arch Stanton Civil War Museum 3/14/1995  How we got hirm interested in giftir

waolf Cleeman Quality Furniture, 4/7/1995 | phone call again
Carl Kolchak Instant Signs Co. 4718/1995  call to Mr. Kolchak about Storytelli

Louise Panson E£/14,/1995 | Farily Background info

Louise Panson 743171995 | Another note-have as many as yo
Flayd Thursby Halpin Gear Co. 8/16/1995  Background and medical situation
Floyd Thurshby Halpin Gear Co. 8/16/1995 | What can I use notes for? Click he «

Figure 1.22 Note List View

This window lists all the notes you have entered into the database. Each row
represents a note record. To display this window, choose File >Notes. To sort this list,
click the labels at the top of the columns, or do Records menu>Sort. To reverse the
sort order, hold down the sHIFT key before clicking a column label.

In contrast to donations, pledges, memberships, notes do not have to be associated
with a donor-although they can be. This permits you to create task and to-do lists or
other documents that may not relate to a specific donor. The Note List View lets you
work with all notes, whether linked to a donor or not. From this window you can
search, sort, export and print any selection of notes.

The next diagram shows an example of the Note Input Window, which appears when
you double click a row in this list view or do Records>New Note while the Note List
View is the active window.
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Note Input Window

This button can be used to link the note to a donor. It is only enabled when the
note is created from the Note List View; when the note is created from a donor
record, the note is automatically linked to that donor, and the button is disabled.

eeon Note: Mr. Floyd Thurshy
7 Link to Donar... .
Date Aug 16, 3006 Author Tom ink to Donor. The Sub]ect field
Subject What can | use notes for? Click here! /"hOIdS 6o
characters.

' Text ' Picture

This could be background information about the donor or the donor's
family, a log entry of a phone call or meeting, an extended comment about
a donation (short comments can be entered directly into donation, pledge
and pledge payment fields), or other text. You might even decide to paste
the text of an important letter into this note so that you can always refer to

it whenever you view the donor record in FUNDimensions™. You can get 32 SCI'OH. or drag
kilobytes, or about 16 pages of text into a single note-and have as many the window
notes as you want for each donor! corner to

access addi-
tional note
contents.

mnuu (Cancelj E Save a

Figure 1.23 Note Input Window, text pane

You can have as many notes as you want attached to each donor, using this window to
enter or view each one.

To create a note, follow the instruction in “Adding Notes” on page 66.

To display an existing note, double-click a row in the Note List View (previous page)
or click the Notes tab of the Donor Input Window, then double click on the note in
the scrolling area of the Notes pane (Figure 1.7)

The date field at the upper left corner of the window is automatically filled in with the
current date when you create the note, but may be edited. If security is turned on in
the program, the Author field is filled in with the User name used to log in from the
Password dialog.

You can type directly into the Notes field, or paste text from the clipboard. This
allows you to move text from a word processor or other software into a note record
for storage with a specific donor. Each note can store one picture and up to 32
kilobytes of text (about 16 pages).
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In addition, a picture can be stored in each note by pasting from the clipboard, or
using the Import Picture button:

The absence of an asterisk on this tab indicates
there is no picture associated with this note.

\

een Note: 1\s\t National Bank

Link to Doner...

e \
Date Oct 31, 1999 Author Jﬁs

Subject Portrait Photo

Text | Picture* |

| Cancel |
N —

e

Click in this area and do Edit> Paste, or use the Import
Picture button to load a graphic file from disk.

Figure 1.24 Note Input Window, picture pane

This window is resizeable to display additional text in the scrolling area. When
viewing a picture, resizing the window enlarges or reduces the display of the picture,
without affecting its stored resolution. Clicking and dragging the lower right corner
will resize the window.

To get a picture out of Funpimensions, do either of the following:

¢ Click in the picture area. It will highlight; do Edit>Copy to get the picture to the
clipboard.

¢ Alternately, click the Export Picture button to invoke a standard Save dialog,
where you can create a graphics file on disk.

An asterisk is displayed in the Picture tab to indicate a picture is placed there, so you
do not have to click the tab to find out. For more on working with notes, see “Adding
Notes” on page 66.

When running under Microsoft Windows, Funpimensions requires that Quicktime
be installed to work with most graphic file formats. Quicktime is free software
available from Apple, Inc. by visiting http://www.apple.com/quicktime/download.
See the Funpimensions Windows Installation Guide or Client-Server Administration
Guide for more information.


http://www.apple.com/quicktime/download
http://www.apple.com/quicktime/download
http://www.apple.com/quicktime/download
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About FUNDimensions

This window is opened by choosing the About Funpimensions... item from the Help
menu (on Windows) or the Funpimensions menu (on Mac os x). It displays the
location and name of the data file you are currently using (except in client-server
edition), the amount of free memory available to the application, the user name and
access privileges for the current log-on, and the version number you are using.

It also displays the technical support phone number, and several buttons, as shown
and described in the text below:

=

<D About FUNDimensions

NDimensions”

fundraising software
2008 Frank Martin

Suppoart Telephone: B05-959-3670

Go to FUMDimensions web site Open User Manual via internet [3 kb) |

Wiew FAQlz on web Check current version by email |

Wiew Tour on web | Get support by email |
Shov D ata File in a Window |

Demo mode
Yersion Number: 5.5d30
Path ta data file is E:\Wersion 5.545.5 FUNDimensions\FUMNDimensionsDemol ata 400

Lag-in name: Adrinistrator
Access level Administrator

Figure 1.25 About Fundimensions window

¢ Go to Fundimensions web site. This opens your browser and connects to the
main page of the Funpimensions web site (http://www.fundimensions.com).

¢ View FAQs on web. This opens the FAQ (frequently-asked questions) page on the
web site (http://www.fundimensions.com/FAQs).

¢ View Tour on web. This open the Tour Directory page on the web site (http://
www.fundimensions.com/tour). Tours are offered for many aspects of the
software, and this is a good way to get an overview of the software capabilities. You
can take the tours online, or download the various tours as pp¥s for offline
viewing and printing.

¢ Open User Manual via internet. This will invoke your web browser to download
the latest pDF version of this manual (http://www.fundimensions.com/
User%20Manual.pdf). You will need Adobe Reader® to open the file: it is free from
Adobe at http://www.adobe.com. There are some advantages of the PpF version of


http://www.fundimensions.com
http://www.fundimensions.com/FAQs
http://www.fundimensions.com/tour
http://www.fundimensions.com/tour
http://www.fundimensions.com/User%20Manual.pdf
http://www.fundimensions.com/User%20Manual.pdf
http://www.adobe.com/prodindex/acrobat/readstep.html
http://www.adobe.com
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the manual over the printed manual: it is always updated for the latest version of
the software, and contains the latest revisions and corrections; it can be quickly
searched for a word or phrase; and cross-references, URLSs, and entries in the table
of contents and index are hyperlinked to take you directly to the referenced page
when clicked.

You can also download the user manual with related installation guides and other
documentation by visiting the download library on the web site (http://
www.fundimensions.com/downloads).

¢ Get support by email. Creates a pre-addressed email message with basic facts
about your computing environment which may assist us in supporting you. When
requesting technical support by email, please use this button to create the email
whenever possible.

¢ Check current version by email. This link generates an email message which
triggers an automated response when sent. The response will include the version
number you are currently using, the latest version available, and information on
obtaining the upgrade. The response may contain a link directing you to a list of
changes in recent upgrades, to help you determine whether upgrading is desirable.

¢ Show Data File in a Window. This opens the folder containing your data file in an
operating system window. This is the same file described in Path to data File, in the
lower area of the window. Use this to assist you in performing manual backups or
in identifying the current data file when you have multiple data files on your
computer.

For a complete listing of on- and off-line Funpimensions resources, see Table P.1,
« . . . . b3l .
Fundimensions Documentation & Online Resources” on page xi.

Floating Windows

Floating windows display summary information in small windows that “float” in a
layer above other windows. They are miniature reports presented automatically by
Funpimensions to cue you to facts which may be important to your understanding
or decision-making. Occasionally, floating windows also display confirmation
messages; for example, after performing an export, Funpimensions will display a
message in a floating window containing the number of records exported and a count
of records not exported because the Do Not Mail checkbox was turned on for the
donor. These confirmation messages do not interrupt your work and close themselves
after a short time, or they may be closed with the close button in the window.

Information Palette

The Information Palette displays summary information while viewing a record in an
Input Window. The information content is designed to alleviate problems of
inadequate perspective that can result from viewing a single record without also
viewing the related records and provides key statistics based on those other records,
so that you are better informed when it comes to a specific donor’s history. The
palette is a small window that appears whenever an Input Window is opened or


http://www.fundimensions.com/downloads
http://www.fundimensions.com/downloads
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brought to the front. This applies only to the Donors, Donations, Memberships and
Pledges modules; no palette will appear for Pledge Payment, Relationship or
Keyword Input Windows.

You can close the palette with a checkbox in the Preferences dialog. The palette will
automatically hide itself when a List View is brought forward, and reappear when an
Input Window is active.

In addition to displaying information, the palette has invisible buttons that can open
records. To use this feature, just click the quadrant of the palette that refers to the
record you want to view. The buttons work only in the Donors module. If the palette
indicates there are multiple last gifts (2 or more gifts made on the same date) or
multiple largest gifts (2 or more gifts of the same amount), the corresponding button
is disabled because there is no way for the software to know which record to open in
this situation. In this instance, use the Gift pane of the Donor Input Window (Figure
1.5) to open the records.

The exact contents of the palette will vary depending on which module you are using,
and which record is displayed. This is the palette as it might appear when viewing a
specific donor record:

clicking here will open the last gift record for the donor

clicking here will open the largest gift record for the donor

\ "

Last gift: $500 donation Largest gift; $1.,000

on 11/13/2002 pledge on 12/28/1998
Tatal gifts: $2.451 Member: Yes

4 donations, 2 pledges [bal] Clazz: Senior

clicking here will open the current membership record for the donor

Figure 1.26 Palette for donor record, example #1

The palette gathers information from all the related gift records for the donor, counts
the gifts, calculates a gift sum and analyzes the gift records to ascertain the last gift.
Doing this manually would require considerable effort and time; the palette does it
for you instantly and effortlessly. But what happens if there are no gifts? The palette
summarizes that for you in a way that can be grasped in the quickest of glances:

Mo aiftz

kember: Mo

Figure 1.27 Palette for donor record, example #2

You can capture the information in this palette by choosing Output>Clipboard—
Profile to (see page 359 for more information).
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The palette adjusts its readout to add facts about the donor. For example, the palette
below is indicating that the donor has an outstanding balance in their pledge. This is
to aid you in applying a gift when its nature is not known.

Last gift: $150 pledge Largest gift: $150
on 9/12/2001 pledge on 9/12/2001

Tatal giftz: 270 kember: Mo
0 donations, £ pledges [bal)

Figure 1.28 Palette for donor record, example #3

The palette illustrated below is for a membership record. In this instance, the palette
found other membership records for the same person, and has distilled relevant
information about those records to display important facts—in this case, that the
person is still a member, even though the record you are viewing now is for an
expired membership:

Expires in 183 days

3 membership records for this

donor

Figure 1.29 Palette for Membership record

This is a palette for a typical donation record. The palette has gathered information
about other donations made by the same donor, and related them as a percentage of
the currently displayed donation:

Mumber of donations for this  This is 5% of the donor's
donor: 3 gifts.

Total donations for this donor: Last gift: donation of
14,450 £3,000

Figure 1.30 Palette for Donation record
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Finally, the palette displayed below for Pledges includes:

¢ pledge status

¢ number of payments made (unless the pledge status is new)

¢ number of payments remaining (unless the pledge status is fulfilled or written-off)
¢ balance amount

¢ overdue amount

¢ due date, or the “due since” date if the pledge is overdue.

Pledge status: Overdue Balance: $175.00
Owverdue: $35.00

Payments Remaining: 12 Due since: 3/28/03
Payments Made: 1

Figure 1.31 Palette for Pledge record

See “Creating Pledges” on page 82 for explanation and formula for the values that
appear in the palette for pledge records.

When viewing gift records, you may copy palette contents to the clipboard, so that you
can place it into other software where it may be printed, included in reports, etc. See
“Clipboard-Gift Record to” on page 360.

Dashboard

The Dashboard window helps to keep you up-to-date on your current fundraising
and inform you about items that may need urgent attention. It also serves as a
convenient starting point for producing thank you notes, membership renewal
notices, and pledge fulfillment letters.

The Dashboard window automatically updates according to a time interval that you
set. To minimize the impact on your screen space, the dashboard will resize itself to
the smallest possible size consistent with the information to be displayed. For
example, if there are currently no memberships about to expire, the window may
shrink to eliminate those columns. It will expand itself later when one or more
memberships are nearing expiration.

You can display the Dashboard by choosing Output>Show Dashboard, or configure
it to open when the software starts up. Information in the Dashboard refreshes itself
automatically at an interval you set in Preferences, between 10 and 120 minutes
inclusive. To force an immediate refresh, close the Dashboard by clicking the Close
button on the window, then re-open it by doing Output>Show Dashboard.
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The Dashboard window is shown in the next three figures.

At the top, a gift statistic you select is displayed.

You may change the range of days from “10”
as shown here, to any number from 1 to 99.

/\

O|[x] Today's Total Fundraising: 31,335

Gift Type Count
Conations 5
Memberships 2
Pledges 1

For donations, memberships,
pledges and pledge payments,
the dashboard shows the
number of thank you letters
needed, and...

...a count of days that
have elapsed since the
oldest unacknowledged
gift was received.

See Figure 1.33 for more information
on the buttons displayed here.

Figure 1.32 Dashboard Layout

Unacknowleged Gifis
Oldest (Days)

For memberships, the dashboard
shows you how many are about
to expire; for pledges, the figure
is for pledges with a final
payment about to be due...

E}pi red

Last 10 days

1 S R

Expir/iég
Mext 10 days

...while the last column shows
memberships that have recently expired,
and pledges that were recently fulfilled.
The last 2 columns do not include
memberships or pledges that have been
renewed; so the counts are only of donors
who may need your follow-up. to get their
continued participation.

You can click on the small, square buttons in the dashboard to display the records in a
List View or to display various strategic fundraising totals. The

The various buttons on the dashboard are described below:
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Clicking on this button displays a menu of choices for which statistics to display on the Dashboard.

\

Q ET&day's Tetal Fundraising: 31,335

This Month vs. Same Period In Prior Month

This Month vs. Same Days & Month Last Year
This Year

This Fiscal Year

This Year vs. Same Period Last Year

This Fiscal Year vs. Same Period Last Fiscal Year
All Time

Copy Statistics Above To Clipboard

Dashboard Preferences

N | Tln?tkmmged.t]l_fta Expiring Expired
Gih I'g.rpe Count | Oldest (Days) hExﬁDTdeﬁ- Last 10 days
Eﬂ“"a;“’" Display in Palette Total Fundraising Area:
embers
Pledgas v T[}fiav
—  This Week
This Month

O|[=] Teday's Total Fundraising: 31,335

Cift Type Count

Donations 5
Memberships 2
Pledges 1

Unacknowleged Gifts
Oldest (Days)

Expired
Last 10 days

Expiring
Mext 10 days

Show In Donation List View:
Standard Donation letter

Clicking on any button in this column
displays a menu listing the types of Thank
You letters specified for your unacknow-
ledged gifts. Select a Thank You Type from
the menu to open the List View window
and show you the records. You are then
ready to print labels and perform an export
for mail merge.

VIP Thank You
Find All

Clicking on any button in these columns displays
the records about to expire (left column) or
recently expired (right column). Only member-
ships and pledges that have not been renewed are
displayed. Unlike the buttons above, these do not
display a menu when clicked; they directly open

List Views. A

Figure 1.33 Dashboard Buttons and Menus

O|[*] Today's Total Fundraising: 31,335 /
Unacknowlaged Gifis Expiring Expiked
Cift Type Count | Oldest (Days) | Mext 10 days [ Last 10 o
Donations 5 3
Memberships 2 b 4 3
Pledges 1 0 2 1
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When the age of the oldest unacknowledged gift reaches a
threshold set by you, the dashboard row containing that gift is
highlighted by receiving a bullet and a red color. To set this
threshold, choose Dashboard Preferences from the pull-down
menu indicated.

& E| is Month/Same Period in Prior Month: S615/310,001,920
Unacknowleged Cifts Expiring Expired
Gift Type Count | Oldest (Days) | Next B days | Last 9 days
& Danations 5 18
& Memberships 3 16 | 7] 1 3
Pledges 1 0 |v| 2 2
® Pledge Payments [ 3,114 n

Figure 1.34 Dashboard with Highlighted (bulleted and red) Items

The D ashboard adjusts itself to tgke up am Inin um gpace on your screen, and offers
otherw lndow m anagem ent:

¢ W hen there are no thank you letters needed, orexpiring orexpired temm s fora gift
type, thatrow s rem oved and the w Indow height is reduced by a corresponding
am ount. The row w illbe reinstated if there is relevantdata to display'.

¢ W hen there are no expiring orexpired temm s, the 2 rightm ost colum ns are hidden
and the w ndow w idth is reduced by a corresponding am ount.

¢ TIfyou do notwantto display nfom ation fora specific gift type O onations,
M em berships, Pledge or Pledge Paym ents), itcan be suppressed, and the
D ashboard height reduced by a corregponding am ount.

¢ Ifyou donotwantto digplay expiring orexpired term s, you can choose to hide
them , and raduce w indow w idth by a corregponding am ount.

¢ The D ashboard w indow can e dragged to yourprefernead location ; and itw ill
regppear In the sam e spotw hen you startup the program nexttim e (exceptin
DemoorRead-Onlymode).

¢ You can choose to digplay thew Indow w hen the program  is Jaunched, ordisplay it
m anually by choosing O utput>D ashboard. The w indow m ay be closed w ith it's
close button, orby choosing O utputm enu > H ide D ashboard.

Configurationsm entioned above are perfom ed by :

¢ OnW indow s, choosing File m enu >Preferences>G enemal ab.

¢ OnM ac, choosing Fundin ensionsm enu >Preferences>G eneral tab.

Form ore Inform ation on configuring the D ashboard, see “G eneral Preferences” on
page 261.
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Buttons

Buttons appear in FUNDimensions to perform various operations such as saving a
record, canceling changes, creating new records, and for copying information
displayed on your screen to the clipboard for placement into other software. In some
cases, the Information Palette window contains invisible buttons that allow you to
open certain of the records referenced by the palette. See the previous Information
Palette section for more on these special buttons.

Most input windows contain a row of buttons along the bottom. These allow you to
save or cancel changes made to a record, and navigate from one record to another.

N avigation Buttons

Either of these buttons closes the
window. In most windows you
can also use the close box in the

Record Record upper left (Mac) or upper right
(Windows)

Record | Record

Previous  Last

Figure 1.35 Button Bar in Input Windows

¢ Navigation buttons. The four buttons in the Navigation button group are First
Record, Previous Record, Next Record and Last Record (from left to right). If you
enter the input window from a list view, the records you can access with these
buttons will be limited to those records in the list. If you enter the input window
from another input window, as you would when selecting a record from a scrolling
area in the Donor Input Window or Pledge Input Window, the buttons will
navigate among the records associated with that donor or pledge. If changes were
made to a record prior to using a navigation button, those changes are saved, just
as if you had clicked the Save button. Keyboard shortcuts: On Windows, CONTROL-
left arrow for Previous Record, conTROL-right arrow for Next Record. On Mac,
coMMAND-left arrow for Previous Record, comMmAND-right arrow for Next
Record.

¢ Cancel button. This button means “throw any changes away and return to the
previous version, then close the window”. If no changes were made, the window
just closes. Keyboard shortcut: press ESCAPE (Esc on some keyboards).

¢ Save button. This button means “this record is ok as it is—save it to the hard disk
and close the window”. Keyboard shortcut: ENTER or RETURN key, except for the
Notes Input Window, where the RETURN key places carriage returns in the note.
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Menus

Menus contain most of the commands in Funpimensions, which allow you to view,
enter, modify or retrieve the information in your database. Usually, there are five
menus present, but some of the items in those menus may be disabled (aka grayed out
or dimmed) depending on the specific context; only commands that can operate in a
specific situation will be available.

If you want to execute a command with a menu item and that item is disabled, it means
you are in the wrong module or window to use that command.

A special menu structure is presented for the Report Editor and Chart Editor,
containing commands specific to those environments.

This manual contains a separate chapter devoted to each primary menu, which
include reference material and screenshots. Refer to the table of contents for page
numbers.



Basic Operation

Starting Up FUNDimensions

To launch Funpimensions single-user edition, do this:

1 On Windows: On your desktop, double-click on the Funpimensions shortcut (a 3-
color cube). Alternately, in the Start menu at the lower left of your screen, choose
Programs: Funpimensions.exe, or double click the item “Funpimensions.exe” in
the folder where you installed the software. On Macintosh: double click the file on
your hard drive named “Funpimensions”.
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If password security is off, this is all you need to do: you may skip to step 3 (FunDi-
mensions installs with security off). If password security is on, the password dialog
appears as shown below.

User Identification

User
§ Identification
bl ]
&
User List
Administrator
User names appear here; All Privileges user

select a name with the |  Browse user
Data Entry user
mouse or up and down Designer
arrow keys. Edit user Use the tab

Maintenance User key to move
between these
two areas.

f

Passwords are typed
here. Characters appear
as padlock images or
asterisks. Passwords are Click here to enter

e Password
always case-sensitive; be ™ _+a new password.
1 T
aware of the status of == - (__Change

your CAPS LOCK key!
( cancel ) ( Connect )

Figure 2.1 Password dialog
2 Select your user name (assigned by the Administrator) and type in your password.
Click coNNECT.

3 The splash screen appears. A thermometer appears displaying the progress of
startup. The splash screen closes by itself.

4 The Donor List View appears.

Quitting FUNDimensions

To end your Funpimensions session, choose Quit from the File menu (under Mac os
X, the Quit command is in the FuNpimensions menu). If Input Windows are open
with unsaved changes or new records, they are saved automatically.

«_»

On Windows, you can quit by clicking on the “x” in the upper-right of the main
application window.
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Creating a New Data File

Creating a New Data File

Funpimensions stores your data in a a file on disk, referred to in this manual as the
data file. All data you enter is stored in this file, except for passwords, user names and
access privileges; therefore this file should be backed up and every precaution taken
to ensure against its loss; see “Backing Up Your Data” on page 243. The application
itself is named “Funpimensions”; this program “opens” the data file in the same sense
that a word processor opens a document you created.

To create a new, empty data file, hold down the art key (Windows) or the opTION key
(Mac) as the program starts up. If security is turned on, you must enter your
password first, then hold down the art key (Windows) or the opTioN key (Mac) to
create a new data file. In either case, you will see the standard Save dialog where you
can name the new data file and save it to your hard drive. See “Naming the Database”
below for tips on choosing the name for your database.

You may have as many data files as you want; generally, you have one data file for each
organization that you manage with Funpimensions. You cannot conduct a single
search or make a single report that includes more than one data file, so it is usual not
to keep data in multiple data files, unless you are using Funpimensions to manage
more than one organization.

To select from among multiple data files, do one of the following:

¢ If Funpimensions is not already running, hold down the art key (Windows) or
the opTION key (Mac) when starting the software to select the file to open for that
session: see “Opening a Data File, Normal Mode” below.

¢ If Funpimensions is already running, choose File>Open Data File and select the
data file you want to open.

If you would like to create a data file that shares some attributes of a data file you
already have, you can use your operating system to duplicate the existing data file,
then delete records as necessary in the duplicate file. This might be useful if you
wanted the new data file to have similar choice lists or donor records of an existing
file. Duplicating a file in with your operating system is a basic file management task
that is documented in the online help for your computer.

Naming the Database

On Windows: the data file must have a suffix of.4pp. Unless the option to display file
name suffixes is turned on for the window displaying your data file, you cannot see
the 3 letter suffix from the Windows desktop. This does not mean the file is named
incorrectly. To display file name suffixes, open the folder containing your
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Funpimensions data file and choose View>Options from the menu, then configure
your Windows options as follows:

anlder Options E]

General | Yiew | File Types

Folder views
You can apply the view [such az Details or Tiles) that
waLl are using for this folder to all folders.

[Appl}ltoAIlFoIders ] [ Feset All Folders

Advanced settings:

(=) Files and Falders -
Automatically search for network folders and printers [
Dizplay file size information in folder bips
Dizplay simple folder view in Explorer's Folders list
[ Display the contents of system folders
Dizplay the full path in the address bar
[ Display the full path in the title bar
] Do not cache thumbnails
(- Hidden files and folders

() Do not show hidden files and folders
(®) Show hidden files and folders
[] Hide extensions far known file ypes il
Restore Defaults

[ ok ][ Cancel ]

This item must be
unchecked to view
" file name suffixes
on Windows.

Figure 2.2 Folder Options dialog (View pane) in Microsoft Windows XP*

Windows users should generally avoid renaming files or folders installed with

Funbi

mensions.

On Mac os x: name your data file “FUNDimensions.data”. If this file is kept in the
same folder with the Funpimensions program, it will be opened automatically when
you start up the software. If you name or locate the data file in any other way,
Funpimensions will prompt you for a data file each time it is launched.

Opening a Data File, Normal Mode

You can select a data file to open while FuNpimensions is starting up, or after the
program has launched.

¢ At startup, hold the ALt key (Windows) or the optION key (Mac) down
immediately after launching the software to produce an Open Data File dialog
window. Use this window to navigate to the folder containing your data file, then
select the file and click the Open button.

¢ After the program is launched, choose File>Open Data File. Use the window that
appears to navigate to the folder containing your data file, then select the file and
click the Open button. This option is available for the Single-User edition only;
client-server users must select a data file at startup on the server.
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Under Windows and Mac os 9, the last data file opened is remembered by the
software and is reopened the next time the software is launched, unless you use the
ALt (Windows) or option (Macintosh) key. Renaming or moving the data file or any
of its enclosing folders will defeat this memory, forcing Funpimensions to ask you to
locate the data file the next time it is launched.

In the Normal Mode, all functions are available in the software, except for items
restricted by your password access level. This is in contrast to the Read Only mode,
described below.

There is a display of the currently-open file name and path name of data file in the
About box. You can view this information by selecting About Funpimensions... from
the Help Menu (Windows) or the Apple menu (Mac) when Funpimensions is the
frontmost application on your computer. Click anywhere in the dialog to close it. If
you keep more than one data file on your computer, this is useful to ensure you are
working in the correct one.

Demo users: Demo versions will only work with the sample data file installed with the
demo. The file labeled “Funpimensions.4pp” (Windows) or “Funpimensions.data-
demo” (Mac) contains the actual sample data you will use to try out the software.

Hint: On Windows, you can launch Funpimensions from the Start>Program menu.
On Macintosh, you may place an alias of the program file in the Apple menu items
folder on your Macintosh °. This folder is located inside the System Folder. Then you
can launch Funpimensions by selecting the alias in the Apple menu. Typing a space
at the beginning of the alias’ name will cause it to sort upward on your Apple menu
for even easier access.

Opening a Data File, Read-Only Mode

Read-only mode permits any data file to be opened on any Mac or Windows
computer, without the need to purchase another copy of the program, and without a
hardware key being attached to the computer. In read-only mode, you cannot make
any changes to the data file-you can’t edit, add or delete records. There are also
limitations with respect to sorting (page 292) and reports, i.e. reports under the Print
List and List Statistics commands will be available; other reports, exports, report
editors, label printing, etc. will be disabled in read-only mode. Built-in backup
capabilities are disabled in Read-Only mode.

To prepare to open a data file in read-only mode, do this:

¢ Copy the data file from the host computer to the computer you want to use in
read-only. You may use removable disks, network transfer, email attachment, or
any other standard technique for copying files.

¢ Install the Funpimensions software. You may download the “Demo/Updater”
from the web site for this purpose. You need the same version as was last used to
open the data file in Normal mode; if this is not the version offered on the web site,
please inquire of technical support for information for availability of older
versions.
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To open a data file in read-only mode, you need to first lock the data file using
capabilities of your operating system.

To lock a data file on Windows, do this:

1 Locate the data file. This file will have a suffix of “4pp”. There is also a companion
file with a suffix of “.4DR”.

2 Select the “4pD” data file by clicking once on it. The file highlights.

3 Right-click on the data file and select Properties from the menu. A window like
this one appears:

FUNDimensions.4DD Properties

General | Summary

Es)
‘] FUMNDimensions, 400

Twpe of file: 4D Data File
Opens withs  Unknown application

Location: E:\FUNDimensions 4,x
Size: 2,31 MB (2,424,532 bytes)

Size ondisk: 2,31 MB (2,424,832 bytes)

Created: Monday, June 16, 2003, 10:25:52 PM
Madifisd: Westerday, fugust 02, 2003, 11:21:57 PM
Accessed: Westerday, sugust 02, 2003, 11:21:57 PM

W Read-only [ Hidden

Check the box for Read-
only.

[ Ok ] [ Cancel

Figure 2.3 Setting the Read-Only property in Windows

4 Click in the box labeled Read Only, click Apply, then click oxk.

5 Open your data file in FuNpimensions using the procedure in “Opening a Data
File, Normal Mode” above.

To lock the data file on Macintosh, do this:

6 Identify the data file. It may have any name assigned to it. Your data file may
consist of a single file (older databases), or of two files suffixed with .4pp and .4Dr:
if you have two files, you only need to perform this operation for the file suffixed
with .4Db. Select the file by clicking once it. The files become highlighted.

7 On Mac os x, choose Show Info from the File menu.
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8 Click in the box labeled Locked, as shown below:

® @ O FUNDimensionsDemoData.4...

/ﬁ FUNDimensionsDem... 2.8 MB
Modified: Today at 1:08PM

P Spotlight Comments:

¥ General:

Kind: 4D Data File
Size: 2.8 MB on disk (2,949,120
bytes)
Where: /Users/fm/FUNDimensions
Program for 5.5

Created: Monday, February 27, 2006
11:11PM

Modified: Today at 1:08PM
Check the box for Locked. i

Color label:

__ Stationery Pad
E Locked

» More Info:

b Name & Extension:

» Open with:

P Preview:

B Ownership & Permissions: A

Figure 2.4 Setting the Locked Attribute on Macintosh

9 Close the Get Info window and open the data file using the instructions in
“Opening a Data File, Normal Mode” above.

When a file is locked according to these instructions, Funpimensions detects this
when it opens the file and puts itself in Read-Only mode. Some buttons and menu
items that would be available in the normal mode will be disabled in read-only mode.
If you need to use these items, you must attach a hardware key and driver software,
following the instructions in the Installation Guide.

Cross-Platform Deployment of Read-Only Databases

If you need to open a data file from a Macintosh in Read-Only mode on a Windows
computer, or vice versa, your data file must be in the two-piece format, with one piece
having the .4dd suffix and the other piece having the .4dr suffix. Newer databases will
have this format, whether created on Mac or on Windows, but older databases
created on Macintosh may need to be split using the 4D Transporter utility program.
Once split, the data file can be used on either Mac or Windows without further
processing. Please inquire with technical support for availability of this software. It is
free of charge by internet download.

Password Security in Read-Only Mode

Password security can be used to limit access to gifts, notes and printing in Read-
Only mode, the same as they can be used in Normal mode.

Administrators may wish to create user accounts specifically for use with Read-Only
mode: if this is done, a log-in must be performed once in Normal mode with the user
account before it is used in Read-Only mode. This must be done to create a
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preferences record for the user account, which is necessary for operation, but which
cannot be created in a read-only data file. If a log-in is not performed once in Normal
mode with the user account, an error will occur and the user will not be able to log-in
to that account in Read-Only mode.



Data Entry

Funpimensions has 8 types of record that you can create. Use the table below to

locate the record type you need to create, and the page number for instructions.

Table 3.1 Table of Record Types

Record

Donor
Record

Donation
Record

Membership
Record

Pledge
Record

Pledge
Payment
Record

Keyword
Record

Relationship
Record

Event Record

Note Record

Use For...

Stores information about a person, company or
other organization; examples include name, address,
phone number.

Stores information about a one-time gift; includes
most in-kind gifts. Examples of this information
include gift amount, and date, and fundraising

campaign that motivated the donor to make the gift.

Stores information about a gift with expiring
privileges (e.g., free newsletter or discounted
admission), such as dues amount, expiration date,
and membership level.

Stores information about a gift expected to be made
in one or more installments over time; includes the
payment schedule and information about whether
the payments are on time, overdue, etc.

Stores information about a gift made to fulfill a
pledge.

Stores a word or phrase describing an attribute of a
donor. Donor records can be assigned any number
of keywords.

Stores the name of a group of people. Donor records
can be assigned to any number of relationships.

Special fundraising events (parties, competitions,
etc.), or regular calendar items

Stores text and pictures associated with a donor.

Comment

Every gift record below must be
associated with a donor record.

Most of the fields in this record type
also appear in other gift record

types.

Individual payments for the pledge
are recorded as pledge payments
(see next table row).

See comment above.

An event that was attended, a
mailing you sent, or any
demographic or donor interest you
want to track.

A family, company, club, committee
or other group of people.

Seating management, ticket printing
and mailing, event gift tracking

Contact log, background, etc.

*See also the index under topics such as Donors, Donations, Memberships, Notes, Gifts, etc.

Page*
56

74

78

82

87

90, 62

91, 67

212

66

47
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Data Entry Overview

You can change or add information to your database through Input Windows, where
you enter text or use choice lists to alter the contents of fields. Default values are
implemented in most input windows to reduce typing and errors. Funpimensions
also offers commands for editing the information in groups of records that you select
in the Donor List View, to save you from the tedium of repetitive entry in Input
Windows.

For a general review of Input Windows, see “Windows” on page 2.

Navigating Fields

When entering new data or editing existing data, you may move from field to field by
pressing the TAB key or using the mouse to click inside the field you want to edit.
Once a field is selected, the left and right arrow keys will move the insertion point
within the field. If a new window titled “List” opens up when you enter the field with
the mouse or TaB key, you will use a choice list to enter the data instead of typing in
the data; see “Choice List Data Entry” on page 50.

The taB key moves to the next field; sHIFT-TAB moves you back to the previous field.

Fields are labeled by the kind of information they should contain. For example, the
Donor Input Window has fields labeled “First Name”, “Last Name” and “Address”

Field Formatting

Some fields will accept entry of only limited kinds of information, or are program-
med with error-correcting features. When you use these fields, FuNpimensions will
reject what you type if it is the wrong kind of data, change what it thinks is wrong, or
offer a list of items from which you must make a selection. For example:

¢ Dollar amount fields will accept only numbers. If you type punctuation or
alphabetic characters, they will be ignored.

¢ Various fields will only accept choices you make from a list. These choice lists
enforce a controlled vocabulary for completing certain fields, making it possible to
perform reliable searches and reports (see “Choice List Data Entry” on page 50).

¢ Date fields require entry in the Month/Day/Year format (may vary for non-us
systems). See “Date Entry” on page 49.

¢ When entering or editing salutations, names, company names, and city names,
error-correcting functions work to reduce mistakes. The first letter of a name, and
letters following a space, comma or hyphen are capitalized, while other letters will
be made lowercase. Numbers, leading and trailing spaces, and punctuation except
for periods will be stripped. You can turn off error correction temporarily using
the procedure described in “Error Correction” on page 60.

¢ Some fields are not enterable or editable. These display values calculated internally
by Funpimensions, and include the Amount Due field in a Pledge Payment Input
Window, and the 1p numbers that appear in gray text in Input Windows.
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¢ The Postal Code field will accept only letters (for overseas addresses), numbers,
spaces and hyphens. Letters will be converted to uppercase. These formatting rules
will be applied to the Postal Code field:

0 If you type nine numbers and no letters, FuNpimensions automatically places a
hyphen after the fifth number, for the American 5+4 format.

0 If you type six numbers or letters, FuNpimensions automatically places a space
after the 31 character, for the standard Canadian format.

0 If you type just 5 numbers, no formatting is performed.

0 If you type 10 numbers with no letters, Funpimensions alerts you that there are
too many numbers. You may ignore the alert if you wish, and the 10 digits will
be accepted.

¢ To set a default Postal Code for new donor records, see “New Donor Records” on
page 263.

Some fields are mandatory. This means that if these fields are not filled in you will not
be able to save the record or quit the program. Funpimensions will inform you which
field needs attention and move the cursor there if you attempt to save records without
the mandatory fields.

Date Entry

Basic date entry in FUNDimensions is of the form MM/DD/YY for United States

systems, i.e. “03/03/03” for March 314, 2003. For most non-us systems, use DD/MM/YY.
“MM” means a two-digit month, “pp” a two-digit day, and “vyy” a two-digit year. It
also works to type a four-digit year.

Several shortcuts exist to aid you in typing in a date. To use these shortcuts, put your
insertion point in a date field, type the shortcut, then press the TaB key or click
outside the field:

¢ When you omit the year from a date, FUNDimensions will insert the current year.
So when you are typing any date for the current year, you can omit the year.

¢ When you omit the month, the software inserts the current month, so when you
are typing any date in the current month, you can omit the month and year.

¢ When you type a +, the date is increased by one day.

¢ When you type a -, the date is decreased by one day.

¢ When you type a t, today’s date is inserted.

¢ When you type an m, the first day of the current month and year is inserted.
¢ When you type an h, the last day of the current month and year is inserted.
¢ When you type ay, the first day of the current year (January 1) is inserted.

¢ When you type an r, the last day of the current year (December 31) is inserted.
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Date entry can be in the following forms:

Table 3.2 Date Entry Formats

Format Example
usa Date MM/DD/YY/ You type “030404” for March 4th, 2004.
Formats MM/DD/yYYY  You type “03042004” for March 4th, 2004 or “03041904” for
March 4th, 1904.
MM/DD You type “03/04” for March 4th, (current year).
DD/MM/YY You type “040304” for March 4th, 2004.
International ~ pD/MM/YY You type “040304” for March 4th, 2004.

Date Formats pp/MM/YYYY  You type “04032004” for March 4th, 2004 or “04031904” for
March 4th, 1904.
DD/MM You type “04/03” for March 4th, (current year).

DD You type “04” for (current month) 4th, (current year).

Any character except for the shortcut keys can be used as a separator, or you may
omit the separator entirely, i.e. “030303”, “03 03 03", “03i03u03”, and “03/03/037are all
formatted as March 319, 2003.

When you see 00/00/00, it means the date entered was not a valid date, or that no
date has been entered yet. For example, you type 02/30/05 (February 30th, 2005) in a
date field. When you press the TAB key, FUNDimensions shows 0o/00/00 to indicate
that date does not exist.

A shortcut also exists in search windows when a data range must be specified. To
specify a date range of one day, enter the date in the first field (From:), then tab to the
next field and press the DELETE or BACKSPACE key. This empties the second (To:) date
field. FUNDimensions will interpret this to mean you wanted the second field to be the
same date as the first.

Dates are stored internally with a 4-digit year. A pivot year is used to determine
whether a 2-digit year you enter is interpreted as being of this century or the previous
century. The pivot year is 1990; when you enter a 2-digit year in the range of 90-99,
the previous century is assumed, i.e. 95 is interpreted as 1995. All other 2-digit years
are interpreted to be of this century, i.e. 84 is interpreted as 2084. You can always
override these interpretations by typing in a 4-digit year.

Choice List Data Entry

Some fields are restricted in the values they can have by a choice list. This creates a
controlled vocabulary for the attributes of donors and gifts, so that they can be
searched and reported upon easily and reliably. To illustrate, gifts given in the 2006
Annual Fund Drive all get designated with “2006 Annual Fund Drive”; it will not be
possible for some gifts to get entered with “Annual Fund Drive 2006” or “AFD06, so
when you want to list all the records given for that campaign, only one search is
necessary, and when reporting on campaigns, a single subtotal will provide the
correct amount for the 2006 Annual Fund Drive. For more information about the use
and design of choice lists, see “Designing Your Database” on page 371.
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Fields with different names have separate, independent choice lists, e.g. the Campaign
and Fund fields have different lists. Fields with the sarme name share a common choice
list, e.g. the Payment Form fields in Donation, Membership and Pledge Payment
records all share the same choice list.

You can identify which fields work with choice lists by the button labeled with an
arrow at the right side of the field:

<) Donor: Mr. J.B Cotterell

User Defined 1 | | Add or Remove a Keyword,..,

; Anrwal Journal '02
User Defined 2 | .
Strategu/Reszearch Committee member
User Defined 3 | Buckaroo Ball '35 invitee
Historic: Churches Tour
tonthly Mewsletter
Phonathan 03 recipient

Uzer Defined 4 |
UserDefinedDate |00/00/00
‘rear of Bith

Category
Type

‘Yolunteer

| Intermediate

| Medium Potential

| Coordinator

Salicitor | Incarcero Himst

Cancel | |

Choice list fields (four) in the Donor Input Window.

Figure 3.1 Choice List fields example

Fields associated with choice lists can accept only one item from choice lists. (For an
important exception, see “Assigning Keywords” on page 62). There are three ways to
assign a value from the choice list to a field: tab or click in the field, then:

¢ Click on the arrow button at the right of the field, or type the down arrow key to
produce a list:

Category | ™[]
Press
Type |Major 8 | El
Intermediate
Volunteer |Minor | EI
Board
Solicitor |Archive | E|

Figure 3.2 Choice List
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Use your mouse or arrow keys to select an item. If using the arrow keys to select an

item, type the RETURN key to accept the selection.

¢ Instead of selecting from a list, just type the first several letters of the choice list
item. Funpimensions finds the first match in the list and completes the field for
you. This is fastest if you know which choice list item you want to assign, and so

don’t need to browse the list.

¢ Click the button right of the field labeled with an ellipsis (...). This produces a
window where you can select from the list. Use your mouse or the up and down

arrow keys to select an item, then click the Select button or hit your RETURN key to
complete the procedure:

es

:

Figure 3.3 Choice List entry by dialog window

To leave a choice list field empty, just tab or click out of the field. If the field contains

066 Donor: Eadie Collins
Cont | Add
Ask ) Press
Major
User D&
User D¢ Minor
Board
User D Archive
UserDefin
Year
" (" Delete )
Va
]
€ Close )
A
W] i) (e

an entry you want to remove, first use your DELETE key to empty the field. The
administrator can establish that certain choice list fields must have an entry in new
gift records, otherwise they cannot be saved: see “Setup” on page 268.

Choice List Editing

You can determine which items appear in choice lists by adding and deleting items.
When password security is turned on, the administrator and users at the All
Privileges level can edit choice lists, and the administrator may configure the

database to also allow users at the Maintenance and Edit levels to edit choice lists: see

“Access” on page 270.
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Items deleted from choice lists do not get deleted from the records that have that item
already saved in them. This design (which is in contrast to keywords, where editing
does propagate to records with the keyword) allows you to keep choice lists short by
deleting items that are obsolete for your current purposes. Keeping choice lists to a
minimum number of items makes selecting the right item faster and less error-prone.
(It is possible to change large numbers of records that have an choice list item
assigned to them to another value in a single step, without editing each record
manually: see “Editing a Group of Records” on page 55 and “Assign Other” on

page 299.)

To edit a choice list, follow this procedure:

1 In any input window displaying the field associated with the choice list, click a List
Edit button*. This is denoted by an ellipsis (“):

Category [ Intermediate v
Type  |Medium Potential w
Yolunteer | Eoordinatar |
Solicitor | Incarcero Himst v

List Edit buttons (4) in the Donor Input Window.
These also appear in gift input windows.

Figure 3.4 List Edit button example

2 The List edit window appears, as shown in Figure 3.3 on page 52.

3 Type a new entry at the top of the window and click the Add button, or select an
item to delete and click the Delete button. Choice list items are limited to 35
characters in length.

4 Conclude by clicking the Select button to place the selected item in the field, or
click the Close button to leave the current field entry intact.

You cannot directly edit an item. To accomplish this, delete the item, then use the
Add button create a new one.

* An exception is the Payment Forms choice list, which requires access to the Setup pane of
the Administrator window (by File>Administrator; see “Setup” on page 268). Use the Edit
Payment Forms button there, then follow the directions on this page to edit the list, except
that the Select button does not apply and will not be available in this instance.
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Choice List Editing-Constituent Types

Unlike editing other choice lists, editing the choice list for constituent types is
initiated by clicking the arrow as if to select an item, then choosing “Edit This List”

from the scrolling list:

Click on any arrow next to a constituent type to get an option to edit the list.

o6 Donor: Ms. Dbujse Panson

' Contact ' Classification F Gifts ' Graph ' Notes*\’xae\lationships‘ Addresses I

~ Relationships | Constituents pe Pri.
Talbot Household 15t Mational Bank male head™sézhol . .
Ms. Louise Panson fermale head-of-|

Mr. Frank Booth Edit This List
fernale head-of-...
daughter
S0
grandparent
Chairman/woman
President/Exec. ...

RN = R

All Relationships with this donor: 1 Constituents of Talbot Household: 3

( Show All Relationships ) Add Donor to Relationship

Show Relationships with this Donor lC Remove Donor from Relationship )

mnnm ( Cancel ) M

Figure 3.5 Editing the Constituent Type List

Choosing “Edit This List” generates the list editing window as shown in Figure 3.3,
“Choice List entry by dialog window” on page 52.
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Selecting Records

The records contained in a List View window, or the single record displayed in an
Input Window, are said to be the current selection. Menu commands are applied only
to the current selection. This allows you to perform operations which affect some
records while not affecting others— for example, printing out a report for a specific
group of records while excluding others.

By doing Records>Show All, you direct Funpimensions to make all records for a
module the current selection. A selection is generated by performing a search;
records found by a search appear in the List View and become the current selection.
There are several other ways that a selection can be generated by the software,
including searches and the Load Set menu command.

There are methods you can use to manually specify records to include or exclude
from the current selection in a List View. You begin this by using one or more of these
tech-niques to specify the records to include or exclude:

¢ To specify a single record, click in the row.

¢ To specify multiple, discontiguous records, hold down the conTrOL key
(Windows) or the commanD key (Mac) while clicking once on rows you want to
select.

¢ To specify multiple, contiguous records, click on the first or last record in the
series, then depress the sHIFT key and click the record at the other end of the
series. The records you click and the records between them become highlighted.

With any of the techniques above, you will observe the records becoming highlighted
to show that they have been selected. Then you use commands in the Records menu
to either remove the highlighted records (Records>Hide Highlighted) or remove the
non-highlighted records from the current selection (Records>Show Highlighted).

You can always create precisely the selection of records you want, using some
combination of searches and manual techniques. See page 103 for more information
on generating selections.

Editing a Group of Records

In the Donors module, you can edit an entire group of records in one step by
choosing the Assign Keyword or Assign Other commands from the Records menu. A
dialog box will appear in which you can make a selection and apply it to the current
selection (see section above). If you need to assign or remove a keyword or an item
from a choice list to a group of donor records, this technique will save time and
reduce the possibility of errors. Refer to “Assign or Remove Keyword” on page 299
and “Assign Other” on page 299 for more information on using these commands.
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Creating Donor Records

Creating Donor Records

To create a new donor, do this:

1 Enter the Donors module if you are not already there (File>Donors). You may
create a new record from either the List View or Input Window of this module.

2 Select New Donor from the Records menu, or right-click (conTrOL-click on
Macintosh) on any record in the Donor List View and choose New from the
contextual menu. (The keyboard shortcut is coNTROL-N on Windows, COMMAND-
N on Macintosh®) The Contact pane of the Donor Input Window will appear with
the default fields already filled in and the Salutation field selected. For more about
default values, see “Default Values” on page 60 and “New Donor Records” on
page 263.

3 Enter data in the fields of the donor record. Use the TaB key or mouse to move to
the next field, repeating the process until the information for the donor has been
entered. Use tabs at the top of the window to move to other pages of the record. If
you have a question about how to fill in a specific field, you can look up more
information about that field in the “Donor Record Fields” on page 72.

4 Click the Save button to save the record and close the window, or click the Cancel
button to reject the new record.

These steps assume you do not have any donation, pledge or note records or alternate
addresses to create for the new donor. You can add any of these items after creating
the donor record and before performing step 4 above. Refer to these sections for
specific information:

¢ To add a donation, see “Creating Donations” on page 74.
¢ To add a membership, see “Creating Memberships” on page 78.
¢ To add a pledge, see “Creating Pledges” on page 82.

¢ To add a pledge payment (to a pledge), see “Creating Pledge Payments” on
page 87.

¢ To add a note, see “Adding Notes” on page 66.

¢ To add the donor to a relationship, see “Adding Donors to Relationships” on
page 67.

¢ To add a keyword, see “Assigning Keywords” on page 62.
¢ To add a second or third address, see “Adding Addresses” on page 69.

Warning: Do not enter names and addresses in all-capital letters, because this causes
mail merge letters to have the recipient header appear that way. This usually looks
bad and is typographically incorrect. If you want your mailing labels to appear in all-
caps, use the appropriate checkbox in the Label dialog; see page 354. It is recom-
mended that you have the caps lock key off at all times when using Funpimensions.

In addition to the manual procedures described here, you can create donor records
by importing data from other sources, such as mailing lists and other databases. See
“Import” on page 276 for more information.
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The Duplicate command in the Records menu also creates a new donor record. You
must be in the Donor Input Window to use this command, which will “clone” the
current donor record, with certain exceptions. See “Duplicate” on page 289 for more
information.

Do Not Mail, Do Not Email, Do Not Call Checkboxes

If you check Do Not Mail, exporting and label printing will be blocked for that donor
record without any further action on your part, with an exception: the Do Not Mail
box is ignored when exports are done from the Donations, Memberships, Pledge or
Pledge payment modules. This is so that thank you letters, which are usually sent by
exporting from those modules, will always be sent.You have the option to override
this behavior of the software; see “Do Not Mail Flag in Exports & Label Printing” on
page 139 for more information.

The Do Not Email and the Do Not Call checkboxes do not prohibit data entry or
editing in the phone number or email fields, but text in those fields will be in grey
instead of black.

The Do Not Email checkbox will prevent an address in the Email field from
appearing in exports or clipboards created using the “Clipboard-Email Address to”
menu command (Clipboard-Email Address to is described on page 359). In exports,
the “Suppressed” will appear if there is an entry in the email field of the donor record,
but the Do Not Email checkbox is tuned on.

The Do Not Call checkbox will prevent any of the Home, Work, Fax or Cell phone
numbers from appearing in exports or in clipboards created with the “Clipboard-
Street Address to” menu command. (The Clipboard-Street Address to command is
described on page 357.) In exports, “Suppressed” will appear if there is a phone
number entered in the record, but the Do Not Call checkbox is turned on.

Label Line 1, Label Line 2 and Letter Salutation Fields

The Label Line 1, Label Line 2 and Letter Salutation fields appear in
Funpimensions’ exports for mail merge. You can use these items to set the recipient
address (aka outside address) in letters, and to furnish the recipient name after
“Dear”. This provides flexibility to set this text, which the donor will see, in a way that
is independent of the actual name and address information in the donor record,
which you will see, use for searches, print in reports, and so forth.

In addition, the Label Line 1 and Label Line 2 fields are used when printing mailing
labels. See “Layout for Built-In Label Templates” on page 353 for a diagram of how
this works.

To provide the flexibility of these fields without the overhead of entering name data
twice, FuNpimensions can complete them for you. The following rules are applied
when you are creating a new donor record:

¢ When you leave the Last Name field by clicking or tabbing, Funpimensions
completes the Label Line 1 field with the contents of the Salutation, First name and
Last name fields. These three fields are joined together with spaces between them.
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¢ Also when you leave the Last Name field of a new donor record by clicking or

tabbing, FuNDpimensions may complete the Letter Salutation field. The contents of
the Letter Salutation field is usually placed after “Dear” in mail merge letters. The
Letter Salutation field is completed according to the contents of the donor record’s
Salutation field and settings in Preferences as shown below (produced by

File> Preferences, then clicking the New Donor Records tab):

In this area, set default values for the Settings here determine how the Letter Salutation
Contact pane for new donor records. field is completed in new donor records.

I

Preferences

| General Mew Donor Records |List Views | Calendar| ExporyLabels

Contact Pane initial settings for new donor records... Letter Salutation Autofill Options...
Salutation | (® Autofill with Salutation + Last Mame
city [Santa Fe () Autofill with First Mame
Mo Autofill
State |MM  Postal Code (87501 Area Code |505 O
Ifno first or last name, use:
|Friend
Classification Pane initial settings for new donor records. .
Ask Amount |1DD éIAdEI.-DrF.iemove anlfjéf.ault"Keywolc.I.... v
User Defined 2 | Maonthly Mewsletter
Category | |
Type | v|
Volunteer | v:

Solicitar [Gighamsten Filbrew

[ Cancel ]

In this area, set default values to appear in Keywords in this list will automatically be
the Classification pane for new donor added to new donor records. Use the pull-
records. down menu above the list to add or remove

Figure 3.6 Entering initial settings for new donor records in Preferences

0 If No Autofill is turned on in Preferences, the Letter Salutation field is left blank.

a If Autofill with Salutation + Last Name is turned on in Preferences, and the
Salutation field is not empty, the Salutation and Last Name fields are copied to
the Letter Salutation field, with a space between them. If the Salutation field is
empty, the First Name field is copied instead. In a new database, Autofill with
Salutation + Last Name is turned on by default.

a If Autofill with First Name is turned on, the First Name field is copied to the

Letter Salutation field. This results in a less formal style of letter.

a If no first or last name, use lets you specify what will be placed in the Letter

Salutation field when only a company name is entered in a new donor record.
This will default to “Sir/Madame”; a typical alternative would be “Friends”.
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¢ In a new donor record, when you leave the Company field by tabbing or clicking,
Funpimensions copies the contents of the Company field into the Label Line 2
field. (If the Company field is empty, the Label Line field will be empty too. This
will not cause labels printed from Funpimensions to have a blank line.)

If necessary, you can edit the Label Line 1, Label Line 2 and Letter Salutation to
customize your labels and exports.

Householding Fields

The Label Line 1 and Letter Salutation fields under “Configuration for householded
records” are used when designating that records with the same address be combined
into a single piece of mail:

eee Donor: Mr. Hamden Jallows

JCom:act " Classification ' Gifts ! Graph ! Notes ' Relationships ! Addresses k

Salutation |Mr] Home 465.321.8878
First Name Hamden MI Work 465.883.2332
Last Name Jallows Fax
Title Cell
Company |_E_mii|_| hjallows@centurynet.net
Address 3875 Gillman Ave.
Address 2
PR ] Do Not Mail
City Benton State M1 O Do Not Call
Postal Code 87365-2983 | Country O Do Not Email
Label Line 1 Mr. Hamden Jallows
Label Line 2
Letter Salutation Hamden
Configuration for householded records...
Label Line 1 |
Letter Salut \ / Donor ID 1175

mnnm Ii Cancel ) M

Label Line 1 and Letter Salutation fields for householding.

Figure 3.7 Householding Fields (Contacts pane of Donor Input Window)

For more information on householding, see “Householding” on page 139.
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Default Values

Salutation, city, state, postal code, area code, and some fields on the Classification
pane can have default values when you create a new record. To use this feature, enter
the defaults you want in the New Donor Record pane of the Preferences window, as
shown above in “Entering initial settings for new donor records in Preferences” on
page 58, and click ok. The next time you create a new donor record, the values will
appear there.

Also in the New Donor Records pane, you can set keywords to be placed as defaults
into a new donor record. You select default keywords using the same method used to
add keywords to donor records, described on page 64.

Tip: Since these preferences are stored separately for each user when password
security is on, users who perform data entry for different regions can have different
city, state, postal code and area code defaults to reflect their assigned regions. By
creating two or more user names for the same user, that user can maintain several
sets of donor record defaults and switch between them when entering batches of
records from several specific regions. This can save time and reduce errors by
reducing repetitive data entry. To switch preferences, the user chooses File>Login
as... to log in as a different user. For information on creating additional user names,
see “Adding a User” on page 237.

Error Correction

During entry in the salutation, first and last names, title, company, address, address
line 2, city and postal code fields, error checking and correction is performed by
Funpimensions. Leading and trailing spaces and punctuation are stripped, except
trailing periods. The first letter of each word is capitalized unless it is “and” or “or”.
This usually makes it possible to enter the data in a new donor record without using
the sHIFT key to generate uppercase letters, which can speed data entry for many
typists.

Additional error correction is performed on the salutation field, by automatically
adding a period after common salutations. You can type “mr” and error correction
will change it to “Mr”, or type “mr and mrs” and it is changed to “Mr. and Mrs” This
can help you enter records faster. If you do type periods, additional ones will not be
added.

Corrections are performed only after you leave the fields by tabbing or clicking into
another field.
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To manually override error correction, click the label of the field you are working in,
as shown in this diagram:

™ Donor: Det. Harry Callahan

Contact |Classificatiun | Gifts | Graph | No

Salutation |Ml]

Firzt Mame |Han}I

Last Mame |Callahan

Clicking directly on these
labels temporarily turns off
error correction for that field.

Title |

Company |San Francizco Police Departrer

Address |35? ‘Wesson Ave.

Address 2 |3rd Floor

City [San Francizco

Figure 3.8 Disabling error correction in the Donor Input Window

The label will highlight briefly to confirm that the error correction is turned off (for
that field only). It will turn itself back on as soon as you open another record.

When entering information in the phone fields only numbers, periods, dashes and
parentheses are accepted. However, after leaving the field the software will strip all
non-numeric characters and format the phone number using an internal algorithm.
Therefore, to speed your typing, don't type anything except numbers in a phone
number field; let the software add periods between appropriate sections of the phone
number. (If periods do not appear, it means there are an irregular number of digits —
check the number for errors.) The phone extension field will accept all characters.

Duplicate Detection

Funpimensions helps to protect you from entering the same record more than once,
by checking certain information as you enter it in a new record, against records
already in the database. The following fields are checked as you tab or click in another
field after typing in them:

¢ Last Name: the check is performed for other records with the same combination
of the first and last names.

¢ Company: the check is performed for other records with the same company name.

¢ Postal Code: the check is performed for other records with the same combination
of Address Line 1 and Postal Code.

¢ Email: the check is performed for other records with the same email address.

The checks are performed only during data entry in new, unsaved records. The
checks are performed automatically and in the background, so you will not see any
indication that a search is performed, unless a potential duplicate is found.-When a
possible duplicate is located by the search, a dialog appears offering you a choice of
ignoring the warning and proceeding with data entry, or you may view the possible
duplicate(s) in a the Donor List View.
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Possible Duplicate Record Alert Clicking this button stops entry of the
new record, and displays the possible
A record already exists for “Frank Booth". duplicate record. Use this option to

inspect the records identified as possible
duplicates. Typing the Enter or Return key
/ activates this button.

Clicking this button ignores the warning
and lets you continue entering data in the
Continue Entering New Record 2—T new record. Use this option if you are sure
that the records identified as possible
duplicates are not, in fact, duplicates.

If you elect to view the possible duplicate(s) (by clicking the top button), the new
record is canceled and the duplicate is shown in the Donor Input Window if there is
only one possible duplicate, or in the Donor List View if there is more than one
possible duplicate.

You can also run duplicate checks on records that are already saved, using the
Duplicates search. This offers some additional attributes to test for detecting
duplicates, and is especially useful after importing records from another source, since
importing records bypasses the duplicate detection described here. See “Duplicates”
on page 320 for more information.

Assigning Keywords

For information on when to use keywords, see “More About Keywords” on page 374.
For more information on the Assign or Remove menu command, see “Assign or
Remove Keyword” on page 299.

You can assign keywords to a donor using any of 4 methods:
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¢ Method 1: From any pane of the Donor Input Window, follow these steps:

New Donor #N
Duplicate #*D
Open in Second Window

Show All )
Invert Selection

Sort... T

Show Highlighted

Hide Highlighted
Delete Highlighted
Merge Highlighted...
Show By List Position...

3 Choose the menu
item “Assign or
Remove Keyword”.

Assign or Remove Keyword... | #K

Assign Other... :

Mark "Sent" flags...

Save Set...
Load Set...

Add Second Thank You Note... #E

Assign or Remove a Keyword

3 This dia]og Choose a keyword from the popup menu. ..
appears. Clickand
hold the mouse | Annual Journal '02 |':'J
button on the  —
popup menu to

dlsplay the. f cCancel ) { Remove ) m
keywords list. S

3 Choose a keyword Assign or Remove a Keyword
from the liSt) release Choose a keyword from the popup menu...
the mouse button
and click the ASSlgn | « Annual Journal '02
button to attach the Awards Dinner "03 invitee
kCYWOI‘d to the Buckaroo Ball '98 invitee
donor record, or —— Capital Campaign "02 volunteer
click Remove to €31 Car Raffle '03 Team
delete the keyword Historic Churches Tour

from the donor . Monthly Newsletter
P

d honathon "03 recipient
record. President's Circle (current)
Strategy/Research Committee member

Figure 3.9 Assigning a Keyword

¢ Method 2: From the Donor List View, follow the directions for Method 1 above.
With this method, the keyword you select will be assigned or removed from all the
records currently in the List View.



Chapter 3 « Data Entry
Creating Donor Records

64

¢ Method 3: In the Classification pane of the Donor Input Window, click on the
popup menu labeled Keywords. From the menu, choose the keyword you want to
add or remove:

Click on this popup menu to display a list of keywords similar to the one shown. On
Windows, you can tab into the list, and use the down arrow key to select an item.

@06 Donor: Det. Harry Callahan
_M—Ehssiﬁmﬁm—* Gifts ' Graph ' Notes* ! RelationshipN Addresses l
Ask Amount ',Acld or Remove a Keyword... :J
e Defel /’ Strategy/Research Committed me
/| Monthly Newsletter '
User Defined 3 / Car Raffle '03 Team !
‘! A | Journal '02 !
User Defined 4 ,/ nnual J \
I, \
UserDefinedDate 00/00/00 i v
Year of Birth ¥ Add or Remove a Keyword...

Annual Journal "02

Awards Dinner "03 invitee

Category Press Buckarco Ball 98 invitee

Capital Campaign '02 volunteer

Car Raffle '03 Team

Historic Churches Tour

Monthly Newsletter

Phonathon '03 recipient

Solicitor Incarcero Himst President's Circle {current)
Strategy/Research Committee member

Type Medium potential

Volunteer Field

Sort Keywords A-Z
Sort Keywords Z-A

mnnm k Cancel j ( Save )

7

Figure 3.10 Adding or removing a keyword from the Donor Input Window, Classification
pane



¢ Method 4: Right-click (control-click on Macintosh) on any donor in the Donor
List View. A contextual menu appears: choose Add or Remove a Keyword:

Right-click (control-click on Macintosh) on a donor, then choose Add or Remove

Keyword from the menu.
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This is known as a “contextual menu” because contents of the menu vary

New Donor Record

1686 \Qonor,f Prospect List (71 of 71)

First Name | Last Name Company m
o for Mr. Lawrence Talbot;

Hamden Jallows Add Donation
Louise Panson Add Membership
— — Add Pledge

fan Dot Add Pledge Payfment
Harry Callahan Add Note
Floyd Thursby Assign or Remove Keyword
Sheridan Whiteside Clipboard-Street Address to
R. McLain Clipboard-Profile to
Helen | Hillsdale Print Detail Report with Current Settings
Fidelius | Hildegard Print Summary Report with Current Settings

Print a Label for Mr. Hamden Jallows

depending on what window or object you right- or control- click on.

Figure 3.11 Adding or removing a keyword from the Donor List View via contextual

menu

You get the same dialog shown in Figure 3.9 above. This will add or remove the

keyword only for the donor record you right- or conTrOL-clicked on.

Refer to “Creating Keywords” on page 90 for information on creating, editing and

deleting keywords from the popup menu.

88N
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Adding Notes

Each donor may have an unlimited number of notes associated with it. You may also
create notes that are not associated with any donor. Each note consists of author, date
and subject fields as well as the note text and a picture.

There are four ways to create a note:

¢ Click the New button in the Notes pane of the Donor Input Window:

Click the New button to create a new note for the donor.

FE Donor: Mr. Lawrche Talbot E]@-‘

Contact| Classifi¢ation | Gifts | Graph MNotes” | Relationships | Addresses

Date Author Subject |
07/10/1336 Joe|What can | use nates for? Double click herel J
1043141333 Joe| Partrait Photo
Notes
New

M 4| | M Cancel | Save I

Figure 3.12 Creating a New Note

¢ You may also use the contextual menu as shown in Figure 3.11 to create a new
note; this allows you to create a note without first opening the Donor Input
Window for the donor. To use this technique, locate the donor record to receive
the note in the Donor List View, then right-click (conTrOL-click on Macintosh)
and choose Add Note from the contextual menu.

¢ Working from the Note Input Window or the Note List View (File>Notes; see
“Note List View” on page 26), you can do Records>New Note. This is the only way
to create a note that is not linked to a donor; however, notes created in this way
may be linked to a donor if you wish. An unlinked note is listed only in the Notes
List View; it will not appears in the Notes tab of any Donor record. To link the note
to a donor, click the Link to Donor button in the Note Input Window before saving
the note. This displays a list for choosing a donor.

With any of the techniques above, the Note Input Window appears as shown in “Note
List View” on page 26. The upper section of this window contains fields for the note
author, date, and subject. Author and date are filled in automatically by
Funpimensions based on the user name under which the log on was made and the
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current date as set on your computer. Hint: if the note is very short, place all of it in
the subject field and leave the note field empty. Then you can read the note from the
Donor Input Window, without opening the Note Input window.

The lower portion of this window contains the actual note, which may be up to 32
kilobytes of text (approximately 18 pages, or 32,000 characters). Text from other
programs may be pasted in via the clipboard; this enables you to keep copies of letters
written in word processors here. You may also store a picture in a note by clicking the
Picture tab and pasting the picture from the clipboard, or using the Import Picture
button to locate a file on disk.

The administrator can block access to notes for users at most privilege levels. If your
access is blocked, you receive a message informing you when you attempt to create or
open a note attachment. The lower note area is available to all users and cannot be

blocked.

Adding Donors to Relationships

Before adding a donor record to a relationship, you must first create the relationship
following the instructions in “Creating Relationships” on page 91. Once the
relationship has been created, follow these instructions to include a donor in a
relationship:

1 Choose File>Donors. Perform a query to locate the donor record you want to add,
or locate it by browsing. Open the Donor Input Window by double-clicking the
correct row in the List View.

2 Click the Relationships tab.
3 Ifitis not disabled, click the Show All Relationships button.

4 Browse the relationships list to locate the relationship that should receive the
donor as a constituent. Click it once to highlight it. Note: the list is sorted in
ascending alphabetical order; to toggle the sort order, click on the label
“Relationships” at the top of the list.

5 Click the Add Donor to Relationship button. If the button is disabled, check the
status bar underneath the constituent list; the donor will already be a constituent
of that relationship.

6 Optional: to enter a constituent type, click the Type column next to the constituent
name. A choice list appears. Double-click the type you want to assign in the choice
list, or click it once, then click the ok button. If you need to edit the choice list, use
the Modify button. See “Choice List Data Entry” on page 50 for more information.
For advice on the use of constituent type, see “Designing Your Database” on

page 371.

7 Optional: to designate the donor as a primary constituent, click in the Primary
column at that donor’s row. A bullet (Mac) or “x” (Windows) appears in the row.
Any other donor designated as primary will be unmarked, since only one donor

may be a primary constituent in each relationship.
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Optional: to add a comment or note to a the constituent record, tab or click in the
field underneath the constituent list. Text there of up to 125 characters will be
saved automatically.

As you use this browser, you will observe that one or more of the four buttons in this
window are frequently disabled. This is because the button would be redundant or
inapplicable in the specific context. For example:

¢

If the current donor already belongs to the selected relationship, the button labeled
Add Donor to Relationship is disabled.

If all relationships are displayed in the Relationships list, the button labeled Show
All Relationships is disabled.

If no constituent is selected, the button labeled Remove Donor from Relationship
is disabled.

If the current donor is not a constituent of any relationships, the button labeled
Show Relationships with this Donor is disabled.

To aid you in understanding relationships and their constituents, and to reduce the
need to scan lists for a specific name, the status bars underneath the relationship and
constituent lists distill relevant information and present it to you. Other features that
may improve or speed up your work in this browser include:

¢

¢

Changing the name of a relationship will propagate the change to all constituent
entries.

Changing the name of a donor in their donor record will propagate these changes
to all their constituent entries. FuNpimensions displays the constituent name
using the following rules:

O If there is an entry in the record’s Label Line 1 field, that name is displayed.
0 If the above field is empty, Fundimensions uses the entry in Label Line 2.

0 If both of the above fields are empty, FuNpimensions uses the concatenation of
the Salutation and Last Name fields.

0 Ifthe Label Line 1, Label Line 2 and last name fields are empty, Funpimensions
uses the Company field.

In the Client-Server edition, it is possible that another user makes modifications to
the Relationships List, by adding or deleting relationships, or editing the name of a
relationship (per “Creating Relationships” on page 91). If you are viewing the
Relationship pane of the Donor Input Window while they make these changes,
you will not see their changes until you do one of the following:

0 click the Show Relationships With This Donor button (shown on page 12), or
Q click the Show All Relationships button (also shown on page 12), or

0 click on another window then click on the Donor Input Window to bring it
back to the front, or

a close the Donor Input Window and open it again, or

O quit and relaunch the client program.
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Adding Addresses

Each donor can be associated with up to three sets of address, title, company, phone
and label/letter salutations. One of these sets is always assigned to be the current
address, and this is the set that will be used by Funpimensions for all display and
output purposes, including printing, exporting and screen display in the Donor List
View and the Contact pane of the Donor Input Window.

If the donor has only changed their address or phone number, simply edit the
information in the Contact pane.

To enter an alternate address for a donor, follow these steps (refer to Figure 3.13
below):

1 Click the Addresses tab of the Donor Input Window.

2 You will see the current address for the donor displayed and the radio button
labeled 1 will be selected. Choose either of the other radio buttons, and you will
notice the address fields become blank. Shortcut: When creating a new address,
hold down the art key on Windows or the coNnTrOL key on Macintosh while
clicking a radio button to copy the current address (the one showing in the
Contact pane) to the new address. Keyboard shortcut: On Macintosh, select a radio
button by typing oPTION-1, OPTION-2, Or OPTION-3, instead of using the mouse.

3 Type in the address information as you want it, tabbing from field to field or using
the mouse. Note: The Label Line 1, Label Line 2, and Letter Salutation fields are
filled in automatically, just as they are when you create a new donor record in the
Contact pane. These fields can still be edited, allowing for up to three completely
different mailing configurations to be stored for a donor.

Select an address to use for a donor by opening the Donor Input Window, clicking
the Addresses tab and using the radio buttons to choose the address you want
assigned. Clicking the Save button, using the navigation buttons to move to a new
record, or changing pages with the tabs will make the assignment. To change the
address assignment for a group of donor records, see “Assign Other” on page 299.

When you click one of the Select Address radio buttons (the buttons labeled 1, 2 and
3), Funpimensions immediately creates an address record for that number and saves
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it, even if you leave the address empty. Every address that is used in this way has an
underline under its number, as shown below:

Underlined numbers indicate address slots that are used, even if the address information
in the slot is blank. In this example, Addresses 1 and 2 are used, while Address 3 is unused.

06 / Donor: Mr. Harold Angel

/
J Contact v Clas?(ﬁcation U Gifts ' Graph ' Notes ' Relationships Hddﬂsaer-‘_

Description Home Address

Address 28643 Boyston Ave

Address2
Select
Address City Brooklyn State MY
O1 Postal Code 13392 Country
®: Home 744.621.9909 Work
O3 —_—
Fax Phone Mabile
Title
Company
Label Line 1 Mr. Harold Angel
Label Line 2

Letter Salutation Mr. Angel

( Cancel ) E_Sm_a

Use the Delete Address button to remove an empty or unneeded address. When you
do this, the underline for that address slot is removed. You cannot delete address 1.

Figure 3.13 Address pane, Donor Input Window

Use the Delete Address button as described in the figure above to delete empty or
unused addresses. Doing so ensures that switching batches of address assignments
using the Assign Other command works as expected, and does not switch to blank
addresses in error.
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The following table summarizes data entry in the fields of the Contact and
Classification tabs of the Donor Input Window. Fields appear in the same order as the
tab key moves the insertion point or focus.

Table 3.3 Donor Record Fields

Error
Method Default Correction

Field Name of Entry* Required? Available?t Comment

Salutation type no yes yes “Mr’, “Ms?, etc.Software takes care of
capitalization and adding periods in
standard salutations.

First Name type no no yes 36 character maximum.

MI (Middle type no no yes Don't type a period after the initial. 1

Initial) character maximum. Auto-capitalized.

Last Name type yes (or no yes 40 character maximum.

company)
Title type no no yes 45 character maximum.
Company type yes (or last | no yes 60 character maximum.
name)

Address type no no yes 60 character maximum.

Address 2 type no no yes 60 character maximum.

City type no yes yes 45 character maximum.

State type no yes yes 2 character maximum.

Postal Code type no yes yes 10 character maximum.

Country type no no no 20 character maximum.

Label Line 1 type no yes (auto- no See “Label Line 1, Label Line 2 and

fill) Letter Salutation Fields” on page 57.
Label Line 2 type no yes (auto- no See “Label Line 1, Label Line 2 and
fill) Letter Salutation Fields” on page 57.

Letter type no yes (auto- no See “Label Line 1, Label Line 2 and

Salutation fill) Letter Salutation Fields” on page 57.

Household type no no no Used when records with the same

Label Line 1 address are combined into a single
mailing; see Figure 3.7 and
“Householding” on page 139. 60
character maximum.

Household type no no no Used when records with the same

Letter address are combined into a single

Salutation mailing; see Figure 3.7 and
“Householding” on page 139. 60
character maximum.

Home/Work/ type no no no Type numeric characters only. Do not

Fax/Cell type hyphens, parenthesis, etc. The

number will be formatted upon leaving
the field by tab or mouse click. 19
character maximum.

For screenshots displaying the fields listed in this table, see Figure 1.3 and Figure 1.4.

* See “Choice List Data Entry” on page 50 for information on using choice lists.

+ See “Label Line 1, Label Line 2 and Letter Salutation Fields” on page 57 and “Default Values” on page 60.
i See “Error Correction” on page 60. 1st character is automatically converted to uppercase.



Table 3.3 Donor Record Fields

Field Name
Email

Do Not Mail
Do Not Call

Do Not Email

Donor ID

User-Defined 1
User-Defined 2
User-Defined 3
User-Defined 4

User-Defined
Date

Year of Birth
Category
Type
Volunteer
Solicitor

Keywords

Method
of Entry*

type
checkbox
checkbox

checkbox

internally
assigned

type
type
type
type
type

type

choice list
choice list
choice list
choice list

dialog

Required?
no
NA

NA

NA

NA

no

no

no

no

no
no
no
no
no

no

Default
Available?t

no
NA

NA

NA

NA

yes
yes

no
no

no

no
yes
yes
yes
yes

no

Error
Correction

¥
no
NA

NA

NA

NA

no
no
no
no

no

no
no
no
no
no

no
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Comment

52 character maximum.

See description on page 57.

Grays-out the contents of phone fields
but does not prohibit editing. See
description on page 57.

Grays-out the Email field contents but
does not prohibit editing. See page 57.

This field is not modifiable, but you can
highlight the number and copy it to the
clipboard.

80 character maximum.

Format set by operating system (usually
mm/dd/yy in USA).

4 digit numeric year, e.g. “2002”

35 character maximum.

35 character maximum per keyword.
Unlimited number of keywords may be
assigned to each donor.

For screenshots displaying the fields listed in this table, see Figure 1.3 and Figure 1.4.

* See “Choice List Data Entry” on page 50 for information on using choice lists.

t See “Label Line 1, Label Line 2 and Letter Salutation Fields” on page 57 and “Default Values” on page 60.
i See “Error Correction” on page 60. 1st character is automatically converted to uppercase.
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Creating Donations

To create a new donation record, do this:
1 Find out if the donor record already exists:
1 Perform a search for the donor (“Finding a Donor” on page 104), or
2 browse the Donor List View for their name (see “Sort” on page 290).
2 If the donor record exists, create the gift record in either of 2 ways:

1 Double-click the donor record in the Donor List View. This opens the Donor
Input Window for the donor: click the Gift tab, then click the button
underneath the Donations label. (For a screen-shot, see “Donor Input Window,
Gift pane” on page 9.)

2 Right-click (conTROL-click on Macintosh) on the donor record in the Donor
List View, and choose Add Donation from the contextual menu. See
“Contextual Menu in Donor List View” on page 94. (This method is faster than
#1 above, since it does not require opening the Donor Input Window.)

Skip to step 4.

3 If the donor record does not exist, create it following the instructions in “Creating
Donor Records” on page 56. While you have the new donor record open, click the
Gifts tab, then click the button underneath the Donations label. (For a screen-shot
of this pane, see “Donor Input Window, Gift pane” on page 9.)
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4 The Donation Input Window will appear. Confirm the donor name in the window
title bar:

Confirm the donor name here.

If there is a previous donation for this donor, and if it was made by credit ¢

Funbpimensions copies the credit card information into the new donation.

e

e6en Donation: Det. Har ahan
Donation Amount 100.00 ampaign i] E|
Payment Form Check = Method + E|
Check/CC No. Fund ™[]
Expires Solicitor Incarcero Himst i] E|
Approval Code Donation date Jul 6, 2006
Note
Match To
Tax Deductible [85.00 Donation ID 197
Thank You Type Standard Donitib\letler i] EI [[] Thank You Sent
Recognition Product T shirt i] EI 2 Recognition Sent
W[« v] () @)

These fields will be filled in for you when you leave the amount field, if a
default is set in the Administrator dialog. See “Donation, Membership,
Pledge and Payment Map” on page 272. You can also edit them manually.

Figure 3.14 Donation Input Window (new)
5 Complete the donation record by entering information in each field as directed in
the table below, then click Save.

6 If you created the gift from the Gift pane of the Donor Input Window (per steps
2.1 or 3 above), you will be returned to the Donor Input Window where you can
see your new gift record in the scrolling area for donations. To review or edit the
record, double click on it in the scrolling list in the Donor Input Window.

You can also create new donation records by cloning an existing donation record. See
“Advanced Data Entry: Cloning Records” on page 95 for more information.

The Donation 1p number displayed in this window may be used to reference a
specific donation. The 1p number:

¢ is unique for each donation

¢ is automatically generated when a record is created
¢ cannot be edited

¢ is never re-used, even if a record is deleted.

The next table lists all fields in donation records and details about each one, in the
same order that the TaB key will move you through them:
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Table 3.4 Donation Record Fields

Field Name
Amount

Payment
Form

Check/cc
No.

Expires

Approval
Code

Campaign**

Method**

Fund**

Solicitor

Donation
Date

Note
Match To

Tax
Deductible

Thank You
Type

Method
of Entryt

type

choice list

type

type

type

choice list

choice list

choice list

choice list

type

type
type

type

choice list

Required?

yes
yes

yes, unless
Payment Form is
“Check” and the
mandatory
attribute is off in
Administrator
Preferences

yes if Payment
Form is a credit
card

no

no

no

no

no

yes

no

no

yes

Default Available?
no

if donor’s previous donation
was by credit card, the new
donation copies credit card
info, otherwise defaults to
Check

see above

see above

no

no

no

no

yes, from Solicitor entry in
donor record

yes, current date from
computer’s clock

no

no

yes, from Donation Map*;
can be linked to value of
Recognition Product

yes, from Donation Map in
Administration window*

Comment

Type a decimal value only if needed.

35 characters maximum.

Spaces added after every 4 digits
when you tab out of field; if a credit
card, checked for correct number of
digits when the donation record is
saved.

Checked for current card when
donation is saved; type only 3 or 4
numbers (do not type a slash).

For use with credit cards; any
combination of letters and numbers
up to 8 characters.

Track campaign that generated gift;
35 characters maximum.

Track sub-campaign or specific
communication (event, mailing, ad,
etc.) that generated gift; 35 characters
maximum.

Track designated purpose for gift, or
selected item from your chart of
accounts; 35 characters maximum.

35 characters maximum.

MM/DD/YY format; can also enter 4
digit year.

Up to 80 characters.

Use to record Donation 1D of

matching gift; see entry in this table
for Donation 1D.

Minimum amount is zero, maximum
amount is gift amount.

To assign thank you template to be
used for this gift; 35 characters
maximum.

For screenshots displaying the fields listed in this table, see Figure 3.14 and Figure 1.11.

+ See “Choice List Data Entry” on page 50 for information on using choice lists.

¥ You can check these boxes all at once for a list of donations; see “Mark Sent Flags” on page 303.

>

* See “Donation, Membership, Pledge and Payment Map” on page 272.
**The Campaign, Method and Fund labels may be changed through the Administrator dialog, so they may not match
the names in this table. See page ix.



Table 3.4 Donation Record Fields
Method

Field Name of Entryt Required?
Recognition | choicelist | no
Product

Thank You | checkbox |no

Sent#

Recognition | checkbox |no

Sent#

Donation 1p | internally | NA

assigned

Default Available?

yes, from Donation Map in
Administration window*

no

no

NA
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Comment

To assign recognition product to be
sent for this gift; 35 characters
maximum.

To track which gifts have been
acknowledged by letter.

To track which gifts have been
acknowledged by Recognition
Product.

This field is not modifiable, but you
can highlight the number and copy it
to the clipboard.

For screenshots displaying the fields listed in this table, see Figure 3.14 and Figure 1.11.

+ See “Choice List Data Entry” on page 50 for information on using choice lists.

¥ You can check these boxes all at once for a list of donations; see “Mark Sent Flags” on page 303.
* See “Donation, Membership, Pledge and Payment Map” on page 272.
**The Campaign, Method and Fund labels may be changed through the Administrator dialog, so they may not match

the names in this table. See page ix.
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Creating Memberships

To create a new membership record, do this:
1 Find out if the donor record already exists:
1 Perform a search for the donor (“Finding a Donor” on page 104), or
2 browse the Donor List View for their name (see “Sort” on page 290).
2 If the donor record exists, create the gift record in either of 2 ways:

1 Double-click the donor record in the Donor List View. This opens the Donor
Input Window for the donor: click the Gift tab, then click the button
underneath the Memberships label. (For a screen-shot, see “Donor Input
Window, Gift pane” on page 9.)

2 Right-click (conTROL-click on Macintosh) on the donor record in the Donor
List View, and choose Add Membership from the contextual menu. See
“Contextual Menu in Donor List View” on page 94. (This is faster method than
the technique in 1, since it does not require opening the Donor Input Window.)

Skip to step 4.

3 If the donor record does not exist, create it following the instructions in “Creating
Donor Records” on page 56. While you still have the new donor record open, click
the Gifts tab, then click the button underneath the Memberships label. (For a
screen-shot of this pane, see “Donor Input Window, Gift pane” on page 9.)

4 The Membership Input Window will appear. Confirm the donor name in the
window title bar:

Confirm the donor name here.

8een Membership: Det. Harry Callahan
Dues Amount 50.00 Campaign i} El
= ﬁﬁﬁé;fﬁﬁ ............ e i] El
Payment Form Check + Fund ™[]
Check/CC No. Solicitor Incarcero Himst H -]
Expires Membership Class Business i] EI
Approval Code Membership Expires Jul 5, 2007
Note
Tax Deductible 40.00 Dues ID 43
Thank You Type Standard Membership letter i] EI ] Thank You Sent
Recognition Product Coffee Mug w/logo i] EI : Recognition Sent
: 1st renewal notice sent : 2nd renewal notice sent '__' 3rd renewal notice sent
W[«n (o)

Figure 3.15 Membership Input Window (new record)
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5 Complete the membership record by entering information in each field as directed
in the table below, then click Save.

6 If you created the gift from the Gift pane of the Donor Input Window (per steps
2.1 or 3 above), you will be returned to the Donor Input Window where you can
see your new gift record in the scrolling area for donations. To review or edit the
record, double click on it in the scrolling list in the Donor Input Window.

You can also create new membership records by cloning an existing membership
record. See “Advanced Data Entry: Cloning Records” on page 95 for more
information.
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This table lists all fields in membership records and details about each one, in the

same order that the TaB key will move you through them:

Table 3.5 Membership Record Fields

Field Name

Dues
Amount

Paid Date

Payment
Form

Check/cc
No.

Expires
Approval
Code

Campaign**

Method**

Fund**

Solicitor

Membershi
p Class

Method
of Entryt

type

type

choice list

type

type

type

choice list

choice list

choice list

choice list

choice list

Required?

yes

yes

yes

yes, unless Payment
Form is “Check”
and the mandatory
attribute is off in
Administrator
Preferences

yes if Payment
Form is a credit
card

no

no

no

no

no

yes

Default Available?

no

current date from
computer clock

If donor’s previous
membership was by credit
card, the new membership
copies credit card info,
otherwise defaults to
Check

see above

see above

no

no

no

no

yes, from Solicitor entry in
donor record

yes, from Membership
Defaults in Preferences*

Comment

Type a decimal value only if needed;
this field can accept zero for
complimentary memberships.

See other field for membership
expiration date.

35 characters maximum.

Spaces added after every 4 digits
when you tab out of field; if a credit
card, checked for correct number of
digits when the membership record
is saved.

Checked for current card when
membership is saved; type only 3 or
4 numbers (do not type a slash).

For use with credit cards; any
combination of letters and numbers
up to 8 characters.

Track campaign that generated
membership; 35 characters
maximum.

Track sub-campaign or specific
communication (event, mailing, ad,
etc.) that generated membership; 35
characters maximum.

Track designated purpose for
membership dues, or selected item
from your chart of accounts; 35
characters maximum.

35 characters maximum.

For designating different
membership levels, usually
according to dues amount; 35
characters maximum.

For screenshots displaying the fields listed in this table, see Figure 3.15 and Figure 1.13.

t See “Choice List Data Entry” on page 50 for information on using choice lists.

1 You can check these boxes all at once for a list of memberships; see “Mark Sent Flags” on page 303.
*See “Donation, Membership, Pledge and Payment Map” on page 272.
**The Campaign, Method and Fund labels may be changed through the Administrator dialog, so they may not match
the names in this table. See page ix.



Table 3.5 Membership Record Fields

Method
Field Name of Entryt Required?

Membershi | type yes
p Expires

Note type no
Tax type yes
Deductible

Thank You | choicelist | no

Type

Recognition | choice list | no
Product

Thank You
Sentt

checkbox |no

Recognition | checkbox | no
Sent}

1sT Renewal | checkbox | no
Notice
Sentf

226 Renewal | checkbox | no
Notice
Sentf

3%6 checkbox | no
Renewal

Notice

Sent#

Membershi | not NA
pID editable

Default Available?

yes, to one year from date

in Paid Date field*

no

yes, from Membership
Map*; can be linked to
value of Recognition
Product

yes, from Membership
Map in Administration
window*

yes, from Membership
Map in Administration
window*

no

no

no

no

no

NA
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Comment

MM/DD/YY format; can also enter 4
digit year. To always default to the
last day of the month, see page 273.

Up to 8o characters.

Minimum amount is zero,
maximum amount is dues amount.

To assign thank you template to be
used for this membership; 35
characters maximum.

To assign recognition product to be
sent for this gift; 35 characters
maximum.

For tracking which memberships
have been acknowledged by letter.

To track which memberships have
been acknowledged by Recognition
Product.

To track memberships solicited for
renewal once.

To track memberships solicited for
renewal twice.

To track memberships solicited for
renewal three times.

This field is not modifiable, but you
can highlight the number and copy
it to the clipboard.

For screenshots displaying the fields listed in this table, see Figure 3.15 and Figure 1.13.

t See “Choice List Data Entry” on page 50 for information on using choice lists.

# You can check these boxes all at once for a list of memberships; see “Mark Sent Flags” on page 303.
*See “Donation, Membership, Pledge and Payment Map” on page 272.
**The Campaign, Method and Fund labels may be changed through the Administrator dialog, so they may not match

the names in this table. See page ix.

81



Chapter 3 « Data Entry
82 } > D,

Creating Pledges

Creating Pledges

To create a new pledge record, do this:
1 Find out if the donor record already exists:
1 Perform a search for the donor (“Finding a Donor” on page 104), or
2 browse the Donor List View for their name (see “Sort” on page 290).
2 If the donor record exists, create the gift record in either of 2 ways:

1 Double-click the donor record in the Donor List View. This opens the Donor
Input Window for the donor: click the Gift tab, then click the button
underneath the Pledges label. (For a screen-shot, see “Donor Input Window,
Gift pane” on page 9.)

2 Right-click (conTROL-click on Macintosh) on the donor record in the Donor
List View, and choose Add Pledge from the contextual menu. See “Contextual
Menu in Donor List View” on page 94. (This method is faster than the previous
technique, since it does not require opening the Donor Input Window.)

Skip to step 4.

3 If the donor record does not exist, create it following the instructions in “Creating
Donor Records” on page 56. While you still have the new donor record open, click
the Gifts tab, then click the button underneath the Pledges label. (For a screen-
shot of this pane, see “Donor Input Window, Gift pane” on page 9.)



4 The Pledge Input Window appears. Confirm the donor name

Confirm the donor name here.
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in the window title:

86N Pledge: Mr. J.B Cotterell, President
Pledge Amount o Campaign i] EI
Payments Of 0.00 Method i] EI
Pledge Frequency Maonthly :] Fund i] EI
Days to 1st payment :] Solicitor Incarcero Himst i] El

Pledge Date Jul 6, 2006
Note

Write Off [].

Tax Deductible 0.00 Pledge ID 138

+ El "] Thank You Sent
_] El "1 Recognition Sent

Thank You Type

ar

Recognition Product

an

[ Amt Paid Date Paid |

Pledge
Payments

[ New |
 —

You work
with the
pledge record
| in this area of
the window.

You work with
payments made
" to the pledge in
this area.

LIKIL] Save—)

|

Drag here to display more pledge payments by resizing the window.

Figure 3.16 Pledge Input Window (new)

5 Complete the pledge record by entering information in each field as directed in the

table below, then click Save.

6 If you created the gift from the Gift pane of the Donor Input Window (per steps
2.1 or 3 above), you will be returned to the Donor Input Window where you can

see your new gift record in the scrolling area for pledges. To review or edit the
record, double click on it in the scrolling list in the Donor Input Window.

You can also create new pledge records by cloning an existing pledge record. See
“Advanced Data Entry: Cloning Records” on page 95 for more information.

Days to 15t Payment Field

The Days to 15! Payment field should contain the length of time between the record’s
pledge date and the date when the first payment is expected; after this time has
elapsed, the pledge will be marked overdue by the program unless a payment has
been entered.

If you need to manually convert a pledge’s status from “Overdue” to “Not Overdue”
you may usually do this by increasing the time period in the Days To 1sT Payment
field: doing so installs an extra grace period but otherwise does not affect overdue
checking. You might want to do this if you know a donor will catch up later and don’t
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want them to receive reminder mailings generated from Funpimensions’ overdue
searches.

Write-Off Checkbox

When the Write-Off checkbox is checked in a pledge record, Funpimensions sets the
delinquent amount to zero, and ceases to calculate or display the next due date and
overdue information. The balance will still be displayed. You cannot add payments to
a pledge that has this box checked, and it will not appear in searches made with the
Overdue command in the Find menu, or appear as overdue in reports. This is so that
these donors will not receive reminder letters. If you receive further payments for a
write-off pledge, uncheck the box before entering the payment.

Pledge Status and the Information Palette

The Information Palette (see example, Figure 1.28, “Palette for donor record, example
#3” on page 32) displays the following values for pledge status:

¢ New: appears before clicking the Save button for a new pledge.

¢ Balance: this is the normal “pledge in progress” status. It indicates that the pledge
is not fully paid but is not behind in scheduled payment.

¢ Overdue: this indicates a pledge with over $1.00 in overdue payment. If the pledge
is overdue, the amount overdue will appear as “Delinquent”. This amount will
often be less than the Pledge Balance, which is calculated as the difference between
the Pledge Amount and the total of pledge payments made.

¢ Fulfilled: this indicates a pledge that has been paid off i.e. has a zero balance.

¢ Write-Off: this indicates a pledge for which the “Write-Off” box has been checked,
indicating that the pledge has a balance, but you no longer wish to track the
overdue amount or have the pledge appear in Overdue searches.

Also shown in the palette is the next date a payment is due, the date a payment
became overdue, and the pledge balance and delinquent amount, if any. These are the
fields whose values influence these calculations:

¢ Pledge Amount field

¢ Payments Of field

¢ Days to 157 Payment field

¢ Pledge Frequency field

¢ Pledge Date field

¢ Write-Off checkbox

¢ Total amount of pledge payments made

¢ Current date (from your computer clock)
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Changes made to these items will be reflected in the information palette as soon as
you leave the field; the information palette is also updated immediately after you
create and save a new pledge payment.

The palette also indicates the number of payments made and the number of
payments remaining. The number of payments remaining is calculated from the
pledge balance and payment amount. It updates whenever the balance or payment
amount fields are changed, so you can use it as a pledge calculator when donors ask
how many payments they will need to make for a new pledge, given a pledge amount
and payment amount.

Pledge payments can be in amounts less than or greater than the amount in the
Payments Of field. The software will still calculate overdue status, due date, balance
and delinquent amount correctly.
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This table lists all fields in pledge records and details about each one, in the same

order that the TaB key will move you through them:

Table 3.6 Pledge Fields

Field Name

Pledge
Amount

Payments
Of

Pledge
Frequency

Days to 1sT
payment

Pledge Date

Campaign™**

Method**

Fund**

Solicitor

Tax
Deductible

Note

Thank You
Type
Recognition
Product

Thank You
Sentt

Recognition
Sent#

Method
of Entryt

type

type

choice list

choice list

type

choice list

choice list

choice list

choice list

type

type

choice list
choice list

checkbox

checkbox

Required?

yes

yes

yes

yes

yes

no

no

no

no

yes

no

no
no

no

no

Default Available?

no

no

no

no

current date from computer clock

no

no

no

yes, from Solicitor in donor
record

yes, from Pledge Map*; can be
linked to a Recognition Product

no

yes, from Pledge Map in
Administration window*

yes, from Pledge Map in
Administration window*

no

no

Comment

Total amount donor agrees to give;
type a decimal value only if needed.

Amount of each payment donor
agrees to make; type a decimal value
only if needed.

Time interval for each payment.

Time interval before 1sT payment is
expected, starting from Pledge Date;
choose “None” if you already have
received the first payment.

MM/DD/YY format

Track campaign that generated pledge;
35 characters maximum.

Track the sub-campaign or specific
communication (event, mailing, ad,
etc.) that generated pledge; 35
characters maximum.

Track the designated purpose for
pledge, or item from your chart of
accounts; 35 characters maximum.

35 characters maximum.

Minimum amount is zero, maximum
amount is pledge amount.

Up to 8o characters.

To assign thank you template to be
used for this pledge.

To assign recognition product to be
sent for this pledge.

To track which pledges have been
acknowledged by letter; 35 characters
maximum.

For tracking which pledges have been
acknowledged by Recognition
Product; 35 characters maximum.

For screenshots displaying the fields listed in this table, see Figure 3.16 and Figure 1.15.

t See “Choice List Data Entry” on page 50 for information on using choice lists.

 You can check these boxes all at once for a list of pledges; see “Mark Sent Flags” on page 303.
* See “Donation, Membership, Pledge and Payment Map” on page 272.
**The Campaign, Method and Fund labels may be changed through the Administrator dialog, so they may not match
the names in this table. See page ix.
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Field Name of Entryt Required? Default Available? Comment

Write Off checkbox

Pledge 1D internally
assigned

no no Used to mark overdue pledges so they
do not appear in the results of searches
for overdue pledges; see page 84.

NA NA This field is not modifiable, but you
can highlight the number and copy it
to the clipboard.

For screenshots displaying the fields listed in this table, see Figure 3.16 and Figure 1.15.

t See “Choice List Data Entry” on page 50 for information on using choice lists.

 You can check these boxes all at once for a list of pledges; see “Mark Sent Flags” on page 303.

* See “Donation, Membership, Pledge and Payment Map” on page 272.

**The Campaign, Method and Fund labels may be changed through the Administrator dialog, so they may not match
the names in this table. See page ix.

Creating Pledge Payments

To create a new pledge payment record, do this:

1 Find out if the pledge record already exists:

1
2

Perform a search for the pledge (“Finding a Pledge” on page 112), or

browse the Pledge List View for a pledge with their name (see “Sort” on
page 290), or

locate the donor record and open it in the Donor Input Window, then click the
Gifts tab. Pledges made by the donor are listed there (See “Donor Input
Window, Gift pane” on page 9), or

locate the donor record in the Donor List View (“Finding a Donor” on
page 104) and right-click (conTrOL-click for Macintosh), then choose Add
Pledge Payment from the contextual menu (shown in “Contextual Menu in
Donor List View” on page 94).

If any one of these methods fail, there is no pledge record for the donor; skip step 2
and go to step 3.

2 If the pledge record exists, create the pledge payment record in either of 2 ways:

1

Double-click the pledge record. This opens the Pledge Input Window: then
click the New button underneath the Pledges Payments label. (For a screen-shot
of this window, see “Pledge Input Window” on page 19.)

If you located the donor in the Donor List View (using step 4 above), right-click
(conTROL-click on Macintosh) on the pledge record in the Pledge List View,
and choose Add Pledge from the contextual menu. See “Contextual Menu in
Donor List View” on page 94. (This method is faster than #1 above, since it does
not require opening the Pledge Input Window.)

Skip to step 4 (next page).
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3 If the pledge record does not exist, create it following the instructions in “Creating
Pledges” on page 82. While you still have the new pledge record open, click the
New button underneath the Pledges Payments label. (For a screen-shot of this
window, see “Pledge Input Window” on page 19.)

4 A new pledge payment record appears with the Amount Paid and Date fields
already filled in with default values from the pledge record:

Enter credit card numbers without spaces, or check
numbers here. When you tab out of the field, spaces
will be automatically added between each four digits.

/

een Pavmeﬁt: Mr. Rufus Rue D'Callo

Confirm the donor name here.

Amount Paid |10.00

Payment Form Masterfard +
Check/CC 1267 B945 2762 1234

This information is

calculated once, when the Expires [09/09 Pledge ID 109
payment record is
created, and is not Approval Code Pledge Payment ID 102

updated or changed if you

reopen the record later. Date Pald:[May 1, 2006

For updated calculations, Note
see the Information
Palette for the PledgNlee\ #) [..] [ Thank You Sent
Input Window. ==
Amount Due 10 Date Due Apr 11, 2001

nnuu ( Cancel ) (—ﬁ-—}

Figure 3.17 Pledge Payment Input Window

5 Complete the pledge payment record by entering information in each field as
outlined in the table below, then click Save.

This table lists all fields in pledge payment records and details about each one, in the
same order that the TaB key will move you through them:



Table 3.7 Pledge Payment Fields

Field
Name

Amount
Paid

Payment
Form

Check/cc
No.

Expires

Approval
Code

Date Paid

Note

Thank You
Type

Thank You
Sent

Amount
Due

Date Due

Pledge 1D

Pledge
Payment 1p

Method
of Entryt
type

choice list

type

type

type

type
type
choice list
checkbox

not
editable

not
editable

not
editable

not
editable

Required?

yes

yes

yes, unless
Payment Form is
“Check” and the
mandatory
attribute is off in
Administrator
Preferences

yes, if Payment
Form is a credit
card

no

yes

no

no

NA

NA

NA

internally
assigned

Default Available?

yes-from the Payments Of
field in the pledge record

if donor’s last pledge
payment was by credit card,
the new record copies credit
card info, otherwise defaults
to Check

see above

see above

no

current date from computer
clock

no
yes, from Payment Map in
Administration window*

no

NA

NA

NA

NA

Chapter 3 « Data Entry
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Comment

Type a decimal value only if needed.

35 characters maximum.

Spaces are added by the software after
every 4 digits when you tab out of field;
if a credit card, checked for correct
number of digits when the
membership record is saved.

Checked for current card when pledge
payment record is saved; type only 3 or
4 numbers (do not type a slash).

For use with credit cards; any
combination of letters and numbers up
to 8 characters.

MM/DD/YY format; can also enter 4
digit year.

Up to 40 characters.

To assign thank you template to be
used for this payment; 35 characters
maximum.

For tracking which payments have
been acknowledged by letter.

Displays amount overdue in red
letters, if pledge is overdue; otherwise
displays Payments Of amount from the
pledge.

Displays the due date for the payment
being entered if the pledge is not
overdue; otherwise displays the date
the pledge became overdue in red
letters.

Copied from linked pledge record.
This field is not modifiable, but you can
highlight the number and copy it to
the clipboard.

This field is not modifiable, but you can
highlight the number and copy it to
the clipboard.

For screenshots displaying the fields listed in this table, see Figure 3.17 and Figure 1.17.

t See “Choice List Data Entry” on page 50 for information on using choice lists.
* See “Donation, Membership, Pledge and Payment Map” on page 272.
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Creating Keywords

Refer to Figure 1.18, “Keyword List View” on page 22 and Figure 1.19, “Keyword
Input Window” on page 23 for the following text. For information on when to use
keywords, see “Designing Your Database” on page 371.

While keywords are assigned from within the Donors module, they are created,
edited and deleted from within their own module (except see shortcut below). To
create a keyword, follow these steps:

1 Select Keywords from the File menu. The Keywords List View appears containing
your keywords.

2 Choose Records>New.

3 Fill in the blank Keyword field. If desired, enter a descriptive note about the
keyword in the Note field. Click ox to save the new keyword, or Cancel to reject
the new keyword and return to the List View.

The new keyword will appear in the popup menu of keywords when you select the
Assign Keyword menu item in the Records menu from the Donors module. Note: a
new keyword is not assigned to any donors until you enter the Donors module and
make the assignment. For help doing this, see “Assigning Keywords” on page 62.

To delete a keyword, select it in the Keyword List View. You may select multiple
keywords to delete at the same time using the conTROL key (Windows) or cOMMAND
key (Mac) to select discontiguous records or the shift key to select contiguous
records, in the same manner as other List Views. Once you have selected the records
to delete, choose Records>Delete Highlighted. A dialog appears warning you that
deleting the keyword(s) will remove the keyword from all donors to which it may be
assigned. Click ox to delete the keywords. Deleting keywords should be done with
caution, since it is not undo-able and it may be difficult to recover if a mistake is
made.

To edit a keyword, double-click it in the Keyword List View. The Keyword Input
Window appears; use standard methods to edit the keyword, then click ox to save
your changes or Cancel to reject the changes and return to the Keyword List View.
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Shortcut: you can also create a keyword directly from the Donor Input Window by
right-clicking (control-clicking on one-button Mac mice) on the keyword list of the
Classification pane, which displays a contextual menu:

Right-click (control-click on single-button mice)
on this area to get a menu for creating a keyword.

re 06 Donor: Mr. Norman Batas
[ Contact '-Classiﬁcatiun ‘ Gifts 1 Graph ' Notes ¥\Belationships 1 Addresses ]
\
\
Ask Amount | A\p:l or Remove a Keyword... = ]
User Defined 2 Ankual Journal '02

Strategy/Research Committee me
Buckyroo Ball 98 invitee

User Defined 4 Historc Churches Tour

Manthly Newsletter

n '03 recipient

User Defined 3

UserDefinedDate 00,/00/00

Year of Birth 61

Category Archive M -] ——
Type Medium potential M -]

Volunteer i] EI

Solicitor Gighamsten Filbrew i] El

mnum ( Cancel :I &*—q

Table 3.8 Creating a new keyword from the Donor Input Window

Creating Relationships

Relationships are named groupings of donor records, used to track, browse, query
and report on relationships and affiliations between your donors and prospects.
While you add donor records to relationships from within the donor module (see
“Adding Donors to Relationships” on page 67), you must first create the relationship
by assigning it a name and optional note, as described next. This procedure is similar
to that for creating keywords.

Creating Relationship Records
To define a relationship:
1 Choose File>Relationships. The Relationship List View appears.

2 Choose Records>New or type cONTROL-N (Windows) or coMmMAND-N (Mac).
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3 Type a name for the relationship, up to 35 characters. Optionally, type or paste a
note about the relationship. Do not use the note to list the constituents of the
relationship.

4 Click ok. If the relationship name you typed already exists, FuNpimensions
refuses to save the record.

The following shortcut is an alternative to the procedure above. The shortcut allows
for creating a new relationship without leaving the Relationship pane of the Donor
Input Window:

5 Open the Donor Input Window for any donor and click the Relationships tab.

6 Right-click (conTrOL-click on Macintosh) anywhere in the scrolling list at the left
side of the Donor Input Window, and choose Create a new relationship from the
contextual menu, as shown below:

To create, edit or delete a relationship, right-click  To navigate to a constituent, right-click
(control-click on Macintosh) anywhere in this (control-click on Macintosh) anywhere in this
list to produce the contextual menu shown. list to produce the contextual menu shown.

A /\
806 I \ Donor: Mr. Stanton \

R \
.{ Contact ' I}.\ss\ﬁcation ' Gifts ' Graph ' Notes "Rely{tmsiﬂ'ﬁ?{ Addresses E
i 1
Relatiofishipd v Constituents Type Pri.
4 | 'Mr. Frank Booth -
¥ Mr. Floyd Thursby -
Mrs. Helen Hillsdale -

Lions Club of Santa Fe \

Go to donor record for Mr. Stanton

As above, and do "Show Relationshipwith this Donor”

District 7 Refor e —————————————————

District 7 Libertgrians

Edit This Relationship Name =
Delete This Relationship

a I
Alumni Association v
All Relationships: 19 Constituents of Class of 01: 4
Show All Relationships Add Donor to Relationship
( Show Relationships with this ... ) ( Remove Donor from Relationship )

- -
mnnu L-EdilConstituentTypes/] L_ Cancel ) M

@

Figure 3.18 Contextual Menu in Relationship Pane

7 The Relationship Input Window appears (Figure 1.21, “Relationship Input
Window” on page 25).

8 Enter a relationship name and optional note in the fields provided, then click ox.
The Relationship Input Window closes, and the new name appears in the
Relationship list in the Donor Input Window.
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Editing Relationship Records

You can change the name or edit the note of a relationship. To edit a relationship
record, do this:

1 Choose File>Relationships. The Relationship List View appears.

2 Locate the relationship to edit in the list. The list can be sorted with Records> Sort.

3 Edit the relationship name and/or note, then click ox. If the relationship name
matches another relationship record, Funpimensions refuses to save the record.
Otherwise, confirm the action in the warning dialog.

The following shortcut is an alternative to the procedure above. The shortcut allows
for editing a relationship without leaving the Relationship pane of the Donor Input
Window:

4 Open the Donor Input Window for any donor and click the Relationships tab.

5 Locate the relationship name you want to change. You may need to use the button
labeled “Show All Relationships” to get the relationship to appear. To assist in
locating the relationship, the list is sorted in ascending alphabetical order, or in
descending order by clicking the “Relationships” label immediately above the list.

6 Right-click (conTRrOL-click on Macintosh) the relationship you want to edit in the
scrolling list at the left side of the Donor Input Window. A contextual menu
appears as shown in “Contextual Menu in Relationship Pane” on page 92: choose
Edit This Relationship Name from the menu.

7 The Relationship Input Window appears (Figure 1.21, “Relationship Input
Window” on page 25).

8 Edit the relationship name and note, then click ok. The Relationship name is
limited to 35 characters.

Navigating From the Constituent List

You can right-click (control-click on Mac) on any constituent to go to their donor
record. See the example in Figure 3.18, “Contextual Menu in Relationship Pane” on
page 92.

The contextual menu offers you 2 choices:

1 Go to Donor record for (Donor Name). This replaces the current donor record
with the one for the donor you clicked on. The contents of the Relationship List
will not change.

2 As above, and do Show Relationships with this Donor. Switches the donor as
above, but also changes the Relationships List to display the relationships in which
the selected donor is a constituent. This is the same as choosing option 1, and then
clicking the button “Show relationships with this Donor”.

After selecting either option, you can confirm the change by checking the title bar of
the window; it should show the name of the donor you selected.
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More On Linking New Gifts to Donors

When you create a new gift record, FuNpimensions requires that it be associated with
ciation by first referring to a donor record, then
gift, or by referring to an existing gift by the same

a donor record. You create this asso
executing an action to create a new

donor, and creating a copy (“clone”) of that gift. There are 2 ways to make the
necessary reference to a donor record; see the next section for information about

cloning:

¢ Open the donor record in the Donor Input Window. You usually do this by

locating the donor record in the Donor List View, then double-clicking that row to
open the record in the Donor Input Window. (Its also possible to move to a donor

record from another donor record in the Donor Input Window using the

navigation buttons; see “Button Bar in Input Windows” on page 37). When you

click one of the New buttons in the Gift pane of the window (“Donor Input

Window, Gift pane” on page 9), the new gift record is associated with the donor

record.

¢ Right-clicking (conTROL-clickin

create a new gift record; the new
An example is shown below:

Right-clicking (may require control

g on Macintosh) the donor record in the Donor
List View. This produces a contextual menu where you can select a command to
gift is linked to whatever donor you clicked on.

-clicking on

Macintosh) anywhere on the row for Lawrence Talbot...

...produces this menu. Choosing Add Donation from the mer

new donation record linked to Lawrence Talbot.

\

ampany m

creates a
66 \ Donor/Prospect Nst (71 of 71)

First Name i Last Name \C
Hamden Jallows k
Louise Panson

Frank Booth

Harry Callahan

Floyd Thursby

Sheridan Whiteside

R. McLain

Helen Hillsdale

Fidelius Hildegard
ot

Figure 3.19 Contextual Menu in D

(More information about creating g

\
Mr. Lawrence Talbot:

Add Donation

Add Membership

Add Pledge

Add Pledge Payment

Add Note

Assign or Remove Keyword

Clipboard-Street Address to
Clipboard-Profile to

Print Detail Report with Current Settings
Print Summary Report with Current Settings
Print a Label for Mr. Hamden Jallows

MNew Donor Record %N

onor List View

ift records appears earlier in this chapter,

including step-by-step instructions and tables describing each field you will

encounter.)
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Advanced Data Entry: Cloning Records

Instead of creating new records from scratch, it may be faster to create a copy of an
existing record that is close to the one you want to create. Then you edit only the
fields in the “clone” that need to be changed.

A cloned gift record is associated with the same donor associated with the original
gift. You cannot edit the association, so you should clone a gift record made by the
same donor who made the new gift. This means cloning won’t work for the first
gift made by a donor; in this case, you will have to use one of the techniques above,
in “More On Linking New Gifts to Donors” on page 94.

Cloning of gift records is made available through contextual menus. Locate the
record you want to clone in a List View, then right-click (coNTRrOL-click on
Macintosh®) and select Duplicate This (record type) from the menu.

For example, to create a donation record by cloning, you locate any donation made
by the same donor in the Donation List View, then right-click (conTrOL-click on
Macintosh) and select Duplicate This Donation Record from the menu:

Selecting this menu item will create a new donation record that is an
exact copy of the highlighted row, except for the date. The new record
will be opened in the Donation Input Window, ready for you to edit. In
this example, the new record will be associated with Floyd Thursby.

868 Donation List (69 of 69)
Date Amount | First Name | Last Name CB\mpany m
712103 100 Randle MacMurphy | Gralger
200 Kleﬁ\l\dfg_ Co.
400 Thursby k. Donatiok by Mr. Floyd N
S0 200 Walke Lydecker Duplicate This Donation Record
6/29/03 200/ Elwood Dowd | Print This Donation Record
6/28/03 100 Egbert Sousa Print Label
6/27/03 200/ Eghert Sousa | Record Statistics
6/2/03 500 | Clipboard-Street Adldress to
5/9/03| 1,000 1 .. Clipboard-Gift recoird to
49703 750/ Floyd Thursby ! Halpin Gear Co. !

S am e an E N PR PR T S

Figure 3.20 Cloning a Donation

The same technique works for Memberships, Pledges and Pledge Payments in their
respective List Views. You can clone a donor record by choosing Duplicate from the
Records menu, when a Donor Input Window is frontmost: see “Duplicate” on

page 289.

When you clone a gift record, Funpimensions automatically changes the gift date in
the clone to the current date.
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Importing Data

Importing data lets you add to your database without typing everything in, by
directing Funpimensions to read data from a file on your computer, create records
containing that data, and store them in the database.

If password security is turned on, you must be logged in at the Administrator, All
Privileges or Maintenance level to perform an import.

Funpimensions can read data from two kinds of structured text files: tab-delimited
and xmL. These two formats are described below, together with the procedures for
importing them.

In addition to the import formats and procedures described here, custom import
services are also available: contact the publisher of Funpimensions for details.

Text File Import Format

Tab-delimited text files use tab characters to indicate (“delimit”) fields, and carriage
returns to indicate end-of-record. Most databases and some other software can
export to tab-delimited text files, which you can use for importing to
Funpimensions. Or, if your data is in DBE files, an Excel® spreadsheet, or some other
format, it is possible to convert it to the tab-delimited format required by
Funpimensions, using a spreadsheet program; see the instructions for your
spreadsheet program.

Please observe the following when importing text files:

¢ For the phone or Postal/Zip Code fields, any formatting characters in the source
file will be ignored. Funpimensions will format these fields automatically.

¢ Data in the Note field of an import (field 23 in “Table of Import Fields”) will appear
in the lower area of the Note pane of the Donor Input Window.

¢ During the import process, Funpimensions will automatically fill in the Label #1,
Label #2 and Letter Salutation fields based on the contents of the imported fields
for Salutation, First Name, Middle Name, Last Name and Company. This is the
same as in manual creation of donor records.
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¢ The following table lists the fields in the order in which they must be imported,
and the maximum length of each field:

Table 3.9 Table of Import Fields
Field Number

O 00 NN U1 R WD

[ T N T NG R N I N R N R S S e e e e T o T o T = S S = B Y
N A ok WD R O 0 0NN R W Ny = O

28

Field Name
Salutation

First Name

Middle Initial

Last Name

Title

Company

Address

Address 2

City

State

Zip

Country

Home Phone

Work Phone

Fax Phone
Mobile/Other Phone
Email

User Defined field #1*
User Defined field #2*
User Defined field #3*
User Defined field #4*
User Defined Date*
Year of Birth
UserList_1*
UserList_2*
UserList_3*

Solicitor

Note

Maximum Characters

36
36
11
40
45
60
60
60
45
2
10
20
14
14
14
14
80
80
80
80
80
MM/DD/YY
2

35
35
35

35
approximately 32,000

*The names of these fields may be edited, see “Preface” on page ix.

If the fields in the source file are not in the correct order, a spreadsheet program
can be used to open the file and change the order. Commands to insert and delete
cells or columns in the spreadsheet can be used with copy and paste of columns to
set the fields to the order shown in the table above. Save the results as a tab-
delimited ASCII text file, then return to Funpimensions and perform the import.

Imported fields containing more than the maximum characters allowed will be

truncated.
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Text File Import Procedure

Warning: In some instances, several attempts at importing a source file are necessary
before satisfactory results are obtained, so consider assigning all your imported
records a unique keyword, such as “Imported (current date)” so that you can remove
them if the import was unsatisfactory. This might happen if the fields in the imported
file are in the wrong order, or if the tab characters are missing between some fields, or
if the return characters are missing between some records. In cases like these you may
want to delete the records from Funpimensions and import the records again after
cleaning up the problems in the source file. Assigning the imported records a unique
keyword will make deleting them later much easier, by allowing you to easily locate
the imported records; for help creating a keyword to assign, see “Creating Keywords”
on page 90, and for help assigning a keyword to a list of records in a single step, see
“Assign or Remove Keyword” on page 299.

To perform this type of import:

1 First, back up your data file.

2 Do File>Import.

3 Choose Standard Import of Tab-Delimited Text File in the dialog below:

Select Import Type

f#) Standard Import of Tab-Delimited Text File

Creates new donor records. See the User Manual for documentation
regarding the correct format for the source file.

() Import Address Corrections
Updates existing donor records. Requires the correct format for the

source file, including FUNDimensions' Donor ID number. See the User
Manual.

() Import XML

This option completely erases all existing data and imports an entire
database from XML (extensible markup language) files created by
FUNDimensions' Export XML command (from the Donor List View, do
Output > Advanced Reports and open the Exports theme). It is intended
to be used with a new, empty data file. If you have not already
performed an XML export from FUNDimensions, this option is of no use.

" Cancel ) G—ﬂi—g

Figure 3.21 Select Import Type dialog

4 A standard Open dialog is displayed; locate the file to import and click OK.
5 The import begins. The thermometer goes away when the process is complete.

At this point, Funpimensions displays only the imported records in the Donor List
View, so this is an ideal time to assign them Categories, Types, Keywords, Solicitors
and Volunteer status, using the Assign Keyword and Assign Other commands from
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the Records menu. Using the Save Set item from the Records menu, you can also save
the imported records as a named set; see “Save Set” on page 303.

If you want to print a listing of the donors you just imported, and this can be done
with the Print List command in the Output menu.

XML Import Procedure

The xmL Import supports only exports generated by using the xmL export feature of
Funpimensions (see “Export Entire Database as XML’ on page 178). However, it is
possible to edit these exported files prior to importing, using any software capable of
parsing XML, such as Excel’, text editors, and software specialized for xmL editing.

Importing xML completely erases all data already in the database, so it is usually
imported into a new, empty data file (for instructions on creating a new, empty data
file, see “Creating a New Data File” on page 41).

To perform this type of import, do File>Import and choose Import xmL in the dialog
shown above (“Select Import Type dialog” on page 98). When you click ok, a
standard Open dialog window appears: select the folder containing the xML files you
exported from Funpimensions, and click ox. The import begins; it can take
considerable time to complete.

To cancel the import while it is taking place, type the escarE key on your keyboard,
This will leave the data file in an indeterminate state— there is no way to tell which
records were or were not imported, except by your inspection: no journal of the
import is made.
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Searches

Funpimensions performs searches, also known as queries, to locate specific records
or specific sets of records. This is usually done in preparation for entering gift records,
producing mailings, printing reports and other actions. Searches produce a set of
records which appear in the list view; when you choose to make a report, print labels,
make an export for mail merge, or other actions, FuNpimensions will refer to the
records in the list and produce output only for those records. For example, to send
acknowledgement letters to your donors, you first perform searches to locate those
donors who have made unacknowledged gifts. This places the unacknowledged gift
records in the Donation, Pledge or Membership List view. Then, you use menu
commands to initiate label printing and an export for mail merge.

Funpimensions allows you to locate specific records based on a wide variety of single
or multiple criteria. Searches examine the contents of fields in your database and
compare the contents (or a value calculated from the contents) with the criteria you
specity for the search.

Searches may use a wildcard character for partial matches (page 106), and you can
search for records with empty fields (page 106). Searches are never case-sensitive, so
searching for “Doe” finds “doe”, “Doe” and “DOE”.

Relevant criteria for a search depend on the module you are in, so it is important to
enter the correct module prior to conducting a search. For example, you cannot
conduct a search for donations from the pledges module, and the menu item for
locating overdue pledges is disabled in the membership module. You ascertain the
correct module by deciding whether the records you want to find are donor,
donation, membership, pledge, or pledge payments. Some searches associated with
gift modules are also available in the donor module. For example, you can search
within the Donors module for donors with gifts in a range of amounts or dates. This
is explained in “Amount” on page 310.

Searches may take place in all the records of that module, or the search may be
limited to those records currently in the list view. This is called controlling the scope
of a search. To confine a search to the records in a list, turn on the Search in Selection
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radio button located in the dialog boxes presented by commands in the Find menu.
This button is disabled in input windows.

Any records found by the search will appear in the List View, and records not meeting
the search criteria will be removed from the List View, unless Add To List was turned
on in the search dialog. If that radio button was turned on, the list will consist of the
previous records plus any records found in the search.

This table summarizes the Normal, Search in Selection and Add to List options in
search dialogs:

Table 4.10 Search Options Radio Buttons in Search Windows

Button Behavior

Normal Search all records in module; replace records in the list with records
found by the search.

Search in Selection Search only records in the list; replace records in the list with records
found by the search.

Add to List Search all records in module; add records found by the search to

records in the list.

For examples and additional explanation of these buttons, see page 308.

Note: if no records are displayed in the List View, or you perform a search from the
Input Window, the Search in Selection and Add to List radio buttons will be disabled.

Selecting an item from the Find menu will present a dialog asking for more
information about the records you are seeking. For example, when searching for
records associated with a particular solicitor, you will select the Solicitor item from
the Find menu, and then be presented with a window allowing you to specify which
solicitor to search for. Choose the solicitor (in this case from a popup menu), then
click OK to conduct the search, or Cancel to change your mind and stop the search.

When you are working in a search dialog that asks for a range of money amounts or a
range of dates, you can use a shortcut when the range you want is only a single
number (i.e. $500, not $5002600). This shortcut is to type the desired value into the
From: field in the dialog, type TAB to move to the To: field, and type the DELETE key to
empty the second field of its contents. When you begin the search, Funpimensions
detects the blank second field and automatically copies the first value into it, saving
you several keystrokes and a possible mistake.

If no records are found in a search, a dialog box will appear to inform you. When this
dialog appears after a search using the Basic command, it has an additional Search
Again button that returns you to the Basic search.

When you perform a search from an Input Window, the List View for that module
will still display all the found records, while the input window will display the first
record found. You can use the navigation buttons to move through the found records
one at a time from the input window, or switch to the List View to see the found
records as a group. If the Input Window is open but you conduct the search from the
List View, the record displayed in the Input Window will not change.

In most searches, FUNpimensions remembers your last search so that when you
return to a Find menu item again (in the same session), the search criteria you
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entered previously are displayed. This feature can help you remember your last search
during multiple searches and saves time if you conduct a search more than once.

There are several ways to work with records that can be described in the
nomenclature of set theory:

¢ Through the Search in Selection buttons in search dialogs. This operation
performs the set operation known as “intersection,” in which a set is created that
contains only the records belonging to both of two other sets—the set that
matches the search criteria and the set that is in the list prior to the search.

¢ Through the Add To List radio button available in search dialogs. This operation
performs the set operation known as “union’, where a set is created that contains
all the records of two other sets—the set already in the list prior to the search, and
the records meeting the search criteria.

¢ Through the Invert Selection command in Records menu. This operation
performs the set operation known as “difference”, where a set is created that
contains the records of one set—the set of all records belonging to the module —
only if they do not belong to the set of records listed before choosing this menu
command.

¢ Through the Lapsed Donors search in the Find menu, which performs a
specialized difference set operation.

¢ Through the Records>Hide Highlighted menu command, which performs a
difference set operation with highlighted records and records in a list.

¢ Through the Records>Show Highlighted menu command, which performs a
intersection set operation with highlighted records and records in a list.

Because of the many searches and the infinite ways of combining them, this manual
can provide only representative examples of searches and the logic used to formulate
them. You’ll have to do some thinking to come up with strategies that will yield the
records you want from the search capabilities in the software. Sometimes it helps to
write down the criteria or make simple graphics to represent the various sets of
records you want to define. The strategy will involve a statement of each attribute of
the records you want to locate. Then, each attribute will be paired with an appropriate
search and/or set operation.

When your search involves exclusionary criteria, e.g. all the donors in the state of
New Mexico not having a zip code of 87501:

1 First perform searches for the exclusionary criteria. In the example above, that
would be for the 87501 zip code.

0 perform subsequent searches for other exclusionary criteria using the Add to
List option in searches to accumulate results.

2 Then use Invert Selection menu command (page 289).

3 Follow with the other searches using the Search in Selection option, which will
constrain the searches to those records not having the exclusionary criteria.
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Finding

a Donor

To find specific donor records, do this:

1

In

¢

Go to the Donors module by choosing File>Donors, or by clicking the Donor List
View or Donor Input Window to bring one of them to the front.

Choose an appropriate command from the Find menu, depending on what criteria
you want to use for the search (see next bullet list).

Fill in the information requested in the dialog box and click OK. For information
about the Normal, Search in Selection and Add to List buttons, see page 101.

The records meeting the search criteria will appear in the List View. If you
conducted the search from the Donor Input Window, the first record found by the
search appears there.

the Donor module, items in the Find menu allow these searches:

Basic: search for first name, last name, company, address, city, state, postal code,
country, email address, Donor ID Number or any user-defined field.

Amount: search for size of individual gifts or total gifts, for donations,
memberships and/or pledges. You can limit the gifts used in the search to those
falling within a specific date range.

Date: search in gift records for gifts in a specified date range.
Duplicates: find potential duplicate donor records.

Giving Frequency: find donors who have made a specific number of gifts in a date
range that you specity.

Keyword: search for donors with or without specified keywords.

Lapsed: search for donors who have made gifts in one period of time, but not in
another.

Membership: search for donors who hold or have held a specific membership
class.

Relationships: find donors who are constituents of a specified relationship, or who
are of a specified constituent type.

Solicitor: search for donors assigned (or not assigned) to a specified solicitor in
your organization.

Advanced: conduct complex searches of any field(s) with the Search Editor.

Additional searches may be conducted on fields whose names may be customized by
you; see “Setup” on page 268. The default names are listed below, but these will
change to reflect the customized name:

¢

¢

¢

Category: search for donor records containing a specified Category designation.
Type: search for donor records containing a specified Type designation.

Volunteer: search for donor records containing a specified Volunteer designation.
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¢ Campaign: search in gift records for donors with (or without) participation in a
campaign(s).

¢ Method: search for donors who have (or have not) made gifts in response to a
specified method(s) (communication, mailing, ad, etc.).

¢ Fund: search in gift records for donors with participation in a specified fund(s).
See “Find Menu” on page 307 for more information on these searches.

The Basic search from the Find menu is available in all modules except Keywords and
Relationships. Use this command to locate any record by first and last name, first
name, last name, company name, address line 1 or 2, city name, state name
(abbreviation), Postal or Zip Code, or to search the contents of any user-defined field.
You may specify the way FuNpimensions compares the characters you enter to the
data in records with the Exact, Begins With, Contains and Does Not Contain buttons;
see “Basic” on page 308 for more information on these items. You can also specify a
fuzzy search, which will match first name, last name, company name, or address by
phonetic or string-matching* criteria: see “Fuzzy Searches” on page 107.

This is the dialog that appears when you select Basic from the Find menu:

Type a name or set of characters to search for here.

Baslc Seanch Click the arrow
Search for: -Ande rson ﬂ\\to select from
among your
Search options... recent searches.
Search in: = Last Name | :! &) Normal

() Search in Selection

Comparison: Exact - ]

(7) Add To List

@Include Fuzzy and Phonetic Matches (Slower)

Find Fewer (faster) 6 Find More (slower)
1

[: Cancel :J ( OK )

Figure 4.1 Basic search dialog

The “First and Last Name” option depicted above functions in one of two modes,
switching between them automatically:

¢ If a first and last name is entered, with the two names separated by a space,
Funpimensions searches for records matching both names, i.e a search for John
Doe finds records containing John in the first name and Doe in the last name.

* String matching is performed using the Edit Distance algorithm, also know as the
Levenshtein distance algorithm (original variant).


http://en.wikipedia.org/wiki/Levenshtein_distance
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¢ If only one name is entered, Funpimensions looks for records containing the
name in either the first or last name fields, i.e. a search for Francis would find
records for Francis Johnson and John Francis.

The 1p Number and First and Last Name options allows only the Exact comparison;
the Comparison popup menu will show Exact and be disabled whenever the First and
Last Name option is selected.

You can use the Basic search to locate records with empty (a.k.a. null) fields. For
example, if you leave the Search In field empty in the basic search dialog, set the
Search in popup to Address, and the Comparison popup to Exact, FuNpimensions
finds records with an empty Address Line 1 field.Conversely, if you change Exact to
Does Not Contain in this example, you get all the records with non-empty Address
fields. Note: In searches for an address conducted from the Basic search,
Funpimensions usually searches both the Address Line 1 and Address Line 2 fields:
the only exception is when you search for an empty address as in the example above.
To confine searches for a non-empty address to Address Line 1 or Address Line 2 (e.g.
find records with Suite 207 in the Address Line 2 field but not in the Address Line 1
field), you should use the Advanced search (“Advanced” on page 335).

Using a “wildcard” in a search means you specify some characters to appear in the
field you are searching on, but leave other characters ambiguous. For example, you
might wish to locate all the donor records with an phone number beginning in 505,
or all the donor records with a last name starting in “M” and ending in “y”. To
perform a wildcard search, just type the @ character before, after or in between the
values you wish to specify. For the examples above, you would enter search values of
“505@” and “M@y” respectively.

Using combinations of successive searches with the Search in Selection and Add To
List options, many complex criteria can be accommodated. Examples are:

¢ The Basic and Solicitor searches could be combined to produce a list of all donors
in your state assigned to a particular solicitor:

1 Choose Donors from the File menu.
2 Choose Basic from the Find menu.

3 Type in the state abbreviation.
4

Set the Search In: popup menu to State and the Comparison: popup menu to
Exact. Set Search Options to Normal. Click the Search button.

Choose Solicitor from the Find menu.

(9]

6  Select the solicitor in the popup menu and set the Search Options to Search in
Selection. Click the Search button.

¢ The Lapsed and Campaign searches could be combined to find donors that contri-
buted to last year’s Annual Fund Drive, but did not contribute to this year’s drive:

7 Choose Donors from the File menu.

8 Choose Lapsed Donors from the Find menu.
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9  Click the radio button for “Year to date in this year/calendar year in previous
year”. Click the Search button.

10 Choose Campaign from the Find menu.

11 Choose a campaign from the popup menu and set the Search Options to
Search in Selection. Click the Search button.

¢ The Keyword and Type searches could be combined to create a list of all donor
prospects with a “high” potential (tracked in the Type field) who attended a
specific event (tracked in Keywords):

12 Choose Donors from the File menu.
13 Choose Keywords form the Find menu.

14 Choose a keyword from the popup menu. Set Search Options to Normal.
Click the Search button.

15 Choose Type from the Find menu.

16 Choose a type from the popup menu. Set Search Options to Search in
Selection. Click the Search button.

If you prefer to specify all criteria of a complex search at the beginning of the process
and conduct the multiple searches in a single step, the Search Editor provides you this
function. See “Advanced” on page 335 for information on using the search editor.

You can save the results of any search into a static set; see “Save Set” on page 303 for
more information. You can also locate donors based on relative criteria by sorting
donor records. These criteria include frequency of giving, gift amounts, and donors
with most or least recent gifts. See “Sort” on page 290 for more information.

Fuzzy Searches

Fuzzy searches allow you to match records to searches based on phonetic attributes.
This overcomes the limitation in most databases, that you need to know exactly what
you are looking for. For example, consider these names:

¢ David Anders
¢ David Anderson
¢ David Andersen

It is easy for humans to see that these names are similar, but databases see them as
completely different. In fact, to most databases, these names are just as different as
Andy and Zoe.

Enter fuzzy searches: by generating phonetic equivalents for names and addresses,
and storing these “keys” with the donor record, FuNnpimensions can locate records
based on phonetic similarity, and do so with almost as quickly as ordinary searches.

Fuzzy searches are also performed by comparing your search string with the record
data, and counting the number of transformations (characters added, changed or
deleted) needed to create a match. The number of transformations required is
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compared with a threshold that you set, and the record is considered a match if the
number of transformations is less than or equal to the threshold.t

Performing a fuzzy search is no more difficult than a standard search. You begin by
selecting the Basic search from the Find menu. In the Basic search window, turn on
the Include Fuzzy Matches checkbox, as shown below:

Basic Search

Search for: Anderson

-

Search options...

Search in: = Last Name | :] ® Normal

(") Search in Selection
Comparison: Exact | :]

() Add To List

@ Include Fuzzy and Phonetic Matches (Slower)

Find Fewler (faster) Find More (slower)

-

([ Cancel ) ( OK )

Check this box to turn on fuzzy searches. If the box is disabled, it is
because you must select either First Name, Last Name, Company or
Address from the Search In pull-down menu above the checkbox.

Figure 4.2 Include Fuzzy Matches checkbox in Basic Search

Now set the slider control to allow fewer or more transformations and configure your
search in the ordinary way. If you need help in this window, see “Basic” on page 308.
As indicated above, the Basic search with fuzzy matching is available in all modules
except Keywords and Relationships via the Find menu.

The fuzzy match option is available only for searches on First Name, Last Name,
Company and Address searches. The checkbox will be disabled for other searches.

(Future versions may extend the range of phonetic searches. Please request or
inquire.)

Because reversing first and last name during data entry is a common error, both fields
are searched when you choose fuzzy matching for a first or last name field. So, a fuzzy
search for a first name of “David” will also find donors with a last name of “David”.

t String m atching is perform ed using the Edit D istance algorithm , also know as the Leven-
chtein  disence  algorithm origihal varent: see hitp:/enw kipedia orgiv ki/
Levenshtein distance.


http://en.wikipedia.org/wiki/Levenshtein_distance
http://en.wikipedia.org/wiki/Levenshtein_distance
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a Donation

To find specific donation records, do this:

1

Go to the Donations module by choosing File >Donations, or by clicking the
Donation List View or Donation Input Window to bring one of them to the front.

Choose an appropriate command from the Find menu, depending on what criteria
you want to use for the search (see next bullet list).

Fill in the information requested in the dialog box and click OK. For information
about the Normal, Search in Selection and Add to List buttons in these dialogs, see
page 101.

The records meeting the search criteria will appear in the List View. If you
conducted the search from the Donation Input Window, the first record found by
the search appears there.

In the Donations module, items in the Find menu allow these searches:

¢

¢

Basic: search for first name, last name, company, address, city, state, postal code,
country, email address, Donor or Donation ID Number, or any user-defined field.

Amount: search for the dollar amount of donations (a range of amounts or a single
amount).

Date: search for donations made within a range of dates or on a single date.
Solicitor: search for donations credited to specified solicitors in your organization.
Payment Form: search for donations made by check, Visa, Mastercard, etc.

Recognition Products needed: search for donations which are in need of
acknowledgement by specified Recognition Products

Thank Yous needed: search for donations which are in need of
acknowledgement by specified letter templates

Advanced: conduct complex searches of any field(s) with the Search Editor.

Additional searches may be conducted on fields whose names may be customized by
you; see “Setup” on page 268. The default names are listed below, but these will
change to reflect the customized name:

¢

¢

¢

Campaign: search for donations made to a specified campaign(s).
Fund: search for donations made to a specified fund(s).

Method: search for donations made in response to a specified method(s)
(communication, mailing, ad, etc.).

See “Find Menu” on page 307 for more information on these searches.
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This is the dialog that appears for the Date search:

Type in the oldest and newest you want to find here. To search for a single date, type the value
into the first field, then use the delete key to empty the second field, or make both fields the same
value. Use the tab key or mouse to move between these fields. For shortcuts in typing dates,
see“Date Entry” on page 49.

Date Search

Search for donatiorsxade on or betwesy these dates...

On Macintosh, you

may type option-1, From [FHE to |Dec3l, 2002

2, or 3 to select the

type of search, or —___ = Normal
-

%fntgg“lg’ogge' On ' Search in Selection

CONTROL-1,2,0r 3. O Add To List

Cancel | 0K |

Figure 4.3 Date Search dialog

For example, you could use the Date search in conjunction with the List Statistics
menu command to produce a fast total of today’s (or any other time period)

donations by doing this:

5 Choose Donations from the File menu.

6 Choose Date from the Find menu.

7 Type today’s date in MM/DD/YY format; for example, “12/31/99”. Type the TaB key
followed by the Delete or Backspace key to empty the contents of the second date
field. For other date entry shortcuts, see “Date Entry” on page 49. Click the Search
button.

8 Choose List Statistics from the Output menu. The amount for “Total, listed

donations” is your total for the day.

For more information on performing searches, see the rest of this chapter and “Find
Menu” on page 307.

Finding

a Membership

To find specific memberships, do this:

1

Go to the Memberships module by choosing File>Memberships, or by clicking
the Membership List View or Membership Input Window to bring one of them to
the front.

Choose an appropriate command from the Find menu, depending on what criteria
you want to use for the search (see next bullet list).

Fill in the information requested in the dialog box and click ox. For information
about the Normal, Search in Selection and Add to List buttons in these dialogs, see
page 101.
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4 The records meeting the search criteria will appear in the List View. If you
conducted the search from the Membership Input Window, the first record found
by the search appears there.

In the Membership module, items in the Find menu allow these searches:

¢ Basic: search for first name, last name, company, address, city, state, postal code,
country, email address, Donor or Dues ID Number, or any user-defined field.

¢ Amount: search for the dollar amount of dues (a range of amounts or a single
amount).

¢ Date: search for memberships made or expiring within a range of dates or on a
single date.

¢ Membership Class: search for memberships in a class (individual, family, student
or other categories you set up).

¢ Membership Status: search for current or lapsed members, or by the number of
renewals, e.g. current 1st time members, lapsed 2-time members, etc.

¢ Solicitor: search for memberships credited to specified solicitors in your
organization.

¢ Payment Form: search for memberships made by check, Visa, Mastercard, etc.

¢ Recognition Products needed: search for memberships which are in need of
acknowledgement by specified Recognition Products.

¢ Renewals Needed: search for expired or expiring memberships who have/have not
received a first or second renewal notice

¢ Thank Yous needed: search for memberships which are in need of
acknowledgement by specified letter templates.

¢ Advanced: conduct complex searches of any field(s) with the Search Editor.

Additional searches may be conducted on fields whose names may be customized by
you; see “Setup” on page 268. The default names are listed below, but these will
change to reflect the customized name:

¢ Campaign: search for memberships made to a specified campaign(s).

¢ Method: search for memberships made in response to a specified method(s)
(communication, mailing, ad, etc.).

¢ Fund: search for memberships made to a specified fund(s).
You can find more information on these searches in “Find Menu” on page 307.

The date search dialog for the Memberships module is modified from the one that
appears for other modules. This allows you to perform a search based on when the
dues were paid (the Date Paid field), or for when the membership is or was due to
expire (the Expires field in a membership record). A further refinement of the search
for expired membership allows you to find only expired memberships that have not
been renewed. Because you will often be searching for expired memberships with the
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intention of soliciting their renewal, this function can be very useful. Access it by
checking the box indicated below:

Date Search

Search for dues paid or expiring memberships on or
between these dates. .

From [06/28/03 | to Jul 28, 2003

Search in... Search options...
)
. Date Paid % Normal
Check this box to return == = =
only members without —__ ® Membership Expiration {_ Search in Selection
. . T
current memberships in M Find only lapsed members O Add To List

the search results.

| Cancel M

Figure 44 Membership date search dialog

This search is similar to the Renewals Needed search mentioned in the bullet list
above. However, it is simpler than that search and useful when you do not need to
limit results to expired memberships with specific Renewals Sent checkboxes enabled
or disabled; by turning off the checkbox for Find only lapsed members, it also allows
a search of the expiration fields without automatic filtering-out of renewed members,
something the Renewals Needed search always does. This search is also unique in
offering a search of the Date Paid field, in addition to the Date Expires field.

For more information on using search commands, see the rest of this chapter and
“Find Menu” on page 307.

Finding a Pledge

To find specific pledges, do this:

1 Go to the Pledges module by choosing File>Pledges, or by clicking the Pledge List
View or Pledge Input Window to bring one of them to the front.

2 Choose an appropriate command from the Find menu, depending on what criteria
you want to use for the search (see next bullet list).

3 Fill in the dialog box and click OK. For information about the Normal, Search in
Selection and Add to List buttons in these dialogs, see page 101.

4 The records meeting the search criteria will appear in the List View. If you
conducted the search from the Pledge Input Window; the first record found by the
search appears there.

In the Pledges module, items in the Find menu allow these searches:

¢ Basic: search for first name, last name, company, address, city, state, postal code,
country, email address, Donor or Pledge ID Number, or any user-defined field.
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¢ Amount: search for the dollar amount of pledges (a range of amounts or a single
amount, for pledge amount, pledge balance or payment amount).

¢ Date: search for pledges made within a range of dates, or for pledges with a
payment due within a range of dates.

¢+ Solicitor: search for pledges credited to specified solicitors in your organization.

¢ Fulfilled: search for pledges that reached a $o balance within a date range that you
specify.

¢ Overdue: search for pledges whose payments are behind schedule (with optional
grace period).

¢ Next Payment Due Date: search for pledges with payments due that fall within a
date range that you specify.

¢ Recognition Products needed: search for pledges which are in need of
acknowledgement by specified Recognition Products.

¢ Thank Yous needed: search for pledges which are in need of acknowledgement
by specified letter templates.

¢ Advanced: conduct complex searches of any field(s) with the Search Editor.

Additional searches may be conducted on fields whose names may be customized by
you; see “Setup” on page 268. The default names are listed below, but these will
change to reflect the customized name:

¢ Campaign: search for pledges made to a specified campaign(s).
¢ Fund: search for pledges made to a specified fund(s).

¢ Method: search for pledges made in response to a specified method(s)
(communication, mailing, ad, etc.).

See “Find Menu” on page 307 for more information on these searches.

To accommodate the several kinds of amounts involved in pledges (Pledge Amount,
Balance and Payment Amount), the amount search dialog for the Pledges module is
different from that used for other gift records; see Figure 12.6, “Pledge Amount
Search dialog” on page 318.
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Overdue Pledge Search

The Overdue search is unique to the Pledges module. To locate all the overdue
pledges, go to the Pledges module with the Pledges command in the File menu. Now,
select the Overdue command from the Find menu. This dialog box appears:

The grace period will remove records from the search results if they are overdue
for a period less than the number entered here. For no grace period, enter “1”

Overdue Pledge Search

Search for overdue pledges...

Grace period: find only pledges overdue at leas |3D days.
Sort after gearch... Search options...
 Sort by time overdue = Normal Selecta 1_‘adio button to
automatically sort results
C Sort by delinquent amount € Search in Selection —_|| after the search. Choosing
& No sort C Add To List the No Sort option will

eliminate delays from
sorting.

Cancel | 0K |

Figure 4.5 Overdue Search dialog

In the top section of the dialog, you may specify a grace period. Pledges that are
overdue by a time period less than specfied here will not appear in the list of overdue
records. To use this feature, fill in the amount of days (defaults to 30) of grace period

you want, or enter “1” to find all overdue pledges.

There are several useful ways to combine searches using the Search in Selection
option. For example:

¢ Limit the overdue search results to those pledges with large payments or balances
by beginning with an Amount search, followed by the Overdue search with Search
in Selection turned on.

¢ Locate new pledges that have become overdue by preceding the Overdue search
with a Date search (the date search could be for pledges made in the last 30 days),
followed by the Overdue search with Search in Selection turned on.

¢ Anticipate funding shortfalls for specific projects by first performing a Fund
search, followed by the Overdue search with Search in Selection turned on.

The right area of the dialog may be used to specify a sort order for the overdue
pledges. Click one of the radio buttons if this is desired.
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At the end of the search, a dialog box appears reporting a count of the overdue
pledges and the total delinquency of all records found in the search, per this example:

Alert

The 43 pledges displayed are overdue at least 30 days.
D j The tatal overdus amount for these pledaes is $6,782.00.
|

Figure 4.6 Overdue Search report

After dismissing this dialog, the overdue pledges appear in the Pledge List View.
Remember that the results are affected by your settings for grace period and Search in
Selection as described above.

The Overdue search options can be combined in powerful ways. For example,
suppose you wanted to send one form letter to pledgers overdue by 30289 days,
another letter to pledgers overdue by more than 9o days, and no letter at all to pledges
overdue less than 30 days. Follow this procedure:

1 Conduct a search for overdue pledges by selecting the Overdue command in the
Find menu. Type in “90” (without quotes) in the day entry field in the upper
section of the dialog, so that the line reads “Only Pledges overdue more than 9o
days” Make sure the Search in Selection radio button is off The sort option does
not matter —you may wish to select “No sort” to speed up this operation. Now,
click the Search button. A small window appears informing you that the search is
in progress; you can cancel by pressing ESCAPE.

2 Export the records found by this search using File>Export. Name the exported file
“Overdue 9o or more.txt” (without quotes). Use this file when performing mail
merge for pledgers overdue 9o days or more.

3 These records in the list are the ones we must not search in for our next search,
which will be for those pledges overdue by 30 to 9o days. To avoid searching these
records, select Invert Selection from the Records menu. The records returned by
this operation are all those pledges not overdue by 9o days or more, including
pledges which are not overdue at all.

4 To narrow this list of records down to those due by 30 days or more, choose the
Overdue command (again) from the Find menu and type in “30” where you
previously typed “90”. This time, to confine the search to the highlighted records
(which do not contain pledges overdue by 9o days or more), turn on Search in
Selection by checking the appropriate radio button. Click the Search button. The
progress dialog appears, and in a few seconds you will have the list of records of
pledges overdue by 30 to 89 days. Export them with the Export command from
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the File menu, naming the file “Overdue 30 to 89.txt” (without quotes). Use this file
when performing merging to the template for pledgers overdue 30289 days.

After a search for overdue pledges you can:
¢ Export the records for use in reminder letters; see “Export” on page 344.

¢ Print a report with the Print List command from the Output menu; see “Print List”
on page 150.

¢ Print the special Overdue report from the Output menu; see “Overdue Pledges” on
page 200.

¢ Print mailing labels; see “Printing Labels” on page 142 and “Labels” on page 352.

Next Payment Due Date Search

When preparing to send reminder notices for pledge payments, you may want to
locate pledges that have payments due within a date range that you specify. The Next
Due date search is designed to accommodate this need.

Locating pledges by their next due date requires searching the Next Due Date field in
each pledge record; the date stored in this field appears in the Information Palette for
a Pledge Input Window as “Next Due Date” or “Due Since” (see Figure 1.28, “Palette
for donor record, example #3” on page 32). This field is maintained and updated
automatically whenever you do something that would change the next due date, such
as add or delete a pledge payment, or change the pledge payment schedule (see

page 84 for specific fields that influence pledge payment schedules). It cannot be
modified through direct editing. You can search the Next Due date field through the
search described here, or through the Advanced search interface (see “Advanced” on
page 335).

The scope of the Next Payment Due Date search is limited to pledges with a balance
greater than zero. Therefore, you will not see fulfilled pledges in the search results,
but you might see overdue pledges if you enter dates prior to the current date in the
search window. (If you want to find fulfilled or overdue pledges, please use the
searches designed for those purposes, described at “Fulfilled” on page 330 and
“Overdue Pledge Search” on page 114.)
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To display the search window for Next Payment Due Date, choose Find > Next
Payment Due Date while the Pledge List View or Pledge Input Window is frontmost.
The following window is displayed:

Next Payment Due Date Search

Search for pledges with a payment due on or between these dates. ..

From (06/28/03 to Jul 28, 2003

) Normal
O Search in Selection
() Add To List

f’ Cancel ) E’OK”’

Figure 4.7 Next Payment Due Date search window

For more information on using search commands, see the rest of this chapter and
“Find Menu” on page 307.
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Finding a Pledge Payment

To find specific pledge payments, do this:

1 Go to the Pledge Payments module by choosing File>Pledge Payments, or by
clicking the Pledge Payment List View or Pledge Payment Input Window to bring
one of them to the front.

2 Choose an appropriate command from the Find menu, depending on what criteria
you want to use for the search (see next bullet list).

3 Fill in the information requested in the dialog box and click OK. For information
about the Normal, Search in Selection and Add to List buttons in these dialogs, see
page 101.

4 The records meeting the search criteria will appear in the List View. If you
conducted the search from the Pledge Payment Input Window, the first record
found by the search appears there.

In the Pledge Payments module, items in the Find menu allow these searches:

¢ Basic: search for first name, last name, company, address, city, state, postal code,
country, email address, Donor 1D, Pledge 1D, or Pledge Payment 1p Number, or any
user-defined field.

¢ Amount: search for the dollar amount of payments (a range of amounts or a single
amount).

¢ Date: search for payments made within a range of dates or on a single date.
¢ Payment Form: search for payments made by check, Visa, Mastercard, etc.
¢ Advanced: conduct complex searches of any field(s) with the Search Editor.

Additional searches may be conducted on fields whose names may be customized by
you; see “Setup” on page 268. The default names are listed below, but these will
change to reflect the customized name:

¢ Campaign: search for payments to pledges made to a specified campaign(s).

¢ Method: search for payments to pledges made in response to a specified method(s)
(communication, mailing, ad, etc.).

¢ Fund: search for payments to pledges made to a specified fund(s).

The campaign, fund, and method searches locate the pledge records with the search
attributes you select, then display all pledge payments associated with those pledges.
You can get a total for a specific method, campaign, etc. by following the search with
the Output>List Statistics.

¢ Thank Yous needed: search for pledge payments which are in need of
acknowledgement by specified letter templates.

For more information on using search commands, see the rest of this chapter and
“Find Menu” on page 307.



Saying Thank You

A telephone training module is available on this topic, with optional instruction in
performing mail merge using Microsoft Word®. For more information or to sign up,
contact the publisher using the information on the inside front cover of this manual.

Basic Gift Acknowledgements

Funpimensions facilitates all phases of the gift acknowledgement process:

1

7

Attaching information to the gift record about what form letter and/or recognition
product should be sent to the donor.

Continuously monitoring your database for gifts needing acknowledgement, and
displaying this information to you in a convenient Dashboard window.

Locating the specific records that need acknowledgement, creating separate lists
for the different letter forms and recognition products.

Generating exports for mail merge operations, with a separate export file for each
form letter.

Printing mailing labels, with a separate batch of labels for each form letter. Both
exports and labels sorted by postal code, so you assemble the mailing without
having to scrutinize letters and labels to find the match.

Attaching information to gift records confirming that a letter and/or recognition
product was sent.

Producing summary reports of the letters or recognition products sent.

The export file in step 4 will contain mailing information and all particulars of each
gift in the selection of records. It also contains information about the donor’s giving
history and the position of their gift within that history. This information is provided
so that you can report it to the donor, stimulate their interest, and cultivate discussion
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with them about their participation in your program. These items are discussed in
the following list:

¢ Gift Sequence Number. This is the number of the gift in the donor’s history, e.g. if
they have given 3 gifts, and the exported gift is the third one, this will be 3.

¢ Gift Sequence Number (Ordinal). Same as above in ordinal form. For the above
example, this would be “third”

¢ Total Gifts for Donor. Sum of the donation and pledge amounts for the donor.
Does not include membership dues amounts.

¢ Total Gift Count. Number of donations and pledges made by the donor.
¢+ Gift Total Year To Date. The donor’s donations and pledges for the current year.

¢ Gift Count Year To Date. Count of the donor’s donations and pledges for the
current year.

¢+ Gift Total Last Year. The donor’s donations and pledges for the previous year. You
can use this to compare current versus the previous year’s giving.

¢ Gift Count Last Year. Count of the donor’s donations and pledges for the previous
year.

¢ Donor Since. The date of their first donation or pledge.

¢ Donor for X Years (rounded down). The number of years elapsed since the Donor
Since date above, rounded down to the nearest whole number.

¢ Donor for X Years (Ordinal-rounded down). Same as above in ordinal form (first,
15th, etc.)

¢ Donor for X Years (rounded up). The number of years elapsed since the Donor
Since date above, rounded up to the nearest whole number.

¢ Donor for X Years (Ordinal-rounded up). Same as above in ordinal form (first,
15th, etc.)

¢ Match To. In donation module exports only, this is the Donation 1p number of any
matching gift entered for the donation.

For a complete listing of the information contained in exports, see Table 13.1,
“Export Fields (except 2nd Thank You Recipient, Event Manager and Year End Letter
Exports)” on page 348.

Gift Acknowledgement Procedure

Proceed as follows to make thank you letters or send recognition products:

1 You begin the process of making thank you letters when you create the gift record
in Funpimensions, by making an entry in the Thank You Type field of the gift
record. If you intend to send a recognition product, you also enter that during
entry of the gift record. Instructions for creating gift records, including the entries
in the Thank You Type and Recognition Product fields is in “Data Entry”
beginning on page 47.
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0 Tip: you can set up a table of gift amount ranges, and map specific letter and
recognition products to the amounts. When you create a gift, the correct letter
and recognition product is entered automatically. This ensures consistency and
speeds data entry. The letter and recognition product can be manually changed
on a gift-by-gift basis, so there is no loss in flexibility. See “Donation,
Membership, Pledge and Payment Map” on page 272.

Your second step in the thank you process is to locate a selection of gift records
which are tagged with identical Thank You Types or Recognition Products. You
can do this by clicking on buttons in the Dashboard Window (“Dashboard Buttons
and Menus” on page 35), or by using searches from the Find menu (“Recognitions
Needed & Thank Yous Needed” on page 332).

0 Tip: If you do not need to send different thank you notes or recognition
products for your gifts, use the “Find All” item in the Dashboard or popup
menu for the Thank Yous Needed or Recognitions Needed search. This will
find all gifts needing a thank you letter or recognition product, regardless of the
thank you type or recognition product entered in the gift record.

After locating each selection of records above, your third step is to perform the
export needed to perform the mail merge by choosing Output>Export (“Export”
on page 344) and print the labels by choosing Output>Labels (“Printing Labels”
on page 142).

0 Tip: When you create the export file by choosing Output>Export,
Funpimensions asks you to name the file, and choose a folder in which to save
it. We recommend that you create a folder named Thank You Exports or similar
on your Desktop or in another convenient location on your hard disk. Save the
file in that folder, and name the file with the current date and the Thank You
Type (as it appeared in the dashboard menu (e.g. “2 Aug Major Donation”).
After performing the mail merge successfully in your word processor (next
step), delete the export file from the folder; this will prevent confusion during
later thank you mail merges, which might cause you to merge the wrong export
file.)

0 If you wish to examine the contents of the export file, you can do so with a
spreadsheet program, such as Microsoft Excel®. See page 345.

a A list of exported fields and data (for the exports discussed in this section) is in
Table 13.1, “Export Fields (except 2nd Thank You Recipient, Event Manager
and Year End Letter Exports)” on page 348.

If you performed an export in the step above (as opposed to just printing labels for
recognition products), switch to your word processor and perform the merge. (See
your word processor online help or documentation for specific instructions.) Do
not quit or exit FuNpimensions when you do this, as you will need the selection of
gift records (generated in step 2 above) intact for the next step.

Having performed the mail merge and printed mailing labels, the next step is to
mark as “Thank You Sent” the gift records which were exported and for which
labels were printed in the previous steps. You do this by selecting the
Records>Mark Sent Flags (“Mark Sent Flags” on page 303). (Alternately, you can
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manually open each gift record in the List View, and place a a checkmark in the
Thank You Sent and Recognition Sent boxes.)

0 Background: records with their Mark Sent Flags turned on are ignored by the
Dashboard unacknowledged gifts section, and by the Thank Yous Needed and
Recognitions Needed searches. Therefore, when you perform this step (#5), you
are instructing Funpimensions to ignore the gifts in future thank you
procedures.

6 To complete the process, you repeat steps 2 through 5 above, until the Dashboard
indicates no more gifts need acknowledgement, or searches for Thank Yous
Needed and Recognitions Needed find no records. You need to do the steps for
each gift type (donations, memberships, pledges and pledge payments) for which
you decide to send thank you letters or recognition products.

Gift Acknowledgements to Named Donors

This section describes the procedures for managing acknowledgments for in-the-
name-of and memorial gifts. Persons in whose name a gift is given, or the designated
survivor of a person in whose name a memorial gift is made, are referred to as 2nd
thank you recipients. Procedures are described for entering the named donor mailing
information, printing mailing labels and generating exports for letters. Special
procedures are given for combining multiple gifts to the same named donor into a
single export record and label so that a single letter may be made that lists all the gifts
made in their name.

Overview

Funpimensions includes a feature set for creating 204 thank you notes for gifts. These
capabilities are designed to meet needs arising from several scenarios:

¢ A third party renders assistance is generating a gift, and you want to acknowledge
their help.

¢ A donor makes a gift in someone else’s name, or as a memorial, and you want to
thank the named donor or a relative of the person memorialized.

¢ Similar to the scenario above, except there are many gifts from multiple donors
made in the name of one person, or as a memorial to one person. In this instance,
the usual procedure is to send one letter to the named donor or the relative or the
memorialized person, stating the names of the actual donors, the amount they
each contributed, and the total amount given. To meet these special requirements,
Funpimensions offers a way to identify identical records for 20d thank you
recipients and merge them into a single export record for mail merge, and into a
single label for mailing.

¢ In all the scenarios above, mailing labels should be printed bearing the name and
address of the named donor or relative of the memorialized person.

Funxpimensions meets the needs for all the above scenarios, using the following
software tools:
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¢ A date entry screen, available from within any donation, membership or pledge
window, for entering the name and address of the 27d recipient. A Donor 1p field
in this screen will allow lookup of a name and address from a donor record, for a
shortcut to entering the name and address. This is especially useful in the instance
of multiple donors making gifts in the name of one person; by entering that person
or their next-of-kin in a regular donor record, you can enter their name in
multiple gifts simply by entering their Donor 1p. This will also result in a single,
merged export record for all these gifts when exporting 21d recipient records, so
you can thank the named donor or next-of-kin with one letter instead of a letter
for each contribution, with the single letter displaying the total amount given and
the names and amounts for each contribution.

¢ An export function, capable of separate exports for the merged records above, and
for single 27d recipient records, i.e. those without matching Donor 1s.

¢ A label function, for printing mailing labels for the exported records.

Creating 2"d Recipient Records
Perform the following from within any donation, pledge or membership window.
1 Choose Add 24 Thank You Note from the Records menu.

2 If the recipient of the 284 thank you note is already entered as a donor record in
your database, type their Donor 1p number into the first field, then type the TaB
key; the address from their donor record is copied into the rest of the window.
Click ok.

3 If the recipient is not already in your database, type the TaB key and fill in the
appropriate fields. The field layout is similar to that of the Donor Input Window,
and it has the same features of auto-capitalization and auto-correction that are
present in the Donor Input Window. Click ox.

Exporting 2"d Recipient Records

The export of 204 recipient records is available from the Donation, Membership or
Pledge List Views. You use this to generate mail merge letters to the named donors
entered in “Creating 2nd Recipient Records” above.

Because the query for locating gift records that need acknowledgement to a 2nd
recipient uses the Thank You Sent flag, you should perform these steps before
exporting for regular thank you notes, or if after that export, then before using the
Mark Sent Flags command to mark the records as “Thank You Sent”.

To generate this export, follow these steps:

1 Perform a query to locate the gift records needing acknowledgement, by choosing
Thank Yous Needed from the Find menu. From the dialog, choose Find All from
the popup menu, then click the Search button. For more information on this
search, see “Recognitions Needed & Thank Yous Needed” on page 332.
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2 Choose Advanced Reports from the Output menu. In the Advanced Reports
window, expand the list of Exports by clicking the plus sign (Windows) or the
disclosure triangle (Macintosh)., Choose one of the following items:

0 2nd recipients-not same ids. This option creates a single export record for every
20d recipient record that does not bear a Donor 1 that is identical with another
2nd recipient record, within the selection of gift records.

0 2nd recipients-same ids exports records with identical Donor 1ps as
consolidated export records. This option locates all the 204 recipient records
with one or more identical Donor 1ps in the selection of gift records. Each set of
records with matching 1ps is merged into a single export record, which will
contain the total amount given in that 214 recipient’s name, a count of the
number of gifts given in their name, and the names of individual contributors
and the amount of their contribution.

Like other exports from Funpimensions, the first record of the export contains the
names of each field exported, and contains a tab between each field and a return
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between each record. As an additional aid, the table below lists the fields in the order
they will appear:

Table 5.1 Export Fields for 204 Thank You Recipient Exports

Field
Number
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25

Export Fields from Donation, Membership

and Pledge modules

Label Salutation 1
Label Salutation 2
Address Line 1
Address Line 2
City

State

Postal Code
Country

Letter salutation
Salutation

First name
Middle initial
Last name

Title

Company

Gift Amount*
Gift Date

Gift List 1t

Gift List 2t

Gift List 3t
Solicitor

Year of Birth
Number of Gifts
Note

Gift Sent by

* For consolidated exports, this will be the total of all consolidated

gifts.

+ Names of these fields can be changed; see “Preface” on page ix.
f For consolidated exports, this will contain the names of all the

actual donors and the gift amounts from each of them.

When you choose the “27d recipients-same 1ps” option, data that is specific to gift
records, i.e. gift date, note, campaign, method, fund, solicitor- will appear in the
export only for the gift record with the highest gift ip number for the consolidated
group; that would usually be the last gift entered for that group.
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Printing 2"d Recipient Mailing Labels

Choose Output menu>Labels for the label printing dialog window. For general
information on label printing see “Printing Labels” on page 142 and “Labels” on

page 352.

The labels dialog offers the same options as for exporting, described above:

Labels for 73 records in the Donation List View

Label template choices...

Start printing at...

& Avery 5160 (1" x 2 5/8

(_ Avery 5161 (1" x 41 Row | 1 |:] Column | 1 I:]

() Avery 5162 (1 1/3" x 49

) #10 envelope

Label typeface choices...

Font |Giovanni Bookltalic "

Coudy ExtraBold v
Coudy Heavyface =
Coudy Heavyfaceltalic m Style | plain 5 ]

Coudy Text MT Lombardic Caps -
Creymantle MVE i S
Helvetica + 1 Print Uppercase

[ P e e NP

Other Options...

{®) Print donation records with Donor Name & Address (normal mode)
"1 Add keyword to donor record
"1 Add note to donor record :|—Keep a record of the mailing
"] Save records as a set

To print labels for 1 Put Membership Expiration Date on Labels

226 thank you
recipients, click the
first radio button in
this group, and
either of the 226 or
3Al radio buttons.

() Print donation records with 2nd Recipient Name & Address
C Print 2nd recipient records without identical IDs
C; Print 2nd recipient records with identical 1Ds

£ Cancelj ( OK )

(" Label Editor )

Figure 5.1 Label dialog

Except when printing the label from an Input Window, you should match the label
printing option to whatever export option you selected in the previous section:
Table 5.2 2nd Recipient Mailing Labels Options

If you used this Export Option...  then use this Label Option.

20d recipients-not same 1Ds Print 20d recipient records without identical 1ps

20d recipients-same 1Ds Print 204 recipient records with identical 1ps

If you choose the Label menu command while a Donation, Membership or Pledge
Input Window is frontmost, the choice above does not apply; the label for that gift
record will be printed regardless of whether the 2nd recipient has an 1p that matches
some other 226 recipient record.
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Year-End Letters

Introduction

This section describes the exporting capabilities of Funpimensions for reporting
annual gift summaries and tax information to donors, and provides instructions on
their use. It is not intended to provide tax advice, and the features described do not
necessarily provide legal conformance to tax laws. It is up to you to ascertain whether
the features of FuNDimensions and procedures described in this document are
necessary and adequate to comply with tax laws and regulations.

The intention of tax exporting in FuNDimensions is to provide the data for letters to
donors of the taxable year, containing their total giving amount and the total tax-
deductible amount for the calendar year.

Optionally, you can include itemized lists of each of their gifts. The itemized list
includes the type of gift (donation, pledge or membership), the date of the gift, the
tax-deductible amount of the gift and the gift 1D number assigned by Funpimensions.
The 1D number is the Donation 1p, Membership 1p, Pledge 1p or Pledge Payment 1p
that appears in the gift input window. It is generated by FuNpimensions when a new
gift record is created and cannot be changed. It will be unique within each gift type,
i.e. there may be a Donation 1p 100 and a Pledge 1D 100, but never two donations with
the same 1D. (If a gift record is deleted, its 1D number is not re-used for subsequent
gifts.) If you receive an inquiry about a gift, ask for the 1p number and gift type, and
use this information to be sure you look up the correct record. You can use the Basic
search (page 308) to locate a gift by its 1D number. For further explanation of 1p
numbers, see “Donation Input Window” on page 15.

This is a summary of the software items you'll use to perform year-end exporting:

¢ Tax-deductible amount fields in the Donation, Membership and Pledge Input
Windows. These fields must contain the deductible amount for each gift. (To
eliminate the chore of manually entering tax deductible amounts, you may
associate a gift amount with a deductible amount and recognition product to
automate entry of the tax-deductible amount when a new gift is created (see
“Donation, Membership, Pledge and Payment Map” on page 272).

¢ A query to locate those donor records with gift records dated in the tax year you
want to export. Templates are provided for the current year and for the previous
calendar year. This is done from the Donor module, using the Amount query
(Find > Amount).

¢ A template for use with the Report Editor. Instead of a printed report, this
template produces a text file that can be used with your word processor to generate
letters to each donor containing the tax reporting information. Several aspects of
the report may be customized by changing formulas in the template.



Special Behavior With Pledge Payments

When producing the export for donors with pledges, non-deductible amounts left
over from a previous year may need to be applied against gifts in the current year.
rFUNDimensions does this for you automatically and without requiring any special
action. For example, Jane Smith makes a pledge in December of 1999 for $650, with
monthly payments of $50 and a non-deductible amount of $100 because of some
theater tickets she received as recognition for the pledge. She makes the first payment
of $50 in December of 1999, and the balance of payments in 2000. Her year-end letter
for 1999 from your organization should indicate $o tax-deductible on gifts of $50,
while the 2000 year-end letter should show $550 tax-deductible on gifts of $600.

Making the Export

To produce a year-end export, follow these steps:

1 Make the Donor List View the active window by clicking it or choosing
File>Donors.

2 Choose Find>Amount. Enter the following values (displayed here in their native
tab order):

0 Minimum: 1, or other value corresponding to minimum reporting
requirements.

0 Maximum: any value exceeding your largest gift of the year (99,000,00 will
usually suffice).

0 Date filter: From o1/01/tax year To: 12/31/tax year Disable Checkbox: off

0 Gift Types: check those that apply to your organization. If you take pledges,
turn on Pledge Payments, but turn off Pledges. This is because donors get tax
deductions for the amounts they pay (pledge payments), not for their
commitments (pledges).

0 Turn on Search On Individual Gift Amounts. Alternately, if minimum
reporting requirements are for total yearly giving, you can turn on “Search on
total of all gift types”

0 Turn on Normal.
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0 This is how the window would look, configured for reporting on 1999:

Amount Search

Enter a range of amounts to search for...
Minimum |1 Maximum (39,000,000

Confine the zearch to gifte within this date range...

From [Jan1.1999 to |Dec31,1999

[” Disable this filter [faster search]

Search in these gifts... Search options...
Search on total of all
¥ Donations selected gift types @ Normal
W ships Search on total of each © Search in Selection
r selected gift type C Add To List

¥ Pledge Payments Search on individual
gift amounts

Cancel | (0] 8 |

Figure 5.2 Amount Query for Year-End Export for 1999

3 Click the Search button. This results in a list of donors who have made gifts to
your organization in the tax year.

4 Choose Output>Advanced Reports. The Advanced Reports window appears.

5 If necessary, expand the Exports topic in the left side of the Advanced Reports
window. Select one of these items:

0 Year-End Letter-yTD if the end of the tax year has not yet passed.
O Year-End Letter-Last Year if reporting on the prior year.

Except for date range, these two exports are identical. (If you need date ranges
other than current or last year, you can modify either of these templates: see
“Editing the Export Template” on page 130.)

6 Click the Export to Disk button in the lower right of the window. A dialog appears
where you can name the disk file and save it to the folder of your choosing. Click
the Save button to produce your year-end export.

7 You may see “Query in Progress” or other messages. When finished, you are
returned to the Donor List Window.

8 Print mailing labels. For help with this step, see “Printing Labels” on page 142.

9 In your word processor, write the form letter and perform a merge using the data
exported from FuNDpimensions. To aid in constructing your letter, the first record
of the export file contains the field names; in Microsoft Word, this may be used as
the “Data Header” to populate the Insert Merge Field pull-down menu with field
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names. See tax authority and word processor documentation for details on
structuring the letter and performing the merge.

Editing the Export Template

You can edit the template prior to performing the export. Open the template by doing
Output>Report Editor, the choosing File>Open. Navigate to the template, which is
in FUNDimensions folder: Report Templates: Donors; Exports. Work on a copy of
the template by doing File>Save As and saving a copy of the template someplace safe.

The possible variations are described below:

¢

¢

You may delete gift types that do not apply to your organization. (You do not have
to delete gift types not used in your organization, but it will result in a faster
export.) For example, if you do not accept memberships, delete the columns
labeled C4, C7 and C8, and modify the formula in C12 to eliminate
O0GrandTotal_Memberships, and modify the formula in C14 to eliminate
ODeductableTotal_Memberships. To delete columns, click to highlight the
column, then choose Edit>Delete Column.

In the columns labeled C2, C4 and C9, you can set the separator to appear between
gifts in the listing of gifts. The default is “: ”(colon and space); you can change this
to any value except a carriage return or tab, which are reserved for use between

fields and records in the export. To change this separator:

1 Double-click on the column label “C2”. In the Formula Editor, change the 1st
parameter (i.e., the string before the first semicolon) to the character(s) you
want, i.e., change “:” to “~ . You can specify up to three characters to be used as

a delimiter.
2 Repeat the above for C4 and C9.

The second and third parameters of the formulas in C2, C4 and C9 are the start
and end dates of the last calendar year. This is the only difference between the
Year-End Letter-Last Year and Year-End Letter-yTp templates. If this is not the tax
period you want to reference in the export, change the formula. For example, to set
the year to 2000, change the second parameter from “1/1/”+String(Year of(Current
date(*))-1) to “1/1/2000”. Change the third parameter from “12/31/”+String(Year
of(Current date(*))-1) to “12512000”. Do this in C2, C4 and C9.

You may include or exclude the FunDimensions gift ip from the listing of
individual gifts by setting the ninth parameter to True (include the 1p) or False
(exclude the p). As the template ships, this is set to True.

You can easily include other information in this report. For example, to remind
your donors of the solicitor name to which they are assigned, add a column by
dragging the Solicitor field into the report area of the editor.

Below is a table listing the export fields in the order the appear in the template.
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Table 5.3 Fields in Year-End Letter Exports
Field # Field Name

1

2

O o N O N BN

10

11

12

13

14

15

16

17

18

19

20

Donor ID Number
Label Salutation 1

Label Salutation 2

Address
Address 2

City

State

Zip

Letter Salutation

C1-select donor's
gifts

C2-list of donations
and their deductible
amounts

C5-Total Donations

C6-Total Deductible
Donations

C4-list of
memberships and
their deductible
amounts

C7-Total
Memberships

C8-Total Deductible
Memberships
C9-list of pledge
payments & their
deductible amount

C10-Total Pledge
Payments

C11-Total Deductible
Pledge Payments

C12-Total of All Gifts

C14-Total Deductible
Gifts

Field description and application in form letter

The Donor ID that appears in the Donor Input Window (page 6).

Use this as the first line of the recipient address in your letter (usually donor name).

Use this as the second line of the recipient address in your letter (usually company
name).

Use as the third line in the recipient address.

Use as the fourth line in the recipient address.

Use in the fifth line in the recipient address, followed by a comma and space.
Append to the fifth line (containing City), followed by a space.

Append to the fifth line (containing City and State).

Place after “Dear” in the letter.

This field only executes a command; it is hidden, so it does not appear in the export
file.

List of donations for the taxable year. For example, a donor with 2 donations in the
tax year might have this entry: Donation (ID 1224) on ¥251999 of $100.00, tax
deductible in the amount of $89.05: Donation (ID 1864) on 10/0¥/1999 of $50.00,
tax deductible in the amount of $50.00.

The total amount of donations for the donor and tax year; includes both
deductible and non-deductible amounts; equal to the sum of the donation
amounts listed in C2.

Total deductible donations for the donor and tax year; equal to the sum of the
deductible amounts listed in C2.

List of membership dues for the taxable year. For example, a donor with 1
membership in the tax year might have this entry: Membership (1D 1231) on 69/
1999 of $35.00, tax deductible in the amount of $25.00.

Total amount of membership dues for the donor and tax year; includes both
deductible and non-deductible amounts; equal to the sum of the membership dues
listed in C4.

Total deductible membership dues for the donor and tax year; equal to the sum of
the deductible amounts listed in C4.

List of pledge payments for the taxable year. Both the Pledge ID and Pledge
Payment IDs are included. For example, a donor with 2 pledges in the tax year
might have this entry: Pledge (ID 85) on 8221997 of $200.00, 2 payments (IDs
450, 573) tax deductible in the total amount of $40.00: Pledge (ID 122) on 1v24/
1999 of $120.00, 1 payment (ID 734) tax deductible in the total amount of $10.00.

Total amount of pledge payments for the donor and tax year; includes both
deductible and non-deductible amounts; equal to the sum of the pledge payments
listed in C9.

Total deductible pledge payments for the donor and tax year; equal to the sum of
the deductible amounts listed in C9.

Total of all donations, membership dues and pledge payments for the donor and
taxable year. Includes both deductible and non-deductible amounts. Equal to the
sum of C5, C7, and C10.

Total of all tax-deductible donations, membership dues and pledge payments for
the donor and taxable year. Equal to the sum of C6, C8, and C11.






Reporting Basics

This chapter is intended as an introduction to reporting. Related Material includes:

¢ A detailed description and sample print-out of each report in “Report Samples &

Descriptions” on page 145.

¢ Reference material for each item appearing in the Output menu. See “Output

Menu” on page 339.

¢+ Instructions for using the Year End Letter export. See “Year-End Letters” on

page 127.

Overview of Reporting

A report provides you with printed or on-screen information. This is a list of the
general types of reports available in FuNpimensions:

¢

¢

¢

Printable, text-based reports, such as lists of donors and gifts.
Printable graphs, such as gift amounts made to different campaigns.

On-screen reports, such as summaries of gift activity for a donor (these can be
printed and/or copied to the clipboard).

Clipboards, such as a donor name and address or an entire gift record, which can
be pasted into other software.

Mailing labels, name tags, membership cards and place cards.

The Information Palette, displaying information related to the record being
viewed.

The Dashboard, displaying current statistics for your fundraising, and certain
items likely to need quick or periodic action, such as thank you notes needed,
expiring memberships, pledges recently fulfilled, etc. For a list of available
statistics and how to set them, see Figure 1.33, “Dashboard Buttons and Menus”
on page 35. By clicking on buttons on the Dashboard, you can also display the
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records referenced in the Dashboard for immediate examination, mail merge and
label printing: see “Dashboard” on page 33 and “Gift Acknowledgement
Procedure” on page 120.

¢ Exports, which are usually used for mail merge but may also be used with desktop
publishing, spreadsheet and charting software.

Table 6.1, “Summary of Reports” on page 136 lists various options and procedures for
each item above.

Reports always contains some specific types of information while excluding others,
since putting all the information in your database into a single report would make the
report difficult to read and impossible to use. Different modules and active windows
offer different reports, so you will want to navigate to the appropriate module before
attempting a report. If your report includes information from more than one module,
this can usually be accommodated from the standard reports in the Donors module,
or by producing reports separately from the various modules. It is also possible to
combine information from several modules using Advanced Reports and the Report
Editor (see “Advanced Reports” on page 340 and “Report Editor” on page 361 for
more information).

Once in the correct module, the general procedure for making a report is to select the
record or records you want to report on, then choose a command from the Output
menu to:

¢ print or display a report,
¢ move information to the clipboard for use with other software,

¢ produce exports for mail merge letters, spreadsheets, or desktop publishing
software, or

¢ print mailing labels.

Important: before using a report command when a List View is the active window, it

is important to place the records you want in the report into the list, using searches or
manual selections; see “Selecting Records” on page 55. To include all the records in a
module on a report, choose Records>Show All, then choose a report.

In the final steps of printing a report, you may be shown the standard Print Setup
(Windows) or Page Setup (Mac) and Print windows. The Print/Page Setup dialog
may offer an option to print with the smallest margins possible; whether this option is
available depends on your printer. In some versions of printer software this option is
accessed through an Options button in the Print/Page Setup dialog, or you may be
able to select us Letter instead of us Letter Small from a popup menu. The only way
to know for sure if you need to set these options for reduced margins is to
experiment. If possible, use the Letter-Small (larger margins) option because it tends
to print faster.

When printing under Mac os X, the Page Setup window defaults to an option of Any
Printer in the Format For: popup menu. This option causes some reports to be
clipped at the right margin. If you experience this, select your printer from the popup
menu.
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Summary of Reports

The following table is a summary of the reports available. In the PpF version of this
document, you can click on the page numbers in the cross-reference column to jump
to that report (cross-references work that way throughout this manual).
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Table 6.1 Summary of Reports

Report Description

Print a single gift record

(Record report)

Print contact information
for donors in column format

Print totals and counts for
donations, memberships,
pledges or pledge payments
in column format

For donor records, print a
combination of contact info,
keywords, gift summaries,
relationships, gift graphs
and/or note attachments

Print gift amounts and/or
totals for donors

Display, copy to clipboard or
print gift statistics for a set
of donor records

Display or copy to clipboard
the count and total amount
for a set of gifts or pledge
payments, and additional
statistics

Display or copy to clipboard
a donor’s gift summary and
the creation and
modification date, time and
user name

Display or copy to clipboard
the creation and last

modified date, time and user
for a gift or pledge payment

Copy the contents of a
record to the clipboard

Copy the contents of a
Donor List View to the
clipboard

Procedure to Make the Report

1. Open the Input Window for the record.

2. Select the Print Donation, Print Membership, Print Pledge,
Print Payment or Print Note command from the Output
Menu.

1. Place the records to print in the Donor List View.

2. Select Print List from the Output menu.

3. Choose Listing from the Print Options Window.

1. Place the records to print in a List View.
2. Select Print List from the Output menu.
3. Choose a sort field for subtotaling from the dialog.

1. Place the records to print in the Donor List View, or open a
record to print in the Donor Input Window.

2. Select Print List or Print Donor from the Output menu.

3. From the Print Options dialog, choose Detail and your
choice of options from the Include and Date Filter tabs.

1. Place the records to print in the Donor List View or open a
record to print in the Donor Input Window.

2. Select Print List or Print Donor from the Output menu.

3. Choose Summary and your choice of options from the
Include and Date Filter tabs.

1. Place the records to include in the report in the Donor List
View.

2. Select List Statistics from the Output menu.

3. Click the button to make a clipboard.

1. Place the records to include in the report in a List View.
2. Select List Statistics from the Output menu.
3.Click the button to make a clipboard.

1. Open the Donor Input Window for the donor.

2. Select Record Statistics from the Output menu, or check
the Information Palette for the information you want.

3. Click the button to make a clipboard or use Clipboard-
Profile to from the Output menu.
1. Open the Input Window for the record.

2. Select Record Statistics from the Output menu.

1. Open the Input Window for the record.

2. Select Clipboard-Street Address to or Clipboard-Gift
Record to from the Output menu.

1. Place the records to include in the clipboard in the Donor
List View.

2. Select Clipboard-Street Address to from the Output menu.

Cross-Reference

“Print Record” on
page 160

“Listing Report” on
page 160

“Print List” on
page 150

“Donor Detail
Report” on page 155

“Summary Report”
on page 158

“List Statistics” on
page 146

“List Statistics” on
page 146

“Record Statistics” on
page 149

“Record Statistics” on
page 149

“Clipboard-Street
Address to” on
page 357 and
“Clipboard-Gift
Record to” on
page 360

“Clipboard-Street
Address to” on
page 357
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Report Description

Estimate future income
from pledge payments

Find the postal or zip code
grouping for bundling bulk
mail

Create a report with the
columns and calculations of
your choice

Create a graph of gift
income across time

Pick a report, graph or
export from a list of report
templates

Create assorted graphs

Export data from your
Funbpimensions database to
a file for use in other
programs (mail merge,
spreadsheet, etc.)

See a summary of a donor’s
giving.

See the current day’s total
fundraising amount., or a
variety of other statistics.

Discover which donor
attributes (keywords,
relationships, or donor
choice list fields) correlate to
funds raised by campaign,
method or fund

Procedure to Make the Report

1. Place the pledge records to include in the Pledge List View.
2. Select Advanced Reports from the Output menu.

3. Choose Pledge Projection in the Advanced Reports dialog.
4. Enter dates and select output options, then click OK.

1. Place the records to include in the report in a List View.
2. Choose Advanced Reports from the Output menu.

3. If you are in the donor module, choose Gifts By Postal
Code. For gift modules, use Postal Code and All Gifts Select
Postal or Zip Code Groups from the Reports list in the
Advanced Reports dialog window, then click the Print
button.

1. Place the records to include in the report in a List View.
2. Choose Report Editor from the Output menu.

3. Choose New from the File menu, or to use a template,
choose Open from the File menu.

1. Place the records to graph in a List View.
2. Choose Advanced Reports from the Output menu.

3. Select Graph by Date from the Graphs list in the Advanced
Reports dialog window, then click the Make Graph button.

4. Specify date range and records to include, then click OK.

1. Place the records to include in a List View.

2. Select Advanced Reports from the Output menu.

3. Choose a report, graph or export from the lists in the
dialog, then click the corresponding button to create the
output.

Use the Graph Editor (Output>Graph Editor). See also row
above.

1. Place the records to include in a List View.

2. Select Export from the Output menu. (Or, see also
Advanced Reports [Output>Advanced Reports] for special
export templates.)

3. You may create templates in the Report Editor and export
them to a disk file instead of, or in addition to printing them.
This allows you to create exports with your choice and
ordering of fields and calculations.

1. Open the donor record for the donor in question.

2. The summary is located in the Information Palette.

3. Click any gift referenced in the palette window to open that
gift.

1. If the Dashboard is not displayed, choose
Output>Dashboard.

2. The statistic is located at the top of the dashboard window.
Click the upper left button to choose a statistic for display.

1. In the Donor List View, choose Output>Advanced
Reports.

2.From the Graph theme, choose Gifts by Donor Attributes,
and click the Configure button.

3. Designate the donor and gift attributes you want to
correlate.

Summary of Reports

Cross-Reference

“Pledge Projection”
on page 202

“City, Postal Code,
State or Country &
All Gifts, Campaign,
Method, or Fund” on
page 168, and “Gifts
By City, Postal Code,
State, or Country” on
page 186

“Report Editor” on
page 361

“Gifts by Date and
Graph By Date” on
page 188

“Advanced Reports”
on page 340

“Graph Editor” on
page 366

“Export” on page 344
“Advanced Reports”
on page 340

“Report Editor” on
page 361

“Information Palette”
on page 30.

“Dashboard” on
page 33

“Gifts by Donor
Attribute” on
page 190
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Preview to Screen

Preview to Screen

If you want to show the report on-screen, check the box for Preview to Screen in the

Print dialog. On Windows, this is a checkbox in the Print dialog window:

Print

7] ]

r Prirter
Hame:
Statusg:
Type:
Wihere:
Camment:

hp color Laser) et 4600 PCL &

Ready
HF Color Laser)et 4500 PCL &
hpeolorl azer) et4600

Properties. .. |

I Print to file

— Print range

Caopie:

&l

" Pages  from: |1 ta ISSSS

) Selection

Mumber of copies:

@ [~ Callate

1 5

Check this box to

.

Cancel |

preview the print_____

jOb to screen v Print preview

Figure 6.1 Setting Preview to Screen on Windows

On Macintosh, the Preview To Screen button is located at the bottom left of the print
window, as shown below:

Print ;
Printer: | LaserJet 4600 K
Presets: | Standard F
| Copies & Pages f :']
Copies: |1 ECcllated
Pages: @ All
C}From: 1 to: 9999
- \ — - \ p ~ -
® L PDF » 9 & Pl’eVIEW) ( Supplies... ) L4 Cancel ) { Print )

Click the PDF button to get an option to save directly to a PDF file,
or click Preview to view the output in Apple’s Preview application.
Once in Preview, the file may be printed or saved as a PDF.

Figure 6.2 Previewing to Screen in Mac os x

The setting of the Preview to Screen checkbox is retained for each module until you
quit the program. The setting of this checkbox the first time you use the print
command in a session will be on or off based on the Preview to Screen setting in
Preferences; see “General Preferences” on page 261.
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Do Not Mail Flag in Exports &
Label Printing

By default, Funpimensions uses the Do Not Mail flag in donor records to remove
those records with Do Not Mail checked from exports and mailing labels only when
the export or label printing job is performed from the donor module (i.e. the Donor List
View or Donor Input Window is frontmost at the time you select Export or Labels
from the Output menu). Since solicitation mailings are usually generated from the
Donor List View, this is usually the desired behavior.

When you perform an export or mailing label job from a gift module (i.e. the
Donation, Membership, Pledge or Pledge Payment List Views), you are usually doing
so to send thank you letters or other gift acknowledgements; in this instance, you
usually want to send the mailing to donors, regardless of the Do Not Mail setting in
their donor record. At least, that is the assumption made by Funpimensions, which
will ignore the Do Not Mail flag in cases.

The behavior of both cases cited above may be changed using the Export/Labels pane
of the Preferences window. See “Export/Labels” on page 265.

Householding

When preparing a mailing, it is often desirable to limit each address to a single piece
of mail, even if there are multiple donor records bearing identical addresses. You
might want to do this to reduce mailing costs, or because it appears more professional
to donors and prospects. Funpimensions has a feature called “householding” to
perform this function.

The householding function works by locating records with identical addresses just
prior to exporting or printing labels. When it finds a group of two or more donor
records with identical addresses, it checks to see if any of the group have an entry in
the Household Label Line 1 field: see Figure 3.7, “Householding Fields (Contacts pane
of Donor Input Window)” on page 59. If one or more in the group have an entry in
the field, it chooses one of them at random to include in the mailing, and omits the
rest from the mailing. For the included record, it substitutes the Household Label
Line 1 field contents for Label Line 1 and 2 fields, so that mailing labels will show the
Household Label Line 1 rather than an individual’s name. The inside address of
merge letters will likewise omit the individual name, and reference instead the
Household Label Line 1. Typical household salutations would be “Jetson Family”,
“Delaney-Barrett Household”, and “Jim Doe and Jane Smith”

If there is also an entry in the Household Letter Salutation field, Funpimensions uses
that for the Letter salutation in exports: otherwise, it uses the Household Label Line 1
for the Letter Salutation. Refer to Figure 3.7 on page 59 for the examples below:

¢ Example 1: You want letters to a household to say “Smith Family” on the mailing
label, inside address, and after “Dear” in the letter. To make that happen, you enter
“Smith Family” in the Household Label Line 1 field, and leave the Household
Letter Salutation field empty. (It is also ok to enter “Smith Family” in both fields.)
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¢ Example 2: You want letters to a household to say “Jones Family” on the mailing
label and inside address, but you want the letter salutation to read “Dear Joe and
Sally”. To make this happen, you enter “Jones Family” in the Household Label Line
1 field, and enter “Joe and Sally” in the Household Letter Salutation field.

The householding function does not change any data in database records. It only
makes the following changes to export files and mailing labels:

¢ It substitutes the Household Label Line 1 for the information in the Label Line 1
and 2 fields that would otherwise appear in an export or mailing label, as described
above.

¢ If there is an entry in the Household Letter Salutation field, householding
substitutes that for the Letter Salutation field. If there is no Household Letter
Salutation, householding substitutes Household Label Line 1 for the Letter
Salutation.

¢ In the Donor Since and Member Since fields of exports, the oldest dates for the
entire householded group are used.

¢ The Gift Total field in exports is the total gift amount for the entire householded
group.

The export also includes a field named Householded Records, that is a count of the
number of records combined into that export record by the householding process.
This may be viewed by opening the export file in Microsoft Excel or other
spreadsheet software. For the location of this and other fields in exports, see Table
13.1, “Export Fields (except 2nd Thank You Recipient, Event Manager and Year End
Letter Exports)” on page 348. For how to open the export file in Microsoft Excel, see
page 345.

Four conditions must be met for householding to occur:

¢ The Householding option must be turned on in Preferences. This is on by default.
See “Export/Labels” on page 265 for information on this setting.

¢ You must be performing an export or printing labels from the Donor List View.
(Householding is not implemented for exports and labels made from gift modules
or from the Donor Input Window. If you would like to see this feature, please let
Technical Support know.)

¢ At least two records in the database must share an identical address, based on the
Address Line 1 and Postal Code fields in the donor record. (You can use the
Duplicate feature to assist you in creating records with identical addresses: see
“Duplicate” on page 289.)

¢ For each group of records sharing an identical address, at least one of them must
have an entry in the Household Label Line 1 field.

The first time you use householding, allow some extra time to produce the mailing, to
accommodate inspection of the mailing and correction of the records as needed.
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Implementing Householding in an Older Database

You can enter a Household Label Line 1 when you are creating a donor record that
you know has the same address as another record, or when the duplicate detection*
background process informs you of a potential duplicate as the record is created. For
records already existing in the database, the easiest way to household them may be to
use the Duplicates search. To use the Duplicates search to set up records for
householding, do this:

1 Ifits not already, make the Donor List View the front window.

2 Do Find menu>Duplicates. Click the radio button for “Address Line 1+ Postal
Code”. Check the box for Beep When Done button if youd like to have an audible
cue when the search is complete. Click ox. (See “Duplicates” on page 320 for more
information.)

3 When the search is finished, double-click the first record in the Donor List View.
This opens the Donor Input Window. (If there are no records, you have no
prospective records for householding at this time.)

4 Look at the name and address of the donor. Then, click the right arrow button
(lower left corner of Donor Input Window) to view the next donor record.

5 Examine the second donor record name and address, and decide if you a single
mailing to the address.

6 If you want a single mailing to the address, enter a suitable Household Label Line 1
(e.g. “Hawkins Family” or “King-Holoman Household”) in either record. If you
prefer, you may enter the Household Label Line 1 in both records. This will make
it easier to observe that a record is householded with another, and enable you to
perform searches on a Household Label Line 1 that will work to find all records in
that household.

7 Optional: If you’ d like to omit this pair of records from the results of future
Duplicates searches, leave the Donor Input Window open, but switch back to the
Donor List View,. Highlight the pair of records in the List View by clicking on one
of them, then shift-clicking on the second. Choose Records menu > Assign Other.
Click the Designate as Not Duplicates radio button, then click the Assign button.
This prevents this unique pair of records as every appearing in the results of a
Duplicates search. See “Assign Other” on page 299 for further information. Finally,
return to the Donor Input Window by clicking on it.

8 Move to the third record. If its the same address as the first two, you need do
nothing (but you may elect to enter a household name anyway, see step 6 above) —
it will automatically be combined with the others. If its a new address, repeat the
steps above to combine it with the fourth record.

9 Continue in a similar manner for all records in the search results.

* See “Duplicate Detection” on page 61.
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Printing Labels

Funbpimensions offers flexible, fast label printing to built-in Avery” templates,
envelopes or custom labels of your own design. You may also use the Label Editor to
produce simple reports, phone books, name tags and membership cards, with an
option to include your logo or other graphics. Editable templates for standard #10
business envelopes and labels are included with a full installation of the software.

You can use the Preview to Screen capability to examine your label job prior to
printing. See “Preview to Screen” on page 138.

Follow these steps to print labels:

1 To print labels for multiple records, create a selection of the records. Refer to
“Selecting Records” on page 55 for information on how to select records, or

2 To print a single label, open the Input Window for the single record for which you
want to print a label, or right-click (conTROL-click on Macintosh) on any row in a
List View.

3 Choose Output>Labels. Make choices in the dialog box for label size, typeface,
exceptions, inclusion of membership expiration date, and recording of your
mailing as set and/or an attached note record and/or keyword. (For information
about configuring this dialog, see “Labels” on page 352.) Click the ok button.

4 You see the standard Print Setup (Windows) or Page Setup (Mac) dialog box,
which will vary depending on your printer. Normally, this will be set to portrait
page orientation. Click ox to close this dialog and proceed, or Cancel to stop the
printing process. Tip: it may help printing near the edges of the label sheet if you
select options in the Page Setup or Print dialogs for a larger print area, smaller
margins and/or for us Letter instead of us Letter Small. Also, when printing labels,
to prevent clipping of text or page breaks at the wrong place, choose “Maximum”
in your Print dialog, if that option is available. When printing under Mac os x, be
sure your printer is selected in the Page Setup dialog’s Format For popup menu,
rather than the “Any Printer” option. The Any Printer option leaves wide margins
that cause clipping and erroneous page breaks.

5 Click Print in the Print dialog to print the labels.

6 A window appears with details about the results of the job:

&) Label Printing Results

63 labels were sent to your printer. 8 records
were not printed because “Omit Mailing” was
checked in the donor record.

Figure 6.3 Label Printing Results window

Labels are printed using the data in donor records, as it appears in the Contact pane
of the Donor Input Window. For documentation of the fields used and their
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placement on the label, see the table “Layout for Built-In Label Templates” on
page 353.

Records with the same address can be combined by Funpimensions into a single
label; see “Householding” on page 139 for more information.

The Labels menu item is enabled in all modules and windows except the Keywords
and Relationships modules. When printing from the Donor module, labels are not
printed for donors that have their Omit Mailing flag checked, unless you override this
in the Preferences window. When printing from a gift module, the Omit Mailing flag
in the donor record is ignored and all records are printed, unless this behavior is
changed in the Preference window. For more information, see “Do Not Mail Flag in
Exports & Label Printing” on page 139.






Report Samples &
Descriptions

This section describes each of the reports in Funpimensions, and displays examples
of most report types. For general instructions on producing and editing these reports,
and a rough guide to choosing a report, see “Reporting Basics” on page 133.

Reports in this chapter are divided into five sections. All references to menu
commands below refer to items in the Output menu:

7 Reports made with the List Statistics menu command: page 146

8 Reports made with the Record Statistics menu command: page 149

9 Reports made with the Print List menu command: page 150

10 Reports made with the Print Record menu command: page 160

11 Reports made using the Advanced Reports menu command: page 164.

Within these sections, reports are listed alphabetically. A table at the start of larger
sections lists the reports and their page number for fast reference.
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List Statistics

You use the List Statistics menu command to generate quick, on-screen or printed
summaries. The command is available in all list views except the Keywords List View.
It tells you how many records are highlighted, how many are in the list, and the total
number of records in the module. The report will also present totals for each of these
three sets, as shown in the following examples:

List Statistics for Pledges

Pledge records in database: 57 Pledge records in list: 18 Pledge records highlighted: 10
Total pledge amounts: $66,778.00 | Total pledge amounts: $55,980.00 | Total pledge amounts: $2,230.00
Total balances: §51,540.00 Total balances: $45,292.50 Total balances: §1,177.50
Total receipts: $15,238.00 Total receipts: $10,687.50 Total receipts: $1,052.50
Average payment: $32.49 Average payment: $53.47 Average payment: $20.25

e

|_Copy to clipboard |

Figure 7.1 List Statistics for Pledge List View

The Average Payments entries in List Statistics for the Pledges module is computed
based on the contents of the “Payments of” field in each pledge record, not on actual
payments. To compute an average based on actual payments, use the List Statistics
command in the Pledge Payments module and perform the necessary division using
the sums there.

In Figure 7.2 below, the List Statistics window is comparing these sets of donors:
1 All donors.

2 The donors bearing a certain keyword. This set was made by performing a search
with the Keywords command in the Find menu (you could use other searches and
criteria). In this case, the keyword designated attendance at an specific fundraising
event. This set is a subset of #1 above.

3 The top ten donors in the set in #2 above. This set was produced by sorting the set
in #2 by “Rank by Gift Amount” in descending order using Records>Sort. Then,
the first ten records were highlighted by clicking on the first record in the list,
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holding down the Shift key, then clicking the tenth record in the list (see further
explanation in “Selecting Records” on page 55). This creates a subset of #2.

This report offers a side-by-side comparison of all donors,
listed donors, and donor records that you highlight.

ﬂ\

List Statistics for Donors /
/
Tatal Doner Records: 71 Donor Records in List: 19 Highlighted Records: 10
Cionations $22.939 Conations $7.308 [Dronations $6.623
Fledges +EB. 778 Fledges +4.933 Pledges +4533
Memberships +217 Memberships + 706 Memberships +E1E
Total Gifts 91,548 Total Gifts 13,077 Total Giftz 11,772
Fledge Balances -5 540 Pledge Balances - 2438 Fledge Balances -2.091
Total Receipts $40.408 Total Receipts $10.641 Total Receipts $3.681
All Gifts Fiscal YTO: $9.476 ﬂ All Gifts Fiseal ¥TD: $3,456 il All Gifts Fiseal YTO: $2.971 ﬂ
Al Gifts Last Fiscal YTD: $4,372 Al Gifts Last Figcal YTD: $550 Al Gifts Last Figcal vTD: $500
&l Gifts Last Figcal Year $9,959 &l Gifts Last Figcal Year: $1,765 Al Gifts Last Figcal Year $1.615
B5 [92%)] of the records in database 17 [89%) of the recards in list have 10 [100%]) of the highlighted records
hawe attached giftz. attached giftz. have attached gifts.
Last donation: $200 by Klester Mfg. Co. Last donation: $400 by br. Flopd Last donation: $400 by br. Flopd
on 84342003 Thursby of Halpin Gear Co. on Thursby of Halpin Gear Co. on
8412003 8/1/2003
Dronations Fiscal YTD: $6.250
Donations Fiscal YTD: $2.550 Donations Fiseal ¥TD: $2.550
Donations Last Fizcal YTD: $2,342
. o « | Donations Last Fizcal YTD: $50 ~ || Donations Last Fiscal vTD: $0 -
Print | Copy to clipboard |

To display more of this report without scrolling:

drag this corner down to enlarge the window.

Figure 7.2 List Statistics in Donor List View

This example does not rank donors who attended the event by their giving associated
with that event, but instead ranks them by their overall giving. To rank giving for an
event, you should associate the event with the gifts it generated using the Campaign
field in Donation and Pledge records when you create the gift records. Then perform
a search in the Donation and Pledge List Views to place those records in the list view
using the Campaigns query in the Find menu. Finally, sort the records by amount
using the Sort command in the Records menu. You can use the List Statistics
command in the Donations and Pledges modules to display a total amount generated
by the event.

Through buttons, all List Statistics windows allows their contents to be printed and/
or copied to the clipboard for placement in other software. By pasting the contents
into a word processor or other software, the clipboard option allows you complete
flexibility for formatting the data.

Below is a typical Membership List Statistics report. This report analyzes each of the
three selections of membership records to calculate current, first-time, and lapsed
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members and the rate of membership renewal. The formula for renewal rate used in
these calculation is displayed at the bottom of the report.
List Statistics for Memberships

Membership records in database: 40 Membership recards in list: 40

Total, all members: $2,166.00 Total, listed members: $2,166.00

Current members: 28 Current members: 28

Current 1st time members: 28 Current 1st time members: 28

Current Renewed Memberships: 0 Current Renewed Memberships: 0

Lapsed members: 12 Lapsed members: 12

Rate of renewal: 0.000% Rate of renewal: 0.000%

Renewal rate (%} = (Current Renewed Memberships + (Lapsed members + Current Renewed Memberships)) = 100

For additional membership statistics, close this window and do Cutput menu > Advanced Reports, or click one of the General Statistics button below.

( Copy to clipboard | ( General Staltistics Report ) ( General Statislicsﬂraph ) ( General Smtistics Export | E OK )

_—

These buttons are shortcuts to items of the same name located in the Advanced
Reports window. See “Membership General Statistics” on page 196.

Figure 7.3 Membership List Statistics Report example

For additional membership statistics reporting, including graphing and exporting,
see “Membership General Statistics” on page 196.

Membership List Statistics Calculations

Current members summed with lapsed members do not equal total membership
records, because a current member may have many previous memberships. Those
previous memberships do not count as lapsed or as current memberships, because
they are neither. They are not current memberships because they have an expiration
date prior to the current day. They are not lapsed memberships because the member
has a current membership. Previous memberships do, however, count as
“Membership records in database, list or highlighted records”.

Membership List Statistics is not useful for calculating renewal rates for specific date
ranges. To perform that function, see “Membership General Statistics” on page 196.
The rest of this section explains the way Membership List Statistics works, and why it
is unsuitable for calculating renewal rates for specific data ranges.

In List Statistics, no date range is applied to the calculations. Therefore, a member is
considered “Lapsed” if they ever had a membership, and are not now current. For
example, someone who had a membership 5 years ago, and has not renewed since,
will be factored as a lapsed member “forever” unless they renew. As these accumulate
in the database, they dilute the events of your recent activity, so that adding a batch of
renewals might not change the renewal rate as much as you would expect.

It is not possible to overcome this problem by performing a date search on the
membership expiration or date paid fields (Find menu > Date in Membership List
View) and referring to the Records in List portion of List Statistics. Why? In
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calculating Lapsed Members, Funpimensions looks outside the records in list to find
renewals, and will not count the expired member in the list as “lapsed”, as long as they
have a current membership. However, it does not do this for “current members” and
“lst-time members”. To see this for yourself, do this: from the Membership List View,
do Find menu > date. Enter the From and To dates as the first and last days of any
previous month, set to search on expiration date with the Find Only Lapsed members
checkbox off and make sure Search Options in set to Normal. Now do Output menu
> List Statistics. You will observe that the Membership Records in List shows a
Lapsed count, but shows no current or 1st-time members. (You may need to use the
demo database provided with Funpimensions for this to work.)

Now, since the renewal rate relies on a count of renewals, and since the List Statistics
report finds renewals by subtracting 1st-time members from current members, and
since those counts are both zero, then renewal rate will always be zero. In fact, the
only time your renewal rate will be non-zero is if the selection contains at least one
current, non-1st-time member. Again, To see this for yourself, do this: perform the
same search and List Statistics report as in the paragraph above, but this time change
the search date range to the first and last days of next month. You will see a non-zero
renewal rate.

Record Statistics

This menu command is available from the Output menu in all Input Windows except
the Keyword and Relationship Input Window. You can also access it from List Views
by right-clicking (conTrOL-clicking on Macintosh) and choosing Record Statistics
from the contextual menu.

In all Input Windows, this command displays dates and times of creation and last
modification of the record. If security is enabled, it also displays the name of the user
who created the record and the last user who modified the record. If there are errors
in data entry, this information may help to discover the user who made the error.

In Donor Input Windows, this command produces quick, on-screen summaries of
donor gift activity. Use it in conjunction with e Information Palette and the Gift and
Graph tabs to profile the donor. In a Donor Input Window, choosing this command
displays a dialog box with the following information for that donor:

¢ Total number of donations and their total amount.
¢ Total number of pledges and the total amount of the pledges.
¢ Sum of Donations total and Pledges total above.

¢ Average gift (Donation amounts+Pledge amounts) + (number of donations
+number of pledges).

¢ Donor Since (date of first gift, if any).

¢ Total Receipts; the amount received from the donor, computed as (Donations
+Pledges) - (sum of all pledge balances, if any).

¢ Total of all outstanding pledge balances (total of both overdue amounts and non-
overdue amounts).
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¢ The creator (shown as their user name as it appears in the password dialog) of the
donor record, and the date and time the record was created.

¢ The name of the user who last modified the record, and the date and time of the
modification.

This is an example of the Record Statistics report made in the Donor Input Window:

Record Statistics for Mr. Lawrence Talbot

4 donations totaling: $1,200.55
2 pledges totaling: §1,250.00
6 donations + pledges totaling: $2,450.55

Gift summary Average gift: $408.42
for the donor Donor since: 12/28/98
appears here. First membership on: 2/1/03 Record creation

and modification
infor-mation
appears here. If

Total receipts: §1.700.55
Total unpaid pledges: §750.00

Created by Joseph Gamdeffon 1/15/95 at 10:30:00. | password security
Last modified by Unknown on 3/23/03 at 00:02:25. is off the creator or
modifier is
displayed as
\/ Print ) 'r Copy to clipboard \ ( OK 3 “unknown’.

Figure 7.4 Example of Record Statistics for Donor Input Window

Close the dialog by clicking any button. The Print button will print a likeness of the
window, while the Copy to Clipboard button places the contents of the dialog onto
the clipboard for pasting in other programs or into a donor note within
Funpimensions. Note: the information placed on the clipboard is different with this
button than with the “Clipboard-Gift Record to” menu command.

Print List

Reports made with the Print List command provide a sampled interface and are
intended to meet most of your basic, general reporting needs. They are so named
because they are produced using the Print List command from the Output menu, and
are available when a List View window is active (except the Keyword or Relationship
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List Views).One of the dialogs below appears, depending on the whether the donor
module or a gift module is active:

These tabs provide access to This help area describes the report
additional report options. ~ format when you click a radio button.

Print Options }ur XDunur Records /

Format |Include| Date Filter |

Choose a format... Faormat description:

& Detail Thiz prints the infarmation it the donar recond, and a surmary of
donhations, memberships, ahd/or pledges. for each donar in the

C Summary st

C Listing

Each danar recard will be printed on a separate page(s).

Cancel | OK |

When accessing this dialog through the Print
record command, the listing button is disabled.

Figure 7.5 Print Options dialog, Donor Module

Standard Reports for Memberships

Select a field to zort and subtotal for the report...

' Campaign

C Method

C Fund

' Payment Type
C Member Class

@& Current sort order [no subtotals)

Cancel | 0K |

\
Buttons will be disabled in the modules where
they do not apply. For example, Member Class is
enabled in the Membership module, but disabled
in the Donations module.

Figure 7.6 Print Options dialog, Gift Modules

When printing from the Donations, Pledges and Pledge Payments modules, you have
the option to sort items in the report by campaign, method, or fund*, and include the
subtotals for each category. These reports require a wide, landscape page orientation,
so be sure this option is selected in the Print/Page Setup dialog presented prior to
printing or previewing to screen.

* These labels can be edited and so may appear differently. See “Preface” on page ix.
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Printing from the Donors module offers several formats, options on what type of
gifts, if any, to include, and a filter to constrain inclusion of gifts to those made within
a date range that you specify. (You can constrain reports in other modules to a date
range by performing a date search prior to choosing an item from the Output menu.)
These options are provided through the dialogs shown in Figure 7.5.

You can also print the Detail and Summary reports for donor records from the Donor
Input Window, or by using a contextual menu in the Donor List View. This results in
the printing of a single record. For more information, see “Print Record” on page 160.

Print List reports are ideal for attachment to monthly or other periodic accounting
reports. From within a gift module, perform a search corresponding to your
accounting period, then print a column report. Not only will you have a summary
listing of each receipt, but also a total at the bottom of the report for entry into your
accounting software.

If you have some records in the Donation List View, choose the Print List command
from the Output menu, and select Sort and subtotal by Campaign* in the dialog as
show above. Your report would look similar to this example:

Your organization name here

Confidential report of 18 Donations, printed 5/28/05 by Bill Moffit, sorted by Campaign Page 1
Date  Donor Name (First, Last) Company Campaign Method Fund Amount

2/23/00 | Carl Kolchak Instant Signs Co. Buckaroo Ball '98 Email invitation General 2,500.00
3/15/00 Henry Spencer Buckaroo Ball '98 Mailed Invitation Language Education 475.00
5/18/00 Frank Booth Beaumont Hardware Buckaroo Ball '98 Mailed Invitation General 250.00
5/14/05 Egbert Sousa Buckaroo Ball '98 Email invitation General 200.00
5/16/05 Elwood Dowd Haltech Company Buckaroo Ball '98 PSA '98 Research 200.00
5/16/05 Waldo Lydecker Rampusol Buckaroo Ball '98 Mailed Invitation General 200.00
Donation Count 6 Total for Buckaroo Ball '98 Campaign $3,825.00
6/30/03 Sam Allouette Al Siete Corp. Capital Campaign '02 Telethon '02 Building 100.00
11/18/03 Ida Carmody Drovers, Inc. Capital Campaign '02 Cable TV PSA '02 General 250.00
1/5/04 Edward Jones Capital Campaign '02 Telethon '02 789.00
1/5/04 Francis Key Capital Campaign '02 Telethon '02 300.00
1/5/04 Galvin Geffin McDonald's #45501 Capital Campaign '02 Cable TV PSA '02 678.00
1/5/04 Faustus Jones Capital Campaign '02 Cable TV PSA '02 100.00
Donation Count 6 Total for Capital Campaign '02 Campaign $2,217.00
8/14/04 Randle MacMurphy Grainger Car Raffle '03 Mailed Invitation Office 117.00
8/19/04 Frank Booth Beaumont Hardware Car Raffle '03 Email invitation General 3,000.00
12/15/04 CNS Network Car Raffle '03 Email invitation Guest Speakers 100.00
1/30/05  Floyd Thursby Halpin Gear Co. Car Raffle '03 Mall walk-Up Research 1,000.00
5/17/05 Floyd Thursby Halpin Gear Co. Car Raffle '03 Mall Walk-Up General 400.00
5/19/05 Klester Mfg. Co. Car Raffle '03 Mall wWalk-Up Guest Speakers 200.20
Donation Count 6 Total for Car Raffle '03 Campaign $4,817.20
End of report Total Count 18 Total Donations $10,859.20

Figure 7.7

Donation Report, sorted and subtotaled by campaign*
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The column report for the Memberships module is similar but adds the option to sort
by the Membership Class field in that module:

Your organization name here

153

Confidential report of 16 Membership Dues, printed 5/28/05 by Bill Moffit, sorted by Member Class Page 1
Expires Donor Name (First, Last) Company Campaign Method Fund Member class Amount
03/03/05  John Chance Presidio County Awards Dinner '00 City Poster 2000 General Business 100.00
03/21/05  Ida Carmody Drovers, Inc. Capital Campaign '02  Cable TV PSA '02 Publishing Business 100.00
05/22/05 Z.T. Williams SS Magsen Restaurant Fundraiser ' Mailed Invitation Publishing Business 100.00
06/20/05  Fidelius Hildegard Ramsay Corp. Car Raffle '03 Mall Walk-Up Guest Speakers Business 95.00
11/18/05 1st National Bank Car Raffle '03 Mall Walk-Up General Business 100.00

Dues Count 5 Total for Business Member Class $495.00

05/27/05  Harold Angel Angel Investigations Goals 2000 Fund Drive  City Poster 2000 Family 50.00
06/21/05  Johannsen Blistamozo Awards Dinner '03 Radio PSA '03 Public Awareness Family 55.00
11/18/05 Hannibal Schecter Car Raffle '03 Email invitation General Family 50.00
12/10/05 1st National Bank Jazz Under the Moon '99 Special Funds Mailing 'S Family 50.00
05/12/06 Arch Stanton Civil War Museum Awards Dinner '03 Mailed Invitation General Family 55.00
Dues Count 5 Total for Family Member Class $260.00

06/10/05 Kyle Laughlin Yep Sunset Skydives, Inc. Capital Campaign '02 Telethon '02 General Individual 35.00
06/19/05 Johannsen Blistamozo Benefit Concert '03 Radio PSA '03 General Individual 35.00
11/18/05  Louise Panson Benefit Concert '03 Email invitation General Individual 35.00
03/08/06 Boake Tackman Boake Tackman Land Reclamation| Car Raffle '03 Radio PSA '03 General Individual 35.00
04/19/06 Malst Malst Gouges and Chisels Co. Benefit Concert '03 Radio PSA '03 General Individual 35.00
04/25/06 Cranston Wilberry Tankasset Manakin & Doll Corp.  Awards Dinner '03 Email invitation General Individual 35.00
Dues Count 6 Total for Individual Member Class $210.00

End of report Total Count 16 Total Dues $965.00

Figure 7.8 Membership Report, sorted and subtotaled by Membership Class

The reports depicted above do not include information about the payment form,

check or credit card number, expiration date or approval codes. To print that

information, set the choice to Payment Form in the Print Options dialog shown in
Figure 7.5, “Print Options dialog, Donor Module” on page 151. The Campaign,
Method and Fundt columns in other reports are substituted with the payment
information.

The example below was produced from the Pledge List View by choosing the Print
List command from the Output menu, and selecting Sort and Subtotal by Campaign

t These labels can be edited and so may appear differently. See “Preface” on page ix.
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in the Print Options dialog shown in Figure 7.5, “Print Options dialog, Donor
Module” on page 151:

Your organization name here

Confidential report of 11 Pledges, printed 9/12/97, sorted by Cam paign Page 1

Date Donor Name Company Campaign Fund Mailing Over|WOff[  Amount Received Balance
10/5/94 | Norman Bates Bates Motel Awards Dinner '94 | General None D D 100.00 100.00 0.00
1/5/95 | Henry Spencer Awards Dinner '94 | General None D D 170.00 170.00 0.00
Total for Awards Dinner '94 campaign 270.00 270.00 0.00
4/30/95 [ Helen Hillsdale Getstan Guitar Co. [Awards Dinner '95 |Research None g D 200.00 20.00 180.00
9/10/95 | Floyd Thursby Halpin Gear Co. Awards Dinner '95 | Public Awareness | Photo Brochure Au; D D 500.00 500.00 0.00
1/3/96 8th National Bank | Awards Dinner '95 | General None x D 200.00 20.00 180.00
2/5/96 | Henry Spencer Awards Dinner'95 | General Annual Plea '95 X (O 300.00 60.00 240.00
6/27/96 [ Norman Bates Bates Motel Awards Dinner '95 | General Annual Plea '95 g D 500.00 250.00 250.00
Total for Awards Dinner '95 campaign 1,700.00 850.00 850.00
11/1/96 8th National Bank | Awards Dinner '96 | Guest Speakers None D D 149,000.00 9,500.00 | 139,500.00
11/12/96 | Patrick Yaltan Awards Dinner '96 | General None m O 300.00 45.00 255.00
12/17/96 | Floyd Thursby Halpin Gear Co. Awards Dinner '96 [Public Awareness | Postcard Dec '96 m D 500.00 150.00 350.00
12/20/96 | Harry Callahan Tagamet Towel Co. [Awards Dinner '96 |Research Postcard Dec '96 m D 100.00 10.00 90.00
Total for Awards Dinner '96 campaign 149,900.00 9,705.00 140,195.00
Report Totals 7 0 $151,870.00 $10,825.00 $141,045.00
Written off balances - 0.00
$141,085.00
Overdue balances - 720.00
End of Report Sound balances  $140,325.00

Figure 7.9 Example of Pledge report, sorted and subtotaled by Campaign

The column report for the Pledge Payments module is similar in appearance to the
examples above, except it includes columns for payment form, check/credit card

number and credit card expiration date.
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Donor Detail Report

This report can print out most of the information in the Contact, Classification, Gift,
Graph, Relationships and Notes panes of the Donor Input Window. It is accessed
through the Standard and Print Donor items in the Output menu. You can specify
which detail elements to include in the report from items in the Include pane, and
you can specify a date filter to be applied to gifts included in the report from the Date
Filter pane. The Include pane is shown here:

Print Options for 71 Donor Records

[ Format LJ Include -r Date Filter | This option uses the
- graph settings in the
Include these items in the report Graph pane of the

. Donor Input
@ Contact Info o Donatlons. ® print Details and Totals Window. In that
M Keywords ™ Memberships ) Print Totals Only window, at least one
™ Relationships ™ Pledges > I__’ofthe Show N
: Donations, Show
Not Graph Gifts by Date ————— | 2
& Notes © Graph Gifts by Date Memberships, Show
Pledges or Show
............................................................. T()tals Check bOXeS
. 3 ‘ oK i must be turned on
Cancel for printing graphs.

Figure 7.10 Print Options dialog, Include pane

When you select one or more of the Donations, Memberships and/or Pledges
checkboxes, this report displays gift information in one of two possible formats:

¢ If the radio button for “Print Details and Totals” is on, the report displays a listing
of each individual gift, a subtotal for each gift type and a grand total for all gifts,
subject to the Date Filter settings and the gift types selected with the Donations,
Memberships and Pledges checkboxes.

¢ If the radio button for “Print Totals Only” is on, the report omits the listing of each
individual gift, but prints a subtotal for each gift type and a grand total for all gifts,
subject to the Date Filter settings and the gift types selected with the Donations,
Memberships and Pledges checkboxes.

If the Graph option is on, the printed graph uses the settings in the Donor Input
Window (see “Donor Input Window, Graph pane” on page 10). By changing the
settings in that window, you can print any combination of donations, memberships,
pledges and totals, using any of the 2p or 3D options available with the slider control.
The graph will ignore settings under the Date Filter pane; it prints a graph of all gifts
for the donor.

To print the notes for donors, check the box for Notes in the Include pane of the Print
Options dialog. This option prints the note attachments that appear in the upper
section of the Notes pane; the note area in the lower section of that pane is not
printed.

You can select this report from either the Donor Input Window or the Donor List
View. From the Donor List View, a separate report is printed for each listed donor,
while from the Donor Input Window the currently-displayed donor record is printed.
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The next page is an example of the detail report with the Contact Info, Keywords,
Donations, Memberships and Pledges checkboxes turned on in the Print Options
dialog. The graph and notes appear on separate pages if those options are selected.
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Your organization name here

Donor Detail for Mr. Lawrence Talbot, printed on 12/27/1999

Confidential

Salut

F Name

L Name

Title
Company
Address

City

State
Country
Label L1
Label L2

Letr Sal
User-Defined
User-Defined
User-Defined

User-Defined

Mr.
Lawrence
Talbot

5 Halert
London

Zip Code SJ25B-N
England Yr Birth

Mr. Lawrence Talbot

Mr. Talbot

you can change the labels for these fields
by choosing File menu > Preferences
example: spouse name

example: ask amount

011.1.646.448.1555
011.1.646.448.1555

Home Ph
Work Ph
Fax

Mobile

Email

[] omit Mailings  [] Do not call

Category | Intermediate
Type | Medium potential
Volunteer| Consulting
Solicitor| Mistimara Rilbedoo
UserDefinedDat | 00/00/00

Keywords: 6

Annual Journal '93
Golf Classic '98

Apple Harvest '95

Monthly Newsletter

Benefit Dance '94

Historic Churches Tour

Relationships: 2

Relationship Name

Constituent Type

Talbot Household | male head-of-household Primary
Plingley Family [former head-of-household
Donations: 4 Date Amount Campaign Method Fund
2/1/1999 500 | Capital Campaign '98 PSA'98 Building
1/25/1999 101
4/18/1997 100| Raft 'n camp '97 Research
3/17/1995 500( Dance Aug '95 Research
T§1201
Memberships: 3 Date Amount Campaign Method Fund
6/9/1999 35| Jazz Under the Moon '99 | Email invitation General
10/4/1997 50 Radio PSA '97
10/4/1996 51| Capital Campaign '98 TV PSA Jan '97 Publishing
7§13
Pledges: 2 Date Amount Campaign Method Fund
4/12/1998 250] Storytelling Party '97 None Research
4/1/1997 1,000| Tee Off '97 General

$1,250
$2,587 Grand Total

Figure 7.11 Donor Detail report example (notes and graph pages not shown)
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Summary Report

This report provides a capsule summary of donations, memberships and/or pledges
for each donor. The Donor List View or Donor Input Window must be the active
window to print this report. If the List View is active, the command will create the
report for all donor records in the list, so use queries and/or manual selection
techniques to reduce the list and print the report for only the records you want
included. Then choose Print List or Print Record from the Output menu, and select
the Summary button in the Print Options dialog.

Through the Include pane of the Print Options dialog, you may include or omit any
combination of donations, memberships and pledges from the report. This report
displays gift information in one of two possible formats:

¢ If the radio button for “Print Details and Totals” is on, the report displays a listing
of each individual gift, a subtotal for each gift type and a grand total for all gifts,
subject to the Date Filter settings and the gift types selected with the Donations,
Memberships and Pledges checkboxes.

¢ If the radio button for “Print Totals Only” is on, the report omits the listing of each
individual gift, but prints a subtotal for each gift type and a grand total for all gifts,
subject to the Date Filter settings and the gift types selected with the Donations,
Memberships and Pledges checkboxes.

Through the Date Filter pane, you can limit the date range of gifts that will appear on
the report. This filter examines the donation date, pledge date, and membership paid
date fields in gift records to determine which gifts to place on the report. Click ox to
proceed to the standard Page Setup and Print dialogs, then the report will print.

This is a sample of a Summary Report:
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Print List
Your organization name here
page 1 Summary of 2 Donors, printed 12/27/1999 Confidential
Name Date Campaign Method Fund Amount
Mr. Floyd Thursby
Halpin Gear Co.
Donations
12/10/1997 |Raft 'n camp '97 Research 250.00
12/1/1997 | Raffle '97 None General 400.00
9/10/1997 | Tee Off '97 Web site 751.00
8/16/1995 | Awards Dinner '95 Photo Brochure Aug '95 |Research 1,000.00
Donation Total $2,401.00
Memberships
10/6/1997 | | Annual Plea '97 75.00
Membership Total $75.00
Pledges
12/17/1999 | Awards Dinner '96 Postcard Dec '96 Public Awareness 500.00
9/10/1995 | Awards Dinner '95 Photo Brochure Aug '95 |Public Awareness 500.00
Pledge Total $1,000.00
Donor Total $3,476.00
Mr. and Mrs. Elwood Dowd
Histamine Company
Donations
9/10/1997 | Raft 'n camp '97 General 100.00
4/15/1996 | Awards Dinner '96 Annual Plea '95 Research 200.00
Donation Total $300.00
Memberships
11/14/1999 ‘Jazz Under the Moon '99 ‘Special Funds Mailing '99| General 45.00
Membership Total $45.00
Pledges
2/10/2000 | Awards Dinner '96 Postcard Dec '96 General 200.00
4/15/1997 |Raffle '97 Annual Plea '97 Public Awareness 150.00
Pledge Total $350.00
Donor Total $695.00
Donation Count: 6 Donation Total $2,701.00
Membership Count: 2 Membership Total $120.00
Pledge Count: 4 Pledge Total $1,350.00
Total Count: 12 Grand Total $4,171.00

Figure 7.12 Donor Summary report example
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Listing Report

A simple listing of donor names, companies, addresses and phone numbers is
available from the Donor List View, by selecting the Print List command from the
Output menu, then choosing the Listing button in the dialog:

Your organization name here
Confidential report of 6 Donors, printed 8/29/97 Page 1
First Name Last Name Company Address City St | Zip Home Phone Work Phone
Lawrence Talbot 5 Halert London SJ25B-N 011.1.646.448.155:(011.1.646.448.155°
Hamden Jallows 532 Untillment Lane Gillpicks LA [90261
Louise Panloss 678 Taligent Second City PA 190216
Frank Booth Beaumont Hardware 221 Vista St. Lumberton WA | 98636-7890| 1.206.555.8619 1.206.555.1986
Harry Callahan Tagamet Towel Co. 357 Wessonloss Ave. San Francisco CA |98565-7639| 1.415.555.7119 1.415.555.1971
Floyd Thursby Halpin Gear Co. 65 West Gamson Ave. Eastover NY | 98537 1.345.987.2631 1.345.987.1625
Figure 7.13 Donor contact listing

Print Record

Print Record reports are printouts of individual records. They are approximate
replications of the Input Windows, and may be used as donor receipts. To print one,
do either one of these steps:

¢ Open the Input Window of the record (donor, note, donation, pledge or pledge
payment) you want to print. Then select the Print Record command from the
Output menu. Or,

¢ In the Donor List View, right-click (conTROL-click on Macintosh) on any row; this
displays a contextual menu (see “Contextual Menu in Donor List View” on
page 94). From the menu, choose Print Detail Report with Current Settings, or
Print Summary Report with Current Settings. (This bypasses the Print Options
window, using whatever settings you last made there. Also, no Page setup or Print
dialog is displayed. If you need to change settings in these windows, use the first
procedure instead.) Or,

¢ In any List View in a gift module, right-click (conTROL-click on Macintosh) on
any row in a List View and choose Print This (gift type) Record from the
contextual menu. (This bypasses the Page setup or Print dialog. If you need to
change settings in these windows, use the first procedure instead.)

The Pledge Record Report shown below indicates the pledge status (Overdue is
shown as the status in the example), which is also displayed in the Information
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Palette when you view a pledge record on the screen. You also get a listing of all
pledge payments for the pledge, balances, due date and other features:

Your organization name here
Confidential pledge record, printed 5/20/06 by Administrator
Donor 1st National Bank
Company 1st National Bank
Pledge Amount | $10,000.00 Campaign = Awards Dinner '00
Payments Of | $500.00 Method Mailed Invitation
Pledge Frequency | Quarterly Fund | Guest Speakers
Days to 1st payment | 10 days Solicitor | Gighamsten Filbrew
Pledge Date | 5/8/04 Write Off | []
Thank You Type |Large Pledge letter Recognition Product Mug & T shirt
Thank You sent | [X] Recognition sent | [X]
Tax Deductible Amount: | $9,970.00 Balance: $2,500.00
Donor ID: 46
Pledge ID: 23 Next due date: | 2/18/08
Note
Pledge Payments
Amount Paid Date Paid Check/CC No.
1,000 6/12/03 | 48764
1,000 6/12/03 | 45435
2,000 8/9/02 | 45354
500 7/20/02 | 9283 0329 4803 9483
500 719/02 | 9873 4216 8575 4675
1,500 6/9/02 | 9873 4216 8575 4674
1,000 6/29/01 | 50947

Figure 7.14 Pledge Record report example
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Examples of this report for a donation and membership records are shown below. A

similar report is available for pledge payment records.

‘Your organization name here

Confidential donation record, printed 5/20/06 by Administrator

Donor

Company

Donation Amount
Payment Form
Check/CC No.
Expiration date
Campaign

Method

Fund

Tax Deductible Amount

Thank You Type
Recognition Product
Donation date

Note

Dialcom Telecommunications

Dialcom Telecommunicatic Donor ID: 66
Donation 1D: 194
$100.00
Match To:
Visa

1234 1234 1234 1234

609

Capital Campaign '02

Photo Brochure June '02
General

$85.00

Standard Donation lett  []

T shirt

05/18/06

Figure 7.15 Donation Record report example

Your organization name here

Confidential membership record, printed 5/20/06 by Administrator

Donor

Company

Dues Amount
Member Class
Membership Expires
Payment Form
Check/CC No.
Expiration date

Paid date

Campaign

Method

Fund

Tax Deductible Amount
Thank You Type

Recognition Product

Comment

November 9, 2006
Check

900239

11/09/05
Car Raffle '03
Mall Walk-Up
General

$95.00

Standard Donation lett X

Umbrella

Ist National Bank
Ist National Bank

Donor ID: 46
$100.00 Membership 1D: 22
Business

Figure 7.16 Membership Record report example
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Advanced Reports

For a general description of Advanced Reports and the procedure for producing
reports, exports and graphs with this command, see “Advanced Reports” on page 340.

This section describes each report available under the Advanced Reports menu
command, and provides a sample for most of them. Use the table below to help you
navigate quickly to the report you want to investigate. In the ppF version of this
document, you can click on the page numbers to jump to that report (cross references
work this way throughout this manual.) This table lists every item available through
the Advanced Reports menu command and the page number on which a sample and
description of the report may be found. The table is ordered alphabetically by report
name as it appears in the Advanced Reports window

Note: The Category, Type and Volunteer labels in donor records, and the Campaign,
Method and Fund labels in gift records may be changed through the Administrator
dialog, so they may not match the names shown in this manual. See page ix.

Table 7.1  Advanced Reports Listing

Report Name Type  Page
2nd Recipients-not same IDs Export | 166
2nd Recipients-same IDs Export | 166
Address Table Export | 166
Campaign List and Totals Report | 166
Campaign Total Report | 167
City & All Gifts, Campaign, Method, or Fund Report | 168
Country & All Gifts, Campaign, Method, or Fund Report | 168
Distribution By Amount Report | 169

All Gifts, Donations, Memberships or Pledges By Amount Report | 170
All Gifts, Donations, Memberships or Pledges by Quantity | Report | 171

Donations & Zero Balance Pledges Report

Donations & Zero Balance Pledges with Date Filter Report

Donations by Donor and Year Report | 173
Donations By Geography Graph | 174
Donor Notes-Tab Delimit and Special Delimit Export | 174
Donor Since & Last & Total Gifts Report | 176
Donors & Last Gifts Graph | 176
Donors By Gift Amount Report | 177
Donors with Keywords Export | 177
Donors With Pledges Export | 324
Donors with Relationships Export | 178
Donors with Last and Largest Report | 178
Fund List and Totals Report | 166

Fund Total Report | 167



Chapter 7 « Report Samples & Descriptions

Table 7.1  Advanced Reports Listing
Report Name
Export Entire Database as XML
Gift Average Per City, Country, Postal Code and State
Gifts By Campaign
Gifts By Category, Solicitor, Type or Volunteer

Gifts By Category, Solicitor, Type or Volunteer and Date

Gifts By City, Postal Code, State, or Country

Gifts by Date, Graph By Date
Gifts by Donor Attribute
Gifts by Fund

Gifts by Member Class

Gifts by Method

Gifts By State or Province
Gifts Last 365 Days
Gifts Previous Year

Ignore Omit Mailing Flag
Keyword Join Table
Membership First & Last
Memberships By Geography
Member Class and Totals

Membership General Statistics

Method List and Totals
Method Total

Observe Omit Mailing Flag
Overdue Pledges

Pledge Projection

Pledges By Donor and Year

Pledges By Geography

Postal Code & All Gifts, Campaign, Method, or Fund
Relationship Join Table

Solicitor and Campaign Totals

State & All Gifts, Campaign, Method, or Fund

Year End Letters

Type

Export
Graph
Graph

Report,
Graph

Report,
Graph

Report,
Graph

Graph
Graph
Graph
Graph
Graph

Report,
Graph

Report,
Graph

Report,
Graph

Export
Export
Report
Graph
Report

Report,
Graph,
Export

Report
Report
Export
Report

Report,
Graph

Report
Graph
Report
Export
Report
Report
Export

Advanced Reports

Page
178
180
180
182

184
186

188
190
180
180
180
193

194
195

195
195
196
174
166
196

166
167
199
200
202

173
174
168
205
206
168
127

165
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2nd Recipients-Not Same ID and 2nd Recipients-Same ID

These exports are used when you have gifts made “in the name of” or in memorial of
another entity. They allow you to send a thank you not to the named donor ore their
relatives, describing the gifts made in their name. For a listing of the fields exported
and other details, see “Exporting 2nd Recipient Records” on page 123 and the
enclosing chapter, “Gift Acknowledgements to Named Donors”.

Address Table

This exports the first, second and third addresses for the current selection of donors.
It is available only from the donor module. This is intended to help you move or copy
data in Funpimensions to another database. See the header row of the export for field
labels, and the description that appears when selecting this export in the Advanced
Reports window for more information.

Campaign List and Totals, Method List and Totals, Fund List
and Totals, Member Class and Totals

These reports list each campaign, method, fund or member class present in a Donor
List View or Gift List View, and display the total gift amounts for each item. When
run from the donor module, all gift types are included in the totals. When run from a
gift module, the report displays only the totals for the type of gift in the module, i.e., if
you run the report from the Donations List View, donations but not pledges or
memberships are not included in the calculations. For graph versions of this report,
see “Gifts By Campaign, Method, Fund, Member Class and Solicitor” on page 180.

Campaign Total Donations/Campaign
2982.55

Awards Dinner '00 590
Awards Dinner '95 1200
Awards Dinner '96 4950
Buckaroo Ball '98 95
Capital Campaign '98 555
Dance Aug '95 792
General 1200
Goals 2000 Fund Drive 235
Jazz Under the Moon '99 291.5
Lecture Series '99 300
Movie festival '95 3400
Raffle '97 400
Raffle May '96 1225.2
Raft 'n camp '97 7248
Tee Off '97 1976
Total 27440.25

Figure 7.17 Campaign List and Totals
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Campaign Total, Method Total, Fund Total

Advanced Reports

Last Name First Name Company Name Donor ID Number | "Awards Dinner '96"
campaign total
Booth Frank Beaumont Hardware 25 $250
Callahan Harry Tagamet Towel Co. 232 $100
Thursby Floyd Halpin Gear Co. 571 $500
Schecter Hannibal 47 $250
8th National Bank 46 $49,000
Dowd Elwood Histamine Company 235 $400
Dialcom 66 $1,000
Plingley Patrick 243 $300
CNS Network 52 $100
Lydecker Waldo Rampusol 44 $200
MacMurphy Randle Grainger 31 $200
Sousa Egbert 99 $200
Kolchak Carl Stress Matress 43 $3,000
Manufacturing
Campaign Total $55,500
for Listed Donors

Figure 7.18 Campaign Totals

This report displays each donor in the Donor List View and their total contributions
to a specific campaign, method or fund. As the template is supplied, all gift types (i.e.
donations, memberships and pledges) are included in each donor’s total, and there is
a grand total for the campaign, method or fund at the end of the report.

The Donor List View must be frontmost to use this report. Before use, you should
edit the template to display the campaign, method or fund you want by editing the
name in quotes in the report formulas. For example, if you want to run this report for
your “Annual Giving 2002” campaign, change the formulas in C2, C4 and C5 to this
campaign. The formula for C2 would be: QUERY sELECTION([Donations];
[Donations]Gift_List1="Annual Giving 2002”).

To eliminate donors who made no gifts to the campaign, method or fund from
appearing in the report, first do a search to reduce the donors in the Donor List View
to only those participating in that campaign, method or fund. For example, use the
Campaign search (Find >Campaign) prior to running the Campaign Total report to
search for donors participating in the campaign.

The template may be edited to exclude one or more gift types. To do this, delete the
column bearing the search formula for the gift type you want to omit, i.e. to omit
pledges, delete the C4 column. Then, delete the appropriate sum from the formula in
C3, i.e to omit pledges, change the formula to sum([Donations]Donation
Amount)+sum([Memberships] Amount_paid).

An export version of the Campaign Total report is available under the Exports
category of Advanced Reports. It includes the campaign total as described above, and
adds mailing information, so that you can use it to thank donors for their total
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contribution to a campaign. This might be useful at the conclusion of a lengthy
campaign, to acknowledge donors who made more than one gift to it. Before using
this export, you should perform the same editing as that described above for the
report version, i.e. setting the correct campaign name using the Report Editor.

City, Postal Code, State or Country &
All Gifts, Campaign, Method, or Fund

These reports are available under the Donations By Geography, Memberships By
Geography and Pledges By Geography sub-lists under the Reports list. You must have
the List View for Donations, Memberships, or Pledges frontmost to access these
items. As in all Funpimensions reports, the report will use only the records contained
in the List View, so you can perform a search prior to reporting to generate reports
that focus on specific subsets of your gift records.

In the example below, the City and All Gifts report lists the cities in which the donors
live, the number of gifts from each city, and the average gift for each city.

Donations by City/Town, Sorted and Subtotaled by Campaign Page 3
City/Town Campaign Total Number| Total Amount| Average Donation
of Donations of Donations per Donor
Dance Aug '95 1 $100 $100
Raft 'n camp '97 1 $500 $500
Tee Off '97 1 $300 $300
Recumbent 4 $1,100 $275
Dance Aug '95 1 $75 $75
Riley 1 $75 $75
Movie festival '95 1 $200 $200
Santa Fe 1 $200 $200
Jazz Under the Moon '99 1 $48 $48
Tabatha 1 $48 $48
Buckaroo Ball '98 1 $50 $50
Tankasset 1 $50 $50
Awards Dinner '96 1 $100 $100
Yappydog Hollow 1 $100 $100
Raft 'n camp '97 1 $50 $50
Tee Off '97 1 $250 $250
Yilips 2 $300 $150
Grand Totals/Average 66 $27,116 $410

Figure 7.19 City and Campaign example

When you choose the City and Campaign, City and Fund or City and Method
variants, the calculations above are made for each campaign, method or fund, and
subtotaled for each city.

In the example below, the Country and All Gifts report lists the countries in which
the donors live, the number of gifts from each country, and the average gift for each
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country. This report can only be run from the Donations, Memberships or Pledges

List Views.

Printed on Monday, March 11, 2002

Donations by Country

Figure 7.20 Country and All Gifts example

Country Total Number Total Amount Average Donation
of Donations of Donations per Donor
55 $24,216 $440
England 5 $1,401 $280
France 1 $99 $99
USA 5 $1,400 $280
Grand Totals/Average 66 $27,116 $410

When you choose the Country and Campaign, Country and Fund or Country and
Method variants, the calculations above are made for each campaign, method or
fund, and subtotaled for each country.

Distribution By Amount

This report is similar to “All Gifts, Donations, Memberships or Pledges By Amount”
on page 170, except that it displays only one type of gift, and is run from the
Donations or Pledges List Views instead of the Donor List View.

Donation totals by amount

Figure 7.21 Distribution by Amount (Donations)

Last Name First Name Company Donation |$1- $100- $1000+
Date $99 $999
CNS Network 7/1/1997 $100
Conner Peripherals | 11/14/1999 $47
Dialcom 8/5/1997 $5,000
10/10/1996 $1,000
Diamond Bands Inc. | 7/1/1997 $125
Digital Storage & 7/1/1997 $50
Archiving Co.
Dynix 11/3/1997 $500
EasyLink 1/4/1995 $200
Klester Mfg. Co. 12/3/1996 $200
Allouette Sam Al Siete Corp. 1/14/2000 $100
Angel Harold Angel Investigations| 8/31/2000 $85
Total $182 $1,225 $6,000
Given
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All Gifts, Donations, Memberships or Pledges By Amount

Figure 7.22 Distribution-Donations by Amount

Last Name First Name Company <$1000 $1001- >$2000
$2000
Hildegard Fidelius Ramsay Corp.
Thursby Floyd Halpin Gear Co. $2,401
Booth Frank Beaumont Hardware $4,450
Jallows Hamden
Callahan Harry Tagamet Towel Co.
Hillsdale Helen Getstan Guitar Co.
Talbot Lawrence $1,200
Panson Louise $200
McLain R. Tess Land Corp.
Whiteside Sheridan Woolley's Meals-To-Go $100
Total for ranges $300  $1,200 $6,851

This report is located in the Distribution and Cross Tabular sub-list. The example
above shows each donor’s total donations distributed across columns according to
amount ranges. A similar report is available for all gifts, memberships and pledges. In
the All Gifts version, donations, pledges and memberships are summed for each
donor, and the sum is placed in the appropriate column.

The Donor List View must be frontmost to use this report. You may edit the template
to display the ranges you want by editing the report formulas.
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All Gifts, Donations, Memberships or Pledges by Quantity

Pledge quantity by amount range

Figure 7.23 Pledge Quantity by Amount Range

First Name Last Name Company $1- $101- over Total
$100 $1000 $1000 Pledges
CNS Network 1
Diamond Bands Inc. 1
Dale Cooper Yep Cola Co. 1 1 5
Floyd Thursby Halpin Gear Co. 5 5
Frank Booth Beaumont Hardware 1 1
Hamden Jallows 0
Harry Callahan Tagamet Towel Co. 1 1
Helen Hillsdale Getstan Guitar Co. 2
Lawrence Talbot 2
Louise Panloss 0
Norman Bates Bates Motel 1 2 3
Total for Range 3 10 15

This report is located in the Distribution and Cross Tabular sub-list. The example
above shows each donor’s total pledge amounts distributed across columns according
to amount ranges. A similar report is available for all gifts, memberships and
donations. In the All Gifts version, the quantity of donations, pledges and
memberships is summed for each donor, and the sum is placed in the appropriate

column.

The Donor List View must be frontmost to use this report. You may edit the template
to display the ranges you want by editing the report formulas. To limit the report to a
subset of donors, perform searches with the Find menu before creating the report.
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Donations and Zero Balance Pledges

Donors With Donations and Zero Balance Pledges Page 1
Last Name |First Name Company Total Total Donations Gift
Donations Pledges | + Pledges Count
Dowd Elwood Haltech Company $300 $150 $450 3
‘Bates Norman Bates Motel $75 $600 $675 3
'McLain R. Tess Land Corp. $1,000 $1,000 1 '
Kolchak Carl Instant Signs Co. $3,000 $3,000 2
‘ Totals for report $3,375 $1,750 $5,125 9

Figure 7.24 Donations and Zero Balance Pledges

This report lists donors and all their donations, together with all their pledges having
a zero balance (i.e. fulfilled pledges).

Donations and Zero Balance Pledges with Date Filter

Donors With Donations and Zero Balance Pledges (Date Filter Applied) Page 1
Last Name |First Name Company Total Total Donations Gift
Donations Fulfilled |+ Fulfilled | Count
YTD Pledges Pledges
YTD YTD

| Dowd Elwood Haltech Company $200 $150 $350 2
|Bates Norman Bates Motel $75 $600 $675 3
|McLain R. Tess Land Corp. $1,000 $1,000 1|

Kolchak Carl Instant Signs Co. $500 $500 1

Totals for report $775| $1,750 $2,525 7

Figure 7.25 Donations and Zero Balance Pledges with Date Filter

This report lists donors and their donations, together with their pledges having a zero
balance (i.e. fulfilled pledges).

A date filter is applied so that only donations and fulfilled pledges with the date range
are shown. The default date filter is year-to-date, but you can edit the formulas in

columns c24 and c25 (pledge dates) and c26 and c27 (donation dates). For general
help editing formulas, see “Formula Editor” on page 364.

For example, to change the date range to a specific date range, use the formulas below,
substituting your start date for x and your end date for v:

¢ In c24:Query Selection([Pledges];[Pledges]Pledge Date>=rx)

¢ In c25: Query Selection([Pledges];[Pledges]Pledge Date<=1yt)

¢ In c26: Query Selection([Donations];[Donations] Donation Date>=rxt)

¢ In c27: Query Selection([Donations];[Donations]Donation Date<=yt)
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The exclamation marks shown above must surround your dates, and the dates should
be in the MM/DDAY format (e.g. 3/20/59).

Donations or Pledges by Donor and Year

This report lists the donations in the Donation or Pledge List View, grouped by

Donor Name or Company Name. For each donor, the donations are sorted by gift
date, with a subtotal and gift count displayed for each year, and a total and gift count
for each donor. The report concludes with a total and count for all gifts in the report.

Printed on Wednesday, July 4, 2001 Donations, Sorted and Subtotaled by Year Page 1
Last Name First Name Company Name Donation Date| Amount| Campaign Method Fund
Talbot Lawrence 3/17/95 $500.00| Dance Aug '95 Email invitation Research
Total, 1995 $500.00  Gift Count for 19951
4/18/97 $100.00| Raft 'n camp '97 Radio PSA '97 Research
Total, 1997 $100.00 Gift Count for 1997|1
1/25/99 $100.55| Buckaroo Ball '98 Special Funds Mailing | General
'99
2/1/99 $500.00| Capital Campaign '98 PSA '98 Building
Total, 1999 $600.55 Gift Count for 1999 2
Total, All Years' $1,200.55 Gift Count, All Years| 4
Gift Amount,|  $1,200.55 Gift Count, 4
Report Total Report Total

Figure 7.26 Donations By Donor and Year
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Donations By Geography, Memberships By Geography, Pledges
By Geography

These items only appear when you choose Advanced Reports while the Donations,
Memberships or Pledges List Views are frontmost. They offer a variety of ways to
graph gifts by city, postal code, state or country.

When this item is selected, the graph window lets you choose the types of
information to graph. The Y axis (vertical) is always gift amounts. The X axis lists the
geographical region. The z axis is suppressed if you choose None from the popup
menu for the axis; otherwise, you can use it to divide the gifts for each geographical
region according to Campaign, Method, or Fund.

You can create several of these graphs and display them at the same time. To print a
graph, choose Output > Print Graph.

This is an example of the Donations By Geography graph:

866 Graph Gift Amounts by Donor Geography for 17 Donation Records
Choose the Data to Graph (Y axis is gift amount)...
X Axis  City/Town =+ Z Axis  Campaign fe
Update Graph | Beep when done
3,000
$2,900 E #wards Dinner ‘03
$2J600 [ Benefit Concert ‘03
$2J4gg W EBuckaroo Ball 93
42 200 ] Capital Campaign '02
42,000 W Car Raffle ‘02
1,800 B Jazz Under the Maon 99
1,600 B Restaurant Fundraiser 01
$1,400
$1,200
$1,000
$800
$e00
$400
$200 I I
A N P | P IR | B
0 t t f + t t t t t t + t {
Eelrnont Hill - Fortress Hanover Lumnberton  MNew York Santa Fe
Albugquerque  Filband Gothorn Lividten MNapa Riley  ‘appydog Hollow
— —
20 Column (}— X axis label orientation: |_J Flush @ Staggered |_J) Vertical
A
——

Figure 7.27 Donations By Geography example

Donor Notes, Tab Delimit and Special Delimit Exports

This item appears only when you choose Advanced Reports while the Donor List
Views is frontmost.

When exporting notes with this command, every note associated with the records in
the Donor List View is exported. (To export a selection of notes other than this, use
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Output>Export from the Note List View. See “Export” on page 344.) The following
fields appear in the output file:
Figure 7.28 Fields in Note Exports

Field
Number Field Name

—

Last Name
First Name
Salutation
Company
Donor ID
Note Date
Author
Subject

O 0 NN N U A W

Secure

—_
(=]

Note

Fields 1-5 are from the related donor record; the other fields are from the note record.
The picture field in note records is not exported.

If you choose the “Tab Delimit” variant of the export, the export is structured with a
carriage return (ascir 13) between records, and a tab character (ascir 9) between
fields. This is the same structure as that used by other exports from Funpimensions.
The problem with this option is that return and tab characters within the note text
itself will confuse whatever software is used to read the note data. To solve this
problem, you have the option of using special non-printing characters as delimiters.
Using the “Special Delimit” variant requires that you configure your spreadsheet or
other software used to open the export file, to recognize these special, non-printing
characters as the field and record delimiters. The special delimiters are asci 252 for
fields and ascir 253 for records. If you would prefer to use some other characters as
delimiters, just export with the “Special Delimit” variant and use a text editor to “find
and replace” the special characters in the export file with whatever characters you
would prefer.

To export notes, follow this procedure:

1 Inthe Donor List View, generate the selection of donors having the notes you want
to export. See “Selecting Records” on page 55 for information on generating a
selection.

2 Choose Output menu>Advanced Reports, In the Exports sub-list, choose Donor
Notes-Tab Delimit or Donor Notes-Special Delimit (see above).

3 Click the Export button.

4 In the next dialog, type a name for the export file and choose a location for it, then
click the Save button.

5 The export is performed, and a message appears at its conclusion displaying the
number of notes exported.
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Donor Since & Last & Total Gifts

Donor Since, Last Gifts, and Total Gifts, Printed Friday, March 16, 2001

Last First Company Last Date Last Date Last Date Donor Total Gifts
Name Name donation pledge dues Since
Blistamozo Johanns $200] 7/1/1995 $35] 6/9/1999 7/1/1995 $390
en
Booth Frank |Beaumont $3,000 2/28/1997 $400 2/28/1995 $25 10/5/1997 2/28/1995 $4,875
Hardware
Callahan Harry |Tagamet Towel $100, 12/20/1999 $50 10/5/1997 10/5/1997 $150
Co.
Hildegard Fidelius | Ramsay Corp. $95 1/9/1997 1/9/1997 $95
Hillsdale Helen |Getstan Guitar $120, 12/30/1999 4/30/1997 $330
Co.
Jallows Hamden $75 6/9/1999 $75/ 10/5/1997 10/5/1997 $150
McLain R. Tess Land Corp. $1,000 11/3/1999 $35 12/8/1996 12/8/1996 $1,035
Panson Louise $200; 8/19/1995 $150, 12/14/1999 $25 6/9/1999 8/19/1995 $435
Talbot Lawren $500! 2/1/1999 $1,000 4/12/1998 $51 6/9/1999 3/17/1995 $2,586
ce
Thursby Floyd Halpin Gear Co. $1,0000 12/10/1997 $500, 12/17/1999 $75 10/6/1997 8/16/1995 $3,476
Whiteside Sherida | Woolley's $100; 6/19/1997 $23 11/3/1999 $35 6/9/1999 6/19/1997 $158
n Meals-To-Go
Donor count: (11 Gift Totals: $5,000 $3,368 $501 $13,680

Figure 7.29 Donor Since & Last & Total Gifts

This report lists the most recent donation, membership and pledge for each donor,
and the date of their first gift. The Donor Since column displays the earliest donation
or pledge: memberships are not considered. The Donor List View must be the
frontmost window to use this report.

Similar information may be found in the graph “Donors & Last Gifts” on page 176
and the report “Donors with Last and Largest” on page 178.

Donors & Last Gifts

This report will produce a bar chart with 3 bars per donor. One bar represents their
last (last="“most recent”) donation, the next bar their last pledge and a third bar their
last membership dues payment. By deleting columns in the template, you could
choose to show only one or two of the gift types (click column header to highlight
column, then choose Delete Column from the Edit menu).

Similar information may be found in the reports “Donor Since & Last & Total Gifts”
on page 176 and “Donors with Last and Largest” on page 178, but these are not
graphs.

To edit this template, choose Output Menu > Report Editor, then File menu > Open.
The template is located at FUNDimensions folder/Report Templates/Donors/
Graphs/Donors & Last Gifts.
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Last Name | First Name Company Total Total Donations Gift
Donations Pledges + Pledges Count

Hildegard Fidelius Ramsay Corp. 0
Jallows Hamden $75 $75 1
Callahan Harry Tagamet Towel Co. $100 $100 1
Whiteside Sheridan Woolley's Meals-To-Go $100 $23 $123 2
Hillsdale Helen Getstan Guitar Co. $330 $330 2
Panson Louise $200 $150 $350 2
McLain R. Tess Land Corp. $1,000 $1,000 1
Talbot Lawrence $1,200 $1,250 $2,450 6
Thursby Floyd Halpin Gear Co. $2,401 $1,000 $3,401 6
Booth Frank Beaumont Hardware $4,450 $400 $4,850 4

Totals for report $8,351 $4,328 $12,679 25

Figure 7.30 Donors by Gift Amount

The Donors By Gift Amount report displays the total of pledges and donations for

each donor and the count of gifts for each donor. There are similar functions in the
Sort dialog (Records menu>Sort, page 290) to rank donors in the Donor List View.
You could customize these reports to reverse the sort order or include memberships
or additional fields from the donor record.

The Donor List View must be frontmost to use these reports.

Donors With Keywords

This export produces a text file containing basic donor information and the keywords
assigned to each donor. Each keyword is separated by a semicolon and space (“; ©).
The semicolon and space delimiter may be changed by editing the formula in column
C1 of the template for the export.

The report is sorted on the Donor Last Name but this may be edited. You may also
add columns such as mailing address, phone number, email address, etc.

You may view and print the export file using any spreadsheet program.

To edit this template, choose Output Menu > Report Editor, then File menu > Open.
The template is located at FUNDimensions folder/Report Templates/Donors/
Exports/ Donors with Keywords. See also “Keyword Join Table” on page 195.

A similar report is available for exporting relationships; see “Donors with
Relationships” on page 178. See
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Donors with Last and Largest

Printed on Wednesday, March 14, 2001 Last and Largest Gifts per Donor
Last Name |First Name |Company Date of last Last Largest Date of last Last Largest Date of last | Last Largest
donation donation donation | membership | membership | membership pledge pledge | pledge
Booth Frank Beaumont Hardware 2/28/1997 $1,200 $3,000! 10/5/1997 $25 $25 2/28/1995 $400 $400
Callahan Harry Tagamet Towel Co. 10/5/1997, $50 $50, 12/20/1999 $100! $100!
Hillsdale Helen Getstan Guitar Co. 12/30/1999 $210 $210
Jallows Hamden 10/5/1997 $75 $75 6/9/1999] $75 $75
McLain R. Tess Land Corp. 12/8/1996) $35 $35 11/3/1999 $1,000] $1,000]
Panson Louise 8/19/1995 $200 $200] 6/9/1999 $35 $35 12/14/1999 $150 $150
Talbot Lawrence 2/1/1999 $500 $500] 6/9/1999 $35 $51 4/12/1998 $250 $1,000]
Thursby Floyd Halpin Gear Co. 12/10/1997 $250 $1,000! 10/6/1997 $75 $75 12/17/1999] $500 $500
Whiteside Sheridan Woolley's Meals-To-Go 6/19/1997 $100, $100] 6/9/1999] $35 $35 11/3/1999] $23 $23

Figure 7.31 Donors with Last and Largest Gifts

This report displays the amount of the last gift made by each donor listed. Possible

changes you could make to this report include eliminating columns irrelevant to your
fundraising activities, or replacing the last gift with the calculated amount of the most
recent 3 gifts. Their is also a graph version of this report, displaying only the last gifts.

The Donor List View must be frontmost to use this report.

Similar information may be found in the graph “Donors & Last Gifts” on page 176
and the report “Donor Since & Last & Total Gifts” on page 176.

Donors with Relationships

This export produces a text file containing basic donor information and the
relationships assigned to each donor. This is the same listing of relationships you see
when you open the Donor Input Window and click the Relationship tab, as shown in
“Donor Input Window, Relationships pane” on page 12.

Each relationship in the export is separated by a semicolon and space (“; “). The
semicolon and space delimiter may be changed by editing the formula in column C1
of the template for the export.

The report is sorted on the Donor Last Name but this may be edited. You may also
add columns such as mailing address, phone number, email address, etc.

You may view and print the export file using any spreadsheet program.

To edit this template, choose Output Menu > Report Editor, then File menu > Open.
The template is located at Funpimensions folder/Report Templates/Donors/Exports/
Donors with Relationships.

A similar report is available for displaying keywords; see “Donors With Keywords” on
page 177. See also “Relationship Join Table” on page 205.

Export Entire Database as XML

You can export the entire database, including user preferences, calendar data and
data otherwise inaccessible, by using this export. Current selections are ignored: all
records from all tables are exported. Passwords and certain other data are exported in
encrypted form, which can only be decrypted during the xmL import process
available elsewhere in the software (“XML Import Procedure” on page 99).
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This export is usually performed in conjunction with the Import XML function to
restore a damaged database.

Follow this procedure to perform the export:
1 Working from the Donor List View (page 5), do Output > Advanced Reports.

2 In the Advanced Reports window, scroll the lost at left as necessary to locate the
Export theme. Expand the theme and click on Export Entire Database as xML.

3 Click the Export to Disk... button.

4 Click the Export at Next Launch button in the dialog that appears:

Confirm

The export will be performed when you quit and re-launch
FUNDimensions.

-

( Cancel Export 3 ( Export at Next Launch )

Figure 7.32 Export XML at Next Launch confirmation

5 Immediately quit and re-launch Funpimensions. During startup, the window
below appears. Click the Export button:

Confirm

An export of the entire datbase to XML files is scheduled
for this time. Click Export to proceed, or Cancel to skip

g the export.
{

( Cancel ) (—Expan—)

Figure 7.33 Confirm Export at Startup window

6 A window appears to select or create a folder to receive the export, which will
consist of 25 or more files. Select a folder, then click the Choose button.

7 The export begins. It will require significant time to complete. To cancel the
export process, type the EscapE key.

Upon completion, the folder you specified in step 6 is opened in a window in your
operating system, displaying the files created by the export. Each file bears the name
of the table from which it received its data, followed by a suffix of .xml. You can open
these files in Microsoft Excel®, any text editor, and in software specialized to edit xML.
The files can be imported back into a FuNpimensions data file following the
instructions at “XML Import Procedure” on page 99.
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Gift Average Per City, Country, Postal Code and State

These items are available when the Donor List View is frontmost. In the Advanced
reports window, choose Graphs> Gifts By Geography to see these items. The graph
plots the average gift per donor on the Y axis against the geographical region in the X
axis, as shown in this example:
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Figure 7.34 Gift Average per City example

Gifts By Campaign, Method, Fund, Member Class and
Solicitor$

These graphs are available from the Donor List View and from gift modules (see
“Gifts by Category, Solicitor, Type or Volunteer” on page 182 for documentation of
Gifts by Solicitor from the Donor List View). They calculate the total giving
associated with campaigns, methods, solicitors, member classes or funds, and plot
the amounts. The gifts in the calculations will be those associated with whatever
donors records make up the current selection in the Donor List View, or the current
gifts in a Donation, Membership or Pledge List View; this allows you to make these
charts for a specific subset of your donors or gifts. When you run these reports from
the Donor List View, all gift types are included in the graph. When the graph is run
from a gift module, only gifts belonging to that module’s list view are graphed.

1 The Campaign, Method and Fund labels may be changed through the Administrator di-
alog, so they may not match the names shown in this manual. See page ix.
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For a textual version of this chart, see “Campaign List and Totals, Method List and
Totals, Fund List and Totals, Member Class and Totals” on page 166.

€n
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Board
Intermediate
Major
Minor
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Prospect
Related Assoc.
Unknown
YIP

'§ 4w

2 Jalr

Figure 7.35 Graph By Campaign example
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Gifts by Category, Solicitor, Type or Volunteer**

This report or graph displays the gifts of donors in the current Donor List View,
subdivided according to the category or solicitor to which donors are assigned in the
Classification pane. The result is similar to the Gifts By Category and Date report,
except that there is no filtering or separating of gifts according to date—all gifts will
appear in the report or graph. Another difference is that this report does not list
individual donors, but instead breaks out gifts according to gift type.

See also the “Solicitor and Campaign Totals” on page 206.

This is an example of the report:

Printed on Thursday, May 9, 2002 Gifts By Donor Category Page 1
Donor Category Total Donations Total Pledges Total Memberships |Total Gifts
$2,862 $725 $430 $4,0 Z
Archive $2,465 $52,450 $245 $55,160
Board $3,571 $3,050 $220 $6,841
Intermediate $6,895 $1,520 $250 $8,665
Major $4,647 $3,800 $160 $8,607
Minor $2,124 $2,063 $436 $4,623
Press $1,100 $1,370 $50 $2,520
Prospect $3,000 $1,670 $155 $4,825
Related Assoc. $200 $730 $35 $965
Unknown $200 $0 $190 $390
VIP $50 $200 $0 $250
Total, All Categories $27,115 $67,578 $2,171 $96,864

This column will list Solicitors, Types
or Volunteers in reports by that name.

Figure 7.36 Gifts By Category report example

** The Category, Type and Volunteer labels may be changed through the Administrator
dialog, so they may not match the names shown in this manual. See page ix.
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This is an example of the graph:

® cn

File Edit Text Chart Object Database
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This axis will list Solicitors, Types or
Volunteers in graphs by that name.

Figure 7.37 Gifts By Category graph example
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Gifts By Category, Solicitor, Type or Volunteer and Datet ¥}

This report version of this item displays the total gift level for each donor, for gifts
made within a specified date range. The donors are sorted and subtotals are
calculated for each Donor Category. If you track categories such as foundation,
business, individuals, or other categories, this report will compare the giving levels
from those categories.

The Donor List View must be frontmost to use this report, or to produce the graph
version referred to below. This is an example of the report:

This column will list Solicitors, Types or Volunteers in reports by that name.

Printed on Thursday/ay 9,2002 Gifts By Category and Date
Category Last Name First Name Company Name Gifts Year Gifts Gifts 2
To Date Last Year Years Ago
CNS Network
Lydecker Waldo Rampusol
Madoux Joan Custom Removals & Repossesion
Ruston Doris $600.00
Board Donor Count: 6 Gift Totals: $800.00
Panson Louise
Dialcom
Calumet Carton
Landsdowne Mauricio Quincy Potato Barns Inc $35.00
Wilberry| Cranston Hedon Corp.
Collins Eadie Noir Photo
Houston Sam Gearco
Rue D'Gallo| Rufus| Almost There Productions
Lunkhauser Kirsten Lunkhauser Decorating Co.
Valens Tom Los Angeles Police Department $85.00
Valens! Joanie Decroix Photography $40.00 $300.00
Cyphre| Louis] Talent Investments Associates; $250.00
Intermediate Donor Count: 12 Gift Totals: $40.00 $670.00
Booth Frank Beaumont Hardware
Diamond Bands Inc.
Conner Peripherals
Lang Bobby Zeus Storage
Ruston James $150.00
Carmody| Ida Drovers, Inc. $250.00
Major Donor Count: 6 Gift Totals: $400.00

Figure 7.38 Gifts By Category and Date example (report version)

You may change the date range by editing the formula in the Donations+Pledges
column. Their are also 2 graph versions of this report, displaying either all gifts or
only gifts in a date range.

tt The Campaign, Method and Fund labels may be changed through the Administrator
dialog, so they may not match the names shown in this manual. See page ix.
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The graph version of this report (listed under the Graph sub-list in Advanced
Reports) displays the donations and pledges for each Category. There is no listing of
specific donors as there is in the report above. This is an example of the graph:
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This axis will list Solicitors, Types or Volunteers in graphs by that name.

Figure 7.39 Gifts By Category and Date example (graph version)
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Gifts By City, Postal Code, State, or Country

These items are available under the Gifts By Geography sub-list of the Graph list in
Advanced reports. The Donor List View must be frontmost to access these items.

Drawing a list of cities and towns from the City field in donor records, this report lists
the number of donors and gifts for each city, and other statistics, as shown here:

Figure 7.40 Gifts By City example

City Donor Records |[Total Number Donor Records in|Total Amount|Average Gift
in City of Gifts in City with at of Gifts in per Donor in
City Least 1 Gift City City

2 2 1 $150 $37
Albuquerque 1 2 1 $350 $175
Amesbury 1 3 1 $355 $118
Amherst 1 1 1 $90 $90
Belmont Hill 1 2 1 $250 $125
Boston 1 1 1 $100 $100
Chicago 1 2 1 $225 $113
Eastover 2 10 2 $3,634 $275
Falcrest 2 5 2 $49,385 $8,238
Festapod 1 1 1 $100 $100
Filband 1 2 1 $575 $288
Fort Sumnter 1 1 1 $100 $100
Fortress 1 3 1 $6,035 $2,012
Fresno 2 1 1 $789 $394
Gijinks 1 5 1 $1,493 $299
Gilford 1 5 1 $695 $139
Gothom 1 2 1 $600 $300

For a listing using a specific list of donation, membership, or pledge records from
your database, see “City, Postal Code, State or Country & All Gifts, Campaign,
Method, or Fund” on page 168.
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The graph version of this report plots the city names against the information shown
in the Total Amount of Gifts in City column of the report (see figure above), as
shown in this example:

® «n M=%
|File Edit 7o Chart Object Database
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Figure 7.41 Gifts By City example, graph version

For a chart of the Average Gift per Donor in City column of this report, see “Gift
Average Per City, Country, Postal Code and State” on page 180. For a chart of specific
donations, memberships or pledges (as opposed to the combination of all three types
of gifts represented in this report), see “Donations By Geography, Memberships By
Geography, Pledges By Geography” on page 174.
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Gifts by Date and Graph By Date

This graph is available in the Donor, Donations, Memberships, Pledges and Pledge
Payments modules. It is labeled Gifts by Date in the Donor module, and labeled
Graph by Date in all other modules.

™ Graph Gifts by Date for 71 Donor Records E]@

Set the number of periods, period length and starting date. ..
Graph for _ Months ~| starting on |10/20/02

Select which gift types pou want to include. ..

¥ Graph Donations

V¥ Graph Memberships (o et e et [V Beep when done

I¥ Broph flodaes 0 Graph Gift Quantity :
[~ Graph Fledge Payments ) Display Start & End Date

¥ Graph Total Gifts [ho Pledge Payments) % Display Start Date Only

:;ggg [ Donations

$3,600 O Memberstips
$3.400 B Pledges
$3.200 B Giit Total
$3.000
$2.800
$2.600
$2.400
$2.200
$2.000
$1.800
$1.600
$1.400
$1.200
$1.000
$800
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$400
$0 ' '

1042042002 1142042002 1242042002 1/20/2003 2/20/2003 3/20/2003

20 Calumn f——1 # aviz label orientation: €% Flush € Staggered {0 Vertical

Figure 7.42 Gifts by Date example

This graph requires you to specify five parameters:

¢ The number of days, weeks, months, quarters, half-years or years that you want to
graph. For example, if you want to graph one bar for each of the last twelve
months, enter “12” (this is the default value). This entry must be between 1 and 60
inclusive.

¢ The length of each period to graph. This is done with a pop—up menu that offers a
choice of days, weeks, months, quarters, half-years or years.

¢ The date on which to begin the graph. This defaults to the current month minus
one year. Enter any date you wish here, on or prior to the current date. In us
systems, the format is month/day/year. (For date entry shortcuts, see “Date Entry”
on page 49.)

¢ A choice of records to graph. These choices exist only if you initiate the graph
from the Donor List View (i.e. only for the Gifts by Date, not for Graph by Date
items.)
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¢ A choice to display the either the amounts (in currency units) or quantity (i.e.
number) of gifts. Turn on the Graph Amount or Graph Quantity radio button to
specify your choice.

Click the Draw Graph button to draw or update a graph after setting the items above.
The button label then changes to Update Graph; click it if you make further changes
to the graph settings. The Enter key may be used instead of clicking.

You can work in other windows while the graph is being made or printed by clicking
another window or using menu commands in the File menu. Use the “Beep when
done” checkbox to have the software notify you when graphing is complete.To cancel
the graphing process, press ESCAPE.

The graph appears in its own window; you may scroll to see the entire graph and
adjust the window size to display as much of the graph as possible on your monitor.

You may print this graph with the Print Graph command in the Output menu. The
size of the printed graph reflects its size on screen. If the screen size and paper setup
you use would cause the graph to be split (tiled) across multiple pages, that’s what will
happen when you print. To prevent or control this, resize the graph on your screen, or
use the scaling function in your Print Setup (Windows) or Page Setup (Macintosh) to
change the printed graph size. Alternately, use the steps below to copy the graph into
a graphics program, and edit the size and print using that software.

To copy the graph for use in other software, just click on it. Handles appear around
the graph perimeter. Choose Edit> Copy, then switch to a graphics program, word
processor, or other software and paste (Edit>Paste).
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Gifts by Donor Attribute

This graphs keywords, relationships or donor list items against gift list items and gift
amounts. This assists in determining the best fundraising strategies for donors by
displaying the Campaigns, Methods, Funds or Solicitors that were most effective with
various donor groupings you have defined through keywords or donor choice lists
(Category, Type, Volunteer or Solicitor fields). In this example, several keywords have
been selected to graph with Campaigns:

You can select an item in this list by clicking or using the arrow keys.

806 Graph Donor Anrip@tes, Gift Attributes and Amounts for 71 Donor Records
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These controls affect the graph appearance. Settings are preserved
for the next time you use make a Graph by Donor Attributes.

Figure 7.43 Graph by Donor Attributes example (Keywords versus Campaign configuration)

This graph works as follows:

1 Itlocates donors in the current selection that have the keyword, relationship or
choice list items (donor attributes) you select. The keywords, relationships or
donor choice list items become the x or z axis. The example uses keywords and
graphs them on the z axis.

2 The gifts made by these donors are found.

3 The software scans one of the three choice list fields in the found gifts, and a list is
built consisting of all the unique values for the field (gift attributes). You can
choose which choice list field will be used to construct this list. This list becomes
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the z or x axis, depending on the selection you make in #1 above. The example
plots Campaigns on the x axis.

4 For each combination of keyword or donor choice list item, and gift choice list
item, the amount of gifts is calculated. This becomes the v (vertical) axis.

By plotting gift amounts as a function of donor attributes and gift attributes, the
graph attempts to show what kinds of campaigns, communication techniques,
purposes, or solicitors work best with donors having various attributes. This can help
you anticipate which appeals may work well with prospects and newer donors, by
finding out what appeals worked well with older donors that share the same
attributes.

For example, suppose you track your donors' membership in several third-party
organizations. You might have this information because you purchased the
membership lists of these organizations, or because your donors completed a
questionnaire.

The graph might help you discover that members of one organization responded
much better to your last annual appeal letter, than did members of another
organization.

So, next year you send a similar letter to members of the first organization, but you
use Funpimensions' searches to generate a separate mailing list for the second
organization, and you send them a different letter, which is better tailored to the
interests they have demonstrated by being a member of the second organization, as
opposed to the first organization.

This graph may take some time to calculate and draw. For convenience, you can
configure the software to beep when the graph is complete, and you can continue to
work in all other parts of the software while the graph is being constructed. You can
also create multiple graphs and display them simultaneously, just by again selecting
Gifts by Donor Attributes from the Advanced Reports window, while the first graph
is still on the screen.

Each graph will be constructed from the selection of donors present in the Donor List
View at the time you click the Configure button in the Advanced Reports window. To
graph a different selection of donor records, create another graph.

To create a graph, follow this procedure:

5 If the Donor List View is not already the active window, click on it to bring it
forward, or select File>Donors.

6 Select Output> Advanced Reports. In the advanced Reports listing, select Gifts by
Donor Attributes from the Graph theme.

7 The window above appears. In the upper left corner, select the donor attribute type
you want to include in the graph from the popup menu.

8 Just above the graph area, select the gift attribute you want to graph from the
popup menu.
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9 Now choose specific donor attributes to graph. To do this, either click the Add All
to Graph button, or select items from the scrolling list one at a time, clicking Add
to Graph between each one. The graph will draw.

10 Edit the graph appearance in 3 ways. These do not change the data being graphed,
but only change the way it is displayed:

0 Choose x or z from the popup menu in the upper right of the window. This
swaps the Donor Attribute axis with the Gift Attribute axis. You may find that a
graph displays with less collision of labels with one setting or another.

0O Move the slider control in the lower left of the window to change the graph
type.

0 Click a radio button in the lower right to change the orientation of x axis labels,
to avoid label collision and maximize readability.

11 Editing settings other than those above will change the data to be graphed and will
initiate a redraw of the graph.

12 To eliminate a specific donor attribute from the graph, select it in the scrolling list,
then click Remove From Graph. The graph redraws to reflect the change.

13 Turn on the Beep When Done checkbox to have the program issue a standard
computer beep when graphing is finished. This lets you work elsewhere while you
wait for results.

14 Resize the graph by dragging the lower right corner of the window. This can help
you avoid collisions of labels.

15 To print your graph, chose Output > Print Graph. The size of the printed graph
reflects its size on screen. If the screen size and paper setup you use would cause
the graph to be split (tiled) across multiple pages, that's what will happen when
you print. To prevent or control this, resize the graph on your screen, or use the
scaling function in your Print Setup (Windows) or Page Setup (Macintosh) to
change the printed graph size. Alternately, use the step below to copy the graph
into a graphics program, and edit the size and print using that software.

16 To copy the graph for use in other software, just click on it. Handles appear around
the graph perimeter. Choose Edit>Copy, then switch to a graphics program, word
processor, or other software and paste (Edit>Paste).
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Gifts By State or Province

State/Province |Total Gifts
GA $3,310.00
ID $100.00
IL $450.00
IN $695.00
MA $795.00
MO $1,145.00
MT $3,695.00
NC $45.00
NH $255.00
NM $2,490.00
NY $5,584.00
PA $300.00
RI $85.00
SC $160.00
TX $52,465.00
WA $6,475.00
Wi $270.00
YN $600.00
Total Gifts $78,919.00
Average for State $1,753.75
Count of States 45

Figure 7.44 Gifts by State or Province

This report lists all the states or provinces appearing in the current Donor List View,
and calculates the total gifts for each one.

The gift calculation could be limited to a specific data range by using the Report
Editor to insert formulas.

A graph version of this report is also available.

The Donor List View must be frontmost to use this report.
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Gifts Last 365 Days

Donor Name Total Giving
Previous 365 days

Mr. John Chance $100.00
Mr. Boake Tackman $60.00
Mr. Edward Jones $789.00
Mr. Francis Key $300.00
Mr. Galvin Geffin $678.00
Mr. Faustus Jones $100.00
Mr. Richard Martin, Ph.D $90.00
Mr. Harold Angel $135.00
Mr. Louis Cyphre $250.00
Ms. Ida Carmody $250.00
Ms. Joanie Valens $340.00
Ms. Doris Ruston $600.00
Mr. Phillip Ruston $25.00
Sgt. Tom Valens $85.00
Dr. James Ruston $150.00
Agent Dale Cooper $300.00
Total Gifts $4,252.00

Figure 7.45 Gifts Last 365 Days

This report lists each donor appearing in the Donor List View, and calculates their
total gifts for the previous 365 days, counting back from the current date. Their is
also a graph version of this report.

The Donor List View must be frontmost to use this report.
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Gifts Previous Year

Last Name First Name Company Total Gifts
last Year
Allouette Sam Al Siete Corp. $120
Angel Harold Angel Investigations $85
Carmody Ida Drovers, Inc. $15
Cyphre Louis Talent Investments Associates $12
Geffin Galvin McDonald's #45501 $678
Jones Faustus $100
Key Francis $300
Martin, Ph.D |Richard $90
Ruston James $15
Phillip $25
Doris $500
Valens Tom Los Angeles Police Department $50
Joanie Decroix Photography $75
Donor Count: |13 Total Amounts: $2,065

Figure 7.46 Gifts Previous Year

This report displays each donor in the Donor List View with their total gift amount of
the previous calendar year. Their is also a graph version of this report.

The Donor List View must be frontmost to use this report.

Ignore Omit Mailing Flag

This export creates the same export as that obtained with the Export menu command
(Output menu>Export), except that records with the Omit Mailing flag are included
in the export.

Keyword Join Table

This exports the Keyword/Donor 1p pair for each keyword assigned to a donor. It is
available only from the Keywords module. This is intended to help you move or copy
data to another database. See the header row of the export for field labels, and the
description that appears when selecting this export in the Advanced Reports window
for more information.

In addition to the Keyword/Donor 1p pair, the export contains the donor name,
company name and keyword note. This makes the export useful for certain reporting
needs. See “Exporting FUNDimensions to Another Database” on page 350 for
another application of this export.

You can export a simple list of keywords, without the Donor 1D assignments, by
choosing Output>Export from the Keyword List View.
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Membership First & Last

Figure 7.47 Membership First and Last

Last Name First Name |Company Name Date of First Current | Class of Current
Membership Member? |or Last Membership

Angel Harold Angel Investigations Aug 22, 2000 | Yes Family
Blistamozo Johannsen Jun 9, 1999 No Business

Booth Frank Beaumont Hardware Oct 5, 1997 No Senior

Callahan Harry Tagamet Towel Co. Oct 5, 1997 No Individual
Carmody Ida Drovers, Inc. Oct 10, 2000 |Yes Business
Chance John Presidio County Aug 10, 2000 |Yes Business
Cooper Dale Yep Cola Co. Dec 30, 1999 |No Individual

Dowd Elwood Histamine Company Nov 14, 1999 | No Business

Fall Hallows Gill-1ps Rilepp Failure Group Dec 14, 1999 |No Individual
Flbrew Richard Jan 14, 2000 |No Business
Hildegard Fidelius Ramsay Corp. Jan 9, 1997 No Business

This report lists all the donors in the Donor List View, along with the date of their first
membership (“member since”) and their current membership status. In the last
column, the report displays the membership class (aka “level”) of their current or
most recent membership.

Membership General Statistics

This report presents the following statistics in either a printed report, tab-delimited
export suitable for use in a spreadsheet, or as a series of graphs:

1
2

Total members. This is the sum of Running Current members and Sign-ups below.

Running Current members. These are members who were members before the
period started, and whose memberships extended past the end of the period.

Sign-ups. This is the count of the number of membership records with “Date paid”
falling within the period.

Renewing Members. These are members who renewed their memberships during
the period. Renewals are counted whether the membership expired before or
during the period.See page 199 for further explanation.

Ist time members. If any member buys more than one membership, each
membership will be counted.

Lapsed in Period members. These are memberships that expired during the
period, and were not also renewed in the period. Even if they renew in a later
period, the membership will still appear in this count.

Lapsed To Date Members. These are memberships that lapsed in the period and
have never been renewed as of the date the report was made.
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8 Renewal Rate. using the terms above, this is the ratio of Lapsed in Period
members, to the sum of Renewing and Lapsed in Period members. See page 199
for further explanation.

9 Membership Revenue. This is the sum of renewing and 1st time membership dues.

The report allows specification of a start date, period length of months, quarters or
years, and the number of periods. It uses the current selection as a basis for the
report. (For additional, simplified membership statistics, see page 147.)

To produce this report, follow this procedure:

10 Do File>Memberships.

11 Do any steps you like to produce the current selection you want to use in the
report. This might include a search or manual selection of records; for more
information on creating current selections, see “Selecting Records” on page 55.

12 Do Output> Advanced Reports, and choose General Statistics from the Reports,
Graphs, or Exports themes. For a screenshot of the Advanced Reports window, see
Figure 13.2, “Advanced Reports window” on page 341.

13 If you selected from the Reports or Exports themes, you get this dialog:

Membership General Statistics

Choose the number of periods, length of period, and the
starting date for the Membership General Statistics report...

[12 | ['months i:] starting on Dec 22, 2003

F Y
| Cancel | (—OH

Figure 7.48 Membership General Statistics dialog

If you selected from the Graph theme, the information in the dialog is located in
the graph window.

Click ok.
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14 The standard print dialogs appear for a report. The standard Save File dialog
appears for an export. If you selected Graphs, a graph window appears. Samples of
the report and graph appear below.

Your Organization Name Here

General Membership Statistics by month for the period 1/1/03 to 12/31/03, printed on 12/22/04. “na” appears Page 1
in Renewal Rate when no memberships expired in the period.

Period Period Period Total Members | Running Current | Sign-ups Renewing 1st Time Lapsed in Lapsed to Renewal | Membership Revenue
Number | Start Date | End Date Members Members Members Period Date Rate (%)
1/01/01/03 A 01/31/03 628 495 133 66 67 3 0 95.7 $27,130.00
2| 02/01/03 | 02/28/03 741 611 130 106 24 2 0 98.1 11,015.00
3 | 03/01/03 | 03/31/03 892 722 170 157 13 2 0 98.7 10,745.00
4 | 04/01/03 | 04/30/03 1,083 877 206 158 48 2 0 98.8 28,070.00
5 | 05/01/03 | 05/31/03 1,143 1,064 79 58 21 5 0 92.1 36,885.00
6 | 06/01/03 | 06/30/03 1,167 1,109 58 23 35 29 1 44.2 7,090.00
7 | 07/01/03 | 07/31/03 1,186 1,078 108 82 26 21 0 79.6 11,020.00
8 | 08/01/03 | 08/31/03 1,208 1,123 85 59 26 18 0 76.6 10,465.00
9 | 09/01/03 | 09/30/03 1,257 1,143 114 55 59 20 0 73.3 75,860.00
10 | 10/01/03 | 10/31/03 1,416 1,154 262 125 137 36 0 77.6 170,578.00
11 | 11/01/03 | 11/30/03 1,672 1,380 192 82 110 14 1 85.4 31,920.00
12 | 12/01/03 | 12/31/03 1,711 1,537 174 56 118 11 1 83.6 85,660.00
01/01/03 | 12/31/03 1,167 1,024 1,711 1,027 684 163 3 83.6 $506,438.00

Report Grand Totals are sums of the periods, except Total Members, Running Current Members and Renewal Rate, which are the average of the periods.

Figure 7.49 Membership General Statistics report

8ec66 Craph Statistics for 4,436 Membership Records

Choose the number of periods, length of period, and the starting date...

3 " months |% ] starting on Jan 1, 2003 1 Beep when done

Choose the types of data to graph

] Total Members. S Renawing Members E Lapsed to Date
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Figure 7.50 Membership General Statistics graph
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In calculating renewal ratet, General Statistics has to address the question: how
should a renewal be counted if the member renews outside the time period in which
they lapse? For example, suppose one of the time periods in the report is May 1-31,
2005. John Doe’s membership expires in that period, but he does not renew until
September. Should we count the renewal in the report for September, or in the report
for May?

In the General Statistics report, answer to that question is to count the lapse in May,
lowering the renewal rate in that month; and count the renewal in September, raising
the renewal rate in that month. The expiration/renewal cycle shows up twice in the
statistics: once as a lapse, a second time as a renewal.

This leads to an interesting side effect: if you get memberships renewed promptly,
your average renewal rate will be higher. This is because, in contrast to the example
cited in the paragraph above, promptly renewed memberships never show as lapsed
members: they show up only once in the statistics, as a renewal.

For further information on membership statistic calculations, see “Membership List
Statistics Calculations” on page 148.

Observe Omit Mailing Flag

This export creates the same export as that obtained with the Export menu command
(Output menu>Export), except that records with the Omit Mailing flag are not
included in the export.

11+ Renewal rate is ratio of Lapsed in Period members, to the sum of Renewing and Lapsed
in Period members.
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Overdue Pledges

This report is designed to aid you in restoring overdue pledges but may be used with
any pledge or pledges. It provides selected information about the donor combined
with pledge information. Up to three pledges per page are printed, and several
overdue statistics appear at the end of the report.

To produce this report, select the pledges you want to include from the Pledge List
View. If you want only overdue pledges on this or any report, use the Overdue
command in the Find menu to reduce the list. Then choose the Output>Advanced
Reports. Select Overdue Pledges from the Reports list, then click the Print button.
The following page shows an example of this type of report.
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Your Organization Name
Confidential report of 3 pledges, printed 7/22/95 by Bill Moffit page 1
Pledger Information Pledge Information
First Name | Hannibal Deficit $30.00 Payment  $20.00
Last Name | Schecter Due Since May 5, 1995 Frequency Bimonthly
Company
Home Phone Pledge Date Mar 5, 1995 Campaigns General
Work Phone Pledge Amount $250.00 Fund General
Category | Archive Balance $240.00 Solicitor - Gighamsten Filbre
Type | Mailing List
Yr Birth Do Not Call [_]
Pledge Note
Keywords
Song Club
Bookbuyers club
Spring Dance
Costumes n Cocktails
First Name | Floyd Deficit $50.00 Payment $30.00
Last Name Thu.rsby Due Since Apr 12,1995 Frequency Quarterly
Company | Turing Gear Co.
Home Phone | 212.555.4119 Pledge Date Jan 12, 1995 Campaigns Storytelling Party '93
Work Phone | 212.555.1941 Pledge Amount  $200.00 Fund Research
Category | Prospect Balance $160.00 Solicitor Incarcero Himst
Type | Major
Yr Birth | 56 Do Not Call [_]
Pledge Note
Keywords
First Name | Harry Deficit $10.00 Payment $10.00
Last Name | Callahan Due Since Jul 14,1995 Frequency Monthly
Company | Tagamet Towel Co.
Home Phone | 415.555.7119 Pledge Date Apr 14, 1995 Campaigns  General
Work Phone | 415.555.1971 Pledge Amount $100.00 Fund Research
Category | Inactive Balance $100.00 Solicitor Incarcero Himst
Type | Major
Yr Birth Do Not Call [_]
Pledge Note
Keywords
Fall Ball
Costumes n Cocktails
Overdue Total $90.00
Records in report 3
Average Time Overdue (Days) 62
End of Report Longest Time Overdue (Days) 101

Figure 7.51 Overdue Pledge Report example
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Pledge Projection

Pledge projection is a function
Working from any selection of

designed to aid you in forecasting pledge income.
pledges, the command will calculate each pledge

payment, then add the payments for each month or quarter together. It then outputs
the results to an on-screen summary for each period, a listing of each payment sorted
and subtotaled by period, and/or a graph depicting income levels for each period.

This item is accessed from the Advanced Reports menu command only while in the
Pledges module. It produces the following dialog box:

Pledge Projection

Four areas in this dialog offer
options for creating your pledge
projection report:

1 Set the time period for /

which you want a projection.

2 Select your desired output — ]

format(s) here.

3 Specify handling of existing—__

payments here.

4 Set your preference for

handling overdue pledges here.__

Chooze the number of months or quarters and the starting date for
the pledge income projection...

|12 months ~| starting on |1/1/2002

output options. ..

| ™ Display summary
™ Print payment listing
[” Graph summary

™ I" Include payments already made
[within date range specified above]

If & pledge iz overdue...

C include it in the projection and assume payments
begin again in the first projection period [optimistic]

= Omit it from the projection [pessimistic)

Cancel | 0] 4 |

Figure 7.52 Pledge projection dialog

Depending on your output choices in the checkboxes, you will be presented with:
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¢ A scrolling list of totals for the month or quarter periods within the date range you
typed, the quantity of payments for each period, along with a grand total for the
period. This is an example:

Pledge Projection Summary

Projected payments by manth...

starting period  # of payments
Each period begins on the date tota ($)
date listed and ends on the 08/01/02 37 16 «
: ; 09/01/02 o 18
day prior to the next line. N s e .
|11/ 245 15
12/01/02 148 8
0m./01/02 427 1 BJ
Sums for the 02/01./03 128 5
: e 02/01/03 183 3
entl.re projection 0401 /02 195 3
period are 05/01/03 128 7
displayed here. 0B/01/03 83 3
play ~_|07/01/03 Z35 12
01./03 70 2
09/0 105 5_
Text here reflects 10/01/03 147 5

your settings in Totals: $3.035 408
the prior window.
Options get for this report:

™~ “ Mot including payments already made
. * |ncluding payments from overdue pledges
Use this button to place

the contents of the report_____
onto the clipboard for ™ Copy to clipboard | 0K |
placement into other
software.

Figure 7.53 Pledge Projection Summary example

¢ A printed listing of each projected payment, with donor name, date and amount
of payment, and other information. You also get break areas within the report
containing subtotals by month or quarter and a grand total for the whole date
range. The rightmost column of the report displays a checkbox indicating if a
projected payment is actually already paid; this will occur only if the date range
you specify for the report begins prior to the current date or prior to an existing
payment for the selected records, or if a payment has been post-dated. Payments
already paid are totaled in the report and a final total is given for amounts
unreceived. An example is shown next.
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Your organization name here Page 1
Confidential report of 19 projected pledge payments for the period 1/1/95 to 1/1/96,
printed 6/2/97
Payment Date | Amount |Pledge ID| Donor name Company Donor ID | Paid
1/1/95 40 4 | Booth, Frank Beaumont Hardware 25 |:|
1/1/95 10 76 | Dowd, Elwood Histamine Company 235 |:|
1/1/95 10 82| Rizzo, Ratso 240 |:|
$60 Total for the period beginning 1/1/95 and ending 1/31/95
2/1/95 40 4 | Booth, Frank Beaumont Hardware 25 |:|
2/1/95 10 76 | Dowd, Elwood Histamine Company 235 |:|
2/1/95 10 82| Rizzo, Ratso 240 |:|
2/28/95 40 4 | Booth, Frank Beaumont Hardware 25 ]Zl
$100 Total for the period beginning 2/1/95 and ending 2/28/95
3/2/95 40 4 | Booth, Frank Beaumont Hardware 25 IZI
3/3/95 30 4 | Booth, Frank Beaumont Hardware 25 |:|
3/3/95 10 76| Dowd, Elwood Histamine Company 235 |:|
3/3/95 10 82 | Rizzo, Ratso 240| [
3/5/95 0 15 | Bates, Norman Bates Motel 23| X
3/9/95 40 4 | Booth, Frank Beaumont Hardware 25 ]Z[
3/9/95 20 4 | Booth, Frank Beaumont Hardware 25 IZI
$150 Total for the period beginning 3/1/95 and ending 3/31/95
7/30/95 10 82| Rizzo, Ratso 240| X
7/30/95 10 82| Rizzo, Ratso 240|
$20 Total for the period beginning 7/1/95 and ending 7/31/95
|8/22/95 | 1o| 82| Rizzo, Ratso | | 24o| X |
$10 Total for the period beginning 8/1/95 and ending 8/31/95
|9/24/95 | 0 | 15| Bates, Norman | Bates Motel | 23| IZI |
$ Total for the period beginning 9/1/95 and ending 9/30/95
|1 2/2/95 | 150| 4 | Booth, Frank | Beaumont Hardware | 25| ]Z |
$150 Total for the period beginning 12/1/95 and ending 12/31/95
$490 Total payments this report
— $320 Total already paid, this report (Paid checkbox = true)
$170.00 Projected income End of report

Figure 7.54 Pledge Projection Report example (4 pledges projected)
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¢ An on-screen column bar chart of the totals for the month or quarter periods in
the specified date range. This can be printed by doing Output>Print Graph. This
is an example:

[ Graph of projected pledge payments from 1/1/2002 to 1/1/2005 =Joled

$1.200
$1.100
$1.000
%300
%300
$700
$E00
%500
%400
$300
3200
$100
30

~rm~r r "rmr -~~~ - - C T I

% awis label arientation: © Flush O Staggered 8 Wertical
S ——

Figure 7.55 Pledge Projection Graph (projected pledge income)

Relationship Join Table

This exports the Relationship Name/Donor 1D pair for each relationship assigned to a
donor. It is available only from the Relationships module. Also exported from the
Relationships Join Table are the Constituent Type, Constituent Note, Relationship 1p,
and the Primary status. Additional fields in the export are not from the Relationships
Join Table but are included to extend the application of this export to meet certain
reporting needs: these fields are donor name, company name, mailing
information***, and relationships note. See the header row of the export for field
labels, and the description that appears when selecting this export in the Advanced
Reports window for more information.

See “Exporting FUNDimensions to Another Database” on page 350 for another
application of this export.

You can export a simple list of relationship names, without the Donor 1p
assignments, by choosing Output>Export from the Relationship List View.

*** For details on these fields, see Table 13.1, “Export Fields (except 2nd Thank You Re-
cipient, Event Manager and Year End Letter Exports)” on page 348.
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Solicitor and Campaign Totals

The next example displays total amounts raised by each solicitor for a series of
campaigns. Similar templates are provided for each of the gift modules. The amount
raised in each campaign is listed in addition to the total for each solicitor and a grand
total for the report.

Donation Amount | Campaign Solicitor
$2,500 Total for Awards Dinner '96
$1,201 Total for General

$200 Total for Movie festival '95
$550| Total for Raft 'n camp '97
$4,451 Total for Gighamsten Filbrew

$117 Total for Dance Aug '95
$600 Total for Raffle May '96
$717 Total for Incarcero Himst
$750 Total for Awards Dinner '96
$100 Total for Raffle May '96
$500 Total for Tee Off '97
$1,350 Total for Mistamra Rilbedoo
$6,518 Total Donations

Figure 7.56 Totals by Solicitor and Campaign

This Donation, Membership or Pledge List View must be frontmost to make this
report.

You could modify this report in any of the ways below—be sure to save the modified
template to another file, so that the original template is available untouched for future
editing. To display totals for campaigns and subtotals for Solicitors (instead of the
other way around), do this:

1 In the Sort Order area of the report editor, click and drag the Solicitor item
underneath the Campaign item. This will reverse the order in which the two
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columns are sorted when you print the report. When you're done with this step,
the report editor looks like this:

Drag items the Solicitor item under the Campaign item.

8000 Quick Report Editor

Select the fields:

Sort order

@ Merrbershp  Excpires
A Payment Form

[MembershipsCampaic &
[Mernberships1Solicitor &

_Cel

A Check /0T Nurnber w
A Bpires (Credit Card)

.A( Approval Code

- Campaign

/4 Method

A Fund

A salehar \

A% Mermbershp  Class 4
A Fembership Mote hd

[ e [ N

Figure 7.57 Sort Order area of Report Editor

2 By copying and pasting, move “Total for #” from the Campaigns column to the
Solicitor Column. Do not change the row (Break 2).

3 By copying and pasting, move “Total for #” from the Solicitor column to the
Campaign Column. Do not change the row (Break 1).

4 When you print or preview the report, a total is displayed for each campaign,
with subtotals for each solicitor.
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Calendar & Scheduling

The Calendar and Scheduling Module assists fundraisers in organizing and
coordinating their efforts, and helps ensure important fundraising actions are
performed at the ideal time. You can set reminders, display multi-day banners or

pictures, drag and drop events between days, and use color to help you organize your
schedule.

For purposes of this manual, an “event” is any calendar item, such as an appointment,
call, meeting, to-do item, fundraising event, etc.

There are three main windows you will work with in the Calendar and Scheduling
Module, discussed in detail below:

¢ The Calendar window, displaying the traditional month-on-a-grid layout (next
section).

¢ The Event Input Window, where you create and edit calendar items (page 212).

¢ The Reminder window, which can be programmed by you to appear anytime in
advance of a calendar item (page 216).

Opening the Calendar Window

You can start the calendar in 3 ways:
¢ Choose File menu> Calendar, or
¢ Type conTROL-9 (Windows), coMMAND-9 (Mac), or,

¢ Set the calendar to appear when the software is started, by choosing File
menu> Preferences, clicking the new Calendar tab, and checking Always Show
Calendar at Startup. Then select one of the options: to open the Calendar on top of
other windows, or behind them. Click ox to save your settings.
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Opening the Calendar Window

Doing any of the items above (the last item requires a re-launch to take effect) opens
the Calendar window, as shown in this example:

Arrows indicate more items than will fit in the current day

Banners are used to display events
box. Use the arrows to scroll events, or enlarge the calendar. pay

that last more than one day.

80 e September 2004
R %S
Sun Mo Tue Wed Fri Sat
29 30 gl 1 3 4
4pm Gym
’ % | Y FUNDimensions training |
5 6 7 &\ a 10 11
4pm G & 30pm Board am plan volunt
é i\
12 13 14 15 15 17 18
3pm Print Crap Gam Joa w/Harr | 12pm Loach w) [Mpm Gym 1pm confirm wol
Sam Print mailin
9:30am compos
10am compose
1 2mm lnnech wed
19 20 21 22 23 24 25
9am clean office 4pm Gym 7pm Piano Recit [§pm §ar Raffle | 9am telephone f
| Annual Fund Drive \ |
26 27 28 29 30 1 2
7pm Cala Ball 1lam Annual Fi | 4pm Gym 8:320am print A | 9am seny thank | 1pm 5t1aff Meeti
2pm At Auction 1pm mail thank
\ gz
Most events are displayed as text. When you click once in an empty area of ~ Pictures may be used to display an
This event is bounded in red a day box, it gets a red highlight to event. A selection of pictures are

because it was clicked on (selected).  indicate it is selected. You must do thisbe  included, or you can use your own.
You must do this before copying or  fore pasting an event from the clipboard
cutting an event

Figure 8.1 Calendar window

Use the arrow buttons (upper left) to navigate between month and years. The outside
buttons change the year, while the inside buttons change the month. The currently-
selected month and year are always displayed in the title bar (top) of the window.

«_»

To jump to a specific date, click the “2” button and type the date. Clicking ok jumps to
that year and month, and highlights the day with a red outline. Alternately, do
Find>Date. You can use the same date shortcuts as are used elsewhere in the
program; see “Date Entry” on page 49 for a listing of them.

The current day is highlighted in blue, bolded and underlined. You can always use the
“1” button (upper left) to display the current day (alternately, do Find>Date). The
calendar switches months as necessary and a heavy red outline appears around the

current day.
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Opening the Calendar Window

To display the details of an event or to edit the event, double-click it in the Calendar.
This opens the Event Input Window, described below. To open a second event, just
double-click it in the calendar; the new event opens in the same window as the
previous event. To open the second event in it's own window (so that you have two
Event Input Windows open at the same time), select the second event in the calendar
and do Records>Open In Second Window.

To delete an event, click on it. A red outline appears to indicate it is selected. Then
click the “x” button (upper left) or do Records menu>Delete Event.

Scroll arrows appear if there are more text events than fit in a day box. (See August 20
in the screenshot above.) Click the scroll arrows to display the hidden events, or
enlarge the Calendar by clicking the grow box (upper left on Mac os x, upper right on
Mac os 9 and Windows), or dragging the lower right corner of the Calendar window.
(It is possible for banner events to hide text and picture events. No scroll arrows
appear in that case.)

To print the current calendar window, click the Print button (top of window), choose
Print Calendar from the Output menu, or type cONTROL-P (Windows) or COMMAND-
p (Mac).

Drag and Drop in the Calendar

Any event n the calendar can be dragged to anotherday, ncliding banners and
picture events. This changes the date of the event.

When you drag an event, if you hold down the art key (Windows) or the opTION key
(Mac), the event is duplicated, rather than moved.

Cut, Copy and Paste in the Calendar

Copy, Cut and Paste in the Edit menu allow you to move or copy events across
months or years (unlike drag and drop, which is limited to the days displayed in the
month you are dragging from).

0 To enable the Copy and Cut items, click on any event to select it. Both menu
commands place a copy of the event onto the clipboard. The Copy menu
command leaves the original event intact, while the Cut menu command
removes the original event.

0 To activate the Paste menu command, first copy or cut an event as described in
the previous bullet. Then, select the day you want to paste into by clicking on it.
A heavy red outline appears around the entire day box. Finally, do Edit>Paste.

You can repeat the paste procedure for other days, as many times as you like.

When an event containing information in the Event Manager is cut or copied, the
Event Manager information is included when the event is pasted. This makes it easy
to establish a template for creating new fundraising events, conferences, etc. See
“Event Manager Module” on page 217 for more information.
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Searching the Calendar

You can search the events on the calendar for the occurrence of any text. To perform
the search, do Find>Basic from the calendar window, enter the text you want to find,
and choose whether to search forward or backward. The calendar changes months if
necessary and highlights the first event record found with a match. To proceed to the
next match, perform Find >Find Again. When the last match is found, the program
beeps if you attempt to continue searching.

You can specify the day on which the search starts by selecting an event or day box
before choosing Find>Basic. Otherwise, the search is performed from the first or last
day currently showing on the calendar.

Creating an Event

Double-clicking any empty area of a day box creates a new event and opens the Event
Input Window (Figure 8.2) with that date filled in. The upper part of day boxes is
always empty for this purpose (to the left of the day number), even if events occupy
the rest of the day.

You can also create a new event using the “+” button (upper left); in this case, you
must type a date in the Event Input Window.
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Doing either of the procedures above, or double-clicking any picture, banner or text
event in the calendar produces the Event Input Window:

Contents of this window change depending on the type of event chosen here.
For example, some event types do not have the From and To time fields.

Color

Remind

Owner

Sharing

Figure 8.2 Event Input Window

een Event: Fall Gala '08
} Eventw' Management ]
Title Fall Gala '08 - —
Type | Fundraiser = t:]/
S~
Date Oct 17, 2008 T~
S~
From 7:30PM  To 10:00 PM T~
Motes 308 tickets were printed. Printed on 8/28/08 at 18:12:57 by — L]

Administrator.

__fmmy § § R Ief |

1 | Weeks before

@ Beep when reminding

B

—
L—

~ Holiday

Event Type Menu choices:

¥ Appointment
To-do
Call
Meeting
Fundraiser
Special
Banner
Picture

Setting a value greater than
zero here will cause a reminder

Unknown

() Private Event
) Allow Others to See Event

() Allow Others to See and Edit EN

\

(: Cancel ) G—Gﬁ

—

P

to appear on your screen.

Whoever is set as
the Owner here...

...can set the Sharing options
here. These options are only
available if security is turned
on in the database.

The contents of the Title field appear at the top of the Event Input Window and in the
Calendar. Use the TaB key or mouse to move from field to field.

You select the type of event from the Type popup menu. This may change the options
available elsewhere in the window:

¢ Banner, Picture and Holiday event types do not have From and To times.

¢ Picture events have a popup menu for selecting a picture, and a field for displaying
the current picture, or for pasting a picture from the clipboard.

¢ To-do and Call event types have a Status popup menu, where you can indicate the
event is Not Done, In Progress, or Done. There is also an Auto-Forward checkbox,
which causes the event to stay in the current day until it is marked Done, or until
the Auto-Forward checkbox is unchecked.
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The keyboard shortcuts for entering dates in other parts of the software work in the
Date field, too. See “Date Entry” on page 49 for a listing of shortcuts.

You can select a color for the event by clicking on the color. Banner events have a
different color palette than other events, while Picture events have no color palette.
The color you select is used to display the event on the Calendar and appears in
reminders.

Using the popup menu, the reminder interval can be set as minutes, hours, days or
weeks before the event. If the event type does not have a start time (Banner, Picture
and Holiday events), only day and week intervals are available. Reminders appear as a
dialog box (Figure 8.4) with an optional beep sound: see below for more information.

Funpimensions remembers your entries in each new event record for event type,
start time, event duration, and event sharing. These settings become default values
for the next new event you create.

Picture Events

Pictures can be set by selecting Picture from the Type popup, then selecting a picture
from the Picture menu, or pasting in a picture:

. . . . , To paste a picture from the
Click here to display the picture menu, then click on a picture clipboard, click here, then

to select it. do Edit menu> Paste.

@ Event: Rodeo

Title [Rodeo
Type |Picture -
Date [10/13/0¢
Maotes =]
[-]
Fermind 7 |Days before j ¥ Beep when reminding
Cancel | Save I

Figure 8.3 Event Input Window, Picture type

You can add pictures to the Picture menu by placing the picture file in the Images
folder. This folder is in the same folder as the application. When displayed, the
software will scale the picture to fit the size of the day box, or to the size of the actual
picture file, whichever is smaller.
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Funpimensions loads all picture files in this folder into memory when the program is
launched: placing lots of large picture files (high resolution, uncompressed, etc.) will
dramatically increase FuNpimensions’ memory requirements and may introduce a
delay to the time when you can open the first Event Input Window after launching.
We recommend the use of small resolutions, minimum color depths, and a
reasonable number of files in the Images folder. Maximum display size depends on
the screen size and calendar window size, but resolutions over about 128 x 128 are
likely more than needed to provide good display.

Owner and Sharing Settings

If you have security turned on in your database, you have the option to hide specific
events from other users, or show events these to them. If you let others see the event,
you have the option to allow them to edit the event, or restrict them to viewing the
event and setting a reminder for it. To exercise these options, do one the following:

¢ To hide and event from other users, choose Private Event. Only you, or someone
logged in with your user name, will be able to see the event on the calendar, or edit
the event.

¢ To let other users see an event, but not edit the event record, choose Allow Others
to See Event. They will be able to open the event in the Event Input Window and
see all details of the event, but won’t be able to make changes except to set a
reminder for it.

¢ To give full viewing and editing access, to everyone, select Allow Others to See and
Edit Event.

A user’s access to editing an event may also be limited by their general access
privileges; a user must be assigned to the Edit level or higher to edit any event. If their
access level is Browse or Data Entry, they will not be able to edit any events,
regardless of the Sharing option. For more information on access privileges, see “The
Access Privileges System” on page 235.

The Owner setting is used to determine who will see the event if it is a Private Event,
or who will be able to edit the event if the Sharing option is Allow Others to See
Event. By default, the Owner is the user who creates the event. There are several
scenarios where you might want to change the owner:

¢ You want to put an event on someone else’s calendar, but you don’t want everyone
else to see it. In this case, create an event, set the Sharing to Private, and change the
Owner to the user name of the intended viewer. If you want the event on your
calendar too, create the event, set the Sharing Option to Private, and leave yourself
as the owner. Then use Copy and Paste (see “Cut, Copy and Paste in the Calendar”
on page 211) to duplicate the event, and change the owner of one of the events to
the other user.

¢ Itis desired to reassign responsibility for updating events with the Allow Others to
See Event sharing option. This would occur if someone who created these events is
no longer using the database, or no longer responsible for a specific event.
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In addition to the above, display of the Owner servers to inform other users of the
person responsible for creating an event, and for updating an event set to Allow
Others to See Event.

When changing the Owner of an event, any reminder set for the previous owner stays
in place. The new Owner will need to set up their own reminder if they want one. If
you are changing the ownership of an event and you don’t want any reminder to come
to you, set the Remind field to zero before saving the event.

Reminders can be set for any event a user can see, even if they cannot edit the event.
Also, multiple users can each have their own reminder for any event. See “Reminder
Window” on page 216 for help setting reminders.

Reminder Window

The reminder settings in the Event Input Window (see above) determine when and if
a reminder is displayed, as in the example below:

FUNDimensions Reminder

Title Board Meeting
Type Fundraiser

Date 03/09/04
From &:30 PM To 10:00 AM

Notes

oo BN EEEEEN

" Snooze } for {10 | | minutes 5-'€i ( Dismiss

Figure 8.4 Event Reminder Window

The software checks every two minutes to see if any reminders need to be displayed.
Funpimensions must be running to display reminders.

Clicking the Dismiss button prevents any further reminders from appearing for that
event, unless you open the Event Input Window and change the reminder settings
there. Reminders are also re-activated if an event is dragged from a date prior to the
current date, to the current date or to any date after the current date.

Clicking the Snooze button will result in another reminder being displayed at the
snooze interval you set.

You cannot edit event information from this window, except To-do and Call event
types, which you can mark as “Done”, using the Mark as Done checkbox (not shown
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in the screenshot). The Mark as Done checkbox is only functional of you are the
Owner of the event.

Tip: the reminder window remembers where it was when you last snoozed or
dismissed an event, and reappears in the same place next time. You can use this to
position the window where it is least likely to be blocked by windows of other
applications if they are in front of Funpimensions when a reminder is displayed.

Event Manager Module

You can use Funpimensions’ Event Manager module to design, organize, plan,
communicate, implement, track and keep a record of your event and the fundraising
done in conjunction with the event.

Benefits of Using the Event Manager

¢ Design Your Event. Use the Event Manager module to list the rooms, tables,
teams, seating rows or other groupings of people. Add donors and prospects to
those groups. Allocate seating by block or one seat at a time. Record special status,
such as VIP, host, sponsor, or an advertiser at the event. Also record special
comments for each group and registrant. Quickly access donor information
directly from the event manager window. Use the integrated calendar and
scheduling features to establish timelines.

¢ Organize Your Event. Quickly browse lists of registrants, or use the search feature
to find them. Instantly identify tables that are full or have open seats, rooms that
are over- or under-booked, and teams that are full or need additional members.
Print lists showing each group, each registration or member, each seat, each VIP,
each host or each advertiser. Identify large donors or long-time members and
control their seating arrangement. Set reminders to prompt you to perform tasks
at the right time.

¢ Communicate Your Event. Print envelopes, postcards or mailing labels. Quickly
access phone numbers and email addresses. Confirm attendance, and record
information about latecomers.

¢ Implement Your Event. Print personalized tickets, place cards and name tags.
Print the envelopes for mailing tickets. Make last-minute reassignments to tables,
rooms or teams. Easily change dates, times, and color-coding.

¢ Track Your Event. Record attendance. Get instant, continuous feedback on
fundraising at the levels of individual donor, group and for the event as a whole.
Continuous tracking of open and used seating for each group and for the event as
a whole.

¢ Keep a Record of Your Event. Record attendance, ticket serial numbers and
fundraising results for each donor, group and event. Review and update all event
information from a single window and menu. Restrict or prohibit access to the
information by certain users or groups of users.
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Since Event Manager is part of the Calendar Module, event management
automatically includes reminders, notes, color coding, and setting of access privileges
for different users of the software.

Getting Started With the Event Manager

To begin managing your event, create an event:

1 Open the Calendar window by doing File menu> Calendar, or click on the
Calendar to bring it forward.

2 Double-click on the day in the calendar when your event will occur. The Event
Input Window appears:

Click the Management tab to open the window to the Event Manager.

[SES)S) September 2004
= b s Al =
Sun Mon Tue Wed Thu Fri Sat
\ 29] 20] EH| 1 3 3 3
eon Event)\all Gala '08
\
" Event{ Management ] FUNDimensions training 1
9 10 11
n vulu\n
Title Fall Gala'08 uﬁ)
Type = Fundraiser = }
P l 6] 17 18
Date Oct 17, 2008 nch w/ 4;?m Gym 1pm confirm vol
From 7:30 PM To 10:00 PM I

Motes 308 tickets were printed. Printed on 8/28/08 at 18:12:57 by

Administrator. 23] 25

24
no Recit| 2pm Car Raffle [ 2am telephone f

30 i 2
print AI 9am send thank| 1pm Staff Meeti

coior I T I NN NN N [ i tani

Remind 1  Weeks before | :i ¥ Beep when reminding / 2

J

Owner = Unknown | '] I

() Private Event |
Sharing 4 (@) Allow Others to See Event

() Allow Others to See and Edit Event

[ Cancel :J H—H I

Figure 8.5 Creating a Calendar Event

3 Complete the fields in the Event window shown above. At a minimum, you must
enter a Title for the event. For more information on this pane of the window, see
“Creating an Event” on page 212.
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4 Then click the Management tab in the Event Input Window. This will display the
Event Manager:

Choose the type of grouping from this pull-down list, or enter a group type of your own (up to 11 characters).

®e0n / Event: Fall Gala '08
/ Event |: Management ;{
£
Groupé Tj Registrations
IGzrouns — —— Gifts ———
Croup Nam ;oms _Open Artend List As Artend Host Ad  VIP  Assigned Seats = This Event ¥YTD Doner Since
| ows I
Tables
Teams
Totals o o o 1] o Totals 1] 50 50
f EEEErerT—
Add Delete Add Danor View Doner Record Remove Donor Q
Comment for Selected Group Comment for Selected Registrant Link Event to Gifts
8 No Gift Link
() campaign i] El
O Method i! El
& 5m ® []
———
=

Figure 8.6 Setting the Group Type in the Event Manager

Identify the Group Types

The Event Manager window allows you to create groups of several types:
¢ Tables at a party, or

¢ Classrooms in a building, or

¢ Rows in an auditorium, or

¢ Teams in a golf tournament, or

¢ Other group names that you define.

You begin setting up your event by selecting a group type:

1 Click on the arrow to display the pull-down menu shown above (Figure 8.6), then
click on one of the items in the menu.

2 If none of the choices in the pull-down menu are appropriate to your event, type
your own group type in the field. Your custom group type can contain up to 11
characters. If you are not sure what group type to use, you can leave it as the
default “Groups,” and change it later.

Note: When you select Teams as the group type, the following changes are made to
the Registrations list: the Host column is re-titled to “Sponsor”, so that you can record
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registrants who are sponsoring a team; and the Assigned Seats column title is
changed to Member #, for recording the number worn by team members.

Create the Groups

Now that you have defined the type of groups appropriate to your event, you create
and name the groups that will comprise your event, as described below:

1 Click the Add button under the Group list, as shown below:

8enn Event: Fall Cala '08
Event ’ Management ]
Tables : ] Registrations
—— Seats —— —— Gifts ——
Group Name Max Used Open Attend List As Attend = Host | Ad | VIP | Assigned Seats | This Event ¥YTD Danor Since
Hanson Table 10 o o 0
Totals 1 0 1) 0 o Totals 0 50 50
( Add ) ( Dele\rg :J ( Add Donor :J View Donor Record Remove Donor Q
Comment lurSekcted Table Comment for Selected Registrant Link Event to Gifts
®) No Gift Link
CCampaign i] El
() Method M -]
() Fund i] El
(onei) @)
1. Click this button to add a group. 2 and 3. Enter the Group Name and optional maximum seats available here

4. Type an optional note or comment for the group here.

Figure 8.7 Creating a Group in the Event Manager

2 Type a name for the group in the Group Name column.

0 Example names are Room 7, Table 7, Southwest Region Table, or Row B in an
auditorium. For a competition, enter the names of each team, e.g. Rockwell
Team. Group names can be up to 35 characters in length.

3 After typing the group name above, type the TaB key and enter an optional
Maximum Seats for the group. For example, if the table holds no more than 10
people, type 10 in the Maximum Seats cell for that table. This will allow you to see
where you have space remaining and where your groups are full, by allowing
Funpimensions to report the available seats for each group in the Open column of
the list, and for the event as a whole underneath the Groups list.

o For teams, you may specify the maximum members for each team.
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4 Add an optional comment for each group in the comment area underneath the

Group list. Each group has it's own comment. Anything you enter here is
displayed whenever that Group is selected in the Group List.

Repeat the steps above to add additional groups. To speed data entry and reduce
typing, when you name groups of the form “group name” plus a number, e.g.
“Group 17, then each subsequent group name will be automatically named group
name and the previous group number plus one, e.g. “Group 2”.

You can edit the group name and maximum seats anytime.

Once you have at least one group set up, you can assign donors to those groups. A
donor assigned to a group is known as a “registrant”. See the next section.

Creating the Registrations

A donor is registered into your event when they rsvp, purchase a ticket, show up at
the the door, or otherwise agree to attend. Once you have used the steps above to
create one or more groups, assign donors to a group with these steps:

1

Click on the group, table, or room where you want the donor seated, or the team
where you want them to be a member.

Click the Add Donor button. A new window appears with a list of donors (see
Figure 8.8 below). Select one or more donors from the list.

0 To select more than one donor, hold down the sHIFT or coMmMAND keys on
Macintosh, or the sHIFT or coNTROL key on Windows. For detailed instructions
on multiple selections in a list, see “Selecting Records” on page 55 of the User
Manual.
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Click the ok button to add the donors to the group.

In this example, Floyd Thursby is being registered into the Smith Table.

neon \ Event: Fall Gala '08
Seé\ect Donors (maximum 10} to Link with this Event. To select
1 mutiple donors, hold down the shift key {contiguous selection) or
< command key (discontiguous selection). Type a "@" for wildcard.
]
Seatf Last First Name Company Name Donor ID — Gits —
Croup Name Used_ (Al FRLI 1175 T _E'.-cr'. YTD Donor Since
Hanson Table Lo ! Danscn Louise 239 1
Eihglale 10 i Booth Frank Beaumont Hardware 25
Dynix Table 10 4 Callahan Harry San Francisco Police Departme 232
City Table 1o (
State Gov Table 0 € whiteside Sheridan Woolley's Meals-To-Go 231
Bates Family 10 ¢ McLain R. Tess Land Corp. 563
Hillsdale Helen Getstan Guitar Co. 564
Hildegird Fidelius Ramsay Corp. 559
Blistamozo Johannsen 566
o & ) | Crockett Carl Olympia Strength Training Cen 234 0 0
Schecter Hannibal 47
Add Malst Malst Gouges and Chisels Co. 569
. 1st National Bank 46
Commmentifon e san a0’ Stanton Arch Civil War Museum 562 |
Willco Roger 567
Dowd Elwood Haltech Company 235 Y
Dialcom Telecommunications 66 =)
Bates Norman Bates Motel 23 4 :
Plingley Patrick 243 v —

( cancel ) ( 0K )

gl Save

Figure 8.8 Creating a Registration in the Event Manager

4

10

For each donor added with the step above (“registrant”), edit their name as you
want it to appear in your program, tickets or other printed materials in the List As
column, if different than the name as it appears there.

Check the Attended checkbox to indicate a registrant attended the event. You may
check this box in response to receiving their ticket.

Check the Host checkbox to indicate a registrant who is hosting or captain of the
room, team or table.

Check the Ad checkbox to indicate a registrant who is an advertiser at the event.
Check the vip checkbox to designate special status to a registrant.

To assign one or more seats to a registrant, type the seat number in the Assigned
Seats column. You can type a series of seats by separating them with a comma,
space or semicolon, e.g. 1, 2, 3 would reserve seats one, two and three at a table. To
designate a range of seats, separate the first and last seats numbers of the range
with a dash, e.g. 1-3 would reserve seats one, two and three at a table. For teams,
you can use this area to specify ranking or designate a number for the team
member.

Optionally, type a comment for the registrant in the area underneath the
registrant list. Each registration has it’s own comment.
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11 To see an example of the Event Manager after several registrations have been
added, see Figure 8.9, “Event Gift Display in Event Manager” on page 225.

12 Repeat the process above to create additional registrations, selecting the group
where you want to add the registration first, the using the Add Donor button to
create the registration.

If you make a mistake and add a registration to the wrong group, you can correct the
problem without deleting and re-creating the registration. See “Drag and Drop of
Registrations to Groups” on page 223.

The information you enter in the List As, Attended, Host, Ad, vip, Assigned Seats and
Comment fields are available to use in printing reports, tickets, placecards, and so
forth. See below.

Getting a Table Cell Into Edit Mode

To edit a cell in the Groups or Registrants lists, double-click on the cell contents,
pause briefly, then single-click. Once a cell is in edit mode, you can edit other cells
without having to re-enter edit mode by typing the TaB key to move to the next cell,
or SHIFT-TAB to move backward.

Drag and Drop of Registrations to Groups

You can change the group assignment of any registration by dragging a row from the
Registration List at right onto a row in the Group List at left.

This is much easier than the alternative of deleting a registrant, then adding them
back to a different group, with the additional advantage that drag and drop retains the
registration comments, seat assignments and other attributes. (After drag and drop,
you may want to check if the seat assignments do not conflict with other assignments
in the new group.)

You can create duplicate registration records by holding down the art key (Windows)
or the opTION key (Mac) as you drag a registration to a group. In this case, the
software leaves the original registration in it’s group, and clones the registration into
the group you drag to. All attributes associated with the registration are cloned,
including the List As, Host, Ad, vip, Assigned Seats and Comment values. Unless you
intend these values to be identical in both registrations, you will need to edit the new
registration.

Faster Creation of Repeating Events

If you host a similar event next year, you can use the current year’s event as a template
for the next year. Follow the instructions at “Cut, Copy and Paste in the Calendar” on
page 211 to copy this year’s event and paste it into the date next year in the calendar
window. This will copy all groups and registrants, the gift link (see “Linking Gifts to
Registrations” on page 224), all group and registrant comments, and the ticket
printing setup. You can then edit these items as necessary to update them for next
year’s event.
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Accessing a Registrant’s Donor Record

You can open the donor input window (an example of this window is shown in Figure
1.3, “Donor Input Window, Contact pane” on page 6) for any registrant by clicking on
a row in the registrant list to select it, then clicking the View Donor Record button.

If the underlying donor record for the registrant has been deleted (by a user of the
software), the View Donor Record button will be disabled.

Linking Gifts to Registrations

Linking gifts (i.e. donations, pledges and memberships) to an event allows you to
view the fundraising results for your event directly from the Event Manager window.
You continue to enter gifts for the event in the same way as all other gifts are entered
into the database. The Event Manager window will break out your fundraising results
by individual registrant (in the This Event column of the Registrations List), by group
(below the Registration List), and for the whole event (all groups: in the lower right
corner of the Event Manager window, see Figure 8.9, “Event Gift Display in Event
Manager” on page 225).

These results also appear in exports (see “Exporting Registrations” on page 231) and
in printed reports (see “Printing Reports” on page 227).

To establish the link between an event and gifts, you specify in the event record the
campaign, method or fund you are using to associate gifts with the event. Follow this
procedure:

1 In the Event Manager window for the event, select Campaign, Method or Fund
using the radio buttons, then click the ellipsis button (see callout in Figure 8.9
below) to the right of that to display the Choice List Editor window.

2 Type the new choice list item that you will use to associate gifts with the event, e.g.
“Gala Banquet 2008 Click the Add button, then click the Select button to return
to the Event Manager. For details about creating a choice list entry, see “Choice
List Editing” on page 52.
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After completing these steps, the software will begin displaying gifts associated with
the event in the Event Manager window, as shown in the example below:

Ellipsis button to create a new Campaign. You have to select a Campaign,
Method or Fund radio button before an ellipsis button becomes enabled.

eon Event: Fall Gala '08 \
Event ’ Management ]
Tables :] Registrations.
—— Seats —— Gifts ———

Group Name 4| Max Used Open Attend List As Attend Host Ad  VIP  Assigned Seats = Thig Event = Last Year  Donor Since
Hanson Table 10 11 -1 0 Mr. Floyd Thursby : E E : 1.2 400 500 9/13/04
Smith Table 10 10 0 0 Mr. Sheridan Whiteside =] = 8 B 3 0 9/7/05
Dynix Table 0 5 5 0 Mr. and Ms. Randall McLain 8 =] B |8 8 o 9/7/07
City Table 0 0 10 0 Mrs. Helen Hillsdale 8 =] O @ 4-7 0 3/4/03
State Gov Table 10 0 10 0 Mr. Fidelius Hildegard =] =) 8 e g 0
Bates Family 10 7 3 0 Mr. Johannsen Blistamozo =] B (= (=] 10 o 4/5/07

Totals 6 60 33 27 0 Totals 6
- N 7 ~ - N ~ 7 ~
[ *\dd ) [ Delete ) L Add Donor ) [ View Donor Record | ( Remove Donor ] Q,
Comment lurLelectEd Table Comment for Selected Registrant Link Event
Joe and Mary $mith sponsoring a table but not Ticket Number 2003/4; bringing wife Martha;
attending. purchased ad on back cover of program. Gift Link
%) Campaign Fall Gala '08 i]
() Method ™[]
C Fund i] El
All Event Gifts: $88,077 Registrants Total: $26,307
£ ~ 1 %
(e )

For the group you select here...

...the gift totals for that

group

When you set a link to gifts in this area...

...the amount of event gifts for registrants and for all

are displayed here. donor records (not just registrants) are displayed here.

Figure 8.9 Event Gift Display in Event Manager

You create gift records in the same way as instructed in the User Manual, setting the
Campaign, Method or Fund value in the gift record to match the one you set for the
event. The gift is the linked to the event as soon as you save it. If the registrant makes
more than one gift associated with the event, e.g. a donation and a membership,
Funpimensions displays the sum total of the gift amounts. Gifts associated with the
event but not with a registrant at the event are also displayed in the “All Event Gifts”
area of the Event Manager window, and the amounts displayed update automatically
as gifts are added, deleted or edited.

Tip: to be sure a campaign, method or fund is set for each gift entered for an event,
you can make that field mandatory for each new record. This prevents errors of
leaving the field blank for a gift record, which would cause the gift not to be counted
in the Event Manager window. To set a field as mandatory, do

File> Administration > General tab. For complete instructions, see the User Manual.

You do not have to use this feature; the rest of the Event Manager will function
without impediment if you ignore it.
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Deleting Groups and Registrations

To delete a group:

¢ Select the seating group by clicking on it’s row in the Event Manager window, then
click the Delete button.

¢ Confirm the deletion in the following dialog.
0 This action deletes all registrations associated with that group.

0 To preserve registrations, drag the registrations to another group before
deleting. See “Drag and Drop of Registrations to Groups” on page 223.

To delete a registration:
¢ Select the group that contains the registrant.
¢ Select the registrant by clicking on the row in the Registration List.

¢ Finally, click the Remove Donor button.

Searching Registrations

You can quickly locate a registration by the name of the registrant, their Donor 1D, or
by the contents of registrant comment field (which includes ticket numbers placed in
comment fields by the ticket printing process: see “Printing Tickets” on page 229).
Just type a few characters in the search field located in the Event Manager window,
underneath the Registrations list.

Changing the Registration List Columns

Three options are available for customizing the display of registrants in the Event
Manager window (as shown in Figure 8.6, “Setting the Group Type in the Event
Manager” on page 219).

¢ The yTD column (second column from right) of the Registrant List can display
either:

0 the Total Gifts of the registrant,
O Year-to-Date gifts of the registrant,
0 Gifts Last Year of the registrant, or
0 the Total (membership) Dues for each registrant.
¢ You can set the last column of the Registrant List to display either:
0 the Donor Since date (date of the registrant’s first donation or pledge),
0 their Member Since date (date of the registrant’s first dues payment),
0 or the Donor ID number of the registrant.

¢ You can click on the List As column to split the column display to include the
Donor Name exactly as it appears in the donor record.



Chapter 8 « Calendar & Scheduling
! ‘ ° 227
Event Manager Module

To change any setting above, right-click on the column and choose from the
contextual menu. On Macs with a single mouse button, conTROL-click on the
column instead.

Handling of Deleted Donor Records

It is possible to add a registrant, then later delete the donor record (see “Delete
Highlighted & Delete Record” on page 295). You will be warned when attempting to
delete any donor record that has associated registrations, but the software will allow
you to perform the deletion.

When viewing the event, registrants with deleted donor records will affect the display
as follows:

¢ The Gifts This Event column in the Registrations list will display zero for the
registrant. This is because deleting donor records always deletes all gifts associated
with the donor; this includes any gifts linked to the event. The gift totals reported
on-screen and in printed reports for the event will also reflect the deletion of
these gifts.

¢ If the underlying donor record for the registrant has been deleted (by a user of the
software), the View Donor Record button will be disabled.

¢ The registration will display with a Donor 1p of “Deleted” if you enable display of
Donor 1ps (see “Changing the Registration List Columns” on page 226).

Printing Reports

You can print several report formats for an event:

¢ A listing of registrants, with their assigned groups and seats, comments, and the
settings of the Host, Ad, and vi1p flags. This is the Seating List format in Figure 8.10
below.

¢ Alisting of registrants, with their gifts linked with the event (linking is set with the
instructions in “Linking Gifts to Registrations” on page 224). This format is
similar to the Donor Summary format described in the User Manual. This is the
Event Gifts format in Figure 8.10 below.

¢ A listing of registrants who have placed ads in your event. Only registrants who
have the Ad flag checked will be printed. The report displays their assigned seating
groups and seats, comments, and the settings of the Host, and vip flags. This is the
Ad List format in Figure 8.10 below.

¢ A listing of registrants who attended or did not attend the event.

¢ A variety of reports created in the Report Editor. To use the Report Editor, do
Output>Report Editor. Refer to “Report Editor” on page 361 for more
information.

You can print a report for a single group, or for all groups in the event.To print any of
these reports, open the Event Manager for the event. If you want to print only one
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group, click in the Group list at left to select it. Then choose Output>Print List. The
following dialog appears:

List As uses the name you set in the List As column of the registrant List to establish the sort order.
The Donor Name option uses the name from the donor record for sorting. You may show or hide
the Donor Name in the Event Manager; see “Changing the Registration List Columns” on

page 226.
/
/
/
/
Standard Reports for Events
Select and configure a repon for the Gala Ball event. .. // /
Farmat Carfiguration
& Tables List Sont Order: When the Event
Gifts format is
) Event Gifts ® Ascending SortfA-Z, 1-10} selected at the left
() Descending SordZ-A, 10-1) \Slfle of this
O Ad List window, these
O Print All Tables items are disabled.
& Print Selected Table Only
= Print Attended and Mot Attended
O Print Only Attended
Print Only Not Attended
i Y When the Seating
Include Donations List or Ad List
) formats are
Include Memberships —_selected at the left
[include Pledges side of this
window, these
O Tickets Starting Ticket Serial Murmber |:| items are disabled.
8 per sheet, each
21/8"x51/2"  eq . . .
Office tax ﬂDMSSSSS - Eanner Gragphic (210 = 42 pixels maximurm)
Office Depot #922-761.
Fonts and layout are fixed, Import...
but for custom tickets, use
FUMDimensions' ticket
expart and merge the data . "
in a ward processor. Ticket Title
Ticket Subtitle
Ticket Stub Title
[Cancel | [ OK |
e —

Figure 8.10 Print List Dialog for Event Manager

Choose a report format at left, then configure the settings at right as you like. Click
OK to proceed to the standard print dialogs.
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Printing Tickets

You can print tickets to standard ticket stock, which is available pre-printed with
serialized tickets and stubs, 8 per sheet. Each ticket and stub measures 22 by 52 inches.
Office Max is one supplier of this stock. Their part number is oM98053. You could also
use plain card stock and cut out the tickets.

Feed this stock with the stub end of the paper entering your printer last. If you are
using a manual feed tray in a laser printer, you may need to reverse-collate the paper
before loading; this is because, if the paper is loaded face down and the paper is
drawn from the top of the stack, the serial numbers will not be in ascending order
unless you reverse-collate the paper before loading.

Funpimensions prints the registrant name, group and seat number on each ticket
and stub. You can enter other text and a graphic to be printed on each ticket. For
importing graphics under a Windows operating system, please install Quicktime
software, which is a free download from Apple at http://www.apple.com/quicktime.

If you want a more flexible layout, such as control of fonts, additional graphic options,
etc., use the Ticket Export option to export the name, and seating information, and
perform a data merge in a word processor or other software. See “Exporting Tickets”
on page 230.

To print tickets, follow this procedure:
1 Open the Event Manager for the event for which you want tickets.

2 Do Output>Print List. The dialog shown in Figure 8.10, “Print List Dialog for
Event Manager” on page 228 appears.

3 Select the Tickets button.

4 If you want the serial numbers for each ticket stored in the in the registrant
comments for each ticket printed, enter the starting (lowest) serial number
(consult the paper stock) in the space provided.

5 Use the Import button to add a banner graphic to print on each ticket, if desired.
(When running Funpimensions under Microsoft Windows, you must install
Apple Quicktime (free of charge) in order to allow most graphic file formats to be
selected.)

6 Enter the event name or other text in the Title text field, and enter the event date,
location and phone number or other text in the Subtitle field. You can also enter
text to appear on each ticket stub (Ticket Stub Title field).

7 Click ok. The standard print dialog windows appear. For best results, designate
label stock instead of plain paper in your print dialog.

Note: there may be more than one assigned seat per registration record: see “Creating
the Registrations” on page 221. Funpimensions checks each registration, and prints
multiple tickets per registrant if required, so that there is one ticket for each seat
assigned.


http://www.apple.com/quicktime
http://www.apple.com/quicktime
http://www.apple.com/quicktime
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Exporting Tickets

If you want complete control over your ticket printing, or are using a third-party
service to provide tickets, or want a report of the tickets printed, perform an export of
ticket information following the procedure below. You might also do this if you had
used the built-in ticket printing described above but also wanted to generate mailing
labels or envelopes in order to mail the tickets.

1 Open the Event Manager for the event you want to export.
2 Do Output>Export. Select “Export Tickets” from the dialog box that appears.

3 When prompted, select a folder to receive the export file and type a name for the
file, e.g. “Gala Banquet 2008 Ticket Export”

4 Click the Save button to perform the export. No progress dialog is shown; the
export takes only a few seconds.

For each ticket, these fields are exported: Listing Name, Group, Assigned Seat, and
Donor ID. (Note: there may be more than one assigned seat per registration record:
see “Creating the Registrations” on page 221. Funpimensions checks each
registration, and exports multiple tickets per registrant if required, so that there is
one ticket for each seat assigned.)

For each registrant, the following fields are also exported: Label Salutation #1,Label
Salutation #2, Address Line 1, Address Line 2, City, State, Postal Code, Country,
Letter Salutation and Email. These fields make it possible to prepare envelopes or
labels for mailing tickets, or send an email confirming they have been sent. If a
registrant has more than one ticket exported, the mailing and email information is
only exported for the first ticket exported for them: this aids you in avoiding printing
multiple envelopes or labels for the same registrant. (If a donor is registered in
multiple groups, the export will still only contain one instance of their mailing and
email addresses.)

Printing Mailing Labels and Envelopes

To print mailing labels to all the registrants at an event, open the Event Manager for
the event, then choose Output>Labels. For more information, see “Printing Labels”
on page 142.

Printing Place Cards

The Label Editor may be used to create a template and print place cards. Do
Output > Labels. In the dialog that appears, click the Label Editor button (lower left).
Instructions for working in the Label Editor are in the User Manual.

The above solution is effective for cases where only one place card per registrant is
needed. However, the software does not restrict you to one seat per registrant; you
can assign as many seats as you want to a registrant (see page 222); this has the effect
of creating the registration as a subgroup. To print place cards where multiple seats
are assigned a registrant, use the ticket export; see “Exporting Tickets” on page 230.
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After exporting, merge the exported data to a place card template created in your
word processor.

Exporting Registrations

You can export all the registrations for an event as a tab-delimited text file that can be
opened in spreadsheet and text-editor applications. The information included in the
export file allows for the creation of mail merge letters, charting or analysis of event-
related gifts, and printing of custom lists.

To create the export file, follow this procedure:
1 Open the Event Manager for the event you want to export.

2 Do Output>Export. Select “Export Registrations” from the dialog box that
appears.

3 When prompted, select a folder to receive the export file and type a name for the
file, e.g. “Gala Banquet 2008 Export”

4 Click the Save button to begin the export. An indicator informs of you the export
progress, and a Results window appears when the export is complete.

The export file includes many of the same fields that appear in the standard donor

module export (see the User Manual). It also includes a field containing the Gifts This
Event amount as shown in the Registrations list of the Event Manager window. If the
export file contains “N/A” for “Gifts This Event’, it is because no gift link is set in the
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Event Manager window: see “Linking Gifts to Registrations” on page 224 for
instructions on establishing this (optional) link.

Table 8.1 Table of Registration Export Fields!

Field # Field Description Field # Field Description
1 Group Name (or Table, Team, 28 Company
Row, Room, etc. name)
2 Donor Name 29 Donor ID Number
3 List As Name 30 Home Phone
4 Attended (true or false) 31 Work Phone
5 Host (true or false) 32 FAX Phone
6 Ad (true or false) 33 Cell Phone
7 VIP (true or false) 34 Email
8 Comment 35 User Defined 1*
9 Assigned Seats 36 User Defined 2*
10 Gifts This Event 37 User Defined 3*
11 Do Not Mail 38 User Defined 4*
12 Do Not Call 39 User Defined Date*
13 Do Not Email 40 Year of Birth
14 Label Salutation Line 1 41 Category*
15 Label Salutation Line 2 42 Type*
16 Address Line 1 43 Volunteer*
17 Address Line 2 44 Solicitor*
18 City 45 Gift Total
19 State/Province 46 Total Gift Count
20 Postal/Zip Code 47 Donor Since
21 Country 48 Membership Total
22 Letter Salutation 49 Member Since
23 Salutation 50 Gift Total Year To Date
24 First Name 51 Gift Count Year To Date
25 Middle Name 52 Gift Count Year To Date
26 Last Name 53 Gift Count Last Year
27 Title

1. For more information on the contents of these fields, see footnotes for table Table
13.1, “Export Fields (except 2nd Thank You Recipient, Event Manager and Year End
Letter Exports)” on page 348 of the User Manual.

*Names of these fields can be changed by you; see the User Manual. The header row
of the export will contain the field name as it is set in your database.
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Administration

The database administrator is responsible for managing the password system. This
will involve assigning each user a password and an access level. Access levels
determine what functions of FuNpimensions may be accessed by a specific user.
Access levels have certain editable characteristics, which will then apply to all users
with that access level. When passwords are forgotten, the database administrator can
assign a new password. The administrator can monitor the use of the database
through a log of last sign-ons and sign-offs.

To allow some control over the data entry process, the Administrator may establish
default values to appear in new gift records; these values can be configured to change
depending on the amount of a gift. Also, the administrator can designate some fields
in gift records to be mandatory in a new gift.

The Administrator also can edit the names of approximately a dozen user-defined
fields; all users then see these changes in windows, menus and reports. This is usually
done early in the deployment of the database, with few or no changes thereafter.

Finally, the Administrator can perform maintenance and repair of the database, and
can configure Funpimensions to perform backups and restores of the data file.

Who Should Be the Administrator?

The ideal person to appoint as database administrator would be someone with a good
general familiarity with the computer platforms in use at your organization, and
someone who is trusted in the organization, since the administrator has access to all
functions of the database. Other desirable characteristics are willingness to help users
and a responsible attitude concerning back up of the data file. The administrator
should appreciate that failure to backup the data file may mean the loss of a great deal
of valuable and irreplaceable information, and find that fact to be sufficient
motivation to perform the backup procedures necessary to ensure the safety of your




Chapter 9 « Administration

234 Turning Security On and Off

organization’s precious data. This means the ideal administrator also needs the
technical skills to implement backup procedures.

Turning Security On and Off

Funpimensions ships to you with the password access disabled. You can easily turn it
on to protect your database with password log-on, restricted access for users and
other security features. To turn on security, choose File>Administration. In the
dialog that appears, click the Access tab. The following window appears:

Initiate password security, create new users and assign users to an access level through these buttons

Administration
Setup| Access :Dunatiun Map | Mémbership Map | Pledge Map | Payment Map | Usage
[ Assign Passwords & Levels ] [ Turn On Security ] [ Heset Administrator Password ]
Edit access levels...
T Privileges ]
. : o Create Reparts,
Create Edit Delete Wig Edit Lizts Vi Clioboard
Access eyl Records Records: Records Giftz Noltl::v &“;”?]‘;:1; Esport
Administrator = = = = = = = =
All Privileges = = = E] 3| = = =
Maintenance E3] = = 1 ¥l Fl |
Edit = = | O O O O ¥
Drata Entry = O | O O [¥]
Browse | O | F Fl O
[ Cancel ] [ ok |

Checkboxes with a blue frar/ne (appearance is slightly different under Mac
OS X) are attributes that you can change. For example, the Data Entry
access level can be edited to allow or disallow access viewing gift records.

Figure 9.1 Access pane of the Administrator window.

Click on the Security On button, write down the administrator password that will be
displayed in a dialog, then quit the program. From then on, all log-on will require
users to select their user name from a list, and entry of a password if one is assigned.
The administrator password will be required to log-on the first time; this password is
supplied in a dialog when you turn security on. Once password security is turned on,
the File> Administrator menu item is available only to a person logged in as
administrator.

The Administrator password should be changed immediately and periodically, and
not shared with anyone other than the designated administrator. To change this
password, use either the User dialog shown later in this chapter, or use the Change
Password button that appears in the regular Login window.
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The Access Privileges System

The Access Privileges system of Funpimensions restricts who may use the database

and what functions are available to specific users. The Administrator assigns each
user:

¢ auser name
¢ agroup (access level)
¢ a password

While the password can be changed later by the user or the administrator, group
assignments are made only by the administrator, giving the administrator complete
control over the level of access privilege for every user.

Each user has a unique User Name. All the user names appear in a list at startup; the
user selects his name and enters his password. If the name and password correspond,
the user will enter the database at the access level assigned by the Administrator;
otherwise Funpimensions will refuse access and present the password dialog again so
the user may try again to log on.

Groups

Groups are hierarchical; each group includes the privileges of the group below it, plus
additional privileges. The group names and privileges associated with them, from
bottom to top of the hierarchy, are as follows:

1 Browse. Users in this group can view any information present in the database but
may not add, delete or modify any information. These users also cannot move
information out of the database by printing or exporting. (They could still copy
the contents of single fields using the clipboard.) Because they cannot save edited
or new records, users at this level will see the Save button disabled in windows that
have it.

2 Data Entry. Users in this group have all the privileges of the Browsing group, with
the additional privileges of adding records. Users at this level cannot modify
existing records. This level and above has access to the Preferences dialog.

3 Edit. Users in this group have all the privileges of the Data Entry group, and may
edit records, but cannot delete them.

4 Maintenance. Users in this group have all the privileges of the Edit group, and may
delete records.

5 All Privileges. Users in this group have all the privileges of the Maintenance group
with the addition of printing and exporting to text files and the clipboard.

6 Administrator. This user is a member of all groups. This user has all the privileges
of the All Privileges group with the additional capability to configure certain
aspects of the database, change user names, passwords and access levels. There can
be only one administrator in FuNpimensions.
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The administrator can alter the levels described in items 1-4 to allow or disallow
some additional privileges. For example, users in the Edit and Maintenance groups
can be granted printing privileges, and some levels can be blocked from seeing gift
data. See “Access” on page 270.

Optional Group Privileges

After turning security on, the lower area of the Access pane of the Administrator
window (Figure 9.1) allows you to edit the gift viewing, notes, printing and exporting
privileges for some access levels that, by default, do not allow use of these items. Use
the checkboxes to edit the access levels. Changes do not take effect until client
software is quit and relaunched.

Many of the checkboxes are disabled; these indicate properties that cannot be edited.
They are displayed to assist you in understanding the attributes of each access level.

For the Maintenance level, you can turn on the Reports, Printing and Clipboards
checkbox, or the Exporting checkbox, but not both. When the Create & View Notes
checkbox is off users will be blocked from opening the note attachments or creating
new attachments. They can still use the lower note area in the Donor Input Window,
and will still be able to see the list of note attachments in the upper area.

Only users with “Clipboards, Reports and Printing” turned on can access the
Dashboard (Output>Dashboard, “Dashboard” on page 33).

Only users with “Clipboards, Reports and Printing” turned on can access Advanced
Reports (Output>Advanced Reports). This means that if “Export” is turned on but
“Clipboards, Reports and Printing” is off in the Access tab of the Administration
window, the user can access the standard exports (Output>Export), but not those
exports listed in Advanced Reports.

Caution: Even if “Export” access is turned off for a user in the Access tab of the
Administration window, if “Clipboards, Reports and Printing” is turned on they
could still perform exports by using the Report Editor, or by using the exports listed
in the Advanced Reports window. They are only blocked from using the standard
export menu commands (Output>Export).

The View Gifts checkbox, when turned off will cause users at that access level to be
blocked from viewing gift records, or from using features of the program that would
reveal gift information, such as searches for gift amounts, reports, and the
Information Palette. (The year of a donor’s first gift and membership is still available
to these users via the export function, if they have export privileges.) Much of the
blocking is performed by disabling tabs in the donor input window and by omitting
the display of the Information Palette and Dashboard.

Users at the Edit and Data Entry level will be able to create and save new gift records
regardless of the setting of the View Gifts checkbox, but they will not be able to view
the records once they quit Funpimensions if View Gifts is off for their level.
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Only the administrator can establish a new user and password. After logging in, the
user can change their password anytime with File>Change Password.

This is the procedure for adding a new user and password to the database:

1

Log in as administrator by launching Funpimensions or choosing File>Change

Login. The password dialog appears. See Figure 2.1, “Password dialog” on page 40.

Select “Administrator” and enter the password. Click ok.

Select the Administration command from the File menu. In the window that
appears, click the Access tab, then click the Assign Passwords/Privileges button.
The Toolbox window appears, with the Users pane selected:

This side of the window displays the
properties of the user selected at left.

/

806

Tool Box

/

B §

Users

0

Groups

Users

X Administrator Reference:

User Kind:
Password:
Startup Method:
Last Use:

MNumber of Uses:

Default Owner of Objects created by this User:

" All groups I:]

All Privileges
Browse

Data Entry
Edit
Maintenance

/

2

Administrator

sesee ( Edit.... )

Mon, May 1, 2006

Member of Groups Owner Member

EENEERIES
EINE T

Pz
-

This area shows all the groups to which the user selected
directly above is a member. The administrator is a member of
all groups; other users should only be a member of one group.

Figure 9.2 Users Toolbox window

Check any box to assign a user
selected at left to a group.
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4 Click the plus button (lower left) to create a new user:
(SHaNa] Tool Box
' Users
Users 2 Administrator Reference: -11
2 New userl User Kind: User
n Password: none ¢ Edit...
Groups
Startup Method:
Last Use: 00/00/00
Number of Uses:
Default Owner of Objects created by this User:
"All groups I:]
X Member of Groups Owner Member
All Privileges = O
Browse =B
Data Entry = ]
Edit =]
Maintenance = =
+ —
i Y,
-
1. Clicking this 2. Type the user name here, 3. Check one of the boxes in the Member column,
button creates  then click the Edit button and which assigns the user to a group. Check only one
anew user. enter a password. Passwords box for each user. For a description of the access
are case-sensitive. Leave the privileges associated with each group, see “Groups”
Startup Method field empty. on page 235 and “Optional Group Privileges” on
page 236

Figure 9.3 Creating a New User

5

Enter the user name as you want it to appear in the password dialog when the
program launches. The password dialog can display about 30 characters for the
user name.

Enter the password for this user. Passwords are limited to 15 characters, which
may be numbers or letters, or both. (If you leave the password area blank, anyone
may log on as that user without a password.) Users must enter the password
exactly as it is entered here; be aware of the status of your caps Lock key.
Passwords are case sensitive. Click ok. You are returned to the Toolbox window.

Assign the user to a group by checking one, and only one, of the boxes in the
member column. For a description of the access privileges associated with each
group, see “Groups” on page 235 and “Optional Group Privileges” on page 236.

Close the Toolbox window by clicking the close box (upper left on Mac, upper
right on Windows). This completes creation of a new user.
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Duplicating Users

The Duplicate command can be used to create several users having the same
characteristics quickly. Instead of creating a user and then assigning it to a group, you
can duplicate a user belonging to the same groups then modify the user name.

1 Log in as administrator by launching Funpimensions or choosing File>Change
Login.

2 Select the Administration command from the File menu. In the window that
appears, click the Access tab, then click the Assign Passwords/Privileges button.

The Toolbox window appears with the Users pane selected, as shown in Figure 9.2.

3 Right Click on a user (Windows) or Control + Click on a user (Mac).
4 Select the Duplicate command from the contextual menu.

5 Now you can rename the user by doing the art-click (Windows) or opTioN-click
(Mac) shortcut on the user name.

6 Set the user’s password by clicking the Edit button.

Creating Accounts for Read-Only Mode

Password security can be used to limit access to gifts, notes and printing in Read-
Only mode, the same as they can be used in Normal mode. For more information
about Read-Only mode, see “Opening a Data File, Read—Only Mode” on page 43.

Administrators may wish to create user accounts specifically for use with Read-Only
mode: if this is done, a log-in must be performed once in Normal mode with each of
these accounts before they are used in Read-Only mode. This must be done to create
a preferences record for the user account, which is necessary for operation, but which
cannot be created in a read-only data file. If a log-in is not performed once in Normal
mode with the user account, an error will occur and the user will not be able to log-in
to that account in Read-Only mode.

Deleting a User

Deleting a user is done by clicking the Minus (-) button in the users pane of the
Toolbox window. Follow this procedure:

1 Log in as administrator, then choose File> Administrator.

2 In the window that appears, click the Access tab, then click the Assign Passwords/
Privileges button.

3 The Toolbox window appears. Select the user in the list at left, then click the
Minus (-) button (lower left). This button is depicted in “Users Toolbox window”
on page 237.

4 A confirmation window appears. Click Delete.

5 Close the Toolbox window by clicking the close box (upper left on Mac, upper
right on Windows).
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The deleted user will appear disabled in the user list. You cannot remove the deleted
user from the list or reactivate the user. However, it is possible to create a new user
with the same user name: if you do this, that user will inherit the preferences settings
(“Preferences” on page 260) of the deleted user.

As an alternative to deleting users, consider changing the user name to denote that
they are inactive, and changing the password: then when you need to add a user, edit
the user name and password for the new user. In other words, you can recycle user
accounts. See “Resetting Passwords and Changing User Names” on page 240.

Changing Access Privileges

The Administrator can change a user’s access privileges by removing them from their
current group and assigning them to another group. Access privileges associated with
each group are described in “Groups” on page 235 and “Optional Group Privileges”
on page 236.

Follow this procedure:
1 Login as administrator, then choose File> Administrator.

2 In the window that appears, click the Access tab, then click the Assign Passwords/
Privileges button.

3 The Toolbox window appears. Select the user in the list at left, whose access
privileges you want to change.

4 In the Member column, un-check the box for the group the user is currently in.

5 Also in the Member column, check the box for the group in which you want the
user.

6 Close the Toolbox window by clicking the close box (upper left on Mac, upper
right on Windows).

Resetting Passwords and Changing User Names

Use this procedure if a user forgets their password or wants to change their user
name. This is also the procedure to use if you want to enforce a periodic change of
passwords for better security. You cannot read users’ old password, but you can
simply assign them a new one.

Warning: changing the user name will cause the user’s preferences to be reset to
default values the next time they start up the software.

Follow these steps to change a user name or password:
1 Login as administrator; choose File> Administration.

2 In the window that appears, click the Access tab, then click the Assign Passwords/
Privileges button. The Toolbox window appears (Figure 9.2).

3 To change the user name, right-click (Windows) or control-click (Mac) on the
user to be modified in the Users list at the left side of the window. A menu appears:
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select Rename and type the new name. Type your enter key or click outside the
user name to accept the changes.

4 To set the password, select the user in the Users list at the left side of the window,
then click the Edit button and enter a password.

5 Close the Toolbox window by clicking the close box (upper left on Mac, upper
right on Windows).

Users can change their own password by clicking the Change Password button when
they login (see “Password dialog” on page 40). To prevent mischievous changing of
passwords at unattended stations, they will need to enter their old password to make
the change.

Saving and Loading Users and Groups

You can save the list of users, their passwords and their group assignments to an
external file, and load them in from an external file. This is useful as a backup and in
the event you wish to establish a second database with the same users.

Warning: loading a file deletes any and all existing users, passwords and group
assignments.

Passwords are saved in an encrypted format to prevent reading them with an external
editor used with the data file.

Follow this procedure:
1 Log in as administrator; choose File> Administration.

2 In the window that appears, click the Access tab, then click the Assign Passwords/
Privileges button. The Toolbox window appears (Figure 9.2).
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3 Click the Groups button at the upper left of the window to display this pane:

You must select the Groups pane in order to reveal the buttons for loading and saving users and groups.

06 Tool Box
l Gw
Users /‘1 All Privileges Reference: -15005
2L Browse Group Kind: Administrator group
n *!. Data Entry Owner: " Administrator B
Groups 2 Edit
#. Maintenance User [ Group Member
L Administrator ™
2 Designer ™
X  frank ~
L Browse (=)
. Data Entry O
2 (Edit O
it Maintenance B
Plug-in Access
4D Write &=
4D Client Web Server a
4D Client SOAP Server |
+ Iy
Click this button to load Click this button to save a
a users and groups file. users and groups file.

Figure 9.4 Groups pane of the Toolbox window

4 Use the buttons shown above to save a file containing the user names, passwords
and group assignments, or to load a file created this way.

Monitoring Use

From time to time, you may wish to know who created or modified a record, or who
has recently used the database. Methods for doing this are covered in “Record
Statistics” on page 149 and “Usage” on page 274 of this manual. This is a summary of
the options discussed there:

¢ The Administrator dialog allows only users logged in as “Administrator” to view
the last log-on and log-off dates and times for each user, and the access level they
had during that session.

¢ The Record Statistics command, available from the Output menu in most Input
Windows, displays the user name for creation and last modification of any record,
plus the date and time.



Chapter 9 « Administration
! 243

Adding a License

Using the Advanced search (Find > Advanced), it is possible to find records created by
specific users and created on or modified on specific dates. This makes it possible to
audit the activity of a user. See “Advanced” on page 335 for assistance creating these
searches.

Specific actions in the database are also listed in the log file of the database, together
with the user who performed them. The Log File option must be turned on for this to
be used. See “Reviewing Log Files” on page 253.

Adding a License

If you are using the client-server version of FuNpimensions, you may add licenses to
allow additional users to access the database simultaneously. The basic client-server
system allows 2 users. Additional users up to about 100 can be added. To purchase
additional user licenses, please call for pricing and delivery information.

To license additional users, you must enter different serial numbers for
Funpimensions and for Funpimensions Server. To add the serial number to
Funpimensions, you click the Add Users button located in

File> Administration>Usage tab; for a screen shot, see Figure 10.9, “Administrator
dialog, Usage pane” on page 274. Follow the prompts. A key-code will be displayed at
the server machine, which you must give to FuNpimensions representative, who will
generate your serial number.

To add a user to Funpimensions Server, follow the instructions supplied with that
package.

Backing Up Your Data

This is the most important section of this manual.

Maintaining a series of backup copies of your data file is an absolute necessity. One
saying is that there are only two kinds of computer users: those who have lost data,
and those are about to! Hard disks are purchased from the manufacturer with a Mean
Time Between Failure (MBTF) rating (usually in tens or hundreds of thousands of
hours). This number is an average: no one knows exactly when your drive will fail,
but the manufacturer is telling you the drive will fail— it is only a matter of time! If it
fails and you don't have a recent backup, you will probably lose all your data.
Everything! This means absolutely no access to your database. This could put you
out of business permanently. The local repair person can replace the drive and get
your computer running again, but your data will probably be gone forever. Your only
alternative will be an expensive data recovery service, and the results of this are
uncertain.

In most cases, hard drives will give no warning of impending failure. In the scheme of
things, a catastrophic drive failure is often preceded by a long run of normal system
performance.
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In addition to hardware failure, your database file—like all files on your computer—
is subject to possible corruption. This could mean the file cannot be opened by
Funpimensions, so your data would be inaccessible. Although the 4b Tools utility
and xML export/import is available for solving most of these problems, your only
certain insurance is a backup made prior to the corruption. Crashes and power
failure are the common causes of data file corruption, but it can also be caused by
damaged disk directories, incorrect or damaged disk driver software, stray magnetic
fields, and unknown causes.

The publisher and author of Funpimensions is not responsible for lost data. Neither
is the local computer repairman, the manufacturer of the computer, or the store that
sold or leased your system, even if you have a service contract. Your only safety net is
the one you build through determined and enlightened action. You must avoid the
belief that it won’t happen to you, and assume it will. It will. And it always happens
when you are not thinking about it, expecting it, or planning for it. It will usually
happen at the least convenient time, just before you need to produce a mailing for a
big campaign or something. Therefore, conduct your backup program as if you
would need to rely on the backup completely and on short notice.

There are many backup strategies, and a detailed discussion of them is outside the
scope of this manual. Briefly, a good plan provides for separate, rotated session, daily,
weekly and/or monthly backups.

Your backup plan should make allowance for physical catastrophe to the database
location, such as fire, flood, earthquake and burglary:

Some backups should be stored offsite.

Damage to your data file, or lost data, may not be noticed for a long time, so having only
a backup from the day or even a week before may not save you:

Having just one backup copy is not good enough.

Again: having just one backup copy of your database is not good enough. Not even close!
If you are backing up by replacing the last backup with the current backup, then you do
not understand the perils of operation and the purpose of backups, and you are not
currently qualified to design and implement a backup plan. In this case, you should get
professional assistance in designing and implementing a backup plan.

If you are unsure of your ability to design a backup strategy, please, please get
professional assistance in designing and implementing a plan. If it boils down to
hiring a professional to actually perform the backups because you do not, will not, or
can not, we strongly suggest that it is worth whatever it would cost. In every case we
know of, the cost of reconstructing the database far exceeded the cost of a
professional, well-maintained backup system.

This backup series should be maintained across at least 3 different pieces of media. Never
rely on a single tape, disk or cartridge, as these media are known to be unreliable.

Generally, we recommend the use of software that automates backups.
Funpimensions includes a built-in backup module, but for greatest security, use
other software to perform automatic backups of the backups created by that module;
this facilitates retention of multiple backups and storage of backups off-site. An
economical way to obtain this software may be to purchase a backup device that
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includes a copy of backup software, but be sure both are of the best quality.
Sometimes, bundled software is of an inferior brand or type.

When purchasing a computer, you may wish to choose your backup software first,
then purchase a computer with a writable cp or pvp drive mechanism (e.g. cp-rw
DVD-RAM, etc.) that is specifically supported by the backup software you select. Begin
by visiting the backup software vendor’s web site and downloading the list of
supported devices, then check your list of candidate computer models to see which
have supported mechanisms. The operating system can report to you the type of
mechanism installed, or contact the hardware vendor for information.

Backup Module

FUNDimensions includes a built-in backup software module. You can use this to
perform both automated and manual backups. You need to supply your own backup
hardware, typically some form of external hard drive, flash memory or other external
storage.

You should supplement the backup procedures here by taking media containing your
backups off-site on a regular basis. Design your strategy on the assumption that a
catastrophic event will occur at your site that would destroy or render inaccessible all
information stored there.

Built-in backup capabilities are not available in Read-Only mode.

Backups in the Client-Server Edition

See the separate Client-Server Administration Manual for information on
configuring backups, performing restores and related procedures in the Client-Server
edition of Funpimensions. While the principles and procedures are similar to those
described below, much of the interface is different, and several additional options are
available.

The Client-Server edition only blocks write-access to the database during backups,
while the Single-User Edition blocks all access during backups.

Configuring Backups in the Single User Edition

You configure backups by choosing File>Backup Configuration. In the window that
appears, click the Settings tab to begin configuration:
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Backups are saved in the folder displayed here. Use the Choose Destination button in the Settings pane to change the
location. To provide better protection for your data, a disk other than the one containing your data file (as displayed in
the upper section of the window) is strongly recommended for the backup destination.

You can specify any
additional files to be

Backup Configuration

backed up along with the
data file in this section.

( Irﬁb@ation 'Settings{ Schedule Y Backup Journal ]

Use the buttons to add
folders and files; items
appear in the scrolling area
to the right of the buttons.
To delete a file or folder,
select it from the scrolling
list and click the Delete
button.

If checked, old backup files
are deleted as the limit
specified here is reached.
This controls the amount of
disk space used by backups.™3
Usually, you should keep
this number at 10 or higher.

If checked, scheduled
backups are skipped if the
data file has not been
modified. This could cause
items added to the backup
in the Backup Contents
section above to not be
backed up at expected
intervals.

I~ ] Keep only the last | 15  backup files

Backup Destination Folder: PBG4:Users:fm:

2

R
Choose Destination |

Backup Contents... !’ Data File 1 Application File
————————  PBG4:Users:fm:Library:Application Support:AddressBook::.database.lockN
[ Add Folder |  PpgG4:Users:fm:Library:Application Support:AddressBook::.skindex.ABPers ..

PBC4:Users:fm:Library:Application Support:AddressBook:: ABPerson.index

(" Add File | PBG4:Users:fm:Library:Application Support:AddressBook::ABPerson.skindex
PBG4:Users:fm:Library:Application Support:AddressBook:: ABPerson.skind. ..
Delete

Other Settings...

Compression = Fast %

egment Size (Mb)  None |¢]

@ Backup only if the data has been modified

Logging...

B s recorded changes can be infegrated into a restored backpp file, providing a

[, Stop Logging ) restore that reflects the

The Information tab di

rd ™\
| Cancel |

Use this button to turn logging
on or off For more information
about logging, see “Performing
Manual Backups” on page 249.

Select None, Fast or
Compact from this menu
to choose a trade-off
between backup file size
and backup speed.

Set the segment size to a value other than None if you
have large backup files that need to be copied to
recordable CDs. This causes the backup file to broken
into pieces, which may each be copied to CD.

Figure 9.5 Settings Pane of the Backup Configuration Window

This window gives you controls for the following items, working from the top of the

window:

¢ Backup Destination Folder.Warning! To protect your database from hard disk
failure, you must store backups to a disk other than the one where your data file
resides. If a hard disk failure occurs and you have not followed this advice, your
backups may be destroyed along with your data file, and recovery will be
impossible.

To set the destination for backups to a disk other than the one containing your
data file, click the Choose button, and select a folder on the other disk. After
completing this task, verify your choice in the Destination area of the window in.
Check this again from time to time, to be sure it is still set to a location other than
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the disk with the data file. Also verify that backups are going to the location you
expect, by visually checking the destination folder after a backup is performed,
and the creation/modification dates and times of the backup files located in the
folder. Also check the Last Backup Path in the Information pane of the Backup
Configuration window. For additional tips on staying on top of your backup
regimen, see “Monitoring the Backup Process” on page 257.

If you cannot obtain another hard disk to receive the backup, you could burn
backups to a cp or DvD as soon as the backups are completed, but this is not
recommended because it requires manual intervention to burn the discs, which is
often forgotten or neglected. If you do choose this strategy, you can configure
Funpimensions to break up large backup files into pieces that will fit onto CD or
DVD media. See page 248.

Backup Contents. This section of the window offers you choices about what files
to back up.

A checkbox permits you to include the application file: you may elect not to check
this box, and rely on restoring the application from the regular application
installer in the event of a loss.

Another checkbox is displayed, labeled Data File. You cannot turn this off: your
data file is included in every backup.

Use the buttons to add other folders (collections of files and other folders) or
individual files to the backup. Use this to add critical files to your scheduled
backup, but keep these things in mind:

0 You cannot use the database during while a backup is taking place, and adding
files and folders to a backup makes the backup take longer. If the time it takes to
perform backups locks you out of the database for an inconvenient length of
time, reduce the files you have added here, and use some other means to back
them up.

0 Adding files and folders increase the amount of disk space required by each
backup, and you will be keeping multiple backups (see below); the additional
items might consume enough disk space to cause you to run out.

0 If you select the option not to perform backups when the data file has not been
modified since the last backup (see below), your other files and folders will not
be backed up either —even if they have been modified. In certain situations this
could result in an unexpected loss of data.

Other Settings. This area offers the following options:

0 Keep Only The Last x Backup Files. The backup module is designed to make a
series of backups, which allows restoration from an older backup if damage
goes undetected for a period of time. This is an important feature; to take
advantage of it, set this to keep at least 10 or 20 backups— or more. The only
limitation is disk space. You might try setting this to 30, and reducing it if you
run into disk space limitations. (You will receive an error message during
backups if disk space is insufficient. You can also check for problems in your
backup by clicking the Journal tab in this window.)
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0 Backup Only If The Data Has been Modified. This option causes scheduled
backups to be skipped if no change has occurred in the data file since the last
backup. (Manual backups will be made regardless of the setting of this item.)
This would save disk space by not performing backups that would be
redundant. However, if you have included files other than the data file and
application file in your backups (see above), you may want backups to occur
regardless of changes to the data file.

0 Compression. The Backup Module includes a capability to compress backups to
save disk space, but backups may take longer to execute or restore if
compression is applied. You can select from None, Fast or Compact. Compact
saves the most disk space but takes the longest time, while Fast is a compromise
between speed and disk space.

0 Segment Size. If you would like to copy backups to optical media having a
smaller capacity than the size of the backup file, you can use this option to cause
Funpimensions to break the backup file into pieces that will fit the media,
which can be reassembled during a restoration. In this case, select the
appropriate size from the pull-down menu. Otherwise, leave this set to None.

¢ Logging. This section offers a button to start or stop logging of changes to the
database made between backups. See“Performing Manual Backups” on page 249.

Funpimensions can perform backups at specific time intervals that you designate.
This is recommended to ensure that backups are made on a regular basis. To set a
schedule for automatic backups, click the Schedule tab, which provides a variety of
options for setting the times for automatic backups to occur. (You can also perform
manual backups anytime by choosing File>Backup Now.) Because you cannot use
the database during backups, select times that will minimize any inconvenience, but
when Funpimensions will be running. If Funpimensions is not running when a
backup is scheduled, a backup is performed as soon as you start the program.
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For regular use of FuNpimensions, the Daily or Weekly options are recommended, as
shown below:

Backup Configuration

( Information ( Settings ' Schedule ' Backup Journal ]

Schedule of Automatic Backups
(®) Every 1 | week(s) on:

# Monday  at [pg:00:00 |3

This section permits you to W Tuesday  at [10:00:00 [%)
specify days of the week ¥ Wednesday at [11:00:00 [%)
and a separate time for each & z
day. Most installations HLEca L 120000018
should use this section. ™ Friday at [13:00:00 |%)

() Satrday at [ 00:00:00

] Sunday at | 00:00:00

Hourly, daily and monthly _+— Other Scheduling Options

options are available in this
section. You can also turn
off automatic backups here. (O kvery 1 | dayis) at[ 12:00:00 [3)

(OEvery 1 month(s)onthe (1 [&) at [00:00:00 [%)

() Every 12 hour(s)

() No Automatic Backup

( cancel ) ( 0K )

Figure 9.6 Schedule Pane of the Backup Configuration Window

Performing Manual Backups

You can perform a manual backup anytime by choosing File>Backup Now. If
password security is turned on, you must be logged in as Administrator to use this
command; the menu item is disabled for other users.

Manual backups will be performed using the settings in the Settings pane of the
Backup Configuration window, shown in Figure 9.5, “Settings Pane of the Backup
Configuration Window” on page 246.

You cannot use the database during backups.

Automatic Restoration

Restoration is the process of replacing a damaged or missing data file from a backup.
If logging is turned on, the restoration of a backup can include integration of the log
file to create a restored data file that is complete to the moment of failure.

When logging is turned on (see “Introduction to Log Files” on page 252) and
Funpimensions detects an anomaly with the data file at startup, it automatically
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restores the last backup and integrates the log file. The damaged data file is renamed,
the restoration process completed, and the database is restarted with the restored data
file. No intervention is ordinarily necessary, but you will see progress bars as the
restoration process is executed. The backup journal contains a record of this process;
see “Monitoring the Backup Process” on page 257.

If logging is turned off automatic restoration does not function. In this case, use the
manual restoration procedure below. You can also perform a manual restore when
logging is turned on.

Manual Restoration

If password security is turned on for the database, you must be logged in as
Administrator to perform this procedure. You begin the restore process in either of
two ways:

1 If Funpimensions is running, choose File>Restore Now., and skip to step 3.

2 If Funpimensions is not running (i.e. if your data file is missing or damaged so
that it cannot be opened), do one of the following to produce the Open window
during startup:

0 If password security is turned on, type in your password, then hold down the
ALT key (Windows) or opTIoN key (Mac) as you click the Connect button in the
log-in window.

0 If password security is turned off hold down the art key (Windows) or opTION
key (Mac) immediately after double-clicking to start the program.
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must select “4D Backup File” from the Enabled pull-down menu:

To begin working in this window, choose 4D Backup File from this menu. If
you do not do this, you cannot select FUNDimensions’ backup files in the area

0080 . Open
Open Data File
Enable: | 4D Backup File }"ﬁ"i
[«]»]) (= " Program for 5.5 H ‘Q, search
4 C ¢; E:St :_“;e"r‘uzz"l’p £ | FUNDImensions.4DA 4

4.5 make installer
5.0 make installer
- 5.5 make installer »
- Archive I*
| Competitor info
Data files

. FD Text

~~ Program for 5.0
i [ Programfor5.5
4|kl

Ak

@ FUNDimensions.4DB b

[ﬂ

U 'y

7 FUNDimensionsDemoData[0008).4BK-Restore i ¥

Imanes I I
— —~—y 14| e

FUNDimensions.icns
- FUNDimensions.RSR
il FUNDimensionsDemoData.4DD m
= FUNDimensionsDemoData.4DL
Y FUNDimensionsDemoData.4DR
FUNDimensionsDemoData[0007].4BL

(Cancel) @-Bpenﬂ ’

Figure 9.7 Selecting a backup from which to restore

3 Select a backup file to restore (they have a suffix of .4Bx) and click the Open
button. The window below appears:

Restoration of Data

Destination folder of the restored files:

iensions:Program for 5.5:FUNDimensionsDemoData[0009].4BK-Restore o

C Cancel ( Restore )

This window sets the location for the restored files. Make a note where these go, since you
will need to locate them after the restore. You may click the button indicated to select a

location, then click the Restore button. A message appears that the restore was successful.

Click OK in that window, then click Done in the lower left. of the main restore window.

Figure 9.8 Restoration of Data window

4 In the window above, select the destination folder to receive the de-archived
backup files, then click the restore button. A progress bar shows when the de-
archiving process is finished.

5 Move the restored files to the folder where you want them, keeping the files with

suffixes of .4DD and .4DR together in the same folder.
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6 Now, open the restored data file using one of these procedures:

0 If Funpimensions is running, do File>Open Data File and select the restored
database.

0 If Funpimensions is not running, do one of the following to produce the Open
window during startup:

0 If password security is turned on, type in your password, then hold down the
ALT key (Windows) or opTIoN key (Mac) as you click the Connect button in the
log-in window.

0 If password security is turned off hold down the art key (Windows) or opTIoN
key (Mac) immediately after double-clicking to start the program.

Any procedure above produces the Open Data File window, where you can select
and open your restored database.

If prompted for a log file, select the log file that was in use at the time of failure
(suffix of .4pL). If the log file contains operations that were performed on your
data file since the restored backup was made, Funpimensions prompts with an
offer to integrate those changes into the data file, or create a new log file. You
usually select the option to integrate the log file.

Introduction to Log Files

Database backups have a limitation: restoring them only gives you the database as it
was at the time of the last backup. Any changes made to the database since the backup
was performed — edits, deletions, added records —are lost. It is often impossible even
to know exactly what data was lost. Without log file technology, the only way to
mitigate this limitation is to perform very frequent backups, a strategy which presents
its own set of problems, such as being locked out of the database while all those
backups are performed.

Log files offer protection from this kind of problem, by continuously recording
changes made to the database. During restoration of a backup, the log file can be
integrated with the restored backup, resulting in a restoration to the exact state of
your database at the moment of failure.

Besides the use in data restoration, log files have two additional uses:

¢ Log files provide a human-readable record of changes to the database. You can
inspect the log file to see what records were edited, added or deleted, by whom and
at what time.

¢ If the inspection process above reveals actions that need to be reversed (un-done),
the log file and last backup can be used to restore the last backup, and play back the
log file up to a point you specify, so that all actions after that point are omitted.
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Creating a Log File

Log files exist as files on your hard disk with a suffix of .4D1L. You can enable logging
by doing File>Backup Configuration, and clicking the Start Logging button in the
Settings pane. A prompt appears where you can name the log file, and specify the
folder where it will be created.

Each time you perform a backup, the log file is backed up too, and a new log file is
started. This prevents the log file from growing in size to fill the hard disk. and from
being so large that integrating it in to a data file takes a long time. Backup log files
appear in the same folder where backups are saved (as set and displayed in the
backup destination area at the top of the Settings pane of the backup Configuration
window); they have a suffix of .4BL.These files will correspond to the backup with the
next higher number, e.g. the log file for FUNDimensions[0005].4BK is named
FUNDimensions[0004].4BL.

Reviewing Log Files

To view the current log file, log in as the Administrator and do File>Backup
Configuration. In the Information pane of the window, click the Check Log File
button. (see “Information Pane of the Backup Configuration Window” on page 257).
The Check Log File window appears:

: The list belaw shows all the performed operations recarded in the log file since the last backup.
’ -. Right click.in column headers ta display specific Figlds,
Cre e

Action Table User Date Hour TI
41934 Modification  Memberships Designer 5/24)2008 2:43:07 PM
41935 Modification Member ships Designer 52412006 2:43:07 PM
41936 Modification Member ships Designer S/241 2006 Z:43:07 PM
41937 Modification Member ships Designer S/2412006 2:43:07 PM
41935 Modification  Memberships Designer 5/z24/2006 214307 PM
41939 Modification  Memberships Designer 5/24) 2006 2:43:07 PM
41940 Modification Pledges Designer 5/24/2006 2:43:07 PM
41941 Modification Pledges Designet 5/24/2008 2:43:07 PIM
41942 Modification Pledges Designer 52412006 2:43:07 PM I

Rollback

By selecting a specific log action in the lisk abowe and clicking the Rollback button, 4th Dimension will close the
current data file, restore and open the latest backup of the database and perform all the above logged
actions including the selected one.

The rollback operation cannot be undone, but the current data File will be renamed and stared on the disk.

Rollback

Figure 9.9 Check Log File Window

Scroll the list to view the operations performed. The Rollback button only gets
enabled when you select an item in the list; see the next section.
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Automatic Backup of Large Log Files

In the unlikely event that the log file approaches two gigabytes in size,
Funpimensions will trigger a backup and start a new log file. This archives the large
log file, so it may be used later, and prevents a too-large log file from impacting
performance.

This backup will use your settings for a manual backup and will occur irrespective of
scheduled backups.

Un-Doing Operations With Log Files

Funpimensions offers undoing of operations recorded in the log file. This is
especially useful when a record was deleted by error from a database. In order for this
function to be available, the database must have a log file; see “Creating a Log File” on
page 253.

You specify the last operation you want to keep: all actions after that are un-done.

The un-do works by closing the current database and restoring the last backup of the
database. The restored database is then opened and Funpimensions integrates the
operations of the log file up through to the selected operation. If the database has not
yet been backed up, Funpimensions starts with a blank data file.

To restore a database to a previous state:

1 Follow the instruction in the previous section (“Reviewing Log Files” on page 253)
to open the log file.

2 Select the row after which all operations must be cancelled.

The operation of the selected row will be the last kept. If, for example, you wish to
cancel a deletion, select the operation located just before it. The deletion
operation, as well as all subsequent operations, will be cancelled.

3 Click the Rollback button. Funpimensions asks you to confirm the operation.

4 Click ok. The data is then restored to the exact state it was in at the moment of the
selected action.

Integrating Multiple Log Files

It is possible to integrate a series of log files during a restoration process. You might
want to do this if a data file became corrupt prior to your last backup, and you are
restoring an older backup to get an uncorrupted data file.

To integrate multiple log files, open a freshly-restored data file from a Funpimensions
backup. When you do this, Funpimensions prompts for a log file: at this point,
choose the first log file you want to restore from the standard Open file window. The
log file you select can be a regular log file (suffixed with .4DL) or a log file archived
during a backup (.48L). See “Creating a Log File” on page 253 for more information
on log files and archived log files.
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After that log file is integrated, Funpimensions asks if you want to integrate another
one. Click yes, and select the next log file in the standard Open file window. Repeat
this process until all log files are restored.

Restoring Data From Log Files

You can integrate multiple log files from older backups. This may make it possible to
restore from an older backup and avoid corruption that occurred due to disk failure,
problems with the disk directory, viruses, or other problems. Follow this procedure:

1 Restore any backup using the instructions above (“Manual Restoration” on
page 250).

2 Restore all the intervening log files (.4BL), between the backup you restored and
the last backup performed, e.g if you restored FUNDimensions[0005].4BK, restore
all the log files from FUNDimensions[0005].4BL and up to the last log file backup.
Use this procedure to restore the files:

0 If Funpimensions is running, choose File >Restore Now, and skip to step 3.

0 If Funpimensions is not running (i.e. if your data file is missing or damaged so
that it cannot be opened), do one of the following to produce the Open window
during startup:

0 If password security is turned on, type in your password, then hold down the
ALt key (Windows) or opTioN key (Mac) as you click the Connect button in the
log-in window.

0 If password security is turned off hold down the art key (Windows) or opTIoN
key (Mac) immediately after double-clicking to start the program.



256

Chapter 9 « Administration

Backup Module

Either action above displays the standard Open window, as shown below. You must
select “4p Log Archive File” from the Enabled pull-down menu:

To begin working in this window, choose 4D Log Archive File from this menu. If you
do not do this, you cannot select FUNDimensions’ backup files in the area below.

006 Open
Open Data File
Enable: [ 4D Log Archive File F+]
[ Y [ = o = - -
----- = IB}}] | Program for 5.5 f .] Q search
a4 ") 40test..-059.zip |4 _ FUNDimensions.4DA o a
b § 4.0 test ...-05 X.zip | ¥ @ FUNDimensions.4DB b §
M 4.0 test ...d-Serv.zip ¢| FUMDimensions.icns .
|7 4.5 make installer 1 FUNDimensions.RSR
|7 5.0 make installer » @l FUNDimensionsDemoData.4DD
i |7 5.5 make installer S~ FUMDimensionsDemoData.40L
|7 Archive 2 — FUMDimensionsDemoData.4DR
|7 competitor info 1 ™
4 [ Datafiles » |a _ FUNDimensionsDemoData[0008).4BK a
¥ [ FD Text » ¥ [ FUNDimensionsDemoData[0008).4BK-Restore 1 | ¥
' 7 pronram for 5.0 1 [FF imanes ptl
<> E —3 R
New...
( New Folder ) ("Cancel ) @pen)
P

Figure 9.10 Selecting a log file archive from which to restore

Place each log file in a folder named to denote its sequence in the backup, e.g.
restore log file 0003 to a folder named 0003, log file 0004 to a folder named 0004,
etc.

Put the log file that was never backed up — the one in use when the disruption
occurred —into a folder named “last log file”.

Open the restored backup from step one (to specify the data file to open, hold
down the oprTION key (Mac) or aLt key (Windows) immediately after starting the
launch of the program, or in the Log-in window). When it asks you for a log file,
designate the oldest log file you restored (in step 2). The contents of that log file
will be integrated during the process of opening the data file.

Quit Funpimensions. Delete the log file you designated in step 4 above.

Repeat steps 5 and 6, using the next log file in the sequence. Repeat this step until
all log files are integrated, including the final log file from step 3.
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Monitoring the Backup Process

Please check the backup process regularly: your data will probably depend someday
on the integrity of backups. Perform the following steps at monthly intervals:

¢ Archive a backup to cp or pvp and take it off site. Keep it for at least a year.

¢ The best time to identify a problem with restoration is before you need to perform
one; so perform a test restore and verify that you can open the restored the data
file. (File>Open Data File.) This will also have you be practiced and familiar with
the restore process.

¢ Check the Backup Journal by clicking the Journal tab of the Backup Configuration
window. Look to see that the last several backups occurred when you thought they
would, and that no error messages appear.

¢ Verify your backup settings by careful reading of the Information pane of the
Backup Configuration window, show below:

The top of this pane displays the date and time of the next
scheduled backup, and the last backup. Check this
information regularly to monitor your backup process.

Backup Con¥iguration

Information | Settings| Schedule| Backup Journal
The date and time of the last Backup Infarrmation...
backup, and the location where
it was saved are shown here.\ Mext Backup Scheduled At Thursday, May 25, 2006 at 5:00 PM {1 days, 1 hours, 41 minutes)

\ Last Backup On:  Wednesday, May 24, 2006 at 2:42 PM (0 days, 0 hours, 37 minutes ago)

This number is assigned to _ ) ) _ )
Last Backup Path:  EMWersion 5.58.8 FUNDimensions\FUNDimensionsDemoData[0004].4BK

the last backup.It appears in

the backup file name (see Last
Backup Path, above), and ——
resets at the number specified

in “Keep only the last x Current Data File:  E:Version 5.515.5 FUNDimensionsiFUNDimensionsDemaoData 4DD

backup files” (Settings pane).

| Current Backup Set 4

P . Log File Infarmation...
This is the location and

name of the data file you
currently have open.
Every backup will include

Current Log File:  EWersion 5.5v.5 FUNDimensions\FUNDimensionsDemoData 4DL

this file. = Last Backup Log Path:  Esversion 5. 5FUNDimensions 5. 5 UNDimensionDemoData[003].4DL
The name and location (;%

the log file currently in us€;

and the last backup of the LUsging the button at left, you can view a record of additions and

modifications to your database, and roll back [un-do] specific additions or
modifications. |f the buttan is dizabled, wou must first tum logging on under
the the Setup tab of thiz window,

Check Log File

log file are displayed here.
Whenever a backup
occurs, the current log file
is backed up and logging
starts over with an empty
log file.

[ Cancel ] [ OK |

This button displays the log file contents and offers un-do of record
additions, deletions and edits you have made to the database.

Figure 9.11 Information Pane of the Backup Configuration Window
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Preferences...
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COpen Data File. ..

Irnpoart. .,

Backup Mow

Backup Configuration

Restore Backup,

it Chrl)
T —

This group provides
"access to all modules.

—This closes the frontmost window.

Under Mac os x, these two items
appear in the FuNDimensions or
Funbpimensions Client menu,
left of this menu.

Figure 10.1  File menu

This menu has commands associated with navigating between the basic modules of
the program. Commands associated with configuration of the database and security
functions are located here, as are the Import, Quit and Close commands.
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Donors, Donations, Memberships, Pledges, Pledge Payments,

Donors, Donations, Memberships, Pledges, Pledge
Payments, Keywords, Relationships, Notes and Calendar

Selecting any of these items displays a list view of the records in the database for that
module. For example, selecting Donors shows a listing of the donors, one donor per
row. Once open, clicking on a window associated with a module will bring that
module to the front and allow you to work in it, or select the menu command again
to bring the window forward. The first time you open a List View, Funpimensions
places all the records for that module into the list.

Close Window

Selecting this command will close the front window if it is a list view. The close box,
located in the upper left corner of list view windows, performs the same function as
this menu item. However, the Donor List View window can never be closed, so it has
no close box and the Close menu item is disabled when the Donor List View is in
front.

This command also works for Input Windows. If changes have been made since it
was opened, using this command in Input windows will produce a dialog asking
whether to save changes, discard changes or cancel the close action.

Preferences

The preferences dialog allows users to configure Funpimensions for different needs.
Under Mac os X, this menu command appears under the application menu, i.e.
Funpimensions> Preferences in the Single-User edition, or FuNpimensions
Client>Preferences under the Client-Server edition.

When password security is on, preference settings are stored separately for each user
that has a log-in name, so that each user can customize the software to suit them.
These preferences include:

¢ several settings for exporting and printing labels

¢ settings that control behavior when copying information to the clipboard with the
Clipboard-Street Address to command

¢ eleven different initial settings (“defaults”) for new donor records, and auto-fill
options for the Letter Salutation field in new donor records

¢ aoption to set Preview to Screen as the default choice when printing

¢ optional layout formats for the Donor List View, to show or hide addresses and/or
phone numbers, and change the order of columns, and set the format for dates

¢ options to perform automatic sorting of lists

¢ options to display alerts at startup indicating the existence of unsent thank you
notes or recognition products
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¢ configuration for the auto-dial capability of Funpimensions, which can dial phone
numbers using your modem

¢ option to reduce the memory needed to run Funpimensions, by not displaying the
Information Palette

¢ options to display the calendar when the program is started

The following subsections describe in detail the options available in each tabbed pane
of the Preferences window.

General Preferences

Preferences

General |New DDnDrRecurds| List Wiews | Calendar| ExportiLabels |

Mizcellaneous Preferences. . Auto-Dial Configuration
W Show Tips Prefis for outside line
[~ when Printing, Preview to Screen iz Initial Setting Do not dial this area code

I~ Photes & Email in Clipboard-Street Address to

[~ Suppress Info Palette [zaves memory & faster)

Dashboard Configuration. ..

W Show Dazhboard Fepart at Startup ¥ Show Donations
Update Diashboard Information Every IT Minutes ¥ Show Memberships
¥ Show Expiing/E=pired T emns frea ¥ Show Pledges
Ranges Mext IT Days, Last IT Days ¥ Show Pledge Payments

Cancel | 0K |

Figure 10.2  Preferences window-General pane

When the Preferences command is selected the first time, the previous dialog
appears. The following choices are available (clockwise from top left) in the
Miscellaneous Preferences area (upper left of window):

1 Show Tips. When checked, this will cause tips to appear when the cursor is moved
over some screen objects. Tips are small windows containing information about
the item under the cursor. Screen objects that may have a tip include buttons and
fields in input windows and dialog boxes, and chart objects. Not all objects display
a tip.

2 When Printing, Preview to screen is Initial Setting. If this is checked, your Print
dialogs will always come up the first time with this choice set to on. Otherwise it
will appear the first time as oft After the first time it is used, the print dialog will
remember the last setting you made in each module.
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3 Phones & Email in Clipboard-Street Addresses to. When checked, this will cause
all phone numbers, phone extensions and the email address in the donor record to
be included when the Clipboard-Street Addresses to command is used.

4 Suppress Info Palette. When checked, this option prevents the Information
Palette from opening or closes it if it is already open. Like the memory-conserving
options above, this saves memory and may improve performance in Input
Windows. The cost is the suppression of potentially important, useful information
that the palette provides. The Pledge Input Window especially depends on the
palette for display of key data. The recommended setting for this option is off

If the Auto-Dial Preferences area (upper right of window), you can specify an outside
line prefix to be added to numbers dialed. This is usually 9, or blank. If you enter your
local area code in the lower field, Funpimensions will omit this area code from its
dialing sequence. If both fields are blank, Funpimensions dials the phone number
exactly as it appears in the phone number field. For information on how to use auto-
dial, see “Donor Input Window” on page 5.

Items in the Dashboard Configuration area (lower portion of the window) are
disabled unless you have printing privileges in the database*. The following items
appear (see “Dashboard” on page 33for more information on the Dashboard):

¢ Show Dashboard Report At Startup. When checked, the Dashboard window
appears when the program is launched, instead of requiring use of the
Output>Dashboard menu command. There may be a brief delay before the
Dashboard window appears as the data is gathered and calculations made.

¢ Show Donations, Memberships, Pledges and Pledge Payments. During normal
operation, the dashboard hides gift types for which there is no relevant data, i.e. if
there are no donations needing thank you notes, the dashboard does not display a
Donations row. However, if you want to explicitly suppress display of a gift type,
you can do so with these checkboxes. This might be useful if you had a policy of
not sending thank you letters for individual pledge payments; by turning off the
Show Pledge Payments checkbox, the dashboard would not be constantly
“warning “you about unsent thank you notes for these items.

¢ Update Dashboard Every __ Minutes. This controls how often the Dashboard
process reviews your data and updates its display. The process takes place in the
background and does not interfere with other use of the software, but you may
notice some hard disk activity during dashboard updates. The minimum interval
is 10 minutes: the maximum interval is 120 minutes (2 hours).

¢ Show Expiring/Expired terms Area. During normal operation, the Dashboard
hides the 2 rightmost columns if there are no expiring or expired memberships or
pledges to display. However, if you wish to explicitly suppress display of this
information, you can do so with this checkbox. This might be useful if you did not
have memberships, and did not have a policy of following up completed pledges,
and therefore did not want to be “warned” of pledges nearing or past completion.

* Only users with “Clipboards, Reports and Printing” privileges can access the Dashboard. See
“Access” on page 270.
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¢ Ranges: Next __ Days, Last __ Days. The Dashboard warns you of pledges and
memberships nearing or recently-past their terms; the defmition of “nearing” and
“recently-past” is up to you. By default, these ranges are set to 10 days before or
after term completion, but you can change those ranges here. The minimum value
is 0 days; the maximum value is 99 days. If the checkbox for Show Expiring/
Expired Terms is off these range fields will be disabled, since they would have no

effect.

For pledges with a non-zero balance, term completion is anticipated by a
calculation of the date on which the last payment is due. This date is then
compared with the Next ___ Days range you specify in this section of Preferences,
and the pledge is either added to the dashboard count or not, depending on
whether its last payment date falls inside or outside the range. Pledges with a zero
balance are included in the Last ___ Days column of the Dashboard if their final
payment date falls within the range.

If the pledger has one or more additional pledges that have a last payment made
date or last payment due dates outside the range, the pledge which is nearing or
past completion will not be listed. This will cause a pledge listed in the Dashboard
to be removed from the count when the pledger makes a new pledge or extends
their old one, the next time the dashboard is updated. Similarly, a membership will
not be listed in the Dashboard if there is any other current membership for the
same donor that does not have an expiration date that falls with the data range
specified in this section of Preferences.

New Donor Records

Text you place in this window will appear in new donor records as default values. You
can also set keywords be placed as defaults into new donor records. See “Label Line 1,
Label Line 2 and Letter Salutation Fields” on page 57, Figure 3.6, “Entering initial
settings for new donor records in Preferences” on page 58 and “Default Values” on
page 60 for more information.

Also in the New Donor Records pane, you can set keywords to be placed as defaults
into a new donor record. You select default keywords using the same method used to
add keywords to donor records, described on page 64.
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List Views

Clicking the List Views tab in Preferences displays this pane:

Choose from five formats for the Donor List View here.
/

Preferences /

General | New Donor Records  Listiews | Calendar | ExporyLahels |

Choose from options for Donor List ¥iew cgntents and format.
Changes take effect only after quit/relaungh.

' Large Type With Addresses & Phones

' Large Type, Names Only: 1st column is Last Name
& Large Type, Names Only: 1st column is First Name
' Small type With Addresses

' Small Type With Addresses & Phones

Choose the format for display of dates in List Yiews.
Changes may require closing and re-opening list view windows to take effect.

f mmddfyyy [03/2172001) -]
| | Short (3/21/01)
mm/ddpnryy (03/21/2001)
Maonth Date, Year [March 25, 2001]
Abbreviated Month, Day, Year [Mar 25, 2001) Cancel | oK ]
\

Select a date format option from this pull-down menu.

Figure 10.3 Preferences window-List Views

In the area labeled “Donor List View options” the following choices are available
through 4 radio buttons. Changes made to these preferences require re-launching
Funpimen-sions to take effect. These choices do not affect printing in any way.

¢ Large Type With Addresses & Phones This option displays a hybrid of the options
below: the donor and company name columns appear in a large typeface, while the
address and phones appear in a smaller typeface. This option uses the most space
on your screen.

¢ Large Type, Names Only... These 2 options display only the first, last and company

name of each donor record. These options are best for conserving screen space.
The additional information in the other choices is still available in the Donor
Input Window that appears when you double click any row in this List View. You
can choose to have either the first name or the last name appear in the leftmost
column.

¢ Small type/addresses. This radio button will display a layout in a small font. The

street address, city, state and zip are displayed in addition to the first, last and
company names.

¢ Small type/addresses & phones. Similar to the layout in the choice above, except

that an additional column is added for display of home and work phone numbers.
This will be the slowest display, especially in multi-user configurations.
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Options above that include address or phone information may be slightly slower to
scroll in the client-server edition. For maximum performance in client-server, use
one of the Large Type, Names Only options.

In the area labeled “Gift Module List Views,” you use the popup menu to choose a
date format for use in the list views of the donations, memberships, pledges, and
pledge payment modules. The initial setting is “MM/DD/YYYY.” List Views are
explained in “Windows” on page 2.

Calendar

This tab allows you to configure Funpimensions to open the calendar window when
the program is started. This does not affect the behavior of reminders, which will
always appear at the scheduled time regardless of whether the calendar window is
open. (However, Funpimensions must be launched for reminders to appear.)

You can also configure the calendar to appear on top of, or underneath other
windows when it appears at startup.

Export/Labels

This area contains settings that modify the behavior of Funpimensions when it
performs exports and prints mailing labels.

Preferences

General | Mew Donor Records | List Views | Calendar ExpontfLabels |

For the Export and Labels Menu Commands from the Dionor List Yiew. ..
I:G' Combine records with the same address if one of them haz an entry in Household S alutation.
O Always zend individual mailings.

I:@ Filter Out Donors with Do Mot Mail box checked [usually best for appeals).
O gnore Do Mot Mail checkbos,

For the Export and Labels Menu Commands from Gift List Views. ..
{0 Filter Out Donors with Do Mot Mail box checked.

% |gnore Do Mot Mail checkbox [usually best for thank you letters].

Other Export Dptions... Sort Mailing Labels and E #ports By...
™ Lowercase Choice List lberns in Exports % Postal/Zip Code
O Last Name/First Name
) Mo Sart

Cancel | 0K |

Figure 10.4 Preferences window-Export/Labels pane

Settings for the upper left section, labeled “For the Export and Label Menu
Commands from the Donor List View..” will apply only when you choose Export or
Labels from Output menu, while the Donor List View is the front window:
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Combine records with the same address if one of them has an entry in the
Household Salutation field. This enables the householding feature of
Funpimensions. See “Householding” on page 139.

Always send individual mailings. This disables the householding feature, so that
records appear in exports and label printing irrespective of whether they share the
same address with other records.

Filter Out Donors With Do Not Mail box checked. This will cause
Funpimensions to remove records from exports and label printing if the Do Not
Mail is checked in the donor record.

Ignore Do Not Mail checkbox. This will export records irrespective of the Do Not
Mail setting.

Settings for the section labeled “For the Export and Label Menu Commands from
Gift List Views..” will apply only when you choose Export or Labels from Output
menu, while the Donation, Membership or Pledge List View is the front window:

5

Filter Out Donors With Do Not Mail box checked. This will cause
Funpimensions to remove records from exports and label printing if the Do Not
Mail box is checked in the donor record.

Ignore Do Not Mail checkbox. This will export records irrespective of the Do Not
Mail setting. This setting is the initial setting for a new database, because mailings
produced from the Donation, Membership and Pledge List Views are frequently
for the purpose of gift acknowledgement, and in that case you may want to send a
letter regardless of the donor’s request not to receive other mailings.

Settings in other sections of the window are as follows:

7

Lowercase choice list items in exports. In exports from the Donations,
Memberships, and Pledges modules, this option will set all characters to lowercase
in the Campaign, Method and Fund fieldst. You may prefer this in mail merge
letters.

Sort exports and labels by Postal/Zip Code. This sorts your labels and exports by
zip code, so your letters and envelopes will be in the ideal order for bulk mail
rates. It is checked by default when a new data file is created.

Sort exports and labels by Last Name/First Name. This sorts your labels and
exports by last name. Series with the same last name will be sorted by first name.

10 No Sort. This option will result in exports and labels that are in the record order

that is native to Funpimensions.

Word Processor

This tab is enabled only when the word processor option is installed. See “Templates”
on page 382 for a description of this item.

T

The Campaign, Method and Fund labels may be changed through the Administrator dialog,
so they may not match the names in this text. See page ix.
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Administration

This menu item allows the administrator to configure FuNpimensions for different
needs. The settings apply to all users of the database. If security is turned on, you
must log in as administrator to access or change these settings. They include:

¢ organization name, to appear at the top of reports
¢ currency symbol or 3-letter 150 currency code
¢ all security functions:

O creating new users

0 changing user access levels

0 editing access level characteristics

O restoring forgotten passwords

¢ configuration of default values for thank you templates, recognition products and
membership classes, based on gift amounts that you specify

¢ specifying default expiration date for new membership records
¢ a way to make check numbers mandatory for gift records paid by check

¢ field labels for the user-definable fields and choice lists in the Classification pane of
the Donor Input Window and in gift records, and options to make an entry in
these fields mandatory for new gift records

¢ Information concerning database usage. For each user, the listing displays last
time and date of log in and log off and their access level for that session.

Except for the user names and passwords, the administrator settings are stored in the
data file: if you are maintaining multiple data files, you can have different settings for
each file, i.e. a different organization name.

The following subsections describe in detail the options available in each tabbed pane
of the Administrator window.
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Setup
Fiscal Year is used in calculating year-to-date and last Currency symbol to appear in
year gift totals in the Donor List Statistics report; see displays, exports and reports.

page 146. It may also be used in custom reports.

Administration

Setup Accesy Donation Map| Membership Map | Pledge Map| Payment Map| Usagg

Currency
“'our organization natye [appears in reparts]l Code/Symbol
['Your organization nameNere %

Enter first month and day

of fiscal year 01701 {mm/dd)

Edit Payrnent Forms

BB User Defined 1 D Check number iz required for gifts paid by check
Set the labels deiDefneds Should an enty in this fild

be mandatory when saving
a gift record?

here fOI' certain Edit field labels liLlser Defined 3

appearing in the

fields in donor Classification page of User Defined 4

Donor Input Window [15 Edit field labels for choice OYes  @MNo
records: f.OI' — characters masimum; UserDefinedD ate lists in gift records (12
CuStOlelng alpgamémencs, SEECIG]S characters maximum; Ores @M
and underscores only| ,Cti alphanumerics, spaces
your database. s and underscores orly) OiYes @ MNo
Tupe
Memfership Class (OYes (&) Mo
[Valunteer

Items in this section set the labels for some fields This button produces a window for editing the for
in gift records, and allow you to make entries in  of payment (cash, check, Visa, In Kind, etc.) used
some fields mandatory in new gift records. during data entry in Gift Input Windows.

Figure 10.5 General Preferences dialog

This pane of the Administrator dialog provides an interface for setting field labels for
donor and gift records. The capability to change these labels is important to
customizing Funpimensions to the needs of your organization; for help choosing the
best naming scheme for your database, see “Designing Your Database” on page 371.

To change a field label, tab or click in the field, then use standard text editing
techniques to change the label. You changes will appear in the donor and gift input
windows and standard reports immediately, and in menu items after relaunching the
software. The names of some items in Advanced Reports reference some of these
fields names; you may manually change the names of these reports to reflect changes
to field names you make in this window. The report templates are stored in the Report
templates folder installed with Funpimensions. For more information, see
“Customizing the Advanced Reports listings” on page 343.

To designate fields as mandatory in new records, click the Yes button for the field. If
an attempt is made to save a new gift record with this field empty, a message appears
to inform the user the field is mandatory, and their cursor is moved to the field.

Place your organization name as you would like it to appear on reports in the
uppermost field of this window.
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You may change the default currency symbol of “s” to any other symbol or 1s0-4217
three-character code (e.g., UsD 123.45 or EUR 67.89)%. The currency symbol you enter
here will appear in standard reports, exports and screen displays. It can also appear in
custom reports. When entering a 3-letter code, append a space to the code, so that a
space appears in reports and displays. Tip: The Euro symbol is typed with ALT-0128
(Windows) or opTION-SHIFT-2 (Mac).

The Fiscal Year field allows you to enter the numeric month and day that begins your
organization’s fiscal year. This information is used for calculating the year-to-date and
previous year gift totals in the Donor List Statistics report, and may also be used in
custom reports by using the function “FiscalYear_current” in a formula to return the
date your current fiscal year began.

By checking the appropriate box, you may specify that gift records must have a check
number entered in gift records when the Payment Form field is set to “Check”

Clicking the Edit Payment Forms button produces a window where you can edit the
forms of payment that may be selected by users during data entry in the Donation,
Membership and Pledge Payment Input Windows. For information on how to use the
window, see “Choice List Editing” on page 52.

i A table of these codes is available at http://fx.sauder.ubc.ca/currency_table.html. See the iso-
4217 Code column.
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Access

This is where you will perform all functions related to passwords, user names and
access levels. The window appears as in this diagram:

Until password security is turned on using this
button, everything else in this window is disabled.

Administration
Setup| Access :Dunatiun Map | Membershijp Map | Pledge Map | Payment Map | Usage
Assign Passwords & Levels ] [ Turn On Security ] [ Reset Administrator Password
Edit access levels...
I Privileges 1
. . o Create Reports,
Create E dit Delete Wig Edit Lists i Clipboard
Access Level Records Records Records Giftg Noltee:\l &I%,m:]; Export
Administrator = lE] = = E] = = =
Al Privileges = = = ES) = ES) ) =
Mairtenance JE2] = = E3) O | ¥
Edi = = O O O il Ll ¥
Data Entry = [ = O | | O ]
Brawse O (1] (= O = O [ O
[ Cancel ] [ ok ]

Figure 10.6 Administrator dialog, Access pane

The Security On button turns on password security features. Follow the prompts that
appear after clicking the button. You’'ll be prompted to relaunch Funpimensions and
enter the default administrator password. Change the administrator password imme-
diately and set up users and passwords following the instructions in “The Access

Privileges System” on page 235. If security is already turned on, this button is
disabled.

The Passwords/Privileges button opens the Edit Access dialog where you can create
and edit user names and passwords, and assign or block specific access privileges to
users. See “The Access Privileges System” on page 235 for information on how to do
this. If security is not turned on, this button is disabled.

After turning security on, the lower area of the dialog allows you to edit the gift
viewing, notes, printing and exporting privileges for access levels that, by default, do
not allow use of these items. Use the checkboxes to edit the access levels. See
“Optional Group Privileges” on page 236 for more information. Changes do not take
effect until client software is quit and relaunched.

Many of the checkboxes are disabled (this attribute is visible in Figure 10.6 as
checkboxes without a blue-frame; appearance under Mac OS X is slightly different);
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these indicate properties that cannot be edited. They are displayed to assist you in
understanding the attributes of each access level.

For the Maintenance level, you can turn on the Reports, Printing and Clipboards
checkbox, or the Exporting checkbox, but not both. When the Create & View Notes
checkbox is off, users will be blocked from opening the note attachments or creating
new attachments. They can still use the lower note area in the Donor Input Window,
and will still be able to see the list of note attachments in the upper area.

Only users with “Clipboards, Reports and Printing” turned on can access the
Dashboard (Output>Dashboard, “Dashboard” on page 33).

Only users with “Clipboards, Reports and Printing” turned on can access Advanced
Reports (Output> Advanced Reports). This means that if “Export” is turned on but
“Clipboards, Reports and Printing” is off in the Access tab of the Administration
window, the user can access the standard exports (Output>Export), but not those
exports listed in Advanced Reports.

Caution: Even if “Export” access is turned off for a user in the Access tab of the
Administration window, if “Clipboards, Reports and Printing” is turned on they
could still perform exports by using the Report Editor, or by using the exports listed
in the Advanced Reports window. They are only blocked from using the standard
export menu commands (Output>Export).

The View Gifts checkbox, when turned off will cause users at that access level to be
blocked from viewing gift records, or from using features of the program that would
reveal gift information, such as searches for gift amounts, reports, and the
Information Palette. (The year of a donor’s first gift and membership is still available
to these users via the export function, if they have export privileges.) Users at the Edit
and Data Entry level will be able to create and save new gift records regardless of the
setting of the View Gifts checkbox, but they will not be able to view the records once
they save them if View Gifts is off for their level.

For further explanation of access levels, see “The Access Privileges System” on
page 235.
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Donation, Membership, Pledge and Payment Map

Clicking the Donation Map, Membership Map, Pledge Map or Payment Map tabs
produces a window similar to this one:

Values entered in this column are subtracted from the gift amount
to yield the Tax Deductible Amount that appears in the gift record.

Administration

Setup | Access| Donation Map |Membership Map | Pledge Map | Payment Map | Usage

Associate donation amounts with defaults for thank you note types, recognition products, and the

yalue of recognition products {as non-deductibhle amounts)..
| Minimum Armnaunt b aximunn A mount Thank You Type R ecognition Product on-Deductible Amount
1 A0 Standard Donation « Mone - i
551 200 Standard Donation - T shirt - 15
5201 500 Standard Danation -~ Umbrella - 25
;501 100,000,000 Large Gift letter - hlug & T shirt - 25

[ Add Line | [ Delete Line |
[ Cancel | [ OK |
_—m m e—

Figure 10.7 Administration Window, Donation Map pane

In these windows, you can set default values for Thank You Type, Recognition
Product Member Class and/or non-tax deductible amount** according to the gift
amounts that you specify. This aids in consistent and rapid data entry. For example,
using the entries in the diagram above, a new donation record for $100.00 would
automatically receive an entry in the recognition product field of “Umbrella” and an
entry in the Thank You Type field of “Donation.major”. $35.95 would be deducted
from the gift amount and the result placed in the Tax Deductible field of the new

** You can report the total tax-deductible amount for a year to your donors by using the Year-
End Letter export. See “Year-End Letters” on page 127.
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donation. These values appear in the gift record after tabbing out of the amount field.
The resulting record would look like this:

If the donor has made a previous gift using a credit card, the
credit card information is copied to new gifts of the same type.

60/'\

A
Donat/ilaﬁ.//bet. Harry Callahan

Approval Code

Tax Deductible
Thank You Type

Recognition Product

Donation Amount 100.00 Campaign i} El
Payment Form 'Check Method i] El
Check/CC No. / Fund M -]

Expires Solicitor Incarcero Himst i] El

Donation date Jul 6, 2006

| S

Figure 10.8 Recognition/Thank You default example

Note Default
e values
Match To appear
here.
85.00 Donati:
Standard Donation letter ~ — 2] T Thank You Sent
T shirt i] "] Recognition Sent

These assignments can be changed anytime. If security is enabled, you must log on as
administrator to change these defaults. If no default has been entered for a gift
amount, the gift record will not automatically receive any recognition, thank you or
tax deductible amount default values, but you can still make assignments manually.

To set a default, click once in either the Donation, Membership, Pledge or Payment
area, then click the Add Line button. Choice lists appear for Membership Class,
Recognition Product and Thank You Type columns; you make a selection from the
list, or click the Modify button to edit the list. After a selection is made, use the TAB
key or the mouse to move to the next column. Press the TaB key or click in the
MinAmount (minimum amount), MaxAmount (maximum amount) and/or Dues
Amount fields, then enter whole numbers to correspond to the gift amount range or
dues amount you want for the specified recognition and/or thank you type.
Funpimensions will present an alert when you click the ok button if there are
overlapping amount ranges in a map. It is not mandatory to enter a recognition
product, thank you type or membership class for an amount range; this lets you
specify ranges that should not receive defaults.

In the Membership Map pane, you can change the default value for the Membership
Expires field in the area beneath the other defaults for these records. The amount of
time entered as a default is added to the date in the Paid Date field as soon as you
leave that field in a new record. If you want the expiration to always default to the last
day of the month, check “Round Expiration to Last Day of Month”

The Payment pane is for pledge payments only. Only mappings to Thank You Type
are available for this pane.
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To delete a default, click in one of the amount columns of the line you wish to remove
and click the Delete Line button. This will not alter any gift records that have already
received these defaults.

Usage
Clicking the Usage tab displays the following pane:

When password security is off you will see only
an entry for the user name of “unknown”

Administration
Setup'Accesleun jon Map | Membership Map| Pledge Map | Payment Map Usage |
——— Llastlogon ————————— —— LastLog OF ——
er name Access Level Date Time Date Time
Unknown Adrministrator n4ar18/0g 21:36:02 | 091707 230126 -]
Administratar Administratar 08M8/04 16:21:30 | 08ra/04 16:22:59
Data Entry test Data Entry 08/16/04 13:08:24 | 0BME/04 13:09:00
Edit test Edit 08/16/04 12:59:59 | 00/00J00 00:00:00
Browse test Browse 081 B/04 12:08:11 | 08ME/04 12:59:59
All Privileges test All Privileges 081604 11:51:41 | 0BME/04 121711
Maintenance test Maintenance 081604 11:50:53 | 00f00M00 00:00:00
=
Reset Counter | Current data file opened 264 times. Reset All Preferences |
Register Upgrade | Add Users Rebuild Indexes Optimize for, D51 access |
Cancel | 0K I

These buttons are disabled in the Single-User Edition.

Figure 10.9 Administrator dialog, Usage pane

These items appear in this window:

¢ A non-editable scrolling area where you view the last log-on and log-off dates and
times for each user name.

¢ An area with a count of the number of times the current data file was opened, and
a Reset button to reset the counter to zero.

¢ A Reset All Preferences button deletes the preferences for each user account,
forcing them to be reset to default values when the program is relaunched.This is
intended to be used to fix occasional corruption of window size and location
values that results in distorted window features.

These preferences are stored internaly in the data file, not in external files, and
there is one preference record for each user account (i.e. username and password)
created for the database.
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This function does not affect settings in the Administrator window, but only resets
values in the Preferences window: any changes made by users in their preferences
will be reset to default values. If you want to restore these settings after the reset,
you will need to record them by writing them down or making screenshots before
performing the reset.

When using this function in the Client-Server Edition, all other users must first be
logged out.

The program quits after performing the reset.

¢ An Add Users button to add users in the client-server version of FuNpimensions.
A serial number is required. See “Adding a License” on page 243.

¢ A Register Upgrade button to start a process for entering serial numbers issued
with paid upgrades.

¢ A Rebuild Indexes button to rebuild the indexes in your data file. This may resolve
corruption problems that exhibit themselves as searches and sorts returning
incorrect results, or other symptoms. Use of this button will require re-launching
your FUNDimensions application (a server relaunch is required for the client-
server edition). This provides an easier option than use of the more powerful 4D
Tools utility application, but 4D Tools may resolve issues that rebuilding indexes
may not. (4D Tools and documentation is available at no charge from the
FUNDimensions web site or cb-rom.) If neither of these repairs your database, you
can export your entire database as xML files, and import those files into a new,
empty database (see “Export Entire Database as XML’ on page 178 and “Import
XML on page 283).

¢ Optimize for psL Access and Optimize for LAN Access. This button toggles a low-
level networking attribute to optimize performance for two different networking
situations:

0 Optimize for LAN Access is the default setting. This works best for low latency
connections which are characteristic of local area networks.

O Optimize for psL Access provides better performance for most access over wide
area networks, such as the internet. These connections are characterized by
high latency.

If you are performing a combination of remote and LAN access, experiment to find
the best setting.

Login as...

This menu command produces the same dialog that appears at startup for selecting a
user name and entering a password, allowing you to login with another user name
without quitting and relaunching the program. For instructions on logging in, see
“Starting Up FUNDimensions” on page 39.

Password security must be enabled to use this menu command. See “Turning
Security On and Oft” on page 234 for information on how to turn on security in the
program.
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Open Data File

This command lets you switch data files in the same manner you switch documents
in a word processor: by selecting the menu command and choosing the file to open.
For more information, see “Creating a New Data File” and “Opening a Data File,
Normal Mode” in Chapter 2. This command appears in the single-user version only.
(Client-server data files must be switched at the server.)

You are limited to one open data file at a time, unless you perform multiple
installations and launch multiple copies of the FuNpimensions application on your
computer.

Import

You use this command when you want to move donor information from another
source (database, spreadsheet, or other list) into your database without manually
entering each record. You can also import address corrections to update existing
records.

In addition to the import formats and procedures described here, custom import
services are also available: contact the publisher of Funpimensions for details.

This menu item is enabled for the Donors List View only. It will read either a
standard, tab-delimited text file, with a tab between each field and a carriage return
after each record, or an xmL file generated through Funpimensions’ own XML export.

Choose which import type you want in the window that appears when you choose
File>Import. The dialog appears below, while each of the three options it offers are
discussed following:
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Select Import Type

f») Standard Import of Tab-Delimited Text File

Creates new donor records. See the User Manual for documentation
regarding the correct format for the source file.

C Import Address Corrections

Updates existing donor records. Requires the correct format for the
source file, including FUNDimensions' Donor ID number, See the User
Manual.

) Import XML

This option completely erases all existing data and imports an entire
database from XML (extensible markup language) files created by
FUNDimensions’ Export XML command (from the Donor List View, do
QOutput > Advanced Reports and open the Exports theme). It is intended
to be used with a new, empty data file. If you have not already
performed an XML export from FUNDimensions, this option is of no use.

L Cancel b G—Cli—g

Figure 10.10 Import dialog

Standard Import of Tab-Delimited Text File

This is the first option in the dialog shown above. If your data is in DBF files, an Excel®
spreadsheet, or some other format, it is possible to convert it to the tab-delimited
format required by Funpimensions, using a spreadsheet program; see the
instructions for your spreadsheet program.

This import creates donor records without regard to whether a donor may already
exist in the database. You can use the Duplicate search after the import to assist you
locating duplicate records (see “Duplicates” on page 320).q

Please observe the following requirements when importing text files:

¢ For the phone or Postal/Zip Code fields, any formatting characters in the source
file will be ignored. Funpimensions will format these fields automatically.

¢ Data in the Note field of an import (field 23 in “Table of Import Fields”) will appear
in the lower area of the Note pane of the Donor Input Window.

¢ During the import process, Funpimensions will automatically fill in the Label #1,
Label #2 and Letter Salutation fields based on the contents of the imported fields
for Salutation, First Name, Middle Name, Last Name and Company. This is the
same as in manual creation of donor records.
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The following table lists the fields in the order in which they must be imported, and
the maximum length of each field:

Table 10.2 Table of Import Fields

Field Maximum
Number Field Name Characters
1 Salutation 36

2 First Name 36

3 Middle Initial 1

4 Last Name 40

5 Title 45

6 Company 60

7 Address 60

8 Address 2 60

9 City 45

10 State 2

11 Zip 10

12 Country 20

13 Home Phone 14

14 Work Phone 14

15 Fax Phone 14

16 Mobile/Other Phone 14

17 Email 52

18 User Defined field #1* 45

19 User Defined field #2* 45

20 User Defined field #3* 45

21 User Defined field #4* 45

22 User Defined Date* MM/DD/YY
23 Year of Birth 2

24 UserList_1* 25

25 UserList_2* 25

26 UserList_3* 25

27 Solicitor 25

28 Note approximately 32,000

*The names of these fields may be edited, see “Preface” on page ix.

If the fields in the source file are not in the correct order, a spreadsheet program
can be used to open the file and change the order. Commands to insert and delete
cells or columns in the spreadsheet can be used with copy and paste of columns to
set the fields to the order shown in the table above. Save the results as a tab-
delimited ASCII text file, then return to FuNpimensions and perform the import.

Imported fields containing more than the maximum characters allowed will be
truncated.
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Tip: When converting spreadsheets with postal codes to tab-delimited text files,
check to see that Excel or other spreadsheet software is not stripping off leading
zeros, e.g. converting 09002 to 9002. If this is occurring, you can change the cell
format to “text” which will prevent removal of leading zeros. In Excel, the
command to perform this change is under Format menu> Cells...

Text File Import Procedure

Warning: In some instances, several attempts at importing a source file are necessary
before satisfactory results are obtained, so consider assigning all your imported
records a unique keyword, such as “Imported (current date)” so that you can remove
them if the import was unsatisfactory. This might happen if the fields in the imported
file are in the wrong order, or if the tab characters are missing between some fields, or
if the return characters are missing between some records. In cases like these you may
want to delete the records from Funpimensions and import the records again after
cleaning up the problems in the source file. Assigning the imported records a unique
keyword will make deleting them later much easier, by allowing you to easily locate
the imported records.

To perform this type of import:

1 First, back up your data file.

2 Do File>Import.

3 Choose Standard Import of Tab-Delimited Text File in the dialog above.
4

A standard Open dialog is displayed; locate the file you wish to import and click
OK.

5 The import begins. The thermometer goes away when the process is complete.

At this point, Funpimensions displays only the imported records in the Donor List
View, so this is an ideal time to assign them Categories, Types, Keywords, Solicitors
and Volunteer status, using the Assign Keyword and Assign Other commands from
the Records menu. Using the Save Set item from the Records menu, you can also save
the imported records as a named set; see “Save Set” on page 303.

Hint: You should assign the imported records a keyword denoting an imported
record immediately after importing them. See “Assigning Keywords” on page 62 if
you need help assigning keywords.

If you want to print a listing of the donors you just imported, and this can be done
with the Print List command in the Output menu.

Import Address Corrections

You can export the addresses of the donors in Funpimensions, submit them to a
third-party service for verification and correction, and then import the corrections
back into Funpimensions. The export from Funpimensions will contain the Donor
1D number of each donor record that you export: for the address correction import to
work, the Donor 1D field must be retained in the correction process, because the
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Donor 10 number is the means by which the software will match addresses in the
import file to records in the database.

Because Funpimensions relies on the Donor 1p number for the import, you should
make sure it is included in the export file you submit to the third-party service, and
you should specify that the number be preserved in the file during and after the
address correction process. The Donor 1p number is automatically included in
standard exports produced from Funpimensions (i.e. exports produced from Output
menu>Export), so its omission from files you send to a mail house is not ordinarily a
concern. An exception would be custom exports produced using the Report Editor:
for these exports, you would need to configure the export to include the Donor 1p.

Tip: turn Householding off when exporting for address correction. This will ensure
every record in the database is subjected to the address correction process. For more
information on Householding see “Householding” on page 139. For instructions on
turning householding off see “Export/Labels” on page 265.

This import never creates or deletes donor records; it only performs an editing
function.

Because of the potential for problems in this process, you must perform a backup of
your database before performing this procedure, and be comfortable with the restore
process. Please get training if you need it in these areas before performing the import,
or request to have the FuNpimensions publisher perform the task for you.

The fields in the import file must appear in the order shown in the table below. The
import file may contain additional fields after the ones shown in Table 3.3, but those
field s will be ignored in the import process. If you import file does not contain all the
fields shown in the table, you may insert empty fields to take their place, using any
spreadsheet software (e.g. if the import file does not contain an Address Line 2 field).
You can also rearrange the order of fields in your import file, and verify them using
spreadsheet software. See the numbered steps on page 345 for instructions to help
you open tab-delimited text files in Microsoft® Excel.

Table 3.3 Address Correction Import Fields
Field # Field Name
1 Donor ID

Address Line 1

Address Line 2

City

State/Province

Postal or Zip Code

N oA W

Country

To perform an Address Correction Import, follow these steps:

1 Perform a backup of your data file. This is a safety net in case the import process
does not work as expected. You can use the integrated backup module to perform
a backup (File menu>Backup Now), or quit FuNpimensions and manually make a
copy of the data file.
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0 For the location of your data file, do Help menu>About Funpimensions on
Windows, or Funpimensions menu>About Funpimensions on Macintosh.
The exact name and location of your data file is listed at “Path to data File:”.

2 Working from the Donor List View, do File menu>Import. Select Address
Correction Import from the dialog that appears, then click ok.

3 In the standard Open dialog that appears, select the file containing the address
corrections. As mentioned above, this file must be a tab-delimited text file
containing the exact fields in the same order as shown in Table 3.3 above.

4 The import process begins. If you cancel the process while underway by pressing
the escapk key, all changes made to that point are rolled back and your database is

left untouched.

The import process is concluded with a summary displayed on your screen, as shown
in Figure 10.11 below. A log file is also displayed and may be saved to disk containing
details on the result of every attempted address correction, including which fields, if
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any, were corrected in each record. This log file may be opened, browsed, searched, or
printed in any spreadsheet program or text editor.:

®0e Import Summary and Log
Import Summary...
Import complete.
20 records were updated. These records are shown in the Donor List View and indicated in the
log below.
41 records were not updated because there was no change to the address.
2 Donor IDs in the import file were not found in the database (see log).
Import Log...
Import Row Donor 1D Status Field Listing/Comment
1 0/ Donor 1D not found Address update not performed. T
2 79 Match Mo update required 'r
3 1265 Match Mo update required
4 1245 Match Mo update required
5 1258 Match Mo update required
[ 562 Match Mo update required
7 1251 Match Mo update required
B 556 Updated Country
9 1252 Match Mo update required
10 570 Match Mo update required
11 568 Match Mo update required o/
12 185|Updated Country
13 240 Match Mo update required
14 1235 Updated Country
15 1259 Match Mo update required
16 1230 Match Mo update required
17 1232 Match Mo update required
18 1254 Match Mo update required
19 73 Match Mo update required
20 48 Match Mo update required
21 33 Donor ID not found Address update not performed.
22 557 Match Mo update required
23 206 Match Mo update required
24 1227 Match Mo update required
25 554 Match Mo update required
26 44| Match Mo update required e
(" Print Summary ) [/ Save Log 3 I)
@

Figure 10.11 Import Summary and Log window

The address correction of a record may be prevented by certain conditions:

¢ If you are using the Client-Server Edition of Funpimensions, a record may be
locked by another user of the database who opened it prior to the attempt to
perform the address correction. FuNnpimensions will identify this error, and
display the user name in the log file. You can have the user close the record and try
the import again. You can prevent this problem by logging out all the other users
before beginning the Address Correction import.

¢ The Donor 1p number could not be found. If Funpimensions cannot locate a
record with the same 10 number as that found in the import, this error is logged. If
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the import file includes the name of the donor, you could look up the name in the
database to see if you can locate the record.

Whenever a record is updated by this import process (or by any other means),
Funpimensions updates the modification date, time, and user name fields for the
record. To view this information, see “Record Statistics” on page 149. It is also
possible to search on this information to locate records which were updated by the
import process: see “Advanced” on page 335.

No provision is made in this import for deleting records not found in the import
file.If you third-party service finds some records that need to be deleted, have them
create a separate list of these records and delete them manually from the database
(see “Delete Highlighted & Delete Record” on page 295.)

Import XML

The xmL Import supports only exports generated by using the xmL export feature of
Funpimensions (see “Export Entire Database as XML’ on page 178).

This import is usually performed into a new, empty data file for the purpose of
resoring a database that is badly damaged. For instructions on creating a new data
file, see “Creating a New Data File” on page 41.

To perform this import, choose Import xmL in the dialog shown in Figure 10.10.

Backup Now

If password security is turned on for the database, you must be logged in as
Administrator to access this menu command. (In the Client-Server edition, you can
also perform this task on the Server software, by doing File>Backup.)

This menu item causes a backup to occur immediately (except on Funpimensions
Server, where a window is produced, and you must click the Backup button), using
the settings in the Information and Settings pane of the Backup Configuration
window (see next section). These settings determine what files will be backed up (the
current data file is always backed up), where the backup will be saved, and other
settings.

During the backup, you cannot use the database, except in the Client-Server edition,
you can use the database in read-only mode. If the backup interval is inconveniently
long, please use the Backup Configuration window (“Configuring Backups in the
Single User Edition” on page 245) to reduce the quantity of files being backup up,
other than the data file.

An entry is made denoting the backup in a log file, “Backup Journal.txt”, located next
to the application. The log file may be opened in any text editor or word processor, or
viewed in the Log pane of the Backup Configuration window (see next section).
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Backup Configuration

This menu command is available only in the Single-User Edition. See the Client-
Server Administration Guide for information on configuring backups in that
software.

If password security is turned on for the database, you must be logged in as
Administrator to access this menu command.

The Backup Configuration menu command produces a window in which you can
perform these tasks:

¢ Specify what files will be backed up. The data file is always backed up but you can
specify any files or folders to be included with the backup.

¢ Specify where the backup files will be saved.

¢ Set up a log file to record changes between backups, so that complete, up-to-date
restores are always possible.

¢ Specify how many backups to save before the oldest file is deleted.

¢ Set the compression to be applied to the backup files to save disk space, and
whether the backup files should be segmented into sizes to fit recordable CDs.

¢ Set a schedule for automated backups to occur.

¢ View alog of recent backups, and get information about the next scheduled
backup.

¢ Un-do additions, changes or deletions made to the database.

For more information, see “Backup Module” on page 245.

Restore Now

Quit

This menu command is available only in the Single-User Edition. See the Client-
Server Administration Guide for information on restoring databases in that software.

This command initiates a process for recovering from data loss by extracting a copy
of your database from backups and integrating log files. For more information, see
“Manual Restoration” on page 250. (If password security is turned on for the
database, you must be logged in as Administrator can access this menu command. In
the Client-Server Edition, you must select Restore Now from the Server software, not
on a client.)

This command ends your Funpimensions session. For records in which you were
performing data entry (i.e. new or modified records), each record is saved
automatically unless problems with the data are discovered (e.g. you failed to enter an
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amount in a new gift record). In that case, the quit is aborted and the record needing
your attention is brought to the front.

On Windows, Funpimensions may also be quit by using the close box for the
application window (marked with an “x”).

Under Mac os X, this command is located in the Funpimensions menu, located to
the left of the File menu.

You should use this command to end your Funpimensions session before restarting
or shutting down your computer.

Edit Menu

Edit

Undo Chri4+Z
Cut Chrl4x
Copy Chrl+Z
Paste Chrl4y
Clear

Select all Chrl4+a
Show Clipboard

Figure 10.12 Edit menu

Copy, Cut and Paste, in this menu operate in the fields of records as they do in all
Macintosh and Windows programs. Refer to your system software documentation if
you are unfamiliar with these items.

Using the cut, copy and paste commands will be effective for the field containing the
highlighted text or insertion point. To copy multiple fields in a single step, try the
Clipboard commands located in the Output menu (see page 339).

The Select All command will highlight all the records in a List View. This may be
useful prior to using other menu commands which require a highlighted selection.
Such commands include the Delete Highlighted and Invert Selection menu items.

In a text field, such as a note in a donor record, Select All is useful for copying the
entire text to another program; just choose Select All prior to choosing Copy.

In the Calendar window, the copy, cut and paste commands work on events, rather
than on text in fields. See “Cut, Copy and Paste in the Calendar” on page 211.
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Records Menu

Page... Items in this group create new donor
288 New Donor 8N L keyword, and relationship records. Tt

. —1 create new gift records, see “Data
289 Duplicate #D Entry” on page 47.
289 Open in Second Window

289 b FS:III : ] _ | TItems in this group affect all

289 (TS emecHon records in a List View.

290 Sort... BT

295 Show Highlighted

295 Hide Highlighted Items in this group influence records
295 Delete Highlighted L that you have highlighted by clicking
297 Merge Highlighted... on them.

298 Show By List Position...

299 Assign or Remove Keyword... EK Items in this group alter the

299 Assign Other... —| contents of certain fields.

303 Mark "Sent" flags...

303 Save Set... Items in this group create or load a

~1_ file on disk that allows a specific

304 Loagsar listing of records to be restored.

305 Add Second Thank You Note... #E

Figure 11.1 Records Menu

This menu contains commands for changing which records are displayed in list
views, editing the contents of certain fields for groups of records, for moving the
contents of entire records or lists to the clipboard, and for working within named sets
of records.
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New... (Donor, Note, Event, Keyword, or Relationship)

New... (Donor, Note, Event, Keyword, or
Relationship)

This menu command creates a new record in the Donor, Note, Calendar, Keyword
and relationship modules. For details on the process of creating new records with this
command, see the reference in the following table:

Table 11.4 Cross-references for the New... menu command

Menu Command  See Page...

New Donor 56
New Note 66
New Event 212
New Keyword 90

New Relationship 91

This menu command creates a new record in the Donor module from either the list
view or input window, and in the Keyword and Relationship modules from the list
view only. You can also create new donor records by right-clicking (coNTROL-
clicking on Macintosh) on the Donor List View and choosing New Donor Record
from the contextual menu. To view and instance of this contextual menu, see
“Contextual Menu in Donor List View” on page 94.

For information help you complete a new donor record made with this command, see
“Data Entry”, beginning on page 47.

Gift records cannot be created from this menu command. The instructions for
creating these records are located as follows:

¢ To add a donation, see “Creating Donations” on page 74.

¢ To add a membership, see “Creating Memberships” on page 78.

¢ To add a pledge, see “Creating Pledges” on page 82.

¢ To add a pledge payment, see “Creating Pledge Payments” on page 87.
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Duplicate

This command creates a duplicate of the donor record appearing in the Donor Input
Window. It is disabled in all other windows. You can use this command to speed up
data entry when creating a series of similar donor records. You could also create one
or more dummy donor records to use as templates with this command.

The duplicate record will be an exact copy of the source record, except that keywords,
additional addresses from the Address pane, notes and gifts associated with the
source record are not duplicated.

To duplicate a gift record, right-click (conTROL-click on Macintosh) on the gift
record you want to duplicate in a List View, and choose Duplicate This (gift type)
Record from the contextual menu. For more information, see “Data Entry”,
beginning on page 47.

Open in Second Window

You can open two input windows of the same type, e.g. you can open two Donor
Input Windows to easily compare two donors records side-by-side on your screen.
You can open two donor records, two donation records, two pledge records, etc.

To use this feature, just hold down the opTION key (Mac) or art key (Windows) when
you double-click the second record in a List View. Instead of replacing the previous
record in the existing input window, a second window appears to display the record.

Alternately, and so you do not have to remember a keyboard shortcut, you can select
the second record to be opened, then choose the “Open in Second Window”
command from the Records menu.

Show All

This command will display all records in the list view for the module in which it is
used. For example, when viewing the Donor List View, choosing Show All will place
all donor records in your database into the List View. This command is only available
when a list view is the front most window.

Invert Selection

This command hides records in a list and displays instead the records that were not in
the list. This allows you to easily perform boolean NoT searches; for example to get a
list of all donors not possessing a keyword “X”, you could perform multiple searches
for each of the other keywords-but that might be a lot of separate searches.
Alternately, you can perform one search for “X”, then use the Invert Selection
command to remove the found records from the display and place all the other
records into the list. See page 103, and see the index under Menu Commands: Invert

Selection for more information
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Sort

Tip: in addition to this menu command, List Views may be sorted by clicking on their
column labels. This is faster than using the command described here.See “Adjusting
Column Widths and Sorting by Column in List Views” on page 4.

Enabled only in list views, this command presents a dialog offering choices for
ordering the records in list views. The sort is temporary; records will revert to their
natural order when the program is relaunched, or when any command changes the
contents of the list view. Use of the Export, Labels or Report Editor menu commands
may also change the sort order of a list view, since these items can be configured to
perform their own sorts.

Users at the Browse, Data Entry and Edit access levels will not be able to use the Sort
command in gift modules, unless the View Gifts privilege is enabled for their level. See
page 271.

In gift modules, the Sort command presents a dialog like that shown below:

Choose a field to sort in this popup. Contents of the | campaign
popup vary to reflect the module you are working in. City
7/
, Company Name
y / Country
Donation Amount
Sort 68 Donat\on Records ’ Donation Date
Choose a field to sort by from the popup menu... & Donation ID Number
: > Donor ID Number
" Donation Date _la@hi( First Name
\\ Fund
9 Ascending Sort (A-Z, 1-10) \ Last Name
\ Method

() Descending Sort (Z-A, 10-1) \ Payment Form

Postal/Zip Code
Recognition Product
Record-Date Created
Record-Date Modified
Solicitor

State

-

( Advanced/Multilevel... )

Radio buttons let you choose ascending or descending sorts. ;
Your last setting is remembered when you re-open the dialog. “ | Tax Deductible Amount
Thank You Type

r———————

Figure 11.2 Sort dialog in gift modules
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In the donor module, the sort dialog includes checkboxes and date fields, whose

purpose is described in the diagram and text below:

Sort 68 Donor Records 4

Choose a field to sort by from the popup menu...

/
Gift Amount-custom ¢ % ]
V

® Ascending Sort (A-Z. 1-10) ‘\

$) Descending Sort (Z-A. 10-1) \
\

\
For Gift Amount-custom, Gift Count-custom, and Date of\Last Gift sort

1. Ttems here are en- choose the date range and types of gifts to use as a basis (or the sort...

abled only when the
popup menu is set to
Gift Amount-custom,
Gift Count-custom, or
Date of Last Gift.

- \
@ Donations

\
@ Memberships [-From Jan 1, 2004 to Dec 31, 3004
] Pledges :

@ Beep when done

( AdvancedJM)ﬂtilevel Sort... )

Cancel .:I

2. When performing one
the sorts listed in #1, only
the gift types you check 1
are used in the

calculation.

3. For the gift types you select in #2, only those gifts dated within the date range \
specified in the From and To fields are used in the ranking calculation. Sorting by \

v

Sort

Date of Last Gift ignores the date range, so the date fields are disabled for that option.

Figure 11.3 Sort dialog in donor module

Category

City

Company Name
Country

Date of Last Gift
Donor ID Number
Donor Since (Date)
First Name

Gift Amount-custom
Cift Amount-Last Year
Cift Amount-Total
Gift Amount-Year To Date
Gift Count-custom
Gift Count-Last Year
Gift Count-Total

Gift Count-Year To Date
Last Name

Member Since (Date)
Membership Dues-Total
Postal/Zip Code
Record-Date Created
Record-Date Modified
Solicitor

State

Title

Type

User-Defined 1
User-Defined 2
User-Defined 3
User-Defined 4
UserDefinedDate
Volunteer

Year of Birth

After selecting the command from the Records menu, select the field you want to sort
by in the pop-up menu, then use the radio buttons to choose whether you want an
ascending or descending sort order. Click the ox button to sort the records or Cancel

to close the dialog and return to the previous window.

Sorting can be used to help you identify donors most likely to respond to subsequent
appeals, or to help you target appeals to donors with various giving history attributes;
for example, you may wish to modify an appeal to donors with only one gift in your
database, or omit your most recent donors from a pending appeal. To help you do
these kinds of tasks, sorting from the Donor List View includes these choices (see

restrictions below):

¢ Gift Amount-custom. When performing this sort, FUNpDimensions uses only the
gifts matching the gift types and date ranges you specify in the lower area of the
dialog. Within those criteria, donors are ordered by the total amount of their gifts.
This means all gift amounts are summed, and that sum is used as the sort criteria.

¢ Gift Count-custom. When performing this sort, FuNpimensions uses only the
gifts matching the gift types and date ranges you specify in the lower area of the
dialog. Within those criteria, donors are ordered by how many gifts they have
made. This means that gifts for each donor are counted, and the count is used as

the sort criteria.
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¢ Date of Last Gift. When performing this sort, Funpimensions uses only the gifts
matching the gift types you specify in the lower area of the dialog. The date fields
are disabled and do not apply when this sort is selected. Only the most recent gift
of each donor is considered in the sort, subject to the choice you make in the gift
type checkboxes. You could use this sort in conjunction with the Date query to
define a date range of gifts used in considering how recently a donor made a gift.

In the following cases, the Gift Amount-custom, Gift Count-custom, and Date of Last
Gift sorts listed above are not available (i.e. they are omitted from the popup menu of
sort choices as shown in Figure 11.3):

¢ Users at the Browse, Data Entry, Edit and Maintenance access levels, if View Gifts
is turned off in Administration> Access tab. See page 271 for information about
the View Gifts setting.

¢ Users in Read-Only Mode. “Opening a Data File, Read-Only Mode” on page 43
for more information about Read-Only mode. This is because the Gift Amount-
custom, Gift Count-custom, and Date of Last Gift sorts require writing to the data
file, which is not possible in Read-Only mode.

You can continue to work in other modules and windows while these sorts are
performed, and the sorts may be cancelled at any time following the instructions in
the progress dialog.

With the Ascending and Descending radio buttons, you can have the largest donors

«_»

at the top or bottom of the Donor List View. To display your top “x” donors:

—_

Bring the Donor List View to the front.
Choose Records>Sort.

Choose Gift Amount-custom from the dialog popup.

B~ W N

Set the gift types you want considered in the total gift amount using the
checkboxes. You can include any combination of donations, memberships and
pledges in the amount calculations for each donor.

5 Set a date range by entering maximum and minimum dates. Each gift selected in
#4 above is tested against this range; if the gift date falls within the range, the
amount of the gift is included in the total amount for the donor, otherwise the gift
is ignored.

6 Click the Descending radio button, then click Sort.

7 Choose Records menu>Show By List Position. In the dialog, enter the number of
top donor records you want, select Beginning of List, and click ox. (For more
information on the Show By List Position command, see page 298.)

The Gift Amount-custom, Gift Count-custom, and Date of Last Gift sorts require
that information be added and saved to each donor record. This is performed
internally by Funpimensions, but the software cannot perform this task on donor
records that are open in a Donor Input Window. To prevent this problem, close the
Donor Input Window on your computer before performing one of these sorts. If you
fail to do this, or if donor records in the list to be sorted are open on another machine
in the client-server version, the software will alert you and handle the situation
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without errors in the sorted list, but not until all the other records have been
processed. The dialog produced when this error is encountered is similar to this:

Locked Records Were Encountered...

Some records were locked and could not be
included in this sort. What do you want 0?

' Remove locked records and sort

 Show me the locked records
C Cancel the sort \

This option displays the sorted list
_ you requested, but the sorted list
will not include any locked records.

This option displays the locked
records. Client-server users: once
displayed, opening each locked

__ record will display a message
displaying the name of the user with
the record open. You can then
arrange for them to close the record,

then try the sort again.

Figure 11.4 Error dialog when sorting locked donor records

The Advanced/Multilevel button opens the Sort Editor, where you can create multi-
level sorts. The example below contrasts the results of a single-level sort, obtained by
sorting only on the state field of 8 donor records, with a multi-level sort using Sort
Editor and sorting the same 8 records by both state and last name:

Table 11.5 Comparison of Single- and Multi-level Sorts

Single-Level Sort Multi-level Sort
State Name State Name
AZ Fricks AZ Abelman
Abelman Fricks
Martin Martin
CA Gelback CA Frampton
Frampton Gelback
Kelford Kelford
NM Ra{nirez NM Ramir‘ez

States are sorted, but names are in random order... ...while names here are in sorted order.
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The Sort Editor window is shown below:

Select a field name here. .. ...and click the add button
to add it to the area here.

/]

T X 71

{;—\‘ = Axvailable Fieﬁf Drdeled//yField%a’Folmulas
Al = - ,
. 2% Donor ID = \ J
Ny /4 Last Name
/% First Name
A4 Middle Iritial
A Salutation
A Title
/% Company Name
A% address Line 1
A Address Line 2
% City
A State
/4 Postal/Zip Code
F Country
A Label S alutation L1 |
/X Label 5 alutation L2 - Add Formula, | |

EEE

Cancel | |

Figure 11.5 Sort Editor

For access levels with View Gifts turned off, this editor or certain fields may not be
available.

To configure a multi-level sort in this window, click on the fields to sort by in the list
at left, then click the button containing a right-pointing arrow. The fields appear in
the list at the right with an arrow to indicate an ascending or descending sort.
Clicking the arrow changes the sort direction. It is possible to sort a list of records by
the fields in related files; for example, you can sort a list of donor records in the
Donor List View by the Campaign field in related donation records. This is done by
clicking Modify or Add Formula buttons to open the Formula Editor (see Figure
13.10, “Formula Editor” on page 364).

Multi-level sorts usually take significantly longer than single level sorts to complete.
Sorts are temporary, so the records will not appear in a sorted order when you re-
launch Funpimensions. Sort order is also lost when using the Show All menu
command and all commands from the Find menu, so plan on performing sorts after
other operations that modify the list.

It is usually not necessary to sort records by postal code or last name before exporting
or printing labels because this is done automatically if the appropriate Preferences
checkbox is turned on (see “General Preferences” on page 261).

In the Pledge Input Window, the Sort command changes to Sort Payments. It sorts
the payments listed in that window in reverse chronological order (most recent
payment at the top). If you hold the art key down on Windows or the opTION key
down on Macintosh before clicking on the menu title, the payments will be sorted in
the opposite (ascending) chronological order.
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Sorting in the Keyword and Relationship List Views can be accomplished in
descending order by holding down the art key on Windows or the opTioN key on
Macintosh before clicking on the menu title.

Show Highlighted

This command will reduce the records displayed in a list view to only those that are
highlighted. It does not delete records, but only causes them to be temporarily
removed from the List View.

For instructions on how to highlight records, see page 55.

Hide Highlighted

This menu item, available only in list views, will hide from display any records you
have highlighted. For instructions on how to highlight records, see page 55.

Hint: You may use this command to hide records that you manually select from a list
prior to printing or exporting, to prevent those records from being included in the
output. This could be convenient if, for example, several donors in the list you are
about to export had recently received solicitations or made gifts, and you wanted to
avoid asking again too soon.

Delete Highlighted & Delete Record

These commands permanently delete selected records in list views or input windows.
In list views the records to be deleted must be highlighted before the command is
selected from the menu. From input windows, the command deletes only the record
showing in the input window.

For instructions on how to highlight records, see page 55.

If you are deleting records because you no longer wish that they appear in mailing
lists, consider using the Do Not Mail function instead. This automatically blocks the
record from mailing labels and exports. See “Creating Donor Records” on page 56 for
more information on the Do Not Mail checkbox.

When you delete records that have other records linked to them, Funpimensions
must delete the linked records too. Linked records can be present for donor records
(links to donations, memberships, pledges, pledge payments, relationships and notes)
and pledge records (links to pledge payments). For example, when you select some
donor records and choose the delete command, the software checks if there are any
gift or note records associated with any if the selected donor records. When deleting
pledge records, a check is made for associated pledge payments.
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If linked records are found, FuNpimensions informs you and offers you appropriate
choices through the dialog box below. If there are no linked records this dialog box is
not displayed:

Delete 71 Donor Records...

There are donations, memberships,

0 pledges and/or note records linked to
some of these donors. What do you want
to do?

Cancel Deletion

| This button is disabled if all th

Delete just the unlinked records . S X
/ / records to be deleted are linke:

rd
| Delete linked records too

Figure 11.6 Deletion dialog for linked records

Before clicking the lower button labeled Delete Linked Records too, you should
understand that this will cause not only the records you selected to deleted, but also
their associated donations, pledges, pledge payments, and/or notes records. After
deleting a donor this way, you will not be able to look up that donors’s donations,
memberships, pledges or pledge payments .

A confirmation dialog appears prior to all deletions. The exact text it displays varies
with context, but its purpose is always to give you a chance to change your mind
about deleting records. Click Cancel to stop the deletion process, or ok to continue
the deletion process. You cannot undo a deletion.

When deleting records in a multi-user configuration of Funpimensions, the situation
can arise that you attempt to delete records which are open by other users, or for
which a linked record is open by another user. When this happens, deletion cannot
take place for these records, which are described as “locked”. Funpimensions presents
a dialog to offer you choices to cancel deletion, delete just the unlocked records, or
wait for records to become unlocked. If you elect to wait for this to happen a message
window appears stating the number of records remaining to be unlocked before the
deletion process can complete. Locked records will become unlocked as soon as the
other users close their input windows.
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If you are deleting donor records associated with an event, the software warns you of
this with a dialog like the following:

Delete 3 Donor Records...

There are donations, memberships, pledges and/or
note records linked to all these donors. If you delete
the donor, these records will also be deleted. (There

are also linked registration records in events, but This text warns

these registration records will not be deleted.) What you that donor
do you want to do? records you are
about to delete
P . have registrations
L Cancel Deletion ) in an event.
Delete just the unlinked records
[ Delete linked records too }

Figure 11.7 Warning when deleting donor records that are registered in an event

If you proceed with the deletion of donors who are registered in an event, display and
reporting of the event record is impacted, even though the registration records will
not be deleted. See “Handling of Deleted Donor Records” on page 227 for details.

Highlighted

This command moves the gifts, notes, keywords and relationships associated with
one donor record to a second record, and deletes the first record. It is primarily used
to aid in the processing of duplicate records. For example, one day you discover that
two records in your database, “S. Jones” and “Sam Jones”, are in fact the same donor. If
one of the records had no gifts, notes, keywords, or relationships attached to it (as
viewed in the Donor Input Window), you would just delete that record and all would
be well. However, if both donor records have gifts attached, and they are not duplicate
gifts, then you have a problem: the gifts need to be moved from one of the records to
the other. Doing this manually is tedious and error-prone. The Merge Highlighted
command can help.

You cannot un-do the merge, so if there is any doubt, perform a backup of your data
file before using the Merge Highlighted command.

To merge records, follow this procedure:

1 Bring the Donor List View to the front by clicking on it or choosing File
menu>Donors.

2 In the Donor List View, locate the two donor records to be merged. You can sort
the list and browse to find the records, or use a search to find them. (See “Finding a
Donor” on page 104 for help with this step.)

3 Decide which of the two records you want to keep, and which one will be deleted.
The gifts, keywords, notes and relationships from the deleted record will appear in
the kept record.
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4 Highlight both records in the Donor List View. One way to do that is to click on
either one, the hold down the conTrOL key (Windows) or comMAaND key
(Macintosh) and click the other record. (For further instructions on highlighting
records, see “Selecting Records” on page 55.)

5 Choose Records menu>Merge Highlighted. In the dialog, choose whether to keep
the first record and delete the second, or vice versa. Click ok.

6 The merge is performed. To view the results, double click the donor record to
open the Donor Input Window and browse the gifts, keywords, notes and
relationships displayed there.

Show by List Position

This command shows a specified number of records according to their position in the
list. Its useful when you want to select a specific number of records from a sorted list,
i.e. if want to mail to your largest 150 donors, so you use this command after sorting
your donor list with Records>Sort>Rank by Gift Amount.

Choosing this item produces the following dialog:

Show Records By List Position

Show a specified number of records from the cunent zelection of
donars...

Show| 1575 records in the list, starting at the...

& :Beginning of the List
" Middle of the List
" End of the List

Cancel | 0K I

Figure 11.8 Show Records By Count and List Position dialog

Enter the number of records you want to display and select where you want them
drawn from the list, i.e. entering “150” and choosing “beginning of the list” hides all
the records from the list except the first 150. If you choose “middle of the list”,
Funpimensions finds the record in the middle of the list and displays half the records
from above it, and half from below.

For an example using this command, see “Clipboard-Street Address to” on page 357.



Assign

Chapter 11 « Records Men
pter ccords Menu 5 g9

Assign or Remove Keyword

or Remove Keyword

Assign

This command is enabled only in the Donors module. It may be used to assign or
remove an unlimited number of keywords to a single donor at a time, or to a selection
of donors all at once. Funpimensions will not assign keywords to a donor more than
once. Refer to “Assigning Keywords” on page 62 for more detailed information on
using this command.

To use the command, select it from the Records menu. In the dialog box that appears,
select a keyword from the popup menu. Then click the Assign button to apply that
keyword to the Donor(s), or click the Remove button to un-assign the keyword you
selected. The Cancel button will leave the selected Donor(s) untouched.

Keywords are displayed for each donor in the Classification pane of the Donor Input
window; a popup menu above the list permits an alternate method of adding and
removing keywords.

A complete list of keywords in available in the Keywords module, where Keywords
may also be created, edited and deleted. Refer to“Creating Keywords” on page 90.

For strategic advice on using keywords to classify donor records, see “Designing Your
Database” on page 371.

This command is disabled in Read-Only mode.

Other

This command is enabled in the Donor, Donations, Memberships and Pledges List
Views, but is disabled in Read-Only mode. In the donor module, Assign Other may
be used to assign or modify the Category, Type, Volunteer*, Solicitor, or Do Not Mail
status of one or more donors, or to assign donors to a relationship, or change the
address using one of three stored addresses. In gift modules, Assign Other can alter
the Campaign, Method and Fund fields of donation, membership or pledge records.

Only users at the Maintenance access level or higher may use this command (see
“The Access Privileges System” on page 235 for more information on access levels).

In contrast to working in an Input Window, Assign Other can make an assignment to
an entire selection of records in a single step. This makes it easy to change your mind
about how items in choice lists are described, e.g. change the “Jazz By Moonlight”
campaign to “Restaurant in the Rain”.

Follow the procedure below to use the Assign Other command:

* The Category, Type and Volunteer items may be changed through the Administrator dialog.
See page ix.
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1 While a Donor, Donations, Memberships or Pledges List View is frontmost, select
Records> Assign Other. This dialog window appears:

Assign Other to 68 Donor Records
Assign Categomy, Type, Volunteer, Salicitor, Mailing Status, Relationship, Address or Mot
Duplicate to the donar records in the list...
—— & Category a

© Type Then, choose the

© Yolunteer value you want
First, choose the © Solicitar to assign here.
field you want to C Do Mot Mai Ehe contents of
assign here. © Relationship |- the popup menu
Items that don’t O bebpaes b N - [Breas T2 | vary to reflect

— ress by Mumber
apply to the type - [Press your radio
Of record in the O Address by Description Major button ChOlCe at
. ) . - ) Intermediate lef
eft.

L}St View will be O Desighate as Mot Duplicates Minor
disabled. C Campaign Board

O Method Archive

—— ' Fund
Cancel

Figure 11.9 Assign Other dialog window

2 Click the radio button corresponding to the field or type of information you want
to change.

3 Make a choice from the pop up menu and click the Assign button. After
confirming your choice, the selection will be applied to all the records in the List
View.

4 If you selected the Relationship radio button, you are provided an opportunity to
assign a Constituent Type through the dialog below. (Constituent Type appears as
a column in the Relationship pane of the Donor Input Window and may appear in
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the Donor Detail Report. For advice on the use of constituent type, see “Designing

Your Database” on page 371.)

Assign Optional Constituent Type and Confirm

9 This will add all the donor records in the Donor List View
to the relationship "Talbot Household". You may
optionally set a constituent type for each by completing
the field below.

Set a congtituent type for the donors added to thw

If donors are encountered in the Donor List Yiew that
are already constituents of '"Talbot Household", their
constituent type will not be altered.

Click OK to make these assignments or Cancel to stop.

Cancel | 0] 4 |

Click or tab into this
field to produce a
— choice list for
selecting a
constituent type.

Figure 11.10 Adding Constituent Type when Relationship is selected in the Assign Other

dialog

Record locking can prevent some records from being updated

. Record locking occurs

when a computer (including yours, or any computer in a client-server environment)
has a record open with write privileges in an Input Window that would be updated by
your Assign Other operation. If this occurs, a dialog window informs you.

In the example below, the Assign Other command is used to help manage a change in
board membership. It assumes that board members are placed in the donor categoryt
of “board”. In the first 3 steps, we change the newly replaced Board members from a

category of “Board” to category “Major’:

5 Locate the old board members by searching for “Board” using the Category

command in the Find menu.

6 Change them all to the “Major” category (or any other category you like) in one

step using the Assign Other command.

To change the newly-elected members to the category of “Board”™:

7 Search for their names in succession with the Basic command in the Find menu.
In the first search, be sure the Normal button is on. After that, use the Add To List

option by clicking its button in the search dialog.

8 Repeat step 2 above, substituting “Board” in the Assign Other dialog box.

Address by Number and Address by Description

The Assign Other command can also change a group of donor records from one
address to another. The change can be made by address number, i.e. “switch all
donors to address number 27, or by address description, i.e. “switch all donors to the

+ The Category item may be changed through the Administrator dialog. See page ix.
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address labeled ‘summer address”. The address number and address description are
found on the Address pane of the Donor Input Window; see “Donor Input Window,
Address pane” on page 14.

When switching addresses with the command described here, the switch is only
made for the donor records in the Donor List View. This allows you to exclude some
donor records from the change, by performing a query or manual selection
beforehand. Additionally, Funpimensions will examine each donor record and make
the requested change only if the new address is not empty for the donor; this means
that if you initiate a change to “summer address” for a list of donor records, and there
are some records without a “summer address’, they will remain unchanged at their
old address. Similarly, a switch to “Address 2" would only occur if there was a non-
empty address entered for Address 2.

Designate As Not Duplicates

The Assign Other command can designate any group of donor records as “Not
Duplicates” This stops the group from being identified as potential duplicates when a
search for duplicates (“Duplicates” on page 320) is performed. It is useful when a set
of records bears identical names or addresses, but you want to leave them that way,
and you don’t want to see them in a list of potential duplicates. You begin by
highlighting a set of donor records in the Donor List View:

¢ To specify multiple, discontiguous records, hold down the conTrOL key
(Windows) or the commanD key (Mac) while clicking once on rows you want to
select.

¢ To specify multiple, contiguous records, click on the first or last record in the
series, then depress the saIFT key and click the record at the other end of the
series. The records you click and the records between them become highlighted.

With any of the techniques above, you will observe the records becoming highlighted
to show that they have been selected. Now, choose Assign Other form the Records
menu. Use the button labeled “Designate as Not Duplicates” in the dialog to designate
the highlighted set of donor records as “not duplicates.” After that, the set of records
will not be shown as duplicates of each other in the Duplicates search. See
“Duplicates” on page 320 for information regarding this search.
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Mark Sent Flags

This command is enabled only in the Donation, Membership, Pledge and Pledge
Payment List Views. Using the command produces the following dialog:

This checkbox is not
available in the Pledge
Payments module.

Mark Sent Flags

for records in the Membership List View.

™ Check "Thank You sent” flag
™ Check "Recognition sent” flag

] Check "1st Renewal Notice sent" flag These 3 checkboxes are

[] Check "2nd Renewal Notice sent” flag —> disabled except in the
= Memberships module.
__ Check "3rd Renewal Motice sent" flag

’ Cancel | E oK 3

Figure 11.11 Mark Sent flags dialog as it appears in the Membership List View

Checking any of the boxes in this dialog will result in the corresponding flag being
checked for all donations, memberships, pledges or pledge payments in the List View.
You typically use this after exporting or label printing, to track the gift records that
have received acknowledgement.

Hidden feature: If you wish to un-check the checkboxes in a group of records, hold
down the arT Key on Windows or the opTION key on Macintosh as you click the ox
button; a confirmation dialog appears. Clicking ok in the confirmation dialog will
turn off the checkboxes you have checked in the dialog above.

Save Set

This command is enabled only for list views. It creates a file on your hard disk which
contains a reference to each record in the current list view. Selecting this menu item
produces a standard Save dialog, where you can name the set. See Load Set below for
important guidelines on naming your sets.

The command does not save the records in the list view, but only which records were
in the list. You can use this to save the results of a search for later recall, and for
recalling a list of records that received a particular mailing, or anytime you want to be
able to recall a specific listing of records. The Load Set command restores the list
from a set.

Sets have an important limitation that you should keep in mind: they never reflect
added or deleted records. Therefore, if a record is saved as part of a set and the record
is deleted at a later time, the record will not appear when the set is loaded. Similarly, if
you place all of a module’s records into a list, save the list as a set, and then add
records to the database, those records you added are not part of the saved set and will
not appear in the list if you use the Load Set command to restore the former set.
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Load Set

Since FUNDimensions may reuse record numbers from records that were deleted, it is
possible for a record never saved in a set to appear in that set when it is restored. Record
numbers are not the same as the 1p numbers that appear in input windows; 1p
numbers are never reused.

An additional limitation is that the sort order, if any, of the records in the list are not
saved as part of a set.

These limitations may be easier to understand when you know that a saved set
contains a reference number for each record in the module and a single “bit” that
denotes whether that record belongs to the set, or does not belong to the set. The
contents of records (i.e. fields) are not stored, only the reference and a bit indicating
membership in, or exclusion from, the saved set. This keeps the disk files you create
with Save Set small in size, and they load quickly. The limitations of saved sets mean
that they should be used with respect for the conditions that can cause them to
become invalid. Properly understood, saved sets can be very useful in recalling the
results of complex, lengthy searches, or the records that received a specific mailing or
other action. For example, the absence of a deleted record from a restored set often
does not diminish the usefulness of the set.

To facilitate the use of sets to track mailings, a checkbox exists in the Label dialog that
performs the same function after printing labels as selecting Save Set from the menu.

Use of the Compact and Sort commands in the 4p Tools utility available for
Funpimensions will usually cause saved sets to become invalid, because those
functions change the reference numbers for records used in sets. Many users never
require or use this utility, so this source of inaccuracy may be of less concern to you.

Load Set

This command restores a set of records referenced by a disk file created with Save Set,
to the list view of the frontmost list view. You should only load sets created for the
module from which this command is executed. If you violate this rule, no error
notice is given; the command may appear to work, because the listing of records in
the List View will change, but the results are completely unpredictable as to which
records will be placed in the list. To avoid this potential problem, always save sets with
a name that clearly indicates the module to which they belong. Examples of good
naming are:

¢ Donations-kmartemployees.2000. This name describes a set of donations from
K-Mart employees for the year of 2000.

¢ Donors-imported from Org X. This name describes a set of donor records
imported from a non-profit named Org X.

When you load a set that contains invalid references, no warning or notice is given.
Records added or deleted since the set was saved will not appear. If 4D Tools was used
to sort or compact the database, the records returned by using the Load Set
command may or may not be the ones in the original, saved set; there is no detection
of this condition by Funpimensions. Therefore, you should use saved sets with
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awareness of the fact that they can become inaccurate, and the actions that can lead
to that inaccuracy.

There are two ways to combine the set you load with the current list contents, or you
can replace the list contents with the set. When you select Load Set from the Records
menu, the following window appears:

Load Set Options

Chose an option for loading the set..

@EFlepIace contents of list with set

" Merge set with contents of list

oR : . o When you click this
emove contents of set from contents of list button, a dialog
— appears to locate and
Cancel | | Choose a setto load... /I/ select the set to load.

Figure 11.12Load Set dialog

The Load Set dialog offers 3 choices via radio buttons:

1 Replace contents of list with set. This option replaces the list with the records in
the set.

2 Merge set with contents of list. This option loads the set without removing any
records already in the list. By using this command multiple times, you can
combine two or more sets, or combine the results of a query with one or more sets.
In set theory, this command produces a “union” operation.

3 Remove contents of set from contents of list. This option compares the contents
of the list with the contents of the set, and removes records in the set from the list.
If a record is in the set but not in the list, nothing happens for that record. The
records are not deleted from the database, but only omitted from display in the list.
In set theory, this command produces a “difference” operation.

Add 2nd Thank You Note

This command produces a window where you enter the mailing information for a
thank you note to be sent to a named donor, survivor for a memorial gift, or other
person or organization you want to acknowledge besides the actual contributor. This
command is enabled only in the Donation, Membership and Pledge Input Windows.
More information is in “Designing Your Database” on page 371.
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Find Menu

Page...

. Search by name, address, user-defined
308 Baskc ®F | fields; enabled in most modules.

310 Amount
319 Date
320 Duplicates

321 Llving Frequency Items in this section are enabled in the

325 Keyword - Donor module. Some items are also

326 Lapsed Donors enabled in other modules.
319 Membership Class

328 Membership Status
329 Relationships
325 Solicitor

325 Category
325 Type

325 Volunteer
319 Campaign

Items in this section may vary,
— depending on custom field labels
you assign*.

319 Method

319 Fund _U

330 | Fulfilled |

331 Next Payment Due Date

330 Overdue Items in this section are enabled in
331 g aymEnE G I~ various gift modules.

332 Recognitions Needed
333 Renewals Needed
332 Thank Yous Needed

T _Opens Query Editor; enabled in most
335 Advanced modules.
e —

Figure 12.1 Find menu

This menu contains commands for searching your database, also know as searching.
The menu is divided into several alphabetized sections, except for the section

containing Category, Type, Volunteer, Campaign, Method and Fund* which may not
be alphabetized. You select a menu command, enter the value you want to search for,

* The Category, Type, Volunteer, Campaign, Method and Fund items may be changed
through the Administrator dialog. See page ix.
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and click the Search button. Records matching your search criteria appear in the list
view of the module where you conduct the search.

Normal, Add To List and Search in Selection

Search dialogs contain buttons for Normal, Add To List and Search in Selection:

1

The Normal option results in the search taking place in all records of whatever
module you are in, and replacing any records in the display with those found in
the search. Therefore, a search from the Donations module using the Basic
command in the Find menu, with the Normal radio button on will cause only the
matches for the string you entered in the search dialog to appear in the Donation
List View.

When Search in Selection is on, the search will take place only within the records
in the list. This option allows for “built” queries, in which a series of searches take
place within the records found by previous queries, each search further narrowing
the selection of records. For example, you can easily find all the donors of category
“Major” who live in Colorado and have made donations of at least $1000.

Click the Add To List radio button if you want records currently in the List View
included with the results of the search. This option allows you to get lists of
records which meet any one of multiple criteria by conducting several queries and
adding the results of each one to the results of the previous one. For example, you
could make a list of all donations received for the 1995 Business Mailing and the
1995 Annual Mailing by searching for each mailing in sequence with the Add To
List function checked for the second search. Also see the example for the Assign
Other menu command, “Assign Other” on page 299.

When used from an Input Window, that window displays the first record found that
meets the search criteria, while all the records found will be displayed in the
corresponding List View. You can navigate from one found record to the next within
the Input Window by using the navigation buttons on the button bar.

This command queries in the following fields of the Donor module:

¢ First ¢» Last Name (see page 105 for more information on this option)

¢ First name

¢ Last name

¢ Company

¢ Address (searches both Address Line 1 and Address Line 2 fields)

¢ City

¢ State

¢ Postal or Zip Code
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¢ Country

¢ Email address

¢ Donor 1o Number

¢ Any of the user-defined fields

In addition to the items above, this search includes an option to search on gift 1p
Numbers. For example, when this search is selected from the Donation List View
(only), an option appears to search on Donation 1p Number.

You can specify one of four types of comparisons through a popup menu:

¢ Exact. The field contents must match the search string exactly, except that this is
case-insensitive. For example, an Exact search on Francis finds Francis but not
Frances.

¢ Begins with. The first characters in a field must match the search string. For
example, a “Begins with” search on “angst” finds Angstrom. You can use this to
find all the donors with last names beginning with “A”, then with “B’, etc.

¢ Contains. The search string must occur somewhere in the field contents. For
example, a Contains search on “am” finds Sam, Ramsey, and Amanda but not
Jones.

¢ Does Not Contain. The search string must not occur in the field contents. For
example, a Does Not Contain search on New York finds donors and prospects who
do not have a New York address.

You can specify that a fuzzy search be performed on searches in the First Name, Last
Name, Company and Address fields. This matches records based on phonetic and
string-matching criteria, and makes it easier to find something when you aren’t sure
of it’s spelling, or when it is misspelled in the record. See “Fuzzy Searches” on

page 107.

Note: Queries are never case sensitive.
Using this command requires five steps (see also page 105):

1 Enter the string of characters for the search in the entry field at the top of the
dialog.

2 Select the field(s) where you want the search to take place from the Search In:
popup menu.

3 Select the comparison option from the Comparison: popup menu.

4 Choose a search option from the Normal, Search in Selection, or Add To List
buttons.

5 Click the Search button to execute the search, or Cancel to return to the input
window or list view.
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Amount

This search command is available in List Views and Input Windows of all modules
except the Keywords and Relationships modules. It can be used to locate gift records
matching an amount range or single amount. It can also be used to locate donor
records based on the amounts of their associated gift records. In this application, a
date filter may be applied to the associated gift records.

Shortcut: to search for a single amount in any of the Amount search dialogs, type the
value into the Minimum field, tab to the maximum field, then use the DELETE key to
empty the Maximum field. When the maximum field is empty, Fundimensions
assumes you want the same value used for Maximum as appears in the Minimum

field.

Shortcut: To search for a single date, type the date into the first field, then use the
DELETE key to empty the second field, or make both fields the same value. For
additional date entry shortcuts, see “Date Entry” on page 49.

This search works differently than described here when it is executed from the
calendar module. See “Searching the Calendar” on page 212 for more information.

Which Module to Search?

When this command is used in a gift module, the records returned are gift records
within the module with amounts that fall on or between the maximum and
minimum amounts that you specify. The search works differently in the donor
module, where the search still takes place on gift amounts, but the corresponding
donor records are returned as the search results, instead of gift records.

This distinction is demonstrated below. The following donation records are the basis
for the example:

Name Amount

Jones 100
Smith 150
Smith 200
White 150
Brown 250

A search in the donation module for amounts between $100 and $200 yields these
results (4 records returned by the search):

Name Amount

Jones 100
Smith 150
Smith 200

White 150
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A search for the same amounts in the donor module returns only 3 records:

Name Amount

Jones 100

Smith 150 and
200

White 150

The second search is often more useful. For example, you may want to send out a
mailing only to donors who have made donations of at least $100. Performing an
amount search in the donation module and using the result to print labels and make
exports would lead to multiple letters to donors that had made more than one gift
over $100. Many donors would perceive this as wasteful; in this case, they would be
right. Performing the search from the donor module is the remedy for this situation,
since the search returns only a single record, regardless of how many of a donor’s gifts
meet your amount criteria.

Conducting the Amount search from the donor module has 2 other desirable
features. One is the capacity to find donors who have given any of the gift types
(donations, pledges or memberships) in an amount range. For example, you may
wish to mail to everyone in the database that has given over $100 as either a donation
or a pledge. While you could perform an amount search in the donation module, and
another search in the pledge module, and print labels and perform exports from each
of those modules, the resulting mailing would be in two separate sets, each one sorted
by zip code. It is usually easier and less expensive to send a single mailing. Another
problem is that duplicates would be sent to donors who had made donations and
pledges of over $100, and to donors who had made more than one donation over
$100, and to donors with more than one pledge over s100. For all these reasons, and
to eliminate the duplicate effort of searching, exporting and printing labels twice,
performing the amount search from the donor module is the best solution.
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Amount Searches in the Donor Module

This search allows you to specify that the amount criteria be matched against any
combination of donation, pledge, pledge payment and/or membership records:

Amount Search

Enter a range of amaunts to search far...
Minimum |100 Maximum |1,000,000

Confine the gearch to giftz within this date range...

From [Aug 4, 2002 to [Aug 4 2003

™ Disable this filter [faster search]

Search in these gifts... Search options. ..

iSearch on total of

The search is  Donations & Normal
f}?élfgi?fi%;{))es M Memberships Search on total of each il e sty
you “heck ~ Pledges selected gift type C Add To List

here. [~ Pledge Payments Search on individual

gift amounts

Cancel | OK I

Figure 12.2 Amount search dialog in the Donor Module

In addition to the amount range and Search Options, this dialog offers the following
capabilities:

¢ Date Range. The search limits its scope to gifts bearing a date within the range you
specify here. To speed up the search, use the checkbox to turn off this feature when
you want the search to take place on all gifts, irrespective of their date.

¢ Gift Types. These checkboxes limit the scope of the search to the gift types with a
checkmark. When more than one gift type is turned on, Funpimensions performs
an or search for each one: for each donor, if the criteria for any one of the selected
gift types match the search criteria, the donor record is included in the search
results. To illustrate, refer to the example in Figure 12.4, “Search for Zero Amount,
example 2a”. Since all 3 gift type checkboxes are on, Funpimensions will include
the donor record in the search results if any one of their gifts meets the amount
and date criteria in the upper sections of the dialog. In contrast, an AND search
would require at least one gift in each of the gift types to match the amount and
date criteria before a donor record would be included in the search results.

¢ “Search on...” radio buttons. The radio button labeled “Search on total of each gift
type” will cause each donor’s donations, memberships or pledges to be totaled
together, and that total matched against the amount criteria. For example, you
might perform a search from the donor module for donations of $250 or higher,
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with Search on Individual Gift Amounts (lower radio button) turned off Before
the search, the list is:

Name Amount

Jones 100
Smith 150
Smith 200
White 150
Brown 250

The list after the search will be:

Name Amount
Brown 250

If Search on total of each gift type is on (middle radio button), the search returns
these results:

Name Amount

Smith  because 1504200 = 350
Brown 250

When you use Search on total of each gift type, a separate total is calculated and
compared for each gift type you select (i.e. one total for donations, one total for
memberships and/or one total for pledges). In the example above, this means
Smith would not appear in search results if her two gifts were made as one
donation and one pledge, even if the Donation and Pledge checkboxes were on in
the search dialog.

In contrast, using Search on total of all selected gift types (upper radio button)
will add all the selected gift types together and compare that sum to the amount
criteria for the search. This means that Smith would appear in the search results,
whether her 2 gifts were both donations, both pledges, or one of each. If only one
gift type is selected, this option and Search on totals of each gift type are functional
equivalents.

This search is used to locate donors who should receive year-end letters. See “Year-
End Letters” on page 127.

Hint: Reports that calculate and display a single total for each gift type and/or all
gift types are possible using Advanced Reports. For an example, see “Donors By
Gift Amount” on page 177. The Donor Detail and Donor Summary reports also
offer these options; see “Donor Detail Report” on page 155 and “Summary Report”
on page 158.
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Searches for Zero Amounts

In the amount search for the donor module, using zero in the maximum and/or
minimum fields of the amount search allows you to:

¢ locate donors without any gifts, or
¢ locate donors without gifts of specific donation, pledge and/or membership types,
¢ or, locate donors without gifts in a specific date range.

This thorough implementation of zero amounts in Funpimensions is especially
useful for generating solicitation lists that omit donors who recently made a gift. It is
also useful for targeting special appeals designed for lapsed donors and or
prospective donors.

A zero entry in the minimum field is interpreted as:

Include in the search results, any donor records without gifts in the date range
specified, and for the gift types specified.
When the maximum amount field is zero, Fundimensions requires a zero entry in the
Minimum field too. A zero entry in the maximum field is interpreted as:
Include in the search results, only donors without gifts in the date range specified, and
without the gift types specified.
As an example, the configuration in Figure 12.3 below would be interpreted as “find
donors without donations or pledges in the period January 1, 1998 to December 31,
1999; also find donors with individual donations or pledges of $100 or less in the
same time period”:

Amount Search

Enter a range of amounts to search for...
Minimum 0 Maximum (100

Confine the search to gifts within this date range...

From Aug 4, 2002 to |Aug 4, 2003

] Disable this filter (faster search)

Search in these gifts... Search options...
~ Search on total of all
# Donations =~ selected gift types @ Normal
™ Memberships ~ Search on total of each {2 SearchinSelection
™ Pledges ' selected gift type ) Add To List
[_] Pledge Payments @ Search on individual

gift amounts

{ cancel ) W

Figure 12.3  Search for Zero Amount, example 1

In another example, a user of the software wants to remove everyone who has
made any very recent gift (in the last 60 days) and everyone who has made a fairly
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large gift somewhat less recently, say in the last 6 months. This is being done prior
to producing a mailing, with the intention that recent donors, and somewhat less

recent but larger donors, not receive the mailing. Working around February 29th,
2000, she followed this procedure:

1 From the Donor List View, she located all the donors who have made a very
recent gift, by configuring the Amount Search dialog like this:

Amount Search

Enter a range of amounts to search for...

Minimum 1 Maximum 1,000,000

Confine the search to gifts within this date range...

From Jan 1, 2000 to Feb 29, 2000

1 Disable this filter (faster search)

Search in these gifts... Search options...

~ Search on total of all
™ Donations ~ selected gift types @ Normal

™ memberships ~ Search on total of each =
™ Pledges *~ selected gift type () Add To List

— - :
) Search in Selection

|_| Pledge Payments ® Search on individual
gift amounts

( cancel ) oK)

Figure 12.4  Search for Zero Amount, example 2a

2 Now she adds to the list those donors with larger gifts of the last 6 months. She
prefers to perform this search on the total of each donor’s gifts in that time
period, believing that more accurately represents her intentions to locate large
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donors. And, she sets the Search Options to “Add to List” because she wants to
accumulate these search results with those of the previous search:

Amount Search

Enter a range of amounts to search for...

Minimum 1,000 Maximum 1,000,000

Confine the search to gifts within this date range...

From Sep 1, 1999 to Jan 1, 2000

"] Disable this filter (faster search)

Search in these gifts... Search options. ..
Search on total of all —

™ Donations selected gift types J Normal

™ Memberships ~ Search on total of each L) Search in Selection

™ pledges ~ selected gift type ® Add To List

|| Pledge Payments ~ Search on individual

~ gift amounts

{ cancel ) E'Dk‘g

Figure 12.5 Search for Zero Amount, example 2b

H aving located all the donors she w ishes to om i fiom herm afling, she chooses
Records> nvert Selection to getherm ailing list. From here, she uses
FUNDIn ensions to generate m ailing labels and an export forherm ailm exge.

You can use this search to locate prospects i.e. donor records without attached gifts.
To locate donor records without any attached gifts, do this:

1 Bring the Donor/Prospect List View to the front.

2 Choose Amount from the Find menu.

3 Enter zero in both the Minimum and Maximum fields.
4

Turn on the checkboxes labeled Donations, Memberships and Pledges and the
radio button labeled Search on total of each gift type.

5 In the Search Options section, select Normal.
6 Click the Search button.

The amount search performs “or” searches when more than one of the Donations,
Memberships or Pledges checkboxes is turned on. This means that donor records
meeting the minimum or maximum amounts for any of the gift types will be
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returned in the search results. The results might not be what you expect; to illustrate,
consider this example:

Donation Pledge
Name Amount Amount

Jones 100
Smith 150
White 150
Brown 250
Black 150

The amount search is selected from the donor module and configured this way:
7 Minimum and maximum amount: both at zero

8 Search Options: Normal

9 Search in these gifts: Donations=on, Memberships=off Pledges=on

10 Search on totals of these gifts: on

You might expect none of the records to be returned by the search, because all the
donors have made a gift. In fact, all the donor records are returned by the search. This
is because an “or” search returns the records with a donation amount of zero, or a
pledge amount of zero. To perform an “and” search, break up the search into two
parts. In the first part, search only in donations:

11 Minimum and maximum amount: both at zero

12 Search Options: Normal

13 Search in these gifts: Donations=on, Memberships=off Pledges=off
14 Search on totals of these gifts: on

Now, conduct a second amount search in pledges, limited in scope to those records
found by the search above. Use these settings:

15 Minimum and maximum amount: both at zero

16 Search Options: Search in Selection

17 Search in these gifts: Donations=off Memberships=off Pledges=on
18 Search on totals of these gifts: on

The results of these two queries will be a list of donor records with no donations and
no pledges.

For finding donors who have made gifts, but have not made a gift within some
specified time period, see the Lapsed Donor search described on page 326.
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Queries in Gift Modules

In the Donation, Membership, and Pledge Payments list views, the Amount search
presents a dialog where you may enter minimum and maximum values for the
search. The gift records returned from the search will have amounts that fall on or
between the values entered.

Amount queries can be combined with the Date search to produce lists based on both
amount and date criteria. For example, criteria of “donations of $100? to 5000 made in
the last 12 months” could be accomplished with a combination of amount and date
queries.

The Amount search dialog for the Pledge module has radio buttons labeled Search in
Amounts, Search in Balances, and Search in Payment:

fumount Search

Enter a range of pledge amounts to search far...

Minimum _ Maximum |500

Select afield to search... Search options...
& Search in Pledge Amounts & Normal
 Search in Pledge Balances " Search in Selection

 Search in Pledge Payments Of C Add To List

Cancel | 0K I

Figure 12.6 Pledge Amount Search dialog

Select one of these choices to search one of these fields:

¢ Search in Amounts queries in the Pledge Amount field.
¢ Search in Balances queries in the Pledge Balance field.
¢ Search in Payment queries in the Pledge Payment field.

An advantage of conducting amount queries in the gift modules instead of the donor
module is significantly faster performance. The slowest amount search is usually
from the donor module, with Search in Totals of these Gifts turned on.
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Campaign, Method, Fund, & Membership Class

Date

These search commands locate records based on their contents in the Campaign,
Method, Fundt or Membership Class fields. They are available in all modules except
the Keywords module. Each command presents a dialog box containing a popup
menu with the possible choices, Normal, Add To List and Search in Selection buttons,
a Cancel button, and a Search button. When selected from the Donors module, the
Campaign, Method and Fund queries also offer checkboxes to direct the search to any
combination of the donation, membership or pledge modules. The Membership
Class search offers a checkbox to limit the search results to current members (based
on the Membership Expires field of the Membership record).

To locate records with no value (empty) in a field, choose Not Assigned from the
popup menu in the search dialog.

Refer to “Date Search dialog” on page 110 for this section.

This search command is available from all the modules except the Keywords module.
It queries for gift records having dates between or on the “Beginning On:” and
“Ending On:” dates. These dates should be entered in the MM/DD/YY format used
throughout Funpimensions, i.e. “12/30/01”. Clicking the Search button begins the
search.

To search for a single date, type the date into the first field, then use the DELETE key to
empty the second field, or make both fields the same value. For other shortcuts in
date entry, see “Date Entry” on page 49.

In the Donors module, this search will be performed in gift records and return those
donors who made gifts within the date range you specified for the search. The search
dialog in this module has additional checkboxes to restrict the search to any combi-
nation of donations, memberships or pledges. Many of the special attributes of the
Amount search for the Donors module, described above, also apply to the date search
for the Donors module. This includes the feature that donors with multiple gifts in
the date range will still appear only once in search results, while a search in the gift
module would have resulted in a record for each gift in the range.

In gift modules, this search can be used with the List Statistics command in the
Output menu to produce revenue reports for any day or other time period. See the
example on page 110.

The date search in the Memberships module is modified to allow searching on date
paid, expiration date, and to allow limiting the search to lapsed members. See
“Finding a Membership” on page 110 and the example in “Renewals Needed” on
page 333.

+ The Category, Type and Volunteer items may be changed through the Administrator dialog.
See page ix.
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Duplicates

This command queries the current selectioni of donor records for possible duplicates
using any one of six rules:

¢ Two records bearing the same last name and first initial may be found as possible
duplicates.

¢ Two records with identical entries in the Company field may be found as possible
duplicates.

¢ Two records with the same combination of Address Line 1 and Postal Code may
be found as possible duplicates.

¢ Two records with the same Home Phone or Work Phone number may be found as
possible duplicates.

¢ Two records with the same email address may be found as possible duplicates.

Choosing Duplicates from the Find menu produces a dialog where you can choose
any of the six rules:

Find Duplicates in 70 Donor Records

Chooze which field, or combination of fields to examine
for duplicate recards. .

(% First Initial and Last Name

' Company Name

(" Address Line 1 and Postal Code
" Home Phone Number

C Work Phone Number

C Email Addresses

v

Cancel | 0K |

Figure 12.7 Duplicates Search Window

After identifying possible duplicates, the results are sorted to place each pair of
possible duplicates adjacent to each other in the Donor List View.

For an example of using this search, see page 141.

The duplicate search will not delete or merge any records; this is left for you to do
manually. Use Record>Delete Record to delete records if you are viewing them in the
Donor Input Window, or Record >Delete Highlighted to delete records in the Donor
List View. If you see the alert shown in “Deletion dialog for linked records” on

page 296 when deleting duplicates, you will have to decide whether to consolidate
related donation, pledges, notes and membership records.

i If you want to search the entire database for duplicates, be sure to precede this search with
Records menu>Show All See “Selecting Records” on page 55 for more information.
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If you find that certain record pairs routinely appear in the results of this search by
mistake (i.e. they match the search criteria for duplicate records but they are not
really duplicates and you want to leave both records in the database), you can instruct
Funpimensions to omit that pair from future duplicate search results. See “Designate
As Not Duplicates” on page 302 for instructions.

Duplicate queries can take considerable time, but you can continue to work in other
modules and windows if you open at least one other window before initiating the
duplicate search. You will need the other window to click on so you can escape the
donor list view while the duplicate search is in progress. The search displays its
progress in a message window; in most phases of the search you can cancel the
operation by pressing ESCAPE.

Frequency

This search locates donors with a gift count falling with a range you specify. You also
specify a date range; in order to be counted, a gift must fall within that date range.
You can substitute any number for the integers in these examples:

¢ find donors who have given only 1 time to your organization

¢ find donors who made one pledge and fulfilled it, but never made another pledge
(in conjunction with the Advanced search); see detailed example below.

¢ find donors making 2 or more gifts in the last year
¢ find donors making 3 or more gifts at any time in the database

¢ find donors who have renewed their memberships at least 4 times
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This search is made from the donor module by choosing Find > Giving Frequency.
The following dialog appears:

Giving Frequency Search

Search for donors with a specific frequency of giving, ..

Find donors with a minimum number of gifts of 1
and a maximum number of gifts of 3

Confine the zearch to gifts within this date range...

From [Jan 1, 2000 to [9/1/00
Confine the zearch to theze gift types. ., Search options...
¥ Donations ' Normal
¥ Memberships C Search in Selection
' Query in Paid Date ¢ Add To List
The pledge date field ! Query in Expiration Date

is used for this search. J~ Pledges

Cancel | 0K |

Figure 12.8  Giving Frequency Search dialog

This dialog is separated into four sections by lines:

1 The top section lets you specify a minimum and maximum number of gifts. Only
donors who have made a number of gifts in this range will be returned by the
search.

2 The next section lets you specify a date range. Only gifts falling within this range
will be counted for the number of gifts you specify in #1 above.

3 In the lower left, you may specify which gift types will be considered for the
number of gifts you specify in #1 above. When you select the membership gift
type, you can specify whether the paid date or expiration date will be used in the
date range criteria you specify in #2 above.

4 In the lower right, you may specify which donors will be included in the search,
and how the search results will appear. See the page 308 for information on how to
use these buttons.

To locate donors with one and only one fulfilled pledge, follow the procedure below.

5 From the Donor List View, choose Find> Giving Frequency. The dialog depicted
above appears.

6 In the dialog, execute the following settings:
0 minimum number of gifts: 1
0 maximum number of gifts: 1

0 Since this example does not specify a date range, enter any date prior to the
oldest gift in your database in the From field.
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0 Enter the current date in the To field.

0 Donations and Memberships checkboxes off; Pledges checkbox on

O In Search Options, turn on the Normal radio button.

0 Click the Search button.

7 At the conclusion of this search, choose Find > Advanced. The Search Editor
appears:

Query
- Guery Editar
r 4 [Pledges]Balance iz equal to o J
Save Load ‘
Available Fields: Comparisons:
[AIT ables =l is.erual o -]
!s not equal to
. A Drays Ta 1st Payment ﬂ iz greater than
-5 Balance iz greater than or equal ta
o iz less than
- 2] Next Due Date J iz lezs than or equal to
- [19 Delinquent Amount containg
- Overdue Flag does not contain
- wiite-off Flag
. M i = |
W alue
[o
And | Or | Except | Clear All | Del Line | Insert Line ] Add Line |
Cancel | Guery in selection | Guery |

—_—
Figure 12.9  Search Editor, configured to locate fulfilled pledges

8 Configure the search as shown in the diagram above by following this procedure:
1 In the Available Fields popup menu, choose All Tables.

2 Click the disclosure triangle next to Pledges in the list underneath the popup
menu. In the list of pledge fields, select Balance by clicking once.

3 Funpimensions completes the search criteria with default values of “is equal to”
and “0”, which happen to be the correct values for this example. Click the
button labeled Search in Selection; do not click the button labeled Search.

4 The results of this search complete the example by reducing the set of donors
who made one and only one pledge, to those with one pledge having a zero
balance, i.e. a fulfilled pledge.

By modifying the search above you could produce a separate list and separate letter
for lapsed pledgers who had more than one fulfilled pledge in your database.

Hint: While the Fulfilled search (available in the Pledge module, see “Fulfilled” on
page 330) would more easily return the fulfilled pledges that the procedure described
above, it would return multiple records for donors with more than one fulfilled
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pledge. This makes it impossible to meet the criteria of “donors with only one pledge”
It is also inferior for constructing a mailing list, because you usually want to send
only one piece of mail to each donor. Therefore, even if you choose criteria without a
limit on the number of fulfilled pledges, you should probably use steps 4 and 5 above
to generate a mailing list for soliciting renewals to pledges.

The very specific results of this search allow you to customize a unique letter for
donors with a single fulfilled pledge. If you would like to include information from
the pledge record, such as the pledge amount, fund where the money was applied,
name of the solicitor who contacted the donor, etc., you could do this with a custom
export from the Report Editor. A template for the Report Editor is included with the
software; it is named “Export Donors With Pledges.4Qr” on Windows, and “Export
Donors With Pledges” on Mac, and will be located in the Report Templates folder in
the Fundimensions folder on your computer. This export template is designed only
for use with donors who have made one and only one pledge, as determined by the
search described above.

To use the template to create an export that includes information from both the
donor record and pledge record, do this:

9 Perform the numbered sequence above to generate the correct list of donor
records.

10 Choose Output>Advanced Reports.

11 In the Advanced reports window, choose Export, then select the template named
“Donors With Pledges” or similar, included with the Funpimensions program in
the folder hierarchy Funpimensions/Report templates/Exports,.

12 Click the Export to Disk button. The standard Save dialog appears; name the file
and click Save. The export is complete.

The table below lists the fields in the export:

Table 12.1 Export Fields for Giving Frequency example

Export Field Comment

Label Line 1 use in recipient header of letter
Label Line 2 i

Address i

Address 2 ”

City ”

State i

Postal Code i

Letter Salutation use after Dear in the letter

Pledge Amount use in the letter to thank the donor for a specific amount

Pledge Date use in the letter to refer to the date of their pledge

Gift List 3 use in the letter to refer to the purpose or application of the gift

Solicitor use in the letter to refer to the Solicitor who contacted the donor to solicit the

gift, or to refer the donor to a specific contact person in your organization
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Keyword, Category, Type, Volunteer & Solicitor

These menu commands will present a dialog box to search for donor records
containing a specific keyword, donor category, donor type, volunteer, or solicitor
assignment. After selecting the command from the menu, use the popup menu to
choose the keyword, category, type, etc. you want to locate. Finally, click the Search
button.

When you rename the category, type and volunteer fields the new names appear in
the menu after the first relaunch of the software (see “Setup” on page 268). Therefore,
these menu items may appear with names other than Category, Type and Volunteer.

Except for the Solicitor search, these commands are available only in the Donors
module.

The Keyword search offers an additional option for setting the search criteria: in
addition to a list of keywords, you can type a string of characters, and
Funpimensions will find all donors having that string in any part of any keyword. For
example, you might have three keywords: “Gala-2005”, “Gala-2006” and “Gala-2007".
If you want to find all the donors with any of these keywords, you type “Gala” as your
search string (as shown below), and Funpimensions returns all donors having one or
more keywords assigned to them, having “Gala” somewhere in the keyword.

Keyword Query

Search for donors with a keyword. ..

() Search for Keyword Annual Journal '02 i]

{® Search for Keywords Containing Cala

® Normal
(") Search in Selection

) Add To List

(" cancel ) ( 0K )

Figure 12.10 Keyword Search window
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Lapsed Donors

A lapsed donor search is used to locate donors who have not made a gift to you in a
specified period of time. You can decide that a donor is lapsed if they have not given
to you this year, in the last 12 months, or any other period you choose. This search is
also know to fundraisers as a sYBUNT (“Some year, but unfortunately not this”)
search. It aids fundraising by identifying donors who have given in some previous
period but not in a current period, producing a list of donor prospects. In set theory,
lapsed donor queries are a form of the difference operation; all the donors in one set
(who gave during the period “x”) but not in another set (those who gave in this year
or some other period).

This search can also be used in reverse to locate new donors by using the Advanced
pane explained later in this section.

Because the lapsed search can have many variations and may be inherently complex,
Funpimensions offers it in an easy form, with only basic options to choose from, and
in an advanced form, where you can access additional options. The figure below
shows the choices available in the easy form, which is what you will see when you
choose Lapsed from the Find menu:

Lapsed Donors Search
J Basic t' Advanced |
Find donors who did not give in this period. .. but did give in this period...
@ Year To Date in this year calendar year in previous year
O Previous 12 months same months in the previous year
| Cancel | ( OK 3

Figure 12.11 Lapsed Search dialog (Fewer Options)

The choices in this pane are specific combinations of Year to date and twelve month
periods, known as LyBUNT (“Last year but unfortunately not this”) queries. You
choose by clicking one of the radio buttons. The first option uses the formula:

¢ donors who did not give in (January 1sT of current year to current date)

¢ donors who did gave in (January 1sT of last year to Dec. 31sT of last year)
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The second option uses the formula:

¢ donors who did not give in (current date-1 year to current date)

¢ donors who did gave in (current date-2 years to current date—1 year)
All dates above are inclusive.

If you click the Advanced tab, this pane appears:

Lapsed Donors Search

j Basic g Advanced {

Find donors who did not give in this period... but did give in this period...

[08/04/02 | to Aug 4, 2003 Aug 4, 2001 | to Aug 3, 2002

Search in... Set Special Conditions...
 Donations and Pledges [ Omit donors with written-off pledges
() Donations only [ Omit donors with open pledges (with balances)

e —

(_ Pledges only _ Include donor prospects who have never given

If Pledges are selected above, choose which date will be use for the search...

@ Use the Pledge date (date pledge was made)

) Use the Fulfillment date (actual or projected)

| Reset | ',J-Cancel ] E OK 3

Figure 12.12 Lapsed Search dialog (More Options)

This pane lets you do 4 things that you cannot do in the Basic pane:

¢ Choose the exact dates for the “did not give” and “did give” periods, instead of
using fixed dates in the “Fewer options” dialog. You can also do a reverse LYBUNT
search to return a list of new donors. A typical formula for this reverse type of
search is: donors who did not give in (current date-1 year to current date-10
years), but donors who did gave in (current date to current date+1 day-1 year).
This search will never allow the two periods to overlap. That is the reason for
adding one day to the second period in this example. If you enter overlapping
periods and click the Search button, an alert will appear and the cursor will be
placed in one of the conflicting fields for correction.

¢ Limit your “did not give” and “did give” queries to donors with donations, donors
with pledges or donors with either donations or pledges. Queries made from the
Fewer options dialog default to donors with either donations or pledges, but will
use whatever setting is made here.

¢ Designate which date in pledges will be used in the queries. Funpimensions takes
more time to complete the search when using the fulfillment date, but you may
decide that it provides the best candidates for new pledges. This option is provided
for those users who prefer fulfillment date as their benchmark. In typical LyBuNT
queries, this option will have the same effect as turning on “Omit donors with
open pledges” in the checkbox area below. In this case, using the checkbox instead
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of the fulfillment date option will result in a faster search. Note: To locate pledges
fulfilled within any specific date range, use the Fulfilled search. See “Fulfilled” on
page 330 for more information.

¢ Omit or include certain donor groups from the search results. A checkbox lets you
eliminate donors with written-off pledges from the list returned by the search. You
may also block donors with open pledges, if you think they may not like being
asked for another gift while they have an open pledge. The last checkbox adds all
donor records without any donations or pledges attached to them to the list
returned by the search.

Settings in the Advanced pane are used in queries made from within the basic pane,
except for date ranges. (The Fewer options search always uses one of the radio
button-selected date sets.) This means, for example, that if you select “Donations
only” in the Advanced pane, then return immediately, or at a later time, to the Basic
pane and conduct a search, that search will use the Donations only setting. To return
settings to their default settings, click the Reset button in the Advanced pane.

Settings you make for this search are remembered the next time the dialog appears,
even when the program has been quit. Separate settings are remembered for each
user that appears in the password dialog.

This search does not support the Search in Selection and Add to List options. Take
this into account when planning a series of queries that will include Lapsed Donors.
Usually, performing the Lapsed Donors search before other queries will produce the
desired results.

Keyboard shortcut: to bypass the Fewer Options dialog and go directly to the More
Options dialog, hold down the ALt key on Windows or the opTioN key on Macintosh
when choosing Lapsed Donors from the Find menu.

Membership Status

This search is enabled only for the Donor and Membership modules. It locates donor
or membership records meeting one of the following criteria:

¢ Member is current (i.e. expiration date is after the current date).
¢ Member is current, and has a specific number of renewals:

0 Current 1st-time member (donor has a single current membership, with no
renewals).

a Current 2nd-time member (1 current membership, and one prior membership,
i.e. has renewed once).

a Current 3rd-time member (1 current membership and 2 prior memberships,
i.e. has renewed twice).

O and so on, up to Current 10th-time member.

¢ Member is lapsed (has at least one membership, but has no memberships with an
expiration date later than the current date).
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¢ Member is lapsed, and has a specific number of (non-current) renewals:
0 Lapsed 1-time member (donor has a single, lapsed membership).
0 Lapsed 2-time member (donor has 2 lapsed memberships).
0 and so on, up to Lapsed 10-time member.

You may find these categories of members useful in targeting appeals, investigating
the make-up of your membership, spotting trends in recruiting and retention, or
identifying lapses for remediation.

If you need to locate members by expiration or dues paid date, use the Date search
instead (page 319). Using the Search in Selection and Add to List functions

(page 308), you can combine the Member Status search with searches on other
criteria.

To perform this search, do Find > Member Status from the Donor List View, Donor
Input Window, Membership List View or Membership Input Window. Choose search
criteria from the pull-down menu, set the Normal, Search in Selection and Add to
List radio buttons as desired (see page 308 for information about these buttons), and
click Search.

Relationships

The Relationship search is available from the donor module to locate donors who
belong to a specific relationship or who are designated to be of a specific constituent
type in one or more relationships. While in the donor module, choosing
Relationships from the Find menu produces this dialog:

Relationship Search

Search for constituents of a relationship, or donors of a specific constituent type...

& Constituents of...
|Alumni Association j

(" Constituent Type is...

Search options...

& Normal
 Search in Selection
C Add To List

Cancel | (0] |

Figure 12.13 Relationship search dialog

In the upper section of this window, click a radio button to search for donors in a
specified relationship (the Constituents of... button) or donors who have a specific
constituent type within one or more relationships (the Constituent Types... button).
Then choose either a relationship name or a constituent type from the popup menu.
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Use the Search Options buttons as described in “Normal, Add To List and Search in
Selection” on page 308, then click Search to perform the search.

The Find All item in the popup menu allows you to find all donor with any assigned
relationship (when the Constituents of... button) or all donors with any assigned
Constituent Type (when the Constituent Types... button is selected).

You can use this search to locate constituents of a specific type within a relationship.
For example, you may be tracking constituents of “Organization X", with some of the
constituents tagged as “Members” and others tagged as “Officers”. First, perform a
search for the relationship (using the Constituents of... radio button and choosing
“Organization X” from the popup) with the Normal search option. Follow this by
performing a search for the Constituent Type (either Officers or Members) with the
Search Options set to “Search in Selection”.

Fulfilled

This search is enabled only for the Pledges module. It locates pledge records within a
date range you specify, which were fulfilled (paid off) within that range. The dialog is
similar in appearance to that used for the Date search in other modules. Simply fill in
the earliest and most recent fulfillment dates you want, set the Normal, Add to List,
and Search in Selection radio buttons as desired (see page 308 for information about
these buttons) and click Search.

Note: This search function is duplicated in part by the Amount search, which allows
you to find pledges having a zero balance. However, this special Fulfilled search lets
you locate pledges with a zero balance according to a date range of fulfillment. This
should be useful in following up recently-completed pledges to thank the donor for
their completed gift and solicit a renewal.

Hints: To locate pledges with a zero balance by some date range of pledge date (the
date a pledge was made), you would use a combination of the Amount and Date
queries, with Search in Selection turned on in the second search. To generate a listing
of unfulfilled pledges, perform an Amount search for a balance of zero, then do
Records>Invert Selection.

Overdue

This menu command, available only in the Pledges List View, locates overdue pledges
and displays them in the list view. The command will present a dialog box offering
search options and sort options. See Figure 4.5, “Overdue Search dialog” on page 114.

The first search option is to limit the search results to pledges overdue by at least a
specified number of days. This permits pledges overdue less than the number of days
entered to be excluded, providing a grace period which can save mailing costs and
extend your ability to customize letters to overdue pledgers.

Other search options are Search in Selection and Add To List. See page 308 for
information on these items.
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The Sort options are Sort by time overdue, Sort by Delinquent, and No sort. The first
choice puts the most recently-become-overdue pledges (i.e. the least overdue) at the
top of the list and the longest-overdue pledges at the bottom; use this to identify
pledges that have recently become overdue, and which may therefore benefit from
prompt attention. The second choice will place the pledges with the largest amount
overdue at the top of the list.

Hint: You may inspect each listed pledge, or records in any list view, and remove
records you select from the list, with the following steps. This might be useful prior to
exporting and printing labels, to allow you to manually examine and exclude some
pledges, to omit pledges from an export which have been overdue a very long time, or
otherwise do not warrant further mailings, especially at one end of a list sorted with
one of the options in this search:

1 Double click the first record in the list to open the input window.

2 Step through each record using the navigation buttons located in the button bar
of the input window.

3 When you come to record that you want removed from the list, return to the list
view and highlight it—then return to the input window and resume stepping
through records, repeating step 2 and this step until all records are highlighted in
the list view that need to be removed. Hold down the Control key on Windows or
the Command key on Macintosh when clicking on records to permit multiple
records to be selected.

4 Use the Records>Hide Highlighted to remove them from the list.

At the conclusion of this search a dialog is displayed that summarizes the search
results. See Figure 4.6, “Overdue Search report” on page 115. If there are no records
found, you get a message stating that— otherwise the dialog will display the number
of records overdue and the total amount overdue, i.e. the sum of the delinquent
amounts in each found pledge. Be aware that these calculations are only for the
records found in the search, and so will be affected by the search criteria, such as
Search in Selection and number of days overdue entered in the search dialog.

Pledge records with the Writeoff box checked will never appear in the results of an
overdue search.

Next Payment Due Date

This search locates pledges with the next payment due within a specified date range.
See “Next Payment Due Date Search” on page 116.

Payment Type

This search locates gift records according to their payment type, which refers to the
method of payment. For example, you could use this search in combination with a
date search to locate all the donations made by Visa in the previous month, to prepare
for processing their credit cards. This command presents a dialog box containing a
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popup menu with the possible choices, Normal, Add To List and Search in Selection
buttons, a Cancel button, and a Search button. The command is available only in the
donation, membership and pledge payment modules.

A report that sorts gifts by payment form and displays a subtotal for each form is
available; see “Print List” on page 150.

Recognitions Needed & Thank Yous Needed

These commands will conduct a search of donation, membership, pledge or pledge
payment records, and return the records for which “Thank You sent” or “Recognition
sent” has not been checked. Because it is expected that you will be exporting these
records for use with a variety of thank you note templates or recognition products,
the search is usually confined to those records bearing a specific Thank You Note type
or Recognition Product, as entered in a gift input window. This allows a separate
export for each template you use or gift that you send. Funpimensions can also locate
all records with these boxes unchecked, regardless of the entry in the Thank You Type
or Recognition Product field.

After selecting the command from the menu:
1 Use the popup menu to choose the Thank You type or Recognition Product.

2 Check the Add To List radio button if you want records currently in the List View
included with the results of the search; leave it unchecked to replace the contents
of the List View with those found in the search.

3 Check the Search in Selection radio button to confine the search to records
already listed (if desired) or leave it unchecked to search all records in the module.
This option is not available if you initiate the search from the Input Window.

4 Finally, click the Search button to perform the search, or click Cancel to return to
the List View.

This search returns records meeting both of two criteria: the Thank You type or
Recognition Product you select in the popup, and that Thank You sent or
Recognition Sent checkbox is off for the record. To disregard the first of these criteria,
choose Find All from the popup menu. This will return all records with the Sent
checkbox off regardless of the Thank You Type or Recognition Product.

For more information on acknowledging gifts, see “Basic Gift Acknowledgements”
on page 119.

Hint: Before beginning this search, you may wish to narrow the list of records down
by searching for gifts within a certain date range or with a particular Campaign,
Method or Fund** designation, i.e. search for all the donations made in the last
month and/or all those who made a pledge in response to a certain brochure. This is
useful for further customizing your thank you notes to reflect not only Thank You
type (as may appear in that field of the gift record), but also when the gift was
received or what means was effective in soliciting the gift. Alternately, you can design

** The Category, Type and Volunteer items may be changed through the Administrator
dialog. See page ix.
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a general-purpose template that uses the exported fields to reference a campaign,
method and/or fund.

Renewals Needed

This search helps you find memberships that are about to expire, or have expired. In
conjunction with the export and label functions of FuNpimensions, this search will
help you contact these members or ex-members and ask for their renewal or other
gift. You initiate this search by selecting Find>Renewals Needed while the
Membership List View is the active window. It queries the Membership Expiration
and in the 1sT and 226 Renewal Notice Sent fields of membership records.

This search filters its results to eliminate membership records if the donor has
renewed or has membership records with expiration dates subsequent to the date
range you enter for the search. This is slightly different from using the date search
with the “Find Only Lapsed Donors” option, as illustrated in the example below.

Max Schreck has the following three membership records:
¢ expires December 31, 2000
¢ expires December 31, 2001
¢ expires December 31, 2002

When a Renewals Needed search is performed with the date range “December 1,
2001” to “December 31, 2001”, none of Max ShrecKk’s records appear in the search
results. This is because there is a subsequent membership record, i.e. the membership
expiring December 31, 2002. Max Shreck is only returned when:

¢ you perform a Renewals Needed search for a date range that includes December
31, 2002, or

¢ you perform a Date search whose range includes one or more of the expiration
dates in his membership records, and the Find Only Lapsed Memberships check is
On, and you are performing the search after December 31, 2002 (i.e. membership
is expired), or

¢ you perform a Date search whose range includes one or more of the expiration
dates in his membership records, and the Find Only Lapsed Members checkbox is
Off and you are performing the search before December 31, 2002 (i.e.
membership is current).

Because of the filtering, you can confidently use the search results for mailings and
other efforts, knowing that you are not wasting time and expense in soliciting
renewals from members who have already renewed, and that your personalized
letters are referencing only their most recent membership information.

The range of expiration dates permits you to locate memberships that have expired or
will expire within a specific time period. For example, you could find memberships
that will expire in more than 5 but less than 60 days, or those memberships that
expired last month. If you want to limit search results to a single date, make sure the
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second field is either blank, or that it has the same date as the first field. You can
empty the second field of its contents by tabbing to it, then typing the DELETE key.

Membership records can record the sending of first and second renewal notices by
means of checkboxes in the Membership Input Window (see page 17 for an example
of this window). The Renewals Needed search is designed to let you locate those
members who have or have not received a first or second notice. You use the upper
set of three radio buttons to locate records based on any of the three rational
combinations possible with the 1sT and 226 Renewal Sent checkboxes located in the
Membership Input Window. This can be used to generate separate lists for those who
have received previous notices, so that you can send different letters to those who
have received no previous notice, those who have received one previous notice, and
those who have received two or more notices

Enter the range of expiration dates you want to locate here. This limits
the search results by the contents of the Membership Expiration field.

Repewals\Weeded Search

Find membership redords whose expiration date is...

From Jul4,2003 1o 08/04/03 |

and which need a 1st, 2nd or 3rd+ renewal notice...

Turn on one of these radio ® Find Members Needing 1st Renewal Notices

buttons to include or €x- (1st and 2nd renewal notice unchecked)

clude records according to

the status of the Renewal ) Find Members Needing 2nd Renewal Notices

Notice Sent checkboxes (1st Renewal Notice checked, 2nd Renewal Notice

located in each mem-

bership record. ) Find Members Needing 3rd or Higher Renewal Notices

(1st and 2nd renewal notice checked)

Search options...

@ Normal Renewed members are
removed from the results
() Search in Selection of this search.

() Add To List

": Cancel G’"ﬁl(’”"

Figure 12.14 Renewals Needed search dialog
To locate all expired or all unexpired members, use the Date search instead of this
search.

For more information about renewal notices, see , “Managing Memberships” on
page 377.



Chapter 12 « Find Menu

Advanced 335

Advanced

This command presents a Search Editor with powerful search capabilities beyond
what the other search commands offer. Queries designed here can be saved and
retrieved for later use using the Save and Load buttons in the dialog. Additional
documentation is available for the Search Editor. Please email or call technical support
for a URL to download this documentation.

Your search can have multiple criteria, Select a comparison operator here. This is how the
as represented by multiple lines in this search decides whether to consider a record “found”
area. Fach line is executed sequentially, when it compares the value you entered with the
top to bottom. value in the field. \
Query \
: Query Editor \
S B
£
Save | Load |
Available Fields: e
Selectamodule || [T || AR =
t | b
and field to ——] > Dorar 1D 5 P dreato than
search here. [T | A LostName i ot lan onemualto
A First Name i loss than or el to
A Middle Inital conlsins
A Salutation does not contain
A Titke
A N o
Type the value to i
search for here. ——F
And | 0Or | Except | Clearal | Delline | Insert Line | AddLine |
Cancel | |

These buttons are enabled after you enter the first search line. When doing queries with
multiple criteria, the setting here determines whether each subsequent criteria further
narrow the search (“And”), widen the search (“Or”), or subtract from the search (“Except”).

Drag this corner of the window to enlarge the
window and the scrolling areas within it.

Figure 12.15 Search Editor

There are three especially important capabilities this search offers:

¢ Queries can be conducted in most fields of the database. These include fields
inaccessible from other queries, such as the Date Created fields in all records, the
Pledge Frequency field in the Pledges module, and others.

¢ A series of queries can be entered in the editor and saved as a single search. Even
though you might be able to perform the same series of queries with the standard
search commands, it is easier and more reliable (i.e. repeatable) to construct the
search in the editor and save it.

¢ Cross-module queries can be made. This means that the results of a search in one
module can be projected onto another table, so that the search results appear as a
list of records related to those in which the search was made. To use this feature,
you conduct the search from the module where you want the results to appear. For
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example, suppose you want to email all the donors who have made “In Kind”
donations. If you used the Payment Form search from the Find menu in the
Donations module, you would encounter two problems:

¢ There is no way to get email addresses from the Donations module. The only
module that supports email output is the Donor module.

¢ The search would produce multiple listings for those donors who had made more

than one In Kind gift. You want to send only one email to each of them.

The solution is to conduct an search from the Donors module using the Report
Editor. For this example, bring the Donor List View to the front, then choose
Find > Advanced and configure the editor as shown below.

1 Choose All Tables

from this popup

Query

menu.
P
2 Double-click
Donations to
expand it and
display the fields
for that table, then
scroll to the
Payment Form\
field and click it.

3 Click “is equal t0”-7

4 Type “In Kind”

Query Editor

[Donations]Payment F... is equal to

vailable Fields:

All Tables &

02 Donation Amount
£ Donation Date

Check/CC Number
A Expires

Avmrniinl Cada irey

In Kind

——————
Y ¢ Load.. )

{ Save...

Comparisons:

is equal to

is not equal to

is greater than

is greater than or equal to
is less than

is less than or equal to
contains

does not contain

(without quotes).

Value
[In Kind @
[and [ or [Except] ( Clearall ) ( Deltine ) ( nsertline ) (AddLine
( Cancel Query in selection ) (5 Queny )
5 Click Query.

Figure 12.16 Search Editor example #1

When searching for a credit card number, you should enter the number without

spaces in the Report Editor.
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You could limit the results to donors in your home state by clicking the Add Line
button, then following the steps in the diagram below:

. «s R Q“EW
3 Click “is equal to”.
N Query Editor
[Donations]Payment F... is equal to In Kind
And State is equal to CA
2 Double-click
Donors in the list,
then click on State.
You will need to s ) i )
scroll the field list Available Fields: Comparisons:
to locate these " All Tables | ! is equal to
3 - is not equal to
items. A Title @ is greater than
A Company Name is greater than or equal to
A Address Line 1 is less than
At Address Line 2 is less than or equal to
4 Type a 2-letter A City _| | contains
state code. \ i rS‘lﬂa’!.e‘I o : does not contain
\Ialue
[ca
1 Click the And | [ and | or [except]| ( cClearAll ) ( Delline ) ( insertline ) ( AddLine )
button. , - .
( Cancel % Query in selection (v-vﬁuay—wg
5 Click Query.

Figure 12.17 Search Editor example #2

The examples above show the search editor being used to perform queries in 2
modules, and returning the results into one module. Although a search is performed
in donation records, the contents of Donation List View, if open, are unaffected.

You can search for records with nothing in a particular field, (a.k.a. a null value, or
empty string) e.g. donation records with no campaign, or donor records with an
empty “Country” field. Just specify the field and comparison as you normally would,
and leave the Value field empty.

Using a “wildcard” in a search means you specify some characters to appear in the
field you are searching on, but leave other characters ambiguous. For example, you
might wish to locate all the donor records with an phone number beginning in 505,
or all the donor records with a last name starting in “M” and ending in “y”, or all the
donation records with a campaign entry ending in 2007. To perform a wildcard
search, just type the @ character before, after or in between the values you wish to
specify. For the examples above, you would enter search values of “505@”, “M@y” and
“@2007” respectively.
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352

357
357

357
359
359
360

361
366

369
369

Output Menu

List Statistics 81
Print List... #P
Advanced Reports... F#ER
Export

Labels... 8L
Record Statistics E
Print Record... 8P

Clipboard-Street Address to
Clipboard-Email Address to
Clipboard-Profile to
Cliphoard-Gift Record to

Report Editor
Craph Editor

Word Processor

Hide Dashboard

Items in this section are enabled only when a
— List View is frontmost, except “Labels”, which
is also available in Input Windows.

Items in this section are enabled only
. when an input window is frontmost.

Items in this section copy
— information from the database to
your computer’s clipboard.

Figure 13.1 Output menu

The Output menu groups all commands for the transfer of information from your
database to the screen, printer, clipboard or to a disk file. You’ll use this menu to
generate exports for mail merge and labels for envelopes, for summaries to your
accounting software, for internal reports to those responsible for soliciting gifts, and
many other purposes.

Menu commands exist for producing various printed and on-screen reports. To
facilitate use of database information in other software, there are menu items to copy
data to your computer’s clipboard. Exports may be made through the command by
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List Statistics

that name, or you may construct custom export formats with your choice of fields and
calculated items. Finally, several of the commands offer graphing.

You may choose from built-in reports, some with options for customization; or you
may use Editors to create your own reports, starting from scratch, from a template
you build, or from the collection of templates provided with the program.

List Statistics

These commands provide instant reports on your screen. The reports contain
commonly-needed sums and other calculations. You can use a search by date
followed by the List Statistics command to find out the total amount you raised for
any time period, making them useful for accounting. This command is explained in
detail in “List Statistics” on page 146.

This command is supplemented by capabilities in the Dashboard window, which can
display continuously-updated statistics such as month-over-month, year-over-year,
and other statistics. See “Dashboard” on page 33 and “Hide/Show Dashboard” on
page 369.

Print List

This command will print the record(s) in a List View. The command is not available
in the Keywords or Relationships module. In input windows, use the Print Records
command instead.

A Print Options dialog appears when you use this command; see Figure 7.5, “Print
Options dialog, Donor Module” on page 151. Depending on the specific module and
window type, this offers choices to sort by, and display subtotals for Campaign,
Method, Fund, or Payment Form fields, or to print reports in Listing, Detail, or
Summary format.

See “Print List” on page 150 for more on using this command and for samples of the
available reports. For information on using this command in conjunction with the
Event Manager, see “Printing Reports” on page 227 and “Printing Tickets” on

page 229.

Advanced Reports

Advanced Reports offers over one hundred different graphs, exports and printed
reports. Most of these are generated from a template provided with the software; the
templates may be edited using the Report Editor, providing you with flexibility
ranging from choice of fonts, the order in which columns appear, and the formulas
used to calculate data. For example, the dates in a formula could be changed to
display only those gifts in a date range of interest to you.

A description and sample report of each Advanced Reports item is in “Advanced
Reports” beginning on page 164.
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The reports listed in the Advanced Reports window differ for each module.
Therefore, you must open the list view corresponding to the records you want to

print. Before creating the report, you can specify a specific set of records to use for the

report by performing a search or using manual selection techniques. For more
information, see “Selecting Records” on page 55.

Creating an Advanced Report

To create an advanced report, do this:

1 Display the records to include in the report by opening the List View for them. For

example, to create a report listing donations, open the Donation List View by
choosing File>Donations.

2 If you want your report to include only some of the records in the List View,
perform searches or use manual selection techniques so that only those records
you want to appear in the report are in the List View. See “Selecting Records” on
page 55 for more help with this step.

3 Choose Output>Advanced Reports. The Advanced Reports dialog window
appears, as in this example:

This area displays help for the item you select in the list on the left.

Advanced Reports for 20 Donor Rech\rds
Select a report or other item... Description of lhex*cted item...
+ Reports A Campaign* Total A
Campaign List and Totals
Campaign Total This template produces a report containing
< Distribution and Cross Tabular donor contact information plus each donor's
All Gifts By Amount total for a specific campaign. See also the
All Gifts By Quantity similar templates for Method Totals and Fund
Donation By Amount Totals, and the template for producing mail
Donation By Quantity merge exports, "Export Campaign Total".
Membership By Amount
Membership By Quantity To prevent listing of donors or prospects
Pledge By Amount without any gifts in the campaign, perform a
Pledge By Quantity search in the Donor List using the Campaign
Donations & Zero Balance Pledges search from the Find menu. In the Campaign
Donations & Zero Balance Pledges & Date Fil.. search dialog, choose the campaign from the
Donors by Gift Amount pop up menu and check the Donations,
Donors With Last & Largest Membership and Pledges checkboxs. After the
DonorSince&lLast&TotalGifts search is finished, choose Custom from the = ]
Fund List and Totals - ’ T T
Fund Total Choose a Campaign to display in the report...
Gifts by Category " F =
Gifts by Category and Date 3 Gala 2008 | ']
( Expand All ) ( Collapse All ) ( Cancel ) ( Print Report )

Pull-down menu for easily configuring the Campaign Total, Method
Total, and Fund Total reports. This menu is disabled for other reports.

Figure 13.2  Advanced Reports window

4 Reports are grouped in categories of Reports, Graphs and Exports. To see the
reports available for one of these categories, click the plus sign (Windows) or the
disclosure triangle (Macintosh).

5 Select a report by clicking on it. A description of the report appears at the right.
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6 Click the Print, Configure, Make Graph, or Export to Disk button to create the
report. If you click the Make Export button, Funpimensions asks you where to
create the export file on your hard disk. Certain other reports will display a
configuration dialog before printing.

Shortcut: Double-click a report, export or graph, instead of the procedures in step 5
and 6.

You can navigate the list of reports in the Advanced Reports window with the mouse
or the arrow keys on your keyboard:

¢ the up and down arrows move the selection
¢ the right arrow expands a sub-list

¢ the left arrow collapses a sub-list

¢ the ENTER key creates the selected report

¢ the scapk key closes the Advanced Reports window without making a report

Editing Advanced Reports

Most advanced report items may be edited to change both the information they
display and the formatting. To edit a template, do this:

1 In the Advanced Report window, click on the name of the report you want to edit.
You can use steps in “Creating an Advanced Report” on page 341 above to browse
the available templates. In the description area, note the path name of the template
you want to edit.

2 Close the Advanced Reports window, if it is open. Choose Output>Report Editor.

Choose File>Open. Locate the report template you want to edit by navigating to the
correct folder, as indicated in the path name you noted in step 1. A general
description of report template directories is:

0 Templates for the Donor module are in Funpimensions folder/Report
Templates folder/Donors folder.

a For templates for other modules, substitute the module name for “Donors
folder” in the item above.

3 Edit the report, then save it with File>Save. For instructions on editing reports,
see“Report Editor” on page 361.

4 The next time you run the report from the Advanced Reports menu command,
the report is created with your changes.

You can also create brand new reports. Skip step 1, and in step 2 choose File>New.
When you are finished creating the report, save it to the correct folder using the rules
described in the next section.
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Customizing the Advanced Reports listings

Because this command constructs the list of available reports by scanning certain
folders on your disk for templates, you may add templates of your own creation and
make them available through the Advanced Reports command. For example, using
the Report Editor, you might create a report that counts and sums the gifts by Postal
Code for last month. Since you want to run the report every month, you add it to the
Reports folder located in Funpimensions/Report Templates/Donors folder. The next
time you need the report, you choose the Advanced Reports command, and your
report is listed among the other reports. To create the report, select the report and
click Print.

If you have created a template for the purpose of exporting to a disk file or creating a
graph, add the template to the folders by those names, instead of the Reports folder.
For example, you create a template to perform a custom export from the Donations
Module. To have the template appear under a list of Exports in the Advanced Reports
window, you drop the template file in the folder “Funpimensions/Report Templates/
Donations/Exports.” If the Export folder is not present inside the Donations folder,
you should create it.

Reports may also be removed from display by deleting their templates from the
appropriate folder. This will reduce the number of items in the list of available
reports, making it easier to locate those you need and reducing the possibility of error
in selecting a report. However, several specific reports are stored internally by the
software and cannot be removed from the list.

Funpimensions will attempt to display a description and help for a template
highlighted in the Advanced Reports window. The text of this description and help
must be located in a text file, which may be created using the Notepad program
(Windows) or TextEdit (Mac os x), included with your computer operating system.
In order for FuNpimensions to associate the text file with the correct template, the file
name should be identical to the report name, but with a suffix of “txt”, and the text
file must reside in the same folder as the template.

The text file is not required. If its missing, not named according to the rule above, or
not located in the same folder with the template, the description area in the Advanced
Reports window will display an error message when the report is selected.

You may open any of the text files, including those supplied with the software, and
edit them to add your comments, reminders, etc. Your changes show up the next time
the report is selected in the Advanced Reports window.

You may change the name of a report as it appears in Advanced Reports by changing
the name of the template on your disk. This done using the standard techniques for
editing file names under your computer’s operating system. If you change the name of
areport template in this way, remember to make a corresponding change to the name
of the text file containing the template’s help.
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Export

Exporting creates a tab-delimited text file containing data from each record in a list
view. When exporting from one of the List Views containing gift information, the
export also contains data from the related donor record, such as the mailing address.

Exported data may be used to generate personalized form letters, copy information to
other databases, or to create custom-formatted reports in desktop publishing
programs. Exported data can also be used in spreadsheet software, where various
analyses may be performed, although Funpimensions’ reports will meet most of
these needs. Finally, you can use exported data to generate mailing labels using word
processing or spreadsheet software, although Funpimensions has built-in label
printing that meets most of these needs.

Donor records with the Do Not Mail checkbox turned on may be omitted from the
export. Donor records with the Do Not Email or Do Not Call checkboxes turned on
will have their email addresses or phone numbers listed as “Suppressed” in exports.
For more information, see “Do Not Mail, Do Not Email, Do Not Call Checkboxes” on
page 57.

The procedure for exporting is slightly different for each of the five modules. To use
the export function from the Donors module, follow these steps:

1 Select the records you wish to export by placing them in the list view. You may
wish to locate the records you want using a query from the Find menu. See
“Selecting Records” on page 55 if you need help selecting records. (To export all
records, do Records>Show AlL If the Show All command is disabled, all records
are already in the list.)

2 Choose Output>Export.

3 The standard Save dialog appears. Type in a name for your text file. Select the
folder you wish to save it to, then click Save.

4 A thermometer appears informing you of the export progress. You may continue
to work in other modules while the export takes place. When the thermometer
disappears, the text file will be on your hard drive.

5 A dialog will indicate the number of records you exported, and how many were in
the list but not exported because they were blocked by the Omit Mailing flag.

To export from the Donations, Memberships, Pledges, Pledge Payments and Notes
modules:

6 Select the records you wish to export by placing them in the list view. You may
wish to locate the records you want using a query from the Find menu. See
“Selecting Records” on page 55 if you need help selecting records. (To export all
records, do Records>Show AlL If the Show All command is disabled, all records
are already in the list.)

7 Choose Output>Export.
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8 The standard Save dialog appears. Type in a name for your text file. Select the
folder you wish to save it to, then click Save, or cancel the export with the Cancel
button.

9 A dialog below reports the results of the export. A reminder is included to check
off the Mark Sent flag for your Thank You note and/or recognition product, if that
is the purpose of the export. Choose Records>Mark Sent flags. to do this; see
“Mark Sent Flags” on page 303 for more information.

[&] Export Results

69 donation records were exported. The
Omit Mailing Flag was ignored for this
export. (You may use Records menu > Mark
Sent flags to set the exported records to
“Thank ¥ou sent” or “Recognition sent™.)

Figure 13.3 Export Report example

To export from the Event Manager, see “Exporting Registrations” on page 231 and
“Exporting Tickets” on page 230.

For an example of exporting overdue pledges for reminder notices, see page 115.

Exports attempt to use special hidden fields to speed up the export process. In certain
circumstances, because of locked records these fields may not be up to date, and so
the export process will use the “regular” fields instead. This ensures accuracy but will
extend the time required for the export to complete. Therefore, it is normal for
exports to occasionally take significantly longer than average to complete.

The Householding feature may be used to combine records containing the same
mailing address into a single export record, preserving separate records in the
database while reducing your mailing costs; see “Householding” on page 139 for
more information.

Each record in the text file is separated by a carriage return character, and each field
in a record is separated by a tab character. This format is called a tab-delimited text
file and is a standard for use with word processors to perform merges in form letters.
The format is also compatible with spreadsheet programs such as Microsoft Excel’,
where you can to perform very sophisticated calculations, detailed reports and
graphing using the data in gift records.

Files exported from Funpimensions may not be double-clickable to open in Excel. To
open an export file in Excel, do this:

10 Working in Funpimensions, perform the export as directed on page 344.
11 Launch Microsoft Excel®.
12 In Excel, do File menu>Open.

13 In the Open dialog window, choose Show > Text Files (on Macintosh) or Files of
Type>Text Files (on Windows; suffix of .txt). (If you don't do this step, the export
file will not appear in the file listing, even though it is present on the disk.)
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14 Locate the export file in the folder where you saved it in Funpimensions. Click on
it, then click the Open button.

15 Excel’s Import Wizard starts up. Usually, the default values in this Wizard are
correct for importing FUNpimensions exports, so just click the Finish button.

16 Your export file opens in a new Excel spreadsheet.

The instructions above may vary in different versions of Excel®. Consult Excel’s
documentation or online help for more information.

Your export will be sorted by postal code unless this is turned off or set to last name
sorting in the Preferences dialog. See “Export/Labels” on page 265 for more
information. Since mailing labels are sorted the same way, your personalized letters
should print in the same order as your labels, facilitating the assembly of your mail
pieces. You can change the sort order of an export file using Microsoft Excel®.

In addition to the exports described in this section, you can create exports using the
Report Editor. This has the advantage of allowing you control over which fields are
exported and the sequence of fields in the export. You can also accommodate special
formatting requirements to make the export files more compatible with other
databases. These might include the addition of quotes around each field, setting field
contents to all uppercase, limiting field length, including calculated fields, and other
items. See page 365 for more information.

A header containing the field names is the first record of every export file. Word
processors can use this header to allow you to place fields into your letters with field
names instead of field numbers. As a further aid, the following table indicate the
sequence of fields when exporting from each module. (See also Table 5.1, “Export
Fields for 2nd Thank You Recipient Exports” on page 125 and Table 5.3, “Fields in
Year-End Letter Exports” on page 131.)
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Table 13.1 Export Fields (except 2nd Thank You Recipient, Event Manager and Year End Letter Exports)

Field
No.

O 0 N QN U B W N~

—_= o = = = =] =] =]
0N N R W= O

19
20

21

22

23

24

25

26

27

28

29

30

31

Donor module
Label_Salutation 1
Label_Salutation 2
Address_Line 1
Address_Line 2
City

State

Postal_Code
Country

Letter salutation
Salutation

First name
Middle initial
Last name

Title

Company

Donor 1D

Home Phone
Work Phone

Fax Phone
Cell Phone

Email

User-

defined 11

User-

defined 2!

User-

defined 3!

User-

defined 4!
User-defined date

Year of Birth
UserList_1!
UserList_21
UserList_3!

Solicitor

Donation
module
Label_Salutation 1
Label_Salutation 2
Address_Line 1
Address_Line 2
City

State

Postal_Code
Country

Letter salutation
Salutation

First name
Middle initial
Last name

Title

Company

Donor 1D
Donation 1D

Gift amount

Gift date

Tax Deductible
Amount

Non-Tax
Deductible
Amount

Gift List 1!
Gift List 2!
Gift List 3!
Solicitor

Recognition
Product

Note
Match To®

Gift Sequence
Number®

Gift Sequence
(Ordinal)?

Gift Sequence
Number

Membership
module

Label_Salutation 1
Label_Salutation 2
Address_Line 1
Address_Line 2
City

State

Postal_Code
Country

Letter salutation
Salutation

First name
Middle initial
Last name

Title

Company

Donor 1D
Membership ID

Gift amount
(dues)

Gift date

Tax Deductible
Amount

Non-Tax
Deductible
Amount

Gift List 1!
Gift List 2!
Gift List 3!
Solicitor

Recognition
Product

Membership Class

Membership
expiration
Note

Dues Sequence
Number®

Dues Sequence
Number
(Ordinal)”

Pledge module- Pledge module- Pledge Payment Notes
no overdue data overdue data?

Label_Salutation 1 Label_Salutation 1
Label_Salutation 2 Label_Salutation 2

Address_Line 1
Address_Line 2
City

State
Postal_Code
Country

Letter salutation
Salutation

First name
Middle initial
Last name

Title

Company
Donor 1D
Pledge 1D

Gift amount

Gift date

Tax Deductible
Amount

Non-Tax
Deductible
Amount

Gift List 1!
Gift List 21
Gift List 3!
Solicitor

Days to 1st
payment

Frequency of
Payment

Payment amount

Recognition
Product

Note

Gift Sequence
Number®

Address_Line1
Address_Line 2
City

State
Postal_Code
Country

Letter salutation
Salutation

First name
Middle initial
Last name

Title

Company
Donor 1D
Pledge ID

Gift amount

Gift date

Tax Deductible
Amount

Non-Tax
Deductible
Amount

Gift List 1!
Gift List 2!
Gift List 3!
Solicitor

Days to 1st
payment

Frequency of
Payment
Payment amount
Overdue Amount

Due since

Balance

Module

Last name

module

Label_Salutation 1
Label_Salutation 2 First name
Address_Line 1
Address_Line 2
City

State
Postal_Code

Country

Salutation
Company
Donor ID
Note Date
Author
Subject
Letter salutation ~ Note
Salutation

First name

Middle initial

Last name

Title

Company

Donor 1D

Pledge 1D

Pledge Payment 1D

Amount Due
Amount Paid

Date Paid

Pledge Amount

Scheduled Payment
Amount

Pledge Balance
Gift List 11

Gift List 2!
Gift List 3!
Solicitor
Payment Note
Gift Sequence

Number®

Gift Sequence
(Ordinal)”
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33

34

35

36

37

38

39

40

41

42

43

44

45
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Table 13.1 Export Fields (except 2nd Thank You Recipient, Event Manager and Year End Letter Exports)

Donor module
Gift Total 4

Total Gift Count
Donor Since8

Membership Dues
Totalll

Member

Since 10

Gift Total Year To
Date

Gift Count Year To
Date

Gift Total Last
Year

Gift Count Last
Year

Householded
Records3

Donation
module

Gift Sequence
Number (Ordinal)
Total Gifts for
Donor

Total Gift Count

Gift Total Year To
Date

Gift Count Year To
Date

Gift Total Last
Year

Gift Count Last
Year

Donor Since8

Donor for X Years
(rounded down)?

Donor for X Years
(Ordinal-rounded
down)?

Donor for X Years
(rounded up)®

Donor for X Years
(Ordinal-rounded
up)®

Match To

Membership
module

Total Membership

Dues for Donor
Member Since 10

Total Gifts for
Donor

Total Gift Count

Member for X
Years (rounded
down)®
Member for X
Years (Ordinal-
rounded down)?
Member for X
Years (rounded
up)®

Member for X
Years (Ordinal-
rounded up)?

Pledge module- Pledge module- Pledge Payment Notes
no overdue data overdue data?

Gift Sequence
(Ordinal)”

Gift Sequence
Number

Gift Sequence

Total Paid to Date

Amount of Last
Payment

Date of Last

Number (Ordinal) Payment

Total Gifts for
Donor

Total Gift Count

Gift Total Year To
Date

Gift Count Year
To Date

Gift Total Last
Year

Gift Count Last
Year

Donor Since8

Donor for X Years
(rounded down)9

Donor for X Years
(Ordinal-rounded
down)?

Donor for X Years
(rounded up)?®

Donor for X Years
(Ordinal-rounded
up)?

List of Payment
Amounts & Dates

Note

Gift Sequence
Number®

Gift Sequence
(Ordinal)”

Gift Sequence
Number

Gift Sequence

Number (Ordinal)

Total Gifts for
Donor

Total Gift Count

Gift Total Year To
Date

module Module

Gift Sequence
Number

Gift Sequence
Number (Ordinal)

Total Gifts for
Donor

Total Gift Count

Gift Total Year To
Date

Gift Count Year To
Date

Gift Total Last Year

Gift Count Last
Year

Donor Since8

Donor for X Years
(rounded down)9

Donor for X Years
(Ordinal-rounded
down)?

Donor for X Years
(rounded up)®

Gift Count Year To Donor for X Years

Date

Gift Total Last
Year

Gift Count Last
Year

Donor Since8
Donor for X Years
(rounded down)?

Donor for X Years
(Ordinal-rounded
down)?

Donor for X Years
(rounded up)®
Donor for X Years
(Ordinal-rounded
up)?

Footnotes appear next page.

(Ordinal-rounded
up)’
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Table 13.1 Footnotes

1 Names of these fields can be changed; see “Preface” on page ix. The header row of the export will contain the field
name as it is set in your database.

2 Access this export by choosing Output Menu > Advanced Reports and choosing from the Export list.
3 This is a count of records with identical addresses combined into a single mailing. See “Householding” on page 119.

4 The Gift Total field is the sum of all donations and pledges for the donor. When householding is turned on, this is the
total gift amount for all the donors in the household. See “Householding” on page 119.

5 The contents of the Match To field.

6 The chronological order of this gift or dues for the donor, e.g. if this is the donor’s third gift, the Gift Sequence Number
is 3. For exports of donations and pledges, memberships are not included in this number. For exports of memberships,
only memberships (dues payments) are included in this number (not donations or pledges).

7 Same as 6 above, except in ordinal (“word”) form for use in the body of a letter to the donor. Complies with rules for
informal writing, i.e. 1-10 are spelled out (first, second, third, etc.), higher numbers have suffixes (11th, 22nd, etc.)

8 The 4 digit year of the donor’s first (oldest) gift. When householding is turned on, this is the year of the oldest gift for
the entire group of records in the household. See “Householding” on page 119.

9 Number of years, rounded up, since the donor’s first donation, membership or pledge.

10 The 4 digit year the donor began membership. When householding is turned on, this is the year of the oldest
membership for the entire group of records in the household. See “Householding” on page 119. Any lapse of
membership exceeding five years (i.e. a gap of more than five years between the expiration date of a dues payment, and
the paid date of the succeeding dues payment) will re-set this value.

11 The total dues paid by the donor for all their memberships. If Householding is turned on, this is the total dues for all
the donors in the houshold.

Exporting for Address Correction

You can use the export process described above (for the donor module: see page 344)
to submit a file to a third-party address correction service, then import the corrected
addresses back into your Funpimensions database.

Tip: turn Householding off when exporting for address correction. This will ensure
every record in the database is subjected to the address correction process. For more
information on Householding, see “Householding” on page 139. For instructions on
turning householding off see “Householding” on page 139.

For instructions for importing the corrected addresses, see “Import Address
Corrections” on page 279.

Exporting the Database as XML Files

You can export the entire database, including user preferences and data otherwise
inaccessible, by using Export Entire Database as XML, located in Output>Advanced
Reports. See “Export Entire Database as XML’ on page 178.

Exporting FUNDimensions to Another Database

If you are exporting your Fundimensions data to another database because you are dissatisfied
with FUNDimensions, please contact the publisher and let them know what was lacking in the
product or service. Thank you.

The procedures described in this section will export keywords, relationships and the
multiple addresses which Funpimensions can store for each donor. Each of these
exports is briefly described below.:
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¢ Keywords Export. To perform this export, do File>Keywords, then choose
Output>Export. The list of keywords and keyword notes are exported as a tab-
delimited text file. This data comprises the keyword table.

¢ Keyword Join Table Export. To perform this export, do File>Keywords, then
choose Output>Advanced Reports. Choose Keyword Join Table from the exports
theme (note the export description that appears at right) and click Export to Disk.
This export is a list of the Keyword/Donor 1p Foreign Key pairs that make up the
“join” table in the many-to-many structure between the donor table and the
keyword table. Additional fields are included in the export to extend its usefulness
to general reporting, but only the Keyword and Donor 1D are contained in the
Keyword Join table. A header row in the export labels each field; open the export
in a spreadsheet to view these labels and the exported data. See also “Keyword Join
Table” on page 195.

¢ Relationships export. To perform this export, do File>Relationships, then choose
Output>Export. The relationship names, relationship 1ps and relationships notes
are exported as a tab-delimited text file. The data comprises the Relationships
table.

¢ Relationships Join Table. To perform this export, do File>Relationships, then
choose Output>Advanced Reports. Choose Relationship Join Table from the
exports theme (note the export description that appears at right) and click Export
to Disk. This export is a list of the Relationship 1p/Donor 1p Foreign Key pairs that
make up the “join” table in the many-to-many structure between the donor table
and the relationships table. Other fields from the Relationships Join Table in this
export are Constituent Type, Constituent Note, and Primary Status. Additional
fields in the export are not from the Relationships Join Table but are included to
extend the application of this export to meet certain reporting needs: these fields
are donor name, company name, and relationships note. A header row in the
export labels each field; open the export in a spreadsheet to view these labels and
the exported data. See also “Relationship Join Table” on page 205.

¢ Address Table. To perform this export, do File>Donors. Generate the selection of
records you want to export, or do Records>Show All to export everything. Then,
do Output>Advanced reports, choose Address Table from the exports theme
(note the export description that appears at right) and click Export to Disk. This
exports the contents of the Addresses table, where the addresses appearing in the
Address pane of the Donor Input Window are stored.

Together with the primary exports described in the sections above (starting at
“Export” on page 344), these exports allow you to export all your donor and gift
information out of Funpimensions as tab-delimited text files, an industry-standard,
human-readable format. Alternately, you can export the entire database in a single
step as xMmL files. See “Exporting the Database as XML Files” on page 350.
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Labels

This section provides details of the options and dialog boxes that result from using
the Label command. See “Printing Labels” on page 142 for the basic procedure for
printing labels.

You can print labels for any module except Keywords and Relationships. When a list
view is the active window, the Label command produces a label for each record in the
list, subject to rules for the Omit Mailing flag in donor records (“Do Not Mail Flag in
Exports & Label Printing” on page 139) and the householding function to combine
records with identical addresses into a single mailing (“Householding” on page 139).
If an Input Window is frontmost, a label is printed for only that record.

You can also print a label for any single donor or gift record by right-clicking
(conTRrOL-clicking on Macintosh) on it in a List View and choosing Print Label from
the contextual menu. A screen-shot of this menu appears in “Contextual Menu in
Donor List View” on page 94. Selecting the menu command produces the following
dialog box:

The title bar confirms the number of records for which
labels will be printed, and the window that contains them.

Labels for 73 records in the Donation List View Selecta templat.e or opt to
__ use the label editor (button

at lower left of window).

Label template choices...

® Avery 5160 (1" x 2 5/8"
) Avery 5161 (1" x 4"

Start printing at...

_ For Avery” label templates,
Row '1 |+ Column |1 | :]\ choose a row and column

P i .
U Avery 5162 (11/3"x 47) ~~for the first label; this allows
- .
() #10 envelope you to print to label sheets
that have been partially
Label typeface choices... used.
Eont | Giovanni Bookltalic a Size |10 |3
Coudy ExtraBold v :]
Goudy Heawyface - <
Goudy Heavyfaceltalic m Style  plain |5 ]
Coudy Text MT Lombardic Caps Select typeface
Greymantle MVB N e T L
Helvetica 1] t9pintUppercase characteristics.
Licbesmetos Man
Other Options... Select from among 3 ways to

: : ; _record and track your
@ Print donation records with Donor Name & Address (normal mailing.

"1 Add keyword to donor record

[ Add note to donor record :|~Keep a record of the mailing Include the latest

[ Save records as a set membership expiration date,
(] Put Membership Expiration Date on Labels — | if the recipient is, or has

" been a member; works only
when using one of the
Avery® options above.

() Print donation records with 2nd Recipient Name & Address
3 Print 2nd recipient records without identical IDs
3 Print 2nd recipient records with identical |Ds

E = E = Create labels for 21 thank

( Label Editor ) ( Cancel ) @ you recipients; see “Printing
2nd Recipient Mailing
Labels” on page 126.
Selecting these options
disables the Label Editor
button (lower left).

Figure 13.4 Label dialog
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In the first section, you can select a built-in Avery” template, a standard business
envelope, or the Label Editor. When a built-in label template is chosen, popup menus
are available to start printing anywhere on the label sheet. Numbers in the menu
correspond to label rows and columns, starting at the top left of the sheet.

The built-in Avery templates (first 3 radio buttons) all use the Label Line 1, and Label
Line 2 fields in the Donor records as the contents of the first two lines of the label.
The complete layout of built-in templates is shown here:

Table 13.2 Layout for Built-In Label Templates
Label Row Field Used*

1 Label Line 1

2 Label Line 2

3 Address

4 Address 2

5 City, State Zipcode

6 Country

* The fields listed here appear in the Contacts tab of the Donor Input
Window; see “Donor Input Window, Contact pane” on page 6.

In addition to the fields listed above, the donor’s membership expiration date will
appear in the lower right corner of labels if the appropriate checkbox is turned on in
the Label dialog window (Figure 13.4). This feature is available for the Avery® label
options only; it does not work for #10 envelopes or the label editor. The date will be
that of the latest expiration date for all membership records associated with the
donor, and will be printed even if the latest expiration date is one for an expired
membership.

If any line in a label or on an envelope is empty, FuNpimensions moves up
subsequent fields so that no blank lines appear on the labels.

If you do not want to use the field layout above, you can print labels using the Label
Editor. This editor allows you to include any fields, in any order, on any size label
stock. See “Label Editor” on page 355 for information on using this option. The label
editor option is not available (Label Editor button is disabled) when you select the
radio button to print labels for 2nd recipients (see Figure 13.4 above). If you need
custom labels in this situation, you can export the records and use third-party
software.

After clicking OK in the Label dialog, the standard Page Setup and Print dialogs
appear. Settings in these dialogs are important to printing successfully on the special
sizes and weights of label and envelope stock. You may need to consult your printer
documentation for correct settings. Tip: When printing labels, to prevent clipping of
text or page breaks at the wrong place, choose “Maximum” in your Print dialog, if
that option is available. In some printer software, there is an option in the Page Setup
(Mac) or Print Setup (Windows) to choose a larger print area. Chose the larger print
area when printing labels, i.e. use “US Letter”, not “US Letter-Small”.



354

Chapter 13 « Output Menu

Labels

A section of the label dialog offers popup menus for choosing font, font size and font
style in your labels. A checkbox lets you to force label text to print in all upper-case
characters.

Use the last section of the label dialog to keep a record of your mailing. The result is
an easy way to locate donors who have received specific correspondence. You may
attach a keyword and/or note record to each donor record, for every record that had a
label printed, or save the set of records to disk. A record excluded by the Omit
Mailing flag will not receive a keyword or note, or be saved in the set. Before using
the option to save a set, acquaint yourself with their limitations and the guidelines for
naming them; this information is located in the sections for the Save Set and Load Set
menu commands, beginning on page 303. Using the checkbox to save a set after
printing labels is the same as choosing Records> Save Set.

If any of these are checked, you will receive an appropriate dialog for selecting a
keyword, entering a note, or naming and saving a disk file after the Print dialog for
the labels. You can also create a new keyword at that time if the keyword you want is
not yet entered in the database. Notes can be created by pasting text from the
clipboard, enabling you to place the text of word processor correspondence into a
note without re-typing it.

When printing from the Donations, Memberships, or Pledges List Views, the radio
button labeled “Print (gift module) records with 2nd Recipient Name and Address” is
enabled. This permits generation of a mailing to acknowledge a named donor,
survivor for a memorial gift, or other person or organization besides the actual
contributor. See “Printing 2nd Recipient Mailing Labels” on page 126 for more
information.

Your labels will be sorted by postal code unless this is turned off or set to last name
sorting in the Preferences dialog. See “Export/Labels” on page 265 for more
information. Since exports are sorted the same way, your personalized letters should
print in the same order as your labels, facilitating the assembly of your mail pieces.

You can have Funpimensions analyze zip code groupings for easier bundling of bulk
mail. To do this, use the Gifts By Postal Code report (in the Donor Module; see “Gifts
By City, Postal Code, State, or Country” on page 186) or Postal Code and All Gifts (in
gift modules; see “City, Postal Code, State or Country & All Gifts, Campaign,
Method, or Fund” on page 168) from the Advanced Reports menu command,

You can print a list of each record that had a label printed by doing Output>Print List
immediately after printing labels. Hint: If you prefer this report to be in the Listing
format for donor records (see example at “Listing Report” on page 160) but you are
printing labels from a gift module, attach a keyword in the Label dialog, then search
for that keyword in the Donors module and print the list. If its only purpose was to
enable printing of the list, you can then delete the keyword from the Keywords
module. Doing so will help to keep your keyword list as short as possible.
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Label Editor

If you select the Label Editor radio button, the typeface options in the Label dialog do
not apply, since the editor has its own typeface selections. Other functions in the
Label dialog work as described with the editor.

To use the label editor, click the Label Editor button and the ok button in the Label
dialog. This dialog appears:

When creating your own label templates or reports  ...and drag them into
with this editor, you click on fields from here... the label area here.
/
Labels : Donors /
Label |Lay0ut|
s == ENE R AR
2%Donor ID i=
Last Name
/% First Name - 7
A Middle Iritial
A Salutation

A Title

A Company Hame
A pddress Line 1

A Address Line 2

A City ~|
Static Text: ZI
|
Object Look Text Style
D Background | Border Bt | j IV Plain
- e Line ‘width
== Eold
. Foreground |:| Fill Fant: [ I | [ 5d
I~ Italic
Fori Fant Size: 9 Paints - I Underiine
[No Fom / =] Alignment: Default > I~ Outline
Default Loc/k I Load... | Save... | Cancel | Frint |

To include static text on a label, type it here and click the arrow button to place it on the label area.

Figure 13.5 Creating a label template in the Label Editor

The editor lets you can create and save a template, or load a template from disk.
Funpimensions ships with several template files, located in the Label and Envelope
Templates folder. To use a template file, click the Load button in the label editor and
use the standard Open dialog to locate and open the template. You will then be
returned to the label editor, which will show the label layout. It may be edited prior to
printing. You can also use this editor to set up templates for envelopes, membership
cards and place cards.
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A second pane of the editor allows you to control how labels appear on the label sheet
or other paper stock. Click the Layout tab to display this part of the editor:

Use this feature to start printing on any label on a sheet, to eliminate
the waste of partial sheets. The grid changes to reflect the number of
labels across and down that you enter in the fields at left.

Labels : Donors
Label Layout |
B el i Click on the Starting Label.
(=]
(=]
= ; :

Labels across: 2 ﬂ
Labels dowr: 7 ﬂ 2 4

& |abel Size C Page Size

I~ Automatic resizing 5 G
Top Margin: 12
Left b argin: 12
Label Witk 5 7 i
Label Height: 113
Horizontal Gap: o 4 10
Wertical Gap: o
Unit: Faint hd 11 12z
Labels per Record: 1 -
Standard Cade: | Ea| 13 14
Method to apply: [Mo Method =1
Apply ohce: ' per Label ¢! per Record

Frint Setup... | \ Load... | Save... | Cancel | Frint |

Automatic Resizing can often provide an adequate layout, based on the Labels across and Labels
down entries above, without the need to specify exact label and gap dimensions.

Figure 13.6 Label Editor, Layout pane

Click the Print button to exit the Label Editor and enter the standard Print dialog.
Adjust settings here if needed and click Print to send your job to the printer. The
Print dialog offers the option to preview your job on the screen before printing, and
to print only specific pages of the job for test purposes. If you are unfamiliar with
them, refer to your system software and printer documentation for more information
on the Print and Page Setup dialog boxes.

When using the Label Editor, be prepared to experiment to arrive at a label solution
that works for you. When editing template files, we suggest you work on a copy of the
file, not the original template.

The Label Editor can be used to create simple reports on non-label stock. Although
you will usually want to use the Report Editor to design reports, the Label Editor is
unique in allowing you to place fields from a record underneath one another (i.e. as
rows) instead of the strict column format of the Report Editor. Contrasting
advantages of the Report Editor include an easy, drag and drop interface for creating
columns, automatic column width adjustment and sorting, and the ability to make
calculated columns and rows based on formulas.
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Record Statistics

This command displays an informational dialog for a single record, and is explained
in “Record Statistics” on page 149.

Print Record

This command prints a single record and is explained in “Print Record” on page 160.

Clipboard-Street Address to

This command is available from the List Views and Input Windows in the Donor
module and in gift modules. It copies the name and street address from donor
records and places it on the clipboard of your operating system. The results of this
command can be viewed by choosing Edit menu>Show Clipboard, and the results
can be pasted into any document that accepts text, such as a word processing
document. If you are unfamiliar with “copy and paste,” please consult documentation
for your operating system or a tutorial for general computer operation.

If you intend to use this command as part of a procedure to generate mail, be advised
that the Do Not Mail checkbox is ignored when using this command. This might
result in sending unwanted mail. To avoid this problem, use the Export menu
command instead. See “Export” on page 344.

To use the command, choose Output>Clipboard — Street Address to from the
Output menu, or right-click (coNnTroOL-click on Macintosh) on a row in a List View
(Refer “Contextual Menu in Donor List View” on page 94 to view an instance of this
command in a contextual menu). The exact results depend on the module and
window type which is frontmost when the command is selected:

¢ From the Donor List View, the clipboard contains the name and address of each
donor record.

¢ From the Donor Input Window, the clipboard contains the name and address of
the current donor.

¢ From a gift module List View, the clipboard contains the name and address of the
donor record corresponding to the current selection of gifts.

¢ From a gift module Input Window, the clipboard contains the name and address of
the single donor record corresponding to the current gift.

¢ From a contextual menu, the clipboard contains the name and address of the
donor record.

On the clipboard, a return separates each address line, and a double return separates
each donor.

You have the option to include phone numbers in the clipboard, through an option in
Preferences. To turn this option on, choose File>Preferences. Click the General tab,
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then turn on the checkbox labeled “Phone Numbers in Clipboard — Street Address

to.

” (See page 262 and Figure 10.2)

Donor records with their Do Not Call checkboxes turned will not have their phone
numbers listed on the clipboard. Donor records with their Do Not Email checkboxes
turned on will not have their email addresses listed on the clipboard. For more
information, see “Do Not Mail, Do Not Email, Do Not Call Checkboxes” on page 57.

Large clipboards can result from using this command; if this causes of out-of-
memory errors, remove some records form the list and try again. Instead of using the
Clipboard — Street Address to command for a large number of donors, you can make
clipboards for a segment of your list, paste the result, then return to Funpimensions
and copy other segments of the list. Here is a example in which this problem is solved:

1

6

7

Carol performs a search for all the donors in California. Several thousand donor
records are returned from the search, appearing in the Donor List View.

Upon choosing Clipboard-Street Addresses to from the Records menu, she gets an
out-of-memory message.

She chooses the Show Clipboard command from the Edit menu, and sees that
some addresses are there, but doubts that they are all there because of the error
message.

She closes the Clipboard window. Back in the Donor List View, she chooses Show
By List Position from the Records menu. (For more information about this
command, see “Show by List Position” on page 298.)

In the Show By List Position dialog box, Carol enters half the number of records as
are in the Donor List View and indicates “Beginning of the List”, as shown here:

Show Records By List Position

Show a specified number of records from the cument selection of
donars. ..

Show| 1575 records in the list, starting at the...

::Beginning of the List
' Middle of the List
' End of the List

Cancel | oK__|

Figure 13.7 Show Record By List Position for memory management

She clicks ok. Now, there appears only the first half of the original list of California
donors.

She chooses the Clipboard-Street Addresses to command again. No error message
appears this time, and she pastes her clipboard in the other program. Returning to
Funpimensions, Carol repeats these steps, but using the “End of the List” option
in the dialog shown above.



Chapter 13 « Output Menu

Clipboard-Email Address to 359

It also reduces memory requirements to not include the phone numbers, extensions
and email address, if you do not need them, by turning off the feature in the
Preferences dialog (see instructions above and “General Preferences” on page 261).

Another option for large lists is to perform an export and use the text file generated
by the export as the source for addresses, instead of the clipboard. For information on
this option, see “Export” on page 344.

If password security is turned on, only users with printing privileges will be able to
use this menu command.

Clipboard-Email Address to

This command is available from the List Views and Input Windows for the donor
module and all gift modules. In List Views, it works like the “Clipboard — Street
Address to” command described above, except that the clipboard is filled with the
email addresses of the donors. This allows you to generate mass email. To send email
to everyone in the Donor List View, do this:

1 In Funpimensions, choose Records>Clipboard — Email Address to.
2 Open any email program, and create a new, empty message.

3 Click in the To, CC, or Bcc field of the message, and choose Edit menu>Paste. The
email addresses placed on the clipboard in FuNpimensions appear in the message.

When used from a List View in a gift module, the command finds email addresses in
all the donor records corresponding to the current selection of gifts, and places them
on the clipboard.

When used from an Input Window, the command places a single address on the
clipboard, which is the address in the donor record. If the command is disabled, it is
because the email address field in the donor record empty.

It is poor etiquette to send unsolicited email, and doing so may cause your internet
service provider to reprimand you or terminate your account, so we suggest that you
be sure your recipients have “opted-in” to receive your messages. You can prevent
email addresses from being used, even if they are inadvertently entered, by use of the
Do Not Email checkbox; see.

If password security is turned on, only users with printing privileges will be able to
use this menu command.

Clipboard-Profile to

This command is available from the Donor List View and the Donor Input Window.
It copies the name, address and a summary of the donor’s history to the clipboard.
You may then paste this information into a word processor or other software.

To use this command from the Donor List View, do this:
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1 Locate the donor record you want to apply the command to in the Donor List
View.

2 Right-click (conTROL-click on Macintosh) on the row and choose Clipboard —
Profile to from the contextual menu.

To use this command in the Donor Input Window, do this:

3 Open a donor record in the Donor Input Window. For help with this step, see
“Donor Input Window” on page 5.

4 Choose Records> Clipboard — Profile to.

5 Switch to your word processor or other software. In a document, click where you
want the donor information to appear.

6 Choose Edit>Paste.

You may view the contents of the clipboard from within Funpimensions by choosing
Edit>Show Clipboard.

If password security is turned on, only users with printing privileges will be able to
use this menu command.

Clipboard-Gift Record to

This command is available from any Gift Input Window. It copies the name of the
donor and the information in a gift record to the clipboard. You may use this
command to quickly generate a receipt or thank you letter to a single donor in your
word processor.

To use this command from a Gift List View, do this:

1 Locate the gift record you want to apply the command to in the Donation,
Membership, Pledge, or Pledge Payment List View.

2 Right-click (conTROL-click on Macintosh) on the row and choose Clipboard —
Profile to from the contextual menu.

To use this command from a Gift Input Window, do this:

3 Open a gift record in a Donation, Membership, Pledge or Pledge Payment Input
Window. For help with this step, see “Windows” on page 2.

4 Choose Records>Clipboard — Gift Record to.

5 Switch to your word processor or other software. In a document, click where you
want the gift information to appear.

6 Choose Edit> Paste.

You may view the contents of the clipboard from within Funpimensions by choosing
Edit>Show Clipboard.

If password security is turned on, only users with printing privileges will be able to
use this menu command.
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Report Editor

This command displays the Report Editor, where an infinite variety of reports may be
designed, printed and saved for future use. The report you design or select will be
made for whatever records are contained in the List View for the frontmost module.
The command is disabled in Input Windows.

Additional documentation is available for the Report Editor. Please email or call
technical support for a URL to download this documentation.

To get correct results when using the Report Editor, you must be in the correct
module before the Report Editor menu item is selected. The templates included with
Funpimensions are placed in named folders indicating the correct module. Text files
in those folders explain the correct use of each template.

This image of the Report Editor describes some of the key areas and procedures for
creating and editing reports:

You can select rows here and turn on the functions in the Drag fields from this list to the top row of the report
Cell group to include sums, averages, etc. in your report. area to set up the columns for your report.
eme Quick Report
File Vlew C lls  Columns
O | . <% | Geneva |l |- B = == = =
= | ke R
-|-1UU-I--I5D-I-ZDDI-250I-GDD/ 650I-iﬁD|-450-|-500-|-550-!-600-!-650-!--
Title
Detail
Crand total
IOMaster Table Report parameters Open wizard
Donors / _
g / i ——

|| Master Table = M | Sort order &

1 / i | R
23 Donor ID / A
A Last Name v
A First Name m
A4 Middle Initial

: A Salutation
| List A Title

A Company Name
A Address Line 1 i /
Cross table A Address Line 2

Drag any field from this list to the sort list to sort the report on that
field. The field must also appear in the report itself (upper area).

~*Report Type

A& |~ |v

Figure 13.8 Report Editor

You can set up headers and footers for custom reports by choosing Page Setup from
the File menu while in the editor and clicking ox. A dialog box appears where you
can enter text for headers and footers, control header and footer size and set font and

361



size. Page Setup also allows you to set a wide page orientation to include more
columns in your reports.

To use the report templates of your own or those included with the program, do this:

1
2

6

Place the records to include in your report into a List View.
Choose Output>Report Editor.

Choose Open from the File menu and navigate to your templates folder A folder
is provided with installations of FuNpimensions entitled “Report Templates”.
Locate the desired report in the standard Open dialog and open it.

Optional: choose File>Headers and Footers to edit headers and footers.

Optional: to change font characteristics, click a column and choose items from the
Font and Style menus.

Choose File>Print.

Save reports you design in this editor for later use with File>Save menu in the editor.
Note: when saving reports on Windows, limit your file name to 31 characters,
including the “4qr” suffix. Reports saved without respecting this length may not
open properly.

These reports can be customized. You can change the sort order, font, size and style of
typeface for each column, and control the format used to display values. For example:

¢

You can elect to omit cents from a column containing money values, and control
the use of dollar signs and commas in the amounts.

You can let the editor calculate the correct column width when it prints the
report, or manually drag the dividers to set a width.

You can use standard menu commands for text formatting after selecting the
column, and enter value formats by typing the correct codes in the detail cell for
the column you want to modify.

Alternately, you may use the contextual menu that appears when you click and
hold the mouse button anywhere in a column except the detail cell, as shown
below:



This example was produced by right-clicking (may require control-
clicking on Macintosh) and the mouse over this area.
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Contextual menu, so-called because it’s contents may change
depending on the object on which you right-clicked to invoke it.

Figure 13.9 Contextual Menu in Report Editor
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Formula Editor

Formulas enable you to include the results of calculations in your report, or to use the
results of functions provided in FuNpimensions. Reports do not have to include
formulas, but they significantly extend the capabilities of the Report Editor. Choose
Edit Column from the popup or Edit menu to add, delete or change the formulas
used to calculate the values that appear in the columns. This opens the Formula
Editor window:

Select fields from the database to include in formulas by clicking in this list.

/

/ Formula Editor
Formula Editor
Choose below the elementy which will enable you to build your farmula
" Master Table / | :] [ String Operators | :] " Commands by Themes | :]
7

24 Donor ID / 4 | = Assignment # % 4D Environment 4
/% Last Name ¥ | 4+ Concatenation » 5% Arrays ¥
/% First Name m * Repetition » 9% Backup m This area
A Middle Initial , [ Indexes ,, > = BLOB provides access to
A Salutation "= Empty string » U= Boolean useful commands
A Title » % Clipboard —— | that can be
/% Company Name » % Communications included in your
A% Address Line 1 . » ©% Compiler . formulas.

rs ry
A Address Line 2 3 » % Data Entry +
[Donors]LastName
£ Load... \ ) £ Save... 3 £ Cancel b ] 6'""""6*'""""")

s

Enter the formula here.

Figure 13.10 Formula Editor

You can place formulas in hidden (i.e. non-printing) columns and use the result of
your formulas in other columns. Select a column to hide, then choose Hide Column
from the Edit menu. To un-hide a column, select the column and choose Show
Column from the Edit menu.

While a comprehensive documentation of the Formula Editor is outside the scope of
this manual, many examples are available in the sample report templates that are
included with Funpimensions and available separately from the web site. You can
save formulas from a template using the Load button and retrieve the formula into
another template using the Save button. Formulas and complete report templates can
be provided to you from Funpimensions’ technical support services.

Setting Formats in the Report Editor

You will often want to format numbers and dates in your report templates. For
numbers, this usually consists of including commas and currency symbols. For dates,
this consists of selecting among various presentations, such as 02/29/05 or February
29, 2005.
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The format must be entered in the detail or break cell of the column you want
formatted.

You can set currency formats in either of 2 ways:

¢ Funpimensions maintains 2 standard currency formats, using the currency
symbol* entered in the Administration window.: <>currency_style_with_cents
and <>currency_style_no_cents. Type these into the Detail or Break cell with a
less-than followed by a greater than character, and be sure to include the
underscores.

¢ Select a currency format by right-clicking (control-clicking on Mac) in the column
header, and choosing Format>Numeric from the menu. Choose a number format
from the options displayed. It is also possible to type one of the formats in the
menu directly into the report editor.

To format dates, right-click (control-click on Mac) in the column header, and
choosing Format>Date from the menu. Choose a date format from the options
displayed. It is also possible to type one of the formats in the menu directly into the
report editor.

Exporting from the Report Editor

Because Funpimensions offers you the option to output a custom report to a disk file
instead of a printer, you can use the report editor to make custom exports, and
transfer the results into other software for further formatting or processing (see
page 345 for information on opening the file in Microsoft Excel®). To send a report to
a disk file, do File>Print Destination and select the Disk File option from the
submenu. Then print in the normal fashion; a text file will be created with the name
and disk location of your choosing. The delimiters (special characters used to mark
the separations between fields and records in the file) can be changed in the dialog
that appears to save the file; values are displayed and altered using standard ascit
codes. The default values use tabs between fields and returns between records.

Exports made this way will not remove records with Do Not Mail checked for the
donor, but it is possible to use the query editor to remove them (see “Advanced” on
page 335 for information on the query editor). This must be done prior to opening
the Report Editor.

In addition to printer and disk file output, the Report Editor can also create graphs by
doing File>Print Destination and select the Graph item from the submenu. See the
example on page 368.

A variety of reports are contained in the Report Templates folder, installed with
Funpimensions. As well as being useful in themselves, they serve as examples of the
capabilities of the Report Editor.

* This can be a symbol such as $, or a 3 letter code such as USD. See page 269.



Graph Editor

This command displays a graph editor where an variety of graphs may be designed,
saved and printed. You can also make many modification to a graph after it is
displayed using commands in the graph window’s mini-menu; see Figure 13.13,
“Chart example”.

Memory permitting, you can have up to 6 graphs displayed simultaneously.

The Chart Editor appears with tab controls to select from its 3 panes:

Chart Wizard

Chart Type Chart Style

= @

2D Column 2D Line 20 Pie

""
L]
: *fe
e
i®

2D Area 2D XY 20 Picture

3D Column 3D Line 3D Area

LE g
il 0 i B

~] STy AL

3D Triangle 3D Spike

3D Surface

[ Cancel | < Previous

Click on a chart type and style, then click the Next button to select data for your char

Figure 13.11 Chart Editor, Chart Type pane

The Chart Type pane is used to select from a variety of 2p and 3D chart types.

The Chart Style pane is used to control the orientation of bars, and other attributes
unique to each chart type you select in the Chart Type pane.

Clicking the Next button takes you to another pane, where you specify which fields
you want to use as data sets. Some fields will not work in some axes, or will not work
when plotted against other fields; experiment to determine compatible field
assignments. This is an example of the Data Selection pane when the Graph Other



command is used from with the Donors module, and a 2D chart type is selected from
Chart Type pane of the editor:

Chart Wizard

Select Data for Building the Chart:

Source Table:

|~

Donors ..] | Use Data from Clipboard

Select Fields from the Table: Category (X Axis): ™ Group

Daonor 1D i

Shsiid T Valuds (Z Axis):
Middle Initial

Salutation

Title

Company Name

Address Line 1

Address Line 2

City

State

Postal Code ."\ Delete{ ﬂfl { Formula... L]
Country

Label Salutation L1

Label Salutation L2

Letter Salutation

( Cancel ) ( <Pr§vi4us b} OK

Drag fields from the list here...into either axis field here.

Figure 13.12 Chart Editor, Data Selection pane

If an axis field will not accept the field you drop onto it, try dragging the field to the
other axis. FuNDimensions needs at least one axis with a numeric value to plot your
chart; in 2D charts this must be the v axis. Examples of working field choices here are:

Table 13.2 Example Field Choices for Donors Module Graphs

X axis Y axis Results

User List1  Donor 1p Distribution of donors by category!
State Donor 1D Distribution of donors by state
Title Donor 1p Distribution of donors by title

1. The Category designation may be changed through the Administration window. See
page ix.

When choosing the Graph Other command from the Donations module, these

examples work to produce graph:

Table 13.3 Example Field Choices for Donations Module Graphs
X axis Y axis Results

Campaign!  Donation Amount  Distribution of donation amount by campaign

Campaign Donation No. Distribution of quantity of donations by
campaign
Solicitor Donation Amount  Distribution of donation amounts by solicitor

1. The Campaign designation may be changed through the Administration window. See
page ix.



The tables above are meant to provide a starting point for experimentation; many
more field combinations are possible, but not all will work. Some field combinations
will work in one axis order but not when the x-v or x-v-z assignments are reversed.
Graphing on a date field usually does not produce the desired results, because the
dates will not be grouped by month or other period, but will include a chart object for
every date in the data set. The Graph by Date item in Advanced Reports is provided
to work around these limitations of the editor; see page 188. You may also produce
charts using other software, such as Microsoft® Excel, by exporting data from
Funpimensions. See “Export” on page 344.

The Graph Editor is intended for advanced users or those who do not mind
experimenting to get results. A useful and easy-to-design graph type is the pie chart;
you might start your experimentation there.

Clicking ok in the Graph Editor produces the graph. The chart below was produced
with the settings in the first row of Table 13.3 above:

Moving the cursor over a chart A legend entry with no label
These tools allow element displays the exact value  represents gifts which have a
you to enter text or for that element in the status bar.  blank “Campaign” field.

draw in the graph.\

File Edit t Chart Object Database \\
. . ™= Al=|5|@|c| @] avaraNpinner 00 ¢ 3298
This menu bar offers a set of choices for _ESEEER \\ 0
exporting, printing, changing graph colors [ ——
[ Restaurant Fundraissr ‘01

and adding text to your graph. You may
need to control-click (Windows) or com-
mand-click (Mac) to enable menu items.

B évwards Dinner ‘03

B cir Raffle 03

B Eerefit Concert '03

W Cipital Campaign 02
B Buckarco Ball ‘98

I Jizz Under the Moon ‘93
B Goals 2000 Fund Drive

Clicking once in the graph area to select the
entire graph, then clicking on this item
produces a popup menu, where you can
change the chart type. If you don't select the
graph first, clicking here presents the Chart
Wizard, where you can create a new graph.

control-drag (Windows) or command-drag (Mac) a

Control-click (Windows) or command-click (Mac) slice of the pie away from the chart center to

aslice of the pie (or other chart element, if the chart “explode” it from the rest of the pie. You can annotate
type is not a pie) to enable options in the Object the exploded slice, or any part of a chart, with the
menu to change color and fill patterns. text tool (“A” in the toolbar at the top of the chart).

Figure 13.13 Chart example

Funpimensions produces pie charts with a color-coded legend. It is better design to
place the legend titles directly on the pie wedges. After displaying a pie chart, you can
accomplish this goal by following these steps:

1 Chose Chart>Values...from the menu above the chart.
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Word Processor

2 In the Values dialog window, set the Position popup menu to Inside. Set the
Display popup menu to Category, or try Category and Percent.

3 Click ok.

Graphs can also be created from the Report Editor. This allows for the use of
formulas that would be difficult or impossible to implement with the Chart Wizard.
Report templates for use in making graphs must contain at least one sorted column
and one break level; a break occurs whenever the value changes in the sorted column,
and any formulas in the break level will run at that time. Refer to the example below.

To create a chart using a template provided with FuNDimensions, follow these steps:
4 Bring the Donor List View to the front by clicking on it or choosing File>Donors.
5 Choose Output>Report Editor.

6 Choose File>Open. Open the file named “Gifts by Category” in the following
approximate folder hierarchy: Funpimensions application program/Report
Templates/Donors/Graphs.

7 The first column of the report is sorted. Since a break level is present, the sum
function runs whenever the Donor Category value changes.

Word Processor

The word processor is an optional Funpimensions feature. Until it is installed, the
Word Processor menu command, is disabled. For more information, see “Word
Processor” on page 379.

Hide/Show Dashboard

This menu item is a toggle that displays or closes the Dashboard window, unless your
access privileges disallow such access If the Dashboard is already open, choosing
this menu item closes the Dashboard window; if the Dashboard is closed, this menu
item opens the window on your screen. There may be a short delay before the
Dashboard window appears as the data is gathered and calculations made.

The Dashboard is a report of fundraising amounts for various periods, unsent thank
you letters, memberships nearing or past expiration, and pledges nearing or past
completion. For information about dashboard content and features, see “Dashboard”
on page 33.

There are several options for configuring the dashboard, including a way to configure
it to open automatically at when the program is started, reducing the need to use this
menu command; see “General Preferences” on page 261.

+ Only users with “Clipboards, Reports and Printing” privileges can access the Dashboard. See
“Access” on page 270.
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Designing Your Database

This document is intended for the administrator or other persons involved in the
initial setup of a Funpimensions database. It describes the factors and considerations
for customizing fields and lists.

Design Strategy

Purpose of Design

You design your database to provide access to the records you want through the
query functions of Funpimensions, and to provide you the reports you want. Most of
the design necessary to do this is built into FuNpimensions, but there are some
aspects of the program that need to be customized to your specific organization in
order to work at their best.

Characteristics of FUNDimensions

Classification involves designating the attributes of entities recorded in your database.
In Funpimensions, a distinction is made between attributes of a gift, and attributes of
a donor. For example, participation in a campaign by making a gift is recorded as an
attribute of the gift, and is usually not recorded directly in the donor record. It is
possible to query gift records for those belonging to a specific campaign, and then
locate the corresponding donor records, and browsing donor records reveals this
information, so this method does not impose unnecessary limitations. Additional
information that may be stored as an attribute of a gift and not an attribute of a donor
is contribution to a specific purpose, fund or goal; and response, in the form of a gift,
to a specific mailing, telethon, email announcement or other specific communication.
You may not need to track campaign, communication methods and/or fund, or you
may use another nomenclature, so Funpimensions lets you change the labels for
these gift fields to something else. Whatever the labels, in designing your database
you should make a clear distinction between attributes of gifts and attributes of
donors, and choose label fields accordingly.
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Within donor records, several different classification techniques are available to you.
Each technique has specific advantages and disadvantages that make it most suitable
for recording certain kinds of donor attributes. Consider these items that might need
to be recorded in your database:

¢ Spouse name. This information needs to be entered in a standard text field.

¢ Event attendance. A keyword should be created for each event, and the keyword
assigned to each donor or prospect record that attended. It should not be a
standard text field as used for spouse name, because:

O It takes too long to type the event name over and over in each donor record.
0 Spelling, nomenclature and typing irregularities will make queries unreliable.

0 There would have to be a text field for every event, or events would have to be
combined in one field; either option would make browsing, searching and
reporting difficult or impossible.

¢ Ranking of major, intermediate or minor donor status. This should be picked from
a list like events above, but in this instance you want only one of the three ranks
assigned. The ideal data entry method would force users to pick just one item
from a list of the three—a limitation you would not want to impose for recording
event attendance.

¢ Friends, relatives and associates. Like event attendance above, there is a need here
to link a donor record to many other items. There are some unique problems with
tracking relationships, however:

0 You may change the name of linked donor at a later time; it would be nice if the
relationship link updated to reflect this change automatically.

0 A donor may be associated with not just none other person, but with one or
more groups of people; it would be advantageous to display the members of
related groups, and the names of the groups, from within the donor record.
This kind of display will permit you the best understanding of a donor’s
relationships and connections.

There are many more examples that could be cited, but those listed illustrate the
several kinds of classification needs that FuNpimensions meets:

¢ Simple text or date fields with conventional keyboard entry (as in the spouse name
example above).

¢ Simple text fields with data entry performed by picking a single item from a list (as
in the major/intermediate/minor example above).

¢ Alist of items and terms associated with each donor record. Data entry to this list
is performed by picking from another list (as in the event attendance example
above).

¢ A list like that above, but with display of the other donors associated with each
item that appears (as in the relationships example above).

In conjunction with the classification techniques described above, the queries in
Funpimensions will permit you to generate lists of records with specific
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characteristics. With reports and graphs, you will be able to gather information on
and compare these records in helpful ways. General categories include:

¢ Comparison of fundraising efficiency of various campaigns and communication
techniques.

¢ Mining for best prospects by discerning most frequent donors, largest donors,
most recent/least recent donors, lapsed donors, fulfilled pledges, and overdue
pledges.

¢ Identification of donors affiliated by employment at the same company,
membership in the same organization, committee or board, or connected by
family relationships.

Think Output

As you develop a classification scheme for your database, you will want to consider
the types of output that will be needed during the life of the database. The following
list is not comprehensive but can serve to start the brainstorming process:

¢ Newsletters
¢ Analysis of fundraising efficiency
0 Campaigns
0 Communication techniques
¢ Accounting reports
0 Funds directed to specific projects and/or accounts
0 Items purchased or given away
¢ Strategic targeting of appeals
a Frequent vs. infrequent donors
O Recent vs. lapsed donors
0 Large vs. small donors
0 Donors trending toward larger or more frequent gifts
a Donors with special interests or concerns
¢ Gift acknowledgements
O Mailing labels

0 Exports for mail merge letters; you will probably want to send different
templates according to the amount of the gift

0O Premiums (aka recognition products)

In developing a classification scheme, write down and include the items necessary to
meet your output expectations.
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Notice the Obvious

You may want to incorporate obvious attributes of people and gifts, regardless of
whether these attributes are involved in output. Obvious characteristics will vary
from organization to organization, but might include:

¢ Clients or customers
¢ Persons involved in governance or management of your organization

¢ Associates of affiliated organizations

More About Keywords

Keywords are used to place donors in multiple, overlapping categories. These
categories may be event attendance, interests, inclusion in mailings, responses or any
groupings you find helpful or useful.

Keywords are used for the important function of classifying and grouping your
donors. The specific classifications will vary for each organization, but typical ones
would be for newsletter mailing lists, event attendance, receipt of a specific
fundraising solicitation, source of the donor (i.e. purchased mailing list, referral, etc.),
member-ship in committees within your organization, etc. In addition to keywords,
there are four choice list-based fields located in donor records (see “Choice List Data
Entry” on page 50). These are used for general, non-overlapping grouping of your
donors, while keywords are for more specific or overlapping classifications. This is
because choice lists allow for assignment of only one item from the list, while a donor
record can have an unlimited number of keyword assignments.

Keywords can be used to group donors in any way you wish. As an example, you
could assign certain donors “Quarterly Newsletter”. Later, when the search features
were used to locate donors having that keyword, you would quickly have the correct
list from which to print mailing labels. Another way to use this feature is tagging new
mailing list records; after importing a batch of new records into the Donors module,
the new records will be the only ones appearing in the Donors List view. Create a new
keyword, such as “Imported Aug’94”, in the Keywords module, then assign the
keyword to the imported donor records. Keywords may also be used to designate
which donors participated in a particular event, are to be called in a telethon, and so
forth. You usually would not use keywords to designate participation in campaigns,
donors making gifts in response to specified communication or making gifts for a
specified purpose, because these items are attributes of gift records. There is no need
to duplicate the same information in gift records and keywords, and this practice can
lead to various problems in maintaining your database.
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More About Donor Choice Lists

The field labels of Category, Type and Volunteer can be changed, allowing you to
choose the way you want to structure and classify donors and prospects. For example,
if you do not have volunteers you can rename the Volunteer list to something more
useful to you— perhaps “Board Status”. You could also rename a field just because you
prefer a different nomenclature; for example, “Class” instead of “Type”. The Solicitor
field cannot be renamed. For help on how to rename fields, see “Setup” on page 268.

The category, type and volunteer lists (or their renamed equivalents) can be
configured with any kind of information you like, but they should be exclusive
classifications because each donor record may have only one item from each list. The
keyword feature allows more flexible assignment of classifications because you can
assign as many keywords as you like to each donor, but searches on keywords are
slower, and the ability to assign multiple items from a list can sometimes allow for
incorrect data to be entered, when use of a choice list field would prevent these errors.
For example, in tracking past board status versus present board status, a choice list
field would prevent the error of assigning a donor as both past and present board
members by forcing the data entry person to choose one or the other. In addition,
using keywords in this situation would require separate delete-keyword and add-
keyword operations when a donor passed from present to past board member, but a
choice list would require only a single operation to change the status.

A typical way to use the category list is to assign a giving status with items in the list
being descriptions of giving amounts; major, intermediate, minor, prospect, etc. The
type list could consist of levels of estimated likelihood of giving, and a time frame,
such as; hot-long term, hot-short term, normal, cool, and unknown. Take a little time
to consider how to classify donors for these lists. Use of the lists is optional and may
be postponed. When you do decide to use the feature, batches of donor records can
be assigned to Category and Type in a single step; see “Assign Other” on page 299.

For the volunteer field, you might have a choice list for volunteers with items for
phone help, letter writing, event helper, etc. A search can generate a list of people who
have volunteered for specific tasks, or who have special skills.

The solicitor field allows you to assign an agent to a donor. Using this feature allows
you to group and sort reports by solicitor (see “Solicitor and Campaign Totals” on
page 206), compare performance, and create tickler reports for each solicitor of
overdue or completed pledges for follow ups.

See also “Choice List Data Entry” on page 50.
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Design Guidelines

Out of an understanding of the principles, concepts and limitations referred to above,
you complete the design of your database by performing the actions listed below.
Some of these items you’ll want to configure before the database is used:

¢ Enter keywords and relationships you know will be needed in their respective
modules: see “Creating Keywords” on page 90 and “Creating Relationships” on
page 91. Other keywords and relationships can be entered anytime.

¢ Choose labels for the following fields, using terms that denote the way you intend
to use them. For instructions on editing these field names, see “Setup” on page 268.

a

User-defined 1-4; these are standard keyboard-entry fields holding up to 45
alphanumeric characters

User-defined date; this field uses standard keyboard entry

Donor Choice Lists 1-3; these have default names of Category, Type and
Volunteer, but you can and should change these to reflect the kinds of
information to be stored there; remember that these fields require users to pick
one and only one item from a list, or they can be left blank; separate lists are
maintained for each of these fields. For instructions on editing these field
names, see “Setup” on page 268.

Gift Lists 1-3; these have default names of Campaign, Method and Fund, but
you can and should change these to reflect the kinds of information to be stored
there. Like the Donor Choice Lists above, these fields require users to pick one
and only one item from a list. During data entry, they may be left blank, or the
database can be configured to require an entry* before a new gift record is
saved.

¢ Set up choice lists with items you know will be needed. Items can be added or
deleted in these lists anytime. If choice list fields in gift records have been
designated as mandatory, users will have to select an item from the corresponding
list before they can save a new gift record. See “Setup” on page 268.

¢ Ifitems are duplicated within or between keywords, relationships or choice lists, there
is probably a mistake in the design of your database; either reconsider your design, or
contact technical support for advice.

* through the Administrator window, see “Setup” on page 268
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Managing Memberships

This section suggests ways to use and combine features of Funpimensions in
managing membership expirations and renewals. Its aim is to show you some ways to
enhance your workflow by using the software’s capabilities to their fullest.

Several tasks are required when managing a membership database, beyond data entry
of new and renewed membership records:

¢ identify memberships coming up for renewal and mail or otherwise communicate
a solicitation to renew

¢ identify memberships that have lapsed and mail or otherwise communicate a
solicitation to renew

¢ identify memberships that have been renewed and prevent a solicitation to renew

¢ perform reporting that includes statistics for renewal rate, first time members and
lapsed members

Funpimensions offers the following tools for achieving those tasks:

¢ searches to locate memberships expiring in a specific future time frame, or that
have already expired

¢ tracking of solicitations to renew

¢ searches that locate memberships based on receipt or non-receipt of a specific
solicitation to renew

¢ the Date and Renewals Needed queries used in the examples below automatically
check the records they find to determine if a renewal has been made and remove
the record from the results if a renewal was made (the Date search requires that a
checkbox be turned on for this to occur).

¢ a List Statistics command to provide you with statistics; it can also compare
statistics for one set of members to another set

The rest of this section will examine a possible workflow for the first two tasks above.
These are intended as suggestions only, and modfications and elaborations will be
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required for your specific situation. We assume you use mail to solicit renewals, but
the procedures could be altered to work with phone calls or email.

Task 1: Identify memberships coming up for renewal and mail a solicitation to renew

This task may involve finding donors well in advance of their expiration and
separately locating those whose expiration is imminent. In our example, we make the
assumption that you send renewal notices on a monthly basis, and that you want to
send out renewal letters to all donors with memberships expiring next month and
mark them “2¢6 renewal notice sent”, while sending a first renewal notice to those
memberships expiring in 223 months. For this task, you do both jobs the same way,
instructing FuNnpimensions in separate expiration data ranges to generate the
different lists:

1 From the Membership List View, choose Find >Renewals Needed.

2 Set up the search dialog as follows: in the date fields, 15T of next month to the last
day of next month; Normal; Find if the 226 renewal notice is unchecked. Perform
the search.

3 Generate your mailing with the Export and Labels commands.

4 Mark the membership records as “226 Renewal Notice Sent” with the Mark Sent
flags command in the Records menu, or check the appropriate item in the Labels
dialog to do this after labels are printed.

5 To accelerate the search for the next sequence, choose Records>Invert Selection.
6 Choose Find>Renewals Needed.

7 Set up the search dialog as follows: in the date fields, 15T of (the current month+2)
to the last day of the same month; Search in Selection; Find if the 1sT renewal
notice is unchecked. Perform the search.

8 Generate your mailing with the Export and Labels commands.

9 Mark the membership records as “1sT Renewal Notice Sent” with the Mark Sent
flags command in the Records menu.

Task 2: Identify memberships that have lapsed and mail a solicitation to renew

Now we assume you want to locate memberships that expired last month and mail
them a letter.

1 Choose Find >Date.

2 Set up the search dialog as follows: dates, 1sT of last month to the last day of the
same month; Normal; Membership Expiration; Find only lapsed members.
Perform the search.

3 Generate your mailing with the Export and Labels commands.
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Word Processor

The word processor is an optional Funpimensions feature, available only in the
client-server edition. This appendix is intended to provide basic configuration and
usage information. A detailed user manual for the word processor is available upon
request to technical support.

Database-Word Processor Integration

One of the best reasons to use the word processor is easy access to information in the
database. Compared to using a stand-alone word processor, this saves several steps in
creating mail merge letters, and offers the convenience of doing the entire task
without leaving Funpimensions.

To try out this integration, begin by opening the word processor from the module
containing the data you want to merge. For example, if you want to insert data from
the pledge module, open the Pledge List View, then open the word processor. To
insert fields from your database in the document, click in the letter where you want
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the data to appear. In the menu located within the word processor window, choose
Insert>4p Expressions. This window appears:

Insert 4D Expression

'- Fieldv' Expression | Format
;E Donors N AR
23 Donor ID v (M) S-S
A4 Last Name m - -
/% First Name - s
A Middle Initial 00000
/X salutation
4 Title

A Company Name
/4 Address Line 1
A Address Line 2
/X City

A State

A Pactal Cada

li Cancel )(—w—eu——ﬂ)

Figure A3.1 Inserting a field in the word processor

Simply select the field you want from the dialog and click ok. To print the letter, chose
Print Merge from the File menu.

Although you can insert fields from any table, not all fields will work as expected. If
you opened the word processor from a gift module, you can successfully use data
from that module and from the donor module.

To format money amounts and dates, first choose the field containing the money
amount, then select a format from the Format area at the right of the window. Finally,
click ox to accept your selection. For example, the selection below would format



Appendix 3 « Word Processor
Database-Word Processor Integration

positive money amounts with commas and a dollar sign. Negative amounts would be
preceeded by a minus sign:

x
Field |E:-:p[essi0n| Farmat
- 5] Donors = b
~| Donations ﬁﬁg%wu
- % Donation ID AR
>3 Donor ID et 30,00 3 33H0.00-
e 3 (B
M | Donation Amount ] D R A)

.. 5] Donation Date

- [J2 Tax Deductible Amount
.. A Payment Form

. A% Check or Credit Card M
- A Credit Card Expires

.. A Approval Code Fram AN -G A |
A MatchTo | [ reeeee e
.. A Camnainn LI |$ﬂﬂﬁ,ﬁﬂ0;-$ﬁﬂﬁ,ﬂﬁﬂ

Cancel I OK I

Figure A3.2 Formatting money amounts in the word processor

Formatting dates is accomplished by selecting a date field, then one of the date
formats at right:

The Long date format produces a date like Saturday, January 17, 2009. The Month
Day Year format produces the same thing with, but without the day of week.

4D Insert 4D Expression |

Field |EHDI’BSSiDnI

Bl 5] Donors

|»

- =] Donations
- 24 Donation ID
- 2% Donor ID Month D3
- Y, Year
g 0"0" ount Abbr: Manth Day, Year
W[ Donation Date |
mmiddhny Forced
- 2 Tax Deductible Amount |50 Date Time

.. /&% Payment Form

- M4 Check or Credit Card b
.. A% Credit Card Expires

- /A Approval Code =l
- A Match To
.. A& Camnaion LI ILDng

Cancel I Ok I

Figure A3.3 Formatting date amounts in the word processor

The selection of records used to create the merge will be those records in the
selection at the time you choose Print Merge from the word processor’s File menu.
This is identical to the way reports and exports work, where the contents of the List
View are used to create the report or export. Here is a scenario for sending thank you
notes:



1 You enter the Donations module (File >Donations) and perform a search for
records needing thank you notes (Find > Thank Yous Needed). This reduces the
records in the list to only those needing an acknowledgement letter.

2 You open the word processor. At this point any merge letter you print (File>Print
Merge) will use the data from the list of donations, i.e. those donations found by
the search above.

In the Print Merge dialog, you would be sure to choose Donations in the dialog, even
if some of the data in the letter, such as name and address, was from the Donor
module:

Use this to confirm the number
of letters that will be printed.

\ Print Mailing...
{\ 32 records selected:
\l = Donors
For the example// Memberships
above, you would Pledges
select Donations. Pledge Payments
Motes
Join_Keys e
Keywords Find. /
’_ Sort. \
(' cancel ) ( Print... )

e —
Figure A3.4 Print Merge dialog window
You can switch between the word processor and other windows. Therefore, you can

use searches or manual techniques to adjust the selection of records that will be
printed anytime before sending the job to the printer.

Templates

You may establish templates that can be reused in many mail merge jobs, saving you
the time of creating letters each time. You may also establish a template to be opened
automatically for each donor and gift module when the word processor is opened.

¢ To create a template, write you letter in the word processor, then choose Save As...
from the File menu. In the dialog box, choose “4p Write template” from the
Format list, then save your document.

¢ To use a template, open the word processor, then choose Open from the File
menu. Locate the template you want to use and open it. When you open a
template, the word processor actually opens a copy of the template. In this way,
you may edit the letter without altering the template.

¢ To modify a template, open as above, make the changes, then overwrite the old
template by saving the new template with the same name and location.
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¢ To set a template to be used initially when the word processor is opened, chose
File>Preferences from the main menu. Click the Word Processor tab, and use the
Set... buttons to designate a template for any or all modules. Close the Preferences
window. The next time you open the word processor, Funpimensions will
automatically open the template you designated for that module.



Appendix 3 « Word Processor

384 Templates



385

Keyboard Shortcuts

Keyboard shortcuts, also know as Accelerators, can improve your efficiency in
Funpimensions by speeding the performance of tasks and easing the physical strain
associated with using mice. Separate tables are provided for Windows and Mac.
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Table A4.1 Windows Keyboard Shortcuts

Password Log-in

new item, and
the list of items

Where What How
Dialogs 0K, Search or Enter or Return
other highlighted
button
Cancel Escape
Date Entry see Input Windows below
Search Again CONTROL-G
button
Radio buttons From upper left corner, down to bottom of column, then to next column of
and checkboxes controls and down, etc.: CONTROL - (number key, 1-zero) for the first set of
10, and SHIFT-CONTROL- (number key 1-zero) for the second set of 10
Buttons in List/ | CONTROL-C for Copy to Clipboard; CONTROL-P for Print
Record Statistics
Ignore button in | CONTROL-I
duplicate alert
during new
donor entry
Advanced CONTROL-R
Reports dialog
Hierarchical List | up/down arrows move through list; left arrow collapses an expanded sub-list;
in Advanced right arrow expands a collapsed sub-list
Reports dialog
Tabs Switch tabs in windows that have them (Preferences and Administration
dialogs) with CONTROL+ALT Left Arrow, or CONTROL+ALT Right Arrow.
Choice List Move between TAB key
Editor area for typing a

Select an item in
the list

Selecting user

UP/DOWN arrow keys, then ENTER key to assign to record

Use the up/down arrow keys to select your user name, then Tab to place the

Input Windows

name/entering insertion point in the password field. Type your password and the Enter key to
password log on.
Moving from TAB key
field to field
Checkboxes Tab to move from checkbox to checkbox, then space bar to toggle the setting
Choice Lists Up/Down arrow keys to select, Enter key to assign selection and close choice
list.
Date Entry Type the characters below directly in a date field.
a Current date: t
0 Increment by 1 day: +
0 Decrement by 1 day: - (hyphen)
o First Day of current month: m
o Last day of current month: h
o First day of year: y
o Last day of year: r
o If year or month are omitted, dates are auto-completed with the current
year and month, e.g. typing “12/10” auto-completes to 12/10/current
year, and typing “10” auto-completes to current month/10/current year.
Duplicate a CONTROL-D in Donor Input Window

donor record
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Table A4.1 Windows Keyboard Shortcuts

Where What How
Input Windows | Create a new CONTROL-N creates a new record of same type you are currently viewing
(continued) donor, keyword,
relationship,
event or note
Open a second Double-click in the List View as usual to open the first record; then ALT-
instance of an double-click in the List View to open the second record
input window
(useful to
compare two
records)
Close box CONTROL-W
Tabs Switch tabs in windows that have them with CONTROL +ALT Left Arrow, or
CONTROL+ALT Right Arrow.
List Views Show All (restore | CONTROL-J
all records to list
view)
Opena ENTER or RETURN; only works if there is a single highlighted record
highlighted
record
Close box CONTROL-W
Create a new CONTROL-N
donor, keyword,
relationship,
event or note
Calendar Print CONTROL-P
New Event CONTROL-N
Delete Event delete (after selecting an event)
Use Clipboard to | Cut: CONTROL-X. Copy: CONTROL-C (after selecting event)
move or Paste: CONTROL-V. (after selecting day)
duplicate events.
File menu Choosing CONTROL-(number key)
modules
Close CONTROL-W
Quit CONTROL-Q
Edit menu Menu items Cut: CONTROL-X. Copy: CONTROL-C
Paste: CONTROL-V. Select All: CONTROL-A.
Records menu Menu items New: CONTROL-N
Show All: CONTROL-G
Sort: CONTROL-T
Assign/Remove Keyword: CONTROL-K
Find menu Menu items Basic search: CONTROL - F
Output menu Menu items Print List, Print Record: CONTROL-P; List Statistics or Record Statistics:
CONTROL-I
Print List or CONTROL-P
Print Record
Advanced CONTROL-R
Reports

387
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Table A4.2 Macintosh Keyboard Shortcuts

Where What How
Dialogs 0K, Search or ENTER or RETURN
other highlighted
button
Cancel ESCAPE
Search Again COMMAND-G
button
Radio buttons From upper left corner, down to bottom of column, then to next column of
and checkboxes controls and down, etc.: COMMAND - (number key, 1-zero) for the first set of
10, and SHIFT-COMMAND - (number key 1-zero) for the second set of 10
Bypass Print Hold down the OPTION key when selecting Print from the File menu
Options dialog
when using Print
command in File
menu
Buttons in List/ COMMAND-C for Copy to Clipboard; COMMAND - P for Print
Record Statistics
Ignore button in | COMMAND -1
duplicate alert
during new
donor entry
Advanced COMMAND-R
Reports dialog
Hierarchical List | up/down arrows move through list; left arrow collapses an expanded sub-list;
in Advanced right arrow expands a collapsed sub-list
Reports dialog
Tabs Switch tabs in windows that have them (Preferences and Administration
dialogs) with COMMAND +OPTION Left Arrow, or COMMAND +OPTION
Right Arrow.
Choice List Move between TAB key
Editor area for typing a

new item, and
the list of items

Password Log-in

Select an item in
the list

Selecting user

UP/DOWN arrow keys, then ENTER key to assign to record

Use the up/down arrow keys to select your user name, then Tab to place the

Input Windows

name/entering insertion point in the password field. Type your password and the Enter key to

password log on.

Moving from Tab key

field to field

Checkboxes Tab to move from checkbox to checkbox, then space bar to toggle the setting

Choice Lists Up/Down arrow keys to select, Enter key to assign selection and close choice
list.

Close box COMMAND-W

Duplicate a COMMAND-D in Donor Input Window

donor record

Create a new
donor, keyword,
relationship,
event or note

COMMAND - N creates a new record of same type you are currently viewing

Open a second
instance of an
input window
(useful to
compare two
records)

Double-click in the List View as usual to open the first record; then OPTION-
double-click in the List View to open the second record
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Table A4.2 Macintosh Keyboard Shortcuts

Where What How
Input Windows | Date Entry Type the characters below directly in a date field.
(continued) 0 Current date: t
0 Increment by 1 day: +
0 Decrement by 1 day: - (hyphen)
o First Day of current month: m
o Last day of current month: h
o First day of year: y
0 Last day of year: r
o If year or month are omitted, dates are auto-completed with the current
year and month, e.g. typing “12/10” auto-completes to 12/10/current
year, and typing “10” auto-completes to current month/10/current year.
Close box COMMAND-W
Tabs Switch tabs in windows that have them with COMMAND + OPTION Left
Arrow, or COMMAND+OPTION Right Arrow.
List Views Show All (restore | COMMAND-J
all records to list
view)
Open a ENTER or RETURN; only works if there is a single highlighted record
highlighted
record
Close box COMMAND-W
Create a new COMMAND-N
donor, keyword,
relationship,
event or note
Calendar Print COMMAND-P
New Event COMMAND-N
Delete Event delete (after selecting an event)
Use Clipboard to | Cut: COMMAND-X. Copy: COMMAND-C (after selecting event)
move or Paste: COMMAND- V. (after selecting day)
duplicate events.
File menu Choosing COMMAND- (number key)
modules
Close COMMAND-W
Print (Report COMMAND-P
Editor only)
Edit menu Quit COMMAND-Q
Menu items Cut: COMMAND -X. Copy: COMMAND-C
Paste: COMMAND-V. Select All. COMMAND-A.
Records menu Menu items New: COMMAND-N; Show All: COMMAND -G; Sort: COMMAND-T;

Assign/Remove Keyword: COMMAND -K

Find menu

Basic search

COMMAND-F

Output menu

List Statistics or
Record Statistics

COMMAND-I

Print List or
Print Record

COMMAND-P

Advanced
Reports

COMMAND-R

389






Numerics

00/00/00 (in date fields) 50

2nd thank you recipients-see Named
Donors

4D Tools utility program 244,275,304

A

About FUNDimensions window 29,43
Acccess privileges
Event Sharing, and 215
Access privileges 235,240
Changing 240
Modifying attributes of 236,270-271
Sorting restrictions 290
Accounting, aids to 152
Acknowledgement, Gift
see Gifts
Active Window-see Windows
Add to List button-see Buttons
Address Correction
Export for 350
Import for ??-283
Addresses 69
Addresses pane 6, 69,289,301
Adding addresses to 69
Addresses-see also Fields and Searches
Administrator 40, 235,237,240
Access tab 237,239-241
Preferences for 234,274
Privileges of 273

Advanced Reports
See also Menu Commands and Reports
Appointments-see Events
Arrow buttons-See Button Bar,
Navigation
Assign Other
See Menu Commands 299
Auditing record creation/
modification 150
Autofill with First Name 58
Autofill with Salutation + Last Name 58
Auto-Forward checkbox 213

391

qNDEX

B

Backups 243-257
Automated/Scheduled 248-249
Configuring 245-249
Hardware for 244
Manual
Missive on 243-245
Monitoring 257
Restoring from 250,255
see also Log Files

Balance indicator for pledges 9,32-33

Bonds-see Fields, Payment Form

Button Bar
Cancel 37
Navigation 37
Save 37

Buttons
Add Donor to Relationship 67-68
Add Formula 294
Add Line 273,337
Add to List 102-104,106,308
Add Users 243
Address Line 1 + Postal Code 141
Advanced/Multilevel 293
Arrow-See Button Bar, Navigation
Assign 299-300
Assign Passwords/Privileges 237,239-241
Cancel 37,90
Check current version by email 30
Column Labels (to sort list views)
Configure (Advanced Reports Window) 342
Copy to Clipboard 136,147,150
Delete Address 70
Delete Line 274
Designate as Not Duplicates 141
Dismiss 216
Export to Disk (Advanced Reports

Window) 342
Get support by email 30
Go to Fundimensions web site 29
Information Palette, on 15,31
Load 335,355
Make Graph (Advanced Reports
Window) 342
Modify 294
Navigation 37
New 15,19
New (Note) 12
New (Pledge Payment) 19
Normal 102,104,308
Open User Manual via internet 29
Passwords/Privileges 270
Print (Advanced Reports Window) 342
Print (Label Editor) 356
Print (List Statistics) 147

Print (Record Statistics) 150
Buttons (continued)
Rebuild Indexes 275
Remove 299
Remove Donor from Relationship 68
Reset 274,328
Round Expiration to Last Day of Month 273
Save 37
Save (disabled) 235
Save (in Search Editor) 335
Search 115,308
Search Again 102
Search in Amounts 318
Search in Balances 318
Search in Payment 318
Search in Selection 101-104,106,115,308
Search Options 102
Security On 234,270
Show All Relationships 67-68
Show Relationships with this Donor 68
Snooze 216
Sort and subtotal by campaign 153
View FAQs on web 29
View Tour on web 29

C

Calendar 209
see also Events and Reminders
Calls-see Events
Campaign 76,80,86,371-376
Editing a batch or records 299
Searches for 106,319
Capitalization 48,56, 60
Category 375
Searches for 104,325
see also Reports
Changing access privileges 240
Changingaddresses for a group of donor
records 301
Chart-see Graph
Choice Lists 50-53,375
Constituent Type 67
Data Entry with 50
Donor records, for 375
Classification pane 5,8
Initial settings for 60
Clipboard
Copy to Clipboard button 136,150
Graph, copying a 11
see also Menu Commands-Clipboard...
Cloning records-see Donors,
Duplicating
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Column
Sorting and adjusting in Windows-see
Windows
View 5,18,20
Command key (Mac), defined x
Constituents
Constituent Type 300
Constituent Type, searches for 329-330
See also Relationships
Contact pane 5-7
Contextual Menus 66, 94
Adding or Removing a Keyword with 65
Clipboard-Gift Record to 360
Clipboard-Profile to 360
Clipboard-Street Address to 357
Cloning Gift records with 95
Creating Donations with 74
Creating Donor Record with 56
Creating Keyword with 91
Creating Memberships with 78
Creating Pledge Payments with 87
Creating Pledges with 82
Creating Relationships with 92
Editing Relationships with 93
Print Detail report from 152
Print Record from 160
Print Summary report from 152
Record Statistics from 149
Report Editor 363
Report Editor, in 362
Screenshot of, in Donation List View 95
Screenshot of, in Donor List View 94
Conventions, in User Manual i
Copy to Clipboard button 136,150
Create & View Notes checkbox 236,
270-271
Creating a New Data File-see Data File
Creating Notes with 66
Credit cards, processing 331

Cross-module and Cross-table searches-

see Searches
Currency symbol 269,364
Current Members
see Memberships
Current Selection, defined 55

D

Dashboard 33,119,133

Algorithm for Expired/Expiring Pledges and

Memberships 263

Blocking Users from the Dashboard 236,
271

Configuring 262

Hot Spots 35

Menu Command for 369

See also Menu Commands

Data File
Creating a New Data File 41
Importing data into-see Importing
Naming the file 41
Normal Mode 42-43
Opening the file of your choice 42
Read Only Mode 4,43-45
Rebuild Indexes 275
Which one is open? 29
Dates
Defaults for membership records 273
Entering 49-50
Shortcut in search windows 50,310,319
Shortcuts for data entry 49
DBF-see Importing
Default Values-see Fields
Delete 295
Addresses 70
Keywords 90
Linked records 295-296
Locked records 296
Multi-user considerations 296
Privilege of 235
User 239
Versus Do Not Mail 295
Warning about 296
Delinquent-see Pledges
Designate as Not Duplicates-See
Buttons
Dialing, auto 262
Disabled menu items 38
Do Not Call 8,57,344,358
Do Not Email 8,57,344,358
Do Not Mail 7,57,139,143,295,299, 344
Custom reports, for 365
Exports, In 139
Instead of deleting 295
Labels, in Mailing 139
Preferences for 266
Screen shot of 6
See also Fields
Documentation & Online Resources,
Table of xi
Documentation, additional
for report editor 361
for search editor 335
Donations 1,14-15,74-75,79, 83
Browsing a donor's 9
Creating 5, 74
Creating with Contextual Menu 74
Exporting 344-350
Fields, Table of 76
ID numbers 75,77,109
Input Window for 15
List Statistics for 146
Listing of 14
Printing 162
Record Statistics for 149-150
Searches 109-110
see also Reports and Searches

Donor List View, setting display format

of 264

Donors i¢,1,5
Assigning to Relationships 300
Best prospects, finding 291
Classification of 5,8,62,374-375
Contextual Menu for Creating 56
Duplicate detection 61
Duplicating 57,289
Fields, Table of 72
Frequent, finding 321-324
Gift count for 291
Graphing Gifts of Individual

ID numbers 6,73,104,109,111-112,118,

309
Interests and Motivations 10
Lapsed, finding 326-328
List Statistics for 146
Listing of 5
Searches for 104-107
Summary of gifts 146
Top “X” donors 291-293
see also Reports, Searches and Windows

Due Date-see Pledges

E
Edit
Fields 48
Keywords 90
Records 55
Edit menu-see Menus and Menu
Commands
Email 30
Copying address of a group of donors 359
Copying address of a single donor 7
Entering addresses 5
Etiquette 359
Generating mass email 359
Envelopes, printing 353,355
Error Correction, automatic 60
Euro symbol-see Currency symbol
Events 212-215
Auto-Forward 213
Color of 214
Cut, Copy and Paste of 211,223
Default values 214
Event Manager 217-232
Mark as Done 213,216-217
Owner 215-216
Picture Type 214-215
see also Calendar
see also Reminders
Sharing options 215
Excel® 345



EXpOI't 115,119-125,344-352

"Suppressed” appearing in 57

Access privileges for 236,271

Address Correction, for 350

Address for 6,13,69

Blocking a donor from 57

Combining when same address
(“householding”) 139

Custom 346,365

Donors With Pledges 324

Example of Procedure 115-116, 324

Format of 345

Gift acknowledgement, for 15

Gift_total field 140

Information contained in (as a Table of
Fields) 125,131,348-350

Lowercasing non-proper names (gift list
items) 266

Marking Sent Flags after 303

Microsoft Excel®, opening in 345

Named Donors, for 122-125

Notes 174

Overdue Pledges 115

Postal Code sorting 266

Spreadsheet-opening in 345

Suppressed appearing in 57

XML 178-179

Year-End Letters, for 127-131

F
FAQ xi,29
Fields
Address 5,13,69,324,353
Address 2 324
Administrator control of ix
Amount 84,88,310
Amount due 21
Approval Code 153
Author 27,66
Auto-formatting of 48-49
Balance 33,84-85,113,149,161,318,330
Campaign ix,15,17,20,206,266,29%,
319,340
Can’t edit, reason for 48
Category ix,9,299,375
Check/CC No. 47,76,80,89,153
Choice Lists in 50
City 308,324
Company 3,48,60,69,308,320
Date 12,27,66,83-84,88,101,104,109,
111-113,118,331
Date Created 335
Days to 1st Payment 83-84,86
Default values for 9,48-49,58,60,75,267,
272-274
Defined 1
Delinquent 85
Display of label assignments ix
Do Not Call 8,57,344,358
Do Not Email 8,57, 344,358
Do Not Mail-see Do Not Mail

Fields (continued)

Donation ID-see Donations

Donations, table of, for data entry 76

Donor ID-see Donors

Donors, table of, for data entry 72

Editing 48

Editing labels of ix, 268

Email 7

Expiration Date 47,76,80,89,153

Exports, Table of Fields in 348-350

Formatting in 48-49

Formatting, auto- 48-49

Fund ix,15,17,20,266,319,340

Gift List 3 324

Household Label Line 1 7,139-140

Household Letter Salutation 7,139-140

Label Lineland 2 3,7,13,57-59,69,324,
353

Letter Salutation 7,13,57-59,69,260,324

Mandatory 49,267-269

Match To 76

Membership Class 17,153,272-273,319

Membership Expires 81,273,333

Membership ID-see Memberships

Memberships, table of, for data entry 47, 80

Method ix,15,17,20,109,111,113,118,
266,319,340

Moving between with tab/shift-tab keys 48

Name 1,3,104-105,109,111-112,118,
308,320

Not enterable, reason for 48

Note 27

Overdue 85

Paid Date 47,80,273

Payment Form 47,76,80,89,153-154,
340

Payments of 84-86

Phone 7,69

Pledge Amount 324

Pledge Balance-see Fields-Balance

Pledge Date 324

Pledge Frequency 84, 86,335

Pledge ID-se Pledges

Pledge Payment ID-see Pledge payments

Pledge payments, table of, for data entry 89

Pledges, table of, for data entry 86

Postal/Zip Code 49, 96,277,308

Postal/Zip Code-see also Postal Code

Recognition Product 15,272-273

Recognition Type 17,20

Renewal Notice Sent, Ist and 2nd 111,
333-334,378

Required-see Fields-Mandatory

Solicitor 9,206,299,319,324,375

State 308,324

Subject 27,66

Tabbing from 48

Thank You Type 15,17,20,272-273

Title 69

Type ix,9,299,325,375

User-defined 6, 9,267,309

UserDefinedDate 9
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Fields (continued)
Volunteer ix,9,299,325,375
Writeoff 84,331
Zipcode-see Fields, Postal/Zip Code and
Postal Code
File menu-see Menus and Menu
Commands
Find menu-see Menus and Menu
Commands
Finding records-see Searches
First and Last Name search-see
Searches, First and Last Name
Fiscal Year 269
Forecasting income from pledges-see
Pledge Projection
Formula Editor 130,294, 364
see also Reports, Formulas in
Formulas 127,130,148,167,170-171,184,
193,340,356,364,369
getting help with 364
Fund 76, 80,86-376
Editing a batch or records 299
Searches for 319
Fundraising events-see Events

G

Geographical Analysis-See Reports
Gift_total-see Exports
Gifts
Acknowledgement of 15,35
Adding to database 9,74-90
Current Day 35
ID numbers in 75
See also Donations, Memberships, Pledges
and Pledge Payments
Shortcut for Adding with Contextual
Menu 94-95
Summary of 9
Summary of-see also Reports
Types, table of 47
Gifts pane 5,9,15,17,19
Graph 10-11,366-368
Chart Editor, creating from 366
Date, by 188-189
Donor Attribute, Gifts by 190-191
Report Editor, creating from 369
Graph pane 5,10-11
Grayed-out menu items 38

Groups 235,240
Administrator 235
Loading 241
Saving 241



394 Thdex.H

H
Help

Contact information for getting support and

training 29
Email, getting pre-addressed 30
Showing and Hiding Tips 261
User manual, getting by internet 29
Household Letter Salutation and
Household Label Line 1 fields-See
Fields
Householding 139-141
Turning off for address correction
exports 280,350

ID numbers 6, 75,81, 127
Tax reports to donors, in 130
ID Numbers-see Donors, Donations,
Memberships, Pledges and Pledge
payments
Importing 56-99,276-279
Formats for 276
Table of Fields for 97,278
Income forecasting-see Pledge
Projection
Input Windows, Opening a second
instance of 211
Installation Guides (references to
external documents) xi
Internet 29

K

Keyboard shortcuts 37, 69,386-389
Keywords 22,55, 62,65,374-375
Assigning 62-63, 65,299
Choice lists, versus 375
Contextual Menu 65
Creating 90
Deleting 90
Display of 8
Editing 90
Enlarging display of 8
Listing of 22
Module 2
Pop-up menu of 90
Removing 299
Searches for 107,325

L
Label Editor 353

Label Line 1 and 2- see Fields, Label Line

land2
Labels, Mailing 57,352-356
Blank lines in 59
Blocking a donor from 57
Combining when same address
(“householding”) 139
Field layout of 353
Householding-see Householding
Label Editor 142,352-356
Label Line 1 and 2 fields, role in 57
Marking Sent Flags after 303
Membership expiration date on 353
Printing a single label 352
see also Printing
Lapsed donors, finding-see Searches,
Lapsed Donors
Lapsed Members-see Memberships
Letter Salutation- see Fields, Letter
Salutation
List Statistics 146
Copy to Clipboard 147
Printing 147
List Views-See Windows
Log File 252-255
Undo with 254

M

Mail Merge 57
Export for 344-349
Gift Acknowledgements, for 120-122
Letter Salutation, Label Line 1 and 2, role
in 57

See also your word processor online help or

documentation
Table of Export Fields 348-349
Word Processor plug-in, with 379-383
Year-End Donor Letters, exporting

for 128-131

Mailing Labels-see Labels, Mailing
Making a New Data File-see Data File
Mandatory fields 49

see also Fields
Match To field

see Fields
Meetings-see Events
Membership cards, printing 355
Membership Class 80

Memberships 2,16-17, 78,81

1st-time 147

Creating 78

Creating with Contextual Menu 78
Current 147-148

Current Nth-time 328

Current, finding 328

Expiration Date, setting defaults for 273
Expiring and Expired, finding 35
Exporting 344-350

Fields, Table of 47, 80

ID numbers (Dues ID) 17,111

Input Window for 17

Lapsed 148

Lapsed Nth-time 329

Lapsed, finding 112,319,329,333-334
Lapsed, report of 147

List Statistics 147

Listing of 16

Member Status 328-329

Previous 148

Rate of renewal 148

Record Statistics for 149-150
Recruiting, trends in 329

Renewed, finding 328

Retention, trends in 329

Round Expiration to Last Day of Month 273
Searches for 35,110,319

Soliciting renewals 377

see also Reports and Searches

Memory

Amount of free memory 29
Saving 262,358

Menu Commands 15-16,18,20,55

4D Expression 380

About Fundimensions... 43

Administration 234,237,239-241,243

Administrator 239-240

Advanced 323,335-337

Advanced Reports 129,137,200, 202,
341-343

Amount 127,310-318

Assign Keyword 55,90, 98,279,299, 387,
389

Assign Other 55,98,141,279,299-301

Basic 105-106,308-309,387,389

Calendar 209

Campaign 107,147,167

Change Login x,237,239

Change Password 237

Clipboard-Email Address to 359

Clipboard-Gift Record to 136,150,360

Clipboard-Profile to 136,359

Clipboard-Street Address to 136,260,262,
357-359

Close 3,259-260,387,389

Copy 11,211,285,387,389

Cut 211,285,387,389

Dashboard 369

Date 110,319,377-378

Delete Column 130

M enu Commands continued nextpage



Menu Commands (continued)

Delete Highlighted 90,295,320

Delete Record 295,320

Dimmed 38

Disabled 38

Donations 14,109-110,260,341

Donors 56,67,106-107,260

Duplicate 289

Duplicates 141,320-321

Export 115,137,344,352,378

Fulfilled 330

Giving Frequency 321-324

Graph by Date 188

Graph Other 366-368

Grayed-out 38

Hide Column 364

Hide Highlighted 55,103, 295,331

Import 276

Invert Selection 103,115,289,330,378

Keywords 22,24,26,90,107,146,260,325

Labels 142-143,352,378

Lapsed Donors 103,106,326-328

List Statistics 110,118,136,146-147,319,
340,387,389

Load Set 55,304-305,354

Login as 60,275

Mark Sent flags 303,345,378

Memberships 16,110,260

New 25,56,90-91,288,342,387,389

Open 137,342,362,369

Open Data File 276

Open In Second Window 211

Open in Second Window 289

Options 42

Overdue 84,114-116,200,330-331

Paste 211,285,359-360,387,389

Payment Form 331

Pledge Payments 20,118,260

Pledges 18,112,260

Preferences 209,260,275, 383

Print 362,389

Print "X" 136

Print Destination 365

Print Graph 189,205

Print List 11,99,136,152-153,155, 158,
160,279,387

Print Merge 380-382

Print Record 11,136,155,160, 387

Quit 40,259,284,387,389

Recognitions Needed 332-333

Record Statistics 9,136,150,242,357,387,
389

Relationships 91,329-330

Remove Keyword 387,389

Renewals Needed 333-334,377-378

Report Editor 137,324,342,362,369

Save 342,362

Save As 130

Save Set 99,279,303-304,354

Select All 387,389

Show All 4,55,134,289,294,387,389

Show By List Position 292,298

Menu Commands (continued)
Show Clipboard 357,360
Show Column 364
Show Highlighted 55,103,295
Solicitor 102,106,325
Sort 146-147,290,292,387,389
Sort Payments 290,294
Standard 116,150,354
Thank Yous Needed 332-333,382
Type 107,325
Volunteer 325
Menus 38
Contextual-see Contextual Menus
Edit 11,130,211,357,359-360,364,387,
389
Edit, screen shot of 285
File 1-3,14,16,18,20,22,24,26,40,56,
60,67,90-91,104,106-107,109-110,
112,115-116,118,137,189,209, 234,
237,239-241,243,259,341-342,
361-362,365,369,380-383,387,389
File, screen shot of 259
Find 84,102-107,109-112,114-115,
118,127,141,146-147,167,171,200,
294,301,307-308,322-323,326,
328-329,333,336,344,378,382,387,
389
Find, screen shot of 307
Font 362
Help 43
Insert 380
Output 11,99,110,116,118,129,134,
136-137,142,149-150,152-153,155,
158,160,200,205,242,279,319, 324,
339,341-342,344,354,357,362,369,
387,389
Output, screen shot 339
Output, screen shot of 339
Records 4,9,22,24-26,55-57,90-91,
99,103,115-116,134,141,146-147,
211,279,287,291-292,299-300,305,
320,330-331,345,354,359,378,387,
389
Style 362
View 42
Method 76, 80,86-376
Editing a batch of records 299
Searches for 319
Microsoft Excel® 345

Modem Dialing-see Dialing, auto

hdex« N 395

Modules 1-2,5,31,38,55,90,101-103,
105,108,134,146,152,259-260

Choosing 387,389

Correct for reporting 134

Defined 1

Donations 1-2,31,101,109,147,151,
188,266,308,332,336,344,367

Donors 1,23,25,31,55-56,90,101,104,
152,188,299,319,325,344,354,367,
374

Keywords 2,299, 354,374

Memberships 2,31,110-111,153,188,
303,319,332,344

Notes 344

Pledge Payments 2,101,118,146,151,154,
188,332,344

Pledges 2,31,101,112-114,146-147,
151,188,202,266,330,335,344

Relationships 2

Sets in 304

Multitasking 3

N

Named Donors
Creating Records for 123
Exporting for acknowlegement 123
Printing Labels for 126
Naming the data file-see Data File
New Data File-see Data File
New Record, creating
See Donations, Memberships, Pledges,

Pledge paymants and Menu Commands,
New
New user 237
No Autofill 58
Normal button-see Buttons
Normal Mode 42-43
Notepad software 343
Notes 27,66
Creating 66
Creating with Contextual Menu 66
Exporting 344-350
Pictures in 28
Printing 160
Setting Access Privileges for 236,270
Notes pane 6,12,27
Printing 155

0]

Open Data File 41

Open Data File-See Menu Commands

Open User Manual via internet 29

Output menu-see Menus and Menu
Commands

Overdue-see Pledges
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P

Page Setup

See Printing, Page Setup
Partial pledge payments 85
Passwords 233,235,238

Administrator 237

Blank 238

Caps Lock Key, vs. 238

Case Sensitivity 238

Changing 240

Forgotten 233,240

Password dialog 40,237-238

Restoring after update 241
Pictures, storage of 28
Place cards, printing 355
Pledge payments 20-21, 88

Amount 88

Creating 19,87

Creating with Contextual Menu 87

Exporting 344-350

Fields, Table of 89

ID Numbers 89

List Statistics for 146

Listing of 19-20, 161

Module 2

Partial 85

Record Statistics for 149-150

Reports, column 154

Searches 118

Total of 84

See also Reports and Searches
Pledge Projection 202-205
Pledges 18-19,82,84-85

Average Payments for 146

Balance 330

Balance indicator 9,32-33,84,161

Browsing a donor's 9

Budgeting for income from-see Pledge

Projection

Calculator 85

Creating 82

Creating with Contextual Menu 82

Delinquent Amount 84,331

Pledges (continued)
Pledge status 84
Printing 160

Projection of income from-see Pledge

Projection

Record Report 160

Record Statistics for 149-150

Writeoff 84,328,331

See also Reports and Searches
Postal Code

Entry of 49

Importing 96,277

Report of 343

Searches-see Searches, Postal Code

Sorting by 266,294,346,354
Preferences 58-60, 260,359

Calendar window at startup 209

New Donor Records 58

see also Tabs
Preview to Screen

See Printing
Print Setup

See Printing, Page Setup
Printing

Address for 6,13,69

Column reports 152,154

Graphs 11

Householding-see Householding

Individual records 160

Laserwriter 8.4.x 138

List Statistics 147

Notes 155,160

Page Setup 134,142,151,158, 356,362

Preferences dialog 138
Preview to Screen 138,260,356

Preview to Screen, Initial Setting for 261

Print dialog 134,138,158,356
Print Options 151,155

Record Statistics 150

Summary Report 158
Summary table of reports 135
See also Reports

Projection of Pledge Income-see Pledge

Projection

Record

Comparing two records side-by-side 3
Copying to clipboard 360

Count in list 3,146

Count in module 3,146

Count selected 146

Defined 1

Duplicates, finding-see Duplicates
Duplicating 289

Editing groups of 55

Locked 296,301

Name displayed in 3

Reports-see Reports

Selecting in lists 55

Types of, and When to Use 47
When/Who Created 150
When/Who Modified 150
Working with groups of 3

Relationships 2,12-13,67-68

Assigning 300

Constituent Note 12,68
Constituent Type 12,67
Constituent Type, assigning 300
Constituents 12,67

Constituents, defined 2

Creating 91

Creating with Contextual Menu 92
Creating, shortcuts for 92

Defined 2

Display of 12

Editing 93

Editing with Contextual Menu 93
Editing, shortcuts for 93

Listing of 24

Note 92

Primary Constituent 12,67
Relationship pane-see Relationship pane
Searches 104,329
Status bars 68

Relationships pane 12-13,67,92-93
Reminders 216-217

Changing Owners, and 216
Multiple users, for 216
see also Calendar and Events

Renewal Notice Sent (1st and 2nd) 111
Renewed Members-see Memberships
Report Editor 129,361-365

Adding templates to Advanced Reports

Due date 33, 85,161
Exporting 344-350,352
Fields, Table of 86 Q

Force to Not Overdue 83 Queries-see Searches
Fulfilled 84

Yl . Query Editor 323 listing 343

Fulfilled, §earches or 35,330 Additional documentation for 335,361
Grace period 83,113-114 R Contextual Menu in 363

U? numbeFS 20,87,89,112,118 Export Donors With Pledges, editing

List Statistics for 146 Read Only Mode 4,43-45,299 with 324

Listing of 18 Sorting restrictions 292 Gifts By State or Province, editing with 193

Module 2,202 Real Estate
Overdue 83-85,114,160,202

Overdue Amount 33,115
Overdue Count 115
Overdue Report 116,331
Payment amounts 84
Payments made 33, 85
Payments remaining 33, 85

Year End Tax Export, editing with 127-130
See Fields, Payment Form See also Reports-Custom
Receipts

See Gifts, Acknowledgement of single donor



Reports 133,137-138

Accounting, for 152,319

Campaign 152-153, 206

Campaign List and Totals 166

Campaign Total 167

Column 152,154

Contextual Menu 362

Copy To Clipboard 147, 150

Custom 127,129-130, 356,362

Day, fundraising total for 35

Disk file, saving to 365

Distribution-Donations, Memberships or
Pledges By Amount 170

Distribution-Donations, Memberships or
Pledges by Quantity 171

Donation Totals by Amount 170

Donation, Column 152

Donations by Donor and Year 173

Donor Category 184

Donor Detail 301

Donor Since & Last & Total Gifts 176

Donors by Gift Amount 177

Donors By Gift Count 177

Donors with Last and Largest 177

Donors With Pledges 324

File, saving to 365

Formulas in 364

Formulas-see Formulas and Formula Editor

Fund Total 167

Gifts by Category and Date 182,184

Gifts by Date 188-189

Gifts by Donor Attribute 190-191

Gifts By Postal Code 354

Gifts by State or Province 193

Gifts Last 365 Days 194

Gifts Previous Year 195

Graph by Date 188-189

Graph Other 366-368

Label Editor 356

List Statistics 146-147,340

Membership Class 153

Membership First & Last 196

Method Total 167

Month Over Month, fundraising total for 35

Month, fundraising total for 35

Overdue Pledges 116,200

Pledge Payments, column 154

Pledge Quantity by Amount Range 171

Pledges by Donor and Year 173

Postal Code and All Gifts 354

Postal or Zip Code Groups 137

Preview to Screen 138

Printing and Clipboards checkbox 236,271

Record Statistics 149-150,357

Record to Clipboard 150

Saving to disk 365

Simple Listing 160

Solicitor 206

Solicitor and Campaign Totals 205-206

Sortin 151

Subtotal 151

Summary table of 135

Reports (continued)
Table of 135
Table of all reports 135
Tax deductible for donors 127-130
Templates 167,171,340,342-343,365
Text, converting to
Totals by Solicitor and Campaign 206
Week, fundraising total for 35
Year Over Year, fundraising total for 35
See also Printing, Pledge Projection, Sorting-

Ranking Donors
Restoring Backups 250, 255

S

Search in Selection button
See Buttons
Searches 101-116
Add to List-see Buttons, Add to List
Addresses
Advanced 104,107,109,111,113,118,
335
Amount 104,109,111,113-114,118,310
Amount for tax reporting 128
Amount, shortcut in dialog 102
Basic 102,105-106,108,301,308
Begins With 105
Boolean NOT 289
Campaign 105,109,111,113,118
Case-sensitivity 101
Category 104,325
City 104,109,111-112,118
Company 104-105,109,111-112,118
Constituent Type 329-330
Contains 105
Count/Total of Overdue 115,331
Criteria 101-102,104,109-110,112,118
Cross-module/Cross-table 310-319,
335-337
Current Members 328-329
Date 109-112,114,118,292
Date Created 335
Date, shortcut in dialog 110
Defaults 102
Does Not Contain 105
Duplicates, for 104,141,320-321
Empty Fields, searches on 106,337
Exact 105
Examples 101-107,110,114-115
First and Last Name 105
First Name 105
Fulfilled (Pledges) 113,330
Fund 105,109,111,113-114,118
Fuzzy 107-108
Giving Frequency 104,321-324
ID numbers 309
Input Window, behavior in 102,308
Keyword 104,325
Lapsed 104
Lapsed Donors 326,328
Lapsed Members 328-329
Last Name 104-105,109,111-112,118

Mdex.S 397

Searches (continued)
LYBUNT 326-327
LYBUNT, reverse 327
Member Status (Lapsed, Current, Renewed
X times) 328-329
Membership Class 104,111
Membership Status 111
Method 105
New donors 326-327
Next Payment Due date (Pledges) 113
No records found 102
Normal button-see Buttons, Normal
Null Values, searches on 106,337
Overdue 114-115
Overdue (Pledges) 84,113,115,330-331
Overdue, Sorting of 114-115
Payment Form 109,111,118,331,336
Phonetic 107-108
Pledge Amount 318
Pledge Balance 318
Pledge Frequency 335
Pledge Payment Amount 318
Postal Code 105
Query Editor 323,335-337
Recognition Products needed 109,111,113
Recognitions Needed 332-333
Relationships 104,329-330
Renewals Needed 112,333-334
Renewed Members 328-329
Report Editor 335,337
Saving searches 335
Scope of 101
Search in Selection-see Buttons, Search in
Selection
Solicitor 104,109,111,113,325
State 104-105,109,111-112,118
SYBUNT 326
Thank Yous needed 109,111,113,118,
332-333
Top “X” donors 291-293
Type 104,325
Volunteer 104,325
Wildcard 106,337
Zip Code-see Searches, Postal Code
Security 234-235
Access Privileges for 235
Passwords/Privileges button 270
Security On button 270
Selecting Records
Contiguous/Adjacent with shift key 55, 90,
302
Count, by 298
Discontiguous/Non-Adjacent with alt/
command key 55,90, 302
List Position, by 298
Printing, for 134
Searches, with 103
Session, definition of x
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Sets 303-305

Invalid and Limitations of 303-304

Loading 304-305

Naming 304

Saving 303-304

Set Operations/Set Theory 103,305
Simpletext software 343
Solicitor 76,80, 86,102,375

Reports for 206

Searches for 106,325
Sorting 4,290,292,294

Advanced/Multilevel button 293

Automated 4,260

Exports, in 346

Keyword List View 295

Labels, in 354

Multi-level 293-294

Overdue Pledges 114-115, 331

Postal Code 266

Ranking donors by gifts 177,291-293

Relationship List View 295

Reports, in 152-153

see also Searches

Sort Editor 293-294

Sort Payments 294

Top “X” donors 291-293

Zip Code-see Sorting, Postal Code
Stocks-see Fields, Payment Form
Suppressed (in exports) 57

T

Tabs 6,151

Access 234,237,239-241

Asterisk on 28

Calendar (Preferences) 265

Classification-see Classification pane

Date Filter 151

Donation Map (defaults for new
donations) 272

Donor Input Window, in 6

Export/Labels (Preferences) 265

Format 151

General (Preferences) 261-265

Gifts-see Gifts pane

Graph-see Graph pane

Include 151

Membership Map (defaults for new
memberships) 272

New Donor Records 60

New Donor Records (Preferences) 60

Notes-see Notes pane

Pledge Map (defaults for new pledges) 272

Relationships-see Relationships pane
Setup 268
Usage 243,274
Word Processor 383
Tax

Entry of deductible amounts 76,81,86,127,

272
Reports to donors 127-130

Templates-see Reports-Templates
Text
Converting reports to 365
Exporting 345
Importing 276
Notes, in 67
See also Buttons-Copy to Clipboard and
Menu Commands- Clipboard
Thank You Letters
See Gifts-Acknowledgement
Thank You Letters, for 119-125
To-do items-see Events
Tour 29
Tour of FUNDimensions (reference to
external resource) xi
Troubleshooting, Client-Server Edition
(reference to external document) xi
Type 375
Searches for 104,107,325

U

Undo 254
Updated User Manual, how to obtain xi
Updates
Check current version by email 30
User Manual, Conventions in ix
User-defined fields 9,97,278
Editing labels of 268
UserDefinedDate 9
Users 233,235,237,239-240
Changing access privileges 240
Changing name of 240
Deleting 239
List 240-241
Load 241
Logging on, procedure for 40
Name 40,235,238
New 237-238
Password 233-234,237-238
Save 241

\Y

Version number, finding out the 29
Version Upgrade Guides (reference to
external document) xi
View Gifts checkbox 236,271
Volunteer 375
Searches for 325

w

Windows 2-4
About FUNDimensions 29,43
Active Window 3
Addresses pane-see Addresses pane
Administration 243,267
Classification pane-see Classification pane
Closing 3
Column Sorting 4,9
Column Width Adjustments 4
Comparing two records side-by-side 3
Contact pane-see Contact pane
Donation Input Window 15,75
Donation List View 14
Donor Input Window 5-6,37,69,155
Donor Input Window, keyboard shortcut to
Contact pane 6
Donor List View 5,40, 155
Donor List View, alternative formats for 5,
264
Enlarging 8-12,27,83
Event Input Window 211
Floating 30
Formats for List Views 264-265
Formula Editor 294
Gift pane-see Gift pane
Graph pane-see Graph pane
Information Palette 3,30,32-33
Input Windows, Opening a second instance
of 289
Keyword List View 22,90
List (Choice) 50
List Views 264-265
Membership Input Window 17,111
Membership List View 16
Moving 3
Note Input Window 27, 66
Notes pane-see Notes pane
Pledge Input Window 2,19, 37
Pledge List View 18,112,115
Pledge Payment Input Window 21,118
Pledge Payment List View 20
Print Options dialog 151,340
Relationship List View 24
Relationship pane-see Relationships pane
Restoring Default Position, Size and Column
Width 4
Scrolling area in 37
Sort Editor 294
Title Bars in 3
Word Processor (built-in) 67,379
Templates 382-383
Word Processors (third-party) 129,
345-346

X

XML 178-179, 283

Z
Zip Code-see Postal Code
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