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Finance staff:

The finance staff performs basic searches for financial transactions and grantee contact information.  Except for the Accountant, they do not update any fields.  Their most important function with Gifts is exporting payment information to Great Plains to prepare the grant checks, and then importing the transaction information back into Gifts to complete and update payment records.  This also includes preparing an ad-hoc report from the payments screen.  The Grants Administrator runs the financial reports to prepare the monthly grant reconciliation.  
Program staff:
The Program Assistant is the heavy user in this department.  She logs proposals, which means she enters new organizations, new requests and new contacts and is able to update any of those items.  She prepares grant histories (an ad-hoc report) for each request recommended on the agendas, merges correspondence, verifies payments scheduled and requirements due for grantees, runs reports for the program staff and balances Gifts numbers with the budget worksheet and each program officer’s recommendations and awards.  After a board meeting, she runs the declination process and produces the letters of declination for the requests turned down.

The Librarian uses it the least, but does some searching for grants while preparing files to be archived to PaperVision.  If any papers are questionable, he searches to verify the grant ID number has been properly identified.  The other search he uses identifies books and magazines supported by grants the Foundation made.  

Program Officers are limited users.  They perform searches to find whatever they are looking for in the contacts, requests and organizations tabs.  They locate their pending requests and prepare their own write-ups for the committee and board meetings, but do not update any fields.  They frequently search for grants or requests to answer grantee questions, such as payments scheduled and requirements needed to release payment.  When considering a current request, they search organizations and requests tabs for previous grants awarded.  They look to Gifts for contact information, but do not update these records.
There is much more they could use Gifts for.  They could note meetings scheduled and what was discussed and with whom.  They could ask the prospective grantee for a particular piece of information and use the system to follow up or track the response.  There are reports that might be useful to them, but there is only one person who knows how and does run them.

Administrative staff:
The Clerical Assistant is a heavy user.  Because she prepares the preliminary, positive and negative inquiries, and the thanks-for-your-report letters, she creates and updates organizations, requests and contacts, merges correspondence and envelopes, and records completed grant requirements.  She has a very good understanding of how the records are interconnected.  She performs searches to identify reports and other correspondence received.
The Office Assistant has basic knowledge of Gifts and not much experience using it.  She may search by ID number on correspondence to verify an organization’s name in order to file it.
The Donor Relations Assistant performs basic searches for contacts and grants, prepares some write-ups, but does not create records or update fields in the system, or run reports.
The Grants Administrator uses Gifts the most and understands all aspects of the database and administrator module.  She runs reports (both standard and ad-hoc).  She enters, changes and adds codes in all fields in all records; performs financial transactions; updates tax information; adds scanned documents; creates and adjusts views and saved searches; exports information to Excel (which has become more important as we work with our e-Tapestry constituency database and mail lists).  Within the administrator module, she creates and edits merge templates; adds codes and requirements; combines and deletes duplicate entries; sets up new users and creates permissions and groups. 
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