GIFTS’ RECORDS AND FIELDS
June 9, 2011
SEARCHES AND VIEWS
When you need to look up information, you will perform a search using the binoculars icon (or by right-clicking your mouse for a menu and choosing find). 
1. The search criteria available to you will differ according to which tab you are in.  For example, the criteria “paid amount” is not available in organizations or contacts, but is available in “payments” and “requests.” 
2. When the search screen opens, click on the type of criteria you wish to search for; then enter your specific criteria.  
3. When searching for an organization, the system automatically looks in all name fields of the organization record:  Name, Legal Name, AKA, Sort As.
4. You will get different results by selecting criteria “is” versus “contains” on the screen.
A.
For example, if you wanted to look up the University of Chicago and you select the
criteria “Name is” (which means exactly) but did not include “The” in your search criteria, “not found” is what the system will tell you.  Because this organization was entered into Gifts as “The University of Chicago” and you requested an exact match.  However, if you had chosen “Name contains,” you would find the organization.

B. Searching in the organization’s tab for names containing Stanford results in five names; searching names containing Stanford University results in four names; searching for is Stanford University results in two (the University plus the University’s Law School).  
5. The system will find only consecutive words, and those little prepositions can be tricky because you don’t know how someone else might have entered the name into Gifts.  Is the organization Institute of, Institute on, or Institute for Educational Advancement?   It will make a difference in the results of your search.  Using less criteria is sometimes more helpful.  Search for “Educational Advancement.”
6. Acronyms are also useful; common ones should be entered into the aka field in order to be used.  Try searching for IEA or EPPC.

7. Be careful also of names using & or and; try one, then the other.  The same is true when searching for a name containing St. or Saint.  Hopefully, the name was entered both ways in the organization’s record (either the a/k/a or sort name field should contain the other version of the name) so you can find it either way.  
8. The system will also locate organizations if you search for partial words by entering consecutive letters in a word.  If you are looking for “Sylvan Learning Systems” and search for “name contains Sylvan, organizations containing “Pennsylvania” will appear, but so will “Sylvan Learning Systems.”  If you had searched for Pennsylvania, your search results would not include Sylvan Learning Systems.  
9. If you know the last word in an organization’s name, you could also select the criteria “ends with” and then look through the results on your screen.
10. Some frequently used searches have been saved so you would not need to enter all of the search criteria each time you wanted that specific information.  To use this feature:
A.
Right mouse click and select “Get Search” from the menu.
B.
Scroll down and click on the search you need.

C.
Choose “Run Search” at the top of the menu.

D.
Results appear on your screen.

E.
You may also edit the criteria of a saved search by selecting “edit” from the search menu.
11. If you want to save a new search, prepare and run the search as usual.  When results are on the screen, right click and choose “Save Search” from the menu.
12. Sometimes certain views are saved with the search; sometimes the search is saved with the view.  Edit the “Saved Search” or the “View” is you want to use only that search and view together.  You can also select the search and then the view for the same results.

13. To select a “saved view” go to the top menu and select “View.”  Scroll down and highlight (click once) on the view you want to run.  You will notice the parameters of the search are listed in the lower portion of the view menu. Then select “Apply View.”  
14. To create a view, start with whatever view is on your screen and modify it.

A.
Right mouse click and choose “Columns.”  This screen will allow you to select the columns you want to view, place them in a specific order, title each, specify fonts, spacing and other layout details.

B.
Next, right mouse click again and choose “Show Sorts.”  This screen will allow you to sort by several levels.  Choose by category, then by column.
C.
To save the newly created view, right click and choose “Save Current View.”  The next screen will ask you to provide a name and describe the use of the view; then save.  

15. If you want to save a change to the currently run view on your screen, change the columns and sorts; then select “Update Current View.”
If other people also use the view, you could save it as a new search and mark it private so others cannot use it.

ABOUT FIELDS

1. Each of the eight tabs across the screen contains a set of information referred to as a record:
A. Organizations – contains details relevant to the entire organization
B. Requests – contains details relevant only to the one particular request
C. Affiliations – indicates the relationship between a person and the request or organization
D. Contacts – contain details about the people involved
E. Activities – records actions taken relating to the request or organization
F. Payments – contain details relating to a payment
G. Requirements – holds list of items required for the request
H. Documents – stores correspondence relating to the record
2. Records are comprised of fields, of which there are three types:
A.
Text – you can write anything you want

B.
Numeric – dates, grant amounts, payments, etc.

C.
Coded – limited to terms selected from a drop-down menu, which facilitates sorting, 

searching and reporting
3. Each record has some fields in common with other records, but each record also has its own individual fields determined by what kind of record it is, and somewhat by the disposition of the request.  There are only three dispositions:
A.
Each Pending – still under consideration; no decision made

B.
Awarded – the request was awarded and is now considered a grant
C.
Declined – the request was turned down and is now considered a declination

4. Icons at the left edge of the screen just above the tabs are those you will use most often:
A.
Binoculars – is the find or search icon

B.
Magnifying glass – is used to focus (take a closer look at) one of the records

C.
White rectangle (looks like piece of paper) – used to create a new record

D.
White Arrow opening a file folder – will open the record that is highlighted on the screen 

(instead of double-clicking on the record)
E.
Green symbol (looks like an M on its side) – will show totals of information currently 

displayed on your screen

5. Each record is complete with its own information, but its contents are also linked to other records.  A record has many relationships.  
6. For example, when you focus (the magnifying glass icon) on a name in the organization tab and then click on another tab, you would see all information under the heading of that tab (requests, affiliations, contacts, activities, payments, requirements, documents) that relates only to that organization.
A. Say you clicked on the requests tab.  You would see a list of requests that came from the organization you had focused on.
B. If you had clicked on the payments tab instead, you would see all payments that relate to the entire organization.

C. However, if you had focused on one of the requests listed for the organization and then clicked on the payments tab, you would see information relating only to that one particular request of the organization – not the entire organization’s payments that we saw previously.
D. Perhaps you want to see what correspondence was sent with the last payment.  Focus on the applicable payment and move to the documents tab; most likely there will be a check transmittal letter listed; if there is a file name in the file name column you could double click to open the correspondence and read, edit, print etc.
E. You can begin a search in any tab.  If you receive a receipt for payment that mentions the  check number, but not the request ID number, begin your search in the payments tab, selecting check number = (#).  That payment record will appear on the screen and you can focus on it and move to the requests tab.  Once in the requests tab you would focus again and move to the requirements tab to create a new “receipt” entry for that grant.  Requirements relate to the request, not the payment, which is why we needed to move to the request tab and focus before moving to the requirements tab.
F. If you have correspondence from someone not using letterhead, or someone on the phone giving you their name, you may need to begin your search in the contacts tab.  Use “contact last name” as search criteria and enter the last name accordingly.  When the list of all contacts with that last name appears, locate the contact with the correct first name and click on it once to highlight and then focus.  Move to the requests tab to see what grant he relates to, or perhaps move to the organizations tab to see what grantee he is affiliated with. 
G. On any record concerning dollar amounts, there is a Greek symbol to click on at the top left of the screen.  Click on that symbol to get the total of the items displayed on your screen at that time.
H. Hopefully, you will have an opportunity to play around with this to see how the records are inter-related, yet separate.
I. Instead of focusing and moving to another tab to locate information, you can also double click to open any record.  You will see the same tabs you just saw displayed on the full screen, inside the record.  The tabs within the record pertain only to that record.

EXPLANATION OF REQUEST TAB FIELDS
The right side of the first and second page tabs look different in each of the dispositions.
Page 1 Tab


Type = Bradley Grant (Unless Donor Intent or Bradley Prizes; see xxx)


Status for Pending = Prelim, Pending Staff Review, Staff-Dec, Staff-Rec


Status for Granted = Active Grant


Status for Declined = O.M., Turned Down, Withdrawn, Sand


Staff for Prelims and Pending Review = Name of person who entered the request 

Staff for Staff Dec and Staff Rec = Person responsible for review and write-up


Request date = date logged


Requested amount = amount requested in the proposal

Recommend = amount staff is recommending to the Board


Reference # = requestor’s reference or tracking information OR
BF will contain name of Professor; 

GCC will contain name of Staff/Board

Meeting date = entered when it is determined the request will be Recd or Decd
Page 2 Tab


Project Description-Long = place for notes, i.e.: Grant period,  timing of payment needs

Coding Tab


Program Area = Sectors as indicated on proposal when logged; change as needed

Fund = Regular (Board-awarded grants)


Grant Commitment (for Commitments; will be changed to Regular later)

General Contributions Cmte. (for director and staff Directed Giving grants)



Donor Intent (for Donor Intent grants)



BF Unassigned (holds the unassigned Fellowship funds)



YEAR Bradley Fellows (for Bradley Fellowship grants awarded)



Bradley Prize (for Bradley Prize write-ups and the annual initiative grant)



BP Selector Grant (for grants recommended by a BPS Committee member)

Type = Select as appropriate


Geographical = Select as appropriate


Internal = Regular (usually; other codes as determined)


Org Type = Select as appropriate

Conflict = Affiliated Directors (Defaults from organization code)
Affiliations Tab

Primary contact from first page automatically populates

New Affiliation:  Enter additional persons affiliated with request

Select New Affiliation


Click on binoculars


Search to find person and select if found


If not found, enter new contact as usual

You must select a code from the “Role” pull down menu



On right side of screen, select which address should be used with this request

Edit affiliation:

Allows you to change the Role of the contact

Edit contact:

Allows you to change any information contained in the


contact record, such as address, email, phone, etc.

Payments Tab

New:
Allows you to enter a new payment or refund (system 


will ask you which you want to enter)
Edit:
Will open the highlighted payment so you can make changes


or, you can double click on the highlighted payment
New Req’mt:
Will apply to whatever payment you have selected; currently not in use.
Note at a glance summary on the right side of screen; payments should equal grant amount
Requirements Tab

New:
To enter a requirement, select the requirement from pull-down menu “Type”
Edit:
Double click to open, make changes to existing requirement – such as: staff,


progress made toward fulfilling requirement in notes, etc. 

Mark as Done:
  To indicate requirement has been fulfilled, highlight the completed requirement, click on “mark as done” or double-click to open and indicate same
ORGANIZATION TAB
Organization Tab
Name: 

Address:  Spell everything out; no abbreviations

Phones:  Enter with dashes between numbers instead of parenthesis
Email: 

Web address: 

Primary Contact:  Type in last name; tab; list of all of those last names will appear; if correct contact is found, select; if not found, escape and complete the new contact screen (see Contact Codes fields and Contacts Update file)
Note:  If changing the primary contact:  choose Action, Clear Contact, 
Then proceed with new entry as above
Tax Status

Legal Name defaults from organization name used on the first tab; may be edited, for example, to include “Foundation” after a university’s name.  These tax status fields will be completed only if a grant is awarded, and will continue to be updated as additional grants are awarded or if tax status changes.  Be sure the “charitable organization” box at bottom left of the screen is checked.

Tax ID = Organization’s Employer Identification Number (EIN #); Important, will simplify Charity Check process
Registration Date = Date of most recent IRS determination letter we have on file

Financial report = Not required; noted only if sent in with proposal that was awarded

Cumulative Index = Currently not in use; previously recorded the year of the Index Book and page number that the organization was listed on in the Cumulative Index

Last verified by = Staff that verified tax status

Last verified on = Date of last tax status verification

Next verification on = Date one year from last tax status verification

Tax Status:  Click on the tax status line and select accordingly from the pull-down menu; the first line should be 501(c)(3), the second their 509(a) type, the third any type within the 509(a); the date for each can be the original determination date or most recent we have on file.
Background
Notes on the organization, perhaps address changed from…

a.k.a. = also known as = any other name the organization may be known as; i.e. if organization name is St. Andrews, the aka name should be Saint Andrews, so the organization can be found either way someone searches for it

Sort as name (system always places it in caps); will default from the organization name used on the first tab, but should be adjusted as in the example above (St. should be spelled out Saint) for proper sorting.

The United Way box should never be selected.  
For a newly awarded organization, a sensible combination of letters should be entered in the Vendor field; if not, the Finance department will populate this field when checks are processed.
Annual budget, not in use.

Wire Transfer Tab 
Not it use
Coding Tab
These organization codes will populate into a new request of the organization as it is being created.  In all cases, a pull-down menu is available to select the codes from.  Not important that this be completed at time of entry.

Program Area = Program Sectors; since a new request could pertain to any Program Area, it is frequently left blank

Fund = Regular (generally, for Board-awarded grants); other codes are available 
Type = Select as appropriate

Geographical = Select as appropriate

Internal = Regular (unless EAR is required)

Org Type = Select as appropriate

Conflict = Director affiliations noted here

CONTACTS TAB
PAYMENTS TAB
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