REPORTS ARE ESSENTIALLY FORMATTED SEARCHES
MISCELLANEOUS INFO
1) Icons at top: Search, Zoom/Focus, New Record, Edit, Summary

2) All moves then relate to most recent focus 

a) Focus Org and move to payments, versus focus requests move to payments

3) Look at Summary and show changes that can be made in the chart (recs)

4) Most recent searches feature

5) Please place payment notes on page 2 of request record

6) Contacts differ from Affiliations (example: Weinstein)
7) Options at top tool bar

8) Show last query

9) Refresh data or selection -- Good for selecting SD and Declining them but keeping same requests on screen

YOU CAN ONLY GET OUT OF A DATABASE WHAT’S BEEN PUT IN!

ASK YOURSELF

1) WHAT INFORMATION AM I LOOKING FOR, I.E. WHAT’S MY SEARCH CRITERIA?

a. What fields will I need to get this information accurately?

2) HOW DO I WANT TO PRESENT IT, I.E. HOW DO I WANT IT TO LOOK?

a. What information should be presented on the printed report?

i. Payee name or Organization name?

ii. ID #?

iii. Contact name, phone, address

iv. Project title

v. Check #, date?

b. How do I want it sorted?

i. Disposition date?

ii. Alphabetical by Organization name?

iii. By size of grant?

iv. By sector?

v. By fund?

NOW, TO FIND THE RIGHT CRITERIA, YOU NEED TO UNDERSTAND WHAT THE FIELDS REPRESENT:

1) Each of the tabs across the screen contain records.
2) Records are comprised of fields.

3) There are three types of fields:  Text, Numeric, Coded
4) Available fields change according to:

a. Available selection criteria changes according to which record/tab you are in (Payments, Requirements, Contacts, Requests)
b. Disposition of request  (Pending, Declined, Awarded)
5) Paid date will find all transactions, including refunds, unless you chose a status code

a. Example:  Paid date is last month

b. Check Greek symbol

c. Now, look at list to see refunds

d. The total presented by using the Greek symbol won’t match the amount of checks written because our list includes refunds (you need to know how used)

6) We need to understand other factors pertaining to the Foundation’s overall grantmaking in order to come up with the correct information.

a. Grant date is the date the Board of Directors authorized the grant – simple.
b. Unless it was awarded as a grant commitment, which has the date authorized but contains the full amount of the grant that will be activated over several years, i.e. Encounter  -- sometimes you will need to manually bring in the grant amount, or remove it if not yet activated, i.e. would be awarded next year.

c. You may inadvertently include GCC, BF or BP Selector grants if you don’t use the Fund = Regular code; you would wonder why your database report doesn’t agree with your list of awards for a specific time-frame.

7) Other factors that could affect the accuracy of your report:

a. Example:  Select Pending Staff Review
b. Missing or inaccurate codes, i.e. meeting date:

i. If you don’t include it, you may pull in items from a future agenda (DJS works ahead)
ii. If you include it in the search, but it wasn’t entered, or entered correctly, it won’t get pulled in.

c. Understanding how Bradley Foundation uses the codes: (Focus on grant, move to payments)
i. Now look at criteria available

ii. Definition of payment status codes

1. Hold

2. Scheduled

3. Paid

4. Refund
5. Void

iii. What scheduled dates represent: 10/20/30 & 12/31

iv. Program Area = Sectors (with levels)
v. Fund

1. Regular = Sector components!!!
2. GCC (directed giving of staff & directors)

3. Bradley Prizes

4. Bradley Fellows

5. Donor Intent

6. Grant Commitment
vi. Type of support

vii. Geographical area

viii. Ethnicity
ix. Giving program, type, status (back to page 1)

x. Declination reasons/classifications (DL sends OM during month/date of your search; it will pull in unless you search for Turned Down only)

BASIC SEARCHES
1) Looking for Requests or Organizations
a. Searches not case sensitive

b. Can start search for requests in Organization or Request tab

c. When searching for organization name, system searches the fields of:

i. Organization name

ii. Legal name

iii. AKA
iv. Sort As name

d. Examples:

i. UCLA (org versus legal) & Alert feature and how to use

ii. Institute for the Transformation of Learning (MU)
iii. St. Francis Children’s Center versus Saint (aka)

iv. University of Chicago (sort as) search using IS,  change to contains
e. Using “&” versus “and” in your searches; using hyphens

i. Ko-Thi (if not found, thy the other way before entering new org)
f. Don’t search for full names, particularly containing prepositions

i. To, of, for

ii. (IRPL v. IRD) Institute of Religion vs. Institute on Religion – which is it?

g. Use acronyms: 
i. EPPC (contains or is works fine)

ii. AEI (is works, but contains—look at bottom entry) show why

iii. NAS (is, finds 27 entries; contains finds 110 entries!) show why

iv. Always scroll down to be sure you found what you’re looking for
h. Pay attention to search menu; is it using:

i. Is

ii. Contains

iii. Begins with 

i. May search for partial words (Michigan State U)
j. If ID # is known, best to search for that
k. Create Mailing lists = BF

2) Looking for Contacts

a. Start in contacts tab

i. Search name:  Weinstein (3 addresses)-(affiliation designated at request level)

ii. Search mailing list

iii. Get searches…. Prize winners; BP professors

COMPOUND SEARCHES

START IN ORG
1) Are adding multiple pieces of criteria

a. Try Name contains Symphony plus State is Wisconsin

b. Try Paid date is last month and status is not paid

USING “GET SEARCHES” AND VIEWS
1) Creating and Using “get searches” 
a. Any search can be saved: right click, choose save search

b. Examine criteria of Grant History

c. Notice it automatically changes the “view”
2) Starting from Views – MAY SELECT DIFFERENT SEARCHES, OR CREATE NEW ONE
a. Look at:
i. last year capital grants, this year, pending

ii. Grant history

iii. Staff Recs – let’s look at settings on our report
1. Look at sorts

2. Look at columns

a. First column of PA1 needs to be there in order to sort on it, but it doesn’t show up on the screen because it’s hidden

b. Sort levels

c. Rearrange columns

d. Combine columns

e. Column headings

f. Formatting

3. Go to print command

a. Edit titles

b. Preview

c. Change columns, sorts, etc.

iv. Staff Decs…
v. Save and update commands

3) Creating a new view

a. Start from existing and save as

b. Adjust columns etc. as needed

c. Adjust sort order and levels

d. Want columns to total or not; want $ used or comma or decimal point?

4) Not all Views are connected to Searches & not all Searches are connected to Views

5) When done, set view back to A Reg by selecting it from views and choosing “apply view”
REPORT ICON SECTION
1) Look at tabs as to where to start

2) Look at list in requests & financial, explain

3) How to select and send to favorites

4) Select Grants List Portait

a) Choose Fund = Donor Intent; awarded = last year; add title 2006….. print

