OUTLINE FOR GIFTS TRAINING

JULY 17TH, 10:00
No searches are case sensitive

REPORTS ARE ESSENTIALLY FORMATTED SEARCHES
You need criteria (what’s in the report) and a view (how you want it to appear)

Think, what fields will I need to get this information accurately?

What information do I want to print on the report; how much is needed?    

(Payee name or Org name? ID#? Contact name? Phone? Project title? Check #?)
How do I want it sorted?

By disposition date? Alpha by Org?  By size of grant?  By sector?  By fund?

FIRST, LET’S GET THE RIGHT INFORMATION INTO THE REPORT
KNOW WHAT YOU’RE LOOKING FOR!
Payments status types: H/S/P/R/V
10/20/30    12/31

Impact of meeting date not placed in field: if not used properly, as DJS works ahead the following meeting items will pull into the current selection; if wrong date used decs won’t get pulled in and SRs will not get awarded!

Simple Request & Org Searches
BY NAME
Can start search in Org or Req tab

When searching for Org name, automatically searches the fields of: Org Name, Legal Name, AKA, Sort As


UCLA
St. versus Saint (aka)   
ACTS

Institute for the Advancement of the American Legal System (Univ. of Denver)

Institute for the Transformation of Learning (Marquette)

Using: and & (usually spell out; may be in AKA or Sort As w/opposite of name
Try not to use hyphens (may or may not have been entered with -) i.e. Ko Thi
Don’t search for full names / consider to, of, for …

Institute of Religion vs. Institute on Religion     IRPL v. IRD

Use acronyms:


EPPC, AEI, NCPA, NBAR

Search: is, contains, starts with…

Is:  The University of Chicago vs. Contains…
Sylvan (for partial words)

BY ID #
BY CONTACT
Weinstein 3 addresses…

Mailing list

Get searches….

  Prize winners

  BF professors

Compound Searches
COMBINING CRITERIA TO SEARCH

Fields (3 types): text, numeric, code

Records, tab at top: i.e. Orgs, Names, Requests
Three designations: awarded, pending, declined
Use a combination of criteria for searches and reports
To do that, need to understand other grant programs so you don’t inadvertently pull information in your report that would make it inaccurate for what you were looking for.
Understand the coded fields and various Foundation programs:  i.e. GCs, GCC, DI, BPS

Searches + views = reports   OR   reports icon may be helpful to some

Other coded grant programs besides current Sectors (=Program Area)

Saved Searches….

Saved Views… column totals? PA Level 2? Sort?

Staff recs / Greek symbol can be modified to get a total by changing sort
Symphony, add State (WI) =
MISCELLANEOUS INFO
Icons:  Search, Zoom/Focus, New Record, Edit, Summary

All moves relate to most recent focus

Organizations, requests, contacts, payments / Dif of Focus: org to pay vs. request to payments

Scheduled terms:  scheduled, hold, paid

Payment notes page 2 request record

Contact different from Affiliations

“Most recent searches”
Options:  show last query, refresh data or selection, (i.e. staff decs to declined)

Merging letters, forms & working in Word

Activities:  To do = call, meeting??

“Line” vs. “binoculars” for changing contact or organization, or updating contact or org info

Alert

USING VIEWS
Select one, save as…

Change columns to the data you want in your report

Change sort to your requirements

Select or create a search, if you want it saved with the view

Print choices final opportunity to set up report

TEST ORG CREATED – PEND/DEC/AWARD

CODES TO DISCUSS
Declination reason/classifications
Giving program, type, status

Mailing list

Tax status

Ethnicity

Fund
Program Area & levels

Internal

Type of support
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