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The Big Picture

Using GiftWorks to manage your donor and donation information lets you take a big step toward
improving and standardizing your fundraising efforts. With GiftWorks, you can accurately track your
development efforts and their performance, you can keep track of donors and your contacts with them,
and you can see how their involvement with and support of your organization changes over time.

The insights you gain from tracking this information lets you create targeted appeals to engage
supporters and maximize the return on your fundraising investments. Using the built-in mailing and tasks
features, you'll easily see how and when you had contact with your donors—and you'll be able to
continue contacting them in the manner and with the message and timing they respond to best.

Before you get started with GiftWorks, whether you will be entering your information manually or
importing it from an existing system, read through this entire guide and make sure you understand the
different options for customizing GiftWorks and the many default field values. Doing so will make your
experience go more smoothly, and will allow you to get up and running with GiftWorks as quickly as
possible.

As you start using GiftWorks, it's important to take stock of what you have been doing to date in your
development office. You will want to build on the things that have been working well and improve the
things that have not. You will also want to spend some time before diving in with GiftWorks to make
some plans and set some basic standards about how you will enter information into and use GiftWorks.

GiftWorks provides many tools to help you store, access, and act upon information, but it is essential that
your organization enters and tracks information in a consistent manner. That way, the information you
rely on to track progress and make decisions is accurate.



Getting Started with GiftWorks
The first time you start GiftWorks, you can choose Try GiftWorks Free to use it as a free trial. If you've
already purchased GiftWorks, enter your software key.

The next step is to register GiftWorks. Registration is required for both trial and purchased installations.
Once you complete your registration, you will be taken to the Get Started screen. Click Start to get
started.

< > Help

GET STARTED e

1 GiftWorks will now walk you through
WELCOME! setting up and getting started with
Getting started takes just a moment! Click Start and we'l help you do the following: GiftWorks. Click Start to continue.
> Check for Updates

> Create or Select  Database to Work With
> Sign-in

Cnline | R Internet Updates

Mission Research periodically releases updates. The next screen (shown below) lets you click Check for
updates. It's a good idea to check for updates right after installation, as well as to leave the default
update setting, ensuring that GiftWorks automatically checks for updates each time you start it. That
way, you're sure to have the latest updates at all times.

GET STARTED

Mission Research periodically
CEECEEC e BRI releases Updates to GiftWorks. If
Free updates are sometimes available to help improve GiftWorks, and we recommend that your computer is connected to the
you keep GiftWorks up to date. Internet, you can see if there are
updates avaiable by dicking the
Check for Updates button.

If you are connected to the Internet, didk the button now. You can also check for updates
anytime by dicking Internet Updates at the very bottom of the screen. GiftWorks indicates if it is Online /
Offiin in the bottom left corner. If

Check for Updates... your computer is connected to the

Internet, but Giftiorks is offine,
you may have a firewall or other
security software thatis
preventing GiftWorks from
connecting to the Internet. Please
consult your security software
documentation to find out how to
allow Giftworks to access the
Internet.

GiftWorks automatically checks for
updates each time you startit. If  +
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Note that GiftWworks must be on an internet-connected computer to download and install updates.
GiftWorks must also have permission to access the internet from any firewall hardware or software that
your organization may be using.

If GiftWorks says that it is Offline in the bottom left of the window, you may need to change your
firewall settings to allow internet access. Check with your IT staff or firewall documentation for
information on how to do this.



On the next screen, you will choose which database you want to use with GiftWorks.
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GET STARTED

SELECT A DATABASE All of your organizaton's
information will be stored in &
GiftWorks allows you to save all of your fundraising-related information in one place, or you GiftWorks database (.CDS) file. If
can create multiple databases. you have an existing datebase that
you want to use now in GiftWorks,
cick Select an existing database
and ciick Next.

Vihich of the following would you like to do?

+ 0 ‘existing databa: If you want to create a new
penan sasna == ) database naw, select Create a new
Choose this option if your organization already has a donor database being used for database and dick Next. You can

Giftworks. In the next step you will be asked to locate that database. then choose where to save your

(" Create a new database file and what to callit. You wil also

be given the option of import
Choose this option I you want to start a new donor database to be used with data from an existing database or
GiftWorks.

ather application fe into
© Use the sample database Giftiorks.
Choose this option if you would ike to evaluate the features and functionaiity of
GiftWerks using sample data. IFyoud lie to get started with the
Giftworks Sample Database,
choose Use the sample database
and cick Next, The sample -
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When you use GiftWorks the first time, it's a good idea to start with the sample database. We have
provided this database, which includes donors, donations, mailings, SmartLists, tasks, and other data, so
you can see how GiftWorks works and what it looks like with your real information in it.

Take a few days or even a week or two to work with the sample database, and get used to GiftWorks.
Practice entering some of your own donors and donations, practice sending a mailing, running reports,
creating SmartLists, and creating tasks. To get started with the sample database, click Use the sample
database and then click Next. On the next screen, click Sign In to start up GiftWorks with the sample
information.

When you are done working with the sample database and are ready to import or enter your own real
data, be sure to switch to a new database so that the sample records are not included in with your real
data.



CREATING A NEW DATABASE

Once you familiarize yourself with GiftWorks by working with the sample database and are ready to get
started with your own real information, you'll want to create a new database. If you are running
GiftWorks for the first time, click Create a new database on the screen above.

To create a new database, click Change next to the name of your current database (Sample Database in
the image above), then click Create a new database.

Next, name your GiftWorks database. The name you give your database will be translated into a file
name by GiftWorks, and will be the name that appears at the top left corner of the GiftWorks window and
in other locations as you use GiftWorks. The default name is My Donor Data and the default location is
your My Documents directory. You can change either of those to suit your needs.
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GET STARTED

CREATE A NEW DATABASE To create a new database, enter the

name you want your new database to
Enter your fullname, then enter a name for your new database. Verify the database location have. This name is displayed at the top
and change it if you'd ke to create itin a different folder. of Giftiiorks and also on the sign-in
screen. Giftiarks will convertitinto a
flename, soit's okay to use a plain-

English filename.

GiftWorks wil store the database in

Database Name My Donor Data the location sted, If you want to save ||

the database file to another location,
Your GiftWarks database will b= stored in the lacation shawn below, Click the link below to ERiliE et ae

save your GiftWorks database somewhere else. new location.

C:\Users\steve. fafel\Documents\my -donor data.ads

When you are ready to continue, dick
Next.

GDS
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For the database name, you may just want to use your organization’s name, or perhaps some other
relevant and descriptive name.

If you want to save your database file to somewhere other than your My Documents directory, click the
file location, then browse to the location on your computer or network where you want to store the file.
If your organization has more than one GiftWorks user, you'll want to save the database file in a location
that all users can access (for example, a shared directory on your server).

When you finish entering your database name and file location, click Next.

Giftworks will now take you through the Setup Wizard. It lets you set all of your default information,
customize GiftWorks to meet your needs, and, optionally, import data from another file or application.

Click Next to continue through the wizard. To skip the wizard and sign in to your database, click Skip
All. You can enter the default values, customizations, and access the importer from the Settings section
of GiftWorks later, if desired.



NEW GIFTWORKS DATABASE

The Setup Wizard will wak you through
¥ Start GIFTWORKS SETUP WIZARD m:sﬁpsucrwgzaatvm:\w:v; ol

Entter Your ready for your organization to start

Organization Info entering and working with your
This wizard will help you easily customize GiftWorks to match your information.

Enter Contact Info needs so you can get started right away.

Enter Default Values

Click Next to get started with the

Click Next to continue, or dlick Skip Wizard to continue and T

Create start using
Password

If you want to skip the setup steps
Review Your Data now, diick Skip All. The setup options
N are avalable to you later from the
Finish Setup Settings section of GiftWorks.
Wizard

Settings Overview

< Back |[Next > || skin Wizard >>
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ENTERING YOUR ORGANIZATION INFORMATION
The first step of the Setup Wizard is entering information about your organization.

IMPORTANT NOTE

You can also access and change this information any time by clicking the
Settings button at the top of GiftWorks, then click Change your
organization info under the Additional Settings heading.

NEW GIFTWORKS DATABASE

Start ENTER YOUR ORGANIZATION INFO Enter information about your

organization. This information can
[ — be used in letters and other areas
Organization Info of Giftworks.

Enter your organization info below. This information can be used in
Enter Contact Info vour letters, labels, and other GiftWorks features. You can change
this information any time in Settings.

Organization Hame
The name of your organization.

Enter Default Values

Create Administrative
Password Organization Name: test ;ﬁmb';m - 5
& abbreviated name of your
Review Your Data  Aconym: I:l organization, if any.
s Setup T et
Fl'sh“?e'lu Federal EIN: T |
et B — E e
R number or other offidal identifier
for your organization.
Mission Statement: Website
The URL (web address) of your
EN— organization's website.
iscal Year Starting
Month/Day: lo J7fo ]
Mission Statement
Allow Zero-Dollar r The mission statement for your
P organization. -
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The information you enter for your organization here can be used in letters, receipts, labels, and other
places in GiftWorks. Entering the information here and inserting it into your letters ensures that it is
consistently presented in your communications with donors. None of the fields is required.

e Organization Name—The name of your organization.
Acronym—The abbreviation for your organization, if any.
Federal EIN—Your employer identification number, or other official identifier for your
organization.

o Website—The URL (web address) of your organization’s website.

e Mission Statement: The mission statement for your organization.

e Fiscal Year—The starting month and day of your organization’s fiscal year, if different than
the calendar year. This setting gives you the ability to create SmartLists and reports based on
your fiscal year in addition to the calendar year.



e Allow zero-dollar donations: This option controls whether a donation of zero dollars will be
able to be entered into Giftworks.

When you have finished entering your organization’s information, click Next.

ENTERING CONTACT DETAILS FOR YOUR ORGANIZATION

The next screen lets you enter the contact information for your organization. Again, entering the
information here and inserting it into your letters ensures that it is consistently presented in your
communications with donors.

IMPORTANT NOTE

You can also access and change this information any time by clicking the
Settings button at the top of GiftWorks, then click Change your
organization info under the Additional Settings heading.

0 0 0

NEW GIFTWORKS DATABASE

Start ENTER CONTACT DETAILS Enter contact information for your

organization.
Enter Your

Organization Info
= Enter your organization’s contact information below for later use in
Enter Contact Info Giftworks. This information can be changed in Settings at any time.

Enter Default Values

Password
City:

Review Your Data

State/Province: l:|
Finish Setup
Wizard Postal Code: ]

Country:

L
I
1

Email Address:
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Click Next to continue.



ENTERING DEFAULT VALUES FOR NEW DONORS AND DONATIONS

This screen is where you will enter default values or settings for new donors or donations entered into
GiftWorks. The settings you enter here will be applied to each donor or donation added to GiftWorks.
Note that unless otherwise noted the settings will not be applied to imported donors or donations.

IMPORTANT NOTE

You can also access and change this information any time by clicking the
Settings button at the top of GiftWorks, then click Change field
defaults under the Customize heading.

NEW GIFTWORKS DATABASE

Enter default values or settings for
each of these fields.

Start ENTER DEFAULT VALUES FOR GIFTWORKS FIELDS

Enter Your

Organization Info Donor fields
o Enter the information you are most likely to enter for each Donr or Donation Each of thess felds or settings wil

oy pevess Toaln e M e o e R
P EnterDefault Values e by antering “Shamokin® as the defauit value for ity and PA s the zgf’n;:::ff‘oi’rt:‘ﬁ“ﬁ fﬁg‘;d

Create Administrative  default value for State. donrs, or doners that are already

Passord o in your Gftiorks database, The
Review Your Data R FIELDS one exception to this is the Display
. - Name Format, which wibe applied
ish Phone Settings: Us-formatted phone number change e,

Wizard i

DOMNATION FIELDS

Payment Type: :l

MNumber of Pledge
Pomeres = ]
Payment Frequency: -

Acknowledgment: |

s

online | & Internet Updates

City: Phone Settings
Click the Change link to choose to
State/Province: - restrict Phone Number Formatting
‘ to US phone numbers or to allow
B REENES numbers to be entered in any
Country: - format. Note that this setting can
be changed on a per-number basis
Display Mame Format: | Last, First - when you are entering donors.

That way, if you have US
formatting set by default but need
to enter an international number,
you can change the setting for that
number.

You can also choose a default
country code for international
numbers and a default area code
for any phone numbers.

Donation Fields

Each of these fields or settings will
be used for each new donation you
enter, Note that these default
settings do NOT affect imported

need additional help

——




Default Values and Settings for Donor Fields

PHONE SETTINGS

You can have GiftWorks automatically format phone numbers as U.S. numbers with a style of (717) 555-
1212) as you enter them. Or you can have GiftWorks allow any format. If you will be entering primarily
international phone numbers, you should choose Allow phone numbers in any format.

Phone Number Settings §|

These settings only apply to new phone numbers entered into
GiftWorks,

Choose the method of formatting phone numbers

(» Restrict to U.5. phone numbers
This option restricts phone numbers to be entered in the format
"(717) 555-1212 x101', This option is only acceptable for .5,
phone numbers,

" Allow phone numbers in any format
This option does not put a restriction on numbers entered. This is
desirable when using international phone numbers,

Enter a default country code {optional):

Giftworks can enter a default area code for new phone numbers. Leave
this field blank to not use a default.

Enter a default area code (pptional):

I Ok || Cancel |

Choosing Allow phone numbers in any format also lets you choose a default country code.

At the bottom of the window, you can choose a default area code. For U.S.-formatted phone numbers,
this will be entered as the area code. For any-format numbers, it will be appended after the country code

(if any).

If you restrict phone numbers to U.S. format, you can still override (also known as “relax”) the restriction
per phone number when you enter or edit donor contact information. To do so, click the gray down
arrow on the right side of the Phone Number box when adding or editing a phone number. Then click
Relax U.S. phone mask (shown below). Then enter the current phone number in any format without
changing the overall phone format setting. You can also access the overall settings from the same
location.

Add Phone Number, P§|

MName: Type ar seleck a phone name

Fhone Number: |

Relax 1.5, phone mask,

Phone number settings...




CITY, STATE/PROVINCE, ZIP/POSTAL CODE, COUNTRY

If your donors have predominantly the same information for any of these fields, you can enter a default
value. These values will be applied to any addresses entered into GiftWorks (except those imported using
the import process).

DISPLAY NAME FORMAT

The options are Last, First and First Last. For donors whose names GiftWorks can split into first and
last names, GiftWorks will default the display name to the format you choose here. You can type over the
default value, or choose a different option from the list while entering the donor’s information. The
display name format will be applied to all donors you add to GiftWorks (including those that are
imported).

The display name is used throughout GiftWorks to identify donors, including in SmartLists and reports. To
make sorting work the way you want, you should decide on a default format for display names and stick
with it.

IMPORTANT NOTE
Typically, you'll get the best sorting results if you use Last, First as your
default format.



Default Values and Settings for Donation Fields

PAYMENT TYPE

If most of your donations come in as a certain payment type (for example, checks), you can choose that
type as the default for new donations. This will be applied to all gifts and pledge payments typed into
Giftworks (but not those imported using the import process).

CAMPAIGN/APPEAL/FUND

If your donations are primarily applied to a certain campaign, appeal, and/or fund, you can choose a
default value here. These values will be applied to any donations typed into GiftWorks (but not those
imported). You can change this setting periodically to reflect your current campaign and appeal. For
example, when you move from your 2008 Annual Campaign to your 2008 End-of-Year Campaign, you can
change the default setting to expedite data entry.

NUMBER OF PLEDGE PAYMENTS/PAYMENT FREQUENCY
If your pledges are typically annual pledges paid monthly (to use just one example), you can enter 12 as
the number of payments and once per month as the payment frequency. GiftWorks will use these values
when calculating the default payment schedule for new pledges.

When you have finished setting default values, click Next to continue.

CREATING AN ADMINISTRATIVE PASSWORD

If desired, you can create a password that is required to access to the Settings section of GiftWorks. This
prevents unauthorized access to administrative functions and settings (like database maintenance,
customizations, and accounting settings). Click Next to continue.

< ¥ Help

NEW GIFTWORKS DATABASE o | 1

Administrative Password

CREATE ADMINISTRATIVE PASSWORD The Settings section of GiftWorks

contains most of the administrative
Enter Your settings (ist values, database
T maintenance, etc.). To limit access to

N You can create passiword protection for your Giftorks this area of GiftWorks, dick Yes, and
Enter Contact Info Settings =0 only you can make changes to the Settings then dick Next, Users wil need to

area. Make your selection below. know this password to access, or make
Enter Default Values any changes to, the administrative
) (Create Administrative settings.
Password e Yes, I would like to create a password

Review Your Data " No,1donotneed a password at this time. Searity

Finish Setup Administrative Passward
Wizard
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ADDING YOUR DATA

The next few screens of the Setup Wizard take you through the process of importing donor and donation
information from another program or file. See the GiftWorks Import Guide for more information on
importing information into GiftWorks.

To skip importing data, click Skip at the bottom of the screen.



FINISHING THE SETUP WIZARD

The last step of the Setup Wizard gives you the option of backing up your new database before you
begin adding information to it. This will save all customizations and other information you have entered
for the database so you can revert to it later. To back up the database, click Back up database now.

o 6 &

NEW GIFTWORKS DATABASE

You are now finished setting up your
YOU ARE FINISHED now Ciftorke databage

To badk up your database and
:o:;;aﬁ:arse s rr::::i’ ;:tse quag::E bEE;‘:::Ed 3 preserve itin its new state before you
e recor [ Pt add any data, dick Back up database

database now. oW,

Back up database now When you're ready to get started, dick

Finish and then sign into your new
database.
Click Finish to go to the sign in screen.

o Ineed additional help

[
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When you are finished, click Finish. You are now ready to sign in to your new database and get started
with GiftWorks.



Creating GiftWorks Standards for Your Organization
Consistent data entry is extremely important for ensuring that you have accurate, uniform, easily
accessible and reliable information in GiftWorks.

GiftWorks provides tools to limit the entry of duplicates, to create default values and default formats for
many fields, and other features to help with consistency. It is still important, however, that you make
smart decisions about how some information will be entered, and that those decisions are written down
and shared with everyone who will be entering information into Giftworks. Doing so up front can save
you a lot of time cleaning up differently entered data on the eve of a big mailing.

DONOR PROFILES AND AFFILIATE DONORS
When adding a donor to GiftWorks, you have several choices to make that will affect how that donor
appears in GiftWorks, and how you can work with that donor for things like mailings and SmartLists.

The primary distinction between donors is the profile that is selected. The three options are donor with
no profile (referred to, simply, as donor), donor with household profile, and donor with organization
profile. Any type of donor (individual, couple, organization, or household) can be entered with any profile.
But using profiles consistently can make it easier to locate all of your households or organizations.

Each donor, regardless of profile, has the same fields for storing information. Choosing a profile changes
how the donor appears on the screen, and gives you some different profile-specific options (like Add a
household member for a donor with a household profile). You can also use the profile type as a criteria
when creating SmartLists, meaning you can also send mailings or create reports based on profile type.

Donors of any profile type can also be designated as “affiliate donors.” The affiliate designation simply
means that these donors will not show up in donor counts or in SmartLists, unless you explicitly include
them (using the Development Info/Donors/Affiliate Donors criteria).

The other difference is that affiliate donors cannot have donations added to their records. To add a
donation, you need to remove the affiliate designation. Typically, the affiliate designation is used for
donors whose information you want to track, but from whom you either do not expect to receive
donations directly attributable to them (as opposed to their household or organization), or you don't
expect to include them in your lists, donor counts, or communications. You can always choose to include
affiliates in such items, but by default they will not be included.

In general, the recommended (and intended) way to enter donors is as follows:

e Individuals—Most individual donors will be entered as donors with no profile. If the
individual is someone you do not expect to receive donations from, or someone you want to
contact only for specific purposes (for example, a member of the press), you can designate
them as an affiliate.

e Couples or Households—Most couples or households are donors who are really just a
single unit as far as your organization is concerned. You will solicit, receive donations from,
and acknowledge them as, for example, “John and Mary Smith.” Such donors should be
entered as donors with household profiles. If you want to track specific information about
one or more household members, you can use the Add Household Members link on the
Relationships tab when viewing the household donor. This lets you add household
members as affiliate donors with family relationships to the household.

¢ Organizations/Companies/Foundations—Most organizations or companies that you
enter will be entered as donors with organization profiles. If there is a person who is just
your contact for that organization, but with whom you don’t need to communicate in any
other capacity, you can enter their contact information right in the name fields in the
organization record. If you have multiple contacts for the organization from whom you don't
anticipate receiving donations, you can enter them as affiliate donors with work relationships
to the organization donor. If you have employees of the organization in GiftWorks as donors,
you can add work relationships between those donors and the organization.

Using the combination of profiles, affiliates, and relationships, you can enter donors in a variety of ways.
Making decisions up front about how you want to use these options, and then applying those rules



consistently when entering new donors, will give you the most consistent experience when searching for
donors, creating SmartLists or reports, and communicating with your donors.

Donor Name Information

GiftWorks has a number of name fields for each donor, including first name, middle name, last name,
display name, organization name, salutation, and addressee fields. Entering information consistently into
these fields ensures that you can find donors easily when searching or scanning a sorted list, and that
you can produce mailings with uniform results.

@ Giftworks - Sample Database

Fle  Help

O ©6 6 S & € @ M

Back Home: Donors | Do ists | Mailings Help

DONORS < > Help

EDIT A DONOR ‘Current Task | Table of Contents

i cld multipl Edit a Donor
pg:nc:ajmb;:agdeamaﬂ Edit or add information below, When you are finished, dick Save at the bottom of

Sddresses, then ndcate. | the Page to save your changes. If you cick Cancel, your changes wil not be saved.

which are the primary ones

50 you know how best to Household Donor 3

P e e JONES, TOM & MARLA Change Profile

Change any of the information for
this Donor on this screen., Click Save
to save your changes or cancel to
leave this screen without changing
the daner.

CONTACT INFORMATION
To change the donor's Profile, dick
| the Change Profile link at the top

right.

Display Name: | TSNP

Frefx  F Middl Suffx  Nickname

viddle _ Last 5u
Name: ‘ - uTom " ” Jones H - ” | 1f you change the Disolay Mame,
Mame, or Organization, GiftWorks

Organizatian: ‘ | will remind you ta make changes to
the Salutaton and Addressee fields
25 necessary.

Eama Informal

Salutation: Hr. and Mrs, Jones = | | Tom and Marla - To add or change a display picture
for this doner, dick the Select link

Addressee: Mr. and Mrs. Thomas Jones = | | Tom and Marla Jones - next to the Picture section.
Click the Add Group button to add a

Description: Picture: Select new group.
Click Save to save your changes, or
Cancel to leave without saving your

Website: Gender: Unknown = changes.

Marital Status: Unknown i

Donor Qverview

Addresses: Address Name Address | Mailing Address |

Address 1 45 3rd Street, San Francisco, CA 94103, ... &
BR © Ineed additional help

Save Cancel

_
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DISPLAY NAME

The Display Name field is what GiftWorks uses as the primary name to display for each donor
throughout GiftWorks. Display name is the only name field required for all donors. For organizations
(including companies, foundations, and agencies), you will typically use the organization name as the
display name.

For individuals, couples, families, and households, it likely makes the most sense to use the last name
first so you can easily find a donor when scanning a list sorted by display name (which is something you'll
do frequently when using GiftWorks). Below are some examples of donor names and the corresponding
display name options:

Donor Name Display Name (for optimal sorting) Alternate Display Name
John Smith Smith, John John Smith

John and Mary Smith Smith, John and Mary John and Mary Smith

The Smith Family Smith Family, The The Smith Family

The ACME Corporation ACME Corporation, The The ACME Corporation




DEFAULT DISPLAY NAME

In the Settings section of GiftWorks, there is an option to set a default format for the display name. The
options for this setting are Last, First and First Last. As you enter donors, GiftWorks uses this setting
to determine the display name. You can always change the display name if the default appears
incorrectly, or if you want to enter another value for some reason.

To modify the default display name format:

1. Click the Settings button at the top of GiftWorks.

2. Click Change field defaults under the Customize heading.

3. The eighth item is Display Name Format.

4. Choose the option you want to use. We recommend Last, First to optimize sorting.

The value you enter here will affect only donors entered or imported after you change the
setting, and will not change any donors already entered into GiftWorks.

NAME FIELDS

Each donor, regardless of profile, includes all name fields, including prefix, first, middle, last, suffix,
nickname, and organization). For an individual donor, you will typically use display hame, first and last,
and possibly the other fields besides organization.

For a couple, household or family, you will typically only use the display hame and not any of the other
name fields.

For an organization or company, you will typically use display name and organization. If you have a
contact name for the organization that you don't use for any other purpose (for example, someone you
don't anticipate receiving donations from and with whom you don’t need to communicate except in their
capacity as the organizational contact), you might enter their name information in the Name fields.

Salutation and Addressee Fields

GiftWorks includes these four fields for communicating with your donors. Generally, the salutation fields
appear after “Dear” at the beginning of a letter. The addressee fields are used for the first lines of
addresses on envelopes or labels. There are formal and informal options for each.

Using consistent rules for creating your entries for these fields is very important for ensuring consistent
results when creating mailings. As you enter donors, Giftworks makes a best guess for the value of each
of these fields. You can click the gray down arrow at the right side of each field to choose from the
available options, or you can type your own value for each.

If you edit any of the other name fields, Giftworks will put a reminder on the screen to check if the
Salutation and Addressee fields need to be updated as well. To keep your data in sync, make sure
that you update them as necessary.

Recommended entries for each is as follows:

FORMAL SALUTATION

Individual donor—Mr. Smith

Couple—Mr. and Mrs. Smith, or Mr. Smith and Ms. Johnson
Family/Household—Smiths, or Smith Family

Organization—Friends, or ACME Corporation, or Mr. Smith (if you have a contact name)

INFORMAL SALUTATION

¢ Individual donor—John, or Squiggy (if you are very close to the donor and are comfortable
with your organization addressing him that way)

e Couple—John and Mary, or Mr. and Mrs. Smith (if you are not familiar enough with the donors
to use first names)

e Family/Household—John, Mary, and Joe, or Smiths, or Smith Family

e Organization—Friends, or ACME Corporation, or Mr. Smith, or John (if you have a contact
name)



FORMAL ADDRESSEE
¢ Individual donor—Mr. John Smith
e Couple—Mr. and Mrs. Smith, or Mr. Smith and Ms. Johnson
e Family/Household—The Smith Family, or The Smiths
e Organization—ACME Corporation, or Mr. John Smith, or ACME Corporation (if you have a
contact name)

INFORMAL ADDRESSEE
¢ Individual donor—John Smith
e Couple—John and Mary Smith, or John Smith and Sue Johnson
e Family/Household—The Smiths, or John, Mary and Joe Smith
e Organization—ACME Corporation, or John Smith, or ACME Corporation (if you have a contact
name)

Donor Contact Information

ADDRESSES

It's best to decide up front what standards you will follow for entering addresses into GiftWorks, including
whether and how to abbreviate street names, how to enter apartment, suite, or floor information, and
whether to use ZIP+4 information where available. See the United States Postal Service’s Mailing and
Shipping Guidelines at http://www.usps.com/all/mailingandshippingguidelines/welcome.htm to ensure
that your letters are properly addressed and will get where you want them to go.

ADDRESS NAME AND MAILING ADDRESS

Each address you enter into GiftWorks has an address name associated with it (for example, Home
Address or Work Address). Set guidelines for how you want to use this field so you have consistently
named addresses. One of the donor’s addresses must be marked as the mailing address. Be sure this is
consistently applied and is modified if a donor gives you a new or alternate address.

PRIMARY PHONE OR EMAIL ADDRESS

Each phone number or email address that you enter into GiftWorks has a phone or email hame
associated with it (for example, Home Phone or Work Email). Set guidelines for how you want to use
these fields so you have consistency. One of the phone numbers and one of the email addresses must be
marked as primary. Be sure this is consistently applied and is modified if the donor gives you a new or
alternate number or email.

CONTACT PREFERENCES

For donors, you can choose preferences for how they would (or would not) like to be contacted. If you
consistently apply these values and keep them up to date with the donors’ preferences, it will allow you
to avoid contacting donors in ways they have asked you not to.


http://www.usps.com/all/mailingandshippingguidelines/welcome.htm

Additional Donor Information

DONOR CATEGORY

The Category field lets you classify your donors more specifically than just by profile type or whether they
are an affiliate. You can use Category to separate different kinds of organizations. That way, if you want
to send a mailing to all of the foundations in GiftWorks, you can easily do so. Be sure this field is
consistently applied. Customize the list of categories with your initial values in the Settings area, and be
sure to keep the list updated as you diversify your donor base.

DONOR SOURCE

The Source field should be used to track how donors came to know about your organization. Examples
include a community festival, a list swap with another organization, and mailing to purchased list. By
tracking the source of new donors, you can see what outreach or marketing campaigns are the most
effective in recruiting new constituents.

Decide ahead of time what the initial values for Source are, and update them in the Settings area. Then
be sure you keep the list of sources up to date as you have new outreach or recruitment campaigns.

DONOR STATUS

Consistently using the Status field to track donors as their relationship to your organization changes over
time lets you easily target communications to them. It also let you or report on donors based on where
they are in their affiliation with your organization. Customize the list of statuses with your initial values in
the Settings area, then be sure to keep the list up to date if you have new values to track.

It is important to consistently mark donors who pass away as deceased so that you can keep their giving
history but avoid sending them future communications.

MEMBER SINCE/RENEWAL DATE
These membership-related fields let you track how long a donor has been a member of your organization
and when they most recently renewed (or, optionally, when they are due to renew again).

If it is important to your organization to report on or recognize members based on years of membership,
or to send membership renewal reminders, then it is important to keep these fields updated. You can
then use them to create SmartLists, mailings, and reports.

ASSIGNED TO

The Assigned To field lets you track the person in your organization primarily responsible for contacting,
soliciting, or maintaining the relationship with each donor. Users of GiftWorks automatically appear in the
Assigned To list, and others (for example, Board members) can be added as necessary. If you
consistently apply this field, it is easy to view, track, and provide a list of the donors assigned to each
assignee.

Donor Groups

Groups are one of the most powerful features of GiftWorks. Each donor can be in multiple groups, so you
can use groups for a variety of purposes, and can easily use the group information as the basis for
SmartLists, mailings, and reports.

Be sure you enter all of the groups you need in the Settings area, and keep the list updated as needed.
Also, ensure that groups are consistently applied to new or modified donors. You should also use
consistent naming conventions, such as Golf OQuting Sponsor 2007 and Golf Outing Sponsor 2008 so that
it is easy to sort, locate, and compare groups.



Donor Custom Fields
GiftWorks lets you create up to 12 custom fields for donor records. Before you start using GiftWorks, look

at all of the fields available for donors, and decide if there is additional information that you need to
track. Create custom fields accordingly, and be sure that you consistently add information to those fields

as you add new donors.



Donation Information

In addition to having standards for entering and tracking donor information, you should set standards for
entering and tracking donation information. By recording consistent data for all donations, you will
optimize your ability to target your fundraising efforts and maximize your returns.

CAMPAIGNS, FUNDS, AND APPEALS

You should always, at a minimum, be sure to record campaigns, funds, and appeals for each donation.
See the GiftWorks 2008 Campaign Management Guide for specific information on using campaigns,
funds, and appeals when recording your donations.

SOLICITOR

For each donation that is the result of solicitation efforts by a specific person, make sure you record their
name as the solicitor. This allows you to track the effectiveness of various people in bringing in donations
to your organization. You can also use this information when deciding who should work with a donor that
has the potential to give a large donation.

You can customize the list of Gift Solicitors by clicking the Settings button at the top of GiftWorks, then
clicking Change field values under the Customize heading. Click Gift Solicitors, then click Change
Field.

DONATION CUSTOM FIELDS

GiftWorks lets you create up to 12 custom fields for donation records. Before you start using GiftWorks,
look at all of the fields available for donations and decide if there is additional information you need to

track. Create custom fields accordingly, and be sure you consistently add information to those fields as
you add new donations.

Customizing GiftWorks

Many of the fields in donor and donation records are customizable. You can modify or delete the values
that are included with GiftWorks, and you can add your own values to make GiftWorks work the way your
organization works.

To customize these fields, click the Settings button at the top of GiftWorks, then click the Customize
header. The first option on the next screen is Change GiftWorks Fields. Each of the modifiable fields is
listed on the next screen. Before you get started with GiftWorks, it is a good idea to go through each of
these fields and decide to keep or edit the values are included with GiftWorks, and to add any new values
you need.

Be sure you use values that will make sense to other people that view your reports and use GiftWorks.
Annual Appeal Letter 2008 is easier to understand than ANLAPLLTROS8. For items that recur, like your
annual campaign, use consistent names and append the year to the name. For example, Annual
Campaign 2007 and Annual Campaign 2008.

Values in many of the customizable lists can be hidden. If you hide a value, that prevents it from
appearing as an option when new donors or donations are being added, but it will keep all of the
historical data.

As an example, sometime in the first half of 2008 you will probably close out the Annual Campaign 2007.
You don’t want to delete that value from the list of campaigns, because you want to maintain all of the
campaign information for the donations you received to that campaign. You will not, however, need to
add any donations to that campaign in the future. By hiding the campaign name, you hide it from the list
when adding new donations (letting you maintain a slimmer, more practical list). But you can still see the
historical data and use it to create SmartLists, mailings, and reports.



Conclusion

GiftWworks has many features designed to make it easy for you to accurately enter and reliably track the
wealth of information you already have and that you'll continue to gather over time. There are prefilled
values for many of the lists throughout GiftWorks, but it's important that you consider how you will use
these lists and what the values are that will provide the best categorization of information for your
organization.

Spending some time up front to think about this will save you time in the long run and make for a
consistent, reliable experience when searching for information and creating SmartLists, mailings, and
reports. As you use GiftWorks, it will be important to periodically maintain the lists, hiding obsolete values
and adding new ones. GiftWorks will grow and change with your organization, and can help you optimize
your fundraising efforts.



