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Searching Jenzabar
Quick Name Search
Quick Name Search allows you to quickly associate an ID Number and Name by providing information about the name entity so that you can select the correct ID Number without leaving the window in which you are working. 
Note: You do not have to enter entire names in the id number field to search.  You can enter a portion of the names separated by a comma.  Ex.:  You can enter Smi,Jo to look up all last names that begin with Smi and have a first name beginning with Jo.  Click on the drop down arrow to see names retrieved.
You can execute the Quick Name Search by entering known information in any ID Number column according to the following rules and then clicking on the drop down arrow.
1. Enter all or part of the Last Name
2. Enter the Last Name and First Name. The Last Name must be followed by a comma, optional space, and First Name.  (Ex. Smith, John or Smith, John)
3. Enter the individual’s SSN in ###-##-#### format.
4. Enter the individual’s Birth Date in MM/DD/YYYY
5. Enter a Zip Code. Include a single or double quotation mark in front of the Zip Code (Ex. “29630)

Other possible searches in the id number field: 
Smi- find names beginning with smi for example like smith
%Smi-find names that contain smi like Myers-Smith hyphenated name %, Monica-find all names with first name = Monica %, %ess- find names with ess in first name like Tess and Jessica
M, %ob-find names with last beginning with M and first names with ob in them which provide for Robert and Bob and Rob names
W, ‘29630- find names with all last names beginning with W and in zip code 29630
W, 9/25/1967- find all names with last beginning with W and DOB. Very nice but wish you didn’t have to enter a year. You must enter the whole date.
The system always wildcards to the right hand side of the characters.
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Formatting for Jenzabar
Spell out everything in an address line- Some exceptions are Inc., PO Box and Corp.

Spell out all directions- North, South, East, West, Northeast, Southeast, Northwest, Southwest
	NOT- N		N. 	NE	N.E.	North East

Some examples of words that are often abbreviated but should be spelled out.
	Saint		Mount		Fort		Point
	Street		Drive		Avenue		Circle
	Parkway	Highway	Place		Plaza
	Road		Boulevard	Lane		Court
	Company	County		University	State Road
	Community	Department	School		County Road

Also spell out state names if they are in the address lines.  Unless name is too long then you can abbreviate the State but only if name is too long to fit in address lines.
	Ex. Indiana Department of Education

PO Box (NOT:  P O Box, P.O. Box, PO BOX, Post Office Box)
Place PO Box at the beginning of a new line, not at the end of a line.
	Ex.	123 Lilac Lane
		PO Box 456

APT, Suite, and Unit are to be placed on the third address line with Apartment, Suite, Unit spelled out.
	Ex.	ABC Corporation
		123 North Highland Street, 
Apartment  12B 

Inc. is the correct abbreviation for Incorporated. Be sure to put a comma before Inc. 
	Ex.	Business Name, Inc.

Rural Route needs to be spelled out (NOT RR, R.R., R R) (Post office are working on doing away with Rural Route, however at this time there are still some Rural Route addresses.
	Do not include # before the number
	If there is a Box that follows, be sure to put a comma to separate it.
	Ex.	Rural Route 1, Box 88
Other formatting information:
	-If & is part of a business name, be sure to have a space before and after it (Ex. AT & T)
	-If a single letter is part of someone’s name do not follow with a period. (William B Goodrich)
	-Be sure to use the prefix drop down menu for all prefixes   Dr.   Jr.   Mr.  and Mrs.
-Do not use the number sign(#) anywhere in the address lines. It is often an abbreviation for APT, Suite or Unit. 
You can enter the address on www.usps.com under the “Find a Zip Code” link to find out a zip code or confirm an address.
-In names of companies that begin with “The”, put it at the beginning of the name. (Ex. The Accounting Firm)

E-mail
Email instructions:

Bounced emails: 
Hard bounce: Didn’t reach intended email	
i.e., Email invalid, no known user, email account not valid, etc.
DELETE email address from record

Soft bounce: Didn’t reach intended email due to ‘temporary’ problem with their email account
i.e., Email box full, problem with server, temporarily unavailable, etc. 
DO NOT DELETE email address, will try again on next mailing

Private requests: (means do not share with anyone i.e. alumni directory)
Check mark PRIVATE on *EML, EML2 or EMLB email address rows on address tab 

Multiple email addresses: i.e Secondary address/Business address
Add a row in the address table. Enter second email address in EML2 address code. If business enter in EMLB address code(business email)

Parent of a prospective student/current student e-mail address
Uncheck the e-mail box on the primary e-mail address of the student record.  Enter the parent e-mail address on address line 3.  Check the e-mail box on the primary e-mail address prior to saving record.

Receive online communication: 
YES then add email address if not already added to *EML or if multiple then to EML2 or EMLB as appropriate.  Make sure stop mail is not checked on the specific address and change address status to presumed current.

Remove from email communication:
Select the appropriate e-mail address in the address tab.  Check the” stop mail” field on the e-mail address.  Change address status to “requested removal/Opted out”. Change date confirmed field to date constituent requested removal.  If unknown, set to date record modified.

Do Not Solicit by e-mail:
See Development standards for removing a constituent from e-mail solicitations.

Department specific E-News Opt out:
As the University expands its e-mail solicitations and communications to constituents, more codes will be added to handle the opt in and opt out options per department/campaign.  See development standards for information on how to manage an individual e-news/solicitation effort.
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General Information and Standards 
Make a note that all reports should pull with the field stop mail and deceased as part of the standard reports on all records.
Only update records owned by your department. If multiple departments are vested in a record then clear communication is essential with the owned department. Email notification is acceptable. 
Notification of Data Updates:
HR 	Human Resource, notify Dana Frost		
RE 	Academic Records/Current Students, notify Rock McCaskill		
DE 	Development, notify Melissa Childs
AL 	Alumni, notify Joy Bryant	
AD 	Admissions/Prospective Students, notify Donna Wood	
AP 	Accounts Payable, notify Nancy Boone

Types of Data Updates Received:
1. Update Information Forms (online)
2. Email bounce backs and responses (emails)
3. Postal returns
4. Interdepartmental updates (emails, notes or forms)
5. Alumni Office i.e. bio sheets, address changes, email bounces/responses, general updates
6. Registrar Office i.e. parent updates
7. Annual Giving Office i.e. phonathon updates, address changes, general updates
8. Planned Giving Office i.e. death notifications, general updates, address changes



General Updates-Instructions
Enter ID # in the Work with Relationships Screen (Right Click ‘tree’ to make selections)

Biographical Information
Name Tab
1) Name: last name, first name, middle name
2) Name Information: SEE SPECIFIC INSTRUCTIONS FOR MARRIED/DIVORCED RECORDS!!!
· Add the maiden/birth name if known; add preferred name if known 
· Do NOT put a maiden name in the Middle Name field, even if record holder requests it because it affects the Registrar’s transcript procedures. You can accommodate the request with salutations!
3) Prefixes: Add appropriate (example:  Mr. or Mrs.)make sure it matches the salutations!!!!
4) Joint Prefixes: Only add Mr. and Mrs. on an account if both have records in Jenzabar. If the person is the only one in the database, the joint prefix is the same as the prefix. 
5) Suffixes: Only things such as II, III, IV, Jr. and Sr. are to be used.  Do not use other codes in this field.
6) Addresses Current: change to DEA when deceased record instead of a *LHP address (SEE SPECIFIC INSTRUCTIONS FOR Deceased records!!!  Can be *EML if only e-mail address or CHK if AP record.
7) E-mail (priority): Don’t enter e-mails here. See instructions in the address tab
8) Mobile Phone: Only place to enter a cellular phone number. If used as primary #, list in *LHP too and make notepad entry listing home number if known.

Stop All Mail:
Enter check mark to STOP ALL MAIL on ALL deceased records. For specific stop all mail requests place notepad entry with information.  See notepad entry for specific instructions.




Address Tab
Address/Phone Boxes: 
· Select ‘row’ to update i.e. *LHP, *EML, BUS, EM2, etc
· To Add a New Row (BUS, *EML, EM2, etc.):  Right click on address tab and click ‘Add Row’.  
· *EML and EM2:  See Email Section for specific instructions regarding email kickbacks and updates!!
· If there is only an EM2 and there is an update, delete the EM2 and put the e-mail as the *EML 
· Update information as needed i.e. street, city/state/zip, country.  County: DO NOT REMOVE or change!
· Only update information provided.  If PHONE or BUSINESS not updated, LEAVE OLD INFO in record!
· Attention: Use for e-mail addresses of shared records spouse or parent as needed.  
· For example “Sue’s e-mail”.
· Status: P for Postal Return or L for Lost *See Returned Mail for more specific instructions!
· Phone Number/Ext./ Fax:  Enter the extension in the box in between number and the private check box.  
Details Box:
· Add date confirmed when update is made!!
· Year Start End MM/DD: Only use for Summer/Winter addresses.
· Update Source: Enter I for update received from individual or P for update received from postal return
· Private: Check the box if the person requests their information to be private. Make notepad entry of request
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Biographical Tab
Personal  Information:
1) Social Security Number-Enter if provided
2) Gender:  Enter if known
3) Religion:  Enter if known
4) Marital Status:  SEE SPECIFIC INSTRUCTIONS FOR MAKING A MARRIED OR DIVORCED RECORD!!!
a. Change as needed (Married, Divorced, Widowed, Unknown, etc.)
b. Do not enter single when people get a divorce.  Add the Divorced status.
5) Birth Date:  Enter if known
6) Deceased- SEE SPECIFIC INSTRUCTIONS FOR MARKING A DECEASED RECORD!!!!!
a. MUST HAVE date of death (abbreviated DOD)  If date of death is not known, try to look it up at http://ssdi.rootsweb.com.  If you cannot find it there, look at local newspapers online where they lived otherwise double check with Assistant if you can’t find a date of death and ask if should use 01/01/00.
Family Relationships: 
1) Family ID= Owner Record
a. If both spouses are alums or has a record then the family ID goes to the male ID number
2) Spouse ID=Spouse record ONLY if alumni	
b. If  deceased record then make record holder family ID and delete spouse ID
Employment and other information on this screen is not used by Development Services.
HR uses ‘Employee of College’ to indicate current employees.  Use as reference for HR record updates.
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Dev Bio 1 and 2 Tabs
Dev Bio 1:
· Career Type: DO NOT enter Career code for STUDENTS!
· Degree Type: Drop down box-Enter career field of work if known
· Class/Reunion Year: Change if alumni requests to reunion with a different class year.  Make notepad entry
· Actual Grad Year: DO NOT CHANGE.  This information has to coordinate with Registrar’s Degree History.

Dev Bio 2:
NEW EMPLOYMENT INFORMATION to Update (NOT OUR EMPLOYEES) *See HR RECORD UPDATE FOR MORE INFO
· Job Title: Type information as provided and as space allows; abbreviations allowed.
· HR RECORDS: Job Titles are listed as Notepad entries with start and end dates
· If retired, add the word “Retired” in front of the job title
· Solicitor: Remove Solicitor ID number on deceased records (SEE SPECIFIC INSTRUCTIONS FOR DECEASED)

Don’t forget when updating employer information to add or remove relationship of employers!!  The relationship creates a matching gift reminder which in this case is not needed.





HR RECORD UPDATE – INSTRUCTIONS *Update ONLY if told by Assistant or Director!!
Do not change any information in NAME and ADDRESS tabs!!!!!
Notify HR of changes that need to be made to the record by their office.
	HR Records maintained by Dana Frost
Only update information below for NEW employees or TERMINATED employees or CLEANUP projects!!
1. Add or remove job title on DEV BIO2 tab
2. Add or remove job class on DEV BIO1 tab
3. Make sure family ID entered on BIOGRAPHICAL tab
4. Add or remove giving relationship of current employee/faculty, former employee/faculty, etc. as appropriate or instructed.
5. Add or remove salutations as needed
RETIRED updates
a. If told that you can update the record, be sure to check if there is a family ID and if the person has correct prefix and joint prefix (INF, FRM, LBL).  Do not change over the record from HR to DE! 
b. Change giving relationship default to Retired or Emeritus by adding row. Do not delete the other giving relationship(s). Make sure OF is added as giving relationship if not already listed.
c. Note:  Default is hierarchy of closest relationship to the college
*See Giving Relationships for more information
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Births
SEE ALSO SPECIFIC INFORMATION REGARDING ATTRIBUTES
1) Right click on name and go to Attributes. Add a row and type in DCD01 as the code, hit tab, and type in the child’s name. If it is not their first child look to see how many children are listed in Attributes and then add a row with the code DCD0? (the question mark symbolizes what number the child is in the family). 
2) Add birthdate as begin date. If birthdate is unknown then enter UNK (case sensitive) and a space before the child’s name. Add 01/01/?? and birthyear, if you know their age. 
3) DO NOT do this for spouse record; ONLY put children on family ID record.  
[image: ]
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Attributes (General)  See Notepad for specific info!
Enter the name of the individual, organization, or ID number in the ID# field
Right click on the name of the record owner
Select attributes 
Right click to Add Row OR Use the short-cut method of Ctrl+Shift+A
If the code is known type the code in the Attribute Code field
OR 
If the code is not known, select the dropdown box by clicking on the down arrow. 
Scroll down the list to find the code. Note: The Description will fill in automatically.
Enter in Begin Date, End date, for attributes that it would be appropriate such as for student athletes enter the academic year for beginning and the date for that year for ending.  Note: if student participates in the same attribute a second, third or fourth year then only change the end date.  If there is any lapse of time then create another attribute row.  This will show if a student played a sport for two year, then dropped out of school for a year then returned for two more years.  There would be two rows.  One showing two years of beginning date- end date.  Then a second row added to report the new beginning date-end date.  Failure to do this will result in a student being perceived as participating for five years instead of four years with a one year break. 
Attributes (Children/Stepchildren, Grandchildren, Great Grandchildren) DCD01…DSCD1…DCG01…or DCGG1
There are ten attributes set up initially for children, five for grandchildren and 3 for great grandchildren. More can be added if alum has more. The information recorded includes the attribute code, the name of the child, the birth date of the child and if necessary the death date of the child. 

1) Right click on name and go to Attributes. Add a row and type in the appropriate code, hit tab, and type in the child’s name. If it is not their first child look to see how many children are listed in Attributes and then add a row with the appropriate code/number. 
2) Add birthdate as begin date. If birthdate is unknown then enter UNK (case sensitive) and a space before the child’s name. Add 01/01/?? and birthyear, if you know their age. 
3) DO NOT add attributes to spouse records!!  Only add to the family ID record holder!  Will be added to spouse if divorced.
4) Enter UNK first then comma space name i.e. as ‘UNK, name’  NOT ‘name, UNK’ 
5) Don’t dup DCDO1 + stepkids
[image: ][image: ]
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Adding a New Organization or Business Record 
There are two types of records on the Jenzabar system.  There are records for individuals and records for Business/Organizations.  Business/Organization records have a different format than individual records to accommodate the distinct type of information stored and retrieved about businesses and organizations. 
Click once on New Name
Under Name Option click the Business/Organization radio button.  
In the Business Name field enter the name of the business 
In the Type field select O Organization from the drop-down box
In the Format field select B Business Name from the drop-down box
In the Owner field select DE Development, Alumni, Corporation, and Friends
Click the address tab
Enter the address information according to general update and postal standards 
Enter the organization’s contact name in the Attention field to direct mail to a specific person in the organization.  If no specific person is listed omit this field. 
Enter the telephone number in the Number/Ext. field if known.

Updating Business Record that has GONE OUT OF BUSINESS
1. Find Business Record
2. GOTO Bio Info – Address tab
3. *LHP address make 1st line say “OUT OF BUSINESS”
4. Blank out rest of address and phone number
5. Enter current date as date confirmed
6. Change type on Address tab to O- Out of Business
7. Click stop mail on both Address tab and Name tab
8. Make notepad entry – “Gone out of Business” and any other relevant information that you may have.

Updating Business Information on an individual’s record:
*See record updates for specific instructions

New Hires
 
Employee Master – all information taken from SWU Employee Date Sheet
 
Name Tab
*Last, First, Middle (according to Form I-9 documentation), no periods after middle initial
*Birth name
*Preferred name
*Status – C (current)
*Prefix
*Suffix
*Type – E (SWU Employee)
*Format – M (Personal/middle initial)
*E-mail
*Mobile Phone
 


Address Tab
*Street, City, State, Zip – no abbreviations
*Country
*Status (C) 
*Phone #
*Start Date
 
Biograph Tab - Master
*Social Security Number
*Citizen of
*Citizenship status
*Birth date
*Gender
*Old Ethnic Group
*Religion
*Marital status
*Employee of college check box
 
Biograph Tab – Ethnic Race
*Click the Add row button
*Select from Ethnic dropdown
*Select appropriate Race check boxes
 
Header Tab
*Group Code
*Subgroup 
*Address code
*Termination reason (new - Retired) 
*Full-Part radio button
*Original hire date
*Fulltime start
*Adjusted hire date
*Rehire date
*W4 received check box
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Stop Mail/Receive Mail Requests
Stop All Mail:
Enter check mark to STOP ALL MAIL on ALL deceased records, Memorial donors and if specifically requested by the record holder.  For memorial donors add stop mail code M on donor info screen as instructed below.  For specific stop all mail requests place notepad entry with information.  See notepad entry for specific instructions.

Stop Mail Codes 
Enter Code of M as indicated below ONLY for records created for memorial gifts and marked STOP ALL MAIL 
 M 	Memorial Donor: Everyone coded that should be coded stop all mail as well.
[image: ]
Stop or Receive Mailings/Mailing List
Check with Mike on this update
To Stop E-mail Updates: SEE SPECIFIC INSTRUCTIONS FOR EMAIL UPDATES!!!!!
1) Right click on person’s name and go to Biograph Information
2) Click on User Defined in top right corner
3) Under E-NEWS Opt Out, there is a box that has UDef_1A_4 beside it.  Below that are letters indicating the varying types of news.  Choose the one that the person does not want to receive and type the capital letter into the UDef_1A_4 box.  If there is more than one thing that the person does not want to receive, type the second capital letter into the box with UDef_1A_5. 
To Receive E-mail Updates: SEE SPECIFIC INSTRUCTIONS FOR EMAIL UPDATES!!!!!
1) Make sure that there are no capital letters typed into the UDef_1A_4 or UDef_1A_5 boxes. Also, make sure that the e-mail is accurately typed into their record.
To Stop Regular Mail Updates
1) Right click on person’s name and go to Biograph information.
2) Click on Name Tab
3) Below Owner in the lower right hand corner there is a box that says Stop All Mail. Check this box. 
4) If the person wants to stop a specific type of mail, go to their Attributes section. Delete the row of the mailing they wish to stop receiving. The code DEFOCUS stands for “FOCUS” mailing list. 
To Receive Mail Updates
1) Make sure that the Stop All Mail box under the Name tab in the Biograph Information is not checked.  Also, make sure that their address is correct.
2) Under the Attributes section, add a row and add the type of mailing list that they wish to receive. See number 4 on the section above titled To Stop Regular Mail Updates to see some different codes for some mailing lists. 
3) If there is not a record in the system, create a new record and then add the attribute for the mailing list. Make sure to also put their Giving Relationship as “Other Friend” when creating the record. 
To Receive Specific Updates
1) Go to Donor Info tab
2) Donor Mail dropdown code choices such as the Hanoverian, Electronic Hanoverian, etc. 
a. To be added to specific mailing lists
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Campus Mailroom-Current Procedures
-The campus mailroom receives a bundle of returned mail each day from the post office.
-Each piece is analyzed and the originator is identified using the following method:
	1. Department Number in top left corner above the return address
	2. Department Name in the return address
	3. Originator’s Name (requires opening mail piece)
-Each piece is counted and recorded along with the appropriate returned mail charges below:
	$.49 each- BRE’s (Business Reply Envelopes)
	$.34 each- BRC’s (Business Reply Cards 4.5” x 6” to 3” x 5”)
	No Charge- first class or standard bulk mail with no ancillary endorsements
	$.50 each- first class mail with “Address Service Requested”
	$1.02 each- standard bulk mail with “Address Service Requested”
	$2.82 each- standard bulk mail flat 3oz with “Address Service Requested”
-The returned mail is then redistributed to the Development Office by area or BRE address:
-Monthly total is submitted to Business Office on Business Reply/Postage Due charge slip and appears on the monthly budget report as line item “Returned Mail” but does not appear on departmental budget reports
Advancement Office Individual Department Area Procedures
-Track the cost of returned mail by reason for return utilizing Excel spreadsheet provided 
-Analyze the reason for the returned mail to fix problem and reduce cost to budget
	  See Most Common Reasons of Returns in Return Mail Procedures Guide for assistance
	  See Also Guidelines for mailing/designing mail pieces from USPS
	  Utilize Resources and contact information for further assistance
-Submit spreadsheet monthly to Development Services and include Mail Piece Breakdown for further cost savings analysis
-Take appropriate action which includes:
	1. Bad or updated addresses- send to Development Services for correction
	2. Incorrect mailing lists- send to Development Services for correction
	3. Design adjustments- contact designer or appropriate resource for assistance
Returned Mail
1. ID Search *use search tips such as wild cards and address search through infomaker.
2. Address tab –update address if provided by post office
3. Address tab –enter date confirmed as data entry date and source as P for Post Office
4. Address tab –status = P for 1st Postal return and L for 2nd Postal return 
a. Do not code L (lost) based on return –or other 3rd class mailings –code as P
b. BLANK out *LHP address, city, state, zip and country on ALL L (lost) status
c. Do not delete addresses when they are P status
d. If previously coded as lost but no date confirmed or source then treat as 1st Postal Return
5. Dev Bio 2 tab: Notify Solicitor of Lost addresses for assistance in obtaining updated information
6. Right Click to Notepad: Add action of Email or Letter for follow up to get updated information
a. Add email action ONLY if there is an email address!
b. Add letter action ONLY if post office gave good address

FOLLOW UP
1. Notepad action will send an email or a letter to the record holder notifying them that we received an address update and would like them to provide additional information to completely update the record.  Daily procedures will be run by the assistant to generate the email and letters.
2. [bookmark: _Using_Major_Donor][bookmark: _Notepad_Entries][bookmark: _Notepad:_Formatting_&]Once a month, report of LOST records will be run and internet and records searches will be conducted to locate information for updates.
Notepad: Formatting & Coding
Formatting and Coding for Contact Reports
All NOTES entered into Jenzabar notepad should include the following coding system.

Every notepad entry will begin with a code and then your initials.  
EX.  CALLM DW –Called congratulating Joey on his acceptance. 
CALLM – For all calls made to the student
CALLR – For all calls received 
EMAIL S – For all emails sent
EMAILR – For all emails received
FACEBOOK – For all facebook correspondences
LETTER- For all letters sent excluding regular letterflow
GENERAL-For all other notes 
VISITON- For all on campus visits
VISITOFF- For all off campus visits
SOLICIT – for annual or major gift solicitations.  Can be used in conjunction with another contact code

For other notes:
ORG – for listings of constituent’s organizations, activities, awards, and honors
NEWS – for adding news articles where the constituent is mentioned 
SPEAKER – for adding information about a constituent participating in a class, workshop, forum or speaking on campus.  Also can be used in conjunction with other codes.  Ex. E-mails about someone being a speaker.
PREVIOUS DEV PRES NOTE – for old President’s notes after new ones have been added

CODE
Completed by: First initial and full last name of person completing action
Date action was completed
Entered by: First initial and full last name of person entering note if different from above
Body of note

Examples:
CALL
Completed by: J Bryant
3/13/2009
Called to schedule a visit with Mr. Smith while Joy is in Indianapolis next week.  He will check his schedule and get back with me.

OFFVISIT
SOLICIT
Completed by: CSchwing
3/13/2009
Entered by: KHatton
Met with Mr. Smith in his office in Indianapolis.  He works for the largest law firm in the state and is on track to be made a partner in the next year or two.  Explained the Anderson Challenge and asked Mr. Smtih to consider increasing his annual $1,000 gift to $2,500.  He agreed and wants a reminder in June.
Follow-up:  Pledge for $1,500 needs to be entered with a reminder date of June 1.  Send follow-up thank you letter.

Notepad: Adding Actions
Adding Actions
1. Right Click on Name and choose Notepad
[image: ]
2. Check to see if action already exists in list on the right of the screen
[image: ]
a. If it does, STOP.  Do NOT put duplicate actions in a record as it will cause duplicate rows in reports.
3. Expand the list of actions by clicking on the + next to Actions
[image: ]
4. Scroll through the list to find the Action code you are adding
5. Change the New Items Start Date to the date of the action
[image: ]
6. Drag the Action code to the right window 

7. Click save and then close the Notepad window.
[image: ]

Notepad Actions for Updates:
You will add 1 of 2 Notepad actions anytime a record is updated or changed and complete information is not received.  For example an address update is received but no phone number or a business is listed but no update received. Actions will NOT be added to DECEASED records and Letter Actions will NOT be added to LOST records.  Use best judgment to place an ACTION.

Email or Letter Action will be added to the individual record at the time of update.  This action will send an email or a letter to the record holder notifying them that an address update was recieved by our office and we need them to provide additional information to completely update the record.  

Daily procedures will be run by the assistant to generate the email and letters. Student will only add the actions and not the daily procedures.





[bookmark: _Giving_Relationships][bookmark: _Notepad:_Adding_Events]Notepad: Adding Events
* Currently not used at SWU
Adding Event Attendance
1. Check to see if the person you are registering has a spouse.
a. If the person has a spouse in the same class year, ensure that you are placing the event information on the Family ID holder.
b. If the person you are registering and the spouse have different class years, place the event information in the record of the primary person for the event.  Example: if it is a reunion, put the information in the person’s account whose reunion they are attending.  Otherwise, put the information in the family ID holder.
2. Right Click on Name and choose Notepad
[image: ]
3. Check to see if event already exists in list on the right of the screen
[image: ]
a. If it does, go to #8.  Do NOT put duplicate events in a record as it will cause duplicate rows in reports.









4. Expand the list of events by clicking on the + next to Events
[image: ]
5. Scroll through the list to find the Event code you are adding
6. Change the New Items Start Date to the date of the event
[image: ]
7. Drag the Event code to the right window 
8. Highlight the new event line and click item details
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9. Go to the User Defined Tab
[image: ]
10. In Activity 1, type the code for the sub-activity.  (See Alumni Office’s code sheet)  It is important that these be exactly the same every time as reports will pull based on that code.
11. In # of adults 1, type in the number of adults attending the specific sub-event.
12. In Adult cost 1, type in the total cost for adults for the sub-event.  The field will not do the math automatically.
13. In # of Children, type in the number of children attending the sub-event.
14. In Child Cost 1, type in the total cost for children for the sub-event.  The field will not do the math automatically.
15. In Amt Paid 1, type in the total paid for the sub-event.
16. In Notes 1, type any notes about the specific sub-event.  Examples: if it is a luncheon and someone wants to sit at a specific table, or has a special request for that event.
17. Repeat steps 10 through 16 for each sub-event.
[image: ]
18. If there are guests coming, scroll to the bottom of the form and type in the guests name exactly as it should appear on a nametag.
a. If the guest also has a Jenzabar record (if it is two alums attending an event together, see #1 as to which should be the guest and which should be the event holder.)

i. In the ID# field, type the ID number of the guest.  This is important as it will keep the person from appearing on lists more than once.  If you accidentally type an ID# and do not want it, you cannot delete the number.  Instead, replace it with a zero (0).
ii. In the guest’s Notepad, add the event by following steps 2 – 7.  Do not add item details to the guest’s event.
19. Repeat step 18 for each guest.  The Total Guests field will automatically count the guests plus the main person.
[image: ]
20. If there are dietary restrictions, type them into the corresponding field.
[image: ]
21. If there are overall notes for the event, type them into the Event Notes field.  Examples: if someone attending needs wheelchair access.
[image: ]
22. Check to ensure that the Total Cost, Total Paid, Total Due, and Total Guests are correct.
[image: ]
23. Click save and then close the Edit Item – Event window.
[image: ]
[bookmark: _Giving_Relationships_1][bookmark: _Relationships]Relationships

Building a Relationship
The relationship has to do with the owner of the record.  Determine how the ID number of the individual or organization relates to the record being worked on.

1) Enter the ID number of the record
2) Right click to Select Relationships 
Warning: Make sure you select Relationships and NOT Giving Relationships
3) Right click on a line in the Relationships screen
4) Select Add Row OR Use the short-cut method of Ctrl+Shift+A
5) Enter the ID number of the individual or organization that is to be related to the record being worked on in the Related ID number field.
6) Select the relationship from the drop-down box.
 WARNING:  Remember that the relationship is determined by how the individual or organization record ID relates TO the record that is being worked on.
7) Skip the Begin Date of Relationship field
8) Skip the End Date of Relationship field
9) Skip the Attitude Code field
10) Skip the Notation field *script automatically adds this information at night
11) Skip the Corresponding Relationship Notation field *script auto adds this information at night

























STEP BY STEP:  Adding relationships:
Right click relationships on tree           [image: ]
Right click to add row                          [image: ]
Choose appropriate relationship code[image: ]
Reads backwards “Walter Mann ID 26569” is “PRNT Parent of” ID# 202339 Charlene Mann
[image: ]
Note is always about record ID # and Corresponding Relationship Notation is other ID
[bookmark: _Salutations]
[bookmark: _Dup_Records]Dup Records
DUP RECORD (duplicate records procedures)
First identify if actually duplicate record or not.  Must pay attention to EVERY detail of records when comparing and deciding if duplicate record or not.  Look at spouse info, look at notepad entries, look at address histories. Possible situations that would not be a DUP record include, father/son with same name and address – create relationship don’t DUP.
If  DUP then proceed with instructions below.  ASK questions if needed
1. GOTO Name tab and add “DUP –use123456“ to beginning of last name or business name (IMPORTANT: Enter DUP, then put a Space between DUP and the – and then add the correct ID #)
2. Enter [image: BD21301_] for STOP ALL MAIL
3. Delete Prefix, Suffix and Joint Prefixes 
4. GOTO Bio Info – Biographical tab
5. GOTO Bio Info – Address tab and blank out *LHP address, code L for Lost 
6. Add date confirmed as date of update on *LHP
7. Right Click to Delete any other addresses in Address Tab (*EML, BUS, WIN, SUM, etc.)
8. GOTO Dev Bio 2 tab and MOVE solicitor ID to KEPT record if needed then Delete from DUP
9. GOTO Salutations – MOVE to KEPT record if needed then Delete all from DUP record
10. GOTO Attributes – MOVE to KEPT record if needed then Delete all from DUP record
11. GOTO Relationships – MOVE to KEPT record if needed then Delete all from DUP record
12. GOTO Donor Info – Tell DE Assistant to void and move gifts from DUP to KEPT 
13. GOTO Notepad – enter DBNOTE stating DUP with record name and ID of KEPT record

Basically you want to MOVE all of the information from the DUP record to the KEPT record then delete it from the DUP record and make a note of it in notepad. Admissions has permission to purge inquires as needed for those that are duplicates. All other departments must follow these steps for dealing with duplicate records.  
[bookmark: _Retired]Retired
Retired Update
2)  HR record check with assistant before updating! SEE HR RECORD UPDATES for more info!
a. If told that you can update the record, change giving relationship default to Retired or Emeritus by adding row. Do not delete the other giving relationship(s). Note:  Default is hierarchy of closest relationship to the college
b. Be sure to go ahead and check if there is a family ID and if correct salutations (INF, FRM, LBL).  
c. Do not change over the record from HR to DE! 
3) DE Records
a. Dev Bio 2 tab, add retired to Job Title
b. Address tab: 
i. Move info from BUSINESS ADDRESS (BUS) to Former Business (BSF) by adding row. Delete Business Address Row.
ii. Delete Business e-mail if listed. Add date confirmed and source of update.
















Creating a New Record[image: ]
Click on Joe Cool Guy
[image: ]
Right Click on ID# space.  Click on Advanced Search
[image: ]
Type person’s last name and first name, enter.  If nothing comes up try checking with Birth Date or any other information you may have. 
[image: ]
Always check the names on the search so we do not have duplication of names.  You can click on the Show detail to see the addresses.  After Carefully checking system various ways you will then click on the Add Name tab.
[image: ]
Enter person’s Last Name, First Name, Middle Name, then press save. 
[image: ]  
You will then get the Duplicate Name Search Screen. Review all names on list before clicking on the No-Match-New ID tab.  Once you click the No-Match- New ID tab the system will assign an ID number.  Write the ID number on card/paper you are entering.  Close out windows to return to Maintain Candidacy Screen.  Enter ID# press Enter.  Make sure the ID Number you enter is for the correct person.  IF so key in information.

Maintain Candidacy Screen Name Tab
                                                     [image: ]Birth Name = Maiden Name for person that is married.
Preferred Name = If you do not know the preferred name key in the person’s first name.
Status – C for Presumed current.
Current:  should always be *LHP   Legal/home/permanent adr  DO NOT CHANGE THIS
Email = You can enter students primary email here 




Prefix = Mr. or Ms if marked on card
Suffix = Jr. or Sr. II  etc 
Format = M  for Personal/ middle initial
Mobile Phone =  Enter Cell / Mobile number here
Owner = Department working with person’s file. 





Go to address tab
Address Tab
[image: ]
Code: *LHP   Legal/home/permanent adr 
Street = Type in person street address do not abbreviate.  Everything must be spelled out except PO Box
City/State/Zip = State is the only abbreviation 
Country= Enter the Country code or US if in US.
County=  Anywhere in SC you will need to key in the county code.  (Use the two digit codes) Look this information up in the State and County Codes Book or USPS.com
Status = C Presumed Current
Date Confirmed = today’s date
Number / Ext= Phone number with Area code.  Save information.
To enter the email address 
[image: ]Right click on the gray area and click on add row.  Check the Email box

Code = EML Email Address from the pull down menu.
E-mail: = Enter email address
Status = C Presumed Current


Save and go to Biograph Tab



Biograph Tab
[image: ]
SSN= Key in SS number and check the This SSN is Private.  Always check the This SSN is Private if you key in SS number.  Do not enter SS for Canada or other international person.  
Citizen of = Do not guess at this.  Put whatever they have or leave blank
Citzenship Status = if US put Citizen of US  if not a US citzen then leave as Unknown.
Birth Date = two place month and date and four place year. (Exp. 01/01/2006)
Gender = Put whatever they have or leave blank
Ethnic Group = Leave blank and use the Ethnic / Race Tab. See notes below
Religion = whatever they have or leave blank
Marital Status = Put whatever they have or leave blank
[image: ]Ethnic / Race Tab = Click Add Row, Once you add the row you will then be able to choose the drop down menu for Ethnic choose whichever applies then choose the Race that applies. Save and go back to the Master tab before going to the Candidate Tab

Married and Divorced Updates
Updating to a Married Record *SEE UPDATING RECORDS FOR SCREENSHOTS AND OTHER INFO
1. IF PARENT or MEMORIAL DONOR – See creating new parent or memorial gift records
2. Right Click Biographical Info and GOTO Name tab
a. Move Last name to birth name (if birth name already filled – do not delete)
b. Enter new married name into Last name field as requested!!
i. May take married name or may not. May keep birth name plus married name with dash or not.
ii. Make notepad entry for special requests that are not the standard
c. Change prefixes as needed
d. GOTO  Address tab: Update with new information if provided with Date Confirmed and Source
3. Update Family ID in Family relationship field.  Go to Biographical tab.
a. Record with highest giving relationship is Family ID 
b. If both spouses are alums and have their own records then the family ID goes to the male record ID number.
c. Spouse ID=Spouse record ONLY if alumni and has own record ID number
4. GOTO Dev 1 tab update Career Type *if provided then Dev 2 tab update Job Title *if provided; Close window 
5. Right Click to Salutations – update accordingly
a. Both alums – Male alum record 		Female alum record
i. INF= John			INF= Mary
ii. INS= John and Mary		not needed
iii. FRM= Mr. Smith			FRM= Mrs. Smith
iv. FRS= Mr. and Mrs. Smith		not needed
v. LBL= Mr. and Mrs. John Smith	not needed
b. No spouse as alum or with a record – Male or female record
i. INF= John			INF= Mary
ii. FRM= Mr. Smith			FRM= Mrs. Smith
iii. LBL= Mr. John Smith		LBL= Mrs. Mary Smith
c. Alum spouse or spouse with own record – LBL goes to highest giving relationship
6. Right Click to Attributes – Add spouse first name if non alum (DSPNM) *if info provided 
7. Right Click to Relationships – Add spouse if alum or a record holder (SPOU) *if info provided
a. Update Spouse record as appropriate; salutations, status, prefixes, address, family id
Updating a Divorce 
1) Right click to Biograph Information and GOTO Name tab. 
a. Divorced female: change the former married name back to the birth name.  
i. This is on a case by case basis! Needs to change to whatever the update says!! 
ii. May take married name or may not. May keep birth name plus married name with dash or not!
b. Change the prefix and joint prefix to Ms. instead of Mrs. 
i. Sometimes we find out when they marry someone else, so update accordingly!! 
c. Divorced man: you only have to change the joint prefix to Mr. 
2) GOTO Address tab. Make the necessary Address and E-mail updates *if provided. Otherwise, leave them alone! 
3) GOTO Biographical tab. 
a. Change the marital status from married to divorced
b. If both are alums, then change the family ID’s to their own record id and delete the Spouse ID. 
4) Right click to Attributes. If non-alum spouse then delete DSPNM and add new DSPDV (divorced spouse non-alum)
a. Add children/step children, grandchildren, great grandchildren to spouse record of divorced alumn.
5) Right click to Relationships. If both alums then delete the SPOU relationship and add new FMSP (former spouse) 
6) Right click to Salutations. Delete any INS and FRS and add LBL appropriately.  
a. If re-married with new spouse having own record then update INS and FRS as well as LBL accordingly
[bookmark: _Deceased]Deceased
Making a Deceased Record – 
1. GOTO Giving Relationship
a. Parent or Memorial Records: Don’t mark Deceased if shared record - see further instructions for Parents
b. If  spouse has their own record than mark Deceased as normal and see Spouse subsection for further instruction

[image: ]
2. Right Click to  Biograph  Info – GOTO Biographical tab
3. Enter [image: BD21301_] for DECEASED record *MUST have date of death entered-DO NOT enter 01/01/00 unless ok by assistant.
a. Go to http://ssdi.rootsweb.com/ for search of DOD. If it is not listed there, check local newspapers where the person was from and see if you can find an obituary of the person. Print obituary and forward to alumni and pr
[image: ]
4. Delete spouse ID in family relationship field or make spouse record holder if the deceased was the Family ID
a. The screen shot above shows spouse already deceased (he was widowed) so family id  already record holder.
5. Deceased record ID# is always Family ID# and you always delete the spouse ID!
6. GOTO Address tab and add row for DEA (Deceased) address
a. Copy *LHP address into DEA address
b. Blank out *LHP address
c. Add date confirmed as date of update to both DEA and *LHP
d. Add update source as P=Post Office or I=Individual as applicable
e. Delete any email addresses in Address Tab (*EML, EMB, EM2, etc.)
f. Add DEB (Deceased Business) address if needed and delete Business address; add date confirmed 
[image: ]
7. GOTO Name tab and change “Addresses: Current” to DEA
8. Enter [image: BD21301_] for STOP ALL MAIL
[image: ]
9. GOTO Dev Bio 2 tab and remove solicitor from record and notify them of the death
10. Close Biographical Data Window
11. *Make sure when someone is deceased that you keep their giving relationship 
12. Right Click to Salutations – Delete LBL, INF, FRM, INS, FRS only!  Do not delete PRA, PRF, PRP, or APR. 
a. Any other salutations: contact the person that maintains the salutations to decide whether to delete or not.
[image: ]
13. Right Click to  Attributes – Find spouse if listed (may have own record instead of attribute if so see subsection below)
a. determine if the spouse needs their own record (see non alum spouses of deceased alumn for more info)
i.  yes, if the deceased was a donor (check in Donor Inquiry) and active with college (by attributes)
b. Kids leave as is  - in attributes and relationships
14. Right Click Relationships – Find spouse (SPOU) if listed and delete.  Add relationship -  Widow(er) (SPSW) 
a. If spouse already deceased then keep relationship the same.
[image: ]
b.  TRST relationship – update Trust record as appropriate, remove deceased spouse from the record and salutations
c. Delete EMPL (Employer of) or  EMPY (Employee of) if listed
d. Kids leave as is  - in attributes and relationships



Deceased Alum’s Spouse with his/her own record
1. GOTO Spouse’s record 
2. Right Click to – Name tab and change prefixes as needed
3. Right Click to – Biographical tab and change marital status to widowed
a. Family ID-delete deceased alum’s ID and insert Spouse ID (record holder) as Family ID
i. Record holder ID# is always Family ID#  if alum’s spouse is deceased, and always delete the spouse ID!
4. Right Click to - Salutations – revise as needed (INS and FRS delete)

Deceased Parent’s Spouse without own record (Change record from one spouse to the other spouse)
1. Right Click to Bio Info – Name tab
a. Change Name info from Deceased parent to Living parent info
2. GOTO– Address tab
a. Delete Deceased’s Business Info, etc. as needed
3. GOTO  – Biographical tab
a. Change Prefixes if needed and Marital Status to Widow(er)
b. Change Gender to appropriate
4. GOTO Dev Bio 1 and Dev Bio 2 –Delete Deceased’s info as needed
5. Right Click to Attributes 
a. Add (DSPDC-Non Alum Deceased Spouse) regardless of Alum or not – add class yr if Alum and DOD
b. Delete (DSPNM-Non Alum Spouse)
6. Right Click to Salutations
a.  CHANGE all as needed:  Salutations INF, FRM, LBL, etc.
b. Delete (INS and FRS)
7. Right Click to Relationships
a. RE Owned, Current Students only:  Notify Summer Hawkins of the death and forward copy of information to her.

Death Notification of Alum’s – Send notification to other departments per instructions below:
1. Public Relations – Janelle Beamer
2. Alumni Office – Joy Bryant (Will scan obituaries – and send copies if provided)
3. Planned Giving Office – Jim Wiggins
4. Development – Mary Costello and Melissa Childs 
5. Check ‘Notepad’ for obituary (DE assistant will add electronic copies of obituaries to notepad when provided)

DEPARTMENTAL COLABORATION FOR Non-Alum Spouses of Deceased Alums
Deceased Alum’s Spouse without own record
1. Determine if we need to keep relationship with deceased alum’s spouse
a. Check to see if current or recent donor (donor inquiry) to continue to solicit
b. Check to see if active on campus (attributes) to continue to receive campus mail
2. If yes: Create a new record for spouse (see create a new record for specific instructions)
3. Add giving relationship of WA (Widow of Alum) or FW (Faculty/Staff Widow(er)) as appropriate
4. Add relationship of SPSD-(Deceased Spouse of)
5. Add attribute of DWACY (Deceased Alumn Spouse Class Year ____)
6. Add “all publications” on Donor Mail field in Donor Tab
Departmental Action items:
1. A giving relationship of AW will need to be created.  Chris will coordinate this with Dawn.
2. An insert will be placed in the reunion packets sent out by the Alumni Office asking if anyone knows of any non-alum widows/widowers who would like to still receive Hanover mail.
3. A blurb will be placed in the e-newsletter and Hanoverian asking if people know of non-alum widows/widowers who would like to receive mail.  Ann will coordinate this with Eric.
4. Ann and Darlene will start making a list of spouses that they personally know need to have separate records created.
5. Chris will create a list of accounts that have no class years linked to deceased spouses with class years.
6. Chris will check with Dawn to see if there is a way to retroactively (easily) give the new spouse record soft credit for gifts that the alum has made.
7. Chris will modify all necessary reports to include AW’s in the friends category.

SUMMARY: 
When we receive notice that alum has passed we will look in the obituary if available or in Jenzabar attributes for the name of a non-alum spouse.  The non-alum spouse will be given a new record with the giving relationship AW.  The relationship to the spouse will be built.  An attribute will be placed in the new record with the class year of the alum spouse. 

Two different sympathy letters will be created in the alumni department – one for alum spouses and one for non-alum spouses. A separate solicitation will be done annually for widows/widowers of alumni. AW’s will be included in their spouse’s class year for invitations to events and reunions.

If a non-alum spouse continues to give to the College, their gifts can be put into class specific funds and can be in memory of their spouse or in honor of their spouses class year.  However, the gift cannot count in the numbers of donors for each class.  For reporting purposes, an AW will be counted with friends. If the alum was a member of the Presidents Club, those attributes will be copied into the non-alums record.




















[bookmark: _Scanning_and_Indexing][bookmark: _Family_ID_and]Family ID and Spouse ID
Updating Records
Family Relationships:  GOTO Biographical tab. 
Family ID= Owner Record
a. If both spouses are alums and have records then the family ID is the male record ID number.
Spouse ID=Spouse record ONLY if alumni and has their own record ID number (make sure there is a relationship created between records.  See relationships for more info.	
If  deceased record then make record holder the family ID and delete spouse ID[image: ]
Create a New Record
1) GO TO Biographical tab and enter new record holder ID# as the Family ID. 
a. IMPORTANT: Every record must have a family ID to be included in reports!
b. Enter spouse ID if known (don’t forget to create the relationship)
c. Do not enter father, mother, and guardian family relationships.  These are not used![image: ]


DUP Records
Delete family ID and spouse ID in family relationship field 

New Parents or Memorial Donor Records
Go to Biographical tab: 
1. Family ID= Owner Record
a. If both spouses are alums and have records then the family ID goes to the male ID record ID number.
2. Spouse ID=Spouse record ONLY if alumni and has own record ID number
Married/Divorced Records
Married
1. Update Family ID in Family relationship field.  Go to Biographical tab.
a. Record with highest giving relationship is Family ID 
b. If both spouses are alums and have their own records then the family ID goes to the male record ID number.
c. Spouse ID=Spouse record ONLY if alumni and has own record ID number
Divorced
1. GOTO Biographical tab. 
b. If both are alums, then change the family ID’s to their own record ID and delete the Spouse ID. 
DECEASED Records
Go to Biographical Tab
1. Deceased record ID# is always Family ID# and you always delete the spouse ID!
2. Delete spouse ID or make spouse record holder if the deceased was the Family ID

Deceased Alum’s Spouse with his/her own record
1. Go to Biographical Tab
2. Family ID-delete deceased alum’s ID as family ID and insert the Spouse ID (record holder) as Family ID
3. Deceased record ID# is always Family ID# and you always delete the spouse ID!



[bookmark: _Scanning_and_Indexing_1][bookmark: _Trustee_Records_in]

Trustee Records in Jenzabar
Trustee records will be maintained by Development

3

image1.png
Flo Edt Task Actions Optians Taskist

Tools

ReportsWindow Help

=181]

I » 2 a]n|e|a|@®
BEEeh®B][r@alE

E|

Doror|

|

122257 pevelpment Saf Hanover

Address Histo.

WPt Donr | _corport o |

User Defined

~=lolx|

Legaimome permanent adr

Acention: Dovelopment Servies
Hanover Collgs

PO Box 106

Hanover, IN 47260

Addvess Il Bogrptica | oev801 | bevB02| ponor o
Addens Dol =
I Ensi  Code: [LFP Logaonelpemanentad || DatoCorfined  [027672008
N e o070’

FoBor1 EndDat oo’

e Stat/0D: 7

Ciysae i o [N || veaEnamwo: [
(et UpddoSouce: [T

Adniss Count P PostDifice

v Vindvidial [
CCompany

Altrtior

Type:

Status:

Phone

Number /Ext: [ 00000 G121866 7018 | [ Private.

Fax

03000 (000) 000 0000

Resdy

) start| (- Inbo - Microsoft Out.. | € air 1, the Postive Ak, | £ UF5011Development. . | 1) Development Service... | &) Development alu..

[ ESELET

& tsoen




image2.png
Fle Edt Task Actions Options Taskist Tooks Reports Window Help

=181]

EEETYEEINGIL]
IBREL G o=

Donat:| 742257 [pevelopment St Hanaver
sue | lr Pt o | carporst o |
ane | s [ iogrsiicl

User Defined

]| oevsio1] evo2]| ooreri

[~ Persanal Infamatian

T~ Employee of College.
I Spouse Employee of College

55N 88888688 [ This SSN s Pivale. Gender [ Female
Cleenct [ 01dEthric Group: [0 Undlassifed
MartalStatus: [§ Sge Relgi: [65 Presbyteran Church (58]
BithDate: 0170171827 Last Update: 0770572007 I Activefor SEVIS Repating [ Nomesiderk Afen
I Individualls Deceased  Death Date: 0070070000 Visa Type:
[~ Family Relationships Employment
Family 1D: 142267 |Development Staff Hanover Employer: Not Found!
Spouse: Not Found! Type:
Spouse Enploper et Fourd!

Entrance Code: ¥ Veteran of

T Active Duty with:
DisabiiyStas| [ Financial idRequest
BaCodelD: |

=

~=lolx|

Master

Ethricl
Race

Seing Access Rihts o widow: Bioraphical ata obect: Biogaph aste tah

@start| [ Inbox - Micrasoft Ou... | @ air 1, the Postive Ak... | £ FS01 Development.. | ] Development Service,

[[S/pevelopment .. Z[1- S0 D@

& zz0em




image3.png
3 Development Alumni

D Work with Relationships

Aibutes
ic (]

o#[ s PmMimen

Desciption

Descripton - ttrbute_{rans attrb_def

@ start| (- unread i A 8] Development atumai (2) [~ 240 B@ Ay




image4.png
3 Development Alumni

D Work with Relationships

Aibutes
ic (]

Philcriy)

9

Descripton - ttrbute_{rans attrb_def

@ start| (- unread i A 8] Development Alumni [2) |




image5.png
=181]

Fie Edt Task Acins Optons Tsskst Took Reports Windon Fep
EEETYEEIANGIL]

BR& | =

65 work with Relationships
T T ——

=lolx|

o 742257 [evaopment Sai Harover User Defined
— k| r Pttt Donor | ot |
e ame | haress I Serpaptica | Devin1 ] evoz Donorino |
Ressach Pl
ol |
Bscomst
Donor Mai: Donor Select: ||
Cunent Address: ['LHP " Development Office: Stew. Gift Anniv. DL No Legacy Mailing
ExecSalesVome: [ udef_11n_2 Cumulative Gitt iy & No Publications
saeovomeDoe [ u ez b o Saletaionty Diect
Foundations ssets [0 udef_T1n_1, M Stop Mail - Memorial Do
FONAssetsDate: | udef_dte_1 N Stop Mail- See Notepar
Dther Salutation #1: ML Top Pr
Dther Salutation #2: ML Profile: udef_la_c
OtherSaktaon 83 Fec I wetros
Oter Sbiston Unpsid2F Podge 23 | e 1ot
OterSaktalon 5 e [

donor_mster.donar_select

start]| (- Unread vai- Microso... | @ A 1, the Postive Ak.. | (£ \WFs01iDevelopments...

] Developrent servces.. || ] Development alumni  (3) |1~ 210 @

& wssem





image6.png
3 Development Alumni

RN

ELITEP)
ograph Information

ade

urty:

Enecs

A

v (@ @ ” [ 1nbox- Micr

& Development Alumni

51 Document - i

=18l x|





image7.png
evelopment Alumni

Fle Edt Task Actions Options Taskist Tooks Reports Window Help

=181]

[EEXTVEEIRN
[ EIEEE RS

) [0
o|E

Y —rE
ek |V

T4ST2 Martan's. P
i Farily IDs
Relatorstips
EMPL 3445
ENDF 1351
ENDF 1952
ENDF 1954
ENDF 2059
FRND 1671
FRND 1971
PRNT 2014
PRNT 2152
SIBL 15347
SPOU 1770

RARRRE RS R RS RARANANA RS

'S 3 Commurication Toabon
5 Actions
e Action Lists

= Events

4 vae

~New ltems

Start Date: 872872008 | Cusorice 1o

~MName Eniy

o4

7252 Waron . Fine

Item Date

ltom Typel Action | Event

Item Desciption

Complete

00/00/0000

‘DConnoly e cortacilMor/Carol F|

Coded DPCOB for the mtching ait pa

DEPRST

DE Praspect Screening Test Account

DEPRIN

DE President’s Isicer Mailng List

DConnoly email cortact reportMor 2

10/06/08 -EB sent lete from Daleer

DConnoly email cortacilor/Carol |

Mot Pine 55ILa Jolls, CANMune 3,

Bil Borden pint maied to M. and M.

DE Cal

DE - Presidental Inauguration 2007 In

DConnoly visit wih Mor/Carol rime 1

DE Homecoming 2007

DConnoly emas with Mor/Carol i

DConnoly contact:email to Mort/Carol

DE Invited Nichols Refiemt Celebrato

DConnoly ContacilMor MWwe rece

iterm Detais | | Show Releted ter

\
@istart| [~ (3} @ > (< Inbox - Mcrosaft Outiook |8 Development Alumni | 5] Document1 - Micrasoft





image8.png
3 Development Alumni

Note:
OE Inveding,
T DAUEM D Addess
T 0auLT O Adse
% oot e Le
OE In
DE Invted Ch

DE Invied De

DE Invited Dir

)l
tart Date:





image9.png
3 Development Alumni

DE
DE Invite

DE Matching
R DEFRIN DE Frestent
e oerRST DE o

DE Invited Kir
DE Invied Fa
DE Invited Nic
DE Invited Nic
DE - President
T DE Presic

DE Invied

)l
tart Date:

104

08/03/2009 locton

fia75ec]

DEFRIN |
[t

DE Adre

[DE Presients nide Maiig List

Changs Upd





image10.png
Flo Edt Task Actions Optians Taskist

Tools

Reports

window _Help

=181]

[EEXTYREIAG
BRELErm

) [0
Gl

Y —rE

|

ER=d

CaPBN

|

CFI Capstone_ |

~MName Eniy

o4

7252 Waron . Fine

T4ST2 Martan's. P
i Farily IDs
Relatorstips
EMPL 3445
ENDF 1351
ENDF 1952
ENDF 1954
ENDF 2059
FRND 1671
FRND 1971
PRNT 2014
PRNT 2152
SIBL 15347
SPOU 1770

RARRRE RS R RS RARANANA RS

‘

CaPER
CapIC
CaPIG
CAPMF
CaPR2
CAPRE
CAPRK
CAPRL
CaPZH
DADOD
DADO
DADO2
DADO3
DAHOS

CFI Capstone’
CFI Capstone.
CFI Capstone
CFI Capstone
CFI Capstone
CFI Capstone
CFI Capstone
CFI Capstone
CFI Capstone
DE Alumri Da
DE Alumri Da
DE Alumri Da
DE Alumri Da
DE Hal of Far

DAID#  DE Incianapol
DAIO  DE Incianapol

DADOE
npena

DE APiReu

F a3 T
v

Item Date

ltom Typel Action | Event

Item Desciption

Complete

00/00/0000

‘DConnoly e cortacilMor/Carol F|

Coded DPCOB for the mtching ait pa

DEPRST

DE Praspect Screening Test Account

DEPRIN

DE President’s Isicer Mailng List

DConnoly email cortact reportMor 2

10/06/08 -EB sent lete from Daleer

DConnoly email cortacilor/Carol |

Mot Pine 55ILa Jolls, CANMune 3,

Bil Borden pint maied to M. and M.

DE Cal

DE - Presidental Inauguration 2007 In

DConnoly visit wih Mor/Carol rime 1

DE Homecoming 2007

DConnoly emas with Mor/Carol i

DConnoly contact:email to Mort/Carol

DE Invited Nichols Refiemt Celebrato

DConnoly ContacilMor MWwe rece

~New ltems

Start Date: 872872009

|

iterm Detais | | Show Releted ter

\
@istart| [~ (3} @ > (< Inbox - Mcrosaft Outiook |8 Development Alumni | 5] Document1 - Micrasoft





image11.png
EEIE

Fle Edt Task Actions Options Taskist Tooks Reports Window Help

EEETYEEIANGI]

G worlc with Relationshi
Name Eny

OGLF? DE GOLD Lo,
| OGLS? DE GOLD Lo

0605 DE ek
T oavsr oEcors o

F Famiy IDs DHCOD DE Hamecom
Relationships DHCO!

O Honecon
v
B v oHc2 D€ Hormeom )

ENDF 1352 DHCO3  DE Hamecom
ENDF 1354 DHCO4DE Hamecom
ENDF 2069 DHCOS DE Homecom
FRND 1671 DHCOB  DE Hamecom
FRND 1971 DHCO7 DE Hamecom
PRNT 2014 DHCO8

PRNT 2152

SIBL15347
SPOU1770

ltom Date | ltem Type Action | Event__| Item Descripion Complete
00/00/0000

DE Hamecom
DHCO3 DE Hamecom
DHDOG  DE Hanover ¢
DHFOS DE Hanaver &
DHNOG  DE Hanover ¢
DHNO7 DE Hanover ¢

DHNMEL NF Hanner
3

RARRRE RS R RS RARANANA RS

‘

=
St Dote [P0 | ustorition| i 0oie | S Foiedlin| | etesh

ad_start_date

@istart| [~ (3} @ > [ Advancement Calendar ... || ') Development Alumni | 5] Document1 - Micrasoft





image12.png
=8l

Fie Edt Task Acins Optons Tsskst Todk Reports Windon Hep
[EEX Y REIN
BE&x=ahBrz6|E

Y —rE

|

DGLDE
DGLF?

O GoL5 o]
0E GOLD Lot

~MName Eniy

o4

795053 [inger Bamell

T4ST2 Martan's. P
i Farily IDs
Relatorstips
EMPL 3445
ENDF 1351
ENDF 1952
ENDF 1954
ENDF 2059
FRND 1671
FRND 1971
PRNT 2014
PRNT 2152
SIBL 15347
SPOU 1770

RARRRE RS R RS RARANANA RS

‘

DBLS7
DGSOS
DGYS7
DHCOD
DHCO!
DHCO2
DHCO3
DHCO4
DHCOS
DHCOB
DHCO7
DHCOB
DHCO3
DHDOG
DHFOB
DHNOE
DHNO?
e

e
0% ok 5w
o
OF Honeon
O Honecon
o Horwen-|
O Honeco
O Honecon
O Honecon
O Honecon
O Honecon
O Honecon
0% Honecon
O Haora
OF Homrt
o haora
O Haovr

I Hanower
3

Item Date

Ttem Typel Action Item Desciption Complete

00/00/0000

~New ltems

Start Date: [10/03/2009

Custoiz on|

tem Detais | _Show Related tem Refresh

@istart| [~ (3} @ > [ Advancement Calendar ... || ') Development Alumni | 5] Document1 - Micrasoft




image13.png
Fle Edt Task Actions Options Taskist Tooks Reports Window Help

=181]

EEXFYIIREIAR

D4 T2 Generol | User Defined |

s [v].

5, 14912 Moton S
HF Fariy D
&2 Rellonshis

EMPL 3
ENDF 1€
ENDF 1€
ENDF 1€
ENDF 21
FRND 16
FRND 16
PRNT 20
PRNT 2
SIBL 152
SPOUTS

RARRRE RS R RS RARANANA RS

[Fee Info

Actiity 1
Actiity 2
Actiity 3
Actiity 4
Actiity 5
Actiity 6
Actiity 7
Actiity 6
Actiity 9
activity 10
activity 11
activity 12:
activity 13:
activity 14:
activity 15

| T—

enter Atinioute code for |

~=lolx|

#of Adults 1:p

Adult Cost 1:p

#of Children 1: )

Child Cost 10

Amt Paid 1:)

| #of Adults 2.p

Adult Cost 2:p

#of Children 2: )

Child Cost 23

Amt Paid 2:

#of Adults 3:p

Adult Cost 3:p

#of Children 3: )

Child Cost 33

Amt Paid 3: )

#of Adults 4:p

Adult Cost 4:p

#of Children 4: )

Child Cost 43

Amt Paid 4:

#of Adults 5:p

Adult Cost &: )

#of Children &: )

Child Cost 53

Amt Paid 5:)

#of Adults B:)

Adult Cost 6: )

#of Children 6: )

Child Cost 63

Amt Paid 6:)

#of Adults 7:p

Adult Cost 7:p

#of Children 7: )

Child Cost 7:0

Amt Paid 7: )

#of Adults 8:p

Adult Cost 8:)

#of Children &: )

Child Cost 83

Amt Paid 6: )

#of Adults :p

Adult Cost 9:p

#of Children 9: )

Child Cost 93

Amt Paid 9:

#of Adults 10:1

Adult Cost 10: 1

#of Children 10: )

Child Cost 107

Amt Paid 10: )

#of Adults 11:1

Adult Cost 11: 1

#of Children 11: )

Child Cost 110

Amt Paid 11:)

#of Adults 12:0

Adult Cost 12:1

#of Children 12: )

Child Cost 123

Amt Paid 12: )

#of Adults 131

Adult Cost 13: 0

#of Children 13: )

Child Cost 130

Amt Paid 13:)

#of Adults 14:0

Adult Cost 14:1

#of Children 14: )

Child Cost 140

Amt Paid 14:)

#of Adults 15:1

Adult Cost 15: 1

#of Children 15: )

Child Cost 150
|

Amt Paid 15: )

Cusoniz

oc_events_uudef activty_2

@istart| [~ (3} @ > (< Inbox - Mcrosaft Outiook |8 Development Alumni | 5] Document1 - Micrasoft

| 5] 5ub Event Code shest.d.





image14.png
Fle Edt Task Actions Options Taskist Tooks Reports Window Help

=181]

EEETYEEIANGI]

IEEIEIEE:

General | User Defined |

Attended

[Fee Info

Table 1
2

|
| T—

Admission use only: Enter special event codes
For athlete day ener Attribute code for sport

e

Actiity 1: funch

#of Adults 1

fi

Aduht Cost 1

fi5.00

#of Children 1: )

Child Cost 10

Amt Paid 1:[15.00

Notes 1

idow of Thomas Crabtree 58

Actiity 2:[otaur

#of Adults 2:

fi

Adult Cost 2

F

#of Children 2: )

Child Cost 23

Amt Paid 2:

Notes 2.

Actity 3 fre55

#of Adults 3:

fi

Adult Cost 3.

fi5.00

#of Children 3: )

Child Cost 33

Amt Paid 3:i5.00

Notes 3

Actiity 4

| #of Adults 4

i

Adult Cost 4

F

#of Children 4: )

Child Cost 43

Amt Paid 4:

Notes 4:

Actiity 5

#of Adults &

i

Adult Cost 5.

F

#of Children &: )

Child Cost 53

Amt Paid 5:)

Notes 5.

Actiity 6

#of Adults B

i

Adult Cost 6.

F

#of Children 6: )

Child Cost 63

Amt Paid 6:)

Notes 6

Actiity 7

#of Adults 7

i

Adult Cost 7.

F

#of Children 7: )

Child Cost 7:0

Amt Paid 7: )

Notes 7.

Actiity 6

#of Adults B

i

Adult Cost 8

F

#of Children &: )

Child Cost 83

Amt Paid 6: )

Notes 8

Actiity 9

#of Adults 9

i

Adult Cost 9.

F

#of Children 9: )

Child Cost 93

Amt Paid 9:

Notes 9.

activity 10

#of Adults 10:

i

Adult Cost 10,

F

#of Children 10: )

Child Cost 107

Amt Paid 10: )

Notes 10,

activity 11

#of Adults 11

i

Adult Cast 11

F

#of Children 11: )

Child Cost 110

Amt Paid 11:)

Notes 11

activity 12:

#of Adults 12:

F

Adult Cost 12,

F

#of Children 12: )

Child Cost 123

Amt Paid 12: )

Notes 12.

activity 13:

#of Adults 131

Adult Cost 13,

F

#of Children 13: )

Child Cost 130

Amt Paid 13:)

Notes 13,

activity 14:

#of Adults 14:

i

Adult Cast 14,

F

#of Children 14: )

Child Cost 140

Amt Paid 14:)

Notes 14.

activity 15

#of Adults 15:

F

Adult Cost 15,

F

#of Children 15: )

Guest 1

D#

Guest 2:

D#

Child Cost 150

Amt Paid 15: )

Notes 15,

Total Costf0 Dietary Restrictions
Total Paid:p0

Event Notes:

~=lolx|

Cusoniz

oc_events_uuef activty_4

Bstart| () (@ @ » [ inbox - merosoft outock.||T8) Development Alammi | 4] bocument - Micosaft

| 5] 5ub Event Code shest.d.





image15.png
Fle Edt Task Actions Options Taskist Tooks Reports Window Help

=181]

e

General | User Defined |

Actiity 6
Actiity 9
activity 10
activity 11
activity 12:
activity 13:
activity 14:
activity 15

Guest 1
Guest 2:
Guest 3:
Guest 4
Guest &
Guest B:

Guest 7
Guest &

EICIENEIL

#of Adults 8:p

Adult Cost 8:p

#of Children &: )

Child Cost 83

Amt Paid : )

Notes 8

~=lolx|

#of Adults :p

Adult Cost 9:p

#of Children 9: )

Child Cost 93

Amt Paid 9:

Notes 9.

#of Adults 10:1

Adult Cost 10: 1

#of Children 10: )

Child Cost 107

Amt Paid 10: )

Notes 10,

#of Adults 11:1

Adult Cost 11: 1

#of Children 11: )

Child Cost 110

Amt Paid 11:)

Notes 11

#of Adults 12:0

Adult Cost 12:1

#of Children 12: )

Child Cost 123

Amt Paid 12: )

Notes 12.

#of Adults 131

Adult Cost 13: 0

#of Children 13: )

Child Cost 130

Amt Paid 13:)

Notes 13,

#of Adults 14:0

Adult Cost 14:1

#of Children 14: )

Child Cost 140

Amt Paid 14:)

Notes 14.

#of Adults 15:1

Adult Cost 15: 1

#of Children 15: )

fThomas Crabtree 56

1D # [18819

D#

D#

D#

D#

D#

D#

D#

Child Cost 150

Total Cost
Total Paid
Total Due

Total Guests

Amt Paid 15: )

Notes 15,

Dietary Restrictions:

Event Notes:

Cusoniz

\
Mistart| [~ (3} @ > [ Inbox - Microsoft Outiook || 8 Development Alumni 5] Document 1 - Mirasoft ... | ] sub Event Code Shest.d.





image16.png
B oevelopment Alumni S

Fle Edt_ Task Acions Optons Toskist. Toos Reports Window Help
s 2slnle|alow
IEEIEIEE:

(oo oo =T
General | User Defined |

#of Adults B:j  Adult Cost 8:J3 #of Children 80 Child Cost 8:p Amt Paid : ) Notes 8
T #ofAduts i Adult Cost 93 #of Children 9:0 Child Cost 3:p Amt Paid 9: Notes 9
" #of Adutts 105 Adult Cost 10: i #of Children 10:) Child Cost 107 Amt Paid 10: ) Notes 10
" #of Adutts 11: Adult Cost 11: 3 #of Children 11:0 Child Cost 11y Amt Paid 11:) Notes 11
" #of Aduts 125 Adult Cost 12:3 #of Children 12:) Child Cost 12,y Amt Paid 12: ) Notes 12
" #ofAduts 131 Adult Cost 13: 1 #of Children 13:) Child Cost 13.p Amt Paid 13:) Notes 13
" #of Aduts 145 Adult Cost 14: 1 #of Children 14:) Child Cost 149 Amt Paid 14:) Notes 14
" #of Aduts 150 Adult Cost 15: 1 #of Children 15:) Child Cost 157 Amt Paid 15: ) Notes 15

Crabtree 58 1D # [18819 Total Cost Dietary Restrictions: [Vegetarian

o#[ Total Paid Evert Notes
o#[ Total Due

o#[ Total Guests

o#[

D #
D #
D #

Cusoniz

oc_events_udef.detary_test

Bstart| () (@ @ » [ inbox - merosoft outock.||T8) Development Alammi | 4] bocument - Micosaft

| )5 vene ce e ENENS sPSELF B





image17.png
B oevelopment Alumni S

Fle Edt_ Task Acions Optons Toskist. Toos Reports Window Help
s 2slnle|alow
IEEIEIEE:

1 ol

General | User Defined |

T #ofAduts 7 Adult Cost 7: [0 #of Children 7:0 Child Cost 7:p Amt Paid 7: ) Notes 7.
T #ofAduts i Adult Cost8:[i #of Children 8:0 Child Cost 8:p Amt Paid 6: ) Notes 8
T #ofAduts i Adult Cost 93 #of Children 9:0 Child Cost 3:p Amt Paid 9: Notes 9
" #of Adutts 105 Adult Cost 10: i #of Children 10:) Child Cost 107 Amt Paid 10: ) Notes 10
" #of Adutts 11: Adult Cost 11: 3 #of Children 11:0 Child Cost 11y Amt Paid 11:) Notes 11
" #of Aduts 125 Adult Cost 12:3 #of Children 12:) Child Cost 12,y Amt Paid 12: ) Notes 12
" #ofAduts 131 Adult Cost 13: 1 #of Children 13:) Child Cost 13.p Amt Paid 13:) Notes 13
" #of Aduts 145 Adult Cost 14: 1 #of Children 14:) Child Cost 149 Amt Paid 14:) Notes 14
" #of Aduts 150 Adult Cost 15: 1 #of Children 15:) Child Cost 157 Amt Paid 15: ) Notes 15

Crabtree 58 1D # [18819 Total Cost Dietary Restrictions: fVegetarian
D# Total Paid Event Notes: Wil be in 3 wheelchai]

o#[ Total Due
o#[ Total Guests
o#[
D #
D #
D #

Cusoniz

oc_events_udef event_note

Bstart| () (@ @ » [ inbox - merosoft outock.||T8] Development Alammi | 4] bocumenti - Microsaft

| 5] 5ub Event Code shest.d.





image18.png
Fle Edt Task Actions Options Taskist Tooks Reports Window Help

=181]

EEETYEEIANGI]

e

General | User Defined |

Activity 8: #of Adults 8:p

Adult Cost 8:p

#of Children &: )

Child Cost 83

Amt Paid : )

Notes 8

~=lolx|

Activity 9: #of Adults :p

Adult Cost 9:p

#of Children 9: )

Child Cost 93

Amt Paid 9:

Notes 9.

ctivity 10: #of Adults 10:1

Adult Cost 10: 1

#of Children 10: )

Child Cost 107

Amt Paid 10: )

Notes 10,

activity 11 #of Adults 11:1

Adult Cost 11: 1

#of Children 11: )

Child Cost 110

Amt Paid 11:)

Notes 11

ctivity 12: #of Adults 12:0

Adult Cost 12:1

#of Children 12: )

Child Cost 123

Amt Paid 12: )

Notes 12.

ctivity 13: #of Adults 131

Adult Cost 13: 0

#of Children 13: )

Child Cost 130

Amt Paid 13:)

Notes 13,

ctivity 14: #of Adults 14:0

Adult Cost 14:1

#of Children 14: )

Child Cost 140

Amt Paid 14:)

Notes 14.

ctivity 16: #of Adults 15:1

Adult Cost 15: 1

#of Children 15: )

Guest 1: [Thomas Crabtree 58

D#fp

Guest 2:

D#

Guest 3:

D#

Guest 4

D#

Guest &

D#

Guest B:

D#

Guest 7

D#

Guest &

D#

Child Cost 150

Total Cost
Total Paid
Total Due

Total Guests

Amt Paid 15: )

Notes 15,

Dietary Restrictions:

Event Notes:

‘egetarian

illbe in a wheelchair

Cusoniz

hoc_events_udef guest_2_id

Bstart| () (@ @ » [ inbox - merosoft outock.||T8) Development Alammi | 8] bocument - Micosaft





image19.png
Fle Edt Task Actions Options Taskist Tooks Reports Window Help

=181]

EEETYEEIANGI]

1 S

User Defined |

General

Attended

[Fee Info

Actiity 1

activity 11

activity 13:

b Table 1

2

|
| T—

Admission use only: Enter special event codes
For athlete day ener Attribute code for sport

e

funch  #of Adults 1

fi

Aduht Cost 1

fi5.00

#of Children 1: )

Child Cost 1 Amt Paid 1:[1500 Notes 1

idow of Thomas Crabtree 58

Activity 2:[etour | #of Adults 2

fi

Adult Cost 2

F

#of Children 2: )

Child Cost 23 Amt Paid 2: Notes 2

Activity 3: [e59 #of Adults 3:

fi

Adult Cost 3.

fi5.00

#of Children 3: )

Child Cost 3 Amt Paid 3500 Notes 3,

Activty 4 #of Adults 4

i

Adult Cost 4

F

#of Children 4: )

Child Cost 43 Amt Paid 4: Notes 4

Activty 5 #of Adults &

i

Adult Cost 5.

F

#of Children &: )

Child Cost 53 Amt Paid 5:) Notes 5

Activty B #of Adults B

i

Adult Cost 6.

F

#of Children 6: )

Child Cost 63 Amt Paid 6:) Notes B

Activty 7 #of Adults 7

i

Adult Cost 7.

F

#of Children 7: )

Child Cost 7:0 Amt Paid 7: ) Notes 7.

Activty 8 #of Adults B

i

Adult Cost 8

F

#of Children &: )

Child Cost 83 Amt Paid 6: ) Notes 8

Activty 9 #of Adults 9

i

Adult Cost 9.

F

#of Children 9: )

Child Cost 93 Amt Paid 9: Notes 9

Sctiity 10: #of Adults 10:

i

Adult Cost 10,

F

#of Children 10: )

Child Cost 107 Amt Paid 10: ) Notes 10

#of Adults 11

i

Adult Cast 11

F

#of Children 11: )

Child Cost 110 Amt Paid 11:) Notes 11

Sctiity 12: #of Adults 12:

F

Adult Cost 12,

F

#of Children 12: )

Child Cost 123 Amt Paid 12: ) Notes 12

#of Adults 131

Adult Cost 13,

F

#of Children 13: )

Child Cost 130 Amt Paid 13:) Notes 13

Sctiity 14: #of Adults 14:
Sctiity 15: #of Adults 15:

Guest 1

Guest 2:

i

Adult Cast 14,

F

#of Children 14: )

Child Cost 140 Amt Paid 14:) Notes 14

F

Adult Cost 15,

F

#of Children 15: )

fThomas Crabtree 58

D#fp

p#]

Child Cost 150 Amt Paid 15: ) Notes 15

Total Costf0 Dietary Restrictions
Total Paid:p0 Event Notes:

‘egetarian

illbe in a wheelchair

~=lolx|

Cusoniz

hoc_events_udef guest_2_id

Bstart| () (@ @ » [ inbox - merosoft outock.||T8) Development Alammi | 8] bocument - Micosaft





image20.png
Fle Edt Tesk Actons Optons Tesdist Took Reports Window Felp

lss xan# 2 Ao

ICEICETELETY

- Work With Relationships,

vt

2 i e

6 Famiy [Ds|  ELITEPAINT
2 Relationst]  Bogreph Information
Donor Inguiry
Gving Relationships
Gving Clubs
Matching GiftPolcy
Attrbutes

Recept Instructons
Salutations
Notepad

[d_constt_prop_sium

Customize.

DECEASED  ounefpE A7 STOP MAIL

et I

i

jesminsier Vilage Reathcars

7200 Gresriree Norh

==

s

al Address:

Bith Date: 572571521 =5

Solicitor.

2ol Drboc-. | @racetoo.. [JSICI &3 ot

-] i dopicat.. | @ cota.. | @3meo.. - I WYRY 2526w




image21.png
A S
XEm @ S 2 #H|

CHLD Chid of Chid of Chark

ColsshiftsD
InsertRow Colsshiftsr
Restore Row(s) CulsshiftsR
Advanced Search,

Previous Name:

e PAINT.

Save Column Display Order

Clear Column Display Order





image22.png
Ak nL 8P A SR
8 8« BXxER(R@ S 2 #H
202339 [Crafene Marm

1D Number| Name

o T —

PRNT Parent of





image23.png
T e T e —

Parert of Charlene Mamn __ Chid of V





image24.png




image25.png
& admissions.
File Edt Task Actions Options Taskist Tools Reports Window Help

IEEXT T 1IN
HEems|H &

£ Maintain Candidacy
o4 251908 [y Seles Andiems
Concidate IN] | Candidacy [C] Test Scores K] Highest 11
Relatonship V] | User Defined. (U] Name [M] Addess [5]
| Last. Fist Midde
Home: T T
| Nome rfamation
Bith Neme: Pt
Prfered Name: Suff
Joint Preic
Tite: Type: I~ Pivae
Staus: Fomat
| Adesses Mobie Phone
Curent FUHP Legalome/peimenen ad | | Phone: 00000 (100 000 0000
Emi Status: I Pivae
|~ Dlher Detas
Souce: Onner
Confimed On: 0070070000 I Stop AlMsi
Show O Wb - I~ FERPA Resticied

User
Atibutes [B] |
Bogeph ] |

Name History

" ae_masttshon_on_web





image26.png
& admissions.
File Edt Task Actions Options Taskist Tools Reports Window Help

[EEXY L CIENIEI
i@ cems | H #
£ Maintain Candidacy,

D]

User

Previous Name Test Scores. [X] Highest [1] | Atrbtes [B] |
LT paINT Name [M] B 5| Beweh 1|

Organizations For Candidates Name Histoy
Notepad

Finsncil Ad T
|- Name Iformation

Bith Nae: Frefic

Freferred Name: Sulfic

Joint Prefi:

Tite: Tope: I Piivate

Status Fomat
[ Addresses Mobie Phone

Curent FLHP Legal/home/permereni ad | | Phone: (30000 (000] 000 0000

Emait Status: I Pivate
[ Other Details

Soure: Ouner:

Confimed On: 0070070000 I Stop AlMsi

ShowOn'web: fweb I FERPA Resticted





image27.png
& Admissions

Flo Edt Task Options Taskist Took Reparts Window Help

IEEXT T 1IN

1=
r
g
i £ Name Search.
Natre, Emai Acdess, o dctessLine s ar seatched a a LIKE compason, Date/Ti, mei,and iop-don s i searched as an EQUALS
Addiond Citeia
LastName: son. [oosa00m it Nane: Name Tope = AL
Fist Name: it Dot [00700/3000 Emaiade
Prefeted Name: Stte Seatch
R
™ Use Sourndex for Last e ™ Cross check Last s Bith Names < 2
I Crass-check Fist and Preferied Names | Cross-check Fist and Nicknames S BrE Change | Remove
10 N [Nome PrforedNone Nikname =

L K —|

ShowDetal | Show s | it | tome it AddNome | Name |

Seting Acosss Rghts o window: Name Search obect Name Sesich'Show Detal Btn

e





image28.png
& Admissions

Flo Edt Task Options Taskist Took Reparts Window Help

IEEXT T 1IN

1=
g
i € Name Search,

Name, Emil Address, and Address Line fields ae searched 35 3 LIKE comparison. Date/Time, numeii, and diop-down felds are searched as an EQUALS
compsison.

Addiional Citera
LastName:  [omith ssN.  [o00000000 Bith Name:

Name Type = "ALL"

First Name: fiohrl Bith Date: [00/00/0000 Email Addr

Preferred Name: State: Gzl

e
™ Use Sourndex for Last e ™ Cross check Last s Bith Names ¢ 2
[ Cross-check Fist and Preferied Natmes |~ Cross-check First and Nicknames. Some bl Change | Remove

15 e e s BB
563 s, .U 00
256673l T o DD
TE3H3 i, i T € 00
538 S, i T D 00
TS5 S, i S 00
5327 S, i T i _|
4G i, i T o DD

T o

ShowDetal | Show s | it | tome it AddNome | Name |

st Name - rs_nme

e





image29.png
& admissions.

Flo Edt Task Options Taskist Took Reparts Window Help

IEEXT T 1IN

ICICIEAN-1
g
oS

- Incividal Name-

Name LFM.
Cunent Address:

FLHP Legal/hame/permanent adt

T~ FERPA Resticted

Name Histoy

~Biogeph
so BithOste:  [ODB0000 cener
it rous Vertal St |

Akdess

I Name Entity,
| Neme iy Name Opion View
04 it Fourd ( ndividual C Business / Digaizaion | & Summay C Delals|  User
]
=]

‘Address Code

Attertion

Address Line 1

Address Line 2





image30.png
o X
File Edit Task Options Tasklist Tools Reports Window Help
IEEERT 1 IERNEICIIL

|8 &%= Ele
-
o
Iof a
ol
O Name Entity Name Option View
L ’V\Du| ot Found (r: Indiicual © Business / Orgarization (r Sunmay © Detsls User. |
Fi
| il | Sataions | Adeses | Biotap | Felatonstin | Aiute | Notepa |
- Last Fist Midde— X "
1 e grr= | Duplicate Name Search:
| Name famaion | 1D Number Name |Prefered Name Nickname | SSN|_Bith Date| Gender|Bith Name | Emi Addess:
Bith Name: Personta Match ulcat, name T | [ aa000 a00g] 1 T
Prefned Name: || < 3
Criers Resuts
Tie: -
Possible Malches Prefened Name Nickname ERS
s S |- - - S —
[~ Addesses 403757 Duplcate, Enty 000000
Curerk [ | 405232 Duplcate, Name — LoD
Gz 401756 Duplcate, Name 7 000300
~ DtherDerais 406771 Duphcate, Name - 00000
Souree: 408814Duplcate, Name. 1 [
Corfimed 0 [00/50 38E52SDupicate, Nare — o=
ShowDnet: [web 3R Duphcate, Name 00000
| K — 0

oo | shwastes | Addus | ooty | _pinets | desHah | ot Newip | cars |

reecy

Search Desklop

) O





image31.png
& admissions.

Fie Edt Task Acins Optons Tsskst Took Reports Windon He
IEEXY T 1IN IS
H8 «([BxBEu (@B arrens H s
£ Maintain Candidacy
1D 4] 281908 [Mary Sellers Andrews User.
Concidate IN] | Candidacy [C] | Test Scores K] | Highest 11| Atibutes [B] |
Reltorstip M| UserDefied 0] | Name 1) Addiess 151 | Bogesh P |
Address History
Adess Detai ~
[~ Emsl  Code: FLHP Legafhomedpemanentad | | DateCorfimed  [53/21/2005
swee: [ || Stdae iz
EndDate fo0/070008
ez [ [ || YeaStathop: o0
Gy [ || YeaEndMwmD o0/
fmail Adress
Jdiess 212 Couny Updte Saurce:
s @ Locaily I Pivate
Aentn I stop Mai
Type FIPS 51 Code:
Swus 6 Premmedcurert Postnet Baroode Zp
Phone
Number / Ext.: | 00000 (000) 000 0000 I~ Private  Status:
Fax 00000 (000) 000 0000 Status:





image32.png
& admissions.

Fle Edt Task Actions Options Taskist Tools Reports

window Help

IEEXT T 1IN

B sxenems H &
£ Maintain Candidacy
1D 4] 295813 [Evyan Angelique Scolt User.
Concidate IN] | Candidacy [C] | Test Scores K] | Highest 11| Atibutes [B] |
Relatorship M | UserDefied 0] | Name 1) Addiess 151 | Bogesh P |
Address History
[Email Address [ Addess Deal ~
|address 2 of 3: WV Emal  Code: ['EML Email Address Date Confimed: 103/07/2006
wvyan tigger 77 @yahoo.com E-mail Start Date: 00/00/0000
EndDate fo0/00/000
ez [ [ [ || YeaStathmp: o0
Comy [ || YeaEndMWmD o0/
Coury: Update S
Locaily I Pivate
Aterion: I stop Mai
Trpe: FIPS 51 Cod
Stas: Pastnet Barcodk Zps
Phone
Number / Ext.: | 00000 (000) 000 0000 I~ Private  Status:
= Fax 00000 (000) 000 0000 Status:

Code - scdes_master sd_cce





image33.png
dmissions

Fle Edt Task Actions Options Taskist Took Reports Window Help

IEEER T - IENEICIIL

HE®m & EH| o
o] s |
Conddste | Condidsoy | TesSoows | Hiohest | Atibues | Relorshp | Oigaizaiors | Name | Addess Biograph
(- Pesonalnforation A Master
i [PEOG0000 [~ This SSN Is Privale Gender — Etrnics
Citizen o 01d Ethnic Group: Race
CicorstipStas. [Bkoomn — Relgon —
LostUpdoter 1272010 Maita Staus
it Date 007007560 ™ Activefor SEVIS Feporing
™ Indhidus s Decessed  DeatnDale: 0070070000 Vi Type
{~Foniy Relstorships Enplyment
iy . it Fourd Emplyer it Fourd
Spouse: INot Found! Type:
e it Fourd SpouseEnplyer it Fourd
Mather: INot Found! [~ Employee of College.
Guardian: INot Found! I~ Spouss Employee of College
EntanceCode:| [ Veteanot [ I BlockLoanPation
HighestDeges| [ AciveDuywih| | Previous Enolled for Credit
Dissbiiy Status| [ Financial Aid Request I~ Previously Errolled for CEU
Bar Code ID: T Library Patron

=

Stting Access Riohts o widow: Maintain Candidacy objec: Bograph Tab

T a a

B





image34.png
'J | Admissions

Fle Edt Task Actions Options Taskist Took Reports Window Help

IEEXRT 1 IENEICI)

HE®m & EH| o

andidac

D#[ 2170 fomanda’ Backent

Add Row Delete Fow,

Copy Row

Cointe | Conity | TostScoms | Hien

stites | Rolotonsis | Ongnicaons | Nome | addess
 SdctedRocors ot

Dae. 2742002

Tope: [efRepoted

s

1PEDS: [ PEDs vl ot coloed

thric

I

Race
I~ Ameican Indian or Alaska Native

A Hispanic/Latino
2Not Hisparic/Latino
3Unieported

or lcan American
e Hawaiian or Other Pacic Islander

User
Biograph
Master

Ethnic!
Race

ethric_report_c. ethnic_rpt_def_num

start

TR





image35.png
[ pevelopment Alumni ML

Fle Edt_ Tesk Acions Optons Toskist. Toos Repotts Window Hep
EEXPYIREIAG
HH & r@aE =
o N ] 7 = 5 incin Donor G

bock[v] rowas[v[[3 Oore 0] 76215 (vl A, Hiber

g Relationships.

5115 16216 Willam A Huber o g Relatonship [Defeult? | Begin__| End |
i Famiy IDs [ I T [oar27/2008 /070000

=25 Relationships
D o yoneFlechatb 1 F [AL AumDegeed T [F0/0/0000[a070/0080
CHLD 23294 Laura Huber Nutt© 12 P [T [o07a070000 30700/0000

ENDF 195402 Endowed Fund:
FRND 17161 Douglas H. Garw
INLW 18192 Thomas &, Lowry
INLW 27349 Willam C. Tuck.
INLW 30763 Alber 5. Parker
NPNC 7605 Martin Parker Tuch £
NPNC 13365 Richard Louis Hu
NPNC 20885 Susan L. Dipple
NPNC 71347 Efzabeth P. Tuck
SIBL 22576 Laua Rankin
SPSD 17556 Jane Parker Hiubel]

RARR R RS R RSN RR AR RSN

|

" dov_reltions.givin_relaton =

start| [ wbox-ier... | & cowponaue. | 5 tFsotipeve...[['§] Developme... 1] checkists.d





image36.png
[ pevelopment Alumni ML

Fle Edt Task Actions Options Taskist Took Reports Window Help

IER VYIS CIENTI

IEIEEE:
Work With Relationships
A8ccoraphicaloata____________________________$EE
Donor:[ 16215 il &, Huber _ UserDefied... |
= | wr ot orer | Corprste |
e ane | saress Bograptica | owvsio1] ev2]| ooreri
e —— 2| Master
Soi [3I7142558 [ This SSNIs Pivale Gender M Hiale Etrmics
Cizen of OldEthric Group: [1 WhieMonisparic Race
Maital Status: [W Widowed Religion [F5 Presbytorian Church (USA)
BithDate:  [DR/2771524 Last Update: 172472008 I Activefor SEVIS Repoting I NorsesidertAlen
[V Indiicuells Deceased  DeathDate: [05/73/2009 Visa Type: "
= Famiy Relatiorships Employment
Famiy 1D 6215 [Wilam A Huber Employer ot Found!
Spouse: ot Found! T
Spouse Enployer et Found
T~ Employee of College.
I Spouse Employee of College
Entrance Code: T~ Veteran of.
I Active Duty with:
DisabityStatus| | Financial Aid Request |}
Batoen: |

et Dte - booraph_mster deah e 15

@ start| [ 1mbox-Micr... | @ Coupon que... | 3 Fs01\Dev... |[T§) Developm... 1] checkists.d... | 5] ocument2 .. | 5] Developmen... | (7] 1.~ %) @ Ay (@@ 101 am





image37.png
3 Development Alumni
Fe bt Tak Adions Opons Tasdit Tods Reports Widow el

MEIE

EEETEEING

|HB[&[K[.>F=d b H|b|E|
65 work with Relationships M=
T >
Doror | 5215 [willam & Huber Address Histoy. User Defined
— | rPtenteponor | cororteio |
r B Addross | S aptia | oev801 | bevB02| ponor o
e Ao Dot
o [~ Enmsl  Code [LAP Logahomedpemanentad || DateCorfimed  [F8/2772008
stest St Dae 707000

[Former Business Address
ladaress 2.1 3

Saint e Presbyteran Churh

2205 Souh Logas Po e

Ciy/State/Zip:
County:

Adriss Caunty

Atertir:
Tope:
Status:

EndDate: 007070000

Year StatMM/DD:  [00700

Year EndMM/DD:  [00700

Update Source: m

P-Post Office
1 ncividual
CCompany,

o

Phone

Number /Ext.
Fax

03000 (000) 000 0000 I Pivate

03000 (000) 000 0000

address_master,

addr_line_t

Bstart| (- Unreadttal .. | & Couponaue... | 3 WFs0tiDeve... [ &) Developme... ] Checkists ... | ] Document2L... | 1] Developmen,

| &

T





image38.png
[ pevelopment Alumni ML

Fle Edt_ Tesk Acions Optons Toskist. Toos Repotts Window Hep
EEETEEING
HH (&K d b H|B[E
MQsogopticaloaee____——_————— ______________________EER
Donar:[ 215 wiliam A Huber Name History. User Defined

= | wrptriorer | oot
e ame s | Soorahicn | evBiot | Daveoz| ponarie]
Lot s, i =
Name: Fiber e E

[~ Name Information

Bith Name: Pific  [T2 The Rev.
Preferred Name: [Bil S
Jaint Pefi [T2 The Fie.
Status: Fomat
- Addesses Mobie Phane.
Curert [DEA Deseased Phone:  [03000 (000) 000 0000
Emaifoioriyl | Stalus I~ Pivate
- Dther Detaik
CCL Recard/Udef 54 2 N
e —— Owner:  [DE Development A, corporati
CBP Record/Udsf 34 2 ] Email Ony.
Show On'Web: fweb T~ FERPA Restricted Inq Opt Out /Udef_24,_2

Emallprirty) - name_master.emal_address

Bstart| (- Unreadtal .. | & coponaee... | £ WFs0tiDeve... |[§) Developme... ] checkists.d... | ] bocument2 ... | &) Developmen... | [Z oy





image39.png
[ pevelopment Alumni ML

Fle Edt Task Actions Options Taskist Took Reports Window Help

EEETEEING
EEIEIPEEEIEE

o4 TEZTS ol

= [ Satetion
E

[The Fev. il A Hber
Pra [ Fier

PrP [l Fber 4

RS B

[ ork with Relationships HEIE]
IS cincin oror saluations 5]

e

I— D

Bith Date: 0672771520 =5

28 SIBL 22576 Laura Rankin
28 SPSD 17556 Jane Parker Hube

K —

Resdy

@ start| [ UrveadMai ... | & Coupon que... | 3 WFso1iDeve... |[[§) Developme... ] Checkists.d... | ] Documentz[... | ] pevelopmen... | (7.1 %) @ Ay (@@ 11:22am

=




image40.png
EEIES
Fle Edt_ Tesk Acions Optons Toskist. Toos Repotts Window Hep

[EEXTYREIN
HBg[K|.zxFzmdDhn|rmbu|o|E|

@ Relationships 1ol
04 EH

_ [[Relationstip 1D Nurbei| Nare BegnDate | EndDate | Atitudss
r 00/0070000 | 00/00/0000

[ENDF Endowment Fund 195402Endowed Fund: Parker, Kathar ne Schole] 00/00/0000 | 00/00/0000
FANDFrend of 17161[Dovgles . Garweod 0070070000 | 00700/0000
INCW o of 2745wl C. Tuck 0070070000 | 00700/0000
INCW o of 30763Aben 6. Parker 0070070000 | 00700/0000
INCW o of T3132{Thomas A Lowy. 00/00/0000 | 0070070000
[NPNC Nephen/Miece of [ 7e05Matin Parker Tuck 0070070000 | 00700/0000
[NPNC Nephen/Miece of 13365Richerd Louis Hubar 1. 0070070000 | 00700/0000
[NPNC Nephen/Miece of 205855usan L. Diprle 00/00/0000 | 0070070000
[NPNC Nephen/Miece of TT34TERRabeth P. Tusk 0070070000 | 00700/0000
6L Sibing of 257lawaRankin | 00/00/0000 | 00/00/0000
575D _Deceased Spouse of T7558{Jane Parker Huber 00/00/0000 | 0070070000

4

Step-Chid of
StepParent of

Student Frinay Newspaper
Student Secondery Newspaper
Subsidian of

Relatonsip - relaion_tablere_cd

@ start| [ Inbox - Microsoft Outiook_|[§) Development Alumni () WFs01{Development$ic... | 5] Development Services i,

=

Gl Do a@e) st





image41.png
Fle Edt Task Actions Options Taskist Tooks Reports Window Help

=181]

EEETYEEIANGIL]

BR& s =

65 work with Relationships
T —

Doner:[142267 =] [pevelopment St Hanaver

=

=lolx|

User Defined

Master

Ethricl

Race

— k| r Pttt Donor | ot |
e ame | haress Siograptica | owvsio1] oevo2]| oorri
T
SSN: 888888888 | This 55N Is Private Gender: F Female
T OMEtric Group: [0 Uncloid
O ez 5 Prsbteron Crach U54)
BithDate:  [F170171627  Last Update: [S770372007 [~ Active for SEVIS Repoting I~ Norvesident Alien
I Indhidulls Decessod  Desth Dt VAT via Type
[~ Family Relationships- Employment
Family 1D: 142267 |Development Staff Hanover Employer: [Not Found!
Spouse: [Not Found! Type:
Sl atFourd
™ Enplee of Cologe
™ Sreuse Enplee o Colge
Entrance Code: V' Veteran of
™ AciveDuty it
Dissbiy Status| [ Financial Aid Request
BarCodelD: [

d_num

Bstar] () rvend ok | © Wrons e | @2 st | [ pevetopmn | 3501 0ever | ) ot .| ) oovlpme,

@





image42.png
EEIES

Fle Edt Task Actions Options Taskist Tooks Reports Window Help

EEETYEEIANGI]

BR& | =

‘
e R =
(muﬂ Nt Found! (r: finividusl  Business / Drgarization (r Sunmary & Detais
T il Soistons | Adesos Eiraph | bt | At | Notpad |

R —T—— 2| Master
Soi [OG0G00000 [ This SSNIs Privale Gondtr M Hale Etmics
O ST B
o el e
BithDate:  [00700/0000  Last Update: 172372008 [~ Active for SEVIS Repoting I~ Norvesident Alien
I Individual s Deceased  Death Date: [30/00/0000 Visa Type: r—

e s e
e s E s
Spouse: [Not Found! Type:
el TR e — T
Mather: [Not Found! I~ Employee of College.
Guardiar: [Not Found! I~ Spouse Employee of College
Entrance Code: JF Freshman US Full Time. I~ Veteran of I~ Block Loan Patron
Highest Degree: T~ Active Duty with: ™ Previously Enolled for Credit
Disabilly Stalus: I Financial Aid Recuest I Previously Ervolledfor CEU | _|
Bar Code ID: ™ Library Patron

Seting Access Rihts o widow: Name Eny abjec N Enty-LUser Buton

Bstar] () rvend k| © indons e | 2 st | [ peveopmr | L3P0 Dovs | B Document | Bl vevelores | )





