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Appeal Reports
Appeal Package Performance Report 1

Appeal reports help you evaluate the performance of your efforts to communicate with your constituents to
raise funds. You can generate and view several reports to determine and compare the effectiveness of your
appeals, appeal mailings, and communication plans.

Appeal Package Performance Report
The appeal package performance report includes performance statistics for appeal packages including the
number of pieces mailed, number of gifts received, response percentage, total revenue, average gift, and
revenue per piece.

Note: The appeal must be specified on theMarketing tab of the gift payment to be included in the report.

To run the report, click Appeal package performance on the Reports page. You can use the Appeal selection and
Gift selection fields to filter which appeal and gift selections are included in the report. You can group the results
by appeals or packages.
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Marketing Effort Reports
Ask Ladder Response Report 4

Breakeven Analysis Report 4

Export Definition File Layout Report 5

Finder File Counts Report 6
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Marketing Exclusions Report 7
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Marketing Schedule Report 11

Marketing Summary Report 11

Membership Renewal Efforts Report 12

Removed Member Counts Report 13

Segmentation Summary Report 13

Segmented House File Counts Report 14

Selection Brief Report 14

Source Analysis Response Report 15

Source Code Performance Report 16

Unresolved Responses Report 16

With marketing effort reports, you can track the performance ofmarketing plans, appeals, selections, and
marketing efforts across your system.
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Ask Ladder Response Report
The Ask ladder response report provides information about how ask ladders perform across selected marketing
efforts. For each ask ladder, the report displays the response rate to each ask amount.
To run the report, click Ask ladder response under Reports on theMarketing Efforts page. The report appears.

Breakeven Analysis Report
The Breakeven analysis report determines when the net profit generated by a segment exceeds the cost to send
a marketing effort to the segment. For marketing efforts, a review of the Breakeven analysis report shows how a
segment performed relative to its peers.
To run the report, click Breakeven analysis under Reports on a marketing effort record. The report appears.
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The Effort field displays themarketing effort. To search for another marketing effort to analyse, click the
binoculars. A search screen appears.
To calculate the Breakeven (BE) figure, the program uses the following calculations:
(cost per piece)1 / (net profit from a single sale)2

l 1: Cost per piece. The cost per piece from the Package for a given segment.
l 2: Net profit from a single sale. Donation Amount - (cost per piece + fixed cost per piece3)

l 3: Fixed cost per piece. The Fixed Cost from theMailing Budget / Total number of Offers for the
Breakeven index (BEI)

[(Response Rate1 - BE2)] * 100

l The segment Response Rate. Number of responders / Number of Offers
l BE. The Breakeven calculated above.

Results:

l > 0: The segment mademoney
l 0: The segment broke even
l < 0: The segment lost money

Export Definition File Layout Report
The Export definition file layout report provides detailed information about the export definitions associated with
marketing efforts. This report lists the output fields that match fields in the export definition. It includes field
paths, header names, and the type of data. This report is sent with the export file to indicate what to expect in
the file.
To run the report, go toMarketing and Communications and click Export definitions under Configuration.
Then on the Export Definitions page, click Export definition file layout under Reports. The report appears.
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In the Export definition field, select the export definition to analyse. To refresh the data after you make a
selection, click Refresh.

Finder File Counts Report
The Finder file counts report provides details about finder files associated with a marketing effort. The report
includes the segments, source codes, packages, and number of records included.
To run the report, click Finder file counts under Reports on theMarketing Efforts page. A search screen appears.
Search for and select a marketing effort, and click Select. The report appears.
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Indirect Responses Report
The Indirect responses report lists donors who were not included in a marketing effort but who gave a gift that
was somehow associated with the appeal and marketing effort ID.
To run the report, click Indirect responses under Reports on theMarketing Efforts page. A search screen
appears. Search for and select a marketing effort, and click Select. The report appears.

Marketing Exclusions Report
TheMarketing exclusions report displays the total number of records excluded from a marketing effort and the
reasons for their exclusion, such as the contact rules or exclusion selections. If the effort includes segment
exclusions, the report also includes those record counts. Exclusions are updated when you run the Calculate
segment counts process for an effort.
When you run theMarketing exclusions report, you can output the results to aMicrosoft Excel pivot table or CSV
file. The pivot table format supports the volume of the data returned in the report and allows you to manipulate
the data to identify errors in your exclusion settings. You can add or remove filter fields to increase or decrease
the level of detail included in the report. You can also drill down to view the individual constituents excluded from
the report.
To run the report, click Marketing exclusions under Reports. TheMarketing Exclusions page appears. In the
Marketing effort field, select themarketing effort and in the Process date field, select the instance of the process
to base your report on. In most cases, you probably want themost recent instance. Then, click View Report.

Note: If you opted not to run a marketing exclusions report for a segment count calculation or mailing
activation process, a report will not be available for that process date.

Click Excel or CSV to download the report output. The graphic below demonstrates how the report data appears
in a pivot table.
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Marketing Record Counts Report
TheMarketing record counts report shows the to-be-mailed count and source code for each segment, and the
total number of records that will bemailed for a marketing effort. If the effort includes a segment exclusion, the
report also includes the number of records excluded.
To run the report, click Marketing record counts under Reports on a marketing effort record. The report
appears.

Record counts are updated during the Calculate segment counts process. In the Process date field, select the
instance of the process to base your report on. In most cases, you probably want themost recent instance.
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Marketing Revenue Report
TheMarketing revenue report displays the revenue that a marketing effort generates for your organisation. You
can use the report to display revenue from a single marketing effort or multiple efforts associated with a single
appeal or marketing plan.
To run the report, click Marketing revenue under Reports on a marketing effort record. The report appears.

Under Period totals, the report displays gifts and revenue for the date range you select. Under Totals to date, it
displays gifts and revenue up to and including the date range. This allows you to compare totals for the date
range to the gifts and revenue before the start date.
TheMarketing revenue report display the following parameters and calculations.

Report item Calculation

Start date
The first date to include data in the report. For marketing plans, this is the start
date of themarketing plan. For appeals and marketing efforts, it is themail date. If
no mail date is defined for an appeal or marketing effort, the report uses the
activation date.

Total budget The amount budgeted for all marketing efforts in the report.
Projected revenue The revenue expected from all marketing efforts in the report.
Quantity mailed The quantity ofmail for all marketing efforts in the report.
Final cost The cost of all marketing efforts in the report.
Actual revenue The revenue received so far for marketing efforts in the report.
Date period The date range for the revenue information in the report.

Gifts Under Period totals, this column displays the number of gifts during the date
range. Under Totals to date, it displays all gifts up to and including the date range.

% of total gifts The number of gifts during the date range divided by the number of gifts by the
report’s end date.

Revenue Under Period totals, this column displays the revenue during the date range.
Under Totals to date, it displays the revenue up to and including the date range.
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Report item Calculation
% of total
revenue

The gift amount during the date range divided by the gift amount by the report’s
end date.

Avg gift The gift amount during the date range divided by the number of gifts during the
date range.

Response rate The number of responses to themarketing efforts divided by the number of items
sent.

In addition to a grid with the results sorted by column, the report includes the Number of Gifts by Period and
Revenue by Period charts. The Number of Gifts by Period chart displays the number of gifts received for the
marketing efforts during the date range.

The Revenue by Period chart displays the total amount of revenue themarketing efforts generated during the
date range.
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Marketing Schedule Report
TheMarketing schedule report provides an overview ofmarketing efforts over a given time period. The report
can include both active and unactivated marketing efforts, and it uses the schedule date to determine which
efforts to include.
To run the report, click Marketing schedule under Reports on theMarketing Efforts page.

On the report, you click Include to select whether to include all marketing efforts or a selection of efforts. You can
also filter the report based on date range, source code, and whether themarketing efforts have a schedule or
active date.

Marketing Summary Report
TheMarketing summary report allows you to view detailed information about all your marketing efforts in a
single report.
To run the report, click Marketing summary under Reports on theMarketing Efforts page.
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You can filter the report based on date range, source code, and site. If you did not enter themail date for
marketing efforts in the report, the activate date appears instead. The date range defaults to the past year, and
source code defaults to blank. To open a marketing effort record, click its name in the report.

Membership Renewal Efforts Report
TheMembership renewal efforts report provides details about the response rate to a membership renewal
marketing effort. The report includes renewal, upgrade, and downgrade statistics for the effort as a whole and for
segments.
To run the report, click Membership renewal efforts under Reports on theMembership Renewal Efforts page.
Search for and select a membership renewal effort, and click Select. The report appears.
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Removed Member Counts Report
The Removed member counts report lists information about records removed from a marketing effort during the
RemoveMembers process. The report includes the number of records originally in themarketing effort segment,
the number of records removed, and the number of records in the updated effort. The number of records
removed equals all the valid finder numbers in the UMC file from the vendor.
To run the report, click Removed member counts under Reports on theMarketing Efforts page. A search screen
appears. Search for and select a marketing effort, and click Select. The report appears.

Segmentation Summary Report
The Segmentation summary report provides summary information about segments included in a marketing
effort and about the selections within the segments. You can run this report for both active and unactivated
marketing efforts.
To run the report, click Segmentation summary under Reports on theMarketing Efforts page. A search screen
appears. Search for and select a marketing effort, and click Select. The report appears.
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You can also select whether to display summary information about the selections within the segments. When
you click a segment name, the segment record appears.

Segmented House File Counts Report
The Segmented house file counts report provides the record counts, source codes, and packages for each
segment in an imported house file for a marketing effort.
To run the report, click Segmented house file counts under Reports on the Segmented House Files page. A
search screen appears. Search for and select a marketing effort, and click Select. The report appears.

Selection Brief Report
The Selection brief report shows “who” and “what” for a selected planned marketing effort. Using information
from a marketing plan, it specifies which segments need to be created (who) and which packages people in those
segments should receive (what).
To run the report, click Selection brief under Reports on theMarketing Efforts page. A search screen appears.
Search for and select a marketing effort, and click Select. The report appears.

If you did not enter a mail date for themarketing efforts, the activate date appears instead. When you click a
segment name, the segment record appears.
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Source Analysis Response Report
The Source analysis response report provides detailed information about how source analysis rules perform
across marketing efforts for a record source. When you run the Source analysis response report, you choose a
selection to view data for.
To run the report, click Source analysis response under Reports on theMarketing Efforts page. A search screen
appears. Search for and select a marketing effort, and click Select. The report appears.

The Source analysis response report displays the following parameters and calculations:

Report item Calculation

Record source The name of the record source for themarketing effort. The report includes
source analysis rule information for the record source.

Selection The segment selection in the report.
Name The name of the source analysis rule in the report.
Value The value of the source analysis rule in the report.

Quantity The number of pieces ofmail sent to constituents in the source analysis rule for
the record source.

Gifts The number of gifts received from constituents in the source analysis rule for
the record source.

Revenue The revenue received from constituents who meet the source analysis rule
criteria for the record type.

Resp % The response rate of constituents in the source analysis rule for the record
source.

Avg gift The average amount of the gifts received from constituents in the source
analysis rule for the record source.

Cost The costs incurred by themarketing efforts in the report.

Rev/M The revenue that themarketing efforts generated divided by the quantity
mailed, multiplied by 1000.

Cost/M The cost themarketing efforts divided by the quantity mailed, multiplied by
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Report item Calculation
1000.

Net/M The Cost/M value subtracted from the Rev/M value.

CPDR The cost per dollar raised for constituents in the source analysis rule for the
record source.

Source Code Performance Report
The Source code performance report provides detailed information about how source codes perform across
marketing efforts. The report includes only marketing efforts that are activated and that use a source code
including the selected part. When you click on a segment name, that segment record appears.
To run the report, click Source code performance under Reports on theMarketing Efforts page. A search screen
appears. Search for and select a marketing effort, and click Select. The report appears.

Unresolved Responses Report
The Unresolved responses report provides detailed information about responses from donors who did not
receive an offer but gave gifts to an appeal anyway. As long as the they are unresolved, the gifts cannot be
credited to a marketing effort. The donors were not part of a marketing effort but gave gifts that somehowwere
associated with the appeal but have no marketing effort IDs. The gifts have only the appeal.
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To run the report, click Unresolved responses under Reports on theMarketing Efforts page. A search screen
appears. Search for and select a marketing effort, and click Select. The report appears.

In the Effort field on the report, you can search for and select other marketing efforts to analyse in the report. If
you did not enter a mail date for the efforts the report, the activate date appears instead.
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List Reports
List Performance Report 19

List Profile Report 20

List Summary Report 20

List reports allow you to track the performance of acquisition lists throughout your system. List reports include
the List performance report, the List profile report, and the List summary report.

List Performance Report
The List performance report shows detailed information about your lists, such as response percentage, total
revenue, return on investment (ROI).
To run the report, click List performance under Reports on the Acquisitions lists page.

chapter 3



You can filter the report based on mailing date range. The date range defaults to the past year. When you click a
list, segment, or package name, the record appears.

List Profile Report
The List profile report shows detailed information about a list.
To run the report, click List profile under Reports on a list record.

In the List field, you can select other lists and view their profiles. When you click a marketing effort, segment, or
package name, the record appears.

List Summary Report
The List summary report shows detailed information about each of your lists.
To run the report, click List summary under Reports on the Acquisitions lists page.
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You can filter the report based on the category and vendor. When you click a list name, the record appears.
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Segment Reports
Average Gift Comparison Report 23

Package Performance Report 24

Retention and Attrition Report 25

White Mail Segment Summary Report 26

Segment reports allow you to track the performance of segments throughout your system.

Average Gift Comparison Report
The Average gift comparison report allows you to compare and graphically illustrate average gift amounts for
multiple segments.
To run the report, click Average gift comparison under Reports on the Segments page.
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In the segment fields, you can select the segments to compare. In the Show the last [ ] years field, enter the
time frame for the report.

Package Performance Report
You can use the Package performance report to assess the effectiveness of packages. When you group by
segment, the report displays how each package performed for the selected segment. When you group by
package, the report displays how each selected segment performed for each package.
To run the report, click Package performance under Reports on the Segments page. A search screen appears.
Search for and select a segment, and click Select. The report appears.
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The Segment Package Performance report includes these items:

Report item Description
Segment selection Enter the segment selections to analyse in the report.
Mailed between Select the date range ofmailed packages to include in the report.
Group by Select whether to group the report by segment or package.
Mail date The start and end dates for information you select in the Mailed between fields.
Segment The segment name. When you click a name, the segment record appears.
Package The package name. When you click a name, the package record appears.

Marketing effort Themarketing effort name. When you click a name, themarketing effort record
appears.

No. mailed The quantity mailed to each segment and package combination in each marketing
effort.

Cost/piece The cost per piecemailed to each segment and package combination.
No. of gifts The number of gifts received from each segment and package combination.
Resp % The response rate for each segment and package combination.
Total revenue The revenue received from each segment and package combination.
Avg gift The average gift amount for each segment and package combination.
Revenue/piece The revenue per piecemailed to each segment and package combination.

Retention and Attrition Report
The Retention and attrition report displays howmany members of a segment gave a gift during the year
(retention) and howmany did not (attrition). Over time, you would want to see the attrition number decline and
the retention number increase.
To run the report, click Retention and attrition under Reports on the Segments page. A search screen appears.
Search for and select the segment to analyse.
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In the Segment field, you can search for another segment to analyse.

White Mail Segment Summary Report
TheWhitemail segment summary report includes performance statistics for white mail segments including the
number of responders and responses, the total amount given, and the average gift amount. The report also
displays the segment’s current status.
To run the report, click White mail segment summary under Reports on theWhitemail segments page.
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In the filter fields, you enter a cutoff date for segments to include. If you select Include inactive, the report also
includes any inactive segments for the specified period. In the Source code field, you can select a source code to
filter by.
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Planner Reports
Plan Status Report 29

Plan Income Forecast Report 30

Planned Marketing Effort Profile Report 31

Planner Income Outlook Report 32

Planner reports allow you to track the performance ofmarketing plans throughout your system. Planner reports
include the Plan income forecast report, Planner income outlook report, Planned marketing profile report, and
Plan status report.

Plan Status Report
The Plan status report allows you to compare your expectations for planned marketing efforts with the results.
To run the report, click Plan status under Reports on a marketing plan record.

This report displays a hierarchical view of the current status of each item in a plan. After you create a marketing
effort based on a planned effort within the plan, and activate that marketing effort, you can use this report to
compare your assumptions in the planned marketing efforts with the results.
The report uses the following parameters and calculations:
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Report column Report row Calculation

Assumptions
The assumptions are calculated from those specified in the
planner. Each plan “item” in the report uses its own separate
data, and is not aggregated in any way from level to level.

Expenses Specified in the planner.
Revenue Specified in the planner.

Responses Specified in the planner.

Response rate Specified in the planner.

Average gift Revenue / Responses.

Cost per piece Expenses / Quantity (specified in the planner).
Cost / dollar
raised Expenses / Revenue.

Actuals
Calculated from the activated mailings. Themailings are
mapped to a planned mailing (the lowest level of the plan), and
are then aggregated up through the hierarchy. So the plan
level is an aggregation of all mailings within the plan.

Expenses Package expenses + Fixed cost.

Revenue Sum of all gifts given back to themailing.

Responses Count of the number of responses to themailing.

Response rate Responses / Quantity.

Average gift Revenue / responses.

Cost per piece Expenses / Quantity.

Cost / dollar raised Expenses / Revenue.

Variance Actuals - Assumptions.

Plan Income Forecast Report
The Plan income forecast report displays the expected income schedule by marketing effort for a plan.
To run the report, click Plan income forecast under Reports on a marketing plan.

30 CHAPTER 5



In the Plan field, you can search for other plans to analyse. You can adjust the income interval percentages as
necessary in the day range fields. The percentages must add up to 100 percent.
To refresh the data and view the report after you make a selection, click Refresh

Planned Marketing Effort Profile Report
The Planned marketing effort profile report displays a detailed profile of a planned marketing effort, including
tasks, specifications, expenses, segment summaries, packages, and attachments.
To run the report, click Planned marketing effort profile under Reports on the record of a planned marketing
effort within a marketing plan.

In the Planned efforts field, you can search for other planned marketing efforts to analyse.
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Planner Income Outlook Report
The Planner income outlook report shows the projected monthly revenue for each planned marketing effort
during a specified year, grouped by plan. This report allows you to assess when you should receivemoney during
the year.
To run the report, click Planner income outlook under Reports on the Planner page.

Note: Only planned marketing reports with projected revenue appear in the report.

In the Site field, you can filter the filter the report by site. In the Year field, select the year to report on.
You can also adjust the revenue interval percentages as necessary in the day range fields. The percentages must
add up 100 percent.
The default intervals for the Planner income outlook report are:
1-30 days: 50% (50% of the expected revenue for themarketing effort will come in the first 30 days)
31-60 days: 35%
61-90 days: 10%
91-120 days: 5%
Based on the default intervals, the report calculates revenue for each of the first 120 days after a marketing
effort’s drop date as follows:
Revenue = Expected Marketing Effort Revenue * Interval Percentage / 30
For example, on a marketing effort expected to generate £100,000, the expected revenue on the 40th day after
the drop date is:
Revenue = £100,000 * .35 / 30
Revenue = £1,116.67
After each of the 120 days are calculated, they are aggregated based on the calendar month. So if themarketing
effort dropped Jan. 15, the sum of the revenues for the first 17 days (Jan. 15 to 31) gives you the expected
revenue for that marketing effort in January.
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Themonthly values for each marketing effort within a plan are aggregated together to display themonthly
revenue expectations for the entire plan.
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Manage Reports
Report Model Generator 1

Report Explorer 3

From Analysis, you can view all of the program’s reports. There are also two main tools provided to help create
and manage reports: the Report Model Generator and the Report Explorer. With the Report Model Generator,
you can create report models on which to base reports. With the Report Explorer, you can create and manage
reports.

Report Model Generator
For more advanced reporting needs, you can use Report Model Generator to create report models. You can then
use these report models with tools such as Microsoft SQL Server Report Builder to create custom reports.
With Report Model Generator, you create the report models based on query views established in the program.
Once you select the type of query to use, you can select which fields to include in themodel. Themodel is
accessible from the Report Explorer, as well as directly from the Reporting Services server.

Note: We recommend you refer to Microsoft’s SQL Server 2008 Books Online in theMSDN library at
msdn.microsoft.com for information about how to use Report Builder.

Once you have created a report based on a report model, from the Report Explorer, you can add a shortcut to
the report to a page in the program so you can run it from a specific area.

Create Report Models
When creating a report model, you must first specify the source view from which themodel should be created.
This determines the type of records and information that will be included.

} Create a report model

1. From Analysis, select Report model generator. The Select a Source View screen appears. On this screen
you select the view containing the type of records and information you want in your report model.

2. Select the source view on which you want to base themodel and click OK. The Generate report model
screen appears.
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3. Select the fields you want to include in your model, including any system fields.

4. Name your report model and specify where on the Reporting Services server to save it. The default
location is a “Models” folder.

Note: We recommend you refer to Microsoft’s SQL Server 2008 Books Online in theMSDN library at
msdn.microsoft.com for information about how to use Report Builder.

5. Click Create to generate this report model.

6. Click Open the report model with report builder to start the Report Builder application included with
Reporting Services and begin working with themodel. You can also access this report model later from
Report Explorer or directly from the Reporting Services server.

7. Click Close.
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Edit Report Models
You can edit the information included in a saved report model. You should not edit a report model already used
for reports unless you are sure the changes you make will not affect those reports.

} Edit a report model

1. From Report Explorer, in theModels folder, right-click on themodel you want to edit and select Edit
model. The Generate Report Model screen appears.

2. Make any necessary changes to themodel.

Warning: You should not edit a report model already used for reports unless you are sure the changes
you make will not affect those reports. Removing fields from a report model means that data will no
longer be available in reports which use themodel.

3. Click Save to save your changes and return to the Report Explorer page.

Delete Report Models
You can delete report models you no longer need. When you delete a report model, any reports which use that
model will no longer run.

} Delete a report model

1. From Report Explorer, in theModels folder, right-click on themodel you want to remove and select
Delete model. A confirmation message appears.

Warning: When you delete a report model, any reports which use that model will no longer run.

2. Click Yes to delete the report model.

Report Explorer
Report Explorer provides a view of all the program reports on the server, including system reports, report
models, and report parameter sets. In the Report Explorer, you can also see the primary data source for this
program. You can use Report Model Generator to build report models to use in custom reports. If you have the
appropriate security rights, you can access the data source directly from the Reporting Services server using
other reporting or SQL Server tools such as Model Designer or Report Builder to create reports. To edit and
customise ad-hoc query reports, you must use Report Builder 2.0.

Note: We recommend you refer to Microsoft’s SQL Server 2008 Books Online in theMSDN library at
msdn.microsoft.com for information about how to use Report Builder.

For more information on report models, refer to Report Model Generator on page 1.

System Reports and Report Parameter Sets
Report Explorer provides a view of all system reports. You can open these reports, enter parameters, and run
them. You can also enter parameters and save that parameter set—one that is linked to the original report for
content and display information, but that contains the report parameters you specified.
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System reports are available throughout the program. These reports are located under Reports on the explorer
bar from various areas of the program. Security for system reports is set based on a user’s role in the program.
Report parameter sets, on a basic level, have two things: parameters and permissions. The parameters are
created specifically for that report parameter set. The permissions from within the program are determined by a
user’s role. Since parameter sets reside on the Reporting Services server, the permissions from outside the
program are determined by permissions granted on the server itself.

Create Report Parameter Sets
Because report parameter sets reside on the Reporting Services server, security on the server determines who
has access to these reports from outside the program. Those permissions could be set up to be different than
role-based security as defined in the program. Security on the Reporting Services server is inherent based upon
the security of the folders on the server. You could set up a folder structure to mimic your roles in the program.
That way, permissions for report parameter sets accessed directly from the server can be similar to the role-
based permissions in the program.
If two different roles need access to a report parameter set on the Reporting Services server, you need to have a
parameter set in each of those folders. However, report parameter set names on the Reporting Services server
must be unique. If you set up folders on your Reporting Services server to mimic roles in the program, a report in
two different places must have two different names, even if those reports are the same.

RunReports from Report Explorer
From Report Explorer, you can run any report, including system reports, report parameter sets, or custom
reports you built. To run a report, select it and click Open report on the report explorer toolbar. You can then
adjust the report parameters as needed and view the report.

Save Report Parameter Set
Once you run a report, click Save to save a copy of the report parameter set for that particular report.

Create a Report Snapshot
A snapshot of a report captures the data from that moment in time. You can refer back to the snapshot to see
the data captured at that moment to compare to data viewed when you run the report again. The data in the
snapshot will always be the same, even if there have been changes in the data since the snapshot.

Warning: You can create report snapshots only for reports that do not have security permissions assigned.

To create a report snapshot, you must first run the report and save the parameter set. Select the parameter set
and click Create snapshot on the Parameter sets toolbar. Enter a name and description of the snapshot and click
Save.

Note: When you create a snapshot of a campaign report, the snapshot appears on the campaign record’s
Snapshot tab. For information about the Snapshot tab, refer to the Fundraising Guide.
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Edit a Snapshot
Once you create a snapshot, you can edit the name and description. You cannot alter the data captured in the
snapshot. To edit snapshot properties, select it and click Edit properties on the Snapshots toolbar. Make the
necessary changes to the name and description and click Save.

Create Tasks for Reports
You can also create a task for a report to add to a page. Select the report click Create task on the report explorer
toolbar. You can then specify the functional area on which to add the report. Users going to that functional area
would then see the link to the report on the page itself, not on the explorer bar. Access to where the report
appears can be restricted based on a user’s role in the program. You can also specify to add the shortcut to the
report on the home page of users in specific roles.
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Key Performance Indicators track your organisation’s strategic performance. Financial and non-financial matrices
are used to assess your business condition and to help you determine a course of action. Monitoring your
business activity using KPIs helps you place a value on otherwise difficult to measure activities, such as leadership
development.
Depending on the nature of your organisation and your strategy, KPIs can help measure the progress toward
your goals. For example, your organisation may decide to track the total number of gifts generated each month
as a performance indicator. Or, if your organisation uses direct marketing, you may decide to track the cost per
dollar raised for a specific mailing. With KPIs, you can create an instance that defines this indicator. After you
create the instance, your organisation can view the status of your KPI goals and schedule updates for KPI
instances.

KPI Workflow
You can manage key performance indicators (KPIs) to allow quick access to track goals and progress.
The KPI feature also provides a variety of ways to access the information, such as dashboards, links on records,
and RSS feed links you can copy to Internet browsers.

System Roles Involved in the KPI Process
The KPI process involves three primary roles:
• KPI author: Authoring KPI definitions is available as a customisation. If you need definitions beyond those
included in the program, contact your in-house developer or your implementation consultant.

• KPI administrator: The administrator creates the KPIs based on data consumer’s requests.
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For example, themajor giving manager wants his fundraisers to monitor their performances based on the
dollar amount of each fundraiser’s “Qualified” gift opportunities. Themanager makes this request to the KPI
administrator, who, using the “Opportunities Amount” KPI spec, creates a KPI instance for each fundraiser.
For example, theMarketing Coordinator wants to monitor the cost per dollar raised for his acquisition
mailings. TheMarketing Coordinator makes this request to the KPI administrator, who, using the “Cost Per
Dollar Raised for Mailing” KPI spec, creates a KPI instance for each acquisition mailing.

• KPI data consumer: The consumer is the individual interested in viewing the data generated by the KPI.
Continuing with the KPI administrator example above, themajor giving manager and his fundraisers are the
KPI data consumers. Because the data consumer’s understanding of the program may be limited, the KPI
feature provides many options for granting the consumer access to the data they need.
Continuing with the KPI administrator example above, theMarketing Coordinator is a KPI data consumer.
Because the data consumer’s understanding of the program may be limited, the KPI feature provides many
options for granting the consumer access to the data they need.

 • Continuing with the KPI administrator example above, because “Opportunities Amount” is a context-
sensitive definition, KPI links are added to each fundraiser’s record, allowing him easy access to the KPI data.

For information about context-sensitive definitions, refer to Context-Sensitive KPIs on page 8.

 • The KPI administrator can provide the consumer an RSS feed link, which the consumer can copy to their web
browser, allowing them to access up-to-date KPI data without opening the program.

Types of KPIs
All KPI instances are based on a definition stored in the program catalog. The program includes a number of
definitions, but the exact functionality of the KPI depends on the type of information contained in each
definition.

Note: Authoring KPI definitions is available as a customisation. If you need definitions beyond those included in
the program, contact your in-house developer or your implementation consultant.

Standard KPIs
A standard KPI generates the requested value. Users can then view the data on the KPIs page or with an RSS feed
or web page link provided them by the administrator.

Context-Sensitive KPIs
A context-sensitive KPI is assigned to a specific record. In these cases, the KPI is then available within the context
of that record.
For example, the “Number of Prospect Plans” KPI definition is context-sensitive. If you create a new KPI instance
for this definition, one of the KPI instance parameters is Fundraiser. This is the context record field assigned the
KPI in the KPI definition. When you generate this KPI instance, all fundraisers can access the KPI from their record
inMajor Giving. In addition, the individual fundraiser that you identify in the Fundraiser field on the Parameters
tab of the KPI instance can access the KPI values from his record.

Dynamic Goal KPIs
A dynamic goal KPI defines the KPI instance goal outside of the KPI instance. This is useful for records that include
goal information and for users who want the KPI instance goal to always reflect the record value.
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For example, the “Event Registrant Capacity” KPI definition includes a dynamic goal. If you create a new KPI
instance for this definition, after you identify the event to use, the Capacity value included on the event record
defaults to the Goal value field on the Goal tab. Registrant information is then always compared to the event
capacity goal.

Access KPIs
To access KPIs, from Analysis, click Information library, and click the KPIs tab. From this page, you can create,
edit, and delete KPI instances, update an existing KPI value, open an instance, and assign permissions.

KPI Definitions
The program contains several standard KPIs, such as for marketing efforts and fundraising goals.

Marketing KPIs
The program contains several standard KPIs for marketing mailings. These KPIs are available for both mailings
and segments. You can calculate a KPI on themailing level, the segment level, or across selected mailings and
segments.

Note: Marketing KPIs include values from indirect responses in their calculations.

Average Gift Amount for Mailing/Segment

For the Average Gift Amount KPI, the program divides the total revenue by the total number of responses to
calculate the Average Gift Amount for each mailing or segment.

Cost Per Dollar Raised for Mailing/Segment

The Cost Per Dollar Raised for Mailing/Segment KPI involves precalculations. For the precalculations, the total
costs equal the sum of the fixed costs and the total package costs. To calculate the Cost Per Dollar Raised KPI, the
program divides the total cost of themailing or segment (as determined by the precalculations) by the total
revenue received as a result of themailing or segment.

Number of Responses for Mailing/Segment

For the Number of Responses KPI, the program displays the total number of distinct gifts received as a result of
themailing or segment.

Response Rate for Mailing/Segment

For the Response Rate KPI, the program divides the total number of responses for a mailing or segment by the
total number of offers, and multiplies the result by 100.

Return on Investment (ROI) Amount for Mailing/Segment

The Return on Investment (ROI) Amount for Mailing/Segment KPI involves precalculations. For the
precalculations, the total costs equal the sum of the fixed costs and the total package costs. To calculate the
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Return on Investment Amount KPI, the program subtracts the total cost of themailing or segment from the total
revenue received as a result of themailing or segment.

Return on Investment (ROI) Percent for Mailing/Segment

The Return on Investment (ROI) Percent for Mailing/Segment KPI involves precalculations. For the
precalculations, the total costs equal the sum of the fixed costs and the total package costs. To calculate the ROI
Percent KPI, the program subtracts the total cost from the total revenue, divides the result by the total cost, and
then multiplies the result by 100.

Total Revenue for Mailing/Segment

For the Total Revenue KPI, the program displays the total amount of all gifts received as a result of themailing or
segment.

Cost Per Renewal for Membership Mailing

For the Cost Per Renewal KPI, the total cost of a membership mailing is divided by the number of renewals that
occurred as a result of themailing.

Fundraising Goals KPIs
The program contains several standard KPIs to view the effectiveness of fundraising goals.

Revenue Growth

For the Revenue Growth KPI, the program compares the revenue activity for two periods of time based on a
calendar or fiscal year and displays the revenue growth from one period to the other. To compare the current
year to date against the previous year to the same date, select Year over year (as of). To compare the current
year to date against the total of the previous year, select Year over year (breakeven). To compare the previous
12months against the 12months prior, select Running year over year. When you create the KPI, you can select
to include only revenue transactions made toward a specific designation or campaign. For example, you can
create a Revenue Growth KPI to compare the revenue growth of a designation year over year. By default, the KPI
includes all pledges and payments toward a donation or recurring gift that meet the selected criteria.

Prospects KPIs
The program contains several standard KPIs to view the effectiveness of fundraising plan activity and
opportunity details. To access these KPIs, from the Select a KPI screen, expand Prospects in the treeview. For
information about how to create a KPI, refer to Add KPI Instances on page 11.

Average Days in Plan Stage

With the Average Days in Plan Stage KPI, you can determine the average number of days a plan was a
categorised as a specific stage. For example, if you determine that major giving plans appear to stay in the
“Identification” stage longer than another plan type, you can determine how best to reduce this amount of time.

Average Days to a Closed Gift
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The Average Days to a Closed Gift KPI show the average number of days from the time the first plan step occurs
until the prospect accepts the ask amount.

Number of Completed Moves

The Number of Completed Moves KPI displays the number of completed interactions based on the criteria you
specify. You can limit the results to steps assigned to a specific team or fundraiser, a pre-defined selection of
interactions, steps with a specific date range, plan steps of a certain type or at a selected stage in the process, or
by the type of interaction that occurred with the step.

Number of Planned Moves

The Number of Planned Moves KPI displays the number of planned or pending interactions based on the criteria
you specify. You can limit the results to steps assigned to a specific team or fundraiser, a pre-defined selection of
interactions, steps with a specific date range, plan steps of a certain type or at a selected stage in the process, or
by the type of interaction that occurred with the step.

Number of Prospect Plans

With the Number of Prospect Plans KPI, you can view the number of prospect plans associated with a specific
team or fundraiser, a selected plan type or stage, a prospect’s status, an amount range, or a certain designation.

Opportunities Amount

With the Opportunities Amount KPI, you can view the amount you have or expect to receive based on selected
opportunities. You can limit the results to include opportunities assigned to specific team or fundraiser; selected
opportunity details such as the type of plan, plan stage, amount range or designation; or, you can include only
opportunities with a specific status, such as Response Pending or Accepted. If you choose to include
opportunities with an Accepted status, you can select to use the committed amount in the KPI calculation rather
than the ask amount.

Opportunities Amount by Selection

The Opportunities Amount by Selection KPI displays information about opportunity revenue based on a pre-
defined selection of opportunities. For opportunities with a status of Accepted, you can select to include the
committed amount in the KPI calculation rather than the ask amount.

Opportunities Count

The Opportunities Count KPI displays the number of opportunities that meet the specified criteria.

Manage KPIs
You can manage KPIs from the KPI Instances page and from the records of KPI instances.

Add KPI Instances
A KPI instance defines what you want the performance indicator to accomplish.
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For example, your event coordinator wants to track registrants for an upcoming event, comparing the number of
registrants to the event’s capacity. You can create a KPI instance using the “Event Registrant Capacity” KPI
definition. After you create and generate a value for the KPI, a link appears in the event record. Depending on
permission settings, a user can then access a dashboard displaying the status of the event’s registration vs. the
event’s capacity. The user can also manage the KPI from this page, updating the values, editing the KPI settings,
or adding additional KPIs.
For example, your Marketing Coordinator wants to track the response rate for his acquisition mailings. You can
create a KPI instance using the “Response Rate for Mailing” KPI definition. After you create and generate a value
for the KPI, a link appears on themailing page. Depending on permission settings, a user can then access a
dashboard displaying the status of the response rate for a selected mailing. The user can also manage the KPI
from this page, updating the values, editing the KPI settings, or adding additional KPIs.

Note: For Fundraising KPI instances, a Site filtering tab appears on the KPI instance screen. To enable site
filtering, from the Site filtering tab, select Site filter enabled. In the Site grid, select sites to associate with a KPI
instance. The sites you select here in combination with user security setup determine the KPI instances a user
can view. When you associate a site with a KPI instance, a filter is created so that only users with rights to sites
you select can view the associated KPI instances on the KPI Instances pages and dashboard. For Fundraising
KPI instances, not all sites appear as selections in the Sites grid. Available sites are determined by permissions
and sites assigned to a user’s system role. Only those sites assigned to a user through a system role that is
associated with the KPI instance add or edit permission appear on the KPI Instances page and dashboard.

} Add a new KPI instance

In this example, theMarketing Coordinator wants to track the total number of gifts received in response to his
2007 Acquisition Mailing. He decides to create a “Number of Responses for Mailing” KPI for his 2007 Acquisition
Mailing. He wants a performance below 35% designated in red and below 73% designated in yellow.
TheMajor Giving manager wants to help his primary fundraiser - Jeffrey Andrews - track his performance related
to his annual qualified opportunity goal amount, which is £40,000. At this time, he is interested in only the
qualified gift opportunities in the “Cultivation” stage of theMajor Giving plan. He also wants a performance
below 35% designated in red and below 73% designated in yellow. Finally, as milestones, theMajor Giving
manager wants the fundraiser to satisfy a fourth of his annual requirement every quarter.To accomplish this, he
has asked the system administrator to create a KPI instance for the fundraiser.

1. From Analysis, click Information library. The information library appears.

2. Click the KPIs tab.

3. On the action bar, click Add. The Select a KPI screen appears.

4. Select the KPI definition on which to base your new instance.

For this scenario, select “Opportunities Amount,” located in the Prospects folder.

For this scenario, select “Number of Responses for Mailing.”

5. Click OK. The KPI instance screen appears.

6. On the General tab, enter a Name and Description for the KPI to help identify it.

7. On the Criteria tab, select the specific information to represent in the KPI instance. The exact fields and
options included on the tab depend on the selected KPI definition.

For information about the definition for a KPI, refer to KPI Definitions on page 9.

For example, if you select the “Event Registrant Capacity” definition, the Event field appears on the
Criteria tab so you can select the event for which you want to track registrants. If you select the
“Percentage of Revenue Record Count” definition, a Selection 1 and Selection 2 field appears on the
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Criteria tab so you can select the two selections that contain the records on which to base the
percentage calculation.

For example, on each KPI, you select a mailing or segment for which to track information according to
the calculations of the KPI you selected. If you select the “Number of Responses for Mailing/Segment”
definition, an Output format field appears so you can select whether to track responses by “Responses”
(number of gifts) or “Responders” (number of distinct people).

Note: A “selection” is a named set of IDs of the same record type. It has a name and description and is
often used as input into a process or report to specify which set of records should be acted on by that
process. Because selections consist only of IDs, they are optimised for peak processing speed. For
information about selections, refer to theQuery and Export Guide.

For this scenario, using the “Opportunities Amount” definition, you must complete the following fields:

a. When using either a Fundraiser or Major Giving KPI definition, you can filter KPI results based on an
organisational team created in Manage Organisation Hierarchy. An Organisational team field is
included as a filter on the Criteria tab of the KPI Instance screen. Enter or select the team you want
to include.

b. In the Fundraiser field, click themagnifying glass at the end of the field to access the Fundraiser
Search screen and locate the fundraiser. For this scenario, locate “Jeffrey Andrews.” This is a
required field.

c. In the Ask date filter field, you can select the time period for which you want data. For this scenario,
theMajor Giving manager requested data for the “current fiscal year.”

d. In the Plan type field, you can select to restrict the data collected to a specific giving plan. For this
scenario, themanager requested data for just the “Major Giving” plan.

e. In the Plan stage field, you can select to restrict the data collected to a specific stage of the selected
Plan type. For this scenario, themanager requested data in the “Cultivation” stage of theMajor
Giving plan.

f. In the Prospect status field, you can restrict the data collected to a specific prospect status, such as
“Identified” or “Stewardship.” For this scenario, themajor giving manager made no Prospect status
request, so leave the field blank to include all prospect statuses.

g. In the Amount range field, you can restrict the data collected based on the opportunity amount
ranges. For this scenario, themajor giving manager made no amount range request, so leave the
field blank to include all ranges.

h. In the Designation field, click themagnifying glass at the end of the field to access the Designation
Search screen and locate a designation. For example, you may want to include only Annual
Campaign designations in the KPI. For this scenario, themajor giving manager made no designation
request, so leave the field blank to include all designations.

i. In the Opportunity statuses frame, you must select at lease one status to include in your KPI. For
this scenario, themajor giving manager requested “Qualified” opportunities, so mark the Qualified
check box.

For this scenario, using the “Number of Responses for Mailing” KPI, you must complete the following
fields. When you create a KPI for a segment or selected segments, the fields are similar.

a. To track responses for a singleMailing, mark Mailing, or to track responses across multiple mailings,
mark Selected mailings.
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b. If you selected Mailing, click themagnifying glass to search for and select a specific mailing. If you
marked Selected mailings, click themagnifying glass to search for a specific selection ofmailings.

c. For Selected mailings, depending on your system role, you can click Edit query to make changes to
the selection criteria.

d. In the Output format field, select whether to track the number of responses by “Responses -
 Number of gifts” or “Responders - Number of distinct people.” This field appears for the Number of
Responses for Mailing/Segment KPI only.

Note: You must complete all required fields on the Criteria tab before you can proceed to the next tab.

8. Select the Preview tab.

9. In the As of field, select the date as of when to view the results of the value that satisfies the set
parameters of the KPI and click Preview. The value that satisfies the set criteria as of the selected date
appears.

For example, you completed the Criteria tab to satisfy themajor giving manager’s request for the current
fiscal year. You can now view this fundraiser’s qualified opportunities amount as of the end of the first
month of the fiscal year.

For example, you completed the Criteria tab to satisfy theMarketing Coordinator’s request for the
previous six months. Now you want to see the number of responses received for the 2007 Acquisition
Mailing at the end of the six-month period.

The Value as of date field displays the opportunities amount for the selected fundraiser as of the date
you entered.

The Value as of date field displays the number of responses for the selected mailing as of the date you
entered.

10. Select the Goal tab.

11. In the Overall goal field, enter this KPI instance goal. For a dynamic goal KPI definition, the Overall goal
defaults to the goal associated with the record selected on the Criteria tab.

For this scenario, themajor giving manager said this fundraiser’s annual qualified opportunity goal
amount is £40,000, so enter “40,000” in the Overall goal field.

For this scenario, the goal is dynamic. The goal associated with the 2007 Acquisition Mailing is “35, 836,”
which appears automatically in the Overall goal field.

Note: For information about dynamic goals, refer to Dynamic Goal KPIs on page 8.

12. In the Good target and Satisfactory target fields, enter the amounts or select the percentages to
represent in red and in yellow as warnings for under performance.

For this scenario, themanager requested that values running at less than 35% of goal display red, so
enter 35% in % of overall goal for the Good target; he requested that values running at less than 73% of
goal display in yellow, so enter 73% in % of overall goal for the Satisfactory target; any values running
above 73% display in green.

13. Under Milestones, click Add to createmilestones to track progress.

For example, in this scenario, theMajor Giving manager wants the fundraiser to satisfy a fourth of his
annual requirement every quarter.

a. In the Milestone date field, enter the date of themilestone, such as the first quarter end date.

b. In the Milestone goal field, enter the amount to reach by themilestone date.
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c. In the Good target and Satisfactory target fields, enter the amounts to represent in red and in
yellow, as warnings for under performance.

For this scenario, themanager did not specify, so accept the system defaults.

d. Click OK. In the grid, the newmilestone appears.

e. Repeat steps a-d for each additional quarter.

14. Select the History tab.

15. Select whether to archive all history records generated with each instance update or only a select
number of recent records. These values are used to create the trend graph for the KPI instance.

Note: For Fundraising KPI instances, a Site filtering tab appears on the KPI instance screen. To enable
site filtering, from the Site filtering tab, select Site filter enabled. In the Site grid, select sites to
associate with a KPI instance. The sites you select here in combination with user security setup
determine the KPI instances a user can view. When you associate a site with a KPI instance, a filter is
created so that only users with rights to sites you select can view the associated KPI instances on the
KPI Instances page and dashboard. For Fundraising KPI instances, not all sites appear as selections in
the Sites grid. Available sites are determined by permissions and sites assigned to a user’s system role.
Only those sites assigned to a user through a system role that is associated with the KPI instance add or
edit permission appear on the KPI Instances page and dashboard.

16. Click Save. You return to the KPI instances page. In the grid, a gray icon appears to the left of the new
instance to indicate that a value for the instance has not yet been generated. For information about how
to generate values, refer to Generate Values for a KPI Instance on page 17.

17. After you generate the KPI value, if the KPI definition used to create the KPI is context-sensitive, KPI links
appear on the related record type.

For example, the scenario used in this procedure included a context-sensitive KPI definition with the
context record field “Fundraiser.” As a result, a Manage KPIs link is added to all “fundraiser” record
types. In addition, we identified “Arthur Andrews” as our specific “fundraiser for this KPI, so two links are
added to his “fundraiser” record: Manage KPIs and KPI dashboard.

View KPI Data
After you add a KPI instance, depending on the type of KPI created, you can access its information a number of
ways.

From a Record
If you select a context-sensitive KPI definition when you create the KPI, links appear on the related record type.
For example, you add a KPI instance to your system based on theMajor Giving “Opportunities Amount” KPI
definition. This definition is based on the “Fundraiser” record type. When you create your KPI, you select
Fundraiser “Arthur Andrews,” identifying the specific fundraiser record to which you want the KPI assigned.

Note: For information about how to add KPIs to your system, refer to Add KPI Instances on page 11.

In addition, depending on permission settings, the Manage KPIs link appears under More information on all
fundraiser records so any fundraiser can createMajor Giving KPIs.

From the Web
With the RSS feed included on the KPI instances page, users can easily access up-to-date information they need
without opening the program. Simply send your users the RSS feed link, which they can copy into their Internet
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browser and add to the Feeds list. For more information, refer to Manage RSS Feed on page 21.

From Vista or 7 Viewer Gadgets
Windows Vista andWindows 7 users can access a “Gadgets” CAB file which includes a number of KPI viewer
gadgets. You can add these gadgets, which display selected KPI information, to your desktop.

From Yahoo! Widgets
Windows XP users who cannot use theWindows Vista gadgets can use Yahoo! widget compatibility to add a
free-floating KPI widget to their desktops. The widget displays information about the selected KPI instances and
is updated regularly. For more information, refer to Create Yahoo! Widgets for a KPI Instance on page 20.

} Manage KPIs from a record

1. Open the record associated with the KPI instance.

For example, if you added a KPI instance to your system based on theMajor Giving “Opportunities
Amount” KPI definition, this definition is based on the “Fundraiser” record type, so open the record of
the fundraiser specified in the KPI instance or any fundraiser record.

Note: Exactly what appears on a record depends on the permission settings for the KPI. For more
information, refer to Assign KPI Permissions on page 16.

2. Under More information, click Manage KPIs. The KPI instances page for the selected record appears.

3. Manage the KPI instance as necessary.

• Add a new KPI instance. The KPI definitions available are limited to only those assigned to the
corresponding record type. For more information, refer to Add a new KPI instance on page 12.

• Generate KPI values for a selected instance. For more information, refer to Generate values for a
selected KPI instance on page 17

• Assign task permissions. For more information, refer to Assign KPI Permissions on page 16.

Assign KPI Permissions
You can control system role permissions granted to each individual KPI instance. When a user assigned the
specific role opens the program, only KPIs for which they are granted permission appear.
For example, you create a KPI instance to track registrant capacity for an upcoming event. As a result, links to the
KPI are added to the event record and event support staff has access to event records; however, only event
coordinators should have access to these links. Using the Assign Permissions functionality, you can assign event
coordinators access to the links and deny access to all other system roles.
For example, you create a KPI instance to track the response rate for a newmailing. As a result, links to the KPI
appear on themailing record. Themarketing support staff can access mailing records; however, only the
Marketing Coordinator should access these links. With the Assign Permissions functionality, you can assign the
Marketing Coordinator access to the links and deny access to all other system roles.

Note: For more information about system roles and security, refer to the Security Guide.

} Set user permissions for KPI instances

1. From Analysis, click Information library. The information library appears.

2. Click the KPIs tab.
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3. In the grid, select the KPI instance for which to assign permissions.

4. On the action bar, click Assign Permissions. The Assign KPI Instance Permissions screen appears.

5. Under System Roles, select the checkboxes for the roles to access the KPI.

Note: To deny a role access, do not select its checkbox. To clear all existing assignments, click Clear all.

6. Click Save. You return to the KPI Instances page.

Generate Values for a KPI Instance
After you create a KPI instance, you can generate the values associated with its settings whenever necessary.
When you generate values, the selected KPI record opens and displays details about the indicator values. For
information about KPI instance records, refer to KPI Instance Record on page 18.

Note: To generate KPI values, you can also create an SQL Server agent job orWindows scripting file. For more
information, refer to or Create aWindows Scripting File to Generate KPI Values on page 21.

} Generate values for a selected KPI instance

For information about how to create a KPI instance, refer to Add KPI Instances on page 11.

1. From Analysis, click Information library. The information library appears.

2. Click the KPIs tab.

3. In the grid, select the instance for which to generate values.

4. On the action bar, click Update KPI value. The Update KPI screen appears.

5. Select whether to view data based on the current date or another date.

• If you select Process once using current date, the program creates one history record relative to the
current date.

Note: We recommend you back date values for new KPI instances, when trend information does not
exist. After you create a KPI instance, you can schedule a business process to update its values. Each
time the process runs, the program creates a new KPI instance history record for the values of the date
the process runs.

• If you select Back-date, the program creates several history records for the time period determined
by the selected interval such as “every 3months” or “every 7 days”. For example, if you back date a
KPI for a year with an interval of every threemonths, the program create four history records, one
of each quarter.

If you select Back-date, enter the start and end dates for which to view data. In the Interval field,
enter the interval by which to generate data.

Warning: When you back date a KPI instance, you erase any values that fall within the specified date
range previously stored for the instance.

6. Click Start. The program updates the KPI values and displays the record of the instance. For more
information about the items on the record, refer to KPI Instance Record on page 18.
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Import and Export KPI Definitions
If you have a KPI definition defined and saved outside the program, you can import the definition as a valid *.xml
document. for use in the program. You can also export any KPI definitions from the program as a valid XML
document.

} Import a KPI definition

1. From Analysis, click Information library. The information library appears.

2. Click the KPIs tab.

3. Under KPI, click Import KPI definition. The Open screen appears.

4. Map to the definition file to import.

5. Click Save. The KPI is added to the system.

} Export a KPI definition

1. From Analysis, click Information library. The information library appears.

2. Click the KPIs tab.

3. In the grid, select the instance to export and select the KPI instance name. The record of the instance
appears.

4. Under Tasks, click Export definition. The Open screen appears.

5. Select Save File and click OK to export the KPI to the default download folder.

Organize KPIs
You can organize KPIs to make them easier to navigate in the information library.

l To mark a KPI as a favorite, click the star next to the KPI's name.

l To move KPIs to folders, select "Folder" in the View by field. Select the KPI or KPIs you want to move, and
click Move. In theMove KPIs to folder screen, select a folder and click Save.

l To create and edit folders and arrange them in hierarchies, click Manage folders.

l To view different details about your KPIs, click Columns and select the columns you want to see on the
list. You can also filter columns to only see KPIs that meet certain criteria.

KPI Instance Record
The KPI instance record displays details about the indicator values. When you update KPI values, the record
appears. The information that appears on the record is based on the parameter selections used when you
generate the values. For more information about how to update KPI values, refer to Generate Values for a KPI
Instance on page 17.
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Goal Status
The Goal status tab displays status information related to the KPI goals. In the Show field under Percent of goal,
you can select to view data for the overall goal or themilestone goal. In the Show field under KPI value chart,
select the time period for which to view status information. You can select a predefined time period or a custom
period. If you select Custom, Start date and End date fields appear so you can define the time span. Also, if you
select Custom, you must click Go to update the status. If you select a predefined option, the display
automatically updates after you make your selection.

Goal Status History
The Goal status history tab tracks KPI status changes. For example, if a KPI's status changes from red to yellow or
from yellow to green. In addition, this tab is compatible with the Custom Email Alerts feature, allowing you to
track select KPIs by directing the application to email you every time the status changes. For more information
about Email Alerts, refer to the Administration Guide .

Recent Status
The Recent status tab displays information about themost recent KPI instance update. For example, if the
update “Completed,” dates and times of the last update, number of records processed, number of exceptions,
and much more.

History
Each time you run a KPI process, the program generates a status record of the instance. On the History tab, you
view historical status record information about each instance of the KPI process. The information in the grid
includes the status of the instance; the start time, end time, and duration of the instance; the person who
started the instance; the total number of records processed during the instance; and the server used to run the
process for the instance.

Note: For information about how to create a KPI instance, refer to Add KPI Instances on page 11.

Depending on your security rights and system role, you can delete a status record from the grid on the History
tab.

Job Schedules
You can create a job schedule to automatically generate KPI instance values, such as during off-hours. This job
scheduler uses the SSIS packages, which can make web service calls to the program so you can create a SQL
Server Agent job through the program shell. You can use SQL Server Agent jobs to generate KPI instances
automatically and opt to run the task on a recurring basis. When you create a job schedule, you define the
conditions that cause the job to run.

Add a Job Schedule
When you click the Add button on the Job schedule tab, the Create job screen appears. From this screen, you
define your automated job schedule.
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} Add a New Job Schedule

1. From the Job Schedules tab, select Add. The Create job screen appears.

2. In the Job name field, enter a name for the job schedule. This will help to identify the job schedule.

3. Select the Schedule type for the job. The schedule type dictates when and howoften a job schedule will
run.

4. The job schedule is Enabled by default. To suspend the job schedule, deselect the Enabled checkbox.

5. If the Schedule type is set to "One time," the One-time occurrence options will be available. Select the
Date and Time for the job schedule to run.

6. If the Schedule type is set to Daily, Weekly, or Monthly, the Frequency, Daily frequency, and Duration
options will be available. Use these options to determine exactly when and howoften the schedule will
run.

Note: The Frequency, Daily frequency, and Duration options will change depending on the selected
Schedule type.

7. Select Save.

Create Yahoo! Widgets for a KPI Instance
With the Yahoo!Widget Engine, you can run applications called “widgets” on your desktop. You can add KPI
widgets to your desktop so you can view themost up-to-date values every time you turn on your computer.

Note: Before you can use the Yahoo! widget functionality, you must download the free Yahoo!Widget Engine
from http://widgets.yahoo.com/.

} Create a KPI Yahoo! widget

1. From Analysis, click Information library. The information library appears.

2. Click the KPIs tab.

3. In the grid, select the process for which to create a widget.
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4. On the action bar, click Go to KPI instance. The record of the instance appears.

5. Under Tasks, click Create Yahoo! widget. A zip archive that contains the widget files will download.

6. Unzip the files and double click the Yahoo Widget file.

7. The program creates a widget for the selected KPI.

8. To view the widget, double-click on its icon. To view the graph and thermometer representation of the
KPI value, click the Trend field.

Manage RSS Feed
You can enable your KPI data consumers can monitor KPI values from outside of the program. On a KPI Instance
record, select the Goal Status History tab. Select More and click View RSS feed. Your web browser opens and
displays the updates for the KPI instance whenever the status changes from one threshold value to another.
You can provide the address of the web page to your KPI data consumers. With the web address, they can then
subscribe to the feed, add it to their Microsoft Feeds list, and generate up-to-date KPI data from their web
browser at any time.

Create aWindows Scripting File to Generate KPI Values
The program allows you to create aWindows scripting file (*.wsf) to schedule and run a process to update KPI
values. For information aboutWindows scripting files, visit theMicrosoft website at
http://msdn.microsoft.com/library/.
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Web Dashboard
Blackbaud Dashboard Page 23

Add Pages 24

Edit Pages 25

Add Parts 25

Add Connections 27

TheWeb Dashboard presents information from your database in one consolidated location using dynamic tools
such as lists, charts, gauges, and web content from external web sites. Users customise the content, appearance,
and layout of the parts and pages that make up theWeb Dashboard site. Other users can view or manipulate
parts for their own needs. For example, users can select the dates or records displayed in the part.
Administrators can define permissions so only specified users have view or edit rights for the site, pages, and
parts.
Parts on the same page can be connected so they share data. Using a part’s embed code and direct URL, you can
embed the part in other web applications, or use it with Microsoft Vista or 7 gadgets or Yahoo! widgets.

Blackbaud Dashboard Page
Use the Blackbaud Dashboard home page to organise your site. If you usemultiple databases, you can select the
database you want to use for the site. Once you select a database, you access the Folder Contents page. On this
page you can set site and page permissions and add pages and folders.

Site Options
Using the options under the Site Options field, you can specify which system roles have rights to edit the site or
parts.

Option Description

Edit Site Privileges Assign rights to roles. Options include the ability to personalize pages, add new pages,
assign page permissions, and add, edit, or delete folders.

Edit Part Privileges Assign add or edits rights to dashboard parts that are secured.

Folder Options
You can organise pages by adding folders to your site. The Folder options field appears on the Folder Contents
page of the dashboard.
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Option Description
Add new page Add a new page to this folder. For more information, refer to Add Pages on page 24.

Import page
Import an existing dashboard page using an page definition file. You can export a page
definition file using the Export page option under Page options. For more
information about exporting, refer to Page Options on page 25.

Add new folder Add a new sub-folder to this folder.

Add Pages
When you add pages to the site, you define basic properties for the page as well as the layout and context record
type.

} Add a page

1. From the Blackbaud Dashboard page, if you usemultiple databases, select the database to use. The
Folder Contents page appears.

2. Select Folder options, Add new page. The Add new page screen appears.

3. In the Page name field, enter the file name for the page.

4. In the Page title field, enter a title for the page.

5. In the Description field, enter a description of the page.

6. In the Context record type field, select a record type to base the dashboard on.

7. In the Default search list field, select a search type. The options available depend on the context record
type you selected.

8. In the Layout field, select the web page layout. When you select a layout, a preview appears on the left
demonstrating column, header, and footer positions for each layout.

9. Click Save. You return to the Folder Contents page which displays a link to the new page.
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PageOptions
The Page options field appears on the page view of the dashboard.

Page Option Description
Edit personal version of
this page

Displays the personal version of the page in edit mode. Any changes you make to the
personal version are visible only to you.

Edit shared version of
this page

Displays the shared version of the page in edit mode. Any changes you make to the
shared version are visible to any users who view this page.

Show shared view From the personal version, select this option to display the shared view of the page.
Show personal view From the shared version, select this option to display the personal view of the page.

Reset page content When editing the personal version, select this option to remove all personalization
settings from the page.

Edit page information Edit the page name, title, description, context record, or default search list.
Copy page Make a copy of the page.
Move page Move the page to a different folder.

Export page
When editing the shared version, select this option to export the shared settings for
the page. You can save the page definition file and later import it using the Import
page option under Folder options. For more information about importing, refer to
Folder Options on page 23.

Edit permissions Set view and edit rights for the page.
Delete page Deletes the page.

Edit Pages
After adding a new page, you can edit the personal or shared version. When editing, you can add parts to the
page and connect them so they share information.

} Edit a page

1. From the Folder Contents page, click the page to edit. The Page options page appears.

2. Select Page options, Edit personal version of this page or Page options, Edit shared version of this
page. The personal version or shared version of the page appears. Any changes you make to the
personal version are visible only to you. Any changes you make to the shared version are visible to any
users who view this page.

3. You can edit existing dashboard parts on this page or add additional ones. For more information about
how to add dashboard parts, refer to Add Parts on page 25.

4. You can connect parts so they share data. For more information, refer to Add Connections on page 27.

5. Click Exit edit mode to return to the viewmode of the page.

Add Parts
You can add several different types of dashboard parts such as Date and Data list parts, as well as Embedded web
content parts.
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} Add dashboard parts to a page

1. From a page, select Page options, Edit personal/shared version of this page. The edit view appears.

2. Click Add dashboard item. The Catalogs screen appears.

3. Select the catalog of parts to browse. When you select a catalog, all the parts available for that type
appear.

When you hover your cursor over a part type, a description of the part appears.

4. Select the parts to add.

5. In the Add to field, select the area of the page to place the part. For example, if you selected a “Two
columns, header, footer” layout for this page, you can place the part in the Top, Left, Right, or Bottom
zone.

6. Click Add. If the part has formatting options, such as Properties, Appearance, and Layout, a screen
appears so you can select these.
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7. Click OK. You return to the page and the dashboard part appears in the selected zone.

8. If you are using Internet Explorer as your browser, you can drag and drop dashboard parts to different
zones. If you are using any other browser, to move a part, click Edit to access the properties screen. In
the Layout section, select a different zone.

Tip: For certain part types, a Web properties icon appears when you hover over the part. When you
click the icon, the Properties screen appears displaying the part’s embed code and direct URL. You can
use these to embed the part in other web applications, or to use with Microsoft Vistaor 7gadgets or
Yahoo! widgets.

9. Continue to add dashboard parts to the page or click Exit edit mode to return to the page.

Add Connections
You can connect parts so that one part provides data to other parts to be used for different purposes. For
example, you can connect Calendar Date Picker, Date Offset, and KPI Numeric Indicator parts so that users can
compare KPIs for a selected date with KPIs for the same date in the previous month. Because the parts are
connected, when a user selects a different date for the KPIs, the previous month’s date updates automatically.

Tip: “Provider” parts provide data to other parts. “Consumer” parts receive data from other parts. Some parts
can be both providers and consumers.

} Connect dashboard parts

1. From the edit view of a page, add the parts you want to connect, making sure that at least one of them is
a provider.

2. Place your cursor over the yellow button for the consumer part. This message appears:
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3. Click the yellow button on the consumer. The provider and consumer parts start blinking.

4. Click the blue button on the provider part.

5. Click the yellow button on the consumer part. The parts connect.
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Report Options
Reports Toolbar 31

This chapter includes information about the various report options available, such as print and export.

Reports Toolbar
When you generate a report, you can use the report toolbar to modify how you view the report. The toolbar
buttons are common to all reports.

Toolbar item Description

First Page On a report with multiple pages, click this button to return to the first page.

Previous Page On a report with multiple pages, click this button to return to the previous page.

Current Page
The chronological number of the selected page appears. To navigate to a specific page, enter
the page number and press ENTER.

Next Page On a report with multiple pages, click this button to return to the previous page.

Last Page On a report with multiple pages, click this button to go to the last page.

Refresh To refresh information to include new or updated data, click this button.

Export

To select a file format for exporting, click this button. File types include XML file with report
data, CSV (comma delimited), TIFF file, pdf file, Web archive, Excel, andWord. Note: In
exported reports, such as PDF versions of the reports, some items may appear as links. These
currently direct you to the Blackbaud website, instead of to the specific records in the
program.

Search Text To search the report for a word or phrase, enter the text in this field and click Find.

Find To search for text entered in the Search Text field, click this button.

Next To search for the next instance of text in the Search Text field, click this button.
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Microsoft Excel Add-In
Set Up Microsoft Excel Add-In 33

Data Options in Excel 33

Programs built on Blackbaud’s Infinity platform can integrate with Microsoft Excel 2007 or 2010 for easy access to
Infinity data from within a spreadsheet. You can take advantage of the tools in Excel, such as graphs and pivot
tables, to present and analyse the data. The data is pulled from the Infinity database and can be refreshed each
time the spreadsheet is opened or can be refreshed on demand.

Set Up Microsoft Excel Add-In
To install theMicrosoft Excel Add-in, you can use a utility on the Utilities, Gadgets, and Reference page that you
access from the application start page. After you install the add-in, a Blackbaud tab appears on the ribbon in
Excel. You can then select ad-hoc queries, data lists, or KPIs in the program to create spreadsheets with data
from your database. For more information about how to install the add-in, refer to the Installation Guide and
theUpdate Guide.

Data Options in Excel
You can display data from your database in the spreadsheet using ad-hoc queries, data lists, or KPIs. After you
display data in the spreadsheet, you can use the standard tools in Excel to format, graph, and analyse it.
Ad-hoc Query in Excel. On the Blackbaud tab, click From Ad-hoc Query to display data from an Infinity ad-hoc
query. The results of the query — the fields and data from the results tab of the ad-hoc query — appear in the
spreadsheet.
Data Lists in Excel. On the Blackbaud tab, click From Data List to select an Infinity data list. Many data lists
require a record to be selected so the data is in context. For example, the “Constituent 5 Year Giving” data list
needs a constituent record for context. When you select this data list, you must also select a constituent. The
information from the data list, including fields and parameters, is displayed in the spreadsheet. You can change
the parameters to update the information in the fields.
KPIs in Excel. On the Blackbaud tab, click From KPI to select an Infinity KPI instance. The KPI instancemust
already exist in order for the data to display in a spreadsheet.
Smart Query in Excel. On the Blackbaud tab, click From Smart Query to display data from an Infinity smart
query. The results of the query — the fields and data from the results tab of the smart query — appear in the
spreadsheet.

Note: Query results are restricted to 500 records. If your results exceed the 500 record limit, you can save your
query and create an export instead of using the Excel Add-in functionality.
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