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Ali CRM

The software referred to as Ali “al-ee” CRM derives its name from the Greek word Aletheia
“al-uh-thee-uh”, the Greek goddess of truth. The intention is to ensure Ali CRM is the

single source of truth about advancement activities that benefit the University of Nebraska.

Ali CRM gives those who work in advancement —
including efforts such as fundraising, alumni relations,
marketing and communication — the ability to manage
the relationships and interactions with alumni, donors
and friends. Ali CRM has many features to help users
navigate, access and share information, and provides a
o & 360-degree view of the university’s advancement
REEAUIOES N EENENE constituents, allowing users to provide a customized,
consistent experience for each alumnus or friend of the

university.

NU Foundation Funds Online

NUFFO, pronounced “new-foe" is part of Ali CRM.
The NUFFO portal provides fund and gift O

information to authorized users. The foundation . O\

CONSTITUENTS

cannot share specific gift amounts for donors in Ali
o e _ _ CONSTITUENTS

CRM. Why? The university is subject to public NUFFO

records laws, and providing access to this information

via the Ali CRM database or other paper or electronic

records makes gift information subject to disclosure by

the university as a public record.

Ali CRM + NUFFO users include affiliated partners from:
* The University of Nebraska
* The University Alumni Associations
* The University of Nebraska Foundation
* Nebraska Medicine

Ali CRM is the single source of truth for supporters of the University of Nebraska.
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When you create and manage events in the Events functional area of Ali, you can track each event’s progress,
expenses, registration options, invitations, seating, and more. This valuable information helps you determine the
financial success of your events.

Lesson Objectives

After you complete this lesson, you will be able to:

0 Describe what constitutes an advancement event and understand the events process.
Navigate the Events page and search for an event.
Understand the Event record.

Create a new event.

Add registration options, preferences, and packages.
Add an event appeal.

Add an event coordinator.

Add event tasks.

Enter event locations and lodging locations.

Add an event speaker.

Add and track event-related expenses.

Add a multi-level event.

Understand the Event Summary record.

Create event invitations.

Add invitees.

Run the invitation process.

Download output files.

Determine whether a constituent was invited and/or responded to an event invitation.
Navigate the Registrations tab.

Add event registrants and guests.

Add registrants to multi-level events.

Navigate the Registrant record.

Add Restrictions.

Understand event seating.

Contfigure a seating layout and assign registrants to seats.
Run key event reports.

Track event attendance.

O O0OO0O0O0O0D0O0O0O0OO0DO0O0OO0OO0O0O0OO0OO0OO0OO0OO0ODO0ODO0OOoOOoOOo

Inactivate the event after its completion.
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What Constitutes an Advancement Event?

Advancement events at the University of Nebraska play an important role in helping to advance the mission of the
university system. Advancement events are characterized as events that engage donors, alumni, potential donors and
community supporters through gatherings both large and small. These events can be developed and executed by the
university (central administration/institutes/campuses/colleges/departments), alumni associations and/or the
University of Nebraska Foundation. They often involve senior university leadership, central administration and/or
foundation staff.

Ali CRM is intended to manage and help coordinate advancement events, whether planned and executed by
university or foundation staff. Advisory board activities involving donors and/or alums, for example, generally would
be considered advancement events; a committee meeting, however, is not an event. Ali is not intended to coordinate
conferences, team meetings/trainings, nor other non-advancement related events.

If you are unsure whether your event qualifies as an advancement event please contact Annie Bougger, Director of
Events, University of Nebraska Foundation at annic.bougeer@nufoundation.org or (402) 502-4122.

Event Process

To manage events in Alj, follow the steps outlined in the process diagram. Once you have configured and setup your
event, you will be able to upload your invitee list, send invitations and register attendees. You can also configure
seating layouts and assign attendees to seats. During the planning process, you can generate RSVP reports and pull
lists of those who have not registered. Following your event, you can help determine the success of your event by
generating event reports to track total attendance and help with follow-up tasks.

Event
Event Event Event Reporting Mark Event

Invitations Registration Seating and Inactive
Documentation

NOTES Jump to Table of Contents
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Events Page

The Events page (or functional area) is a centralized page to create, search, and report on your events. You can view
your events in calendar or list view.

Heme = ' Constituents = | Marketing and Communications * (' Events = Volunieers = ' Analysis = ' Administration =
——

Shortcuts

N |

| Events

T 2 @ Add new~

Event calendar
Recent searches

% Committee searc] © Calendar al.us'. b 'E Export

Jump to date: | 41/2018 3 4 » April 2018 Day Week  Month Year
Group by: Category = Sunday Monday Tuesday Wednesday Thursday Friday Saturday
x (] 0z 03 04 05 06 07 =
Events = 15 NAA Travel Adventure Southem Culture
Ghex 11130 AM 18 UNF Miic) ATAOAM IS UNE B 530 PH 18 NUF UNK?
All sites bl
Locations: o8 Lt 10 11 12 13 14
= 15 NAA Travel Adventure Southern Culture k
L - = -
=l Ll 16 UNL ATH Night ot Viomen | 500 PMIEUNFUNDY 530 P 18 UNKAA UN
Categaries: 6:00 PM 18 UNMCAA U
A z S
(Mcotegories i 15 % 17 18 12 20 2
# |nclude inactive 15 NAA Travel Adventure Sauthem Culture
Only show my events 9:00 PM 18 UNF UNL P S:30PM I8 UNKAACol  [11:ISAM 18 UNLLaw | 18 UNFFE |
| Show tasks 5030 PM LB LINKAA For /5:00 PM 18 LINKAA Hi
22 23 24 25 2 27 28

15 NAA Travel Adventure Southemn Culture

4530 PH 18 UNKAA Spi
5:30 PM 18 UNF WIN #
28 30 01 02 03 04 05
15 NAA Travel Adventure Southem Culture
500 PH 18 UNO Gradi
W Apply filters #E Reset filters -

Pictured above is the master event calendar. Note the pop-up box that appears when resting (but not clicking) on a
colorful calendar entry bar.

Event Search

Before you enter a new event into Alj, it is recommended that you first search to see if the event already exists.

To Search for an Event:
1. On the blue navigation bar, click Events.

2. You can search for an event one of two ways, either through the Find an event search window or through

the Event calendar.
a. Find an event search window:

i. Once on the Events page, locate the event search bar.

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
Confidential and Proprietary. For internal use only; any other use prohibited without the permission of all Copyright owners. 5



EVENTS MANAGEMENT

NOTES

ii.

iii.

OR - Click the magnifying glass to pull up the Find an event search box. Here it is possible
to search on other event specifics such as location, date, site and category.

i Events

2

'ﬁ} Add new

-

Enter an event name, or a key word that may be in the event name, in the search field.

[ Find an event B8 I
Name: ‘ baseball | Location: ‘ ‘ Category: "’ Search
Date: ‘ All dates |" Fr mm/dd/yyyy Tc 1y Clear J
Sites: ’lelfes—|v e
Results (28 records found)

Name Lookup ID Start date End date Contact Site Location Categ
12 NAA AO Baseball Tailgate in AZ 12NAAAOAZBASE  2/18/2012 2/18/2012 “
12 NUF Husker Baseball 12NUFUNLBaseball ~ 4/24/2012 4/24/2012 Ur
13 NAA TIX Baseball (2012-2013 Seas...  13NAATIXBASE 2/1/2013 2/1/2013
14 NAA TIX Baseball 14NAATIXBASEB 1/20/2014 6/20/2014
14 NAA AQ Baseball in Phoenix T4NAABASEBALLAZ  2/15/2014 2/15/2014
15 NAA TIX Baseball 15NAATIXBASEB 1/20/2015 6/20/2015
15 NAA AO Baseball Tailgate Peoria 15NAAbbPeoria 2/12/2015 2/12/2015
15 NAA AO Baseball Taillgate Houston ~ 15NAAbbHouston  3/7/2015 3/7/2015
16 NAA TIX Baseball 16NAATIXBASEBALL 2/16/2016 6/20/2016
16 NAA AO Baseball Event San Diego ~ 16NAABBSANDIEGO  2/27/2016 2/27/2016
17 UNKAA Kearney 1967 KSC Baseball... 17UNKAABaseball..  4/21/2016 4/21/2016 UM
17 NAA TIX Baseball T7NAATIXBASEBALL  8/16/2016 8/16/2016
17 NAA AO Baseball Event Tempe 17NAABBTEMPE 2/18/2017 2/18/2017 Nebraska Alumni .. N/
17 NAA AQ Baseball Event Frisco T7NAABBFRISCO 3/4/2017 3/4/2017 Nebraska Alumni ... N
17 NAA YAA Baseball Event T7NAAYAABASEBA... 5/10/2017 5/10/2017 Nebraska Alumni ... N/
18 NAA UNL Tempe Baseball Event 18NAAUNLTEMPE 2/17/2018 2/17/2018 Nebraska Alumni .. N
»
@ rep | pr——

Q

iv.

Note: The Find an event search window is unique in that adding a leading * (asterisk) does
NOT work to produce helpful search results.

Locate the event.

Click anywhere in the row of the event or highlight the event and click Select to open the

event.

b. Event Calendar: You can also search or view an event or its details in the master events calendar on

the Events page by using the following functionality:

i.

Double-click any colorful calendar bar to open the event record.

Jump to Table of Contents
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ii. Rest your mouse pointer over the colorful bar of any event and view the pop-up description.
This description provides a basic summary of the event.

iii. The default view of the master calendar displays all active events added by any user. By using
the event calendar filter, you can refine your search criteria to view a specific site, date or
location for events. If you choose filters, click Apply Filters.

Event calendar

o

Jump to date: | 4/17/2017
Group by: Category .

Events —
Sites:

All sites ¥ |lam
Locations:

All locations
Categories:
All categories

Include inactive
Cnly show my events

Show tasks

I Apply filters  #F Reset filters

Note: Recall that filters are “sticky” in Ali, so be sure to Reset Filters before searching for other

events.

If your event is not found using either search method, you will need to

The Event Record

Each event record contains a summary area and includes several tabs that store information about the

event.

An event expenses thermometer and an event capacity thermometer display in the summary area at the top
of the event record.
e The event expenses thermometer displays a comparison of the total amount budgeted for

expenses and the total amount you have agreed to spend.

e The event capacity thermometer displays a comparison of the total event capacity and the
total number of registrants.

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
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i5j] 17 UNF UNO CBA Scholarship Dinner

ate:  4/17/2017 Status 100% ek i 100%

& Add & Copy from | W Filters Mora~

Send Save the Dates Mrs. Jessica L. Rader 4/18/2017 17 UNF UNO CBA Scholarship Dinner

The following table identifies the tabs available on the event record and includes a description of each.

Tab Description
Displays information about the tasks required to prepare for the event and
Tasks/Coordinators pay . B PP
coordinators assigned to the event.
.. Displays constituents invited to the event and indicates which of them have
Registrations .
registered for the event.
Speakers Displays the speakers associated with the event.
Expenses Displays the expenses budgeted and accrued for the event.
) Displays registration options, registration packages, and preferences for the
Options
event.
Invitations Displays information about the invitations for the event.
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Tab Description
. Displays designations associated with the event’s fees.
Designations . s s .
Note: Tab will only appear if it is a paid event.
Avveal Displays the appeals associated with the event. Appeals are used for tracking
eals i .
PP open rates for mailings or revenue on fundraising events.
Documentation Displays notes, attachments, or links related to the event.
Job Occurrences Displays volunteer jobs associated with the event.
Lodging Options Displays lodging locations with rooms allocated for the event.
Attrib Displays useful information about the event. Event attributes supplement the
ttributes . . . o
information stored on event records that is important to your organization.
Campaigns Displays campaigns and sub-priorities associated with the event.
) ) Any restrictions that are on each individual registrant’s record will show up
Registrant Details . .
here in a master list.

Add a New Event

If your event has not been created, you will need to create one. When adding a new event, enter all the information
about the event, including; start and end times and dates, total capacity, description, site and location.

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
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To Add an Event:

OUALETHEIA

Home = | Constituents = ' Marketing and Communications * | Events * | Memberships * 'Volunteers = |Analysis * | Administr:

Shortcuts
P1 Add this page to ;\'-," Events

shortcuts

O Manage my shortcuts
Recent searches %4 Event

Recently accessed

B 17 UNKAA Awards
Luncheon [ Calendar [ List J#

& 2017 UNCA Spring PAC Jump to date: | 4/1/2017 3

Meeting

Constituents® Name or lookup ID

Enter the name of an event L

© Add new~

i Multi-level event

Event calendar 2 Auction

1. On the blue navigation bar where the functional areas are found, click Events.

2. On the Events page click Add new button and select the type of event you want to add.

C.

Event — used for single day event.

Multi-Level — used for events that have multiple events tied into one. (Examples: conferences,
multi-day events, etc.). See Sctting up Multi-Level Events for more information.

Auctions — used if you are holding an auction event with fundraising needs at the event.

3. After you have selected the event type, the Add an event window will open. Yellow fields in Ali

indicate fields that are required. Fill in the following details after selecting the type of event you want

to add:
=y
Add an event
General Detail
etails
! A -
el Startdate: | mmddddyyy |13 Start time: hbirnm AM
Description:
| P End date: | mmsddingy [ End time: hfzmm AM
|
Team fundraising
| Category: e
| Sites: e Appeal: 2
| L Location information
Location: el

I Event is an auction Room/Unit v Capacity: 0

Do not show event on calendar i o

ontact:
i Event allows designations on fees
[Copy options|
0 Help I _ Save | | Cancel I

NOTES

Jump to Table of Contents
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a. Name: Formal naming convention must be followed as such:
YEAR | Organization/Campus/College | Name of Event

Example: 17 UNF UNO CBA Scholarship Dinner

Note: The above example includes all organizations involved in planning (University of
Nebraska Foundation and UNO CBA). Please note all appropriate designations when creating
your event name. Please refer to the Naming Conventions and Standards Guide

(Training & Reference Materials) for further information.

b. Description: The description shows up on the event calendar located in Ali so it is important
you put key information in this space. The following items are mandatory:

i. What: One sentence describing the event purpose.
ii. 'When: Date including month, day and year.
iii. Time: Start time. End time, if known. Tip: Note time zone in comments.
iv. Event Champion: Lead from department.
v. Event Coordinator: Individual planning the event.

vi. Other pertinent details: Any other details necessary for individuals to read on the
calendar. Example: notable guest speaker, location details, etc.

c. Category: This is mandatory. Select from the dropdown menu the entity where you are
employed. For example: all foundation staff should select “UNF” from the dropdown menu.

d. Sites: This is mandatory. This field is where you select the applicable area(s) to which this event
belongs. This should include your organization at minimum. If you are partnering with another
organization, please include them too.

Note: At least one site MUST be selected to complete the event setup. The site you select now
will be the same site selected when setting up the invitation.

Example: The event is titled “17 UNF UNO CBA Scholarship Dinner” so the Sites for this
event would include all three identified Sites:

i. Foundation
ii. University of Nebraska at Omaha
iii. UNO Business Administration
e. Select Event is an auction if applicable.
f.  Select Do not show event on calendar if applicable.
Note: Most events should be displayed on master calendar.

g. Select Event allows designations on fees if you want to allow for gifts to be made in conjunction
with the registration fee. This is ONLY used for events where the participants must pay a
registration fee to attend, typically called paid events.

i.  Paid events must be cleared and confirmed with the University of Nebraska
Foundation Gift Processing Department and the UNF Accounting Department at
least two weeks prior to your event going live. Contact the UNF Gift Processing

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
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Department at . Contact the UNF Accounting
Department at

h. Enter the start and end dates and times for the event.

iv. Appeal: If your event will be handing out contribution cards, BREs or any solicitation, please
coordinate with the UNF Marketing Communications team to create an appeal code. Once
you have this code, you can connect it to your event by searching for and adding the
appropriate appeal code.

Note: Events that use Blackbaud Internet Services (BBIS) must have an appeal selected. This
appeal can be used to track open rates and click-throughs. There is an appeal called General
Email Appeal that can be used if a specific one is not needed.

i. Location: Search for and select the location where the event takes place.

i. Navigate to the Event Location Search by clicking on the magnifying glass next to the
location field.

ii. In the search window type a location name to see if it is in the prepopulated list.

Note: The wildcard search functionality does work in the Event Location Search.
Example: The location we want to select is UNO Mammel Hall. If you type in *Mammel iz
will populate any location that has that specific word in its title.

iii. If your location is already in the list, select the correct location and click the Select
button.

Note: Most campus venues and commonly used locations have been prepopulated into
Ali with the available meeting spaces and rooms. If you are using a specific meeting space
within a listed venue, please select the location the space is located within.

NOTES
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Event Location Search (=] ]
Marme: | mamme | |- Search ]
Address: | | [ Clear ]
City: | |

State: s
e —

Results (1 record found) & Acd
Marne Phone mumkber Address Capacity
MM Mamnme Hall e
© seip | select || cancel |

iv.  Ifyour location is not in the prepopulated list, click the green Add button. An Add a
Location window will open. Populate as many fields as available when adding a new
location. At a minimum please populate:

a. Name
i. Please list the formal name of the
location — for example —
“Cornhusker Marriott” is the B |
formal name of this hotel located R | |
in Lincoln. It would not be wep W
Address information
entered as just “The Cornhusker”
. Countr United States hst
or “Marriott Cornhusker.” .
b. Phone Number . :
-
c. Country 65 }—'
ZIP:
d. AddreSS Room/Unit
e City Room/Unit name Capacity
f. State
g. Zip ° 2
Help Save Cancel

v.  Save and Close when done.
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j. Room/Unit: If your location is using a specific room(s), include this detail by selecting the
room/unit from the drop-down options.

Location information

Location: | UNL Lied Center for Performing Arts |p
Room/Unit: | | N '@acity: III
Contact: Lo
Carson Theater Add a new Room/Unit icon.

éLied Commons

If the Room/Unit is not available, click on the Add icon (as shown above) and enter the
Room/Unit name. Enter the capacity if known. Click Save.

Add a room i

Room/Unit: | |
Capacity: | 0 |
@ Help | Save | | Cancel |

k. Capacity: Enter the total number of attendees the event can accommodate.
Note: ONLY include this if you have tickets or a limited number of seats available for your event.

. Contact: Enter the contact at the venue with whom you will work. Click on the magnifying glass to
search for and select the individual constituent who serves as a contact. This is the person who is the
contact you are working with at the location/venue to plan the event. Iz is not you nor the person who
is setting up the event.

Note: The contact must be a constituent in Ali to appear in the individual search. If a new
constituent needs to be added in Ali please email biographicalrecords@nufoundation.org.

4. Once you have entered all information for the event, click Save.

NOTES Jump to Table of Contents
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5. After clicking Save, you are navigated to the event record. One final step is ..
needed to complete the initial event setup. o
cdit event

a. Under Tasks on the explorer bar, click Edit Lookup ID. ' Edit lookup 1D

b. A new window will appear with a prepopulated numerical name.

c. Replace the numerical value with the Lookup ID naming Edit lookup ID
standard as follows:
Last two digits of the year | Organization you work e T :
for/campus/college | first letters of event name. I '
Example: The event name is “17 UNF UNO CBA Scholarship @ teip —— ———
Dinner” so the Lookup ID is “17UNFCBASD.”
Note: The Lookup ID has no spaces.

d. Click Save.

Event Registration Setup

An event registration type is a category of registration options. When you define registration options for an event,

you select a type for each option and indicate the total number of registrations that can be entered for that type. An

event registration is required for all events, regardless of whether there is a registration fee or not.

To Add Event Registration Options:

1.
2.
3.
4.

Find and view your event’s record. This is the “dashboard” for your event.
Navigate to the Options tab.
Click Add next to Registration options.

A new window will open. Yellow fields in Ali indicate fields that are reguired. Enter the information
below:

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
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General

Registration type: |

Registration count: 0|

Registration fee: $0.00 |

\
Name: [ ‘
\
\
\

Cost: $0.00 i

Benefits
‘ Benefit Quantity Unit value Total value Details
Benefits total value: $0.00
Receipt amount: $0.00
| @ hep L osave || concel |

Registration Type: This is the where you will distinguish the different types of registration options.
0 For free events with no registration fee, always select Individual.

0 For events that have registration fees, select the type that best describes the pricing level. You
can enter multiple registration options depending on the event.

Name: The name will default to match the registration type. This field is editable so the user can
rename to a value that is not available in the Registration Type table. The Name field will be the
registration option listed on the event registration page hosted on Blackbaud Internet Solutions

(BBIS).

Registration Count: This will prepopulate to the quantity of “1” but can be edited to meet your
registration option.

Registration Fee: All events require a registration option even if they are non-paid events. For non-
paid events, leave the fee at $0.00.

0 If funds for events are not deposited and managed by the University of Nebraska
Foundation, (even if they are a paid event) both the registration fee and the cost must be
$0.00. If any cost is associated this affects the accounting ledger in gift processing.

0 If you have questions regarding paid events, please contact Annie Bougger, Director of

Events, University of Nebraska Foundation at or (402)
502-4122.
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e Cost: This should match the registration fee of $0.00. This will make the receipt amount $0.00,

which indicates that the fee does not include a donation.

e Benefits: If the donor receives a benefit by registering, these need to be added here.
Example: The registrant receives a t-shirt for registering. For more information on benefits, please
contact the UNF Gift Processing Department ( ).

e This only applies if funds are deposited to and managed by the University of Nebraska

Foundation.

e For all other events, there should be no benefit cost listed and the field should remain $0.00.

e  Once all the necessary fields are populated click Save.

To Add an Event Registration Package:

For multi-level events, you can use registration packages to combine registration options from each of the
supporting events. With registration packages, constituents can register for multiple events in one action.

1. Open the event record of the main event.

i) 17 UNF Spring Game

Event hierarchy ™

1) View the summary for 17 UNF Spring Game.

Eventdate:  4/14/2017 Status: 100% 100%
Site: Foundation @ Active
Lookun ID: o Expense budget:  $0.00 - Event capacity: 0
5-10002388 Agreed expenses: $0.00 Will attend: 3
Contact: Amount paid: $0.00 Will not attend: 0
Coordinator - . 0% of budget - . 0% of capacity
Category:  UNF
Tasks/Coordinators Registrations | Speakers Expenses [elLGLUNE Invitat: Appeals | Documentation = Job Occurrences Attr = Campaigns = Registrant Details
© Copy from | [E]| More~
egistration r N Recei o Reg i
Aclult Aclult §25.00 50.00 !
Child Child 50.00 50.00 1
an mo
Adlult - Game & Tailgate 2 $35.00
Child - Game & Tailgate 2 §5.00

More ™

© add @ Copy from | [£

2. Select the Options tab.

3. On the Registration packages action bar, click Add.
a. Enter a name for the package.
b. Select the registration options that apply.

c. Click Save.
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Add a registration package B8 l

Genera

Name: | Adult - Game & Tailgate]

Total:  $35.00

ncluded registration options

Registration opticn Registration fee Registration count

= 17 UNF Spring Game

Adult $25.00 1

O child $0.00 1

= 17 UNF Spring Game Tailgate

Adult $10.00 1

O child $5.00 1
@ roi

Add Registration Preferences

For some events, you may want to capture preference information or add the ability to track and tally responses for
all registrants. Ideas about how to use this feature include using it to track responses for dinner choices (Beef |
Chicken | Fish | Vegetarian); t-shirt sizes (S | M | L | XL); sub-events (Cocktail | Dinner | Both); and parking passes
(Lot A-VIP | Lot B), etc. You can set up these registration preferences on the event record, then specify each
attendee’s preferences as you register them. More than one preference can be set up per event and are event specific.
You can copy preferences from another event if needed.

Note: Adding registration preferences using the above method adds the ability to track preferences for a// registrants
for this event. However, if you need to add or edit a permanent constituent preference, such as an accommodation
requirement (Hearing Impaired | Service Animal, etc.) or dietary restriction (standard list), for one constituent, open
the constituent record and input the information either on the Personal Info tab > Personal sub-tab > Event
Restrictions section, o7 on the Attributes tab (Dietary Restriction-Other, then enter custom restriction.)

To Add a Registration Preference:

1. Open the event record.
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2. Navigate to the Options tab.

I=j] 18 UNF WIN Kearney Symphony Concert

Start date:  4/24/2018 - 5:30 PM Status: 100% Event expenses 100% Event capacity

End date: 4/24/2018 - T:30 PM 9 Active

Site: University of Nebraska Lookup 10: s0% Expense budget:  $0.00 0% Event capacity: 0
Foundation 8-10002792 Agreed expenses: $0.00 Will attend: 0

Location UNK Fine Arts Building Amount paid $0.00 Will not attend: 0

2506 12th Ave % o%
Kearney, NE 68849 . 0% of budget . 0% of capacity

Coordinator:

Room/Unit

Contact:

Category:  UNF

Registrations | Tasks/Coordinators m Invitations = Expenses | Attributes | Speakers  Appeals | Documentation | Job (]

Registration options (0) @ Add @ Copy from ' [Z] | Mare~

Registration type Name Ragistration fee Receipt amount
Preferences (0} Cop)" from | [l More~

Name Options

3. On the Preferences action bar, click Add.

4. Enter a name for the preference and enter the options available. Preferences can serve as a way for
registrants to self-select options for an event (such as a meal) or allow the event coordinator to track
options by the registrant. The options are free text and are customizable.

Example: To track meal options, create a preference and enter the name Dinner Choices.
Type the options of Chicken, Beef, Fish, and Vegetarian. Once added, the Preference will
appear when adding a registrant to the event. For more information on adding a registrant,

please see the Lvent Registration section.

]

Add a preference

MName: | Dinner Choices |

Options
Chicken
Beef
Fish

9 Help | Save | | Cancel |

5. Once you have named your Preference and added the necessary options click Save.
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6. Once you have the preferences setup you can then utilize them to track meal choices (not dietary
requirements) for events. To do so you would open an individual registrants event record and click
on the Registrations tab.

LALETHEIA Constituents ~ g iookup 1D /O

ome = | Constituents ~ | Marketing and Communications ~ |Revenue = |Events = |Prospects » |Velunteers = |Fundraising ~ | Analysis = | Administration ~ | PaperSave = |NUFFO - |

skes L - Event: 17 UMF UNMC FPBCC Search Tower Lighting
i2j] Mr. Timothy P. Abariotes - Event Registrant

I' Edit registrant
[ Edit registrant 1D

Delet ctrant 668 N 55th St Registrant ID:  evreg-11254902 Total registration fees: $0.00 Payment history:
elete registran _
b Omaha, NE 68132-2116 Type: Invitation Total paid: 50.00
[f Mark as will attend _345-4488
402-345 Status: Will not attend Balance: 50.00

I' Add as an event speaker

No. of guests: 0 Total receipt amount:  $0.00

her information

3 Go to constituent

rortcuts Jenefits | Lodging and Travel | Restrictions | Attributes

I Add this page t

Registrations  # Edit | [E]

:cent searches
! Smart query search
{ Event revenue

¥ Event search

:cently accessed

7 Mr. Timothy P. Abario

7. Then click the word Edit and a new window will open

IALETHEIA Constituents =~

ome - | Constituents = | Marketing and Communications ~ |Revenue ~ |Events = |Prospects = [Volunteers = |Fundraising = | Analysis = | Administration ~ |PaperSave = |NUFFO = |

ks L - Event: 17 UNF UNMC FPBCC Search Tower Lighting
:"yﬂ Mr. Timothy P. Abariotes - Event Registrant

Edit registrant
Edit registrant ID

Delet istrant 668 N 35th St Registrant [D:  evreg-11234902 Total registration fees: $0.00 Payment history:
elete regisiran _
P ok i J Omaha, NE 68132-2116 Type: Invitation Total paid: $0.00
[ Mark as will atten -345-4438
402-345 Status: Will not attend Balance: $0.00

Add as an event speaker

No. of guests: 0 Total receipt amount:  $0.00

her information

B Go to constituent

iortcuts GG Benefits | Lodging and Travel | Restrictions | Attributes
| Add this page s Registrations

:cent searches

! Smart query search
| Event revenue

J Event search

>cently accessed

3 Mr. Timothy P. Abariotes

8. In the new window you will select the drop down options available under dinner options
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Edit registration

istrant: Mr, Timothy P. Abariotes Total registration fees: $0.00
y eg

17 UNF UNMC FPBCC Search Tower Lighting - Single Events
17 UNF UNMC FPBCC Search Tower Lighting (Wednesday, June 14, 2017 7:00 PM - 9:00 PM)

Receipt amount: $0.00

istration option Regi ionfee R
pt gl
Individual 50.00

g

Registration option Registrant Dinner Options Waive registration fee
Individual Mr. Timaothy P, Abariotes || ]

a

Beef
Chicken
Fish
Other

Vegetarian

9. 1If there are any guests listed under the main registrant you can also make their registration
preferences there as well.

10. Click Save once you are done.

Add Event Coordinators

On the Tasks/Coordinators tab of an event page, you can view and manage the foundation or university

coordinators associated with the event. Event coordinators are the staff members or committees that oversee an
event.

To Add an Event Coordinator:

1. Open the event record.
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2. Select the Tasks/Coordinators tab.

REH LV eCLICILEIT Registrations | Speakers Expenses | Options
Coordinators (0) Q& Add )21 More~

Coordinator Event
Tasks (0) @ Add {}Ccpy from | ¥ Filters [Z] More~
Name Cwner a

3. On the Coordinators section, click Add.

4. In the Event field, select Event to add a coordinator (it should be prepopulated if you opened it up
from the specific event).

Add a coordinator

. ;
Event: 17 UNF UNO CBA Scholarship Dinr§ Rl

Coordinator: __|'°

9 Help | Save ‘ | Cancel |

5. In the Coordinator field, search for the coordinator by clicking on the magnifying glass. Use the
Event Coordinator Search to select the constituent or committee to assign as a coordinator. This
search window functions like a constituent search except it only includes those with a constituency

code of Staff.

Note: Coordinators must be constituents in Ali.
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Event Coordinator Search o] <]
Last/Org/Group name: Address Search
Clear
First name: City:
Lookup ID: State: ht
Sites: All sites v &s 2P

Primary business:

Match all criteria exactly

¥) Show advanced search options

Results
Lookup ID Name Constituent type  Address City State ZIP
0 Help | Select | Cancel

6. Select the Is primary box if this is the primary coordinator of the event.
7. Click Save.

8. Continue adding any other necessary coordinators. This is preferred if a committee is involved.

Add Event Tasks

An event task is a job that must be completed in preparation for an event and can be assigned to specific planners.
This feature is helpful in keeping a to-do list if multiple people are working on an event.

To Add an Event Task:
1. Open the event record.
2. Select the Task/Coordinators tab.
3. On the Tasks tab, click Add.
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7j] 18 UNF WIN Kearney Symphony Concert

Start date:  4/24/2018 - 5:30 PM Status: 100% Event ex
End date: 472472018 - 7:30 PM 6 Active
Site: University of Nebraska Lookup ID: s0% Expen = 5
Foundation Ao Add a task
8-10002792 greq
Location: UNK Fine Arts Building Amg
2506 12th Ave o o of Event: | 18 UNF WIN Kearney Symphony Co \"
Kearney, NE 68849
Name: | Contact venue to confirm sound syster |
Room/Unit. — - - —
Comment:
Contact:

Coordinator:

Category: UNF

Owner:
. Date due: | mmy/dd/yyyy
Registrations EEEHETGETLTS ftions | Invitations = Expenses
Reminders
Coordinators (0 © add | [Z] ore™
= : E Name Date
Coordinator Event
Tasks (0 @ Add JB Copy from | Filters | [Z] ' More~
MName QOwner & D
0 Help Save Cancel

4. Complete the fields and options on the Add a task window:
Name: enter a unique name for the task.
b. Comment: enter any instruction or explanation for the task.
c. Owner: search for the event coordinator, staff member, or committee assigned to the task.

i.  The drop-down arrow shows the event coordinators already added to the event for easy
assignment of tasks.

ii. ~ The magnifying glass allows you to search all individual constituent records in Ali.

d. Date due: select the date by which the owner must complete the task.

Owner; | |v ye)

Date due:

Mrs. Jessica L. Rader

e. Click Save.

To Mark a Task Complete:

1. Open the event record.
2. Select the Task/Coordinators tab.
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EVENTS MANAGEMENT

4. In the frame that appears below the task, click Mark completed.

RENTeCLICEIGIEM Registrations | Speakers | Expenses

Coordir & Add | (2] More~

Tasks (1) @ Add @ Copy from | 'V Filters ' [£] | More~
o ow

= Mrs. Denise M. Todd

Contact Chancellor's Office for At--  Mrs. Denise M. Todd

Edit #X Delet§ ¥ Mark completed

Name: Contact Chancellor's Office for Attendance

Please confirm with Chancellor's office
Comment: that Chancellor John Christensen will be in
attendance and ask if he'd like to speak.

Status: Active
Owner: Mrs. Denise M. Todd
Date due:  3/10/2017

Date
completed:

Reminders:

Job Occurrences Lodging Options | Attributes

15 NUF UNO Hoagland DINNER

5. When prompted, click Yes.

Note: Check your filter and select Include Completed if desired.

lasks W Add @ Copy from

Vv O nclude completed

I Apply Reset

Add Lodging Locations

On the Lodging Locations tab, you can add and manage the facilities where your registrants stay when they travel to

attend your event.

To Add a Lodging Location:

1. Click the Lodging Options tab of the event record.

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
Confidential and Proprietary. For internal use only; any other use prohibited without the permission of all Copyright owners. 25



EVENTS MANAGEMENT

/] 15 NUF UNO Hoagland DINNER

Event date:  4/15/2015 Status: 100% Event expenses 100% Event capacity
Site: e Inactive

Location: Lookup ID: o Expense budget: $0.00 - Event capacity: 0
Room/Unit; 15SNUFUNOHD Agreed expenses: $0.00 Will attend: 3
Contact: o Amount paid: $0.00 5 Will not attend: 0
Coordinator: . 0% of budget . 0% of capacity
Category:

Tasks/Coordinators | Registrations | Speakers = Expenses = Options Invitations | Appeals | Documentation @ Job Occurrences JREGEIRERelIGRE

_', 2 [Z] More~

Lodging location Allocated Assigned Remaining Over-assigy

Lodging options ((

2. On the action bar, click Add.
3. Populate the following:

a. In the Lodging location field, search for and select the lodging location with rooms allocated for

the event.
Event: >
Lodging location: ‘ |P
Room typest Type Sleeps Allocated
@ tiep
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b. Search for your Lodging Location by clicking on the magnifying glass.

Event Lodging Location Search 28

Name: "hi\ton ‘ Country: | “' '_seimh_]
Address: ‘ ‘ State: | lv &]

City: [ ‘ ZIP/Postal code: |
Results (0 records found)
Name Address City State ZIP/Postal code Country

No records found

c. Ifyour lodging option is not prepopulated, click Add.

| Add a lodging location |
General Address information
Name: “ ] Country: [V
Phone number: ‘ } Address:
Contact: ‘ |P

j City:

Comment: State: bt

Discount code:

ZIP:

Room types

Type

o Help Save H Cancel

d. In the Add a lodging location window:
i. Enter the lodging name and phone number for the location.
Note: The lodging name should be the formal name of the organization.
ii. Select the constituent who acts as a contact at the location.
iii. If your organization negotiates a discounted rate, enter the discount code.
iv. Enter any additional comments about the location.
v. Enter address information for the location.

vi. Enter the room types available at the location

e. Click Save.
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Add Event Speakers

On the Speakers tab of an event record, you can add and manage event speakers.

To Add Event Speakers:
1. Click the Speakers tab on the event record.
2. On the action bar, click Add.

i-jl 15 NUF UNO Hoagland DINNER

Event date: 4/15/2015 Status: 100% Evant expenses
Site: 8 Inactive

Location: Lookup D ik Expense budget: $0.00
Room/Unit: 15SNUEUNOHD Agreed expenses: $0.00
Contact: » Amount paid: $0.00
Coordinator: . 0% of budget
Category:

Tasks/Coordinators | Registrations Expenses | Options Invitations | Appeals

Speakers (0) =] More~

Speaker Topic Date

Add a speaker 8

Event: NUF Hoagland DINNER] |V
Speaker: |p
Topic:
Date: | mm/dddyyyy 3
Time: hh:mm AM
Comment:

O Help I Save I8 Cancel J

a. Speaker: Search for and select the constituent who will speak at the event.

Note: The speaker must have a constituent record.
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b. Topic: Enter information about the topic on which the speaker will speak.
c. Date and time: Details on when the speaker will speak.

d. Comment: Add any additional comments about the speaker.
3. Click Save.

Add/Track Event Budget & Expenses

An event expense is a debt your organization incurs or plans to incur when you host an event. To
accurately track expenses, an Overall expense line will be added to track the overall budgeted amount and
separate expense lines will be added for all planned payments.

To Add/Track the Overall Event Budget:
1. Click the Expenses tab on the event record.
2. On the action bar, click Add.
Complete the fields and options on the Add an expense window.
Type: Select Overall.
b. Vendor: Leave blank.

c. Budgeted: Add the event’s overall budget — only do this once. Do 7or add budgeted amount
onto each individual expense.

d. Agreed Amount: Leave at $0.00.
e. Amount Paid: Leave at $0.00.
f. Comment: List any other details needed.

4. Click Save.

a. This will be reflected in the event expenses thermometer display in the summary area at the top
of the event record.
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Expenses (1) @ Add @ Copy from | [£] | More~
Type Vendor » Budgeted amount Agreed amount Amount paid Date due
d <None>
B
& Overall $10,o® $0.00 $0.00
7 Edit X Delete \

\\ Event expenses
con Expense budget: $10,000.00
Agreed expenses: $0.00

Amount paid: $0.00

0%
. 0% of budget

To Add/Track Event Expenses:
1. Click the Expenses tab on the event record.
2. On the action bar, click Add.

i) 18 UNF UNL Health Center UNMC Nursing CEREMONY ... hicrarchy -

Event date:  7/10/2018 Status: 100% Event expenses 100% Event capacity
Site: University of Nebraska @ Active

Foundation Lookup ID: sos Expense budget: $0.00 son Event capacity: 0
Location: 8-10003018 Agreed expenses: $0.00 Will attend: 77
Room/Unit: Amount paid: $0.00 Will not attend: 4

0% o%
Contact: . 0% of budget . 0% of capacity

Coordinator: Mrs. Denise M. Todd
Category: UNF

Registrations | Tasks/Coordinators Documentation | Invitations Options | Speakers | Appeals | Job Occurrences

Expenses (0) (& Add )P Copy from | [£] | More~

Type Vendor a Budgeted amo... Agreed amount Amount paid Date due Date paid
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3. Complete the fields and options on the Add an expense window.

I |

Event: | 18 UNF UNL Health Center UNMC Nursing CEREMO t
Type: | |"'
Vendaor: | |p
Budgeted amount: 20,00
Agreed amount: 0,00 Date due:
Amount paid: s000| Datepaid: | mmadinyy |
Comment:

a Help S_a_w_a__| | Cancel

Type: Select the type of expense.

b. Vendor: Leave blank. Most vendors will likely #oz be constituents in Ali and that is the only way
to complete this field. All vendor names and details can be listed in the Comments Field.

c. Budgeted: Leave blank (see 1o Add/Track Fvent Expenses and Budget below).

d. Agreed Amount: The total amount you budgeted for the expense item. This will be reflected in
the event expenses thermometer display in the summary area at the top of the event record.

Edit expense I

Type: bl
Vendor: I |P
Budgeted amount: $0.00
Amount paid:
Expense budget: $10,000.00
Comment: 5()%\’
Agreed expenses: $2,500.00
Amount paid: $0.00
0%
25% of budget
e Help | Save I ‘ Cancel l

e. Amount Paid: The total amount paid and the payment date. This amount would include
gratuity.

f. Comment: List the name of the vendor and any other details needed.
4. Click Save.
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To Add/Track Paid Expenses:

1. To track a bill as paid, click the chevron double-down arrow next to the expense item to expand the

line:
Catering $0.00 $2,500.00 $0.00 3/30/2017
" Edit /X Delete
Overall $10,000.00 $0.00 $0.00

2. Click Edit.
3. The Edit expense window will open.

| Edit expense

Type: ‘ Catering J"

Vendor: ‘ ‘P
Budgeted amount: | $0.00

Agreed amount: $250000| Datedue: [330/2017 |3
Amount paid: | $1,854.31 ‘ Date paid: [ 3/25/2017 |_;
Comment: Included 18% gratuity on final bi\l.l

@ rep save

4. Track the final amount in Amount paid and add in any comments needed.
5. Click Save.

a. This will be reflected in the event expenses thermometer display in the event summary area

under Amount paid.
\
100% Even
Expense b¥dget: $10,000.00
50%

Agreed expe}ses: $2,500.00

la Amount paid: $1,854.31 >
25% of budget

v
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Setting up Multi-Level Events

Some events are tiered and have multiple levels. You can set up each event in a group for multi-level events.

Multi-Level events utilize templates. The templates determine whether events at different levels or tiers can have
items such as registrants, speakers, lodging options, and more. This feature is helpful if you are planning a
conference or event with multiple days, speakers or sessions.

To Setup Multi-Level Events:

1. On the blue navigation bar, click Events.

2. On the events page, click Add new and select Multi-level event from the drop-down menu.

=1 Events
Enter the name of an event |P {? Add new™
iafl Event
iofl Multi-level event
Event calendar 2] £
A Auction

3. The Add multi-level event window will open.

Add a multi-level event
Event management template: | Basic Event Template |"’r
O add & Copy from & Add existing Edit A Delete

a. Select the Event management template you would like to use for this specific multi-level
event. The Basic Event Template will be most commonly used.

b. Begin adding events to the template.
Note: The first event you add will be the main event.

i. Click Add if you are not using an existing event. Set up your new multi-level event
following the same instructions for

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
Confidential and Proprietary. For internal use only; any other use prohibited without the permission of all Copyright owners. 33



EVENTS MANAGEMENT

Add an event
General Details
Mame: Start date: | mm/ddAsyy [H starttime: Akimm AM

Description: End date: | mm/ddsany (3 End time: hhemm AM

Team fundraising

Category:

Appeal: | |P

Sites: B
ite
Location information

Location: | |P

) Event is an auction Room/Unit a Capacity:

) Do not show on event calendar Contact: | |p

] Event allows designations on fees

a Help OK || Cancel |

i.  Click the Copy from button to add an event and copy specific features from
another event, if applicable. If not, input all necessary information for the overal/
event (do not include specifics for one of the events).

1. For example: If your event spans two days, put the start date and time in as
Friday, May 18, 2018 at 11:30 a.m. and end date and time as Sunday, May
20 at 6:00 p.m.

NOTES Jump to Table of Contents

34 Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
Confidential and Proprietary. For internal use only; any other use prohibited without the permission of all Copyright owners.



EVENTS MANAGEMENT

Add a multi-level event

]

Event management template: Basic Event Template

t ¥ & % [ ©add OCopy from J Add existing Edit 7X Delet=

e Help Save | | Cancel

Add an event

General Details

Team fundraising

Category: b
Appeal: | |}J
Sites: Site
y Location information
Location: | |p
|1 Event is an auction Room/Unit: v Capacity: l:l
[l Do not show on event calendar Contact: | |p
| Event allows designations on fees
Copy
Copy from: | | |P|
| ¢/ Copy expenses ¥/ Copy registration options ¥/ Copy preferences
i i 7|

team members

9 Help |

OK || Cancel |

ii.  Click the Add existing button to open the Event search window and add an
existing event to the multi-level event.
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i Add a multi-level event '

Event management template:

Basic Event Template

@ add existing

* % = % | @add @ Copyfro Edit /N Delete

@ el |- save-|| cancel |

Event Search =28

Name: | | Site: | |V Fel Search

Clear

Location: | | Room.-fUnit:| |

Lookup ID: | |

) Include inactive

Results
Lookup ID MName Start date End date Location Contact Site Room/Unit

oHeIp | Select || Cancel |

c. Each event you add to the multi-level event displays in a hierarchical format.
d. Use the arrows to show the hierarchical levels or tiers of events and how the supporting
events are related.

NOTES Jump to Table of Contents
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Add a multi-level event

Event management template: Basic Event Template

€ Add € Copy from € Add existing # Edit X Delete
= 17 UNF UNL CBA Building Dedication
17 UNF UNL CBA Building Dedication - Dinner

e. Click Save.

Event Summary Record

All events associated with multi-level events have an event summary record. This event summary record
will automatically open once the Add a multi-level event is saved. From this summary record, users can
navigate to all the events associated with the multi-level event.

5 i b ek 1}] 17 UNF UNL CBA Building Dedication - Level Summary

Shortcuts 4 17 UNFUNL CBA Building Dedication - Level 472872017 472872017

BA Building Dedication - Dinne 42872017 472872017
Recent searches

Recently accessed

The following table identifies the tabs on the event summary record and includes a description of each:

Tab Information
Displays information about the main event and each event that supports the main
Events
event.
Tasks Displays tasks for all events associated with the main event.
Registrants Displays registrants for all events associated with the main event.
Expenses Displays expenses for all events associated with the main event.
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Event Invitations

Using the event invitation functionality in Ali, you can:
O Manage the invitation processes your organization uses for events.
0 Cireate lists of invitees for events, and manage invitation statuses for each invitee in a list.
0 Run automatic invitation processes to record that invitations were sent and create an export.
0 Add multiple invitation processes for a single event.

The following graphic displays the steps involved in creating and managing invitations:

Add Invitees Run the Download Record
to the Invitation the Output Invitee
Invitation Process File Responses

Create the

Invitation

Create the Invitation

On the Invitations tab of an event record, you can add invitations to send through the mail or email for the event.

To Add an Invitation:

1. Select the Invitations tab on the event record.
2. On the action bar, click Add.

NOTES Jump to Table of Contents
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Start date:
End date:
Site:

Location:
Room/Unit:
Contact:
Coordinator:

Category:

Name

3/10/2017 - 7:30 AM
3/10/2017 - 9:00 AM

University of Mebraska
Foundation

UNF

RE7 INVITATION LIST

More~

Status: 100%
9 Inactive

Lookup ID: 50%
17TNUFUNLASHSE

0%.

Mail date
1/1/1901

/=il 17 UNF UNL AS Humanities Symposium Breakfast

Event expenses

Expense budget: $0.00
Agreed expenses: $0.00
Amount paid: $0.00

0% of budget

Description

17 NUF UNL AS Humanities Symposium Breakfast

100%

n“.

Event capacity

Event capacity:
Will attend:
Will not attend:

0% of capacity

Registrations | Tasks/Coordinators | Documentation Expenses = Options = Speakers = Appeals | Job Occurrences | Lodgi

Invitations (1)

0
0
0

I Add an invitation i
Processing Options

Mame:

Mail date:

Results

@ e

Description:

117 UNF UNL AS Humanities Symposiun |

(inwie fief

Create selection from results

[ save ][ conce |

3. Complete the following fields and options on the Add an invitation window:

a. Name: Use the title of the event name.

b. Description: Add the purpose of this invitation (Save-the-date email, mailed invite, reminder

email, etc.) and any other necessary details.
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c. Mail Date: Pick the date you will mail/email these invitations.

O Note: If you select a date in the future for mailing, the list will 7oz be available to view or
— export until that future date. If you wish to look at the list immediately, you must select the
~ date you are creating the event. Otherwise Ali CRM will not “develop” the list and let you

export it until the future mailing date you selected.

Add an invitation

(CE  Processing Options

How do you want to send your invitation?

Send through both mail and email, according to each constituent's preferences.

Send i

#' Send through mail only

Select the package(s) for your invitation
Cost: $0.00 Content:
Mail package: P Cost: $0.00 Content:
Select the address processing and name format options for your invitation
Address processing: | *NU - Standard Address Processing | ¥ L&
Name format: Primary Name Format ] ]t
Select household options for your invitation
Include: Qualifying individuals and organizations et

¥ Send to one person per household

Also include qualifying households which do not have any members

@ hep Save H Cancel |

4. Click Processing Options tab.

a. How do you want to send your invitation? Select whether to send the invitation through mail,
email, or both. IT IS RECOMMENDED that you select Send through mail only.

i. Send through mail and email, according to each constituent’s preferences will utilize
the mail preferences on a constituent’s record and will only send it via the preferred
method or the default chosen.

NOTES Jump to Table of Contents
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ii. Ifyou choose either of the send through email options, your invitation will send
directly out of Ali and will send once the process is run. DO NOT click send until you
are ready for the email to be pushed out.

5. Mail package. Select the packages(s) for your invitation:

a. The package type (mail or email) will default based on your selection above for How do you
want to send your invitation.

b. Click the magnifying glass to select your package.
c. A new window will open called Package search.

d. Click Add (if you need to create a mail package and aren’t using one previously created).
Package Search

Search

lescnption: Category 2 Cloar
Match all criteria exacth

Resuits

Name Description  Code Cost Site Channel Category Channel sou

0 Help Setect

i. A new window will open called Add mail package. Complete the required and desired
fields. Naming: You can create a mail package once and then reuse it for all events you

are setting up as long as all the fields you want to include in the export remain the
same.

1. Example: UNF staff may repeatedly use the preset option titled Mail Package
for Event Invitation Mailing List — AB

2. Ifyou need to set up a new mail package you can create a generic package that
can be reused for each event you set up, or you may set up one specific to use
with this event only. See the next step.

e. Description: Short description of who/what is on this mailing list.

i. Note: If your invitee list uses more than one selection, it will be helpful for you to list
out the names of the various selections in this field for future reference. There is no
way to determine who was manually entered.
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f.  Site: Pick the Site relevant to your event. (The rest of the fields remain blank until export
definition. See next step.)

Name: |

Description:

Site: v R
Category: b
Package code: e

Channel code: ot

Base cost: $0.0000 | Distribution: | Per piece B?

Additional content cost $0.0000

Total per piece cost $0.0000

Letter L

Export definition: p

@ nep |oSaverf | Cancel

g. Export Definition: Click the magnifying glass to search for the export definition. Use the
export definition titled Event Invitation Mailing List.

h. Save the new mail package. It will prepopulate into the “mail package” blank on the add
invitation page.

Export Definition Search Form 28
Name: | event Site: | ~ P | Search
Clear
Results (1 record found) @ Add
Name Type Site Description
Event Invitation Mailing List Diirect Marketing Effort Se... Used for mail merge for m.

6. Address processing: Select which address types to use for the invitation.

7. Name format: Select the addressees and salutations to use for the invitation.

8. Include: Select the types of constituents to include in the invitation.

9. C(lick Save.
NOTES Jump to Table of Contents
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EVENTS MANAGEMENT

To Add/Access an Invitee List:
1. Open the event record.

2. Select the Invitations tab.

the chevron to expand.)

Click the blue hyperlinked name of the invitation to open the Edit invitation window. (Do 7oz click

Start date: 5/21/2018 - 5:30 PM

End date: 5/21/2018 - 9:00 PM

Site: University of Nebraska
Foundation

Location: UMNO Biomechanics Research Building
6160 University Dr South
Omaha, NE 68182

Room/Unit:

Contact:

Coordinator: Admiral Annie E. Bougger

Category: UNF

Invitations (1) @ Add [£] | More~

Name Mail date

< 8 UNF UNO COE E.Dmechar@ﬁgﬁﬂw

/=il 18 UNF UNO COE Biomechanics Addition Groundbreaking

Status: 100%

9 Inactive

Lookup 1D: 50%

18UNFUNOCOEBAG

Registrations | Tasks/Coordinators | Documentation Expenses | Options = Speakers A

Description

Invite list 1

Event expenses

Expense budget:
Agreed expenses:
Amount paid:
79% of budget

4. Select the Invitees tab.

5. Click Add. Select one of two options:

a.

Select Constituent to add an individual invitee.

Invitation History

Invitees (0)

© Add~ )@ Copy from Z]

More™

, N—
&) Constituent

@ Multiple constituents

I
—.

| Status? |

Include in next send:

Invitee

Invitation sent on

Registered

1. The Add an invitee window will open.

2. Click on the magnifying glass to open a constituent search.

3. Utilize the search fields to find the correct constituent.
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4. Select the constituent you want by highlighting the row and clicking Select or by
clicking on the constituent name.

a. Note: Be careful to invite only individual or organization constituents. Do 7oz
add committee or household records. If all members of a committee (for
example, *regents*) should be invited, use the process below to add Multiple
Constituents instead of adding the committee record, and then add the selection
containing all members.

5. Click Save.
b. Select Multiple Constituents to add multiple invitees by using a selection.

1. The Add multiple invitees window will open:

Add multiple invitees

Selected constituents: H |,0

Exclusions

@HELU ‘ Save H Cancel ‘

2. Click on the magnifying glass to open a Selection search.

Note: If you have a CSV file of Lookup ID numbers, you can create your own selection
using a selection import. For more details on that functionality, please see the Guide
Importing a Selection. To request a selection to be built from a query, send an email to

3. Type in the name of the selection.
Note: A selection is a list of constituents resulting from a query or import who share a set
of criteria.

a. The selection name will be developed by University of Nebraska Foundation’s
Research, Records and Analytics (RRA) Team.

i. UNF staff members are assigned to an RRA staff member to work with
on event list selections.

ii. University staff should contact Jessie Rader, Director for Advancement
Records & Research, at jessie.rader@nufoundation.org or (402) 458-
1206.

NOTES
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e Prior to contacting Jessie, review your event invitation list and
look up the invitees’ LookupIDs in Ali. New IDs will be created
for those guests for whom you cannot find an ID in the system.

e Once your list is ready to be imported into Ali, Jessie will ask for
your complete invitation list in an Excel spreadsheet with specific
fields/columns necessary for import. Those specifics will be
shared with you by Jessie.

4. Select the list you want
by highlighting the row |[EEEEEEE L

and clicking Select or ,
. . Name: ‘ “Board | | Search J
by double-clicking on : = o]
the selection name. Format: | ~
Site: |v yel
. . Include inactive
5. Review the Exclusions Remits (2 reconds found) m—
to determine if any Name Description Record type Format Site Date User
.. .. 'Board member' Constitue... All Constitue... Constituent Dynamic All sites 1/13/2015 BLACKE
Other addltlonal SOllClt Current Board Members All Constitue... Constituent Dynamic All sites 1/12/2015 BLACKE
codes are needed.
a. If the selection
was built
specifically for
Jyour event,
»
exclusions will
be managed by @ bep [ssisctus] [ concel ]

the RRA team
building the list. (This means you will 70z manually need to adjust any
exclusions.)

b. If, however, you are adding generic selections (such as Board of Regents, or
selection lists used widely across the Ali user base), then you must add an
exclusion to omit anyone with a solicit code of No Contact or No UNF Events.
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Add multiple invitees i Exclusions

Consider exclusions as of:

Exclusions

Selected constituents: | NU Board of Regents (Ad-hoc Qi iro 7

Exclusions
Exclude constituents with the following solicit codes:

Solicit code
Q e \ Save I \ Cancel No Cantact

¥ Exclude deceased constituents

¥ Exclude inactive constituents

Required Exclusions

Exclude constituents with the following solicit codes:

Solicit code

@ vep

6. Click Save.

Repeat steps above to continue to add invitees (via selection) until you have your
invitation list complete. You will see a list begin to populate under the invite you created.

appear in more than one selection being used to create the invitation list.

O Note: If a constituent is populated in the invitee list, they will not be duplicated if they

Run the Invitation Process

Once you create a list of invitees for an event, you can run an invitation process. Running an invitation process
creates an output file that includes the names and addresses of the invitees.

To Run the Invitation Process

The invitation process can be run through the Event invitation window or from the Invitations tab.

NOTES
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1. The Event invitation window: In the upper left-hand corner, click Send invite for {name of
your event}. This is running the invitees through the processing options determined in the
invitation set up.

Event: 17 UNF UNO CBA Scholarship Dinnes
ij] 17 UNF UNO CBA Scholarship Dinner d
Invitees (1) @ Add~ @ Copy from | [E] | More~
Constituent P Include in next send: v

T Apply &F Reset

Stat v
Shortcuts e L

- h i witation sent on tegisterad Declined Include in next send Excluded from last send
ecent searches
Jones, Josie © (7]

Recently accessed

2. OR - Select the Invitations tab.
a. Click the expand icon to the left of the invitation process to run.

b. In the frame that appears below the invitation, click Send.

Tasks/Coordinators Registrations =~ Speakers Expenses | Options Appeals = Documentatid

Invitations (1) @ Add | [£] | More~
Name Mail date Description

,'_\_‘.17 UNF UNO CBA Scholarship Din...

7 Edit K Delet

Invitations to be sent: 1 Marked for invitation resend: 0  Registered invitees: 0 Total invitees: 1

Sent invitations: 0  Sent invitations with no response: 0 Declined invitees: 0

3. After clicking the Send icon via either method, the Send invitation window will open, allowing
you to confirm the settings you chose when creating your invitation list.
Note: Leave the Create selection from results box unchecked.

Send invitation

il clate sor |3

@ Hep C o] >..m ]

4. Click Start.

5. The Invitation process status page will appear. Confirm the Status is Running.
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Invitee List

[Zj] 17 UNF UNO CBA Scholarship Dinner

Event: 17 UNFUMNO CBA Schelarship Dinner
Name: 17 UNF UNO CBA Scholarship Dinner
Description:

m History | Job Schedules
Status:

Status message: Activating mailing..

Started by: NUFOUNDATIONjrader Server name: TUVALU
Started: /20/2017 10:50:48 AM Total records processed: 0
Ended: Number of exceptions: 0
Duration: 9 seconds Records successfully processed: 0
Export outputs 2] | More~
Export definition Count | Packages
Event Invitation Mailing List 1 Invitation Mailing - 17UNF UNC C...

6. Once completed, the Status will show Completed.

f‘u !%IIUNO CBA Scholarship Dinner

Event: 17 UNF UNO CBA Scholarship Dinner
Mame: 17 UNF UNO CBA Scholarship Dinner

Description:

m History | Job Schedules

Status: @ Completed

Status message: COTTT

Started by: NUFQUNDATIONYjrader Server name; TUVALU
Started: 4/20/2017 10:50:48 AM Total records processed: 1
Ended: 4/20/2017 10:51:08 AM Number of exceptions: 0

Duration: 20 seconds Records successfully processed: 1

Export outputs (1 2| More~
Export definition Count | Packages

Event Invitation Mailing List 1 Invitation Mailing - 17UNF UNO C...

7. You can also navigate back to the Invitee List and review the statuses of the invitees.

Note: If you find a constituent was not included in the process, it may be because of his/her Mail
Preferences. If you are sending your invitation by mail and the constituent has a preference to

receive invitations by email only, they will not pull into the mailing list. You must send them an
email separate from the process.

NOTES Jump to Table of Contents
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757] 17 UNF UNO CBA Scholarship Dinner

Download Output Files

Once you run the invitation process, the invitation process status page appears. On this page, you can download the

output file in a comma-separated values format (.csv). The data in the output file is based on the export definition

you chose when setting up the mail package. The standard export definition titled Event Invitation Mailing List

will provide all the necessary fields to address envelopes for mailings. This list also provides email addresses if you are

sending email invitations outside of Ali.

To Download a Single Output File:

On the invitation process status page, click the Recent Status tab.

Under Export outputs, click the expand icon to the left of the Export output to download.

1
2
3. Select Download output.
4. Select Download to CSV.

nvitee List

i-j] 17 UNF UNO CBA Scholarship Dinner

Event: 17 UNF UNO CBA Scholarship Dinner
Name: 17 UNF UNO CBA Scholarship Dinner
Description:

LEC @3 c1T History | Job Schedules

@ Completed

Status message: Completed

Status

Export outputs

More ™

&) Event Invitation Mailing List

TUVALU

0

Started by: NUFOUNDATION jrader Server name:

Started: 4/20/2017 10:50:48 AM Total records processed: 1
Ended: 4/20/2017 10:51:08 AM

Duration: 20 seconds Records successfu

y processed: 1

1 Invitation Mailing - 1T7UMF UNQ C...

etter |al Download output~

5. Once the download is complete, save the output file to your computer or preferred network drive.
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Note: If a letter was added when creating the mail package, merge the letter in this step and

download the merged letter. Typically, event invitations are not letters so this functionality will
likely 7oz be used.

Determine Whether a Constituent was Invited and/or Responded to an Event
Invitation

In Ali, you are able to reference a constituent record to see if the person has responded to an event
invitation.

Note: The Events tab of a constituent record may not show all event invitations.

1. Open a constituent record.
2. Click the Events tab.

O Note About Events on a Constituent Record in Ali:

— The Events tab on a constituent record does not display all event invitations; rather, it displays only the
events for which a constituent responded to an invitation. This is a significant change from the way events-
related information was previously managed. Any historical events to which the constituent was invited in the
previous Raiser’s Edge system will convert to this tab regardless of their registration status.

The Events tab only shows events for which a constituent has provided an RSVP regardless of their

response either in the affirmative or the negative. This includes respondents who have accepted, declined,
canceled, attended, or did not attend the event.

If you want to determine whether a guest was Znwvited to an event, navigate to the constituent’s
Communications tab and filter to limit the communication type to Event Invitations before clicking Apply.

-

Online Info | Memberships | Volunteer | Prospect | Fundraiser | Funds Received | Education | Documentation and Interactions JRETURIGUEVIEEN History | Attributes | Events | Sm

" Communications Appeals Preferences Newsletters

Communications (1) @ Add general correspondence © Add appeal mailing | [£]| More~

" [
(~ Communication: | Event Invitations |"
T ——

—
ate range: | All 135

P @F Reset
Channel: [AI: |" Sites: |AI. sites l" a8
Date sent Communication Details Has responses Site Channe
= This month

3/22/2017 GI—-'\-i:a:icn 17 NAA YAA Baseball Event - 17 hD N/A Mail
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Event Registration

RSVP Management

Note: Ali’s events management functionality is very robust, yet the tracking of RSVP responses may be managed
using a different method such as Attend.com, phone calls, and/or emails. Every effort should be made to enter
RSVP responses in as near a live-time manner as possible. For example, the foundation’s events management team
enters RSVPs into Ali with the assistance of other team members on a near-constant basis. Because Ali is a
transactional database, those changes are immediately viewable by other users across the system.

Navigating the Registrations Tab

The Registrations tab of an event record has filtering capabilities that allow you to quickly find the registrants you
are reviewing.

e The Type field allows you to limit your view to Preregistration, Invitation, or Walk-in.

o The Status field allows you to limit your view to Will not attend, Registered, Canceled, No reply, or
Declined.

e The Registrant field allows you to limit your view to a specific registrant.
o The Attended field allows you to limit your view to (Unspecified), Yes, No-Show, or No.

Note: To implement these filters you must click Apply. These filters are “sticky” so you must click Reset to
default back to the full list.

Add Registrants and Guests for a Single Event

When you register a constituent for an event, indicate how many guests the constituent is bringing and record
registration options for all the registrants.

To Add an Invited registrant:
1. Open the event record.
2. Select the Registrations tab.

3. Click the double chevron icon to the left of the registrant’s name to expand the line.
Tip: If you have a large number of registrants, save time by typing into the Registrant field a Last
Name or *First Name to find your guest quickly.
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4. Click Register.

Tasks/Coordinators [RNEGIHICUGLCE Speakers | Expenses | Options | Invitations | Appeals | Document

Registrations (2) @ Add | [E]| More~

A
Status: I:IV Attended: | »

pRly #F Reset

] Registrant « Type Status A
[ Josie N. Invitation Registered
] (&) Rader, Jessica L, Invitation No reply

aRegister Edit™ /% Delete | o Mark as declined

5. The Add a registrant window will open.
Select the registration option.

a
b. Select any necessary preferences.

o

Waive registration fee for complimentary registrations.

d. If they do not have a guest, click Save.

Add a registrant

Registrant:

ca L. Rader M.D P Total registration fees:

Single Events

17 UNF UNO CBA Scholarship Dinner - Single Events
17 UNF UNO CBA Scholarship Dinner(Monday, April 17, 2017 )

Receipt amount:

Registration option Registration fee  Registrants Benefits

Adult $0.00 1
Registration option Registrant Menu Parking Waive registration fee
Adult Mrs. Jessica L. Rader M.D. | [y i ]

i O

e. If they have a guest, complete the following steps:
i. Click on the line below.

ii. Select the registration option.
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iii. Select the registrant.

1. The constituent’s individual relationships

. . . . . Adult
(as identified on his or her Ali constituent i
record Relationships tab) will populate in Aduit

the drop-down list as a quick search
function.

2. If the guest is not a relationship, use the
magnifying glass to do a constituent

search.

Registration option

Registrant
Mrs. Jessica L. Rader M.D.

Mrs. Jessica L Rader M | ¥ |2

é:jUr'r'arr‘ed guest)

Mrs, Jamie L. Johnson

Mr. Skyler A, Rader

Mrs, Jessica L. Rader M.D.
Ms. Deloris Springer

Mrs, Mallie J. Thempson

3. If the guest is not a constituent and does

not need to be added as a constituent, utilize the (Unnamed Guest) function.

iv. Select any necessary preferences.

v. Waive registration fee if necessary.
f. Repeat steps as needed until the guest list is complete.
g. Click Save.

6. Once the registration is saved, the Registrant record opens automatically. The registrant record

tracks information about guests, registrations, preferences, and benefits for the selected registrant.

Event: 17 UNF UNQ CBA Scholarship Dinner

i“j] Mirs. Jessica L. Rader - Event Registrant

1010 Lincoln Mall Ste 300
Linceln, NE 68508-2886

402-458-1206

Type: Invitation Total paid: $0.00
Status: Registered Balance: 30,00
Jessie.rader@nufoundation.org No. of guests: 1 Total receipt amount:  $0.00

www.linkedin.com/in/jessierader

LS Taic Ll Benefits | Lodging and Trave Restrictions | Attributes

Registrations  # Edit | [E]

Mr. Skyler A. Rader

17 UNF UNO CBA Scholarship Dinner (Monday, April 17, 2017)

Adult Chicken

Mrs. Jessica L. Rader

17 UNF UMO CBA Scholarship Dinner (Monday, April 17, 2017)

Adult Chicken

Registrant [D: evreg-11370802 Total registration fees: $0.00 Payment history:
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To Add a Registrant:

Registrants can be added manually outside of the invitation process. These registrants will automatically be
marked as registered. If you need to add more than 10 additional names, it is reccommended that you
utilize the Invitation Process.

1. Open the event record.
2. Select the Registrations tab.
3. On the action bar, click Add.

/5] 18 UNF Annual Meeting of Trustees

Start date:  10/19/2018 - 5:30 PM Status: 100% Event expenses

End date: 10/19/2018 - 8:30 PM @ Active

Site: University of Mebraska Lookup 1D: 50% Expense budget:
Foundation 8-10003019 Agreed expenses:

Location: Amount paid:

Room/Unit: = 1033% of budget

Contact:
Coordinator: Admiral Annie E. Bougger

Category:  UNF

LERTSIENGI I Tasks/Coordinators | Documentation | Invitations | Expenses | Option

Registrations (1,019) & Add JZ] | More~

Type: | ¥ | Registrant: | |
: | = [Py
Status: | " Attended: | .|V
4. The Add a registrant window will open.
a. Select the Single Events tab.
NOTES Jump to Table of Contents
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rant ﬂ
Registrant: || 0 ® Praregistration Total registration fees: $0.00
Walk-in registration Receipt amount: $0.00
e —
( Single Events

18 UNF Annual Meeting of Trustees - Single Events
18 UNF Annual Meeting of Trustees (Friday, October 19, 2018 5:30 PM - 8:30 PM)

Registration option Registration fee  Registrants Benefits
Individual $0.00 0
Registration option Registrant Waive registration fee

b. Registrant: Click on the magnifying glass to search for and select the constituent to register. If
the registrant is not a constituent and needs to be added, please email the University of Nebraska
Foundation’s Systems Information team (biographicalrecords@nufoundation.org).

If a guest or registrant needs to be registered without a record in Ali being created, and for
additional important information about this topic, please see 1o Add a Registrant Without a
Constituent Record.

E Add a registrant i
‘ 2 ’ ® Preregistration Total registration fees: $0.00
Walk-in registration 30.00

Receipt amount;

Registrant: | Ms Angele B

18 UNF Annual Meeting of Trustees - Single Events
18 UNF Annual Meeting of Trustees (Friday, October 19, 2018 5:30 PM - B:30 PM)

Registration option Registration fee  Registrants Benefits
Individual $0.00 0

Registration option gistrant Waive registration fee
Do\ Y- Angela B. Taylor

Individual

c. Indicate whether the constituent is a pre-registrant or a walk-in.

i.  Preregistration: Add guest to list prior to event.

ii.  Walk-in registration: Guest attended event without an RSVP; add them after the event.
d. Select any necessary preferences.

e. Waive registration fee for complimentary registrations.

f. Click Save.
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To Add a Registrant Without a Constituent Record:

There will be instances when it is not necessary or feasible to add a constituent record for a registrant or
guest. To determine if a constituent record is needed consider whether this individual will have future
interactions with us, be it events, solicitations or future interests.

Note: If time does not allow for a constituent record to be made, follow the steps below. Once the
constituent record has been created, update the registration.

1. Open the event record.
2. Select the Registrations tab.
3. Click on the double chevron next to the guest’s host’s name.

Note: If the non-constituent registrant does not have a host, add them as a guest of the event
coordinator. The event coordinator must be registered for the event to have guests.

# Edit~ ¢ Delete | + Markas~

4. Click Edit.

5. Click Edit registrations.

6. The Add a registrant window will open.
Select the registration option.

a.
b. Select the registrant of (Unnamed Guest).

o

Select any necessary preferences.
d. Waive registration fee for complimentary registrations.

e. Click Save.

NOTES
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Registrant: Mrs. Jessica L. Rader Total registration fees: 50.00

Single Events

17 UNF UNO CBA Scholarship Dinner - Single Events
17 UNF UNO CBA Scholarship Dinner(Monday, April 17, 2017 )

Receipt amount:  50.00

Registration option Registration fee  Registrants Benefits
Adult $0.00 3
Registration option Registrant Menu Parking Waive registration fee
Adult Mrs, Jessica L. Rader Chicken [
Adult Mr. Skyler A. Rader Chicken ]
Adult (Unnamed guest) Chicken [
i O

Tasks/Coordinators Speakers | Expenses | Options | Invitations | A

Registrations (4) @ Add | ]/ More~

g Ap
] Registrant Type Status
] Guest of Mrs. Jessica L. Rader Invitation Registered
] Jones, Jo Invitation Registered
] * Rader, Invitation Registered
] Rader, Skyler A. Invitation Registered

To

Add Unnamed Guest Attributes:

If you have an unnamed guest, you will need to add in attributes to capture their first and last name for
name tag purposes.

Note: Complete these steps immediately after registering an unnamed guest to avoid multiple unnamed
guests in your RSVP list.

1
2
3.
4

Open the event record.
Select the Registrations tab.
Click on the Guest of [host name] hyperlink to open the registrant record.

Navigate to the Attributes tab.
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a. Click Add.

- Event: 17 UNF UNO CBA Scholarship Dinner > Host: Mrs. Jessica L. Rader
sp}] Guest of Mrs. Jessica L. Rader - Event Guest

Registrations

Attributes (0)

Category

Registrant ID: evreg-11370804
Type: Invitation

Status: Registered

Ne. of guests: 0

Restrictions [Nl =S

Total registration fees: 40,00

Total paid: $0.00
Balance: $0.00
Total receipt amount: 40,00

Attribute group

Payment history:

e N Add registrant attribute &

L.

1.
2.
3.
4.

The Add Registrant Attribute window will open.
Category: Event Guest First Name

Click Save.

b. Click Add.

i.

1.

The Add Registrant Attribute window will open.
Category: Event Guest Last Name

2. Value: Unnamed Guest’s Last Name

3. Click Save.

Value: Unnamed Guest’s First Name

Comment: Firstname Lastname

f T
Category: | Event Guest First Name Tt

Value: | Leild

Start date: =
End date: | mm/ddAyyy |j
Comment || aila Rader

@ vep | Save || Cancel |

Benefits

@ Add

Registrations

Attributes (2)
Category
Event Guest First Name

Event Guest Last Name

Registrant ID: evreg-11370804
Type: Invitation

Status: Registered

MNo. of guests: 0

Restrictions LIl

[£] | More~

Attribute group

- Event: 17 UNF UNO CBA Scholarship Dinner > Host: Mrs. Jessica L Rader
i5j] Guest of Mrs. Jessica L. Rader - Event Guest

$0.00
$0.00
$0.00
$0.00

Total registration fees:
Total paid:
Balance:

Total receipt amount:

Payment history:

Add registrant attribute

Category: | Event Guest Last Name [~
Value: | Rader |
Start date: | mmvddyy [
End date: | mm/dd/imy [&
Comment

@ Hep Save || Cancel

Start date

NOTES
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Add Registrants to Multi-Level Events Using Registration Packages

For multi-level events, registrants may choose to register for a package or individual events.

To Add a Registrant for Multiple Events:
1. Search for and open the main event record.
2. Select the Registrations tab.
3. On the action bar, click Add.

a. Select the Packages tab to register a constituent and any guests for multiple events at one time.

Add a registrant

Registrant: | Mrs. Jessica L. Rader |P ® Preregistration Total registration fees: $35.00

17 UNF Spring Game - Packages

Adult - Game and Tailgate ($35.00)

Walk-in registration Receipt amount: ~ $0.00

Event Benefits
17 UNF Spring Game
17 UNF Spring Game Tailgate

Registrant Waive registration fee
Mrs. Jessica L. Rader O
i ]

Child Game & Tailgate ($5.00)

Event Benefits
17 UNF Spring Game

17 UNF Spring Game Tailgate

Registrant Waive registration fee

1 O

@ Help Save | | Cancel
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b. Select the Single Events tab to register a constituent and any guests for one or more of the
events.

Add a registrant

Registrant: | s, Jessica L. Rader |P ®/ Preregistration

Total registration fees: $60.00
Walk-in registration

Receipt amount:  $0.00
Packages WSILIIHE1S

17 UNF Spring Game - Single Events
17 UNF Spring Game(Friday, April 14, 2017 )

Registration option Registration fee  Registrants Benefits

Adult $25.00 1

Child $0.00 0
Registration option Registrant Waive registration fee
Aclult Mrs, Jessica L. Rader O

[

17 UNF Spring Game Tailgate(Friday, April 14, 2017 )

Registration option

Registration fee  Registrants Benefits
Adult

$10.00 0
Child $5.00 0

Registration option Registrant Waive registration fee

b

9 Help

| Save || Cancel |

4. Enter the necessary information to register a constituent and any guests for multiple events at one
time.

5. Click Save.

NOTES
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Registrant Record

The registrant record tracks information about guests, registrations, preferences, and benefits for the
selected registrant.

Tab Description

Displays information about the registration options for the registrant and
Registrations their guests. On this tab, you can add, edit and delete registration and
guest information in addition to event preferences.

Benefits Displays applicable benefits information for the registrant.
Lodging and Travel Displays information about the registrant’s lodging and travel plans.
Restrictions Displays restrictions that must be accommodated.

Displays information about the registrant’s involvement in an event; a
registrant may participate in an event as more than an attendee. For
Participants example, a registrant may agree to speak at the event, such as part of a
welcome address or seminar session. This tab only displays if the
registrant has additional involvement in the event.

Attributes Displays attributes for the registrant.

. . Displays the registrant’s designations. This tab only appears if the event
Designations Lo
allows designations on fees.

Add Restrictions

To Add Registration Restrictions:
Open the event record.
Select the Registrations tab.
Click the registrant’s name.

Navigate to the Restrictions tab.

DA

Click the expand double-down icon next to the registrant’s name.
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_ Event: 17 UNF UNO CBA Scholarship Dinner
iujl Mrs. Jessica L. Rader - Event Registrant

1010 Lincoln Mall Ste 300 Registrant ID: evreg-11370802 Total registration fees: $0.00
Lincoln, NE 68508-2886 Type: Invitation Total paid: $0.00
402-458-1206 Status: Will not attend Balance: $0.00

jessie.rader@nufoundation.org . .
No. of guests: 2 Total receipt amount: $0.00

www.linkedin.com/in/jessierader

Registrations | Benefits | Lodging and Travel Attributes

Restrictions 3) & @ [£]| More~
Registrant name Type Option
A Mrs. Jessica L. Rader

< /" Edit registration restrictions )" Edit constituent default restrictions

Mr. Skyler A. Rader

Guest of Mrs. Jessica L. Rader

6. Click Edit registration restrictions.
7. The Registration restrictions for [name of registrant] window will open.
Select the restriction Type.

b. Select the Option.

Note: Registration restrictions are saved as part of this event’s record only.

c. Click Save.

Registration restrictions for Mrs. Jessica L. Rader

Type Option
Dietary Restrictions | | v
*
{Gluten-Free
Kosher

Lactose Intolerance

Nut Allergy
Shellfish Allergy
Vegan
Vegetarian
e Help - Save I I Cancel
NOTES Jump to Table of Contents
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Note: You may add as many restrictions as necessary. If the restriction options do not include the option
desired, please utilize the registrant attribute of Dietary Restriction: Other to capture the information.

Add registrant attribute [}

Category: | Dietary Restriction: Other

Value: | Mushrooms

Start date: | mmy/dd/yyyy

End date: | mmydd/yyyy

Comment:

To Add Constituent Default Restrictions:
Open the event record.

Select the Registrations tab.

Click the registrant’s name.

Navigate to the Restrictions tab.

hANE S

Click the expand double-down icon next to the registrant’s name.
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. Event: 17 UNF UNO CBA Scholarship Dinner
iuj] Mrs. Jessica L. Rader - Event Registrant

1010 Lincoln Mall Ste 300 Registrant ID: evreg-11370802 Total registration fees: $0.00
Lincaln, NE 68508-2886 Type: Invitation Total paid: $0.00
402-458-1206 Status: Will not attend Balance: $0.00

jessierader@nufoundation.org . .
No. of guests: 2 Total receipt amount:  $0.00

www.linkedin.com/in/jessierader

Registrations | Benefits | Lodging and Travel Attributes

Restrictions (3) & @ [Z]| More~
Registrant name « Type Option
Z~) Mrs. Jessica L. Rader

" Edit registration restrictio@constituent default restrictions >

Mr. Skyler A. Rader

Guest of Mrs. Jessica L. Rader

6. Click Edit constituent default restrictions.
Note: Constituent default restrictions will write back to the constituent record and will auto-
populate on all events the constituent registers for going forward. This will be found on the
constituent record’s Personal Info tab, in the Personal sub-tab under Event Restrictions.

7. The Constituent default restrictions for [name of registrant] window will open.
a. Select the restriction Type.
b. Select the Option.
c. Click Save.

Constituent default restrictions for Jessica L. Rader

Type Option
Dietary Restrictions q |V
9 Help Save ‘ [ Cancel
NOTES Jump to Table of Contents
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On the Registrations tab of the event record, you track event registrations, also known as RSVPs. Here is an

overview of the options available to marking registrations in Ali CRM:

If Status displays: | The response indicates:
Registered The individual WILL
egistere ATTEND.
Declined
C led The individual WILL
aneele NOT ATTEND.
Will Not Attend
Individual has NOT
No Reply RESPONDED.

To Mark an Invitee as Declined:
1. Open the event record.

2. Select the Registrations tab.

3. Click the expand icon to the left of the constituent who has declined.

Tasks/Coordinators Speakers

© Add

Expenses | Options | Invitations

Registrations (5 2] More~

Appeals

Documentation | Job Occur|

I
[

Type:

T Apply #EReset

egistrant ype Status Attended | Online registrant

] Regist Ty Stat A | Onl gist
Jones, Josie N. nvitation egistere

] Josie N Invitat Registered

[Cl|@&) Krebs, Stephanie A. Invitation No reply

[+] Register Edit> /X Delet=€C¥ Mark as declined
] #® Rader, Jessica L. Invitation  Registered
] Guest of Mrs. Jessica L Rader  Invitation Registered
m Rader, Skyler A. Invitation  Registered

Bala...
$0.00
$0.00

50.00
50.00
50.00

Host

Rader, lessica L.
Rader, lessica L.

Rader, Jessica L

4. In the drop-down frame that displays below the constituent name, click Mark as declined.

5. When prompted, click Yes.

Blackbaud CRM

)

Are you sure you want to update this
invitee's declined status?

| Yes | | MNo
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Tracking Event Attendance

Once registrants are entered into the event, their attendance can be tracked. They can be marked as Will not attend,
Attended, No-show, or Canceled.

Changing from Accepted to Declined:

If the invitee has been marked registered previously, but now is unable to attend:

1. Open the event record.
2. Select the Registrations tab.
3. Click the expand icon to the left of the constituent who has registered.
4. Click Mark as and select Canceled.
O Note: This will replicate the response for all guests registered with the host.

£l Registrant Type =

!.O’rovost. Christina M. Preregistration
Edit X Deleté ¥ Mark as~ )

¥ Will not attend

E Jones, | itation
- Krebs, § ¥ Attended itation
#® Radd ¥ No-show itation

l Guest @ Canceled > itation

Changing Host from Accepted to Declined without Changing Guest’s Status:

If the invitee has been marked registered previously and is unable to attend, but the guests will still attend:

Open the event record.

Select the Registrations tab.

Click the expand icon to the left of the constituent who has registered.
Click Mark as and select Will not attend.

O Note: This will NOT duplicate to all guests registered under the host.

Ll AN .
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{ _O‘ Rader, Jessica L. Invitation Registered
Editr /X Delete
. S Will not attend I .

[l Guest o - 2 Invitation Registered

[l Rader, 4 ¥ Attended Invitation Registered
v No-show
« Canceled

| Re At e

3 Rader, Jessica L.

[E Guest of Mrs. Jessica L. Rader Invitation Registered

F @ Rader, Jessica L. Invitation Will not attend No

[ Rader, Skyler A. Invitation Registered

Note: If an individual registered for the event online (using Attend.com or BBIS) and later changes
his or her mind to cancel the registration prior to the event, the options to mark Will not attend and
Canceled are unavailable/greyed out. This is a known issue that Blackbaud is working to resolve. In
the meantime, the work-around is to select No show.

Tracking Student Attendance:

Due to federal FERPA protections of student data, most students will 7oz have constituent records in Ali
CRM. This makes it challenging to invite and register students who are invited to and attend events. The
UNF events team has identified a work-around for this issue.

1. Add yourself (event coordinator) as an invitee.

2. Add all non-constituent students as Unnamed guests to your own registration.

Tracking Attendence Post-Event:

Once your event is complete, you can track those that attended and those that did not by using the Mark
as field and the Update Event Attendance function.

1. Open the event record.

2. Select the Registrations tab.

3. Click the expand icon to the left of the constituent who did not show.
4

Click Mark as and select No-Show.
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D (&) Guest of Mrs. Jessica L. Rad... Invitation Registered
# Edit» /< Delete | « Mark as~
0 Rader, 9 ¥ Will not attend itation Registered
¥ Attended
¥ No-show
¥ Canceled
Tasks/Coordinators [EREGISICIAe M Speakers | Expenses | Options | Invitations | Appeals | Documentation | Job O
Registrations (6) @Add | [£] | More~
Type: | | V¥ | Registrant: |
VW Apply @F Reset
Status: | | v | Attended: | | v
E Registrant Type Status Attended
D Jones, Josie N. Invitation Registered
[l Krebs, Stephanie A. Invitation Declined No
[l Provost, Christina M. Preregistration Canceled No
[l # Rader, Jessica L. Invitation Will not attend No
M Guest of Mrs. Jessica L. Rad... Invitation Registered No-show
0 Rader, Skyler A. Invitation Registered

5. Under Tasks in the explorer bar at left, select Update Event Attendance.

Tasks
# Edit event
# Edit lookup ID

# Convert to multi-level
event

# Configure seating layout

<: ,; ! Update event attendanca

6. Select Attended.

NOTES Jump to Table of Contents
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Update event attendance

Update all registrants whose attendance is unspecified to:

Attended

saven][ concel |

7. Click Save.
8. All remaining registrants that were not marked as Did not attend will now be marked as attended.

Tasks/Coordinators Speakers | Expenses | Options | Invitations | Appeals | Documentation | Job O
Registrations (6) @ Add | [£] | More~

Type: | | V¥ | Registrant: |

W Apply &F Reset

Status: | | v | Attended: | | v

| Registrant Type Status Attended
|:| Jones, Josie N. Invitation Registered Yeg

[l Krebs, Stephanie A. Invitation Declined No

[l Provost, Christina M. Preregistration Canceled No

[l ® Rader, Jessica L. Invitation Will not attend No

] Guest of Mrs. Jessica L. Rad... Invitation Registered No-show
[l Rader, Skyler A. Invitation Registered Yes

Marking the Event as Inactive

Once your event is complete and all your attendance, invoices, and other outstanding items are recorded,
you are asked to inactivate historical events as the final step in the event process. The event record will still
be searchable and remains in the system indefinitely, but it may disappear off the event calendar. (Users
are reminded to change the filter setting to Include inactive events if necessary.)
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Event calendar El|
EC&IEndar B st E’
Jump to date: E < » July 2018
Groupby:  |Gotegory | Sy Manday Tuesday

01 02 03
Events = 15 MAA Travel Adventure Southemn Culture
Sites: 11:15 AM 16 UNF UNL TANR Swarts Sch
v
Locations:
v 0 00 0
Categories: 15 NAA Travel Adventure Seuthemn Culture
18 UNF UNL Health Center UNMC
Selected categories ¥ |ss
= 18 UNF UNL Health Center UNMC
¥ Include inactive R
Only show my events 6:30 PM 18 UNL IANR. Northeast Nebr|
Show tasks

ted tasks 15 16 17

1. Open the event record.
2. Under Tasks in the explorer bar at left, select Mark inactive.

Select Yes to inactivate the event record.

Tasks ) .
7 Editevent i<j] 18 UNKAA UNK UNF Quarterly Kearney Event July 12
# Edit lookup 1D
B S Startdater  7/12/2018 - 5:30 PM Status: 100%
# Convert to multi-lew
e End date:  7/12/2018 - 7:30 PM & Active
7 Configure seating layout Site: University of Mebraska Lookup 1D: 0%
— == at Kearnay: University of
# Add team fundraising Mebraska Feundation; 18UNKAAUNKUNFQOKEIT2ZTM
appeda UNK Alumni Association 0%
5,! Update event attendance Location: Cunningham's Journal - Lakeside .
W Do nat show event on 610 W Talmadge St
event calendar Blackbaud CRM
< H,',! Mark inactive
X Delete event . P ) Are you sure you want te mark "18 UNKAA UNK UNF Quarterly Kearney Event
\{p) July 12 TM" inactive?

.| Configure email alerts

PaperSave

B A Do o goticl

Event Seating

You can set up seating for any type of event and assign registrants to seats.

NOTES Jump to Table of Contents
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Configure Seating Layouts

Before you can assign registrants to seats, you must define your seating layout.

To Configure a Seating Layout:
1. Open the event record.

2. On the explorer bar in the Tasks group, click Configure seating layout.

Tasks
Edit event
Edit lookup ID

Convert to multi-level
event

Gomcigure seating I@

3. Click Configure seating layout.
a. On the Seating layout tab, you define the main structure of the seating arrangement.
i. In the Seating layout menu, select one of the following:
a. Sections, Tables, and Seats
b. Sections, Rows, and Seats
c. Sections and Seats

ii. Click the Copy from previous event link to open a search window to locate an event from
which to copy a seating layout.

iii. Enter the number of sections, tables, rows, and/or seats in your seating layout.

Configure seating layout

Seating layout :'w'-rr:r_\m Tables, and Seats "" O o & QEEMILIS EMeY
No. of sections: 1"
No. of tables per section: 4
MNo. of seats per table: [ 8 .

Total seating capacity: 32

@ Help | Save Cancel

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
Confidential and Proprietary. For internal use only; any other use prohibited without the permission of all Copyright owners. 71



EVENTS MANAGEMENT

b. On the Sections tab, you can name each section and specify the number of tables in each
section.

i. Mark the Use continuous numbering checkbox to use the last table number of the
previous section as the starting point for the next section. If you do not mark this
checkbox, the first table in each section begins numbering with 1.

ii. In the Name column, enter a unique name for each section (optional).

iii. In the Number of tables column, you can modify the number of tables (or rows) as

needed.

iv. In the Starting table number column, the starting number of the first table (or first row) of
each section displays.

v. In the Ending table number column, the number of the last table (or last row) in each
section displays.

F— PO £nnn L [T )

Configure seating layout

Seating layout ﬁ Tables | Seats

Use continuous numbering

Section number  Name Number of tables  Starting table num... Ending table num...

o 4 1 4

@ Help Save ‘ ‘ Canceq

c. On the Tables or Rows tab, you can name each table or row and specify the number of seats
in each table or row.

i. In the Sections menu, select the section to view.

ii. Mark the Use continuous numbering checkbox to use the last seat number of the previous
table (or row) as the starting point for the next table (or row). If you do not mark this
checkbox, the first seat at each table (or in each row) begins numbering with 1.

iii. In the Name column, enter a unique name for each table (or row).

iv. In the Number of seats column, the number of seats at each table (or in each row) appears
in this column. Modify the number of seats as needed.
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v. In the Starting seat number column, the starting number of the first seat at each table (or
in each row) displays.

vi. In the Ending table number column, the number of the last seat at each table (or in each
row) displays.

Configure seating layout

Seating layout Sections Seats
Sections: | Gold |V ¥ Use continuous numbering
Table number ~ Name Number of seats Starting seat num... Ending seat numb...
1 Table1 8 1 8
2 Table2 8 ) 16
3 Table3 8 17 24
4 Table 4 8 25 32
e Help l Save I I Cancel ‘

d. On the Seats tab, you can name each seat and view registrants assigned to specific seats.
i. In the Section menu, select the section to display table, row, or seat information.
ii. In the Tables menu, select the table (or row) to display seat information.
iii. In the Name column, enter a unique name for each seat (optional).
iv. In the Assigned registrant column, the name of the registrant assigned to the selected seat
displays.

Configure seating layout

Seating layout | Sections | Tables

Sections: |m |V Tables: | Table 1 A

Seat number Name Assigned registrant

1 Seat1
Seat 2
Seat 3

MW o

Seat 4
Seat 5
Seat 6

~N o wu

Seat 7

0O Ca-t+ O

eHeIp - Save H Cancel

4. Click Save.
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Assign Seats

Once you configure a seating layout for an event, you can assign registrants to seats.

Assign seats

—_———— Z
Registrants @ Assign to section 8L Add to group | Show: | All registrants i Seats New section & Delete section 45 Clear section

‘ Name Host Group Guest co...  Seat Seating =) 75117 UNF Annual Meeting of Trustees -

Allen, Camille R. 0 Section 1\T... = % W 1 Setiod ¥
= 4&#1 - Table 1

Anderson, Brian W. 0 Section 1\T... B 1- Seat 1 {Mrs. Amy M. Volk)

Anderson, Daniel L. Anderson, ... 1 Section \T... B 2 - Seat 2 (Chancellor Jeffrey P. Gold M.D.)
Section 1\T... : ﬁt 3 - Seat 3 (Dr. Michael F. Sorrell M.D.)
Section \T - rr 4 - Seat 4 (Mrs. Shirley Saorrell)
kel B 5 - Seat 5 (Mr. John Sorrell

Andersan, Sue A, Andersan, ... 0
0

Antholz, Amber ). 0 Section 1\T... B 6 - Seat 6 (Kerri Sorrell)
0
0

Andreesen, Camer...

Section 1\T... B+ 7 - Seat 7 (Mr, Rodrigo Lopez)
B & - Seat 8 (Dr. John A. Niemann Ed.D.)
B+ 9 - Seat 9 (Mrs. Nancy Noddle)

H&R2 - Table 2

Groups © add Edit /A Delete group ' E A 5 n HRR3 - Table 3

H R4 - Table 4

S5 - Table 5

H4A6 - Table 6

S &7 - Table 7

H %8 - Table 8

HRR9 - Table 9

4 4 10 - Table 10

H&#11 - Table 11

H4&#12 - Table 12

@ % 13 - Table 13

3 4 14 - Table 14

& fa# 15 - Table 15

&l 4@ 16 - Table 16

k17 - Tahla 17 z

Arnold, Jennifer A,

Arth, Mary C. Section T\T... -
4 k

@ Heb | save || Cancel |

The Registrants frame displays the names of the registrants (including guests) you added to the event on the
Registrants tab of the event record.

The Groups frame displays any groups of registrants.

The Seats frame displays each section in your seating layout.

NOTES Jump to Table of Contents
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Assign Registrant to a Seat

To Assign a Registrant to a Seat:
1. Open the event record.

2. On the explorer bar under the Tasks group, click Assign Seats.

Start date:
End date:
Site:
Location:
Room/Un
Contact:
Coordinat

Category:

3. In the Registrants frame, select the registrant to seat.
In the Seats frame, select the seat, table, row, or section to assign the registrant.
In the Registrants frame, click Assign to seat.

Note: You can also drag the name of the individual over to the seats frame and it will place that

person in the seat you have selected.

6. Once you are finished assigning registrants to seats, click Save.

Add Seating Groups

In the Groups frame of the seating window, you can create groups of constituents who wish to be seated

together.

To Add a Seating Group:
1. Open the event record.
2. On the explorer bar, in the Tasks group, click Assign Seats.
3. Locate Groups frame.
4. Click Add.
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Registrants @ Assign to section 5, Add to group ' Show: | All registrants |"
Name Host Group ~ Guest co..,  Seat Seating no..,
Acker, Kerry... 0 Table 32\Se... <
Acklie, Phyll... 0
Adkins, Rich... 0
Albers, Kath... 0
Allen, Camil... 0 Table 26\Se...

Aligood, Sa... Q
Andreesen, ... 0 Table T\Sea...
Angle, Cath... 0
P —_ A Tl AWM. vy
Groups  Edit X Delete group | @ Assign to section
&2, Honoree Family

Edit group

RS

Group name: ‘ Henaree Family |

Registrant

Admiral Annie E. Bougger

il

9 Help

o Help Save Cancel

Enter a name to identify the group. Example: students, honoree table, etc.
In the Registrant field, click the magnifying glass to open the registrant search window.

Note: Rather than searching for the registrant, you can type the registrant’s name in the field and it
will link back to the registrant.

NOTES Jump to Table of Contents
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Registrant Search 2

Last/Org name: I |

First name: I |

Lookup ID: | |

Results

Registrant Host Attended Number of guests Lookup 1D

e Help Select l { Cancel

7. Search for the registrant to add to the group and click Select.
8. Click Save.

Assign Groups to Seats

In the Groups frame of the seating window, you can quickly assign an entire group to seats at a table or a
row in a section.

To Assign a Group to Seats:
1. Open the event record.
2. On the explorer bar, click Assign Seats.

3. In the Groups frame, select the group to seat.
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Groups @ Add # Edit X Delete group | B Assign to se

2, Honoree Family

4. In the Seats frame, select the section, table or row to assign to the group.

Seats B New seat Delete section 4 Clear section | #® ¥

W@ - lable 12
3 @ 13 - Table 13
+ @ 14 - Table 14
= @ 15 - Table 15
+ @ 16 - Table 16
+ @ 17 - Table 17
4 @18 - Table 18
+ @19 - Table 19
+ @ 20 - Table 20
= @ 21 - Table 21
3 @ 22 - Table 22
3 @ 23 - Table 23
+ @ 24 - Table 24
+ @ 25 - Table 25
+ @ 26 - Table 26
+ @ 27 - Table 27
4 @ 28 - Table 28
+ @ 29 - Table 29
= @ 30 - Table 30
= @ 31 - Table 31
3 @ 32 - Table 32
3 @ 33 - Table 33

= @ 35 - Table 35
B 1-Seat1
B 2-Seat2
B 3-Seat3
4 @ 36 - Table 36

5. In the Groups frame, click Assign to section.

Groups @ Add " Edit X Delete grou

52 Honoree Family

6. Once you are finished assigning groups to seats, click Save.

NOTES Jump to Table of Contents
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Red box: table full : partial table Green box: open table

= @ 1-Table1

Rt 1 - Seat 1 (Mr. Justin L. Swanson)
R 2 - Seat 2 (Dr. Dirk H. Brom)

R 3 - Seat 3 (Ms. Kimberly A. Russel)

35 - Table 35 = @ 36 - Table 36
¢ 1 - Seat 1 (Mrs. Kathleen J. Albers) B 4 - Seat 4

Br2-Seat2
g:ﬂg_seata 5 -Seath

Event Documentation

Documentation Overview

Please refer to the Guide appended at the end of the Events Management training manual for instructions on how
to save event documentations that include:

¢ Event Documentation: Planning notes, floorplans/layouts, facility information, and contracts;
o Printed Materials: Save-the-dates/invitations, programs, signage, and other printed event materials;

e Expenses: Event estimates, invoices, receipts and orders.

Event Reporting
Event reports allow you to view information about your events and seating plans.

Event Registration Lists and Nametags

You can create a registration list of attendees to utilize at your event, to create nametags, for seating lists, etc. The
specific report titles are listed below.

To Create an Event list:

1. Click on the Analysis functional area on the blue navigation bar.
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=~
¢ Analysis

Information libr

W Smart query searc
@ Add a smart query instance

@ Smart query browse

| Full Event List
| Nametag List with Nicknam,

= Simple Event List

2. Under Custom Reports select the report needed:

a. Full Event List — This comprehensive report includes all registrant information including
first name, last name, response, address, phone, email, dietary restrictions, table numbers,

etc.

b. Nametag List with Nickname — This report can be utilized when needing to make event
nametags and includes first name, nickname, last name, response, table number, etc.

c. Simple Event List — This abbreviated report includes all registrant information, including
Lookup ID, Constituent Name, Response, Prospect Manager, Trustee, and Trustee Term

End Date.

e Tip: When running this report, enter a % in front of the keyword you wish to search
for in the Event Search field, then press the Tab key on the keyboard. The list of
events will appear in the Event Name field; choose the appropriate event and click

View Report.
J Simple Event List
Event Searrh Event Name: 18 UNF President’s Pregame - UNO vs. Miami T Wiew Report
4 4 1 of 57 b Pl Find | Mext -:!,— 4
Event Name Constituent Lookup ID - Constituent Name Response Prospect Manager Trustee Trustee Term End
Date
18 UNF President's 73 Hank M. Bounds Registerad
Pregame - UNO vs.
Miami
18 UNF President's 732 John F. Mo Reply
Pregame - UNO vs,
Miami
18 UNF President's 165 Bruce N No Reply RJ Jerrick
Pregame - UNO vs.
Miami
18 UNF President's 143 Patrick . No Reply
Pregame - UNO vs.
Miami
18 UNF President's 237 Lynne C Mo Reply Amy M. Volk Yes 1003172020
Pregame - UNO vs,
Miami
NOTES Jump to Table of Contents
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3. A new window will open. Type in the name of the event in the Event Search field, or a key word in
the event name and hit enter.

g and Communications ~ | Revenue = | Events ~ | Prospects = | Volunteers * | Fundraising = | Analysis * | Administration = | PaperSave * |NUFFO = |

-h:l Full Event List

Event Search: ‘Nebraska Event Name:

4. Then from the drop down menu in the Event Name field, select the event for which to pull the
custom report, and click View Report located on the far right side.

ha and Communications = | Hevenus = Events = |Prospects = Voimieers = |fundvalsing = Anabysis = | Adminisiration = Paperbave = | NUFFO =

"f Full Event List

Event Search: |Nebraska Event Name: | 17 UNF UNMC Nebraska Neuroscsence Alhance

5. The event report will generate in the screen below.

6. Click the blue disk icon to export the report and select the preferred file type. (CSV or Excel are

recommended.)

"‘l Full Event List

Event Search: ‘Nabraska | Event Name: | 17 UNF UNMC Mebraska Neuroscience Alliance v

4 41 Jor2z b Bl [ JFindinext |E-| @)

Event Name Constituent Lookup ID  Full Name XML file itk report data Nickname Last Name Constituent Deceased Spouse Deceased Event Gu
17 UNF UNMC 18558255 Mary Abbor PDI Abboud No No

NemaSk,a . MHTML (web archive)

Neuroscience Alliance

17 UNF UNMC 174989 Michael N. Abramson No No

Nebraska TIFF file

Neuroscience Alliance ‘ Word

17 UNF UNMC 113108 Steven E. Achelpohl Steven Achelpohl No No

Nebraska

Neuroscience Alliance

7. Choose where to save and what to name your export file. Manipulate the exported file and/or
prepare its use as a mail merge datasource as needed.

Event Profile Report

With the Event profile report, you can view information about an event.

To View an Event Profile Report:
1. Open the event record.

2. On the explorer bar (at left) in the Reports task group, click Event profile.

Baseline training materials © 2015 Blackbaud; additional materials © 2018 University of Nebraska Foundation.
Confidential and Proprietary. For internal use only; any other use prohibited without the permission of all Copyright owners. 81



EVENTS MANAGEMENT

»

Reports

? Event comparison

J Event profile

: Event revenue

5 Event Profile

Event: ] 17 UNF Patiuck Et Show sections: | Al sections ;‘/ (=] View report

3. In the Event field, search for and select the event on which to report.
In the Show sections field, select whether to include All sections or Selected sections.

If you choose Selected sections, mark the checkboxes next to the sections of information to include
in the report.

Show sections

¥ Coordinators

Event Details
Expenses

Financial Summary
Location

¥ Notes

Registration Options
Registrants

[¥] Seating
Non-Responders
Speakers

Lodging Opticns
Lodging and Travel
[ Job Occurrences
Restriction Summary
Designations.

6. Click View report.

NOTES Jump to Table of Contents
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Event Summary Report

With the Event Summary report, you can view information about one or more events.

To View an Event Summary Report:
1. On the blue navigation bar, click Events to navigate to the Events functional area.

2. In the Fundraising events task group, click Event summary.

w) Event search
@ Events overview
=| Event comparison

=| Event profile

<ﬁE
vent summar

=| Event revenue

:I Event Summary

3. In the Date field, select the date range for events to include.
4. In the Selected events field, search for and select a query selection of events to include.

5. Click View report.

Event Seating Summary Report
With the Event Seating Summary report, you can view information about how you seated registrants for an event.

You can run this report to display:
O Seated registrants.
Group members not seated together.
A seating summary.
Unseated registrants.
Guests not seated with their host.

O O 00O

A seating layout summary.
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To View an Event Seating Summary:

1. Open the event record.

2. On the explorer bar (at left) in the Tasks group, click View seating Edit event
summary. eart lookup IL
Mark the checkboxes next to the sections to include in the report. “onvert to multi-leve

Click View report.

;I Event Seating Summary

¥ Show seated registrants Show unseated registrants

¥ Show gr

v

p members not seated together ¥ Show g ot seated with host

Show seating summary ting layout summary

Event Comparison Report
With the Event Comparison report, you can compare the effectiveness of multiple events.

The Event Comparison report includes information about the performance of the events and displays the total
number of registrants, attendees, expenses, and the gross and net amounts raised for each event.

To View an Event Comparison Report:
1. On the blue navigation bar, click Events to navigate to the Events functional area.

2. In the Fundraising events task group, click Event comparison.

rundraising events
-

w Event search

@ Events overview

A e comparsss>
Event comparison

=| Event profile

= Event summary

=| Event revenue

3. In the Event 1 field, search for and select the first event.

NOTES
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4. In the Fvent 2 field, search for and select the second event.

. J Event Comparison

® Event 1 | P | Event2 e

Selection:

5. If you want to compare events included in a selection, choose Selection and then search for and
choose the selection.

6. Click View report.

Event Revenue Report

With the Event Revenue report, you can view revenue information for your event.

To View an Event Revenue Report:
1. Open the event record.

On the explorer bar in the Reports task group, click Event revenue.

Darnarde
Reports

J Event comparison
f Event profile
< 2 Event revenu;

2. If you want to include sub-events, mark the Include sub-events checkbox.

3. Click View report.
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NOTES

(0]

L) Summary

You follow a process to set up events. First, search for the event in your database. If the event is not
already in the database, you set up a new event. Next, you send event invitations and register attendees
for the event. Then, you configure a seating layout for the event and assign attendees to seats. After the
event you mark actual attendance. Last, you can report on the event, and will mark it inactive.

When you set up an event, you identify the location, supporting events, coordinators, tasks,
registration options, preferences, and expenses for the event.

When you register a constituent for an event, you indicate how many guests he or she is bringing and
you record registration options for the registrants.

Use invitations to create lists of invitees for events, and manage invitation statuses for each invitee in a
list. You can also run automatic invitation processes to record that invitations were sent and create an
export file.

You can create a seating layout for any event and assign participants to seats.

Event reports allow you to view information about your events and seating plans.

86
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The Documentation tab within the event section of A CRM allows important documents to be
attached to individual event records. In utilizing this event documentation section, multiple users are
then able to share and view up-to-date information regarding planning documents, invitations and
printed materials, and expenses in the form of receipts, invoices and contracts.

Where to find the Documentation tab on the event
1. To access event documents, locate the event record in AlZ CRM.

2. Upon opening the event you will see a tab titled Documentation. This is where you will be
able to add event documents or view documents previously saved to the event.

OUALETHEIA Constituents +

Home = [Consttatns » Mafkebing and Commumcations ~ Rewenie = 'Eventl ~ Prospects. = "Volinteers = {FURdrii

{-il 17 UNF UNMC FPBCC Search Tower Lighting

Sendate 642017 - TOOPM Hatus

Erddate  B1A72017 - R00PM

: University of Nebraska Loakup (D we
: Foundation by
W Upe Location:  Fred & Pamels Budfets Cancer Certer
! S5 S akh S
Ornaha, NE 60105

17 UF UNMC FRREC Search Tow— )

Types of Events-Related Documents to be Saved

1. Event documents to be stored under the Documentation tab are as follows and are specific
to each available category listed:

a. Contract:

i
ii.

Venue or facility contract
Vendor contracts

b. Event Documentation:

i.
ii.
iii.
iv.

V.

Meeting agendas/minutes

Venue/facility maps or event layouts
Historical information/notes if available
Event notes/details, de-brief notes

Other documents specific to individual event

c. Expenses:

I
ii.

Saving Events Documentation
for University Users

Event estimates/invoices/bills from vendors
Copies of check payments as applicable

ump to top
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d. Printed Materials:
i. Copy of printed save-the-date/invitation or PDF of electronic
correspondence invitation
ii. Programs, booklets or handouts
iii. Event-specific signage designed for the event
iv. Other printed materials

Preparing Documents

1. Before utilizing the event Documentation tab, all documents you would like to add must be
scanned and/or saved either on your desktop or within your computer/folder system in a
place to which you will be able to browse and add an attachment.

2. Acceptable file types include PDF, Microsoft Word (.doc) and Excel (.xls), and
picture/photo files including .jpg, .png or .gif.

a. Documents can be scanned and saved as a PDF if no original electronic copy is
available.

How to Save and Attach Documents

1. After opening the event record, navigate to the Documentation tab. Click Add.

7] 17 UNF UNMC FPBCC Search Tower Lighting

= G4FH0NT - 100 B Status: roon Evenl expense oon

/1472017 - 900 PM @ active

Siter University of Nebraska Loakug 10
Foundation

Wil attes 0

B-10002463

Locanon:  Fred & famela Butfett Cancer Centar Will not atend: 5

P o d o
505§ 45105t
0% of budget 0% of capacity
Omaha, NE 68105 . 9 . r

Experses | Options | Imitstions  Appeats O job Ocounrences | Lodging Options | Allributes | Compaigns | Regéstrant Details

il More v

2. A drop-down menu will open that allows you to select a category to save the document as
either a Note, Media Link or Attachment. We suggest only utilizing the Attachment
category to save event documentation.

Saving Events Documentation

for University Users jump to top Page 3 of 7



Tasks/Coordinators | Registrations | Speakers Expenses | Options | Invitations | Appeals Job O

Documentation (0) @ Add ~ | Y Filters | [£]| More ~
Documen €) Note Date Type Title
& Media Link

<:ﬂi AttachmenE>

3. Click on Attachment; a new window will open.

In the Add an attachment window, click the drop-down arrow for Type and select from the
drop-down menu options: Contract, Event Documentation, Expenses or Printed Materials.

Note: Refer to Types of Events-related documentation to be Saved for additional details.

Add an attachment

Event: | 17 UNF UNMC FPBCC Search Towel |“’ Date: | 6/5/2017 3

Type: ‘ | “’ | Author: | Admiral Annie E. Bougger

Title: Contract

_ Event Documentation
File:
Expenses

EPrinted Materials

e R T b

9 Help

5. In the field labeled Title, enter a description of the document. For example, if you have
selected the type of Expenses and are attaching a bill from the caterer, the text you would
type in the title category may resemble: Hy-Vee Catering Bill.

6. After entering a description, select the file to attach by clicking on Choose file. Navigate to
the location where you have stored the file.

Saving Events Documentation
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Add an attachment

Event: ‘ 17 UNF UNMC FPBCC Search Towel ‘ oA Date: ‘ 6/5/2017 ‘E

Type: ‘ Expenses “’ Author: ‘Admiral Annie E. Bougger

Title: ‘ Hy-Vee Catering Bil| ‘

File; <File not specified>

& Clear file

9 Help

7. Ifyou accidentally select the wrong file you can click on Clear file to remove it and re-select
the correct file.

How to View Saved Documents

1. To view documents saved in AJi, navigate to the event record and click on the
Documentation tab.

{4l 17 UNF UNMC FPBCC Search Tower Lighting g
St date 61472017 - 700 PM Statuy o Event expenses
End cater 6142017 - 00 P @ acive
Site Uiniversity af Nebeaska Lookup 10: = Experse budget $0.00
Foundation 510002485 Agreed expermes. 50,00
Location Fred & Pamets Butfen Cances Center % $0.00
505 5 45th 51 v
0% of budget
Ormaha, NE 64105 . R
Ream/Unit
Contact
Coordinaion. Admiral Annee £ Bougge
Category:
Tasks/Cocedinatons  Reghtmtions | Speakers  Experses | Options | Imvitatiors s [ELEIRTESIE ot Yccuronces | Lodging Options L T Beg Dhetaids
Documentation (7] Qaad» T rmes (8] More =
‘ % Atachment &52017 Expenses Hy-Vee Catering Bal Admiral Annie E. Bougger 17 UNF UNMC FPBCC Search Tower Light...
;’ Ogen file |+ Edit K Delete
Type Experses Date /%2017
Titkes Hy-Vee Catering Bl Austhor: Adrmiral Annie E. Bougger
File 2017 DisenalRives-Golf Club Rat i
Attachmasit BER2017 Evint Documentation Planning Mesting Agenda & Notes  Admiral Annie E, Baugoer 17 LINF UNMC FPBCC Siarch Towes Light...

2. Any documents saved to the event will show under Attachment.

Saving Events Documentation
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= 'Nolumieers =

ting and Communications = |Revenue = ' Events = |Pros Fundraising = | Analyss = | Aominfstration = 'FaperSave = | NUFFO =

7-jl 17 UNF UNMC FPBCC Search Tower Lighting

SA42007 - TOO P Status — Event expenses et Event capacity

6/14/2017 - 900 PM @ hctive

Expenie budget  $0.00

Unéversity of Nebraska Lookup 0 n s
Foundation 10002865 Agreed expenses: $0.00
Lecation:  Fred & Pamels Buffets Cancer Center Amount pie 5000

" =
505 5 45¢h 5t :
0% of bud;
Omsha, NE 68105 . " .

Documentation (2) @ Add~ 7 Filters (8] More -
2 Attachment
achment A5201T Experaes Hy-¥ee Catering Bl Admiral Areie E. Bougger 17 UNF UNMC FPECC Search Tower Light
rachment 652017 Event Documentation Planning Meeting Agends & Notes  Adiral Annie E. Bougger 17 UNF UNMC FPBCC Search Tower Light -

3. To view any of the attached documents click on the circle with double-down arrows to the

left of the attachment. This will expand the area and give you options to Open file, Edit or
Delete, depending upon the specific settings of your security user role.

i<l 17 UNF UNMC FPBCC Search Tower Lighting g

Srldate  6/14/2017 - THOPM Status s Event expenses
End date: 671472017 - 00 PM @ acive
Site: University of Nebeaska Loakup i0: s Experse budget $0.00

Foundation B 10002485 e experes. $0.00
Locatiors  Fred & Pameta Bullen Cances Center : Amourn paict 000

505 5 45th St -

0% of budg
Ormaha, NE 64105 . ot

Category:
Documentation (7] Qaad» T rmes (8] More =

3 attachment
5 Mschmest BS/201T Expenses. Hy-Vee Catering Bl Acdmiiral Annie E. Bougger 7 UNF UNMC FPBEC Search Towes Light...
i Openfile | o+ Edit XX Delete
Type Experses Date /%2017
Titker biy-Viee Catiring Bl fusthor: Admital Annie E. Bougger
File  2017DisenalRives-Golf Club Rate Sheetpdl
Amachmant &S/2017 Event Documentation Flanning Mesting Agenda & Notes  Admirat Annie E. Baugger 17 LUNF UNME FPRCC Search Tower Light...

a. Open file: Opens the attached file.
b. Edit: Allows you to edit the attachment (Type, Title, Date, File, etc.).

| Edit attachment l

Type: [Expened b o [eseor |3

Author | Admiral Annie E. Bougger L

Title: | Hy-Vee Catering Bill

File:  2017DismalRiver-Golf Club Rate Sheet.pdf

\._f.‘i Choose file
(3 Clear file

@ rer

c. Delete: Allows you to delete the attachment.

Saving Events Documentation

for University Users jump to top Page 6 of 7
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How to Delete an Event Document

1. If you mistakenly add a document to the Documentation tab and save it, first go through
the steps to open the event, then click on the Documentation tab.

2. Once you have located the document you wish to delete, click the double-arrow chevron to
expand the document description, then click the Delete button.

w4l 17 UNF UNMC FPBCC Search Tower Lighting g
e 61472017 - 700 PM
E1472017 - 900 PM
University of Nebeaska Loakup 10
Foundation 810002465
Locatiors  Fred & Pameta Budlent Cances Center
5055 45t St
Omaha, NE 68105
Bocumentation
Documentation (7] Qaad» T rmes (8] More =
3 attachment
% Atachment 65207 Expenses Hy-Vee Catering Bal Adreiral Annie E. Bougger 17 UNF UNMC FPBCC Search Tower Light...
3 Ogen file 'z
Type Expenses Date  &/5/2017
Titse: Hy-Vee Catering B8 nor: Admiral Annie E. Bougger
File 20 nalRives-G
Amachment /5207 Event Documentation Planning Meeting Agenda & Notes  Admirat Annie £, Baugger 17 UNF UNMC FRECC Search Tower Light...

3. You will be prompted to confirm you wish to delete this document; select Yes or No
depending on the desired action.

htions | Appeals Job Occurrences | Lodging Options
d Blackbaud CRM |

3 » | Are you sure you want to delete this event
kp \7(’ attachment?

v || No |

Saving Events Documentation

for University Users jump to top Page 7 of 7
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Single Source Of Truth

Guide for:

IMPORTING A SELECTION

Authoring Department: ~ ADVANCEMENT SERVICES

Contact:  JESSIE RADER
JESSIE.RADER@nufoundation.org

Anticipated Audience(s): ~ ADVANCEMENT SERVICES
EVENTS MANAGEMENT (INTERNAL/EXTERNAL)
MARKETING COMMUNICATIONS (INTERNAL/EXTERNAL)
DONOR RELATIONS
DEVELOPMENT ASSISTANTS (GENERAL CORRESPONDENCE)

Version 1.0 — last updated 03/30/2017

Adding an Imported Selection..........cociviiiiiiiiiiiiiiii s 2
SEEPS 1O IMPOTTINZ...cuviiiiiiiiiiiiiiiiiiie ettt s a e s beenesanen 2
Steps to importing with VISUAlS........ccccviiiiiiiiiiiii e 3

Deleting an imported SEleCtion........cueiriiiiriinieieenieieereee ettt 5
StEPS 10 dElEting . ....cviiiiiiiiiieie e 5
Steps to deleting with visuals..........ccoeoiiiiiiiiiiini e 6
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For instances in which a data set is not in A% we can import the data set into a selection to be used
within a CRM function that uses selections, such as Queries or Events.

Steps to importing
1. Navigate to the Analysis functional area in the blue navigation bar.
2. Click on the Import selections under the Selections area.
3. Click Add.
4. Populate the following fields:

a. Name: please follow the selection naming conventions as outlined in the
Supplemental Reference Guide Naming Conventions and Standards.

b. Description: All queries must have a description. The Description should contain:
e Retention requirements

1. Ifitis used for a business process, the retention should be
Permanent.

a. Ifitis for a Process in AL indicate what that is — Reminders,
Receipts, etc.

2. Ifitis for a specific project, indicate a date in the future when you
believe the project will be complete and the query can be deleted.

a. Description of the project the query is related to.
c.  Record Type: This is dependent on the type of selection you are importing.

o For example, if you have constituent IDs and need a constituent selection
you’d select the record type of constituent.

d. Category: Select “Import”.
5. Optional Fields
Site: if you use Site then it is restricted to processes with a matching site.

b. Show this selection in the Query Designer: only choose this if you need the selection
available in an ad-hoc query. This does not need to be selected if you plan to use the
imported selection in a process.

e Example: Do not select this for a selection import that will be used in an
event.

6. Choose the Import File.
a. Note: the file must be a CSV.
7. Select the ID column.

8. Select the ID type that relates to the ID in the ID column.

Importing a Selection jump to top Page 2 of 6
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9. Click Save and Import.
10. Confirm the number processed matches your intended results.

a. Note: if the numbers do not match, check your CSV for duplicate ID numbers.

Steps to importing with visuals

1. Navigate to the Analysis functional area in the blue navigation bar.

£ Analysis

Sales by membership

2. Click on Import selections under the Selections area.

3. Click Add.

1~
v

¢ Import selections

Imported selections ‘E}Adcl ’{ Filters | [Z] | More~

—

Importing a Selection jump ro top Page 3 of 6
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4. Populate the following fields:

Add selection

Marme: | 17 UNML CBA Dinner Invitees |

De :ycriptio H Retention: temporany
For event upload
TTUNLCBADINner

Record type: | Constituent |V
Category: | Import |V
Site: | All sites |" P

! Show this selection in the Query Designer

Import file information

Import file: mailing.csv

& Choose file
& Clear file
ID column: | CnBio_ID |v
ID type: | Lockup 1D |""Ir
e‘ Help Save and impn-rt| | Cancel

5. Optional Fields

a. Site.

b. Show this selection in the Query Designer.
Choose the Import File.
Select the ID column.
Select the ID type that relates to the ID in the ID column.
Click Save and Import.

= 2 2 NN

0. Confirm the number processed matches your intended results.

a. Note: if the numbers do not match, check your CSV for duplicate ID numbers.

Importing a Selection jump to top Page 4 of 6
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Tasks ) p~  Import Selections
& Start process £ 17 UNL CBA Dinner Invitees - Import selection
# Edit 4
process Mame: 17 UNL CBA Dinner Invitees Show in guery designer: No
7< Delete

Retention: temporary
Record type: Constituent Description: For event upload
17UNLCBADinner

Shortcuts

Recent searches Category: Import

Site: All sites

(E I FIT  History

Recent status = Download output~ | [E]

Recently accessed

Status: (7] Completed

Status message: Completed

Started by: MNUFQUNDATIONjrader
Started: 3/29/2017 2:44:31 PM
Ended: 3/29/2017 2:44:44 PM

Duration: 13 seconds

HEBRON
6340

MNumber of exceptions: 0

Server name:

Total records processed:

Records successfully processed: 6340

Once your imported selection is no longer needed, please delete the selection.

Steps to deleting

1.

2
3.
4

Navigate to the Analysis functional area.
Click on Import selections under the Selections area.

Expand the details under the selection by using the expand icon.
Click Delete.

Importing a Selection jump to top Page 5 of 6



Steps to deleting with visuals
1. Navigate to the Analysis functional area.

=
r Analysis

@ Smart query browse

port explorer

@ Report model generator

= Sales by membership

O\‘ALICRM

2. Click on Import selections under the Selections area.
3. Expand the details under the selection by using the double down.
4. Click Delete.
0 .
£ Import selections
Imported selections (8) @ Add | T Filters | [E] | More~
|Sec.'rr:h | @ Columns~ [al Save list & Open list 4= Clear all filters
Mame Record type Category Show in query designer Staty
(¥) 17 NAA Another Test Event  Constituent Mo Impa
@ 7 UML CBA Dinner Invitees  Constituent Import No Impo
i Import | # Edit L.“JAssign permissions
17NUFJNLASHAR Constituent No Impo
Chicago ARCH Event Invitees Constituent Import No Impo
KJR import selection Constituent Yes Impo
UNL EHS previous donors 1. Constituent Alumni No Impo
UNO IS&T file from RMNL Constituent Yes Impo
UNOAA Denver Cutreach Constituent Alumni Yes Impo
1
Importing a Selection jump to top Page 6 of 6
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Single Source Of Truth

Supplemental Reference Guide for:

SMART QUERY:
EVENT REGISTRANT EMAILS

Authoring Department: ~ ADVANCEMENT SERVICES

Contact: CHRISTINA PROVOST
CHRISTINA.PROVOST@nufoundation.org

Anticipated Audience(s):  ALL

Version 1.0 — last updated 09/05/2017
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Running the Smart QUELY:......coueiiiriiiiiricieerece ettt 2
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This smart query allows you to view the registrants’ emails for a particular event. It

removes those that are marked do not email. The purpose of this smart query is to allow you

to communicate with event registrants via email outside the Ali CRM system.

Running the Smart Query:

1. Go to the Analysis functional area and select Add a smart query.

OUALETHEIA

Shortouts

3 Add this page to
shortcuts

G Manage my shortcuts

Recent searches

Recently accessed

Application features™ Feature (e.g. Information Library) P

Home ~ | Constituents ~ | Marketing and Communications ~ | Events ~

~
£ Analysis

& Add a smart query

Information library

& Smart query search

& Smart query browse

Administration ™ |

2. In the Smart Query Search box, enter Event Registrant Emails in the Name field and click

Search. Once th¢ 1_'_¢_sults are populated, click Select.

- ,
1 Smart Query Search (=] %] I

Mame: | event registrant emails

Record type: |

Results (1 record found)
MName

- Event Registrant Emails

Description

Event registrants email addresses

Record type

Clear

Event

SMART QUERY:
EVENT REGISTRANT EMAILS

jump to top

Proprietary and Confidential.
Page 2 of 5
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3. Enter the event name or partial name and click search.

New Smart Query

Results | Set save options

Event\Event record: ||

@ Browse EExport to CSV E Export to Excel

@ v

4. Select the event that you need.

Event Search

Name: | 17 unkaa | Site: |

Location: | | Room/Unit: |

Lookup ID: | |

(] Only include main events

¥ Include inactive

Results (28 records found)

Lookup ID MName Start date « | End date Location Contact
T7TUNKAAB... 17 UNKAA Kearney 1967 KSC Baseball 50th Reunion  4/21/2016 4/21/2016 -
17UNKAAK.. 17 UNKAA Kearney CNSS Loper BB Pregame Jan 5 1/5/2017 1/5/2017

17UNKAAQ... 17 UNKAA Omaha Area Lopers After Hours Jan 25 2., 1/25/2017 1/25/2017

TTUNKAAC... 17 UNKAA Culver City So Cal Loper Social Feb 18 2/18/2017 2/18/2017

TTUNKAAS.. 17 UNKAA Santa Ana So Cal Luncheen Feb 18 2017 2/18/2017 21872017

17UNKAAT... 17 UNKAA Tucson Lopers After Hours Feb 23 2/23/2017 2/23/2017

17UNKAAC.. 17 UNKAA Chandler Lopers After Hours Feb 24 2/24/2017 2/24/2017

T7UNKAAG... 17 UNKAA Glendale Loper Luncheon Feb 25 2/25/2017 2/25/2017

17UNKAAD... 17 UNKAA Dallas/Frisco Alumni Social March 4 2017 3/4/2017 3/4/2017

1TUNKAAK.. 17 UNKAA Kearney Theater April 8 4/8/2017 4/8/2017

T7UNKAAK.. 17 UNKAA Kearney Operation Graduation April 19 4/19/2017 4/19/2017

T7UNKAAE.. 17 UNKAA Emeriti Brunch May 31 2017 5/31/2017 5/3172017 Holiday Inn...

4

@ e

SMART QUERY:
EVENT REGISTRANT EMAILS Proprietary and Confidential.

jump to top Page 3 of 5



O\‘ALICRM

5. Click the Results tab.

I New Smart Query =268
Parameters m Set save options
Results (3 records found) }’ H
Name Status Constituent\Email Addresses\Email address type | Constituent\Em... Event\Event lookup ID | Event\Event name
M. Frank D. Ku... Registered  Personal amykuchera@g... 17UNKAAHHOFB 17 UNKAA UNK Hom.,
Mr. Lee H. Gud... Registered Personal d_handy@yaho... 17UNKAAHHOFB 17 UNKAA UNK Hom...
Mrs. Amy L. Kuc.. Registered  Personal amykuchera@g... 17TUNKAAHHOFB 17 UNKAA UNK Hom...

@ Browse Export to CSV Export to Excel

9 Halp

Save | | Cancel

a. From the Results tab you can view up to 500 records.
b. By clicking Browse, you can navigate to the event record from the Results tab.

e Choose the page definition of Event Page and click OK.

Choose page definition 3¢

Open the selected record with:

Page Definition

Advocacy Action ltem Page

Event Comparison Report Page
Event Page

Event Profile Report Page

Event Revenue Report Page

Event Seating Summary Report Page
Invitee Page

Multi-Component Event Summary

Cancel

SMART QUERY:
EVENT REGISTRANT EMAILS Proprietary and Confidential.
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e The query results will create a new window at the bottom of the page and the

event record will appear behind it.

7l 17 UNKAA UNK Hemecoming Athletics Hall of Fame Dinner Sept 15

s

W

9.

)

B

.-

‘ Coorduaton (- TE8)

\ A L Mo w6
s_': 0 0 -

wir Evm Fage

ConstientEmad AddvessesiEmal | ConsttoentiErmal AdsessediErmai
E TIUNKARNRCHE

e If you need to return to the query, click Show Query.
c. To view the entire list, click Export to CSV or Export to Excel.

6. Once you've finished reviewing your results, cancel out of the New Smart Query without saving.

SMART QUERY:

EVENT REGISTRANT EMAILS Proprietary and Confidential.
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