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TAS Navigation

TAS NAVIGATION

The purpose of The Advancement System (TAS) is to manage the relationships and interactions The Ohio
State University has with the individuals and organizations that support our mission and fundraising efforts. The
program provides many features to help you navigate through, access, and share your information to help you
raise money, steward donors, cultivate friends, and honor our alumni.

Logging In

To log in to The Advancement System (TAS), you must confirm or enter your user name and password then
click OK to log in. In TAS, your User name is your name. # and Password is your university password.

[T T T T R 1 T T T T T E T ST

blackbaud

Blackbaud CRM"

‘ User name:

| Password:

‘ "] Remember my user name

| Login

Logging Out

You can log out of TAS in one of two ways.
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To Log Out of TAS:

1. Click the arrow next to your name in the header bar and then click Log out
OR

2. Click the X in the upper right corner of the browser window and close the browser.

Screen Components

Each area of the program share similar components to help you navigate through the system. These
components include the menu bar, navigation bar, and explorer bar.

o [ n 0 [ s - Wacibad CRA

Menu bar
“

MNavigation bar

Menu bar

From the menu bar you can log out, access the help file, or search for a record or feature.

Navigation bar

The blue navigation bar displays icons that represent functional areas within the software. It allows you to
navigate throughout the program, return to the Home page, and move forward and backward through the pages
in your history.

The functional areas in TAS are:

Constituents

Marketing and Communications
Revenue

Events

Memberships

Prospects

Fundraising

Analysis

O OO0 o o o oo

Access to each of these functional areas is determined by your system role. Names for the functional areas you
have access to display on the Navigation bar
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Explorer bar

The gray explorer bar displays shortcuts, recently performed searches and recently viewed records and pages.
Depending on the current page, you can also access related tasks and activities.

You can expand or collapse the explorer bar based on your needs. Simply click the arrow that appears between
the page and the explorer bar.

Blackbaud CRM™ P———

'Home = | Constituents ~ | Marketing and Comm.

Shortcuts

£1 Add this page to
shortcuts

G Manage my shortcuts

Recent searches

M, Constituent search
# Transaction search
A Organization search
Fl Committee search

Y Fund View Search

Recently accessed

= Ms. Carol Lee Brenner

Customize the Home Page

Your Home page is the first page that displays when you start TAS. You can customize the default Home page
to add and remove tasks.

NOTE:
0 The list of available tasks may vary depending on your user role.
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Customize home page =28

L2 Use default layout

# Use this layout:

Functional area Show Task

8, constituents 7] i Constituent search

32 Marketing and Communications H? Committee search

£ Revenue I P Organization search

“E Events r | Recognition Club Members Report Task

& Memberships
s Prospects

4 Fundraising
£ Analysis

Save Cancel

To Customize the Default Home Page:

1. On the navigation bar, click Home.

2. Atthe top left corner of the Home page, click Customize.
3. Click Use this layout.
4

In the Functional Areas frame, select a functional area. The tasks for the area display
in the Tasks frame.

5. Inthe Tasks frame, mark the Show checkbox for the tasks to include on the Home
page.
6. Click Save. The Home page automatically refreshes to display your selections.

Application Search

You can use the application search function to find a specific feature or a record. The top of any application
page displays a Find field and a menu of search options.
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Click arrow to access menu and then

ect the functional area you want the
program to search.

B MName or lookup ID

Blackbaud CEM™

I ooiicaton features
RS5 feeds

Shortcuts

Enter the keyword you
1 Add this page to Constituents want the program to
search for and then click
the magnifying glass to
initiate the search.

Fundraisers

To Perform a Search:

1. Enter your search criteria in the Find field.
Click the search type on the Search menu.

Click the magnifying glass to perform the search.

R

In the search results, click the item you want to open.

Help Resources

As you continue to learn the program, you can access these resources when you need help.

Resource Location

Help Files within TAS program Available from within the program: Go to the program page or open a program

7
task window then click the Help icon on that window or page.

OSU Online Resources 2tech@osu.edu

Advancement IT Service Desk 292-TECH(8324)
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CONSTITUENT RECORD
NAVIGATION

Constituents are individuals, groups, businesses, and other organizations that support The Ohio State
University by contributing money, time, and/or resources. The purpose of The Advancement System (TAS) is

to manage the relationships and interactions you have with the individuals and organizations that support your
mission and fundraising efforts.

The Constituents Page

On the Constituents page, you can access constituent records.

Shortculs

B A this padge o
shortouts

O Manage my shortcuts

Recent searches

Yy Constrtuent search

Yy, Constrtuent search

-‘li' Transaction search

%% Organization search

i Committes seanch

Recently accessed

w M Carol Lee Brenmer

Constituent Types

Constituents are the individuals, groups, and organizations who support your mission and fundraising efforts.

Each constituent has its own constituent record in TAS. You manage information about each constituent on
their constituent record.

Individuals

Individuals are the people, such as donors who support The Ohio State University’s mission or interact with The
Ohio State University in other ways.

@At Ohio State you will use individual records to track:
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Individual donors and prospects
Individual event registrants
Individual corporate contacts
Alumni

Students

Parents

Employees

Board members

O O 0O O O o o oo

Organizations

Organizations are entities, such as companies and businesses that support The Ohio State University’s mission
or interact with OSU in other ways.

@At Ohio State you will use organization records to track:

Companies
Businesses
Foundations
Estates/Trusts
Legislative bodies
Agencies

O O 0O o oo

Groups

You may find it important to track certain groups of constituents. Using a Group record, you can add a group
constituent record to the database, show the constituents who belong to the group, and enter information about
the group and its members. This helps you track individuals and organizations that you deem important enough
to group together for managing and reporting purposes.

@ At OSU, you will use groups to track:

o Boards and committees
o Prospect groups

Committees

Committees are a specific type of group that can be enabled with additional privileges. Committees can plan
events, set fundraising goals (financial), and set committee goals (non-financial).

@ At Ohio State you will use committee records to track:

0 OSU boards and committees
e Alumni Board/Committee
e Campaign/Development Board/Committee
e Unit Advisory

10



Constituent Record Navigation
T T e O L AT O A T o o A T

e Other Campaign/Committee
0 Sub-committees for boards

Households

Ohio State defines a household to be a husband and wife or partners living at the same address. OSU will use
household records exclusively to manage mailings for married couples or partners.

Constituent Search

You use the search window to find the constituent’s record that you want to view.

Wkrmerer. MLetMBsad Traeand

05U Canitituent By Mims O Loahug b Search

NaerniLoginap D Comaritry v Ay Clis s = From : 1 ey
. . | [
Lt Org marme Addris By et o = T .

Foril vl City Calagp e
Wil P Suser L Carptren -
Lisgip I+ T Peie e LI -
Fromay Dutrait Pt fasmbe
Ernmd pddernn Primary clibl o
el o
Wigtch sl prfers uay

bwanced seaih spthens
Saersh | E o ctncui Crgarg sy S o debaids
&

Chach recimame Sy T ey BEATEELEE

C e abepirn Erchude devmmsed
[ e L e e
Crasch margad consttuasts Teachuche 4oz BERTR A RETE
g b pul- -}
Rrsulty
locap 10 Piwew Corabtarl.  Addren Gy St SFPo L. Conrtry Premiy Ci. Prmay ot Bead sdden. ik name fuffe Phar
-
W
L7 | ooy | Cewe

A. Enter constituent name or other known information in data fields. The search process is not case sensitive.
You can use “wildcard” characters to take the place of part of your search phrase:

11
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0 Asterisk (*) or percent sign (%) takes the place of one or more characters
0 Question mark (?) or underscore () takes the place of an individual character

For example, to locate all constituents with a last name ending with the letters “son,” you can enter *son or
%son in the last name field, or for the last name Smith or Smyth, you can enter Sm?th or Sm_th.

B. Advanced search options allows you to specify the type of record that you are searching for. You can select
to include individuals, organizations, and groups/households records in your search. You can select one,
two, or all three checkboxes.

You can choose to include records that are marked as deceased. Records that are marked as deceased
will not display in your search results unless you check the box to Include deceased.

You can choose to search using a nickname, search by an alias, check alternate lookup IDs and search
only for primary addresses.

The option to include a fuzzy search name means that the results will include names that sound similar to
the one entered in the name field. For example, if you know someone’s last name is Pederson, Peterson, or
Patterson, you could include any of those in the last name field and click on the fuzzy search box.

Advanced search options are “sticky” which means that once you have selected a checkbox or removed the
check mark from a checkbox, that selection will remain in place for every search until you change it.

C. Click Search to activate the search once you have entered criteria or you may tap the Enter key on your
keyboard. Click Clear to remove all criteria and begin a new search.

D. All results that meet your search criteria display in the grid at the bottom of the window. Click the constituent
name in the results to open the constituent’s record. (Alternately, click the row of the constituent you wish to
open and click Select.)

For searches returning more than 100 constituents, only the first 100 appear in the results grid. You must
refine your search in some manner to display additional results.

To Search for a Constituent Record:

1. On the navigation bar, click Constituents.

On the Constituents page, click Constituent Search.

Enter the constituent name or other known information in the data fields.
Select checkboxes for any advanced search options your wish to use.

Click Search to begin the search.

o 0o M w0 DN

Click the constituent name in the results to open the constituent’s record.
(Alternately, click the row of the constituent you wish to open and click Select.)

Individual Constituents

12
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An individual record is comprised of three main sections: a profile section at the top of the record, multiple tabs
beneath the profile and links on the explorer bar.

Biackbaud CAM™ Commmmnts = vy

Weliome, Blackiund Tealalng § =
laoma + | Comstitesnsy. ~ | arteting snd Comessrirstiorn = Beverr = Baveny = embonhan = Froapecty + (Fondienng = deadma v

1'_, Mr. Brutus Buckeye

M ¥ higafications "G TUC™, “Peospect Munsgen Katrps Malati”, and TU Dionar - V17 Comtituancy Memtar’. Chor e lor mons mlprmstion
g W Inciiriuzal Lookup 10 OGS0
8. Comisensior SHUILA Absnn R srowd &
Y Penirrrual Il intiim Lusntmat bnfistrmationy Addveiees Lofdl 4 b Frimmary Bafalarmbign
1 e, Bt Faiemsiry phavss WE Wi ke e — Profile
-+ Bucheye FRLL8A5- 1235 fHerre! Cobumiben, O 4303T- 010
i P o G s Pasra

Drsrmrme stian st Lo s Blambrnbls 80 4 b

Mipcn bk () oM

. L. - BLEII9ISD Lt Bt
et (= 1232/ 180
L et Ly ot
L faries
¥ S beta

FLELIA H ot FAm
T FLEILIIZS 1A # F1a00
A AP e el R, U A o el fai S, e MO e e il T R e e
Explored bar
Profile

Profile information about the constituent displays at the top of the record including the type of record, Lookup
ID, and any active constituencies. Summary tiles display information about the constituent depending on the

type of constituent. For individual constituents, personal information, contact information, addresses, primary
relationships, documentation and interactions, memberships, and education.

?_u Mr. Brutus Buckeye
V. Moheations "Gy TLC™, "Prospect Manager: Katheym Malett”, pnd "TLL Do - VIP Condtituency Mbmiepe™ Click harg i mdng iflcrmation.
Irdividuiml Lookep 10 GOOE3369
Constiturscies O5UERA Slumes rant smber  Plenred o scogrEied donor
Perspol bnlodmatiom Coreriact ledormation Addeeies (1ofd) 4 B Primary Relationships
‘1 N Bratus Prisary plesi 1480 W Lane dve LTI
Huch |5'.-‘ui532-3335¢gll"?~2 Columbuys, OH 43221-3918 Rl Backy Buckey
i hmasme P % Home {Curnent!
Ty T
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Summary Tiles

Summary tiles are located in the profile section of a constituent’s record They allow you to quickly view, add,
and edit information. Summary tiles link to other pages and tabs. You can use these links as shortcuts to
navigate throughout the constituent’s record.

s R s e P T, R R et e B g el B

N e et c
A 514 GEE-323%00 (Howme 1
Busckoryr Sr. Omaha, b

# Shos leas
e e e Pt R P e B A e e i S B m o e g S T ST e amm B g el B e ot At et Sl e o

You can customize which summary tiles appear and in what order you want them to appear for each record
type.

To Customize tiles on a Constituent Record:

1. On the constituent’s record, click Customize tiles.

2. Customize individual constituent summary tiles window opens displaying the
names of all of the summary tiles.

3. Highlight the tiles that you want to display to the Show these tiles in this order:

section on the right side of the window by clicking on the ad and ! arrows.

4. Highlight the tiles to move them into the order that you want them to display using the
== _|
|—‘| and lll arrows.

5. Click Save.

6. Repeat these steps if the tiles are not in the order that you want or tiles are
showing/not showing that you want.

Summary Tab

The Summary tab displays an overview of an individual constituent including the recent revenue, activities, and
communications associated with the constituent.

14
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W Contact Personal  Relationships Constituencies  Education Documentation  MNames Attributes  Smart Fields  Tributes

Revenue summary View all revenue Recent revenue
Total revenue: §1,580,648.47 10/2/2012 Donation $280.00
Total househeld revenue: §1,590,648.47 8/14/2012 Donati $500.00
Membership revenue: $0.00 8/7/2012 Eve $64.00
Event revenue: §128.00 8/7/2012 $64.00
4/24/2012 $0.00
1/23/2012 §5,000.00
7/27/2011 §10,000.00
4/18/2011 §25,000.00
2/23/2011 §5,000.00
12/15/2009 §10,000.00
Recent and upcoming activities Recent and upcoming communications View a
Even FCOB-lllinois Pre-G. - 10/3/2012 Receipt GIK Receipt
npame B STRmwes s—_ i
—— B FCOB-Purdue Pre-Game- 9/27/2012 Confieaiian ADV_High_Points_Sept_2012
i £U/
© 10/20/2012 General e
10/6/ FCOB-Nebraska Pre-Game- oz Correspondence DEV.PG Brunchinvite
/6/2012
10/6/2012 9/18/2012 Online DEV_PC Pre-Game Brunch
8/24/2012 Letter } Confirmation 2012
6/26/2012 Personally Scheduled Visit Onli C t - September 2012 -
e e v T s Sk
4/26/2012 Personally Scheduled Visit 9/5/2012 g"‘e’a' DEV DR~ Neil Legacy Society
orrespondence - Mail
4/26/2012 Event
p Onlin: DEV_PC ws S mber
3/29/2012 Personally Scheduled Visit 8312012 Co:ﬁifmation EUFEHNEATE .
3/29/2012 Personally Scheduled Visit 8/24/2012 Acknowledgement gﬁ ::: Ez:i: 28_‘5 \[3:::; -
Onl & t - Al t 2012 - Not
LCCTI P i
8/15/2012  Receipt General Receipts
Frame Information
Revenue summary This frame displays information about the total giving received from the
constituent. If the constituent is a member of a household, you can also view
the total giving received from the household. To view all revenue for the
constituent, click View all revenue on the action bar.
Recent revenue This frame displays the most recent revenue transactions received from the
individual.
Recent and upcoming This frame displays the most recent or pending interactions or activities such
activities as event registrations associated with the constituent.
Recent and upcoming This frame displays the most recent communications associated with the
communications individual. To view all communication with the constituent, click View all on the
action bar.

15
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Contact Tab

You can access the Contact tab by clicking on either the Contact Information or Addresses summary tile in the
profile section or clicking on the Contact tab.

e i ot A i A i T e L o et A e e R g R A e e e A S T T e e S e R R e et ST e

Personal Information Contact Information Addresses (1ofd) 4
' Mr. Brutus Primary phone C/C Burlington Capital LLC
& A14 685-3335(@ [(Home) 1700 Farnam 5t Ste 2850
Buckeye Sr. Ormaha, ME 68102-2076

Primary email
brutus_buckeyel@aol.com (Preferred)

B Nickname:
Maiden:

Seasonal (Seasonal)

On the Contact tab of a constituent record, you can view the constituent’s addresses, phone numbers, email
addresses, and social media accounts.

Addresses (4 ﬂa‘a—dﬂ o Fidserg T Maoee =

L4 Ty 3
1480 W Lane Ave Columbun,  Home [Curment]) Yes
1203 5 115¢h Ct Omahae, NESS_ AT (Current)
I 1700 Farnam S8 56 2850 W Invalid Busieess (Cusrent)
C/0 Burington Capital LLC 170 Seasonal (Current)

482014
Do mot mal

Phorne numbers (4] @ add VFiwen (8] Mo =
VE Frumy
(6:14) Ga8-313500 Home {Current) Yeu
L {BOO) TRR-2350E Bumireess {Current)
{500 :E]-:S!l'-‘;ﬂ Astptant [Cument]
(2350 403-TSTHD Fa (Current)
Email addreszes ‘J A ¥ Filters 1 Mre *

o ?
brutun_buckeye | @aolom Prefesred (Current) ¥es
Rltrman S burkngionog com Asgrstant (Cument]
dansrmiller 2B asl.com Crther [Curment)

Sacial media accounts Oadd & Moe-~

You cannot edit information on a Constituent’s record. However, you should submit address, email and

telephone changes to the Advancement Records department by clicking on the Bio Update Request link on the
Explorer bar. (see page 51)
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Filters and Refreshing the Data

When you view information on the constituent tabs, you may have the option to filter the data to view only the
information you want to see.

Click to show or hide the filter options

Summary Personal Info | Relationships | Rewvenue | Memberships | Prospect | Education | Docun

Ay e

Expand all (&) Coligpse all Click to apply the filters and refresh the page

Addresses (4) T Filters | [E] | More ~ /

‘ [] Show former contact information | Apply &

@When you are viewing a record and you think there is information missing from a tab or page that has filter

capability, be sure to set filters to display all information and refresh the page data to see all the data for the
record.

Personal Info Tab

You can access the Personal Info tab by clicking on the Personal Information summary tile in the profile section.

.?} Mr. Brutus Buckeye

1 Notifications: "Gift TLC", "Prospect Manager: Kathryn Mellett”, and "TLC Donor - VIP Comn

Individual Lookup ID: 00053399
Constituendies: OSUAA Alumni  Alumnus Committee member Event registrant Loyal o
Personal Information Contact Information
1 Mr. Brutus Primary phone
Buckeye (614) 68E-333 5@ {Home)
Niclname: Prinary criail
>, ot rimary emai

brutus_buckeyel@aol.com (Preferred)

Two sub tabs are available from the Personal Info tab: Personal and Constituencies. Each sub tab contains
information about the constituent.

Personal
The following types of personal data is listed on the Personal sub tab:

o Personal information - includes nickname, marital status, gender, maiden name, birth date, and age

o Name formats — view multiple addressees and salutations to use in communications with a
constituent. A primary addressee and primary salutation is identified. The primary addressee is how

17
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the constituent request to typically by addressed, such as on envelopes and labels. The primary
salutation is how the constituent requests to typically be greeted in communication.

0 Aliases — the aliases for the constituent. You can search for constituent records by Aliases on the
Constituent Search screen by checking the box for Advanced Search options to Check Aliases

=  For an individual constituent, an alias can be a former name, an alternate name, or a nickname
not listed under personal information.

= On an organization record, an alias can be an acronym or a name by which the organization is
commonly called in the community.

0 Alternate lookup IDs — ID numbers from other OSU database systems that can be used to locate a
constituent in TAS. You may see:

= Alumni Association membership

= Athletics ticket

= Name#

= QOSUID

= Peletonia rider #

=  WOSU membership number

=  WCA (Wexner Center for the Arts)

0 Event restrictions — restrictions such as accessibility accommodations, food allergies or meal
restrictions that were self-disclosed by the constituent during event registration can be stored on the
constituents record
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Lt marrer Bucieye

Tiap My Ty 2 s
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AR 243580
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Ewent tealeelonad B} e =
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0 Deceased information - for constituent records marked as deceased, the Deceased information
heading displays. Under Deceased information heading, information includes the date the constituent
passed away and how OSU learned that the constituent passed away.
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Constituencies define the affiliations your constituents have with The Ohio State University. A constituent can
have multiple constituencies, and these relationships can start, end, and overlap.

For example, a constituent may first become a donor in your database and remain a donor for an undetermined
length of time. The constituent may later become a committee member for OSU, but for only one year.

You can use constituencies to define these relationships and group similar constituents in queries, mailings,
and reports.

An individual’s constituencies display on the Personal info tab. Active constituencies also display in the profile
summary at the top of a constituent’s record.
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# Mr. Brutus Buckeye

Individual Lookup I0: DDO5S3390

(— T e e R TSR WA S TR _)
LY
& Show more
Constituendies (11 il | Mo =
OEUAA Mumni
Ay L
Committes member
Denoe Gr151958
Ewert regmtrant BRZ/A11
Leyal donor
hagor donoe
Member 132003 12/31/72050
Planned giver T5I000
Prospect
Recognized dorar 571996 LELZ00T

This table lists the current constituency codes and when each is used.

Constituency Value Description
Alumnus Graduate of The Ohio State University
OSUAA Alumni Graduates of OSU and those who attended but did not graduate but

completed at least 15 credit hours and have requested to be included in
alumni activities and events.

OSU Student Currently enrolled OSU students.
OSU Former Student Students who have withdrawn.
OSU Parent Parents/guardians of OSU alumni and students. Whether a parent is a

past or current parent can be determined by querying on the related
child’s education record.

OSU Employee Individuals currently employed by the university or faculty with emeritus
status.
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Constituency Value Description
Medical Residency Grad Individuals who have completed a medical residency, fellowship or non-

accredited medical training program at Ohio State.

Dental Residency Grad Individuals who have completed a dental residency at Ohio State.
Loyal donor Constituent has donated to OSU for the past five consecutive years
Corporate Foundation For foundations associated with a corporation or business, generally

serving as the charitable or philanthropic arm of the company, i.e.,
Cardinal Health Foundation.

Major donor Constituent has donated over $50,000 to OSU

Family Foundation A foundation created by a family and funded by family members for the
purpose of making charitable distributions.

Other Foundation An independent foundation or one not affiliated with a corporation or
family.

Trust Legal entity used for estate planning or making charitable gifts.

Educational Institution Schools, colleges and universities.

Donor-Advised Fund Third-party charitable giving vehicle.

Government Local, state or federal government entity.
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Relationships Tab

Relationships are familial, social, or professional associations with the constituent. A relation must have its own
constituent record in the database. When you add a relationship to a constituent record, the relationship
displays on the Relationships tab of both constituents in the relationship.

You can access the Relationships tab by clicking on the Primary Relationships summary tile in the profile

section.
Personal Information Primary Relationships
. 1 Mr. Brutus Spouse
. A Ms. Becky Buckeye
. Buckeye Sr. Household
Nickname: Ms. and Mr. Becky Buckeye
Maiden: Primary business

Five sub tabs are available from the Relationships tab: Relationships, Group Member, Relationship Tree,
Extended Relationships and Committee. Each sub tab contains information about the constituent.

Relationships

Relationships are grouped by Individual and Organization.

Felstigenbaps (o Vs L I e =

| EF S ) Bpnat Siae
el i ]
Iradoaial (o]
a2
Orgurraton, Formar Empiopar LA
e T (1o Wighghere) Gl Ervpny &1L
[ FERT IR Comtict Forrrape Errpmimyer LFLFEETD
m t ¥ e "
Chasrman, B Na
Rt/ ChemiTren.  Pusand - 01 -

Individual Relationships

Individual relationships are the people with whom the constituent is associated, such as a spouse, partner,
friend, family member, or business associate.

Organization Relationships

Organization relationships are the businesses, foundations, agencies, and other organizations that have an
association with the constituent. For example, a constituent can be a member of cultural organization, an
employee of a business, or a board member of an organization.
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Employment History

A constituent’'s Employment History tab tracks employment history for constituents, which includes job title, job
category, and career level information. For organization constituents, it offers a view of all employees, past and
present. For individual constituents, it offers a work history.

Group Member

The constituent’s current group memberships and previous group memberships are displayed. The group’s
name and the group type is indicated for each group.

mary | Comiact | femocaslinte BUESISCHLETNN Arasor  Onbee dnfo  Mesbershps  [decinon | Oedase Documenastom  Dotumeniaton and inierechons. oo

M. and M Becky Buchers Fousakoid

Barmilen Dapnd B S - Prosipss? (Roup Proapect Groop Prospect E?
FOCR-BPC Campasgr ater VUL Compasgn Development  (ommithes
B-Ciwan s dbveney Coundl WO Uit dabormery Commates
| Foundaton Board WOL: Bowrd Commates Eloried Menber Torm & Term 3 Term 2 Term 1
O Fourdistsnn Based Desnar Kelatows Commitine  WOL: Baaed Cammater
Previous group memberthips 21 Mo =
T v—— i Anne S Simwandiep LA
Prrradenial Tranpten Cammun_ V0L Coie e

Relationship Tree

The Relationship Tree tab displays all of the constituent’s relationships entered on the Relationships tab. You
can view each relationship entered for the constituent or view all relationships for each entry in the relationship
tree by expanding the tree view.

| Summary | Contact | PersonalInfo [GEENuE M Revenue | Online Info | Memberships

Refationships Relationship Tree Extended Relationships Group Member

Eelationship tree

= & Brutus Buckeye
& Ms. Becky Buckeye - Spouse
@ &, Mr. Brutus Buckeye Jr. - Child
@ &, Ms. Cynthia Buckeye Hedican - Child
# &8, Firstier Financial Inc - Former Employer
& Burlington Capital LLC - Former Employer
# 8}, Firstier Charitable Foundation - Matching Gift Entity
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Extended Relationships

The Extended Relationships tab displays all relationships identified by Wealth Point for an individual
constituent, constituent group, or households.

OnBase D

Educabon

Onlinve Info

Revenue Memberships

Personal Info

Relationships

*| Summary | Contact

Extended Relabonshaps

Extended relationships (423) W Fiters = & [E] More -

Organization Match name Relatonship's name Job tithe Lockup 1D
b Amencan Royal Association Brutus Buckeye Director
b Jostyn Art Museum Foundation of Wyomi.. Brutus Buckeye Treasurer
b Joshyn Museum Shop Brutus Buckeye Director
The Ohio State University Brutus Buckeye Board Of Directors 90000750
Committees

The committees that the constituent is a member of are displayed.

*| Summary | Contact | Personalinfo [GEENGLEITTM Revenue | Onlinelnfo | Memberships

Relationships ip Tree Extended Relationships Group Member Committees

Committees and roles (3) < Filters | & @ [E]| More -
Mame Start date End date Commients
FCOB-BFOS Campaign Committee
FCOB-Dean’s Advisory Council
= 05U Foundation Board 11/1/2002
05U Foundation Board Donor Relations Commi... 10/1/2014

Revenue Tab

The Revenue tab displays information about revenue associated with the constituent, such as gifts, recognition
credits, matched gifts, and planned gifts.

The Revenue information is tracked on multiple tabs.
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Reverue flec | Gifty Y Setes A1 ERE e

Bresindown: TR Ear o Date range: | Lagl coengar wed » |

Ea-"\pulgni A cATnpasgnd v

Individual summary Household summary

Totsl revenue: §17 57400 Tetal v S17 87400

Total number: 5 Total number 5

Total years with nevenie: 1 Total years with reverue 1

Coandacutrm yeads with revenis 2014 [1 year) 2018-01 -0LTOO:D0-00 1
Corgacutive yeart with revenue "

Farst £11 500.00 Payment on TALE/2014 e,
First: $11500.0 R on T7L 14

Las: $31600 Payment on 127272014 i il
Lot 314 Payenent on 127272014

Individual and household revenue by year

ekt §17.974.00 -] 2014 11797400 5

The following table provides a summary of the information available on each of the sub tabs.

Tab name Information

Revenue Summary The Revenue Summary tab displays a cumulative summary of the
constituent’s revenue.

For an individual constituent associated with a household, it displays the total
giving balance for the individual (left side of the tab) and for any household to
which the constituent belongs (right side of tab).

For a constituent household, it displays the total revenue for the household
members.

Revenue History The Revenue History tab displays a summary of all revenue items OSU
received from the constituent, such as gifts, pledge payments, and event
registration fees. Revenue detail information for the selected payment is
shown at the bottom of the tab.

From the tab, you can view the record of a transaction associated with the
constituent. Select the transaction to view and click Go to revenue. The
selected revenue record displays.
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Tab name Information
Recognition The Recognition tab displays the recognitions the constituent has achieved.

For each recognition, you can view its program name, status, expiration date,
join date, achievement date, and total annual giving. You can also view how
long the constituent has been a member of the program and the amount to
donate to achieve the next level.

With naming opportunities, OSU can allow donors to place their name on a
physical object, such as naming bricks in a sidewalk or a plaque on a building,
for specific donation amounts.

Named Recognition History provides a history of the naming opportunities
associated with the constituent.

With recognition defaults, the program assigns recognition credits to a
constituent’s spouse or partner when OSU receives a donation from them.

Recognition Defaults displays the recognition credit defaults for a constituent.

Recognition History The Recognition History tab displays the history of the recognition credits
associated with the constituent’s gifts to OSU. This tab displays the date, type,
amounts, recognition type, designation, and the donor associated with each
recognition credit.

Planned Gifts The Planned Gifts tab displays any planned gifts added for the constituent
from his or her prospect record or prospect plan. Only planned gifts with a
status of accepted or matured will display on this tab.

Matched Gifts The Matched Gifts tab displays any matched gifts for the constituent from his
or her employer or other affiliated business.

Tributes The Tributes tab displays any monetary tributes to which a constituent is
connected.
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Memberships Tab

You can access the Memberships tab by clicking on the Memberships summary tile in the profile section.

Personal Information & Memberships € (dofs) 4 P
‘ M. Bristus 05U Alumini Association
. Buckeye & Ms. Becky Buckeye
Mickname: 10: B-10329352 Status: Active
Maiden: Expiration: 12/31/2050

Level: Life Joint
Member since: 7/3/2003

The Memberships tab displays membership information for a constituent such as Buckeye Club, Friends of the
Library, Wexner Center for the Arts and various alumni societies. Information such as the membership program
and level, member ID, status and type, member since date, and the membership level.

=SSO SR (=S Frarep -

Mamberships U Fiters

te o Jeent Sadled « ML Bty Buekeye - B-10329352
Life idembers Lookup 10 | 426 months wntsl expirbon D sad intaraction
Joint Mz Becky Buckeye 00053308  Expiratiosn L13LA50
) Buckeye 00053399 Member pinoe: 732003 @ Cthes taskes =
150 yenr
]
50.00
Active
chesye Cluby « Rbr Brotus Buckeys - 810479004
- Members Lockup D | O mdntha unsl exprabon O Ak imteraction
Special Mr. Bruihat Bickave pOt3a09 | Expersmen  AGEO01%
- Mlermiber since: 27102014 i Other tasks =
0.00
Active

Prospect Tab

You can access the Prospect tab by clicking on Prospect in the list of Constituencies.

1 Neotfeations: =, "Gl TLE, “Prospect Managen Kathryn Mellett”, and “TLC Deoner - VIP Constrtuency Member™, Chick hre Tor mone information.
lndividual Lookup 10:- 00053389
Constituenches COULA Alumni  Alvmens  Commitiee member  Everd regestrant Lovad domor Major donce Member  Plasned giver Recogmzed doror
Fersonal Information Eduscation Primary Relaibaochsps Contact Informatian
1 Mir, Brutus Eratitution; The O State Linnserisy L s Prienary phone
& A Dhrgere B5-Bachelar of Soence s Bchy Buckeye 614 SB8-333500 Hame)
Buckieye 5e. o 1958 Hiovusehald ) Prlenaty s
Mickname: g bz and We. Secicy Bucheye n
- Siatu Graduated X brutus_bockeyel@acloom Prefemed)
Maiden u Primavy bircnes
& Primary
i B T i e P B e L e T L T T T L
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The Prospect tab displays sub tabs containing Plans, Ask Summary, Step Summary, Prospect Summary,
Prospect Team, Planned Gifts, Funding Interests, Campaigns, and Prospect Manager History.

Eamomgrn  Probesrs Mbeager eatry

F\r Brudon & Bucheys 5t Sl i ot | i B Hrma TR0 10Transe Mo

Education Tab

You can access the Education tab by clicking on the Education summary tile in the profile section.

Personal Information Education

Mr. Brutus Institution: The Ohio State University

A. Degree: BS-Bachelor of Science
Buckeye 5r.

LR W Class of: 1958
Mick :
| IL—_ R Status: (Graduated
Maiden:
€& Primary

The Education tab contains records of the constituent’s higher education programs they are attending or
completed, specifically programs they attended at OSU. This tab can include a list of programs from any
education institution.

= okt Pcesem Make . Btattriien < || Bl il e m T e ! e, R P
Education 2| More =
The Gibic Seace Unie. 6 1538 Ceaduated @ UGRD B5-Bachalor of Seien.
Imvolvement i Mo =
Atmietics Men's Chreetieading
5 Campus Antended Colurmibus
50 Derm Supsym Dewres
DY Astraty Block O-Coficers

For each educational institution, you can view the degree received, class year, program, and educational
status. You can also view whether the program is the primary education for alumni information. If they attend
both an undergraduate and graduate program, the primary will be their first OSU degree which is the
undergraduate degree.

To view additional information about the constituent’s history with the program, click on the Educational
Institution. The Education page for the constituent and program displays.

29



Constituent Record Navigation
(T TRIE ORS00 REOU D0 O R O T  O RO A  n ow S  e

M. Birdt Buskeye

2, The Ohio State University

1460'W Lane Sve Leakup Ik 00083359 Camie
{olmbus, OH 43001-39189 M. Becky Buckeys :
M. Becky Buckhey s
|614}£§8-33]5@ Hesehesd
cheyvel Bacl.com ared chey YT
Brtive constituencies:  OSUMAA Alumini  Slumeree  Commettes member  Event regiitrant  Loyal donor  Magor donor  Member  Planned grver Prospect  Recognioed dionar
The Ohio State University
Statut Goadaated Prorae WERD Cated atierded Infarmabean dourge: bmpact Cofmrgscn
Comments Degrees B5-Bachelor of Science  Gradustion dater  GL1958  Sowrce date &7L/2011
Hanar swanded Claes o 1958
Preferned class of: 1958
Additional Information (1 El! More=
Budird Butineds Adrsrptenlnnn M
Attributes 3] Mo~
steg ™ " s | Comman

In addition to the details of the program, the education record can contain specific education related
involvements. Involvements include the campus attended, dorm lived in, any extracurricular activities, University
or College awards or scholarships that the individual was involved in or received during their time at Ohio State.
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Documentation and Interactions Tab
You can access the Documentation and Interactions by clicking on the Documentation and Interactions tab.

Two sub tabs are available from the Documentation and Interactions tab: Constituent Documentation and
Interactions. Each sub tab contains information about the constituent.

Constituent Documentation

The Constituent Documentation sub tab on a constituent record is used for adding notes about the constituent.

"nfnﬂq.- Contact Personal info | Relationships Bevenue  Memberships  Prospect Education Documentation and Interactiors [

Constituent Documentation

Documentation (5) (&1 Move =
Documentation type: loe| Titte: _ T Apply |+ Reset
Documentation typ... | Date Type Tithe Author | Notification
Note 12572008  Irnpact Free Text
Note 11/3/2006  Letter TLC Code  TLC Doner - VIP Constituency Member
Mote 10/25/2005 Gift TLC Code TLE Donar - VIP Constituency Member &
Note WI2004  Impact Free Text
Mote LTt PC Netes
Interactions

Interactions are an activity with a donor, alumnus or friend in which we learn something new, or move an
engagement or solicitation strategy forward. Interactions must be individualized and meaningful.

Interactions represent our institutional memory of our alumni, donors and friends. They give us contextual
information about our constituents and their relationship for us.

All Interactions that were added to a constituent’s record may be viewed.
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Add an Interaction

Add an Interaction to record any meaningful and noteworthy interactions you have with the constituent. All
interactions should be entered in TAS within one week of the activity.

When you add an interaction, you can enter a summary or its objective, its expected and actual dates, and any
comments or additional information about the interaction. All fields that are highlighted in yellow must to filled in
before the Interactions is saved.

| Add an interaction for Mr. Brutus Buckeye ]

1 —— i x s — - e
m HOIonal Lontactors and MNotncations Husptct Inio Liner Information

| Summany: |
Status: Pending B Chamner: . =
I Category: -."" Contact method: . v
| tnf Event: 2
Expected date: mmSddfyyyy 3
’ Expected start = =
tinne:
Expected end time: hihcmim AM
Time zone: »
Comments
| Participants
| Participant
|
7] Help | Save |  Cancel

On the Additional Contactors and Notifications tab, an option for “Additional Notifications” is available.
This allows you to select another employee of the university to be copied on the Interaction in the daily
Prospect Activity report (the Prospect Activity Report is received via email the day after an interaction is
completed in TAS). While anyone involved in the specific interaction or with a prospect assignment to the
constituent is already automatically copied, this allows you to notify additional individuals of a single
interaction.
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Individuals listed in the Additional Notifications field were not present during the interaction, but will find
the information useful.

Add an interaction for Mr. Brutus Buckeye

General Mdm Contactors and Notifications  [EFe ¥ 1= Crther Information

Additional Contactors: Contactor

o

Additional Notifications: Notificakion

You are now able to designate additional employees to be copied by default on all of your own daily
Prospect Activity reports. For example, a development officer may want an office assistant to be copied
on all daily Prospect Activity reports; or, a supervisor may want to see all daily Prospect Activity reports
for one of their direct reports.

To implement this feature, contact the Advancement IT Service Center (2tech@osu.edu) with the name of
the Contactor and the name of the individual to be copied.

Communications Tab

A constituent’s Communications tab provides a snapshot of OSU’s communication with the constituent. On the
Communications tab, you can view and manage the various communications and appeal mailings that include
the constituent and how the constituent prefers to receive communication.

To help you navigate through this information, the Communications tab includes multiple sub tabs:
Communications, Appeals, and Preferences.

Communications
The Communications sub tab displays the various forms of bulk communication OSU has with the constituent.

These communications might include newsletters, revenue receipts and acknowledgments, and event
invitations.

33



Constituent Record Navigation

For each communication, you can view the date of the communication, its type and the channel that was used
to send it (Mail, Email, Phone) .
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Communications are automatically added to the constituent’s record as a result of a correspondence or direct
marketing process.

Appeals

Appeals are planned efforts OSU performs to contact constituents and generate gifts, such as direct mailings,
phonathons, and programmatic messaging. Typically, an appeal occurs within a specific time period and has a
monetary goal.

The Appeals tab displays the appeal mailings and the appeal e-mails that OSU sends to the constituent. For
each appeal, you can view the date of the appeal, its source code and finder number, and its segment.

CEV_PG-aRA- Pibned Grantey  Flarned Grang  AEI0LS DEVGRPOBDMOL.  DEV_PG-RA-Du.. PG [RA Bide 62 12 BS o S250 Lt G MSSEEE0R
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Most appeals are automatically added to the constituent’s record as a result of a correspondence process.

Preferences

On the Preferences tab, you can manage the communication preferences for the constituent. Communications
preferences help ensure OSU communicates with constituents in ways that they prefer.

Communications preferences are grouped into two types: Solicit codes and Mail preferences.

Solicit Codes
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Solicit codes provide a convenient method for flagging constituents as “exceptions to the rule” for your
fundraisers. These codes tell you there are certain rules to follow when communicating with the constituent.

The naming convention for solicit codes is <Unit> <Restriction Type> <Detail> <Communication channel>.

Unit is the OSU college/unit abbreviation using TAS unit naming convention. UNIV applies to anywhere in the
university.

Restriction types are:
¢ No Contact — do not contact by the specific channel
¢ No Solicit — do not ask for donations

Detall is the name of a particular publication or type of communication. If the detail section starts with “RULE_"
this indicates that this solicit code is placed on the record due to an administrative rule rather than specifically
requested by the constituent.

Communication channels are:
e All channels — do not send communications by any method (mail,email,phone,etc.)
e Mail — do not send postal malil
e Email — do not email
e Phone —do not call
Example of solicit codes:

UNIV — No contact — All channels

AA — No contact - Email

ENG — No contact - Buckeye Eng — Malil

UNIV — No contact — RULE_Peletonia Only — All channels
WCA - No Solicit — All channels

O O 0O O ©O

Mail Preferences
Mail preferences allow you to define specifics about how a constituent wishes to receive mail.

For example, a constituent may request that you send her general correspondence to her primary home
address and her donation acknowledgments and receipts to her business address.

Rather than set mail preferences separately for each mail type, you can set mail preferences for all the mail
types of a constituent. When you set a mail preference for all mail types, the program replaces existing mail
preferences with this mail preference.

Newsletters Tab

OSU is not using the Newsletters tab at this time.
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History Tab

The History tab displays an audit of the changes made to the constituent’s record.

STy pnExt | Personal Info Relaboosheps | Revenue | Memberhps | Prospedt | Ddwcaton | Doosmentsbon and Interachons. Communecabons
Fald type | & = Lisar |-
Show: Ladt 63 days it Action: | Al -
A Jerrs b [ vl eeeives e d @
Constituent History Report
Fiakd Typa: Al Uger:
Action: an Data: Last 60 days
Date  Lasr Action  Field changed Vil beforn Vialue aftor Process Application
SIS BINIE AM
ISLANDhwoen B3 A Hote AUTHORID e ] K E ADEHE G Beackpaud ADD Barver
Wodaten PretEre]
ISLANDwooten B A Kot CONSTITUENTROTETYPECODEID i GETLC Cooe  Applcaton  BackBaud ADD Server
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On the History tab, you can view the changes and revisions made to the constituent record. For each change,
you can view the date and time of the change, the action performed, and the field affected, the field values
before and after the action, and the user or process that performed the change.

OnBase Documentation Tab

The OnBase Documentation tab displays information about the constituent that have archived in our document
management system.

* demberships | Prospect  Education  Documentation and Interacticns  Communications | History Attributes

OnBase Documentation T More =
l’_ k] 'I_-_._ ' SELFT ...rl_ L Dacurnent Date
Media Mention/News Article Media Mention/MNews Article - O0...  10/E/2000
Link To View Document: [Media MentionNews Article - 00053399 - DAVID A, RISMILLER - 10,08/ 2000
Media Menton/Mews Article Media Mention/News Article - 00...  9/28/1999
Media Menton/Mews Article Media Mention/News Artucle - 0. 971471999
Media Menton/Mews Article Media Mention/MNews Article - D0, 1999
Media Mention/News Article Media Mention/Mews Articke - 00...  11/671997

Different types of documents may be listed for a constituent such as Deceased or Media Mention/News Atrticle.
Click on the document type to obtain a link to the article. Then click on the link and a document viewer will
open in a separate window so that you can read the information.
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Attributes Tab

On the Attributes tab of a constituent record, you can view and manage constituent attributes. You can use
attributes to store specialized information about a constituent when no field or tab exists for that information.
You can query on attributes to gather constituents who share a common characteristic.

@ For example, OSU uses constituent attributes to track:

0 Some legacy Impact constituent codes
o Stewardship/Donor Relations preferences
o Awards and Honors
o0 Miscellaneous lists
Attributet Yore +
1
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DAL Awirdt ard Honem O e Geriach Swmed FPalr i ]
- <t e . e e et ST e A R et . i 0 e e R oty el oo,
Events Tab

On the Events tab of a constituent record, you can view event registration history for the constituent. Event
information such as the event name, start date, registration option, quantity and registration fees are displayed.
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Smart Fields Tab

Smart fields provide users quick access to specific, calculated information that otherwise would require time
and the configuration of queries and reports to view.

For example, smart fields are available for Individual recognized contributions, individual recognized
commitments, corporate giving (with matching), Corporate giving (without matching), and other summary
values.

Smart fields are updated nightly.
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OSU Employee Tab

For constituents who are OSU employees and have the OSU Employee constituency, the OSU Employee tab
displays on the record. On this tab, you can view all of the employee’s active appointments with details such as
their job title, the departments they belong to, their employment status and other information related to their
position.

o0 The information on the OSU Employee tab is populated and updated every two weeks via integration
with the Human Resources database.

o0 The information includes all active employee appointments (including the employee’s primary
appointment) and those appointments that have been inactivated for 3 months.

0 After an employee’s appointment has been inactive for over 3 months, that appointment no longer
displays.
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You can also view the primary appointment information on the Relationships tab of the constituent record when
you expand the view of their relationship with The Ohio State University.

-
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Organization Constituents

Organization records track important data pertaining to the companies, businesses, foundations, associations,
schools, and trusts in your database.
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The Organization Record

Much of the information on organization constituent records is organized on tabs, similar to individual records.
In this section, we will only review tabs or fields specific to organizations. The following chart summarizes the
information housed on each tab.

Tab Name Information

Contact An organization’s addresses, telephone numbers, fax number and email address are
maintained on the Contact tab.

Organization Info | The Constituencies sub tab shows the affiliations that the organization has with OSU.

The data on the Organization sub tab includes organization details, Aliases, Matching
gift conditions (for example, if the matching gift is for an employee or retiree and
whether the gift amount is for the full gift amount or just the tax deductible portion),and
alternate lookup IDs.

Relationships On the Relationships tab, you keep track of individuals and organizations with whom
the organization is associated.

Current and previous group memberships are also displayed on the Relationships tab.

Attributes On the Attributes tab, you store specialized information about an organization when no
field or tab exists for that information.

Smart Fields Smart fields provide users quick access to specific, calculated information that
otherwise would require time and the configuration of queries and reports to view.

For example, smart fields are available for Corporate Giving (with matching), Corporate
Giving (without matching), individual recognized commitments and individual
recognized contributions.
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Organization Info

To view and manage information about an organization constituent, select the Organization tab.

On this tab, you can manage matching gift conditions for the organization. You can track the matching gift
policies such as the minimum and maximum matching factors and any notes entered. An organization can have
multiple levels of matching gift details.

Contact ESIGEGT-LWLLGEGIGEE Relationships

Revenue | Memberships | Prospect

Constituencies Organization

Expand all (&) Collapse all

Organization details (=]

MName: Abbott Laboratories Mumber of employees: 0
Industry: Mfg-Drugs & Medicine MNumber of subsidiaries: 0
Website: @ Prirnary organization

Aliases (5} [2]| More ~

MName Type

Abbott Labs - Ross Products Divisi..  Also Known As
Abbott Nutrition Historical

Ress Laboratories Historical

Ross Products Division of Abbott...  Historical
Ross Products Division of Abbott...  Historical

Matching gift conditions [£]

Employee
Matching factor:  0.00 Max match per year Neo maximum
Min match per gift $25.00 Max match total: MNe maximum

Max match per gift: $5,000.00  Matching amount:  Full gift amount
Revenue type: Gift
Applies to:

Motes:

Contacts for Organizations

Organization specific contacts that OSU interacts with are tracked as relationships to the organization on their
constituent record. OSU is able to mail and report to specific contact types.
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Memberships | Praspect  Documentation and inter

Relationships W Flters More ~
Mama it typ L Felaticns SEart o d date
3 Ividlveinal
Mz Cargl O'Breen Semipson Indnidual Contact  Employes
Be Polly Smes Individial Contact Emnployes
Mr. Ezra [ Singer Imdivichual Contact  Employes
s Sarah Kathernne Skals Indivigiaal Contact Emg!u'm
Kelly Slager Individuwal Empioyee
M Manyglane Slak Indnviduwal Ernplayee
Mis. Cyrithua Stk Imdnidual Contact  Ernployes
My Denise FL Slazyk Imdividual Contact  Ernployes
Mr. Jeff Shuder Individual Former Employee AFRT013
Mr. Stephen Edward Smieszek  Indnidual Contact Employes
Mr. Adar Smuth  Individual Cantact  Farmer Emplayes B/AG/2013
aeel Smith Imdividual Farmer Employes /180
Mr, Bron Smith Indivichsal Emgpiopee
Mr, Danlet William Smath Indnadsal Contact Ernph;'t:,ﬂ
M, G 3 Eh ) Indnadual Cantact Ernp-'apee
Imdnidual Farmer Employes 17471870
Ar, Stephen M Smat Individial Contact  Emnployes
Ms. Sue Smith Individual Empioyee
Ms. Tara Abbott Smith Individuwal Contact Employee
Mr. Vincent Algene Srth Indrvichzal Empioyee
M. Megan Day Snare Imdividiaal Farmer Employee 1/1FERT0
5. Gayle Glenn Sryder Individiusal Contact  Employee
Mr. Chi-¥in Louwis 5o Individual Contact  Former Employee 1042372004
Me. Wai Hung So Individual Contact  Employes
&) Mr. Brisoe Alinn Soll Individual Contact  Fresdents Club Contact
Relationship
L Brands [nc is the: Business Start date:
Mir. Eruce Alan 5ol is the: Presidents Club Contact End date:
Contact
Contact type: Presdents Club

Lommanis

Corporate Info Tab

Organization Info

When you add an organization relationship to an organization constituent, such as a parent corporation or a
subsidiary, you create a corporate structure that strengthens your ability to gather information.

You can track these relationships with customized hierarchical summaries that display how relationships
connect within the corporate structure. Summaries include information such as organization and employee
giving, primary contacts, organization size, and pending giving.

43



Constituent Record Navigation

An organization’s Corporate Structure displays the corporate summaries.
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Corporate Information

The Corporate Information page displays additional information about organizations selected in the Corporate
structure hierarchy on the Corporate Info tab. You can view detailed information about the revenue,
employees, or prospect plans of the selected organizations.

To Access the Corporate Information Page:
1. Open the organization’s constituent record.
2. Click on Corporate info tab.
3. On the action bar, click Go to, then select Revenue, Employee information, or Prospect plans.

Corporate structure {7 @Gﬂtl}" # Edit selections | (3 (&) [2] | More -

Organizaf] '9 Raveriue jon giving amount Employ=e giving amount
4 Abbotf '9 e o o %/ 884 955.04 §1,879915.13
Employee information
Abhb ) §1.440.410.69 £81,93451
- '9 Prospect plans ;
Fau $100.00 §0.00
Abbott Laboratories Li... $£250.00 £0.00
Abbott Laboratories F... £0.00 §0.00
Abbott AG Diagnostics 10.00 $0.00
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The following table provides a summary of the information available on the Corporate Information page.

Tab name Information

Revenue This tab displays detailed information about the revenue of the selected
organization, such as sponsorship, money raised by employees, special
events participants, matching gift programs, and other employee giving.

Employee Information This tab provides general information about each organization in the structure
and their employees, such as organization size and volunteer totals.

Prospect Plans This tab displays prospect plans associated with each organization in the
structure and their employees, such as current stage and primary prospect
manager.

Groups

In TAS, there are group records that represent a group of individuals or organizations such as families or
corporations. For example, a group record may include:

o0 Multiple constituents who pool their funds together to donate to OSU in a joint effort (family foundations
or clubs)

0 A group of constituents who serve on a committee (OSU committees and boards)

0 A prospect group

Households can also be considered a type of group. At OSU, a household record is used only for de-duping a
mailing only.

Examples of Groups are:

Family Foundation/Extended Family
Family/Friends

Corporations/Corporate Foundations
Corporation/Subsidiaries/Regional Offices
OSU Boards and Committees

Alumni Clubs

O O 0O o oo
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The Group Record

# osu Board of Trustes

T § st iy 8 B b Ahireey Ly Wreedarry

Much of the information on group constituent records is organized on tabs. The following chart summarizes the
tabs that contain information for the group (most of the tabs on a group record are blank).

Tab Name Information

Summary The Summary tab displays an overview of a group constituent, including the revenue,
activities, and group members.

Members The Members tab displays all active members of a group. A checkmark displays beside
the primary contact. Roles can be defined for each of the group members and start and
end dates can be specified for the roles. If authorized you can add, edit, and delete
group members on this tab.

Committees

Committees are a specialized type of group in TAS.
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In some cases, committees may be used for organizations, such as OSU alumni clubs. In these cases the
committee records serve the dual purpose of an organization constituent record AND recording individual
constituent service to OSU (club officers, etc.).

The Committee Record

Each committee record has two views: a constituent view and a committee view. The constituent view of a
committee record contains the same tabs and information as a group record.

A . Wi, il Ty 1 =
[ raatacny + Faenm = Burrs = Membefags, = Pemprch = durcrers = beabas
#l Osu Board of Trustees

D Lo [0 ROETHES

cmvmdtae Irham s § st iy 8 B b Ahireey g Whreberey

ik Bametiatiiias Click Committee to switch from the
constituent view to the committee view

When a committee is added, you can indicate whether or not the committee can coordinate events, solicit
revenue, and set committee goals—three things regular groups cannot do.

The tabs available on the committee view of the committee record depend on the options you select when you
create the record.

o
(o}

If you select that the committee can coordinate events, the record has an Events tab.

If you select that the committee can solicit revenue and set fundraising goals, the record has a Fundraising
goals tab and a Campaigns tab.

If you select that the committee can set committee goals, the record has a Committee goals tab.
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The following table summarizes the functions of the tabs on the committee view of a committee record.

Tab name Information

Summary The Summary tab provides an overview of the committee including its members,
primary contact, giving summary, recent communication, and recent interactions.

Members The Members tab displays all active members of the committee. A checkmark displays
beside the primary contact. You can define roles for each of the group members and
specify start and end dates for the roles. You can add, edit, and delete committee
members on this tab.

Contact The Contact tab displays the address, email address, and phone number for the
committee.

Fundraising goals | Fundraising goals allow you to track the committee’s progress toward raising a
specified amount. When the group is listed as a solicitor on revenue, the sum of the
revenue is tracked automatically as progress toward the goal on the Goals tab.

If a committee is a fundraiser for a campaign, the goals of the campaign are displayed
on the Fundraising goals tab of the committee. However, the campaign goal can be
edited only from the campaign, not from the committee.

Committee goals Committees can have goals that are not monetary in nature, such as a goal for a total
number of letters in a letter-writing campaign. Committee goals exist only if the
committee can set non-monetary committee goals, such as recruitment of new
members.

Campaigns When you associate a committee with a campaign, the committee becomes a
fundraiser for the campaign. Any goals for the campaign display on the Fundraising
goals tab of the committee. You can also add a committee to a campaign on the
Fundraisers tab of the campaign.

Events On the Events tab, you can add an event which the committee will help coordinate. You
can also add the committee as a coordinator on the Coordinators tab of an event.
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Households

Households are another specialized type of group in TAS. The purpose of a household record is to group
constituents so that you can select how to mail to spouses or partners living under one roof.

@NOTE: At OSU, these business rules for household records apply:

e Members of households will be limited to spouses and partners and will not include children and
other family members.

e Households will not be used to track donations. Instead, the donation will be recorded on one
member of the household’s constituent record and the spouse will receive 100% spouse
recognition credit by default.

49



Constituent Record Navigation

Additional Constituent Record Information

The Explorer Bar

The explorer bar displays tasks and activities related to the current page. For example, when a constituent
record is open, the explorer bar displays several action groups. Each action group contains page actions that
allow you to perform tasks, run reports, and access additional information about the constituent.

&) Mr. Brutus A.

? Bio Uodate Requeast :
More information v hotfetons B BT
(@ Wealth and ratings Individual Lookup I
@ AIM membership and SO

revenue :
: Personal Information

1 Mr. Brutus
& A
Buckeye 5r.

Nickname:

{5 Lifetime Giving Report

=| Pledge Summary

Maiden:

=| OSU Constituent Profile

Action Group Information

Tasks You can send a request to the Advancement Records department to update
information listed on the constituent’s record.

More information You can view Wealth and ratings information about the constituent.

Reports You can run reports for the constituent including Lifetime Giving, Pledge Summary
and OSU Constituent Profile.

50



Constituent Record Navigation
L ME Y00 A 0 X DO TN AL T OO O e s o e i o oo i

Bio Update Request

All users of TAS are responsible to help ensure that the biographical information on each constituent’s
individual record is accurate. When you identify that biographical information is not correct, the Bio Update
Request form allows you to submit updates directly from an individual record. The submission is automatically
routed to the Advancement Records team where it is reviewed and the information is updated in TAS within 1-3
days of submission.

*Please note: The Bio Update Request is available only on Individual records. It is not currently
available on organization or group records.

Use the Bio Update Request form to submit the following types of updates for an individual record:
e Personal information
e Addresses
e Phone numbers
o Email addresses
e Employment
e Spouse
¢ Individual relationships

You will receive an email once the update is completed in TAS.
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Biographic Update Request

Mate: Enter the website URL for the sbituary or ather source if spplicable (ot required).
Birth date: | 35938 Q
Age 79

Mote: Enter any additional notes or instructsons hene.
Thaz camment will not display on the constituent recend.

Comment:

Questions about this form or other biographic data? Email bioupdate @osu.edu or call (614) 2922141,
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To Submit a Bio Update Request:

1. On the Explorer bar on an individual record, click Bio Update Request.

2. Onthe Bio Update Request form, enter personal information updates on the Personal tab.

3. Click on the Address tab and enter address information updates.

4. Click on the Email tab and enter email address updates.

5. Click on the Phone tab and enter phone number updates.

6. Click on the Spouse Relationship tab and enter spouse or life partner relationship updates.

7. Click on the Employment tab and enter employment information updates. If the constituent is a current
OSU employee, you may not update their employment information using this form.

8. Click on the Relationships — Other Individual tab and enter updates to the constituent’s individual
relationships. Examples include children, parents, other relatives, financial advisors, etc.

9. Click Submit from any tab to complete the update request.

Requests to Add a New Constituent

When you search for a constituent's individual or organization record and you cannot find it, you must submit a
request to the Advancement Records department to have a new constituent added.

Send an email to . Be sure to list all of the pertinent information that you have so the
constituent's record is complete. List the following information for the individual or the household in your email:

O OO OO OO0OOoOOoOOoOOoOOoOOoOoOo

Last name

First name

Middle name

Title

Address

City

State

ZIP

Phone type - Home, Cell, Business (list each phone number and identify the type)
Phone number

Email type - preferred, other (list each email address and identify the type)
Email address

Marital Status

Gender

You will receive an email from the Advancement Records department after the constituent's record is added.
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Events

OSU organizes a variety of events including fundraising (“revenue-generating”) and cultivation events. OSU
event types include: dinners, receptions, meetings, tailgates, reunions, etc.

From the Events page you can search for and view an event in the event calendar or search for an event record
in TAS. You can search for events that are upcoming as well as completed or cancelled events. You are able
to view the basic information about an event.

Specific naming criteria has been established to allow for quick access when searching for events. The Event
name is comprised of the following:

0 abbreviation for the area planning the event followed by a hyphen —
o title of event followed by a hyphen —
o date of event

For example:

0 DEV-Evening of Distinction-10/22/2010 (Event planned by Development Events)

0 DEV-Jesse Owens Celebration dinner-04/21/2011

0 FCOB-Alumni Reunion dinner 2010-10/15/2010 (Event planned by Fisher College)
0 FAES-Dean’s Spring Scholarship Dinner 2010-05/15/2010 (Event planned by Ag)
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e [T
Name | foob-pre Lecation: Category: b7 Search
Oute | andates ~ L Gy
Find an event
Enter the name of an event
Results (3 records found)
yel © Adf new ~ Neme Lockup 1D Start date End date Cortact Ste Lecation Category
_ FCOB-Pre-Game at..  8-10002415 Y2 a2 M. Tars Cox. Blackwedl Hotel Netwarong
FCOB-Pre-paid Alco..  8-10002508 /2002 W/2012 M. Tarrs Cox Elackwedl Hotel
FCOB-PreGarme_Fis..  8-10000486 9172002 w2 M. Tarri Cox. Blackwell Hotel Networking
[alendar] = it
Jumpto date: 10262002 |8 4 * Octobe
Sund
Group by: Category e i
30
Events * | rcosay pacage’
 FCOB-Corporate Adv
FCOB-Pre-Game atFi
NEcoRSRPaaE O v soet || Corc
Fcusamkmzq
Event Search (o] x]
Name: feob-pre Site: ~ 2 Search
Location: Room/Unit: o |
& Reset filters 47 Apply filters Lockup ID:
Only include main events
] Include inactive
Results (3 records found)
Lookup ID Name Start date End date Location Contact Site R
8-10002415 FCOB-Pre-Game at Fis.. 9/1/2012 11/24/2012  Blackwell H.. Ms. Tami C..
8-10002486 FCOB-PreGame_Fisher.. 9/1/2012 11/24/2012  Blackwell H... Ms. TamiC..
- 8-10002508 FCOB-Pre-paid Alcohel  9/1/2012 11/24/2012  Blackwell H.. Ms. Tami C...
et o
n
@ Hep Select Cancel

To Find an Event in the Event Calendar:
1. On the navigation bar, click Events.
On the Events page, enter an event name in the Find an event field.

Enter filter values to refine your search criteria.

M N

Click Search. Select the event to open and then click Select.

To Search for an Event Record:
1. On the navigation bar, click Events.
On the Events page, enter an event name in the Find an event field or click Event search.

Enter filter values to refine your search criteria.

A 0N

To include inactive events as well as active events in your search, select Include inactive.

55



Constituent Record Navigation

5. Toinclude only main events and omit supporting events in your search, select Only include main

events.
Click Search.

Select the event to open and then click Search.

Event Record

Each event record contains a summary area as well as several tabs which house information about the event.

i“j] DEV-Oval Society Dinner - June 4, 2012

Start date:  6/4/2012 - 7:00 PM
End date: 6/4/2012 - 9:00 PM
Site:

Location:  OSUMAIN-Pizzuti House
80 North Drexel
Bexley, OH 43209

Room/Unit:

Contact: Ms. R

Coordinator: Ms a Lynn Plummer

Category: Stewardship

' Tasks/Coordinators | Registrations

Status: 100% Event expenses 100% Event capacity

@ Active

Lookup ID: ik Expense budget: $0.00 ik Event capacity: 0

8-10002563 Agreed expenses: $0.00 Will attend: 0
Amount paid: $0.00 Will not attend: 0

o . 0% of budget il . 0% of capacity

Options  Invitations  Appeals Documentation Job Occurrences Lodging Options  Attributes Campaigns

Coordinators (1) @ Add [+ (2] &

Coordinator

fs. Cynthia Lynn Plurmmer

Event Primary
DEV-Oval Society Dinner - Juned,.. &

Tasks (2) E:] © Add @ Copy from Jil" 2 &

Tasks: | <All> e
Name

= Ms. Amy Lynn Fair
%) o Design Program
= Ms. Cynthia Lynn Plummer

%) o Reserve Venue

[#] Include completed A Apply #F Reset

Owner » Date due Event

Ms. Amy Lynn Fair 8/1/2011 DEV-Oval Society Dinner - June d, 2012
Ms, Cynthia Lynn Plummer 8/15/2011 DEV-Oval Society Dinner - June 4, 2012

Tab Name Information
Tasks/Coordinators This tab contains information about the tasks required to prepare for the event and
coordinators assigned to the event.
Registrations This tab contains information about the constituents registered for the event.
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Tab Name Information

Speakers This tab displays the speakers associated with the event and information about
their presentations such as topic and scheduled date and time.

Invitations This tab contains information about the constituents to invite to the event. The
Event Invitees grid displays a summary of invitees for the event.

Attributes This tab displays attributes associated with the event.

Event Calendar

When an event is added in TAS, an option can be set to allow the event to display in the event calendar. You
can access the event calendar two ways:

o From the Event page
o From an event record, click View event calendar under Tasks on the explorer bar

The event calendar displays all events occurring within the selected date range. You can narrow the events
displayed by month, week, day, category, or location.

Search for all
event types.

Events Click to add a new single

event, multi-level event,
findanevent or online event.
Enter the name of an event.

P e
| ©Addnew Click to toggle between the

/ calendar and list views.

Jumpto date: 102622012 8 * * October 2012 [ Day Week  Month Year
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
30 o1 02 03 04

Group by: Category h

Click on an event in the
calendar to enable these
tasks.

Events -

Use filters to view only
specific events.

FCOB-PreGame_Fisher2012_CampusCoporatePartnersVIP
S:30pmFCOBMEL 4:30pmFCOBGrel (12:00pmFCOBG  4:4SpmFCOBsa | FCOB-ReunionjHomeComing-10/5-6/12
FCOB-Reunion Celebration + Tidkets
 FCOB-Nebraska Tickets Reunion Padkay
12:00 pm FCO8-Tur - [TFCOB-Indiidiall
400pom FCOBReu  [IFCOBNEbrasia!
5:00pm FCOBReu  ([FCOBNebraskal
6:00pm FCOBReu  12:00 pm FCOB-Af
7:30pmFCOBReu  4:00 pm FCOB-AFi
| WF Reset filters | |47 Apply filters | [ENDRFCOBRE]  +:00 pm FCOB-WP
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o0 To view the event calendar for a specific day, select the day and click Day at the top of the screen.
0 To view the event calendar for a specific week, select a day in that week and click Week at the top of the

screen.
o0 To view the event calendar for a specific month, select a day in that month and click Month at the top of the

screen.

Analysis

From the Analysis page you are able to generate Custom Unit Reports or Simple Reports.

/ Ana lysis

Custom Unit Reports J BBIS Class Notes W View selections

E Simple Reports

Custom Unit Reports

Custom Unit Reports are reports that were requested by a unit and then built by the Reporting and Analytics
team. Once the report is built the Reporting and Analytics team trains the unit on the specifics of the report
when it is delivered. The report is available in that unit's Custom Unit Reports folder and can be generated on
demand.

| Custom Unit Reports
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To generate a Custom Unit Report:

1. On the navigation bar, click Analysis.
2. On the Analysis page, click Custom Unit Reports.

3. Areport directory of all units is displayed. Scroll down to locate your unit’s folder.
Click on your unit's Folder.

4. Alist of all the custom reports designed for your unit is displayed. Click on the name
of the report that you want to run.

5. Access to the Custom Unit Report directory may require an additional log in
depending on our local security network. If that is the case you will first see a log in
screen. For user name, type the domain name of: island\name.# Type your
password and click OK. The unit report directory is displayed. This log in will be
required once per browser session. You will not need to log in again until you close
the current browser session.

Simple Reports

TAS also offers you the ability to generate several reports, known as Simple Reports, which are designed
around standard query options and combined with standard output.

Analysis

£ Simple Reports

Constituent Mail Merge Report
Constituent Profile Report

Constituent Profile ID Input Report

1

aciamatioar Drefile Bamor
esignation Profile Report

L

Private Grants Report

Prospects And Plans Report

After selecting the selecting the report, you identify the parameters that are used to obtain the desired results.
Each Simple Report consists of two reports, a help report and the report itself.
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Analysis > Simple Reports

K| Constituent Mail Merge Report

=] Constituent Mail Merge Help Report
°f Constituent Mail Merge Report

The Help Report provides basic information about the report including the preferred output format, information
listed on the report cover sheet, definition of each of the parameters and the output.

}" Constituent Mail Merge Help Report

Meod s Jofa b b [100% | | Fed e Mhe (T &

D THE OHIO STATE UNIVERSITY

Constituent Mail Merge

Tha Constitugnt Mad Merge repor provides a an excel farmatted cutput approprats for mail marging lethers of emad messages based on a list of TAS
constituent logkup IDs provided by the user. Parameters faciitate the seleclion of appropriate seasonal addresses and relovant axclusons, as wall &5 sevaral
hauseholding and crganizaton conlacl handling opticns

All raport data s generated oul of the reportng data warshouse which oporales on a delay, themlore data entered infa TAS = not available wa reporting on the

same day. TAS data is copied info the warshousa ovemight during the early hours of the moming. 50 the delay batween TAS and the warehousa is typscally
less than 24 howrs.

Prefarred Output Format(s]: XLS

Cover Sheat
The repost cover sheal provides bas information about how and when the report data was generated
& MName Description
1 |Run Date Diate ard bme the repo was genedated
2 |Data Data Date ard timeg that tha reporting data warehouse was las! refreshed
3 |Row Coum Mumber of data rows producad A warmeng notice will appear hede if the 25,000 Maximum 1D Limit s exceeded. A
waiming motics 'would also appear hera if the culpud generates mode than 65K rows, which is the lemit for Excel expons
Parametars Dhaptays the parameber values that wene used o generate the repon
Parameters

This repon has @ number of parametars which deberming what reccrds ane reburmed and which columns are displayed  Paramabers marked with an asierisk ()
reguing user action

Description
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To create a Simple Report:

1.

2
3.
4

On the navigation bar, click Analysis.
On the Analysis page, click Simple Reports.
Click on the report output that you want.

Select the Help Report to review a definition of the report and the parameters that
are used to determine what records will be returned or selct the report to begin.

Select the parameters in order starting with number 1 and continue by moving from
right to left from top to bottom on the page.

Click View Report.

Simple Report outputs are designed to be exported as either an Excel/CSV file or as
a pdf.

The output consists of a cover page and then the data/report.
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RECOGNITION CREDIT

TAS allows OSU to give constituents hard credit (Revenue) and soft credit (Recognition credit).  Revenue totals are used
for receipt purposes and for financial fundraising totals. Recognition credits are used to calculate giving amounts.

TAS allows recognition credits to be in any amount, even more than the gift itself. TAS also allows any nhumber of
constituents to receive recognition credit for a gift. Defaults can be set up between constituents so that gifts from
certain donors always result in recognition credits of a certain type being applied to specific constituents.

The following default settings were established by OSU:
0 Spouses/partners will receive 100% recognition credit for any gift or pledge made by their spouse/partner
0 Both spouses/partners will receive 100% recognition credit for any gift made by their donor advised fund or
family foundation
0 Both spouses/partners will receive 100% recognition credit for matching gifts or gifts made via United Way,

other employer-sponsored giving vehicles, or third-parties such as a family-owned business.

The following section details the different types of recognition credits and how/when they will be given.

Recognition Credit Types

Recognition Credit Definition

Self-Recognition Credit is given to the constituent who the hard credit is
Self associated with. Essentially it is who is going to be receipted for the gift
(person/org that is on the check). The amount of self-recognition credit will
be the amount of the gift unless otherwise noted.

Spouse Recognition Credit is given to the spouse of the person who
Spouse received the hard credit/self-recognition credit. =~ The default is set to give
spouse recognition to all individuals who have spouses indicated in the
system for the same amount of the original gift.

Previous Spouse Recognition Credit is actually Spouse recognition credit
Previous Spouse but is changed to previous spouse credit if the marriage has ended. This
recognition credit type is needed so we can filter properly on the household
screen and for recognition club counting purposes.
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Recognition Credit Definition

The Owner Recognition Credit is used to show credit to an individual for a
Owner gift that was given by a business they own. So the business will get a Self
- recognition credit and the owner (if known and in our database) will get
owner recognition credit.

The Spouse-Owner Recognition Credit is to give recognition credit to the
Spouse - Owner spouse of the owner of the business.

Previous Spouse - Owner Recognition Credit is actually Spouse - Owner
Previous Spouse -Owner recognition credit but is changed to previous spouse - owner credit if the
marriage has ended. This recognition credit type is needed so we can filter
properly on the household screen and for recognition club counting
purposes.

DAF/Fam Fdn recognition credit is given to an individual constituent(s) who
DAF/Fam Fdn has given a gift through a donor advised fund or family foundation. It is
common that more than one individual will get credit based off of a gift. The
recognition credit amount is equal to the full amount of the gift unless
otherwise noted. The donor advised fund or family foundation will get self-
recognition credit and the individual(s) will get DAF/Fam Fdn recognition
credit.

Spouse DAF/Fam Fdn recognition credit is given to an individual

Spouse - DAF/Fam Fdn constituent(s) whose spouse has given a gift through a donor advised fund
or family foundation. The recognition credit amount is equal to the full
amount of the gift unless otherwise noted. The donor advised fund or
family foundation will get self-recognition credit and the individual(s) will get
DAF/Fam Fdn recognition credit, and the spouse of the individual will get
Spouse-DAF/Fam Fdn.

Previous Spouse - DAF/Fam Fdn Recognition Credit is actually Spouse
Previous Spouse -DAF/Fam DAF/Fam Fdn recognition credit but is changed to previous spouse -
Fdn DAF/Fam Fdn credit when the marriage ends. This recognition credit type
is needed so we can filter properly on the household screen and for
recognition club counting purposes.

Pass-Through Recognition Credit is given to an individual when they
Pass - Through donate through another organization. (For example: they give to United
Way but tag it for OSU.) Thus, a check is received from United Way with a
list of people who donated to OSU and the amount. United Way receives
Self Recognition Credit for the entire amount and the individuals receive
Pass - Through Recognition Credit for the specific amount they donated.
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Recognition Credit Definition

Spouse Pass-Through Recognition Credit is given to the spouse of an
Spouse Pass -Through individual when they donate through another organization. (For example
they give to United Way but tag it for OSU.) Thus, a check is received from
United Way with a list of people who donated to OSU and the amount.
United Way receives Self Recognition Credit for the entire amount. The
individuals receive Pass - Through Recognition Credit for the specific
amount they donated and the spouse receives Spouse Pass -Through
credit for the same amount.

Previous Spouse Pass - Through Recognition Credit is actually Spouse
Previous Spouse Pass- Pass - Through recognition credit but is changed to previous spouse Pass -
Through Through credit if the marriage has ended. This recognition credit type is
needed so we can filter properly on the household screen and for
recognition club counting purposes.

Third Party Recognition Credit is given when an individual or corporation
Third Party receives recognition credit based off of a gift that was given by an unrelated
corporation or individual (i.e. not an owner/owner spouse Or Sspouse
relationship). The individual/company that gave the gift receives self - not
eligible recognition credit or self-recognition credit depending on the
situation.

Spouse Third Party Recognition Credit is given to a spouse of an individual
Spouse Third Party who receives recognition credit based off of a gift that was given by an
unrelated corporation or individual (not an owner/owner spouse or spouse
relationship). The individual/company that gave the gift receives self-not
eligible recognition credit or self-recognition credit depending on the
situation.

Previous Spouse Third Party Recognition Credit is actually Spouse Third
Previous Spouse Third Party | Party recognition credit but is changed to previous spouse — Third Party
credit if the marriage has ended. This recognition credit type is needed so
we can filter properly on the household screen and for recognition club
counting purposes.

Self - Not Eligible Recognition Credit is used when an individual chooses to
Self - Not Eligible give away their recognition credit. This is used when a company/individual
gives a donation but chooses to give all of the recognition credit to
someone unrelated (not an owner/owner spouse or spouse relationship)
The company/individual who made the donation but gave it away gets Self -
Not Eligible and the individual/company that it was given to receives third
party recognition credit.  This recognition credit type should not be used
often and we do not what this to become common practice.
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Recognition Credit Definition

Spouse - Not Eligible Recognition Credit is used when an individual's
Spouse — Not Eligible spouse chooses to give away their recognition credit. This is used when
an individual spouse gives a donation but chooses to give all of the
recognition credit to someone unrelated (not an owner/owner spouse or
spouse relationship) The individual who made the donation but gave it
away gets Self - Not Eligible, the spouse of the individual who gave it away
receives spouse - not eligible and the individual/company that it was given
to receives third party recognition credit.

Previous Spouse - Not Eligible Recognition Credit is actually Spouse Not
Previous Spouse-Not Eligible | Eligible recognition credit but is changed to previous spouse — not eligible
credit if the marriage ends. This recognition credit type is needed so we
can filter properly on the household screen and for recognition club
counting purposes.

Matching Gift Recognition Credit is given to an individual when a company
Matching Gift matches a gift or a percentage of a gift given by an individual. Thus, if an
individual gives $10 and their company matches 50%, then the individual
would get $10 self - recognition credit and $5 matching gift recognition
credit.

Spouse Matching Gift Recognition Credit is given to the spouse of an
Spouse Matching Gift individual where a company matches a gift or a percentage of a gift given
by said individual. Thus, if an individual gives $10 and their company
matches 50%, then the individual would get $10 self - recognition credit and
$5 matching gift recognition credit. Their spouse would get $10 spouse
recognition credit and $5 spouse matching gift recognition credit.

Previous Spouse Matching Gift Recognition Credit is actually Spouse
Previous Spouse Matching Matching Gift recognition credit but is changed to previous spouse
Gift Matching Gift credit when the marriage ends. This recognition credit type
is needed so we can filter properly on the household screen and for
recognition club counting purposes.

The Historical Honor Roll Credit is used to indicate credit given to an

Historical Honor Roll Credit individual/organization based on the business practices of giving away
credits within the legacy system. This recognition credit type will not be
used in TAS.
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Recognition Credit Definition

The Spouse Historical Honor Roll Credit is used to indicate credit given to
Spouse Historical Honor Roll | the spouse of an individual based on the business practices of giving away
Credit credits within the legacy system. This recognition credit type will not be
used in TAS.

Previous Spouse Historical Honor Roll Recognition Credit is actually
Spouse Historical Honor Roll recognition credit but is changed to
previous spouse Historical Honor Roll credit if the marriage ends This
recognition credit type is needed so we can filter properly on the
household screen and for recognition club counting purposes.

Previous Spouse Historical
Honor Roll Credit
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PROSPECT MANAGEMENT
FOR FUNDRAISERS

The Prospects functional area helps you track potential donors to your organization. TAS supports the various
aspects of prospect management, including prospect plans, opportunities, and more.

Lesson Objectives

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

Tour a prospect record

View My Fundraiser Page

Create a prospect plan outline

View a major giving prospect

Add and edit a prospect plan

Add an opportunity record

Add a naming opportunity to a prospect opportunity record
File a contact report

Navigate a constituent’s Wealth and Ratings page

O O 0O O O O O o o©o
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Search for a Prospect

Use the Prospect search link for this search. Prospects may include individuals, organizations, or group

records.
| Prospect Scarch =8 |
Last/Ovy/Graup name: | Buckeye Cenintry: e Search
Chmar
| First name: Ardress
Leeakoup 10 City:
Prospect Manager: el Seate; .
Masch al criteria eactly IR Postal code:
v 1
Search in o [ndhvduals Ll Crgaﬂ-.:a‘.m-'i = GroupsHouseholds
| Check rackname 1"' Cindy search primary addnesses
Check aliases [ inchode decensed
1 Check merged constituents L Inchede inactive
Chack alternate lookup D5 L Inchegie fuzzy search on name
Hide adhvanced search oplions
Resulitz (22 records found}
Mame Prospect ma.. anlq«' plarn_.  Address E:I."- State AP Postal co..  Phone Corstrbgent £
Buchkeye Alpa Mr, Dougles... 9601 Kinsma...  Mewelty Chhig 45072-5633 Crganization A
Buckeye Aut.. 1440 Granwall..  Newark Cihigy 430530001 Crganzation
Buckeye Boo... Mr.Dennis 5 Mr, Dennis 5., 921 Chatham... Columbus Cihicy 43221-2418  (514) 326-33.. COrganzation
W
Buckeye Con.. PO Box 16 Wooster Cthia 4£691-0016 Crganazation
< >
@ rep Seiect Cancel

To Search for a Prospect Record:

1. On the navigation bar, click Prospects.

On the Prospects page, click Search Prospects.

Enter the prospect’'s name or other known information in data fields.
Select checkboxes for any advanced search options you wish to use.
Click Search.

o 0o A~ wDN

Click on the name of prospect record you wish to open or select the name to highlight and Select. Look
for search results where the prospect manager field is blank to avoid selecting group members.
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Another way to access a prospect record is to open a constituent record and click on Prospect from the
Constituencies list.

!_. Mr. Brutus A. Buckeye Sr. B
4 Motfcatory = “0R Tl" wed “TLE Domer - ¥R Conattiapmay Membe”. Cixi baew for mory méormaton

Ly trdurnl Loshup 100 COOSINM

L merititeres brw. CRULL Blgmvy  Lbe ety mampae | ores awegatopet o dorer Mgy oo e arred e

emminarios  Thap Ol Sopher Limsvpry 9y
g Wiefderitnr o e

Wl B DT (el

L L TTp—
D Framary e
Afidvwsen. L0l 4 & asmborlapgn OO0l 4 &
L0 Bt Caeeta! LUC ' Lirue b
EXX Farraes 5t T JHS0 5 e -
RS T AP —
e
Loweh ity it
M i TFLO0ET

T thas e

Plas Vien 0] Moy =

Once a prospect has been identified, a Prospect constituency is added to the Constituencies tab of the

Constituent record.

3) Mr. Brutus Buckeye

Frasrdes  frsrewe Meederdan

[T SR NN WS | wa— w— R— -

W Eaaboman tan

i Notifications: "Gift TLC", "Prospect Manager: Caprice Bragg”, and "TLC Doner - VIP Constituency Member". Click here for more information.

Ms. and Mr. Becky Buckeye

1480 W Lane Ave Lookup ID: 00053399 Spouse: Primary business:
Columbus, OH 43221 Ms. Becky Buckeye The Ohio State University
(123) 456-7890 Household: Primary education:

The Ohie State University

Active constituencies: Loyal donor Major donor OSUAA Alumni Alumnus Committee member Event registrant Member Planned gi'.e.:ugmzeddonnr

Summary Contact Personal Relationships Education  Documentation Names Attributes  Smart Fields  Tributes

Constituencies (11) EI' 1| .iﬂ‘

Description Date from Dateto

&) OSUAA Alumni

&) Alumnus 6/1/1958

&) Committee member

& Doner 6/18/1958

&) Event registrant 8/22/2011

& Loyal donor

@ Major dener

&) Member 7/3/2003 12/31/2050
7/5/2000

Recognized donor 5/1/1996 12/31/2012

rillar D wreeian
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The Prospect Record

The prospect record has several tabs to categorize information related to the prospect. Links in the More
information action group on the explorer bar provide access to even more prospect information.

Home = | Constituents = | Marketing and Communications * |Revenue = |Events ~ | Memberships = |Prospects = |Volunteers = | Foundations ~ |Sponsorship = |Fundraising = |Treasury ~ Web =

Tasks » -
W Flag prospect ¢ Floyd, Reese & Kara - Prospect Group - Prospect Floyd, Reese & Kara - Prospect Group - Prospect =
# Edit prospect manager = . - s :
i Netifications: "Prospect Manager: Jeff Kaplan". Click here for more information,
# Replace prospect
manager Group type: Prospect manager:
# Request prospect Y
ma“mgﬂp a Prospect Group  Me Jeff M.S.Kaplan oot e
MNo. of members: Start date:
# Edit prospect status A Prospect
2 512/2011
View as
# Constituent Active constituencies: Prospect
More information
&l Revene and tecognilion Prospect Team  Planned Gifts  Funding Interests  Campaigns  Prospect Manager History  Attributes
¥} Communications Plans (1) @ Add - & Request major giving plan | ]~ [E] 2
B Extended network S —
- ites: , Tl | L =
B History Sites: | All sites v & [ Include historical plans | 47 Apply #F Reset
(f Wealth and ratings Constituent Plan type Plan name Start date Date added Sites
% Interactions
~ 3 Floyd, Reese & Kara - Prospect Group
£J Surveys
k. Documentation summary '¥) Floyd, Reese B Kara - Prosp... Solicitation BOT Campaign Solicitation...  5/16/2012 5/16/2012
@ Web dashboard pages
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The Prospect status field will display current status of the prospect.

Prospect Status Description

Suspect The constituent is believed to be capable of a major gift now of
$50,000 or more (or less as identified by individual units) and
has an identified area of interest with OSU.

Future Suspect The constituent is not currently capable of a major gift but strong
indicators for future giving and/or a need to build greater affinity
with OSU exist.

Undetermined Suspect The constituent has been reviewed by Research but is unable to
be classified as a major gift suspect at this time. Revaluation
will occur in a future screening.

Low Affinity Suspect Regardless of capacity, the constituent has little known affinity to
OSu.
Disqualified After qualification visit to a pre-qualified (by Research) Suspect,

a DO determines the Suspect is not a Prospect.

Prospect A DO has qualified the constituent as a major gift prospect.

Prospect Group Member The constituent is a member of a prospect group. Users should
navigate to the group record to determine status, PM, and other
prospect information.

Former Prospect The constituent has been removed from active prospect
management.

Former Prospect Group The constituent was a member of a prospect group that has

Member been removed from active prospect management. Users should

navigate to the group record to view prospect history.
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Individuals who are part of the prospect management team will have defined roles in the system.

Prospect Management Description
Roles

The prospect manager is assigned on the constituent’s prospect
Prospect Manager record and is responsible for overseeing the entire prospect
relationship including plans, opportunities, stewardship plans etc.

_ Works in partnership with the prospect manager to create and
Prospect Assistant Manager implement overall strategies and to facilitate communications among
team members.

Research staff member assigned to this prospect for general tracking
Prospect Research Manager purposes. Research manager assignments will made by the director
of Development Research.

_ Stewardship staff member assigned to coordinate and implement
Prospect Stewardship Manager overall stewardship activities for the prospect.

o Staff member from the Industry Liaison Office assigned to coordinate
Industry Liaison Manager strong strategic relationships between industry and the university.
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Plans Tab
The plans tab displays the plan(s) assigned to the selected prospect. You can add plans from this tab.

?‘ Floyd, Reese & Kara - Prospect Group - Prospect

Floyd, Reese & Kara - Prospect Group - Prospect ~

i Notifications: "Prospect Manager: Jeff Kaplan". Click here for more information.

Group type: Prospect manager:

Prospect Group Mr. Jeff M. S. Kaplan Prospect status:
. of - .

No. of members Start date: Prospect

E 5/12/2011

Active constituencies: Prospect

m Prospect Team  Planned Gifts  Funding Interests Campaigns  Prospect Manager History  Attributes
Plans (1) € Add ~ & Request major giving plan | [3]+ [£] &

Sites: | All sites. | |s% [ Include historical plans | J Apply &F Reset
Constituent Plan type Plan name Start date Date added Sites
= Floyd, Reese & Kara - Prospect Group
%) Floyd, Reese 8 Kara - Prosp... Solicitation BOT Campaign Selicitation...  5/16/2012 5/16/2012

Prospect Team Tab

The Prospect Team tab contains any team members assigned to the prospect. After the prospect record is

created, you can add or edit team members on this tab. You can also view the team member’s fundraiser
record.

Plans [ZGECSSFET Planned Gifts  Funding Interests  Campaigns  Prospect Manager History

Prospect manager (1) [X]+ (] &

Attributes

Name Role Start date End date Position site
Mr. Jeff M. S. Kaplan Prospect manager 5/12/2011
™ 1 ’
Prospect team (2) &) Add team member | 7 Filters | 3]+ (2] &
Name Role Start date End date Position site Plan name
3 Primary plan manager - Current
&) Dr. Liesa Rihl Stone Primary plan manager 5/16/2012 BOT Campaigr

3 Prospect Assistant Manager - Current

%) Dr. Liesa Rihl Stone Prospect Assistant Manager  3/8/2012
<

Planned Gifts Tab

The Planned Gifts tab tracks your organization’s planned giving. The records include information specific to
numerous types of planned gift vehicles.
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Funding Interests Tab

On the Funding Interests tab of a prospect record, you can specify the organizations, affiliations, activities, or
pursuits in which a prospect expresses interest. You can then define the degree of the prospect’s interest or

lack of interest.

Plans  Prospect Team  Planned Gifts

Campaigns Prospect Manager History Attributes

Funding interests (1) @ Add 8]+ [£] &

Sites: | All sites v ga | Apply #FReset

Funding type
=) OSU-Veterinary Medicine

Level of interest Comments Sites

Somewhat positive
m [

After you define funding interests for the prospect, you can select these interests from the Funding Types tab
on an opportunity record. You can use this information when you create steps for solicitors to interact with the

prospect.

Add a funding interest

Funding type: |

Level of interest: | Neutral

Comments:

Sites: Site

0 Help

Save Cancel

To Add a Funding Interest:

1. Open the prospect record on which to add a funding interest.

2,
3.
4,

Click the Funding Interests tab.
On the action bar, click Add. The Add a funding interest tab displays.

In the Funding type field, select the type of funding the prospect either has an
interest in or has shown a lack of interest in supporting.

In the Level of interest field, select the level of interest the prospect has shown in
the selected funding type.

Enter any additional details in the Comments field.
Click Save.
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Prospect Manager History Tab

The Prospect Manager History tab displays a list of previous prospect managers along with the dates they
served as a manager for the prospect. On this tab, you can edit the dates associated with the manager or go to
the manager’'s Fundraiser page.

Attributes Tab

The Attributes tab displays attribute values associated with the constituent. It does not contain any data specific
to prospect management.

Plans  Prospect Team  Planned Gifts  Funding Interests Campaigns  Prospect Manager History
Attributes (29) @ Add [¥]- (2] &
Category Attribute group Value Start date End date Comment
¥} Legacy Constituency Code Vol Com-Business 3/14/1996
¥/ Legacy Constituency Code DEV Ohio State Impact ~ 2/25/2010
¥/ Met Gordon Gee UNIV Yes
¥/ OSU Awards and Honors 0SU Info DEV-Gerlach Volunteer... 10/10/2008
¥/ 0SU Awards and Honors 05U Info FCOB-Distinguished Al... 8/29/2001
¥/ OSU Lists 05U Info ATH Football Apps15...  3/3/1984
¥/ OSU Lists QSU Info MED PR Database 7/1/2008

Navigation Tree

The navigation tree is an efficient way to view multiple, nested pages of information. The navigation tree
displays information as an expandable, hierarchical set of links to other pages.

For example, you can open a fundraising purpose and get a broad view of all the activities involved by
displaying links to all of the associated appeals.

If a navigation tree is available, it is collapsed on the top-right side of the page. To expand the navigation tree,
position your cursor over the navigation tree button.
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Click to expand or
collapse the Navigation

Treeview.
S
-
@ Floyd, Reese & Kara - Prospect Group - Prospect Floyd, Reese & Kara - Prospect Group - Prospect =
i — - e = = loyd, Reese & Kara - Prospect Group - Prospect
1 Notifications: "Prospect Manager: Jeff Kaplan”. Click here for more information.
2[5 Prospect Plans
[ Group type: Prospect managen: 23} Solicitation (Dr. Liesa Rihl Stone
Mr leff M € Kanlan =5 J
Prospect Group Mr. Jeff M. S. Kaplan Prospect status: 2 Sie[:s o
;JO. of members: Start date: Prospect . _‘: /
5/12/2011 * 01,3
Active constituencies: Prospect
m Prospect Team  Planned Gifts  Funding Interests Campaigns  Prospect Manager History  Attributes ® 07/10/12 - Visit to introduce and update
Plans (1) ) Add = @ Request major giving plan Ev z] 8@ Ehe O'ppoltunities
Qualified
Sites: | All sites v &[] Include historical plans | /7 Apply & Reset 2 Planned Gifts
;|_1'~S:‘\cu'.e’.:c.-\ (Mr. Peter B. Weiler
Constituent Plan type Plan name Start date | * Steps
= * Opportunities
S Floyd, Reese & Kara - Prospect Group # 10/15/08 - Accepted
¥/ Floyd, Reese 8 Kara - Prosp... Solicitation BOT Campaign Solicitation...  5/16/2012 £ Planned Gifts /

With the tree open, you can expand and collapse nested groups by clicking the plus and minus icons next to the
page. You can access any listed page by clicking the appropriate link.

Wealth and Ratings

The Wealth and Ratings page for each constituent displays the wealth data you have gathered for that
constituent.

To Access a Constituent’s Wealth and Ratings Page:

1. Open the constituent’s record.
2. Inthe explorer bar, click Wealth and ratings.

Three frames of information make up the Wealth and Ratings page: Modeling and propensity, Wealth summary,
and Wealth Capacity.
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|Home ~ | Constituents = | Marketing and Communications = |Revenue ~ |Events ~ | Memberships ~ | Prospects = |Fundraising ~ |Analysis ~ |
A Lookup ID: Link Tank =
. 00053399 - = - - - - =
i Notifications: "Gift TLC", "Prospect Manager: Caprice Bragg”, and "TLC Donor - VIP Constituency Member", Click here for more information.
ML URTATELE Model Scores Assets  Giving  Affiliations  Biographical Information
Brutus Buckeye Wealth summary (Last update: 9/12/2012) | [Z]
1480 W Lane Ave - - - g - -
Columbus, OH 43221 Assets Total identified Confirmed Other indicators Total identified Confirmed
(123) 456-7890 R §122,243,991.00 54,442,003.00 Wealth indicators: 15 0
Biographical data: il 1
Spouse:
§118,327.00 5§118,327.00 Political donations: 94 0
Philanthropic gifts 75 16
d Mr. Becky Buckeye sets Nonprofit affiliations: 18 0 3
Primary business: Total assets: $122,362,318.00 $4,560,330.00 Foundation affiliations: 1] 0
The Ohic State University
Primary education:
The Ohig State University Giving capacity (System)  [£] Asset distribution for Brutus Buckeye
Capacity formula: IRS-Data research estimation Confirmed ¥
Estimated wealth $10,000,001 and up et
eal Estate
Major giving capacity: $500,001 - $1,000,000
Overall rating: )
Model scores and ratings (1) @ Viewall 11 | []- £] &
Name Score Maximum score Updated on
Annual Giving Like.. 999 1000 10/8/2012
Likelihood 944 1000 10/8/2012
Likelihood 980 1000 10/8/2012
More information elihood 1000 1000 10/8/2012
@ Revenue and recognition Major Giving Likeli... 984 1000 10/8/2012
%) Communications Range  $500,001 - §1,000,0.. $1,000,001 + 10/8/2012
) History Regular 9/26/2012
R Interactions
{J surveys Research details
k. Documentation summary Research status: Not confirmed ~ Prospect managern: <unassigned>
e N i AR ~

Wealth Summary Tab

The Wealth Summary tab summarizes all data contained on the Model Scores, Assets, Giving, Affiliations, and
Biographical Information tabs in an organized, easy-to-read format.

Note: Itis important to remember that often information displayed on these tabs may be electronically
imported from WealthPoint, a screening service purchased from Blackbaud Target Analytics.
WealthPoint data may or may not be accurate and complete and will need to be reviewed by a prospect
research analyst before use.

Model Scores Tab

The Modeling and propensity frame displays the modeling and propensity custom ratings assigned to the
constituent. The custom ratings are based on attribute categories.

To Manage Custom Ratings via the Constituent Record:

1. Open the constituent’s Wealth and Ratings page
2. Select the Model scores tab.
3. Onthe action bar, click Add.
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Add a model scores and ratings attribute

Category: N
Value: -
Start date: (9
End date: (3
Comment: .
O Help | Save || cancel

In the Category field, select a category from the list.

In the Value field, enter a value for the attribute.

Enter start and end dates in the corresponding fields.

In the Comments field, enter any additional information about the attribute.
Click Save.

© N o g &

Glossary of terms appearing in the Model Scores and Ratings section for individual records (not all
records will contain every term).

Terms Description

Likelihood Models

Look at the inclination a prospect has to make a gift to The Ohio State University. Excluding Target Gift
Range does not predict gift size. Scores range from 0 to 1000 with higher scores translating to better
prospects.

Predicts the likelihood of each individual to give a gift every year to The

A | giving likelih
nnual giving likelihood Ohio State University.

Predicts the likelihood to give a charitable gift annuity to The Ohio State

Annuity likelihood
ity Tiket University.
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Terms Description

Predicts the likelihood to give a bequest gift to The Ohio State

Bequest likelihood . .
qu el University.

Predicts the likelihood to give a charitable remainder trust gift that

CRT likelihood benefits The Ohio State University

Predicts the amount an individual is likely to give to The Ohio State

Target Gift Range . . .
g g University on annual basis.

Predicts the likelihood of an individual to be major donor. This code
was developed by Prospect Research & Reporting Services in August
2009 using internal data. A major donor was defined as someone that
can give $50,000 over the course of five years.

Major giving likelihood

Ratings

Provide an estimate of capacity to give to Ohio State.

An estimate of the prospect’s giving potential during the current

UD Campaign Rati
paign "Ny university campaign, encompassing all gift types.

An estimate of the prospect’s lifetime, or ultimate, giving potential,

UD Lifetime Ratin . .
et N9 encompassing all gift types.

UD Annual Rating An estimate of the prospect’s annual giving potential.

An estimate of the prospect’s gift potential through their estate or other

UD Planned Giving Rati
anned Living Rating planned gift vehicle(s).

An estimate provided by Prospect Research team members from their
analysis of all wealth indicators obtained from a variety of sources.
This figure is a capacity for giving to all philanthropic interests over a
period of five years.

UD Research Rating

Electronic Wealth Screening Scores:

A calculated gift capacity estimate provided by an electronic vendor

GGA Major Gift C it . X . . .
ajor LIt Lapactty screening of all Ohio State University alumni in January 2010.
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Assets Tab

This tab identifies hard asset indicators usually obtained from public records such as real estate and stock
holdings. You can also view wealth indicator and income/compensation information. Each item receives a
Confidence Rating from 1-5, with 5 being the most likely to be a correct match to that individual.

You can click any link in the Wealth assets grid and the application takes you to that section of the tab page. A
Refresh button is also included in the Wealth assets grid, allowing you to make sure you are looking at the
most up-to-date data available.

. : o—— =
Wealth Summary Meodel Scores Giving  Affiliations  Biographical Information

Wealth assets (Last update: 9/12/2012)

Asset Total identified Confirmed Asset Total identified Confirmed
$122,243,991.00 $4,442,003.00 15 0
Securities: §118,327.00 $118,327.00

¥) Expand all (&
Real estate - Total identified: $122,243,991 Total confirmed: $4,442,003 (86) Y Filters ' [3]~ [£] &
Businesses - Total identified: $0 Total confirmed: 30 (0) "V Filters @" 2] &
Securities - Total identified: $118,327 Total confirmed: $118,327 (2) '\ Filters @' 2] &
Wealth indicators - Total identified: 15 Total confirmed: 0 (15) “ Filters @' 2] &
Income/compensation - Total identified: $0 Total confirmed: $0 (0) 7 Filters  [M]+ [2] &

Other assets - Total identified: $0 Total confirmed: $0 (0) ' Filters E‘v z] 8

Giving Tab
The Giving tab displays information about the prospect's giving to yours and other non-profit organizations.

You can click any link in the Giving summary grid and the application takes you to that section of the tab page.
Click the Refresh button to make sure you are looking at the most up-to-date data available.

You can also view the Philanthropic giving category breakdown grid to see a percentage and number
breakdown of this prospect's giving tendencies based on giving categories associated with the donations. You
can filter the data considered for this breakdown based ratings assigned each gift
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Wealth Summary  Model Scores  Assets m Affiliations  Biographical Information

Giving summary (Last update: 9/12/2012)  [Z£] Philanthropic giving category breakdown

Giving type Total identified Confirmed hmT'v

Philanthropic gifts: 75 16

Political donations: 94 0 31% —

18% n
10% Youth Development 10
9% Religion Related, Spiritual De... 9
5% K-12 Education 5
27% Additional Categories 27

(&) Expand all (&)

Philanthropic gifts - Total identified: $30,871 Total confirmed: $16,000 (75) Y Filters Ev 3| .‘:i

Political donations - Total identified: $36,736 Total confirmed: S0 (94) 7 Filters  []+ (2] &

Affiliations Tab

The Affiliations tab displays information about the prospect's non-profit and foundation affiliations, in addition to
network connections and constituencies.

You can click any link in the Affiliations summary grid and the application takes you to that section of the tab

page. You can also view the Relationship Map to track all relationships this constituent has with other
constituents in your system

Wealth Summary  Model Scores  Assets  Giving JEG{IENGHEM Bicgraphical Information

Affiliations summary (Last update: 9/12/2012)  [£] Relationship map (2]
Affiliation type Total identified Confirmed
Nenprofit affiliations: 18 0
Foundation affiliations: 1 0
Network connections: 0 0

Mr. Brutus Buckeye

(Prospect)

&) Expand all (&)

Nonprofit affiliations - Total identified: 18 Total confirmed: 0 (18)  / Filters E' 2 &

Foundation affiliations - Total identified: 1 Total confirmed: 0 (1) 7 Filters  []+ [2] &

Network connections - Identified connections: 0 Known connections: 0 (0) " Filters | (%) (&) @' = &

=

G
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Biographical Information Tab

The Biographical Information tab displays information such as name, address, gender, and birth information.
From this tab, you can add, edit, delete, reject, and confirm the constituent’s biographical information. The tab
also stores information from Marquis Who's Who imported from WealthPoint.

Wealth Summary Model Scores  Assets Giving

Biographical data (Who's Who) - Total identified: 1 Total confirmed: 1 (1) < Filters ' 3]+ [£] &
Name Birth date Birthplace Confidence
Brutus Buckeye v s

Fundraisers are the people who are involved with a prospect’s management, including planning, cultivation, and
solicitation stages. Fundraisers in TAS may include development officers, advancement staff, deans, directors,
faculty, volunteers, and others.

View Fundraisers

You can access the Fundraiser page from a number of locations in Prospects and other areas of the program.
From the navigation bar Prospects drop-down menu:

Select Search fundraisers. The Fundraiser Search window displays.
Enter your search criteria.

Click Search. All possible matches display in the Results grid.

Select the fundraiser you want to view.

Click Select. The record opens.

O O 0O 0 oo

From the Prospects page:

o Click My Fundraiser page. (The fundraiser constituent must be linked to your application user in the
system.)
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The Fundraiser Record

The fundraiser record tracks individual fundraiser information. On this page, you can view a summary of the
fundraiser’s prospects and where they stand in the process, step and opportunity information, prospect plan
assignments, and more.

Pending Steps Tab

On the Pending steps tab, you track steps not yet complete with a status of Pending. Steps with a status of
Planned do not appear on this tab.

On this tab, you can edit the step, mark the step as complete, go to the step, or delete the step. You can also
view prospect plans and notes associated with the pending step.

1\ Prospects and Plans Grants Planned Step Summary Completed Step Summary Prospect Summary Opportunities and Asks (>
Pending steps (5) @' 2] &
Sites: | All sites AP | Only show steps owned by this fundraiser | 47 Apply &F Reset
Prospect Expected da... . Objective Plan type Plan stage Owner Contact me... Hasdocum... Additionals... Sites

= 61+ days ago

¥ Ms. AmiG... 1/5/2012 Closure Mr, Alzin Sc... Electronic

¥/ Mr. Robert 5. 4/23/2012 Stewardship  Mr. Alain Sc... Telephone

¥) Mr. Edward... 8/29/2012 Qualification  Mr. Alain Sc... Personally 5... @
=2 31-60 days ago

%) Dr.Johnl... 8/30/2012 Early Cultiva... Mr. Alain Sc... Personally S... @
¥/ Mr. Alan Da... 9/1/2012 Early Cultiva... Mr. Alain Sc... Persenally S... (7]

Prospects and Plans Tab

On the Prospects and Plans tab, the top section tracks all prospect plans to which the fundraiser is connected.
The bottom half of the tab, the Prospect manager assignments section, tracks all prospects to which the
fundraiser is connected as a prospect manager or prospect team role.
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*  Pending Steps NEEEESCELCIZELEM Grants  Planned Step Summary  Completed Step Summary  Prospect Summary  Opportunities and Asks (%
Prospects and plans (64) @ Request plan @ Assign plan | Filters Ev = .*.';‘
Pagelof3 «First < 1 2 3 > Llast»
Last step Next step Prospect Prospect m...  Plan type Plan stage Fundraiserr... Opportun.. Range Sites
& Ms. Susan El... Mr. Alain S¢... Solicitation Primary ma... §100,000.00
) /1, 8/22/2011 Ms, Aisha M... Mr.JasonR... Solicitation Pre-Scolicitat... Secondary s... $60,000.00
&) 8/10/2012 Baschnagel,.. Mr. Anthon.. Solicitation Solicitation Secondary...
&) /. 6/13/2012 Mrs. Catheri... Mr., Alain Sc... Solicitation Stewardship  Primary ma... §10,000.00
& Mrs. Catheri... Mr. Alain Sc... Solicitation Primary ma... $100,000.00
& Bawa, Parul... Ms. Jodilyn... Sclicitation Primary ma... §5,000.00
& Bisaccia, Em... Mr. Alain S¢... Solicitation Primary ma... $100,000.00
&) /1, 8/22/2011 Briggs, Alan... Mr. Alain Sc... Sclicitation Late-Stage...  Primary ma...
) A 8/22/2011 Brooks, Lind... Mr. Colin H... Solicitation Pre-Solicitat.. Secondary s... §50,000.00
& Brooks, Tim... Mr. Alain Sc... Solicitation Primary ma... $§100,000.00
s -
L 4 Tt L et T T
&) 97172012 7/19/2012 Mr. James Fl... Mr. Anthon... Solicitation Pre-Solicitat.. Secondary... $200,000.00

Pagelof3 «First < 1 2 3 > Last»

Prospect assignments (163) © Request prospect O Add = | 5 Filters @' A&
Pagelof6 «First < 1 2 3 4 > Last»

Prospect Role Last step Next step Sites

3 Prospect manager

&) [\ Abramowitz, Norman 8., Prospect Manager 5/21/2009
&) [\ Acevska, Ljubica 8 Jose_,  Prospect Manager 12/23/2009
ok ——— . e N g st ]

Planned Step Summary Tab

The Planned Step Summary tab tracks information about your upcoming prospect steps in both a statistical and
graphic format.

*  Pending Steps 1\ Prospects and Plans  Grants [EEEREENESEETTIT TS Completed Step Summary  Prospect Summary  Opportunities and Asks (%
9 e ¥ ¥

Planned step summary | &

Show for: | All dates ~ (7] Only show steps owned by this

Click the name to display the
Prospect Steps details.

By contact method z)

100% Personally Scheduled Visit 4

Prospect Steps &
Prospect Steps (4) [¥]- (] &
Fundraiser: Mr. Alain Scott-lehu Hun:P Only show steps owned by this fundraiser
Contact method: v Completion status: [Pannea |»
. . . ST Apply &F Reset
Plan type: Solicitation |~ Dates: All dates
Breakdown of selected plan type |2 Plan stage: > Sies Al sites v o
Plan type: -Soli(nllion Jv Date Prospect Owner Additional f... Plan type Plan stage Contact me... Status Sites
& enso2 Mr. Robert..  Mr, Alain 5. icitati i . Planned
75% | Early Cultivati 3 ) 9/14/2012 Mr. James 5., Mr. Alain 5. Ms. Cynthi... Solicitation  Early Cultiv... Personally... Planned
& 9/15/2012 Mr. James 5., Mr. Alsin 5. Mr. Jeff M...  Solicitation  Early Cultiv.. Personally.. Guestof Pr.. Planned
25% Stewardship 1 & 9/26/2012 Sabharwal,.. Mr.AlsinS.. Mr.Thoma.. Sclicitation  Early Cultiv.. Personally.. Introductor.. Planned

85



Prospect Management for Fundraisers

In the Show for field, select the number of days for which you want to view planned step information. For
example, if you want to see how many steps you planned for the next seven days, select Next 7 days.

To see information about a specific step, click the name and the Prospect Steps page displays. On this page,
you can go to the selected step, plan, or prospect.

Completed Step Summary Tab

The Completed Step Summary tab tracks information about your completed prospect steps both statistically
and graphically. Steps are exclusive to prospect plans, and general interactions filed by the fundraiser are not

included in these summaries.

ending Steps 1\, Prospects and Plans

Completed step summary

Completed Step Summary

Show for: | All dates v Only show steps owned by this fundraiser

[ Total completed steps: 11

By contact method

8% Letter

1% Elzctmmcl\’

1% FacetoFacel
6% Personally Scheduled Visit 4

83% Task 59

Breakdown of selected plan type

Plantype: | Qualification hd

By plan type

18% | Solicitation 13

82% Qualification

Click the name to display the
Prospect Steps details.

100% Qualification 58

In the Show for field, select the number of days for which you want to view completed step information. For
example, if you want to see how many steps you completed in the last thirty days, select Last 30 days.

To see information about a specific step, click the name and the Prospect Steps page displays. On this page,
you can go to the selected step, plan, or prospect.

Prospect Summary Tab

The Prospect Summary tab helps you track the number of prospects in your pipeline, both statistically and
graphically. If you are not regularly using steps within prospect plans for all prospects, this information

may be incomplete or irrelevant.
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Prospect Steps

Prospect Steps (6) [H]+ (&

Fundraiser Mr. Alain Scott-Jenu Hun 2

ethod: | Letter

Date Prospect

9/7/2011
12/13/2011
122272011
3572012
6/13/2012
8/16/2012

2

v Completion status

A Mr. Alsin Se...

Ms. Dinessa... M. Alain Sc...
M. Algin Sc...

Mr. Algin Sc...  Mr. Ja'Marc.
Ms. Alain Se...

s.. Mr. Alain S¢...

Completed
All gates
Al sites

Plan type
Solicitation
Solicitation

Only show steps owned by this fundraiser

Plan stage

Stewardship
Closure

Solicitat] Solicitation pation

Solicitation
Solicitation
Solicitation

re-Solicitat.
Stewardship
Solicitation

A Apply ®F Reset

Status
Completed
Completed
Completed
Completed

t. Completed
e.. Completed
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Pending Steps 1\ Prospects and Plans  Planned Step Summary  Completed Step Summary [QUEIEHCSSIIRELTN Opportunities and Asks ~ Opporty

Prospect summary (2]

By role [£] By plan type  [£]
0% | Secondary manager, Secondary selicitor 1 94% | Solicitati 205
62% R e £ 6% | Qualification 12

3% Secondary manager 7

35% Secondary solicitor 75

Breakdown of selected plan type
Plan type: 5

70% [No current stage 151
0% | Qualification 1

2%  Early Cultivation 4

1% Late-Stage Cultivation 3

14% Pre-Solicitation 31

3% Solicitation 7

2% Closure 4

2% Stewardship 4

H-Wnnu PP g™

The gray bar near the top of the tab displays the total number of prospects plans assigned to you. The number
of Plan type grids and corresponding graphs displayed depend on the number of plans currently assigned to
your prospects. The grids let you know the plan stage of each prospect, along with the total number of
prospects assigned the plan.

To see a list of prospects included in a Plan stage, click the name of the stage in the list. The Prospects page
displays. From this page, you can go to a selected prospect’s plan or prospect.

Opportunities and Asks Tab

The Opportunity and Asks tab tracks the opportunities (asks) assigned to you, including planned, pending and
completed solicitations. This tab only displays opportunities for plans to which you are assigned as primary
manager (i.e., secondary assignments are not included on this tab).
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# | A1\ Prospects and Plans

Planned Step Summary

Summary of opportunities and asks

Plan type:

Completed Step Summary

pleted
pleted

Prospect

Opportunities and

Summary

Overdue asks: $0.00in O Show for: | All dates v
Overdue responses: $0.00in 0 - =
tanding =
Accepted: $28,240,536.46 in 101
Show for: | All dates I Canceled: $14,500,000.00 in 37
rs = Rejected: $3,377,000.00 in 19
Total: $46,117,536.46 in 157
Qualified: $8,540,000.00 in 35 ] in g1
Total revenue committed: $0.00in O
Unqualified: $1,205,000.00 in 7 (Gifts and pledges)
Response pending: §1,935,00000in 5 ) L
Total paid: $000in O
Total: §11,680,000.00 in 47

(Gifts and pledges paid)

Opportunity Pyramid

Ci

You can filter the data displayed on the tab based on Plan type.

In the Overdue section, you can view the number of your Overdue asks and Overdue responses.
Overdue is considered anything before today’s date.

In the Completed section, you can view the dollar amount and number of Accepted, Rejected, and Total
asks. Using the Show for field, you can select the time period for which you want to view data.

o0 Inthe Outstanding section, you can filter the data displayed using the Show for field.

O O O ©O

Opportunity Pyramid Tab

Ohio State does not currenlty utilize this feature.

Campaigns Tab

Ohio State does not currenlty utilize this feature.

Prospect Requests Tab

Ohio State does not currenlty utilize this feature.

Requesting Prospect Assignment

Request Prospect Assignment for Non-Prospects

Prospect manager assignment may be requested for constituents who are not actively assigned as prospects.
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To Submit a Prospect Assignment Request for Constituents with No Assignment:

1. Search for and open the constituent record for which you want to submit a prospect assignment request.
2. Click Request Prospect Assignment in the Task list on the left side of the page.

3. Search for and select the fundraiser you want to request as the assigned prospect
manager.

4. Enter the additional information necessary and applicable for this request.

Click Save. The request is sent to a queue to be reviewed.

Requests for prospect assignment for constituents who are not yet flagged as prospects can be submitted via
the constituent record. Requests are reviewed by prospect coordinators for approval.
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Blackbaud Enterprise CRM ﬁ]

A

> ot o i 2

e Prospect Manager: ; e

- Strategy:

= Personal visit completed 7: | g w

L Mo Contact Reason:

GQualification

g Qualified By: . pel

- Qualification Date: |

Ldl

@ QP QVUP Q

Ratings
Campaign Rating: i
Lifetime Rating: w
Planned Giving Rating: [
Annual Rating: =

Prospect Team

apiae Name Role

Q

i Sanve I I Cancel

A. The name of the constituent displays.

B. Search for and select the constituent record of the fundraiser who is requesting assignment (as this request
may be submitted by an assistant, etc.)

C. Enter a narrative to describe the current strategy or goal for the prospect. For example, “Cultivate for gift to
Gee Scholarship fund.”

D. Enter whether or not a personal visit has been completed.

E. If the personal visit has not been completed, enter a reason why there was no contact.
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F. Search for and select the fundraiser who qualified the prospect.
G. Enter the date the prospect was qualified.

H. Enter campaign, lifetime, planned giving, or annual ratings as applicable.
Note: These values are tracked in Modeling and Propensity of the constituent’s wealth ratings.

I.  If you know the identities of the prospect team members in advance, enter them here.

View Assignment Request

Prospect coordinators review the list of submitted assignment requests. The request can be accepted or denied
and an explanation is added.

»S’ " Prospect Assignment Requests
Requests (40) Y Filters ' 2] &
Pagelof2 «First < 1 2 > Last»
Date Requestor Requested Prospect Status Status Date Entered By

= Pending

¥ 10/8/2012 Mitchell H. Straub Buckeye Ford Mercury... Pending 10/8/2012 ISLAND\straub

¥ 10/8/2012 Rachel M. Childress Gilbert E. Pierce Pending 10/8/2012 ISLAND\childress
%) 10/8/2012 Rachel M. Childress Todd M. Clark Pending 10/8/2012 ISLAND\childress
¥) 9/19/2012 Tanya R. McDay Cynthia S, Selomen Pending 9/19/2012 ISLAND\mcday

%) 9/19/2012 Tanya R. McDay Doc Lamberjack Pending 9/19/2012 ISLAND\mcday

I Accepted

¥) 10/8/2012 Rachel M. Childress Earley, Michael & Tere... Accepted 10/8/2012 ISLAND\childress
¥ 10/8/2012 Raymont L. Harris Kenneth R. Reynolds Accepted 10/8/2012 ISLAND\harris.158
¥ 10/8/2012 Rachel M. Childress Jeffrey ). Walline Accepted 10/8/2012 ISLAND\childress

To Review Assignment Requests:

1. On the Prospect page, click Review Submitted Assignments.

i T T o e T WY

& Review Submitted Assignment
Requests
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Requesting Assignment Transfers

In order to transfer assignment from one Prospect Manger to another, an email should be sent to the Manager of Prospect

Tracking. Transfers should be discussed between current and future PMs prior to the email request.

Requesting Prospect Dismissal (Removing from portfolio)

In order to remove a prospect from a fundraiser’s portfolio, an email should be sent to the Manager of Prospect Tracking.
Along with the request, a brief rationale for the removal should be included; this rationale will be recorded as a task along

with the dismissal.

The Prospect Plan Record

A prospect plan tracks the prospect’s plan activity including step details, ask opportunities and fundraisers

associated with the prospect plan. On the prospect plan record, you can view steps, mark steps “Complete,

edit a step, and

Floyd, Reese & Kar

more.

a - Prospect Group

é Solicitation - BOT Campaign Solicitation #2

Prospect manager:
Mr. Jeff M. S. Kaplan
Primary manager:
Dr. Liesa Rihl Stone

Secondary manager:

ST Opportunities

Narrative /' Edit

Planned and pending s

Status
¥/ Pending
%) Planned
%) Planned
%) Planned
¥/ Planned
¥/ Planned

%/ Planned

Completed steps (1)

Status

¥) Completed

‘
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Start date:  Current plan stage:
5/12/2011  Early Cultivation

Start date:  Total qualified opportunity amount:

5/16/2012  $1,000,000.00

Start date:  Accepted opportunity amount:

$0.00
Site:

Solicitors and Participants

teps (7) EJ # Editsteps @ Addstep | [3]~ (]

Date Start time
5/17/2012

7/31/2012

1/31/2013

4/4/2013

6/28/2013

8/28/2013

10/31/2013

E) ©addstep [+ F1 &
Date Start time
7/10/2012

End time

End time

Jocumentation

i

Plan start date:
5/16/2012

Secondary solicitors:

Manager Hi

]

&

Time zone Ow...

Ow...
Dr....

Dr...
Dr....
Dr....
Dr...
Dr....
Dr....
Dr...

Objective

Visit to introdu...

Floyd, Reese 8 Ka

Plan participants:

Objective Stage

th... Early Cultivation

Strategize w

Early Cultivation
Early Cultivation

Pre-Solicitation

Closure

Stage Contact method

Early Cultivation  Personally Sch...

Late-Stage Cult...
Late-Stage Cult...

ra - Prospect Group - Prospect ~

Contact method = Has documer
Internal Meeting

Internal Meeting

Internal Meeting

Personally Sch...

Task

Personally Sch...

Personally Sch...

Has document... Additional soli
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To Access a Prospect Plan:

1. Open the prospect record. If a constituent is a member of a prospect group, be sure to start from the
prospect group record.

2. Click the Plans tab.

3. Click the name of the Plan to open. The prospect plan record displays.
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Add a Prospect Plan

94

The Add a prospect plan window contains a Details tab and a Steps tab. These tabs contain similar fields and
options as the Plan tab on the Add a prospect window discussed previously in this lesson.

Add prospect plan for Mr. Brutus Buckeye
@\ Plan name: Primary manager: P Start date: 3 E
e Plan type: o Start date: 3 Secondary ye) Start date: 3

manager: e F
Sites:
Site Secondary Secondary solici... Role Start date
solicitors: -
Narrative: -
Plan participants: Plan participant Role
@ Hep Save Cancel

A. Name the plan assigned to this prospect.

B. Select the type of prospect plan and start date to assign this prospect. See table below for available plan
types and definitions.

C. OSU does not use Sites, so leave this field blank.
D. Enter any comments or notations that may help your colleagues to understand the plan.

E. Click the magnifying glass to search for the primary manager to assign this plan and enter a start date. The
Primary Manager has the primary responsibility for the success of the plan and is the person most directly
responsible for carrying out this plan. The Primary Manager may be, but is not required to be, the same as
the Prospect Manager.

F. Click the magnifying glass to search for the secondary manager to assign this project and enter the start
date (only when you need to document the involvement of additional OSU personnel, including
development officers and other staff).

G. Inthe Secondary solicitors column, click the binoculars to search for the secondary solicitor to assign this
project. In the Role column, select the solicitor’s role (only when you need to document the involvement of
additional OSU personnel, including development officers and other staff).
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H. Inthe Plan participants column, click the binoculars to search for the constituent participants. In the Role
column, select each participant’s role. Plan participants are only necessary when attempting to qualify
which specific prospect group members are involved and/or solicited in this plan, or when other key external
constituents are involved.

I. If you do not need to add any step outlines, click “Save.”

Steps Tab

You can add a pre-set series of plan steps, called a plan outline, for certain functions.

Add prospect plan for Mr. Brutus Buckeye
Details
®—[ Outlines: | Gift Cycle v | Add steps from plan outline ]
r Select all | | Clear all Update status to: "7 & Insert | | X Delete | | Edit additional details
Expec..  Expec... Expec.. Timez.. Objective Owner Stage Status Actu. Contact method Category Subcat.. A
12/29/2.. Initial Visit Early Cultivation Planned Personally Schedul...
7/2/2014 Strategy/ad... Late-Stage Cultiva... Planned Task
12/2972.. Refine ask d... Pre-Solicitation Planned Task
12/29/2.. Evaluate ste... Pre-Solicitation Planned Task
2/21/2015 Formal Solic... Solicitation Planned Personally Schedul...
4/18/2015 Ask follow-up Closure Planned Task
k L] m »
@-—{ Adjust expected dates: | Forward & 1| | Dayls) ¥ | Adjust dates ]
O Help Save || Cancel

A. Inthe Outline menu on the Steps tab, select the type of prospect plan to assign to the prospect. Click Add
steps from plan outline to populate the plan steps in the grid.

B. The steps from the plan outline default into the grid.

C. You can adjust all the dates in the Expected date column forward or backward by a certain number of days,
weeks, months, or years.

To Add a Prospect Plan to an Existing Prospect:

1. Open the prospect record on which to add a plan.
2. Click the Plans tab.

3. Onthe action bar, click Add, Add major giving plan. The Add prospect plan for
<constituent> window displays.

4. On the Details tab, enter the plan information, assigned fundraisers, and plan
participants.
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5. Onthe Steps tab, select the type of prospect plan to assign the prospect.

6. Click Save.

Plan Type

Description

Solicitation

Standard gift cycle moving prospect from cultivation through
solicitation and closure.

Stewardship

Captures work related to general stewardship of the prospect,
especially when no plans exist to solicit in the near future.

Probate Management

Used exclusively by the Office of Gift Planning; captures work
related to booking planned gifts and dealing with estates in
probate.

Volunteer Engagement

Used exclusively by the Campaign Office to track volunteer
activities of high-level donors and prospects.

Qualification

Captures work completed to qualify a constituent as a prospect;
created automatically at the time of initial assignment.

ILO: Sponsored Research Project
ILO: Relationship Development
ILO: Community Relations

ILO: Student Engagement

Used exclusively by the Industry Liaison Office; captures work
related to developing strategic partnerships between industry
and the university.

Plan Assignments

Description

Primary Manager

Primary manager of the plan.

Secondary Manager

Development officer providing significant assistance with the
plan, and/or other OSU personnel (such as deans, directors,
faculty, and staff).

Secondary Solicitor /
Internal Partner

Development officer(s) providing significant assistance with the
plan, and/or other OSU personnel (such as deans, directors,
faculty, and staff).

Secondary Solicitor /
Volunteer

Board or committee members and/or other volunteers.
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Plan Assignments

Description

Participant Role

Key Influencer

Any constituent that has a great amount of influence on the

prospect or prospect group but is not a professional advisor or
volunteer.

Professional Advisor

Constituent, such as attorney or estate planner, advising the
prospect.

The Opportunity Record

On an opportunity record, you can view and manage detail information about the opportunity.

Floyd, Reese & Kara - Prospect Group > Solicitation

A $1,000,000.00 (Qualified) - Opportunity

Floyd, Reese & Kara - Prospect Group - Prospect ~

Current stage: Prospect manager: Start date:
Early Cultivation Mr. Jeff M. S. Kaplan 5/16/2012
Primary manager: Start date:

Dr. Liesa Rihl Stone
Secondary manager: Start date:
5/12/2011

IS Associated Revenue  Naming Opportunities

Opportunity details ]
Qualified

Status:

Expected ask amount: §1,000,000.00

Actuzl ask amount: 50.00

Likelihood: Moderately likely (60%)
Accepted amount: §0.00

Revenue committed: $0.00

Comments:

Designation (1) []- (2] &
Name

Academic Excellence Fund - 620065

Funding types (0)

Funding type

7 Edit funding types | [8]+ [2] &

Campaigns Attnibutes

Opportunity type:  Goal Setting
Expected ask date: 8/31/2012

Actual ask date:

Response date:

Total paid amount: 50.00

Amount  Constituent

$0.00

Prospect's interest level
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To Access an Opportunity Record:

1. Open the constituent’s prospect record.

2. Select the Plans tab.

3. Click the name of the plan where the opportunity is to be added. The plan record
opens.

4. Select the Opportunities tab.

In the frame with the opportunity to open, click Go to opportunity.

Open the opportunity on your prospect’'s Major Giving Plan and review the information on the tabs.

Tab Name Information

Details tab The Details tab displays information about the opportunity and any
designations associated with the opportunity.

Associated Revenue tab The Associated Revenue tab displays revenue information associated
with the opportunity.

Naming Opportunities tab | The Naming Opportunities tab displays naming opportunities
associated with the opportunity. You can add, edit, and delete naming
opportunities on this tab.

Campaigns tab The Campaigns tab displays campaigns and designations associated
with the opportunity.

Add Opportunities

On the Opportunities tab of a plan record, you can add information about opportunities to help you better track
prospect steps and gift requests.
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Add opportunity for Floyd, Reese & Kara - Prospect Group

Plan name: BOT Campaign Solicitation #2  Plan type: Solicitation

Status: I Unqualified Rz Opportunity type: |+~

Expected ask amount: . $0.00 ‘ Expected ask date: Tﬂ'\@

Likelihood: ' v

RTTTY

Designati... Amount  Constitue.. Funding.. Category Type Use code

©

: Distribute evenly

Comments: ® -

@ Help Save ] I. Cancel
A. Select a status for the opportunity.
B. Enter the amount you plan to request from the prospect.
C. Enter the actual amount you asked for. This field is not activated if the opportunity’s Status is “Unqualified.”
D. Rate the likelihood of receiving the entered amount from this prospect.
E. Enter the amount the prospect agreed to give. This field is activated when the opportunity status is

“Accepted.”
F. Select the opportunity type.
G. Enter the date you plan to ask for a gift.
H. Enter the date you asked for the amount entered in the Ask amount field.
I. Enter the date the prospect agreed to the amount entered in the Accepted amount field.

J. In the Designation column, specify the designation to which you want the money distributed. In the Amount
column, enter the amount of the gift you want allocated to the corresponding designation.
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K. Enter any comments or notes related to the opportunity.

Opportunity Status Description

Unqualified Rough estimates of ask date and amount exist; specific
designations are likely unknown.

Qualified Ask date, amount, and designations are being finalized.
Response Pending An ask has been made for support of this opportunity.
Accepted The prospect has responded and indicated that they will make

the qift to this opportunity.

Rejected The prospect has responded and indicated that they will not
make a gift in response to this opportunity.

Cancelled After cultivating the prospect and perhaps even preparing a
proposal, you determine that the ask will not be made.

To Add an Opportunity to a Prospect’s Plan:
1. Open the prospect record.
2. Select the Plans tab.

3. Click the name of the plan where the opportunity is to be added. The plan record
opens.

On the Plan page, select the Opportunities tab.
On the action bar, click Add.

Complete the fields and options on the Add opportunity window.

N o ks

Click Save.

Edit Opportunities

You will update opportunity records as you progress through the phases of moves management with prospects.
For example, the status of an opportunity may move from Unqualified, to Qualified, to Response pending, then
to Accepted.
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To Edit an Opportunity:
1. Open the prospect record.
2. Select the Plans tab.

3. Click the name of the plan where the opportunity is to be added. The plan record
opens.

On the Plan page, select the Opportunities tab.
In the frame with the opportunity to edit, click Edit.
Make necessary changes to the opportunity.

Click Save.

N oo o k&

Add Naming Opportunities

You can associate a prospect with a specific naming opportunity by adding the naming opportunity to the
prospect’s opportunity record.

Add a naming opportunity
Naming opportunity: p o)
0 Help | Save | Cancel

To Add a Naming Opportunity to a Prospect Opportunity Record:

1. Open the prospect opportunity record on which to add the naming opportunity.
2. Click the Naming Opportunities tab.
3. Click Add. The Add naming opportunity window displays.
4. Inthe Naming opportunity field, search for and select the naming opportunity.
5. Click Save.

Plan Steps

You can customize the prospect’s plan by adding, editing, or deleting steps. Steps are measures taken in a
prospect plan. Often times steps are interactions the fundraiser has with the prospect.

Pending Steps are the most immediate steps expected to be completed. Pending steps will also appear on
the constituent’s Interactions page. The stage selected for the earliest pending step will be used to determine
the plan stage.
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Planned Steps are steps that have not yet been completed and are planned for some future date. Generally, it
is not advantageous to select this status. Planned steps do not display on the constituent’s Interactions page,
nor do they display on the step owner’s Fundraiser page.

Add Steps

You can add steps to a prospect’s plan from several locations:

o From the Pending steps tab of a fundraiser record
o0 From the Details tab of a prospect’s plan

Add a step for Floyd, Reese & Kara - Prospect Group

@\ Detail Additional solicitors

Objective: Solicitor
Owner: ,.:f..
@—b Stage: _ N7 @
@ » Status: Planned o

Expected date: 3
®/ Expected start time:
@{ Expected end time: et

Time zone: W

— Contact method: v ‘_®

@ Help [ save || cancel
A. Enter the purpose or summary for the step.
B. Select a fundraiser to assign to this step. If the fundraiser is not listed in the menu, click the binoculars to
search for the fundraiser to assign to this step.
C. Select the stage of the step.
D. Select the status of the step, such as Planned, Pending, or Completed.
E. Enter the date and times you expect the step to take place.
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F. Enter the time zone where the step will take place.

G. If the step took place, enter the date the step occurred.

H. Enter comments to further describe this step.

I. List all additional solicitors to assign to this plan step.

J. Select how you intend to contact the prospect for this step.

K. Enter the Category related to the contact method.

L. Enter the Subcategory related to the contact method.

M. List all prospects that will participate in this step. This is especially helpful if you are working with a

constituent group prospect.

To Add a Step to a Prospect’s Plan:

1. Open the prospect plan on which to add a step.

2. Onthe plan’s Details tab, click the Add step button on the Planned and Pending
Steps action bar. The Add a step window displays.

3. Enter the information for the step.

4. Click Save to save the step and return to the Details tab.

Plan Stage

Description

Qualification

Initial contact and qualification of suspect.

Early Cultivation

Early cultivation has begun for the first major gift (or next gift
after stewardship); specific areas of future interest are likely
vague or undetermined.

Late-Stage Cultivation

Cultivation and engagement become more purposeful; the
prospect’s interests gain definition as key relationships are
developed; estimated ask date and amount can be added to the
opportunity.

Pre-Solicitation

Solicitation details are coming together; “pre-gift” discussions
may be taking place; ask amount, date, and designations are
fairly well established and recorded in the opportunity.

Solicitation

Formal solicitation has been made and a response is pending;
negotiations may occur after the initial ask.
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Plan Stage

Description

Closure A formal response, positive or negative, has been received and
any unresolved details are being addressed.
Stewardship The proposal has been accepted, and stewardship steps are in

place.

Edit Steps

From either the Planned and pending steps or Completed steps section on the Details tab of the Plan page,
you can edit existing prospect steps. In addition, from the Planned and pending steps section, you can choose

to edit all steps included in the section.

-~ " A A A A A AT A B et
Planned and pending steps (7) ﬂ © Add step @' 2] &
Status Date Start time End time Time zone Ow... Objective Stage Contact method
‘%) Pending 5/17/2012 Dr... Strategize with.. Early Cultivation Internal Meeting
@ Contact report = | [~ Write a letter I;JStep =
Y) Planned 773172 ¥ Mark complete Dr... Discussion surr... Early Cultivation Internal Meeting
%) Planned 1[31£ # Edit Dr... Lea hip (LK...  Early Cultivation Internal Meeting
%) Planned 4747200 X Delete Dr.. Tourandenga.. Late-Stage Cult.. Personally Sch...
¥ Planned 6/28/2) /7 Responses Dr... Proposal Prepa... Late-Stage Cult.. Task
%) Planned 8/28/2013 Dr... Formal Solicita... Pre-Solicitation  Persenally Sch...
%) Planned 10/31/2013 Dr... Askfollow-up Closure Personally Sch...
‘4 m »
Completedsteps (1) E) @ Addstep []- &1 &
Status Date Start time End time Ow... Objective Stage Contact method = Has document...

Edit steps for Floyd, Reese & Kara - Prospect Group - BOT Campaign Solicitation #2

Plantype: Selicitation Site: Qutlines: %
Steps
_Selecr. ail:_ i_Clear all _! Update status to: " l‘} InsertJ X Delet:_ \ Edit additional details
Expected date Stattime  Endtime  Timezone  Objective Q.. Stage Status Actual date  Contact method  Category Subcategc
5/17/2012 Strategize.. Dr... EarlyCu.. Pending Internal Meeting
7/31/2012 Discussion... Dr... Early Cu.. Planned Internal Meeting
1/31/2013 Leadership... Dr... Early Cu.. Planned Internal Meeting
47472013 Tourande.. Dr.. Late-Sta.. Planned Personally Sche...
6/28/2013 Proposal Pr... Dr... Late-Sta.. Planned Task
8/28/2013 Formal Soli... Dr... Pre-Soli... Planned Personally Sche...
10/31/2013 Ask follow-... Dr... Closure  Planned Personally Sche...
7] | W »
Adjust expected dates: | Forward | | 1_' Dayis) | | Adjust dates |

@ Help
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To Edit Steps on a Prospect’s Plan:

1.
2.
3.

Open the prospect plan on which to edit a step.
Select the Details tab.

In the Planned and pending steps frame, click Edit steps to edit all steps in the section
OR
click the row of a step and click Edit to edit only the highlighted step.

Make any necessary changes to the information on the Edit window.
5. Click Save.

File a Contact Report

A contact report is a interaction within a prospect plan. Completed steps may also be considered contact
reports.

When you complete an interaction with a prospect, such as a qualification visit, initial contact, or formal
solicitation, you can file a contact report to keep track of your interactions. You can also file contact reports for
unplanned activity with a prospect.

With a contact report, you can update the step’s details and enter any reactions or expected outcomes from the
step. Using this information, you can determine if the next scheduled step is adequate or if you should
customize the interaction to meet the prospect’s needs or interests.

Once you file a contact report, the information displays on the constituent’s Interactions page.
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File a contact report
@—-b Objective:
Status: Completed (Status will be changed to completed when this contact report is filed)
Owner: a2 Stage: Pre-Solicitation N ‘—‘—®
Actual date: 97172012 [8 Contact r .
Mathod Personally Scheduled Visit >
Actual start .
time: Category: General Interaction v ‘ﬁ
‘.‘“”"" end Subcategory: Prospect Strategy Meeting N
Additional solicitors Participants

O

Comment:

Next step in prospect plan

V] Edit next step information

O

Objective: honor with 2013 Alumni Award Status: Pending N
Owner: iv P|  Expected date: | 2/1/2013 [
3

@ Help Save L Capc_e_l_ |

A. If different from the original objective, enter the purpose for the step.

B. If different from the original owner, enter the step owner.

C. Enter the date and times the fundraiser completed this step (times are optional).

D. Select the stage when the step occurred.

E. Select the method used to contact the prospect.

F. Select a category to further define the contact method.

G. Select a subcategory to further define the contact method.

H. Enter each solicitor who participated in the interaction.

I. Enter each participant included in the interaction. If filing from a prospect group record, all individual and

organization participants must be listed.
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J. Enter any additional details about the interaction.

K. Select the checkbox to update the next step information. You can update the step’s objective, change the
owner of the step, indicate whether the step is planned, pending, or completed, and enter the expected
completion date. By default, this section displays the next pending step in the plan. However, if the plan
does not include steps with a pending status, information for the next planned step displays.

To File a Contact Report from the Fundraiser’s Record or via the Prospect Plan:

1. Open the fundraiser record assigned to the plan for the prospect and select the Pending Steps tab.
OR

Open the prospect plan and select the Details tab.

2. For an unplanned activity (i.e., the activity was not previously entered as a pending
or planned step), click Contact report and then click File an unplanned contact
report.

e Select the prospect and the plan for the unplanned contact report.
e Proceed to step 6.

3. For a pending plan step, click the row of the step for which you want to add a contact
report. (Planned steps must be edited to Pending and saved before the next step.)

4. On the action bar, click Contact report and then click File a Contact Report. The
File a contact report window displays.

5. Complete the fields and options available.
6. Click Save.
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Add Documentation

The Documentation tab on a prospect’s plan allows you add notes to the plan.

Notes

The Notes tab gives you the ability to create separate categories or types of notes and assign security to the
information they contain based on the notepad type.

Add a note 28
Type: v Date: 11/1/2012 3
Title: Author: yol
Notes:

Fontfamly ~ Fontsize /B 7 U AWV EEEE|2| i= IS | wm
0 Help §a\E ‘ Cancel

To Add a Note to a Prospect Plan:

1. Open the prospect plan on which to add a note.
2. Select the Documentation tab.
3. On the action bar, click Add, Note.
4. On the Add a note window:

e Select the note type.

e Enter atitle and date.

e Enter your name as the author.

e Enter the note information in the Notes field.

5. Click Save.
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Review

1. A prospect must have a constituent record before he or she can have a prospect view in your TAS
database. True/False?

2. Describe how to add a plan to a prospect record.

3. Where on a prospect record can you specify the organizations, affiliations, activities, or pursuits in which a
prospect expresses interest?

4. What action do you take to track interactions you have with a prospect, such as a qualification visit, initial
contact, or formal solicitation?

5. How do you access an opportunity record?

6. On afundraiser record, the tab tracks information
about your upcoming prospect steps in both a statistical and graphic format.

7. What feature can you use to change the fundraiser assigned to a group of prospects previously assigned to
another fundraiser?

8. Where can you access the mapping tool that lets you locate prospects and constituents on an interactive
map?

9. How do you navigate to a constituent's Wealth and Ratings page?
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Summary

The Prospect Management process outlines the overall moves management process, the stages managed
by fundraisers and donor prospect coordinators. The stages include research and confirm the suspect, add
the prospect to the database, then qualify, cultivate, and solicit the prospect.

A prospect must have a constituent record before he or she can have a prospect view in your TAS
database. Be sure to search the database for the existing prospect before you add them as new to the
database. Once you add a prospect, a Prospect and Planned Giving Info constituency is added to the
Constituencies tab of the constituent record.

When you complete an interaction with a prospect, such as a qualification visit, initial contact, or formal
solicitation, you can file a contact report to keep track of your interactions. You can also file contact reports
for unplanned activity with a prospect.

Requests for prospect assignment may be entered into TAS. Prospect coordinators review the list of
submitted assignment requests. The request can be accepted or denied and an explanation is added.

A prospect plan tracks the prospect’s plan activity including step detail, ask opportunities, fundraisers
associated with the prospect plan, and any planned gifts.

Once you add a default plan outline to a prospect record, you can customize the prospect’s plan by adding
steps, editing existing steps, or deleting steps.

On the Opportunities tab of a plan record, you can add information about opportunities to help you better
track prospect steps and gift requests.

You can associate a prospect with a specific naming opportunity by adding the naming opportunity to the
prospect’s opportunity record.

Fundraisers are the people who are involved with a prospect’s management including planning, cultivation,
and solicitation stages.

The Assign prospects in bulk function allows you to assign or reassign a large humber of prospects to
fundraisers in your database.

Use the integrated mapping functionality in the program to geographically locate prospects and constituents
on an interactive map. This mapping tool is powered by Microsoft’s Virtual Earth.

The Wealth and Ratings page for each constituent displays the wealth data you have gathered for that
constituent.
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APPENDIX

TAS Prospect Management Definitions

Prospect Status Description

Suspect The constituent is believed to be capable of a major gift now of $50,000
or more (or less as identified by individual units) and has an identified
area of interest with OSU.

Future Suspect The constituent is not currently capable of a major gift but strong
indicators for future giving and/or a need to build greater affinity with
OSU exist.

Undetermined Suspect The constituent has been reviewed by Research but is unable to be

classified as a major gift suspect at this time. Revaluation will occur in
a future screening.

Low Affinity Suspect Regardless of capacity, the constituent has little known affinity to OSU.

Disqualified After qualification visit to a pre-qualified (by Research) Suspect, a DO
determines the Suspect is not a Prospect.

Prospect A DO has qualified the constituent as a major gift prospect.

Prospect Group Member The constituent is a member of a prospect group. Users should

navigate to the group record to determine status, PM, and other
prospect information.

Former Prospect The constituent has been removed from active prospect management.
Former Prospect Group The constituent was a member of a prospect group that has been
Member removed from active prospect management. Users should navigate to

the group record to view prospect history.
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Prospect Assignments

Description

Prospect Manager

The prospect manager is assigned on the constituent’s prospect
record and is responsible for overseeing the entire prospect
relationship including plans, opportunities, stewardship plans etc.

Prospect Assistant Manager

Works in partnership with the prospect manager to create and
implement overall strategies and to facilitate communications among
team members.

Prospect Research Manager

Research staff member assigned to this prospect for general tracking
purposes. Research manager assignments will made by the director
of Development Research.

Prospect Stewardship Manager

Stewardship staff member assigned to coordinate and implement
overall stewardship activities for the prospect.

Industry Liaison Manager

Staff member from the Industry Liaison Office assigned to coordinate
strong strategic relationships between industry and the university.

Plan Type

Description

Solicitation

Standard gift cycle moving prospect from cultivation through
solicitation and closure.

Stewardship

Captures work related to general stewardship of the prospect,
especially when no plans exist to solicit in the near future.

Probate Management

Used exclusively by the Office of Gift Planning; captures work
related to booking planned gifts and dealing with estates in
probate.

Volunteer Engagement

Used exclusively by the Campaign Office to track volunteer
activities of high-level donors and prospects.

Qualification

Captures work completed to qualify a constituent as a prospect;
created automatically at the time of initial assignment.

ILO: Sponsored Research Project
ILO: Relationship Development
ILO: Community Relations

ILO: Student Engagement

Used exclusively by the Industry Liaison Office; captures work
related to developing strategic partnerships between industry
and the university.
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Plan Assignments Description
Primary Manager Primary manager of the plan.
Secondary Manager Development officer providing significant assistance with the

plan, and/or other OSU personnel (such as deans, directors,
faculty, and staff).

Secondary Solicitor / Development officer(s) providing significant assistance with the
Internal Partner plan, and/or other OSU personnel (such as deans, directors,
faculty, and staff).

Secondary Solicitor / Board or committee members and/or other volunteers.
Volunteer

Participant Role

Key Influencer Any constituent that has a great amount of influence on the
prospect or prospect group but is not a professional advisor or
volunteer.

Professional Advisor Constituent, such as attorney or estate planner, advising the
prospect.
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Plan Stage

Description

Qualification

Initial contact and qualification of suspect.

Early Cultivation

Early cultivation has begun for the first major gift (or next gift
after stewardship); specific areas of future interest are likely
vague or undetermined.

Late-Stage Cultivation

Cultivation and engagement become more purposeful; the
prospect’s interests gain definition as key relationships are
developed; estimated ask date and amount can be added to the
opportunity.

Pre-Solicitation

Solicitation details are coming together; “pre-gift” discussions
may be taking place; ask amount, date, and designations are
fairly well established and recorded in the opportunity.

Solicitation Formal solicitation has been made and a response is pending;
negotiations may occur after the initial ask.
Closure A formal response, positive or negative, has been received and

any unresolved details are being addressed.

Stewardship

The proposal has been accepted, and stewardship steps are in
place.

Opportunity Status

Description

Unqualified Rough estimates of ask date and amount exist; specific
designations are likely unknown.
Qualified Ask date, amount, and designations are being finalized.

Response Pending

An ask has been made for support of this opportunity.

Accepted The prospect has responded and indicated that they will make
the gift to this opportunity.

Rejected The prospect has responded and indicated that they will not
make a gift in response to this opportunity.

Cancelled After cultivating the prospect and perhaps even preparing a

proposal, you determine that the ask will not be made.
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Interactions Guidelines

What is an interaction?

Anindividualized and meaningful activity with any constituent in which new information is obtained and/or that moves
Ohio State’s relationship forward (as it relates to giving, engagement, etc.) constitutes an interaction that should be filed in
TAS.

Individualized means the activity was specific to the constituent, and not an event, form letter, or broad appeal.

Meaningful means the activity resulted in new knowledge about the constituent and/or relates to a strategy, gift
conversation, gift negotiation or gift stewardship. When a colleague (or your future self) reads this they will get value from
it.

How quickly should an interaction be filed?

All interactions should be entered in TAS within one week of the activity.

On which records should | enter the contact report?

For individuals, enter the contact report on constituent’s individual record. Additional individuals contacted should be
listed in the same interaction under “Participants.” In no case should there be multiple interactions filed for the same
activity.

For contacts with individuals representing organizations, enter the interaction on the organization record and include the
individuals contacted as participants. For example, if you met with Jane Doe to discuss Company X, file the interaction on
Company X’s record and include Jane Doe as a participant.

Prospect plan steps are really just interactions tied to a specific plan. Some plans will occur on prospect group records,
and steps/interactions filed on group records should have the group members listed individually as participants.

What should NOT be filed in TAS as interactions?

Events

Thank-you letters or form letters

Board, committee, and volunteer meetings

Group solicitations and appeals (to more than one individual, at any dollar level)

Cards and notes for holidays and special occasions

Random friendly encounters where nothing new is learned nor is the relationship advanced

Meetings with administrators, faculty, physicians, etc. that do not directly cover their personal philanthropy

What if there are multiple contactors?

Many interactions will have multiple individuals representing OSU, such as DOs, deans, directors, volunteers, and other
staff. In these situations, one single interaction should be filed with all additional personnel listed as additional
contactors/solicitors.

All contactors are responsible for coordinating single entry of the interaction in TAS. (The primary/owner may add the
interaction to TAS and others can review and make additions, if desired.)
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Guidelines: Interaction Summary/Objective

Useful summaries explain purpose and/or outcome, who was visited by whom and where, and what was discussed. Date
and contact methods are not necessary, as they are collected in another field. If an ask was made or a gift was presented,
be sure that is clear in the title.

Examples of complete summaries include:

Met with Logan and asked for $1M gift for cancer research support

Dinner with Joe Steinmetz and OSU alumni to discuss fundraising for Ottoman and Turkish Studies
Discussion and planning for event in Palm Beach hosted by Peter and Mary Jane

Cultivation visit to determine interest in supporting Engineering programs

Dr. Smith was asked and agreed to an $80K gift to support Ross HH Medical Director Fund

Hosted Lois at KSA and CEG for facility tours

Tony joined Drs. Abraham and Mazzaferri to hear an update on his gift to Cardiology

Scott emailed with questions about draft of ME gift agreement

Examples of incomplete summaries include:

Met for dinner

PSV with Mark

PSV lunch at Rusty Bucket

Chicago trip

Greeted during visit to basketball suite

Guidelines: Interaction Comments

The text should be concise and reflect the actual account of the contact. Interactions should include not only a statement
of purpose, but also a summary of what was learned.

Tips for creating useful contact report text:

Lead with a concise summary statement such as “The purpose of the contact was....”

Include a conclusion such as “The result of the contact was...” or “I learned...”

Describe who was meeting with whom (including full names and titles), where the meeting took place and the
purpose of the meeting.

Describe the topics of discussion and what various participants contributed to the discussion.

Note and account for donor likes, dislikes and statements regarding their affinity to Ohio State, political
statements, passion statements along with information on key relationships and biographical updates.

If an ask was made or answered, be sure to include the amount, designation(s), initial or formal response,
anticipated response date, and timeline for follow-up.

Describe qualifying information:

Family (members, size, structure, relatives, situations)

Assets (hard, soft, liquid, investments, properties)

Values (social, personal, other issue areas)

Advisors (personal or professional)

Motivations (projects, involvement, beat areas, experiences, passions)

Career Information (where, what and for how long)

End the interaction with your overall summary of the contact and next steps.
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Contact Method Description
Attempt to Contact One or more unsuccessful attempts to contact a prospect; may be a

summary of attempts over multiple dates..

Electronic Personal one-on-one electronic correspondence, such as email or text
messages, where targeted and/or substantive information is exchanged
beyond casual conversation.

Face to Face A one-on-one interaction with the constituent; face to face interactions
are unplanned and/or occur at events, meetings, etc.; substantive
information is exchanged beyond casual conversation.

Internal Meeting An internal meeting is held to discuss business and/or strategy related
to a constituent and the constituent is not present.

Letter Personal one-on-one correspondence used to distribute targeted
information to the constituent.

Personally Scheduled A personal meeting is deliberately scheduled and strategically planned
Meeting with desired outcomes; it is intentionally initiated to deepen the
university constituent relationship by evaluating interests or capacity,
strengthening personal connectivity, or advancing the constituent
toward a gift.

Task Tasks track administrative steps related to the constituent that may not
involve direct interaction with the constituent.

Telephone An in-depth phone conversation where information worth recording and
useful to moving the relationship forward is exchanged.

Guidelines: Specific Situations

Events
Athletic Events/Concerts/Shows Suite and Box Attendance
Board/Campaign Committee/Volunteer Meetings

Any activity with 10 or more constituents should be documented as an event, not an interaction.
You may have a meaningful one-on-one conversation and/or stage movement with an attendee at an event. In this case,

you should file an additional interaction for only that attendee on his/her record; the type of this interaction is (by definition)
a Face-to-Face interaction. Interactions at events of any type are not Personally Scheduled Visits.

Ethics and Privacy

Prospect and donor information may be considered public information and an individual could request to see the
information contained on a constituent record. Therefore, discretion and common sense must be used when entering
interactions and other information in TAS.
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It is important to be factual, professional, and balanced in the approach and description of the activity. Interactions should
only include information that will help advancement staff and representatives develop meaningful relationships with
constituents.

Conjecture, personal opinion, and revealing intimate or private information are not to be a part of the constituent record.
Interactions should not include health-protected information or potentially embarrassing details. Interactions should be

crafted with discretion and sensitivity, always keeping the best interests of the constituent in mind. Consider how you'd
feel if the constituent asked to see his/her own TAS record; are you comfortable with what they would read?

Health Information

Interactions should only include health information (1) when it has been relayed directly to the fundraiser by the
constituents themselves and (2) when it is relevant to their interests and relationship to Ohio State. Even considering this
general guidance, the fundraiser or staff member should use their own judgment and discretion as to what details, if any,
should be documented. See the “Ethics and Donor Privacy” section elsewhere in this document.

HIPPA policies must be adhered to in all instances. If you have questions about HIPPA compliance or policy, please
contact the Director of the Grateful Patient Program.

Categories
Category Description

General Interactions Record general contact with constituents not directly related to
front-line fundraising or stewardship activities.

Fundraising Record contact with constituents directly related to the gift cycle
(qualification, cultivation, solicitation, and/or prospect plans).

Industry Liaison Office Exclusively used by the Industry Liaison Office to denote ILO

(ILO) activities.

Prospect Research Exclusively used by the Prospect Research office to indicate
activities carried out by research staff.

Stewardship Record specific stewardship activities for constituents.

All interactions and contact reports require the selection of a category and subcategory. The subcategories
available depend on the category selected.

Interactions for Prospects

In the Fundraising category of interactions and contact reports, the subcategory of Prospect should be used
for all fundraising activities on prospect records (with the exception of the subcategory Prospect Strategy
Meeting).

Contact reports filed on a Prospect Group record require the selection of all relevant individual or organization
records in the “Participants” field.
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GIFT PLANNING

When donors make contributions using a planned gift vehicle, you can track the details in The Advancement
System (TAS). You can record both the initial gift value and the gift's remainder value, store basic payout
information for applicable gift vehicles, and keep track of beneficiaries and relationships for a planned gift. In

addition, when a planned gift consists of one or more assets, such as stock or property, you can itemize the
assets.

Lesson Objectives

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

o Navigate to view planned gifts associated with a constituent
o0 Navigate the tabs of a planned gift record
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Planned Gifts

View Planned Gifts

120

Gift Planning is usually defined as a set of ways a donor can leave money or assets to a nonprofit at his/her
death; or a way to invest money so that the donor receives benefits during his/her life and then bequeaths the

remaining funds to the nonprofit.

In most cases, a planned gift will benefit OSU in the future. Unlike an outright gift that provides OSU full benefit
upon receipt, a planned gift defers OSU'’s use of transferred assets until the death of a donor, or until the end of

a specified period of time.

With TAS, a planned gift can be created using a variety of vehicles. Planned gift records contain tabs and fields
specific to planned gifts, including the gift vehicle. The gift vehicle defines how the gift conditions are structured.
In TAS, the planned gift vehicle options are represented in this graphic:

Yehicle

Charitable gift annuity
Charitable remainder unitrusk
Charitable remainder annuity krusk
Charitable lead unitrust
Charitable lead annuity trust
Paooled income Fund

Life insurance

Retained life estate

Bargain sale

Cukright gift

Bequest

Retirement plan assets
Testamentary charitable brost
Living krusk

Other

You can view and access planned gifts in several ways:

0 Viathe Planned Gifts tab on a prospect’s record.
0 Viathe Planned Gifts tab on a prospect’s plan.

0 Viathe Planned Gifts tab on the Revenue tab of a constituent’s record. Planned gifts on this tab display for
the prospect, as well as any constituents listed as planned giving relationships.

0 Viathe Planned giver constituency code.
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To Open a Planned Gift Record:
1. From the prospect tab, select the Planned Gifts tab.
Select the entry you want to view.

2
3. Inthe Vehicle column, click the name of the entry you want to view.
4

The planned gift opens.

The Planned Gifts Tab

Planned gifts ¥ Fmers | () @ F More =
! Arcepted  Retirement plan atsets $11000000 110 Athletics - L4
Sralght TLS/2010  Accepted  Petrement plan assets $40000.00 4000000 Athletict - U4
Addition IRUVNLE Accepted  Fetwement plan satets $70,000.00 $70.000.00 Arhietacs - U4

Planned Giving Summary
If you have additions to planned gifts, the gifts and amounts are all displayed on the Planned Gifts tab. The first

row is the total of the original planned gift and any additions. You can expand that summary row to see the
original gift and the additions individually.
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The Planned Gift Record

To view the detail level of the planned gift, click on the planned gift in the Vehicle column. The planned gift
record displays details about the selected planned gift. The information displays on several tabs.

&) 11/5/2010 Retirement plan assets: $110,000.00

L Mobhoatord: “PG Resncable”. Chik here for mone sformaton

e Retrement plan seoris St Arcepies

Planned Gift Details Tab

The Planned Gift Details tab contains information about how the prospect wants your organization to use the
gift. You can view information about the designations to which to apply the planned gift and view the funding
interests of the prospect to help determine to which designations to apply the planned gift revenue.

AThlEbos $50.000.00  Linteringted Foundata

Planned Giving Relationships Tab

The Planned Giving Relationships tab tracks any prospect relationships relevant to the planned gift, such as an
attorney or family member. From this tab, you can access the relationship’s constituent record.

To Open a Relationship’s Constituent Record from the Planned Gift:

1. From the open planned gift record, select the Planned Giving Relationships tab.
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2. Click the name of the relationship entry that you want to open. The relationship’s constituent record
opens.

Beneficiaries Tab

On the Beneficiaries tab you manage the beneficiaries associated with the planned gift.

Revenue Tab

On the Revenue tab, depending on the type of planned gift, you may be able to view the planned gift revenue
transactions and any payment transactions applied to the planned gift. (ex. A distribution from a bequest may
show payments on this tab)

HO00000 Parred goft I Mr. Brutus & Buckeve $0.00

To Access a Planned Gift's Revenue Record:

1. Click Revenue tab.

2. Click Back to return to the Planned Gift record.

Campaigns Tab

When designations are associated with the planned gift and specific campaigns are associated with the
designations, these campaigns display on the Campaigns tab. From this tab you can go to the campaign
record.

Campaigns

Additions Tab

The Additions tab displays on the planned gift record for planned gifts of type:

o0 Charitable remainder unitrust
0 Charitable lead unitrust
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Pooled income fund

Life insurance

Bequest

Retirement plan assets
Testamentary charitable trust
Living trust

Other

O O 0O o o oo

135015 £ 70 00 H00000  Atketics - D58140

You can use the tab to track additions or modifications to the original planned gift.

For example, a donor may set up a bequest for a certain amount and later modify it to include more than the
initial amount. In this case, you would have the original planned gift for the initial amount. You would also go to
the Additions tab of the bequest and add the additional amount.

Additions to planned gifts can have their own designations and assets.
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OnBase Documentation Tab

The OnBase Documentation tab allows you to view Planned Gift documentation.

Baii Docuimanbithen (Trve

PG Mo Legary Baguest Fowrn PG Wl Legacy Beguest Foem - 001 1752010

" I”r Brutus ] 18 - Ex J

To Access documentation for a Planned Gift:

1. Click OnBase documentation tab.
2. Click on name of document

3. Click on link to view the document.
4,

Document viewer opens in a separate window. Planned gift document is displayed.

PG Meil Legacy B... *
5. Close document viewer by clicking on x. | E" e

The Planned Gift View tab displays a summary of the information tracked on the other tabs.
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Planned Gift Details  Planned Giving Relationships =~ Assets  Attributes Revenue Sites Documentation Campaigns Additions [REERLIERel QU

Planned Gift Notes (6) @ Note ' [X]+ [Z] &

Date Type Title Note Author Notification

) 12/10/2010 Distribution First partial distribution ~ Ms. Jennifer Ann Joerger

(&) 12/10/2010 Receipt to Michael E. O'Malley, Es... Ms. Jennifer Ann Joerger

¥/ 12/10/2010 Acknowledgment to Marjorie Z. Robinson (s.. Ms. Jennifer Ann Joerger

\¥) 6/4/2010 Valuation Inventory values estate.. Ms, Jennifer Ann Joerger

¥ 6/4/2010 Designation Will reads: "to the Virgi... Ms. Jennifer Ann Joerger

¥/ 6/4/2010 PG Comment Per5/12/10 conversati.. Ms. Jennifer Ann Joerger

Planned Gift Details (2) / Edit ' []+ (2] &

Designation Amount  Category Use code Type Date added Home Departm... = Campaign

The Virginia L. Zi... §50,000.00 6/4/2010 EHE Administrat...

The Virginia L. Zi... §50,000.00 6/4/2010 Lima Campus
Additions (2) @ Add [¥]+ (21 @

Designation Amount Recognitio. Category Use code Type Date Home Depart... Campaign

() Virginia Zirle... $9,433.27 $9,433.27 1/19/2012 EHE Administ...

\&) Zirkle Scholar... §9,433.27 $9,433.27 1/19/2012 Lima Campus
Distributions (4) (¥ @) [¥]- (2] @

Date Amount Transaction type Constituent Total payments Designation
¥ 12710/2010 §45,00000 Payment Ms. Virginia Irene Zirkle The Virginia L Zirkle Sch...
¥ 12/10/2010 §45,000.00 Payment Mes, Virginia Irene Zirkle The Virginia L. Zirkle Sch...
& 1/20/2012 §5,000,00 Payment Ms. Virginia Irene Zirkle The Virginia I Zirkle Sch...
¥ 1/20/2012 §5,000.00 Payment Mes. Virginia Irene Zirkle The Virginia L. Zirkle Sch...
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Summary

0 You can view and access planned gifts in several ways:

Via the Planned Gifts tab on a prospect’s record.

Via the Planned Gifts tab on a prospect’s plan.

Via the Planned Gifts tab on the Revenue tab. Planned gifts on this tab display for the prospect,
as well as any constituents listed as planned giving relationships.

Via the Planned giver constituency code.

0 Onthe planned gift, you can track the designations to which it is associated, funding types, and
relationships relevant to the planned gift, such as an attorney or family member. You can also track assets
and beneficiaries related to the planned gift.

0 Planned gift attributes can be used to track specialized information about the planned gift when no field or
tab exists for that information.

0 The Additions tab lets you track additions or modifications to the original planned gift. For example, a donor
may set up a bequest for a certain amount and later modify it to include more than the initial amount.
Additions to planned gifts can have their own designations and assets.
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Glossary of Gift Planning Terms

Bequest — donor names OSU the beneficiary of his/her will or trust

IRA rollover — Donor directs that his/her annual required minimum distribution from his/her individual retirement
account is donated to OSU

IRA beneficiary designation — donor names OSU the beneficiary of his/her individual retirement account, to
be received by OSU upon the donor’s passing

Life Insurance — donor names OSU the beneficiary of his/her life insurance policy or, donor names OSU the
owner and beneficiary of his/her life insurance policy.

Charitable Gift Annuity — contract between donor and OSU where the donor transfers assets to OSU, and
OSU guarantees a specific annual payment to donor, or other donor-chosen beneficiaries, for the remainder of
an annuitant’s life (or 2 annuitants’ lives). **Annuitant = A person who is entitled to receive benefits from an
annuity.

Charitable Remainder Trust — donor irrevocably transfers assets into a trust. A percentage of income is paid
to donor or other beneficiaries for specified period of time. After the term ends, the income stops being paid to
the charity, and the charity receives the assets in the trust.

Charitable Lead Trust — donor irrevocably transfers assets, such as cash, stocks and artwork, to a trust for a
set term of years. Each year, payments are made from the trust to the donor's designated charity/charities.
Once the trust's term expires, what is left goes to the donor's heirs.

Pooled Income Fund — A pooled income fund is a trust that is established and maintained by a public charity.
The pooled income fund receives contributions from individual donors that are commingled for investment
purposes within the fund. Each donor is assigned "units of participation" in the fund that are based on the
relationship of their contribution to the overall value of the fund at the time of contribution.

Each year, the fund's entire net investment income is distributed to fund participants according to their units of
participation. Income distributions are made to each participant for their lifetime; after which, the portion of the
fund assets attributable to the participant is severed from the fund and used by the charity for its charitable
purposes. A pooled income fund could, therefore, also be described as a charitable remainder mutual fund.

Life Estate — Donor irrevocably transfers title to a personal residence or farm to a charitable organization but
donor retains the right to the use of the property for a term that is specified in the gift agreement. At the
conclusion of the measuring term, all rights in the property are transferred to the charitable organization.

Accepted — OSU has been provided with the appropriate documentation to substantiate the planned gift
expectancy and it is being counted in giving totals

In probate — donor has passed away and gift is working through the probate process in order to ultimately be
delivered to OSU

Matured — OSU has received the entirety of the planned gift and nothing additional is expected
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Total Gift Amount — sum of initial planned gift and any subsequent additions
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