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(Ver. 6/7/10)
Common Adjustments to FACTS Database Records Following a Mailing
WHEN A MAILING REACHES THE CORRECT PERSON (ALUM), BUT A CHANGE OF THEIR CONTACT INFORMATION HAS BEEN PROVIDED TO YOU SO THEY CAN RECEIVE FUTURE CORRESPONDENCE
For a New or Changed Name, Phone, Email, etc.
When these procedures should be used:  The personal information on file for the contact is missing or needs to be updated.
1. From the Sphere homepage, click Search & Edit Donor Records

2. In the search bar, search for the person to update

3. Once their record is found, mouse over the word Manage and click on Manage Contact

4. Click on the Profile tab, then the Personal sub-tab.

5. Click the Edit button

6. Scroll down to the desired field and enter the necessary additions/edits.  
7. NOTE:  Please abide by the following rules:

a. The Education section DOES NOT pertain to their education at your school.  This section is for their post HS education.  The education fields for your school are within the Custom Fields tab.

b. Do not add, change, or remove the Special Flag or Alternate ID.  
c. Do not store Tax ID Numbers or Ethnicity.

8. Click the Save button to save the changes.

For a New or Changed Affiliations, Year of Graduation, Spouse Information, etc.
When these procedures should be used:  The personal information on file for the contact is missing or needs to be updated.

1. From the Sphere homepage, click Search & Edit Donor Records

2. In the search bar, search for the person to update

3. Once their record is found, mouse over the word Manage and click on Manage Contact

4. Click on the Profile tab, then the Custom Fields sub-tab.

5. Click the Edit button

6. Scroll down to the desired field and enter the necessary additions/edits.  These fields are in the Additional Info section, which is in the left hand column.  
7. NOTE:  Please abide by the following rules:

a. Multiple Affiliations may be selected.  (Alumni, Current Parent, Parishioner, etc) 

b. Do not add, change, or remove any of the data with the following sections:

i. School Input Text

ii. Alternate Address Candidate 1 Data

iii. Candidate 2 Data

iv. Wealth

v. Primary Candidate Address Ranking
8. Click the Save button to save the changes.

For a New or Changed Address

When these procedures should be used:  The Home Address in the Addresses tab is incorrect or outdated.

1. From the Sphere homepage, click Search & Edit Donor Records

2. In the search bar, search for the person to update

3. Once their record is found, mouse over the word Manage and click on Manage Contact

4. Click on the Profile tab, then the Addresses sub-tab.

5. Click the Add button

6. From the Address Type drop-down box, select Home Address

7. Enter the new address in the appropriate fields

8. In the Mail To This Address field, click Yes.  This flag allows the address to appear on acknowledgement letters – it does not impact if the person should receive mailings.

9. Click Save.  A message will appear stating that you cannot have two addresses of the same type.  Click OK to move the previous address to a historical status and make the address you just entered the current address.

WHEN A MAILING REACHES THE CORRECT PERSON (ALUM) AND HE/SHE IS NOTED AS DECEASED OR YOU RECEIVE CONTACT VIA ANY FORM THAT AN ALUM IS NOW DECEASED
When person is noted as Deceased

When these procedures should be used:  You receive notification that the contact is deceased.

1. From the Sphere homepage, click Search & Edit Donor Records

2. In the search bar, search for the person to update

3. Once their record is found, mouse over the word Manage and click on Manage Contact

4. Click on the Profile tab, then the Personal sub-tab.

5. Click the Edit button

6. In the Personal Information section in the right hand column, check the Yes button in the Deceased field.

7. Click the Save button to save the changes.

8. If the Year of Death is known, click on the Custom Fields tab.  If not, these steps are completed

a. Once on the Custom Fields tab, click Edit

b. In the Custom Fields section, select the Year of Death from the drop-down box.  

c. Click the Save button to save the changes.

WHEN A MAILING REACHES THE CORRECT PERSON (ALUM), BUT THE PERSON CHOOSES TO OPT OUT OF SOME COMMUNICATIONS (i.e., do not mail, email, OR call, in the future)

When these procedures should be used:  The contact is an alumnus who notifies the school that he/she does not want to receive any future contact from the school via one or more methods (mail, phone, or email).  This procedure is also to be used for those who choose to opt out via the clickyes.com website.

1. From the Sphere homepage, click Search & Edit Donor Records

2. In the search bar, search for the person to update

3. Once their record is found, mouse over the word Manage and click on Manage Contact

4. Click on the Profile tab, then the Personal sub-tab.

5. Click the Edit button

6. Scroll down to the Communication Preferences section in the lower right hand column.  Check the appropriate boxes to opt the person out of each communication type (direct mail, phone, email).  A check in the box signifies the person has opted out (does not wish to receive) that particular communication type.

7. Click the Save button to save the changes.

WHEN A MAILING REACHES THE CORRECT PERSON (ALUM), BUT THE PERSON CHOOSES TO OPT OUT OF ALL COMMUNICATIONS (i.e., do not mail, email, or call, in the future)

When these procedures should be used:  The contact is an alumnus who notifies the school that he/she does not want to receive any future contact from the school regardless of method.  This procedure is also to be used for those who choose to opt out via the clickyes.com website.
1. From the Sphere homepage, click Search & Edit Donor Records

2. In the search bar, search for the person to update

3. Once their record is found, mouse over the word Manage and click on Manage Contact

4. Click on the Profile tab, then the Custom Fields sub-tab.

5. Click the Edit button

6. Scroll down within the Additional Info section.  Check the “Opt Out” button.  A check signifies the person has opted out (does not wish to receive) ANY communication.

7. Click the Save button to save the changes.

WHEN A MAILING DOES NOT REACH THE CORRECT PERSON
When you receive a response via mail, email, or phone when the person states that you reached the wrong person (i.e., he/she did not attend your school)
When these procedures should be used:  This means the primary address (in the Addresses tab) is incorrect and should be replaced with the “Candidate 1 Alternate Address’ information.  By doing this, you will have the next best choice of the person/address for your next mailing.  If upon review, you determine the address you provided to CAP to be searched, the “School Input Address”, is correct, you will need to replace the “Primary Address” with the “School Input Address”.  
1. From the Sphere homepage, click Search & Edit Donor Records

2. In the search bar, search for the person to update

3. Once their record is found, mouse over the word Manage and click on Manage Contact

4. Find the correct address within their record (either the “Candidate 1 Alternate Address” or the “School Input” section (if you know that one to be correct) and write the information down on a piece of paper.

5. Click on the Profile tab, then the Addresses sub-tab.

6. Click the Add button

7. From the Address Type drop-down box, select Home Address

8. Enter the address information from step 4 in the appropriate fields

9. In the Mail To This Address field, click Yes.  This flag allows the address to appear on acknowledgement letters – it does not impact if the person should receive mailings.

10. Click Save.  A message will appear stating that you cannot have two addresses of the same type.  Click OK to move the previous address to a historical status and make the address you just entered the current address.

When you receive “RETURN TO SENDER” mail from a mailing
When these procedures should be used:  The contact’s mailing was marked “Return to Sender” by the post office.  This means the primary address (in the Addresses tab) is incorrect and should be replaced with the “Candidate 1 Alternate Address’ information.  By doing this, you will have the next best choice of the person/address for your next mailing.  If upon review, you determine the address you provided to CAP to be searched, the “School Input Address”, is correct, you will need to replace the “Primary Address” with the “School Input Address”.  

1. From the Sphere homepage, click Search & Edit Donor Records

2. In the search bar, search for the person to update

3. Once their record is found, mouse over the word Manage and click on Manage Contact

4. Find the correct address within their record (either the “Candidate 1 Alternate Address” or the “School Input” section (if you know that one to be correct) and write the information down on a piece of paper.

5. Click on the Profile tab, then the Addresses sub-tab.

6. Click the Add button

7. From the Address Type drop-down box, select Home Address

8. Enter the address information from step 4 in the appropriate fields

9. In the Mail To This Address field, click Yes.  This flag allows the address to appear on acknowledgement letters – it does not impact if the person should receive mailings.

10. Click Save.  A message will appear stating that you cannot have two addresses of the same type.  Click OK to move the previous address to a historical status and make the address you just entered the current address.

Page 1 of 5
Common Adjustments to Database Records                          6/7/10 Ver.

