(Ver. 11/8/10)

Adding an “Affiliation” to a Contact Record in the  Blackbaud-Kintera(FACTS) Donor Management System
In order to properly solicit, track, and thank existing and potential donors, it is important that every contact in the system be coded with the proper affiliation(s).    (Affiliations are alumni, friend, parishioner, current parent, past parent, grandparent, etc.)  A record can have multiple affiliations, but must at least have one affiliation.  For example, an alumni can also be a current parent and a parishioner.  In this case all three affiliations should be noted.  
How to add an Affiliation to a Contact record
1. From the home page, click Search & Edit Donor Records

2. Using the grey search bar, search for the person to update using name or supporter id.
3. In the search result, mouse over the word Manage next to the name and click on Manage Contact

4. Click on the Profile tab

5. Click on the Custom Fields tab

6. Click the Edit button

7. In the Additional Info section, check the Affiliation(s) that are applicable to this person.

8. Click Save

(Ver. 11/8/10)

Adding an Appeal Code, Fund Code, or Campaign Code

to an existing Transaction in the  Blackbaud-Kintera(FACTS) Donor Management System
In order to track donations received, it is important that every donation in the system be coded with the proper Fund Code(restricted or unrestricted), Campaign Code (school year), and Appeal Code (specific event or mailing).  If you find that an existing transaction does not have any or all of the three coded, you can add the proper code to that transaction.
Adding a Fund, Campaign, or an Appeal code to an existing transaction.  

1. From the home page, click Search & Edit Donor Records

2. Using the grey search bar, search for the person to update using name or supporter id
3. In the search result, mouse over the word Manage next to the name and click on Manage Contact

4. Click on the Financial tab

5. Click on the Transactions tab

6. In the list of transactions, find the specific transaction to update.  Mouse over the numbers in the Transaction ID column and click on Manage

7. Click the Edit button and click on Adjust

8. Scroll down to the Gift Allocation section and select the appropriate Fund, Campaign, and Appeal from the drop-down boxes.

9. In the Edit Notes field, enter the reason for the change (such as “adding appeal code”)

10. Click Save

(Ver. 11/8/10)

Adding a “Memorial Gift” to the   Blackbaud-Kintera(FACTS) Donor Management System
The Blackbaud-Kintera(FACTS) Donor Management System is cumbersome when it comes to recording memorial gifts.  Fortunately, there is a simple way around this that allows donations to be recorded as memorial gifts and then searched for later on.  
Entering a New Gift as a Memorial Gift/Tribute Gift
1. From the home page, click Search & Edit Donor Records

2. Using the grey search bar, search for the person to update using name or supporter id

3. In the search result, mouse over the word Manage next to the name and click on Manage Contact

4. Click on the Add Gift Entry link on the right side of the screen

5. Under Gift Subtype drop-down box, select “Memorial/Tribute” 
6. Enter all other information as you normally would for a gift
7. In the Edit Notes field, enter the specifics of the gift – ex:  Memorial Gift in honor of Mr. Bob Jones    

8. Click Save

Adding a Memorial Gift/Tribute Designation to an existing transaction.  (To be used if you want to clarify that a donation you already entered is a memorial gift)  
1. From the home page, click Search & Edit Donor Records

2. Using the grey search bar, search for the person to update using name or supporter id

3. In the search result, mouse over the word Manage next to the name and click on Manage Contact

4. Click on the Financial tab

5. Click on the Transactions tab

6. In the list of transactions, find the specific transaction to update.  Mouse over the numbers in the Transaction ID column and click on Manage

7. Click the Edit button and click on Adjust

8. Scroll down to the Gift Subtype drop-down box, select “Memorial/Tribute” 

9. In the Edit Notes field, enter the specifics of the gift – ex:  Memorial Gift in honor of Mr. Bob Jones    

10. Click Save
