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Section A: Introduction

Overview

Workbook Goal The goal of this workbook is to provide you with the knowledge and practice
to accurately create and track prospects at your institution.

This workbook is divided into three sections:
« Introduction

. Set-up

. Day-to-day operations

Intended Advancement Office Officers and Staff
Audience
Client You must complete several tasks before the instructor arrives at the site to

Responsibility  conduct the course. The instructor will define elements within Banner in order
to complete this workbook topic. If you are unable to complete these tasks
before the course is scheduled, please contact your account manager for
assistance.

In this section  These topics are covered in this section

Topic Page
Process Introduction A-2
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Process Introduction

Introduction This module contains features that support prospect management
identification, pool segmentation, research and tracking.

Flow Diagram  This diagram highlights the processes used within the Banner Advancement

System.
- 10-. 6. ©- O0- ©
= Prospect
k Advancement
Office Engages Seeks to raise Acknowledges and Emnl d
. relationship with institutional Receives donations receipts Tn[;tzjlfl?r: serilﬂs
m g"F"r?:;lLesms institution support contributions 94
You are here!
. Administers o
fﬂfﬁfmsn'?l;s;ir::ﬁfs Manages events volunteer and staff rﬁ:rr:lllr:rs;ﬁirss Manalgte:s pr;:_speci
fundraisers P relationships
About the « This process is initiated when a constituent is identified as a prospect,
process according to the institution’s definition of a prospect.
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Overview

Purpose

Intended
Audience

Objectives

Prerequisites

Section B: Set Up

The purpose of this section is to outline the set-up process and detail the
procedures to set-up your Banner system to manage prospects.

Advancement Office employees. More specifically, personnel responsible for
creating and maintaining major donor records and campaign volunteer
information for the alumni, development, and foundation offices, along with
staff members who manage campaigns and gift designations.

At the end of this section, you will be able to:
e ldentify and describe Banner forms and processes used for set-up
e Create rules and set parameters used to process data

To complete this workbook, you should have completed the SCT Education
Practices computer-based training (CBT) tutorial “Banner 6.x Fundamentals:
Navigation and Forms,” or have equivalent experience navigating in the SCT
Banner system.

Continued on the next page
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Overview, Continued

In this section ~ These topics are covered in this section.

Topic Page
External Ratings Code Validation Form (ATVEXRS) B-2
Giving Vehicle Code Validation Form (ATVGIVH) B-3
Move Type Code Validation Form (ATVMOVE) B-4
Project/Interest Code Validation Form (ATVPRQOJ) B-5
Proposal Code Validation Form (ATVPROP) B-6
Reference Code Validation Form (ATVREFR) B-7
Ratings Screen Code Validation (ATVRSCR) B-8
Ratings Type Validation Form (ATVRTGT) B-9
Solicitor Contact Code Validation Form (ATVSCNT) B-10
Source Code Validation Form (ATVSORC) B-11
Staff Assignment Type Validation Form (ATVSTFT) B-12
User Defined Codes Validation Form (ATVUSRC) B-13
Expense Code Validation Form (GTVEXPN) B-14
Subject Index Validation Form (GTVSUBJ) B-15
Creating and Viewing Strategy Plans B-16
Self Check B-18
Answer Key B-19
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External Ratings Code Validation Form (ATVEXRS)

Introduction The External Rating Code Validation Form (ATVEXRS) lets you define codes
and descriptions to track ratings an institution may receive about people or
organizations from outside the institution. Types of ratings could include a
lifestyle category, a potential of giving rating, etc.

Screen Image The External Ratings Code Validation should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record

functions.

% External Ratings Code Validation ATVEXRS 5.0 (AB00)
External Activity
Source Description Date
col ICnmpnsite Donar Index i?Z—JUL-'IBQ‘i
PFR Faotential Plus Rating 22-JU1L-1891

[

i
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Giving Vehicle Code Validation Form (ATVGIVH)

Introduction The Giving Vehicle Code Validation Form (ATVGIVH) lets you maintain
user-defined codes that will track the different types of gifts that can be made
by a prospect for a specific project/interest. The Giving Vehicle Code is
assigned to a prospect and a project/interest in the Project/Interest Area
window on the Prospect Information Form (AMAINFO).

Screen Image The Giving Vehicle Code Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

e Giving Vehicle Code Validation ATYGIVH 5.0 AE00)

Code Description Activity Date
M |citannuity 22-JUL-1881
B Bequest 22-JUL-1991
CE Cash Gift 22-J1L-1991
cT Chatitable Remainder Trust 22-AUL-1991
G |Giftin Kind OB-JAR-1985
I Insurance Policy 22-AUL-1991
Pl Faooled Income Fund 22-JUL-1951
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Move Type Code Validation Form (ATVMOVE)

Introduction

Screen Image

The Move Type Code Validation Form (ATVMOVE) lets you maintain user-
defined codes identifying the moves made with a prospect based on certain
contacts. Moves management is a prospect strategy to analyze the
effectiveness of a solicitation program.

Move codes are assigned or viewed on the following forms:

Prospect Contact Form AMACONT
Strategy Plan Rule Form AMASTGY
Prospect Strategy Plan Form AMAPLAN
Moves by Prospect Form AMAPROS
Moves by Project Form AMAPROJ
Moves by Staff Form AMASTAF

The Move Type Code Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

en Move Type Code Yalidation ATVMOVE 5.0 0ABOO)

Code Description Actiaty Date
Appaintment 22-JUL-1891
ICULT Cultivation Call 2-00CT-1991
|FDLL Fallowe-up 22-JUL-1991
|INIT Inital Wisit 23-JUL-1991
PHORM Initial Phone Call 23-JUL-1991
FROP FProposal Presentation 23-JUL-1991
S0L Solicitation 22-JU1-199
[THHK  [Thank you 22-JAN-1892
!
|
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Project/Interest Code Validation Form (ATVPROJ)

Introduction

Screen Image

The Project/Interest Code Validation Form (ATVPRQOJ) lets you maintain
codes for projects or area of interest for a prospect. You can assign the
project/interest code to a prospect in the Project/Interest area window on the
Prospect Information Form (AMAINFO), or you can assign it when you log a
contact with a prospect on the Prospect Contact Form (AMACONT).

The Project/Interest Code Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

% Projectiinterest Code Validation ATYPROJ 5.0 &4EDD)

Code Description Activity Date
m Annual Challenge Scholarship m
ATHLT athletic Scholarship [230L1001 |
ENDOW Endowed Challenge Scholarship [22-00-1881 |
EXCEL Campaign for Excellence m
FIELD Fieldhouse Renavation 22001081 |
HEAL Health Enhancement Institte [2300L-1991
LB Likrary Endowtmnent m
FERF Center far the Performing Arts m
PETMR Business/Education Partnership W
TERM Term Challenge Scholarship m
WHC Wiomen's Resource Center m
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Proposal Code Validation Form (ATVPROP)

Introduction Use the Proposal Code Validation Form (ATVPROP) to create and update
proposal codes and descriptions. A prospect can have an unlimited number of
proposal codes, but each proposal code can be associated with a prospect only
once.

The codes you create here are used on the Prospect Information Form
(AMAINFO) and the Prospect Proposal Form (AMAPROP).

Screen Image  The Proposal Code Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

n Proposal Code Validation ATVPROP 5.0 AWEQDD)

Code Description Activity Date
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Reference Code Validation Form (ATVREFR)

Introduction The Reference Code Validation Form (ATVREFR) lets you maintain user-
defined codes identifying how constituents/organizations become prospects. A
reference code is assigned to a prospect in the General Information on the
Prospect Information Form (AMAINFO).

Screen image The Reference Code Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

’;,_E Reference Code Yalidation ATYREFR 5.0 QAEODD)

Code Description Activity Date
lﬁ IAIumnaIus Cantact W
CA Class Agent 22-JUJL-1951
FC Faculty Member m
PR President's Contact 22- 101199
RS Research Staff m
TR Trustee Contact [22-00L-1991 |
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Ratings Screen Code Validation Form (ATVRSCR)

Introduction Use the Ratings Screen Codes Validation Form (ATVRSCR) to maintain user-
defined codes identifying the staff type who performed a rating on a prospect.
A code is assigned to each prospect rating in the Ratings window on the
Prospect Information form.

Screen Image  The Ratings Screen Code Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

y&;gl Ratings Screen Code Validation ATYRESCR 5.0 fwE00)

Code Description Activity Date

|m |consultant I'zz-JUL-199-|
|RESRH lResearcher IEZ‘-JUL—‘.EQ'I

STAFF Staff 22-JUL-1991

WOLM Wolunteer 22-JUL-15991
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Ratings Type Validation Form (ATVRTGT)

Introduction Use the Ratings Type Validation Form (ATVRTGT) to maintain user-defined
codes identifying the types of ratings a prospect have (e.g. donor, volunteer,
class agent). The ratings type code is assigned to a prospect in the Ratings
window on the Prospect Information Form (AMAINFO).

Screen Image The Ratings Type Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record

functions.

8 Ratings Type Validation ATVRTGT 5.0 (wB00)

Description Activity Date
|Danor 22-JUL-1991

—

=

=)
m

:

Solicitar 22-JJL-15891
Wolunteer 22-JUL-1991

T TEe =
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Solicitor Contact Code Validation Form (ATVSCNT)

Introduction The Solicitor Contact Code Validation Form (ATVSCNT) lets an institution
define codes and descriptions identifying types of contact a solicitor might
have with a constituent in a solicitation appeal. Solicitor contact codes are
entered in Contact on the Campaign Solicitors Form (AFACSLT). These
codes assist in tracing a volunteer’s progress with a constituent. Also, a contact
code can be assigned to a specific contact with a prospect on the
Contact/Action information on the Prospect Contact Form (AMACONT).

If Web Ind is selected, the code can be viewed on the web.

Screen Image The Solicitor Contact Code Validation Form should be accessed and the
existing information should be reviewed. Anything pertaining to your
institution that needs to be added or deleted can be done so via the
Insert/Delete Record functions.

’%_H Solicitor Contact Code Walidation ATWSCHNT 5.0 {wE00)
Code Description % Web Ind Activity Date
Im Campus Visit 73 [21-0CT-1991
|COR Personal Correspondence ™ m
LCE |Large Group Cultivation Event I m
PHRM Fhone Call I [07-Jur-1 890
PRF Proposal Presentation I m
PSL Peer Solicitation I [o7-JurE1 890
PYT Fersonal Visit v [01-Jur-19a0]
SCE | [Small Group Culfivation Event 2 [21-0cT-1991)
S5L Staff Solicitation Iv m
TEL Teletund Call I [07-ur1 880
TSL | [Team solicitation 2 [01-Jun-19a0
=
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Source Code Validation Form (ATVSORC)

Introduction Use the Source Code Validation Form (ATVSORC) to maintain user-defined
codes identifying the types of sources from which research on a prospet takes
place. Source codes can be assigned to a prospect in the Source Information on
the Prospect Research Form (AMARSCH).

Screen Image The Source Code Validation Form form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

r

;»E Source Code Validation ATYSORC 5.0 (awE007)

Code Description Date
IZ:II._.Ir'-JEiF. Dun and Bradstreet 22-4U1-1991
MARTIM  [Martindale Hubble 22-JUL-199
SOCRE Social Register 22-JUL-1991
W AR E Who's Who in America 22-JUL-1991
WWWEAS  [Who's Who in the East 22-JUL-199
WAANOE  [Wha's Wiho inthe North 22-JUL-199
WWS0L  [Who's Who in the South 22-UL-199
WNWE!  [Who's Who in the West 22-JUL-1991
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Staff Assignment Type Validation Form (ATVSTFT)

Introduction Use the Staff Assignment Type Validation Form (ATVSTFT) to maintain user-
defined codes identifying the roles a person can have with a prospect (e.g.
solicitor, cultivator, researcher, etc.)

The Solicitor checkbox identifies whether the person assigned to this
assignment needs to have an ID on GUAIDEN. If checked, an ID must be
associated with the person assigned to this code.

Screen Image The Staff Assignment Type Validation Form should be accessed and the
existing information should be reviewed. Anything pertaining to your
institution that needs to be added or deleted can be done so via the
Insert/Delete Record functions.

";;33 Staff Assignment Type Validation ATVSTFT 5.0 fwE00)
Type Description Solicitar Date

lcuLT] Cultivator N 22-JUL-1981

[mos Major Gift Solicitar 73 22-JUL-1891

[soLc [Salicitor ~ [2z00C 1801

[woLn [volunteer r [22-0uL-1901
= il &
~
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User Defined Codes Validation Form (ATVUSRC)

Introduction Use the User Defined Codes Validation Form (ATVUSRC) to maintain the
codes identifying information that will be acquired about a prospect by
research. You can assign user-defined codes to a prospect in the Research Data

window on the Prospect Research Form (AMARSCH)

Screen Image The User Defined Codes Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record

functions.

*en User Defined Code Validation ATVUSRC 5.0 (wB00)

Code Description Date
AFFILIATED ORGS Corporate affiliates 28-AL0G-159917
AMMUAL SALES Annual Sales 22-JUL-1991
BOMUSES Bonuses 22-JUL-1951
CORFPORATE EMPLOYEES  |Number of employees 21-0CT-1991
CORPORATE FISCALYR Carparate fiscal year dates 21-00CT-19931
CORPORATE REVEMNUE Metearnings 21-0CT-15931
DATE INCORPORATED Diate corporation was founded 21-0CT-1981
DIRECTOR'S FEES Directar's Fees 22-JUL-1991
DIVIDEMNDSIOPTIONS Dividends and Stock Options 22-JUL-1991
EMFLCYEES Mumhber of Employees 22-1UL-15881
ESTIMATED MET WORTH Estimated Met'Worth 22-JUL-1991
GIFTS TD OTHERS S Other Philanthropic Interests 22-JUL-1991
HEALTH "HHealth 21-0CT-1591
INCOME Incorme 21-0CT-199
INHERITAMCE Inhetitance 22-JUL-1991
KR OW TO Others whao have knowledge of prospect 22-1UL-15851
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Expense Code Validation Form (GTVEXPN)

Introduction Use the Expense Code Validation Form (GTVEXPN) to define expense codes
for functions, campaigns and prospect contacts. Examples of expenses include

consulting, equipment, facilities, and publicity.

Screen Image The Expense Code Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

%en Expense Code Validation GTVEXPN 5.0 (wB00)

Code Description Activity Date
AD |Administrative 12-JAM-1995
At LAweards 12-JAR-1955
CH Consulting 12-JAM-1995
DE Decorations 12-JAR-1955
EM Entertainment 12-JAMN-15995
EQ Equipment 12-JAK-1935
FA Facilities 12-JAR-1995
Fi Food 12-JAM-1955
(E]0] Graphic design 12-JAM-19945
Gl Gifts 12-JAR-1995
LA Labor 12-JAR-1995
Lo Lodging 12-JAM-1995
WA IMailing 12-JAR-1985
MW INewspaper Ads 12-JAM-1995
FE Puhlicity 12-JAM-1995
PH  |Phone 12-JAR-1995
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Subject Index Validation Form (GTVSUBJ)

Introduction Use the Subject Index Validation Form (GTVSUBJ) to define indexes
(keywords) that desribe the subject matter of comments for functions,
prospects, constituents, and designations.

Screen Image The Subject Index Validation Form should be accessed and the existing
information should be reviewed. Anything pertaining to your institution that
needs to be added or deleted can be done so via the Insert/Delete Record
functions.

"e3 Subject Index Validation GTVSUBJ 5.0 (w00

Code Description Activity Date
!PxREBF' Adrministration Response 03-JAM-1994
ATTID Attitude toweard institution 2B-MO-1593
CAREER  |Career Planning Potential 22-JUL-1951
CHLMGE |Challenge Scholarships 22-JUL-1991
DETAIL  |Details 12-JAK-1995
DocUm - |Document Function 12-JArM-1995
EXCEL Campaign for Excellence 22-JUL-1991
HIST History of function 12-JAR-1885
LEGACY JAdmissions Legacy 22-JUL-1951
RETWREK  |Metworking 22-JUL-1991
RNEWBLD (Hew Buildings 29-ALG-1991
FERF Ferfarming Arts Center 22-JUL-1941
FROBS Frohlems 03-JAM-1994
FLIRP Furpose 16-DEC-1993
RECRUT |Recruiting Relationship 22-00CT-1991
RELIM Feunion 22-JUL-1991
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Creating and Viewing Strategy Plans

Introduction The Strategy Plan Rules Form (AMASTGY) allows you to create a base
strategy for the strategy place code and/or project entered on the key
information. The strategy developed here for a plan/project combination
defaults to the Prospect Strategy Plan Form (AMAPLAN) when a prospect is
targeted for a plan/project combination. The plan can be customized for a
prospect on AMAPLAN without affecting the strategy plan developed here.

Strategy plans consist of a strategy and an optional project (also referred to as
an interest area). A project is required to link a strategy plan to a prospect. At
least one project/interest must be linked to the prospect, not necessarily to the
strategy. Each strategy/project combination is referred to as a “strategy plan”
or just “plan”. There is no one-to-one correspondence between a strategy and a
project. This allows a strategy to be associated with any number of plans, a
project to be associated with any number of strategies, or a strategy to exist by
itself (that is not associated with a project). In the first two cases, each plan’s
strategy/project combination is unique; it cannot be altered when it is assigned
to a prospect. In the last case, a project must be associated with the plan when
it is assigned to a prospect.

Procedure Follow these steps to complete the form
Step Action
1 | Access the Strategy Plan Rules Form (AMASTGY).
g3 Strategy Plan Rules AMASTGY 5.0 twB00)
Plan: I| _I Praject: I [ _I
Move | Description Wait Days  Activity Date
N -
H
[
H
—
IH N -
2 |For anew plan, use the Search functions to review values to make sure
your plan does not already exist.

Continued on the next page
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Creating and Viewing Strategy Plans, Continued

Procedure, continued

Step

Action

3

Create the new code in the Plan field.

Link an optional Project code

Perform a Next Block function.

Search in the Move field and select an appropriate code.

Enter the number of Wait Days.

Enter all the moves and wait days appropriate for this plan.

| (N[o|Oo| >

Select the Save function.

©2003. Systems & Computer Technology Corporation
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Self Check

Directions

Question One

Question Two

Question Three

Question Four

Use the information that you have learned in this workbook to complete this
self check activity.

What form lets you maintain user-defined codes that will track the different
types of gifts that can be made by a prospect for a specific project or interest?

True / False
A prospect can have an unlimited number of proposal codes, but each proposal
code can be associated with a prospect only once.

What form do you use to maintain user-defined codes identifying the roles a
person can have with a prospect (e.g. solicitor, cultivator, researcher, etc.)?

True / False

The Prospect Strategy Plan Form (AMAPLAN) allows you to create a base
strategy for the strategy place code and/or project entered on the key
information.

©2003. Systems & Computer Technology Corporation @C’t
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Answer Key

Question One  What form lets you maintain user-defined codes that will track the different
types of gifts that can be made by a prospect for a specific project or interest?

Giving Vehicle Code Validation

Question Two  True / False
A prospect can have an unlimited number of proposal codes, but each proposal
code cab be associated with a prospect only once.

True

Question Three  What form do you use to maintain user-defined codes identifying the roles a
person can have with a prospect (e.g. solicitor, cultivator, researcher, etc.)

Staff Assignment Type Validation (ATVSTFT)

Question Four  True / False
The Prospect Strategy Plan Form (AMAPLAN) allows you to create a base
strategy for the strategy place code and/or project entered on the key
information.

False — The Strategy Plan Rule Form (AMASTGY) allows you to create a
base strategy for the strategy place code and/or project entered on the key
information.
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Overview

Purpose

Intended
Audience

Objectives

Prerequisites

In this section

Section C: Day-to-Day Operations

The purpose of this section is to explain the day-to-day operational procedures
to handle prospect management at your institution.

Advancement Office staff.

At the end of this course, participants will be able to:
e Assign a new prospect into Banner

Record a contact

Add prospect comments and research

Add a prospect proposal

Assign a strategic plan to a prospect

e View the status of a prospect

To complete this workbook, you should have completed the SCT Education
Practices computer-based training (CBT) tutorial “Banner 6.x Fundamentals:
Navigation and Forms,” or have equivalent experience navigating in the SCT
Banner system.

These topics are covered in this section.

Topic Page
Process Introduction C-2
Making the Constituent a Prospect C-4
Recording a Contact C-10
Adding a Prospect Comment and Research C-13
Link a Prospect with a Proposal C-16
Strategy Plans C-18
Viewing the Status of a Prospect C-22
Develop a Research Profile for a Prospect C-27
Creating Messages from a Prospect Contact C-29
Query a Pool of Prospects C-30
Linking a Project with a Designation C-31
Self Check C-32
Answer Key C-33
©2003. Systems & Computer Technology Corporation @ct
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Process Introduction

About the The Advancement Office can:
process e Establish, store, and weight prospect ratings from internal and external
sources
e Associate prospects with refernce source, ratings, screening processes,s taff
members, project/interest areas, and contact and follow-up actions
e View and query prospects by geographic region, class year, ratings, staff
assignment, and project/interest areas
e Record contacts with prospects, associating a “move” code with each
contact.
e Create online reminder messages for specific contact and follow-up
activities.
e Store free-form comments with subject indexes
e Create user defined fields to store prospect research
e Create a strategy plan for a specific project and assign the plan to a
prospect
¢ View moves planned and completed for a prospect, for a project, and by a
staff member.

Flow diagram

%% Legend

rQ] = Prospect
11 M

4

Manager

= Prospect
Manag
Processor

The following process depicts the prospect management process.

0 - FQF% @ -

Ryl

Enter reference Assign staff
information/ Rate the prospect person to
indicate status prospect

/

Of- 9.9

Create a proposal Execute a strateqgy
for a prospect plan

Enter prospect data

Continued on the next page
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Process Introduction, Continued

What happens  The stages of the process are described in this table.

Stage Description

1 Enter reference information and indicate status

Access prospect information page

Enter a reference for the prospect

Indicate prospect status

2 | Rate the prospect

w

Assign a staff person to a prospect

4 | Enter prospect data

Indicate prospects project/interest areas

Enter external ratings

Add research information

Enter contact information

Add comments about a prospect

5 | Execute a strategy plan

6 |Create a proposal for a prospect

©2003. Systems & Computer Technology Corporation
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Making the Constituent a Prospect

Introduction The Prospect Information Form is used to create a prospect record for an
already established constituent or organization ID. Entering a reference source,
rating, and staff assignment for an 1D establishes that ID as a prospect.

This form is also used to associate a prospect with screening processes and
projects and/or interest areas. It provides storage for any ratings obtained from
a commercial prospect rating service. The information contained on the form is
used to identify and segment the prospect pool. All of the primary prospect
forms may be accessed from the main window.

Procedure Follow these steps to complete the procedure.

Step

Action

1

Access the Advancement Prospect Information Form (AMAINFO).

’E_s Advancement Prospect Information AMAINFD 6.0 fwE00)

Mame Caty I Class

D |
Spouse; I

General Information

Reference: I

Description: l

Status: I_

Allow Web Pledges: ™
Allow \Web Gifts: |

Target Infarmation

Asking Amount:
Asking Date:
Calculation Date:
Indicator: _vJ
2 | Tab to the Name field and enter a name in last-name-comma-first-name
format.
OR
Perform a name Search to locate the appropriate record.
3 | Perform a Next Block function.
4 | Reference is a required field. Double-click in the Reference field to
access the codes describing the reference source for making this entity a
prospect. This is to identify the individual who suggested the
constituent be a prospect.
5 | Select the correct code and double-click to retrieve it.
Continued on the next page
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Making the Constituent a Prospect, Continued

Procedure, continued

Step

Action |

7

Tab to the Description field, and enter a free-text explanation of the
reason for making this entity a prospect.

Note: You may want to enter a date here instead of a name to indicate
when this action was completed.

The Prospect Status code defaults to *A — Active’. To change this
code, double-click in the Status field and select a different code by
double-clicking on the correct code.

If you want to allow the prospect to make on-line pledges through Self-
Service Alumni, then click the Allow Web Pledges check box.

Note: You may not want to allow all prospects to have this option. For
example, if you are hoping for a major gift from this prospect, then you
would not want to allow them the option to make a much smaller
pledge.

10

If you want to allow the prospect to make on-line gifts through Web for
Alumni, then click the Allow Web Gifts check box.

Note: If you do not allow this prospect to make online pledges, they will
not be able to make a pledge payment, only a gift online.

11

The Target Ask Amount will be calculated based on other data entry.

12

Select the Save function.

13

Perform a Next Block function. |
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Making the Constituent a Prospect, Continued

Ratings window Follow these steps to complete the process.

Step Action
1 | While in the form AMAINFO, select Ratings from the Options menu.
Wl Block |tem Reo
Projectsiinterasts
External Ratings
Solicitor Contacts
Project Designations
Prospect Research
Prospect Contacts
Prospect Comments
Prospect Plan
moves by Frospect
Prospect Proposals
Prospect External Ratings
2 | The following windo WI|| appear:

[ | [ |

[ | | |

[ | | |

| | | |

Rater: I—J 1D: | | _J
[ | | | e N
Rater: | _I 10 | I J z

3 | Double-click in the Type field to select the code that describes the type
of rating you are recording. This is a required action.

4 | Select the appropriate code and double-click to retrieve it.

5 |Double-click in the Rating field to select the code that rates the
prospect in the area identified by the type code.

6 | Select the appropriate code and double-click to retrieve it.

7 | Click on the Primary box if you want to indicate that the rating is the
‘primary” — or most important/accurate rating for the prospect.

8 |Double-click in the Rater Type field to select a code describing the
type of entity doing the rating (e.g. Staff, External Consultant, Board
Member, Volunteer)

9 | Select the appropriate code and double-click to retrieve it.

Continued on the next page
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Making the Constituent a Prospect, Continued

Procedure, continued

Step

Action

10

Use the Rater or ID fields to record the name of the person responsible

for the rating.

IF

THEN

The person is a staff member
(i.e. a Banner User)

Use the Rater Search icon to
view and select from a list of
authorized Banner users.

Banner user

The person is not an authorized | Use the ID search button to

select a Banner ID from the

11 | Click the Save icon.
12 |Perform a Next Block function.
Staff Follow these steps to complete the procedure.
assignments
window
Step Action
1 | Once you have performed the Next Block function, the following
window will appear:
’zg Staff Assignment AMAINFO 6.0 (wED0)
Type Description Staff l Marme Primary Date
[ = | _| B
10
[ e ] o
10:
[ [ .
1D
I r
ID: B
2 | Double-click in the Type field to view and select a code that describes
the ‘type’ of role that the staff person will play in regards to this
prospect (e.g. “Prospect Manager, Solicitor, Researcher, Cultivator’).
Note: This is the last piece of required information to make a
constituent a prospect.

Continued on the next page
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Making the Constituent a Prospect, Continued

Procedure, continued

Step

Action

3

Use the Staff or ID fields to record the name of the staff person
assigned to the roll selected.

IF THEN
The person is a staff member Use the Rater search button to
(i.e. a Banner User) view and select from a list of

authorized Banner users.
The person is not an authorized | Use the ID search button to
Banner user select a Banner ID from the

4

Click the Save icon.

5

Perform a Next Block function.

Project/interests Follow these steps to complete the procedure.

area window

Step

Action

1

Once you have performed the Next Block function, the following
window will appear:

’:';_E Frojectinterest Area AMAINFO 6.0 {wEOO)

Code Description Giving wehicle

Target Ask Date: I Target Ask Amount: I

Target Ask Date: I Target Ask Armount: I

Target Ask Date: I Target Ask Amount: I

Detail: _l Asked Amounts: _I

| v

111

Ll

Double-click in the Code field to view and select a code that describes
the projects or interests this prospect should be associated with. 1f no
project or interest has been determined, select a code that indicates this
(e.g. “None Determined’)

Optionally, add a code to describe a giving vehicle anticipated for this
project/interest.

Double-click in the Giving Vehicle button to view and select a code
that describes the projects or interests this prospect should be
associated with.

Optionally, add a Target Ask Date and Target Ask Amount for the
project/interest.

Continued on the next page
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Making the Constituent a Prospect, Continued

Procedure, continued

Step Action
6 | The Detail icon allows the user to link more information about the
project.
7 | The Asked Amounts icon allows the user to display a list of all the

asked amounts for that Project/Interest Area.

8

Click the Save icon.

Click the Exit icon to return to the Prospect Management window.
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Recording a Contact

Introduction

Contacts are entered in the Banner system using a variety of codes to easily
group and report on contact information. Additionally, contacts may serve as
the “completion” of a strategic move for the prospect.

Procedure Follow these steps to complete the procedure.
Step Action
1 | Access the Prospect Contacts Form (AMACONT).
% Prospect Contacts AMACONT 5.4 (wB0O)
Marme Caty | Class
o: 710000402} BRI aLUM 18095
Spouse: | |
Contact/Action

Proposal: I Reference # I il
Originator: | _|
Strategy: _|
Project: | Azl Amournt: I
See Projects: _l
Contact: Diate: I
Description: % Ca”frm
Ilawe:
Assignee: | _I
Action:
Action Date: Confidential: [ Status: I_ I
Create Message Automatically: ™ Kt

2 | Tab to the Name field and enter a name in last-name-comma-first—

name format.
OR
Perform a name Search.

3 | Perform a Next Block function.

4 | In the Originator field, enter the initials of the staff person who made
this contact. You can view a list of Banner users by double-clicking in
the field.

5 | Select the desired person in the list by double-clicking on their record.

6 | Double-click in the Project field.

7 | In the Options dialog box, you may either view a list of existing
projects for the prospect by selecting Projects of Prospect List, or view
a list of all projects by selecting Project/Interest Areas.

8 | Double-click on the correct project to select it and return to the contact

form.

Continued on the next page
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Recording a Contact, Continued

Procedure, continued

Step Action
9 |Navigate to the Ask Amount field.
IF THEN
This contact included an actual | enter the amount requested here
ask
If the contact did not include an | leave this field blank
ask
10 | Before you can add a contact type, you will be asked if you would like
to enter information for additional projects.
IF THEN
You select “Yes” you will be returned to the
project field for additional entry
If you select “No” your cursor will move to the
Contact field
11 | Double-click in the Contact field to view and select the appropriate
contact code.
12 | Double-click on the correct code to return to the contact form.
13 | Your cursor will move to the Contact Date field.
14 | The current date defaults but can be over-written.
15 |In the Description field, you may enter a description of the contact.
Additional text may be entered by clicking the Call Report icon.
16 | To exit the call report, click on the X in the title bar
17 | If this contact met the requirements of a strategic move for the
prospect, double-click in the Move field to view a list of move codes.
18 | Select the appropriate move code by double-clicking on the row.
19 | The Assignee field identifies the person responsible for any follow-up
action. The field defaults to the contact originator, but can be changed.
20 | In the Action field, describe any follow-up action the assignee needs to
do. This text will become a message to the assignee, as well as
information stored with the contact.
21 |Inthe Action Date field, enter the date on which the assignee should
receive the message.
Continued on the next page
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Recording a Contact, Continued

Procedure, continued

Step Action

22 | Click on the Create Message Automatically field to have the system
create a message/tickler, which will be posted to the assignee on the
date specified.

Note: You may also optionally mark the message Confidential.

23 | Click the Save icon.

24 | Click the Exit icon.
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Adding a Prospect Comment and Research

Introduction The Prospect Comment Form allows you to enter and organize comments
about the prospect. Prospect research data can be entered and viewed on this
form. Before using this form, a prospect record must be created on AMAINFO
(previous process).

The Prospect Comment Form lets you enter comments about prospect activity.

It

« Identifies if the user is a Prospect Comment Supervisor (defined on
AGACTRL). Supervisors have red User Status: Supervisor indicator

« Allows only the originator and the Supervisor to read a comment if it has
been marked Confidential

« Identifies the last user who updated the form Comment or Subject

. Automatically wraps text as you type it. You can also cut and paste text
from another document.

« Lets you use keywords to search for comments. Each comment can have
an unlimited number of keywords.

« Provides access to the prospect’s plan (AMAPLAN) (which is discussed
later in this module)

Procedure Follow these steps to complete the form.

Step Action
1 | Access the Prospects Comment Form (APACOMT).

%3 Prospect Comments AMACOMT 6.0 (wB00)

MName Caty I Class

10
Spouse: =if
Subject:

L=y
Originator: _I Confidential: ™
User: Entry Date: [—
Last updated by

L4l

2 | In the Name field, do one of the following:

e Enter a name in last-name-comma-first-name format

e Perform a name search

e Double-click in the Subject field to view and select a specific
subject to filter the results

Continued on the next page
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Adding a Prospect Comment and Research, Continued

Procedure, continued

Step

Action

3

Perform a Next Block function.

4

In the Originator field, enter the initials of the person adding the
comment.

Note: You can view a list of Banner users by double-clicking in the
field. Select the desired person in the list by double-clicking on their
record.

In the Confidential Flag field, indicate if the comment is confidential.

In the Entry Date field, you may update the date of the comment
entry. The current date defaults but can be over-written.

Click in the Comment text area to enter your comment.

Click the Save icon.

Continued on the next page
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Adding a Prospect Comment and Research, Continued

Toindex a Follow these steps to complete the form.
commet
Step Action
1 | Click Subject/Index in the Options menu.

oailsjefl Biock [tem Eec
Qriginator |
Subject Index |

Erospect Information
Prospect Research
Brospect Contacts
Prospect Froposals
Moves by Prospect
Brospect Plan

Prospect External Ratings

The following window will appear:

e Subject Indexes AMACOMT 6.0 twB00)

Code Subject Uszer

T

w

A comment can be cross-indexed to multiple subject codes

Double-click in the Subject Code field to view and select the
appropriate code for this comment.

Click the Save icon.

Click the Exit icon.
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Link a Prospect with a Proposal

Introduction  The Prospect Proposal Form (AMAPROP) enables you to assign and track
proposals for prospect, then associate each proposal with projects.

For each proposal assigned to a prospect, an unlimited number of projects can
be identified, but only four active projects for the proposal are allowed.

Procedure Follow these steps to complete the procedure.

Step

Action

1

Access the Prospect Proposal Form (AMAPROP).

%em Prospect Proposal AMAPROP 6.0 (w00}

MName Cate | Class
ID: [ﬁm Ms. AnoelaWooster ALUM - [1875
Spouse: I Mr. William D. Wooster, Il |
Prospect's Proposals
Praposal Code: ! Active: [ =
Status: I_ Status Date:
Staff: I _I ID:| J Amount: Due:

Comment =
il -

Proposal's Projects

Project

Giving “ehicle Status Target Ask Armount
I_ -

[ [

[ B -

Detail: _]

Note: Proposal codes can be generic and used for various prospects, or
you may want to create individual proposals for top prospects.

Double-click on the Proposal Code field and select the appropriate
value.

Double-click in the Status field and select the appropriate status.
Note: The status code describes the status of the entire proposal.
Additional status codes are available to describe the status of
individual components.

In the Status Date field, enter the date that the status was entered or
changed. (This field defaults to the current date, but can be over-

written.)

Continued on the next page
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Link a Prospect with a Proposal, Continued

Procedure, continued

Step Action
5 |Use the Staff or ID fields to record the name of the staff person
assigned to track this proposal.
IF THEN
The person is a staff member Use the Staff field's Search icon
(i.e. a Banner User) to view and select from a list of
authorized Banner users.
The person is not an authorized | Use the ID field's Search icon to
Banner user select a Banner ID from the
system.
6 |Inthe Amount field, enter the total amount of the proposal.
7 | Inthe Due field, enter the date that the proposal is due to be
completed.
8 |Inthe Comment field, enter any comments regarding the overall
proposal.
Note: The comment field is 10,000 characters long. You can “copy
and paste” from other applications into this area.
9 |Click the Save icon.
10 |Perform a Next Block function.
11 |In the Project field, click the Search icon. A dialog box appears.
12 | You may access a list of projects already defined for the prospect, or a
complete list of all project/interest codes.
13 | If you select a code from the Projects of Prospect List, any detail from
AMAINFO will be automatically entered here, but can be modified.
14 | Add additional projects via performing an Insert Record function.
Note: All proposals MUST be associated with at least one project. If
you select a project that is not already assigned to the prospect, the
system will ask if you wish to add the project to the prospect's Project
Interest List on AMAINFO. Select “Yes” to add it to AMAINFO,
“No” to add it to the proposal and NOT to the prospects interest list.
15 | Additional information can be entered for each project component of
the proposal. Click the Detail icon to add Project Start Date, Project
End Date, Target Ask Amount and Target Ask Date.
16 |When all project components are added, click the Save icon.
17 | Click the Exit icon.
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Strategy Plans

Introduction Strategy Plans consist of moves and wait days between moves, providing
consistent cultivation or solicitation plans for a project or group of prospects.
Strategy plans can be general, or apply to a specific project only.

Strategic Planning (“Moves Management”) provides a pro-active way to lead a
prospect through the various fund raising stages to a successful conclusion.
The Banner system includes the ability to plan activities on specific days or
after a defined “wait period”. Banner messaging is used as a “tickler” file
system to remind development officers of up-coming moves.

Diagram

Continued on the next page
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Strategy Plans, Continued

Associate a The Prospect Strategy Plan Form (AMAPLAN) allows you to associate a
strategy witha  strategy, project, and moves manager to a prospect, view an already-assigned
prospect strategy, or create a strategy. A strategy plan may be modified to suit a

prospect via this form. Any modifications made here affect the strategy plan
only as it applies to the ID in the key information; the strategy plan will not be
affected for the rules as defined on the Strategy Plan Rule Form or for any
other prospect assigned this strategy plan.

Procedure Follow these steps to complete the procedure.

Step

Action

1

To associate a strategy with a prospect, access the Prospect Strategy
Plan Form (AMAPLAN).

’i;:_a Frospect Strategy Flan AMAFPLAMN 6.0 fwB0O)

Mame Catgy | Class
ID: 221 0009202 e ALUM 1995
Spouse: | | I

Strategy Assignment

Strategy Project Moves Manager
Start Date

I | I ! k2

Click the Search icon to select the appropriate strategic plan. If the
plan is pre-associated with a project, the prospect MUST have that
project assigned to them on AMAINFO in order to proceed.

Note: Strategic Plans are pre-defined on AMASTGY. When a plan is
selected, any predefined moves are automatically assigned. These
moves can be modified, added to or deleted, according to the
individual circumstances of the prospect.

Continued on the next page
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Strategy Plans,

Continued

Procedure, continued

Step

Action

3

If the predefined Strategy Plan has not been associated with a project,
click the Search icon to view a list of projects assigned to the prospect.
Note: The prospect must have that project assigned to them on
AMAINFO in order to create a strategic plan.

In the Start Date field, enter the date that will be used to calculate all
move dates within the plan. (The current date defaults)

In the Moves Manager field, enter the initials of the staff person
responsible for managing this prospect’s plan.

Click Search to view a list of staff people assigned to the prospect.

~

Click the Save icon.

Select Plan from the Options menu.

Note: The prospect must have that staff person assigned to them on
AMAINFO in order to create a strategic plan.

Click the Save icon.

10

The preassigned moves, wait days and dates (calculated from the start
date on the previous block) appear. You may accept the plan, or
modify it.

e To delete a move, click in the appropriate row and perform a
Remove Record function.

e To change the wait days between moves (and all subsequent dates),
change the wait days in the appropriate row, and then select
Reschedule Dates from the Options menu.

e To change the date of a particular move WITHOUT changing
subsequent dates, update the Planned Date field and click Save.

e To add moves, perform an Insert Record function, and then
double-click on the Move field to view and select a move code.
Add a wait days value or a specific date.

11

To send a reminder message to the person assigned as Moves Manager,
enter a message in the Message field, click the Message indicator, and
add the date the message should be posted to the Message/Date field.

12

Click the Save icon.

Continued on the next page
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Strategy Plans, Continued

Procedure, continued

Step Action

13 | Repeat this procedure until all moves have the message desired.

Note: When sending a message, be sure to anticipate the amount of
time needed to prepare for the move before creating a date. The date
you enter will be the date that the message is sent to the moves
manager via the Banner message form GUAMESG.

14 |Click the Save icon.

15 | Click the Exit icon.
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Viewing the Status of a Prospect

Moves by The Moves By Prospect Form is a query-only form that allows you to view the
Prospect Form  status within a date range of any prospect for a specific project for all projects.

Procedure This form shows the number of moves, unplanned moves and the most recent
moves.
Step Action
1 | Access the Moves By Prospect Form (AMAPROS).
Y@ hoves By Prospect AMAPROS 5.0 twaO)
Marme Caty I Class
1D ERHE |-t Smith ALLIM 1995
Spouse: I
Praject: I I _J Begin: I End: |12-MAY-2003
Prospect Status: !Acti\-’e [ Active
# Planned Moves: | [~ Flan Exists
# Actual Moves: I # Unplanned Moves: I
Most Recent Contact
Maove Code: l Cantact Date: |
Staff ID: |
Proposal:
Project:
Caontact: ﬂ

In the Key block, you may optionally enter a project/interest code, a
start date and an end date range. These codes will affect what
information you view on the form.

To select a project code, click the Search icon. You may view a list of
existing projects for the prospect, or a list of all project interest codes.
(Leave this field blank to view all project information).

Optionally enter a Begin date, or change the default End date (the
current date).

Perform a Next Block function.

Note: The information viewed in this form is dependent on the
parameters set by the Project, Begin Date and End Date in the key
block. The End date defaults to the current date. If this is not changed,
only those moves scheduled before or on the current date will be
displayed. To view future moves, be sure to reset the End date to a
date which will include future moves.

Continued on the next page
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Viewing the Status of a Prospect, Continued

Procedure, continued

Step

Action

6

In the first block, move information is displayed. Fields indicate if a
strategic plan exists for the prospect/project combination, how many
planned moves there are within the date range, how many have been
completed (i.e. a contact report with that move code has been created),
and how many unplanned moves have been made (i.e. a contact with a
move code NOT in the plan has been created)

In the second block, summary information about the most recent
contact is displayed.

Perform a Next Block function to view a summary history of all
contacts for the prospect.

Yen Contacts AMAPROS 5.0 (wE00)

Proposal Project Mave Call Report

Staff Date __I_ _-J_ __I_ Contact _|
- : =B

r

=

r
H B

Action

= Complete

 Pending

© Hold

Date: I e iz et By e |

This is a query form, which means that information defaults to this
form once contacts and moves are recorded.

Continued on the next page
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Viewing the Status of a Prospect, Continued

Procedure, continued
Step Action
10 | To view moves by Staff, access the Moves By Staff Form
(AMASTAF)
%0 Moves By Staff # AF 5.0 (wEDD)
Staff: | Bagin Date:
Froject: . End Date:  [12-MAY-2003

Contact Surmmary

# Planned Moves: # Prospects Assigned:

# Actual Maoves:
# Unplanned Moves:

# Prospects Contacted:
# Unassigned Prospects Contacted:

Contact Detail

Staff
Prospect Date fove Plan Dead Project 1
o B
Contact: =
| | i (|
Contact: =

Note: The end date defaults to the current date, but can be changed to a
future date and the data will be displayed accordingly.
Continued on the next page
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Viewing the Status of a Prospect, Continued

Procedure, continued

Step Action
11 |Perform a Next Block function.

12 Tem Mioves AMASTAF 5.0 (wB00)

Planned Moves
hlowe
#Planned # Actual

|<| I}

Unplanned hoves
hove

# Actual
13 | This is a query form, which means that information defaults to this
form once contacts and moves are recorded.

Continued on the next page
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Viewing the Status of a Prospect, Continued

Query Forms Follow these steps to complete the process.

Step

Action

1

The Strategy Plan List Form (AMCSTGY) displays current strategy
plans and associated projects.

2

Moves By Prospect (AMAPROS) shows the number of planned
moves, unplanned moves and the most recent moves.

Note: In this example, the time of the first planned move is still in the
future, so the counts show zero.

Note: When you first enter this form, the End date defaults to the
current date. You can change this date (to a future month or even a
future year) and information will be displayed accordingly.

w

Perform a Next Block function to view the other information.

SN

Navigate to the Moves by Project (AMAPROQJ) form.

Perform a Next Block function to view information.

Note: The End date defaults to the current date, but can be changed.

Perform a Next Block function to view more information.

Navigate to the Moves By Staff (AMASTAF) form.

Note: The End date defaults to the current date, but can be changed to
a future month or future year. Data will be displayed accordingly.

Perform a Next Block function to view more information.
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Develop a Research Profile for a Prospect

Introduction The Prospect Research Form (AMARSCH) collects prospect research data that
supplements the biographical data stored in the Constituent and Organization
modules. It can be accessed directly from the Advancement Prospect
Information Form (AMAINFO). The Constituent Summary Form (APASBIO)
and the Organization Header Form (AOAORGN) can be accessed directly
from anywhere within this form by performing a Duplicate Record function
(for persons and non-persons).

Procedure Follow these steps to complete the form.
Step Action
1 | To store research information about the prospect, access the Prospect
Research Form (AMARSCH).
2 | Perform a Next Block function, then search in the Researcher field to
find the desired researcher on GUAIDEN.
3 | Perform a Next Block function, then search in the Source field to find
the appropriate source information.
Note: This is a bibliography of sources, and does not link directly to
the data entered in the next block.
4 | Perform a Next Block function, then search in the Data field to find
the appropriate value to categorize the data being entered.
5 | The As Of date will default to the current date, but may be overtyped.
6 | The Activity date is system generated.
7 | Enter the Data manually, or copy-and-paste information from other
sources (such as a Word document or from an Internet source).
8 | Click the Save icon.
9 |If additional information is to be entered, perform a Rollback function
and repeat this process.
10 |Click the Save icon after entering your additional information.
11 | Click the Exit icon.
Continued on the next page
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Develop a Research Profile for a Prospect, Continued

Procedure, continued

Step

Action

12

Perform a Next Block function.

13

A message box will appear indicating that the projects already assigned
will be displayed.

14 | Click the Save icon.

15 |Click the Exit icon.
Additional It is important to note that the blocks of this form do not roll concurrently. (In
information fact, the researchers default in alphabetical order.) For this reason, in the data

block, the researcher and source should be included in parentheses.
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Creating Messages From Prospect Contacts

Message You can create messages on AMACONT and GUAMESG. Once the messages

Overview are created, you can edit them on either form; however, changes do not display
on the non-edited-message form. Messages display for the recipient on the
appropriate date. Messages can also be made confidential.

Procedures Follow the steps to complete the form.
Step Action
1 | Access the Prospect Contact Form (AMACONT).
2 | If you want to add an Action, enter a description.
3 | Add an Action Date.
4 | Select the Create Message Automatically check box.
5 |Save your data. This should call up the General Message Form
(GUAMESG).
6 |On GUAMESG, search in the Recipient field for the appropriate
recipient.
7 | The Sender will default.
Note: The recipient can be the same as the sender.
8 | Enter the Date on which the message should be delivered.
Note: This may be a date in the future.
9 | Enter the Message.
10 |To help the recipient, search in the Ref ID field for the prospect’s
record to link to this message.
11 |In the System field, enter A (Alumni).
12 | Click the Save icon.
13 | When the recipient receives the message, they can select the Complete
radio button to remove it from their messages.
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Query a Pool of Prospects

Introduction The Prospect Pool Inquiry Form (AMAPOOL) enables you to view a group of
prospects online. You can enter any combination of five key selection criteria:
geographic region, prospect rating, project/interest area, staff member assigned
and prospect preferred class year. Prospects meeting the criteria are displayed.

Procedure Follow these steps to complete form.

Step

Action

1

Acess the Prospect Pool Inquiry Form (AMAPOOL).

"{E Frospect Pool Inguiry AMAPCOOL 5.0 fwE00)

Geographic Region: ||
Division: :I
Frospect Rating: I_
Project/Interest Area: |
Staff Assigned: | _l
Preferred Class Year.
1D Mame Deceased
Jui =
r
r
-
-
r
-
r £

This form allows you to view various kinds of information by selecting
the criteria you want in the first block.

2 | Enter your criteria, such as Staff Assigned, to see a list of prospects
assigned to a specific staff member.
3 | Perform a Next Block function to view the results of your query.
4 | Perform a Rollback and modify the criteria, then perform a Next
Block function to view the new results.
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Linking a Project with Designations

Introduction The Projects Designations Form enables you to assign multiple designations to
a project.

Procedure Follow these steps to complete the form.

Step Action

1 | Access the Prospects Designations Form (AMADESG).

T Project Designations AMADESG 5.0 (wb00)

Project: l Athletic Schalarship

Designation

College:
WEE:
Department:
College:
WEE:
Department:
College:

VSE: )
Department: g =

Double-click on the Designation field and select the appropriate value.

Repeat the process to link additional designations.

Click the Save icon.

Ol (wN

Once a project has been linked, it will appear when that designation is
displayed on the Designation Form (ADADESG).
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Self Check

Directions

Question one

Question two

Question three

Question four

Question five

Question six

Question seven

Question eight

Use the information that you have learned in this workbook to complete this
self check activity.

What form is used to create a prospect record for an already established
constituent or organization 1D?

True/False
Contacts are entered on the Banner system using a variety of codes to easily
group and report on contact information.

Prospect research data can be entered and viewed on what form?

True/False
The Prospect Proposal Form (AMAPROP) enables you to assign and track
proposals for a prospect, then associate each proposal with projects.

What consists of moves and wait days between moves, and provide constituent

cultivation or solicitation plans for a project orgroup of prospects?

What form allows you to associate a strategy, project, and moves manager to a

prospect, view an already-assigned strategy, or create a strategy?

True / False
The Moves By Prospect Form is a rule form that allows you to view the status
within a date range of any prospect for a specific project for all projects.

What form collects prospect research data that supplements the biographical
data stored in the Constituent and Organization modules?
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Answer Key

Question one

Question two

Question three

Question four

Question five

What form is used to create a prospect record for an already established
constituent or organization 1D?

Prospect Information Form (AMAINFO)

True/False
Contacts are entered on the Banner system using a variety of codes to easily
group and report on contact information.

True

Prospect research data can be entered and viewed on what form?

Prospect Comment Form (AMACOMT)

True/False
The Prospect Proposal Form (AMAPROP) enables you to assign and track
proposals for a prospect, then associate each proposal with projects.

True

What consists of moves and wait days between moves, and provide constituent
cultivation or solicitation plans for a project orgroup of prospects?

A Strategy Plan

Question six What form allows you to associate a strategy, project, and moves manager to a
prospect, view an already-assigned strategy, or create a strategy?
Prospect Strategy Plan Form (AMAPLAN)
Continued on the next page
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Answer Key, Continued

Question seven  True / False
The Moves by Prospect Form is a rule form that allows you to view the status
within a date range of any prospect for a specific project for all projects.

False. The Moves by Prospect Form is a query only form that allows you
to view the status within a date range of any prospect for a specific project
for all projects.

Question eight ~ What form collects prospect research data that supplements the biographical
data stored in the Constituent and Organization modules?

Prospect Research Form (AMARSCH)
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