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1. Introduction

This manual is designed to support the training course Fundamentals 2. It is to be used
primarily as a reference guide to individuals who will be writing basic queries and completing
bulk correspondence processes.

1.1 Objectives

By the end of this course/manual users will be able to :
¢ Create and manage queries (inc smart fields/queries), selections
e Create research groups
¢ Download, export and import query results and data created from processes
¢ Edit the DARS wiki page
e Import selections and wealth engine data
¢ Manage KPIs and the KPI dashboard

It is assumed that you already have a good basic knowledge of DARS, and have a good
working knowledge of the functionality and processes contained in the DARS001
Fundamentals 1 course.

You should also be able to use Microsoft Word’s Mail Merge function.

The Bulk Correspondence section of previous versions of this manual, is now in a
standalone manual. For information on creating a correspondence process for bulk mailings
see the Managing Bulk Correspondence manual.

For information on creating and running Export processes see the Exporting Data manual.

1.2 Conventions

The conventions and icons used in this manual are described below:

@ Indicates additional useful information.
Indicates an important piece of information, take particular care to
& read the information in these boxes.

Bold Text Indicates menu names and window titles.

Keys on your keyboard are indicated in bold text enclosed in square

[F4] brackets [ ].

Moves through a navigation path are indicated with a >. In this case

File > Open
P you would click the File menu, then select Open
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1.3 Naming Convention

Throughout DARS there are areas where codes should be used for items as a short-cut, and
associated to this, areas where naming conventions should be used to help group like-items
together, thereby speeding up identification and selection; and reducing the risk of incorrect
selection or data entry. The following provides a link to the most current Naming Convention:

https://www.darscentral.ox.ac.uk/document.doc?id=305
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2. Data Protection

As you are aware, the Data Protection Act covers most of the data held on DARS. Please
ensure you are familiar with the information on the following websites:

2.1 University Policy on Data Protection

Users should familiarise themselves with the University’s policy on Data Protection by
reading the information available at:

Website: www.admin.ox.ac.uk/councilsec/dp/policy.shtml

2.2 University Data Protection Officer

Further information about the Data Protection Act can be obtained from the website of the
University’s Data Protection Officer:

Website: www.admin.ox.ac.uk/councilsec/dp

2.3 Regulations Relating to the use of Information Technology Facilities

All university members should adhere to the following regulations when using IT facilities:

Website: www.admin.ox.ac.uk/statutes/reqgulations/196-052.shtml

2.4 Data Protection & DARS

The DARS Participation Agreement and Data Access Protocol can be downloaded from the
DARS Website:

Website: https://www.darscentral.ox.ac.uk/
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3. Queries

3.1 Introduction to Queries

o~
J

The Query is a tool used to find and group records that meet a set of criteria.
Queries are intended as a means of creating a categorisation of data either for a

defined purpose such as a telethon or mailing, or as a more informal means of gathering
statistics. Queries enable the user to apply a selection of filters to refine, include or exclude

specific data as well as sort and arrange the results as required.

There are two types of query, Ad-hoc and Smart. An Ad-hoc query is one that you will build
yourself using exactly the type of data you want to include. A Smart query is predefined to
perform complex calculations based on a standard template. You cannot modify a Smart
guery. In this course we will only cover how to create and use the Ad-hoc query.

3.2 Parts of a Query

Filters

e This is the criteria you will use to choose

the records to include in the results.

A query must have at least one filter but
also can have many filters.

Filters can be controlled

using criteria operators

such as ‘Equals to’, ‘One

of’, or ‘Equals to or Greater than’.

Include records where

1 Address Primary) . Cey 1s agqual to Edinbargh
[J and Deceased s equal to No

:j and Inactwe 15 equal to No

_] and Interests Interest type 15 equal to Music

{3 and Phone (Pramany).Do not call is equal to No

Output
Fields

Fields that will be displayed in the query
Results.

Choosing Output fields may results in many
lines per constituent. For example, if you
output the Interests field and a constituent
has 3 interests, each interest will be listed
on a separate line.

Operators can be applied to Output
fields. For example, you can SUM
the total of an Amount field.

Can be exported to Excel.

Results helds to disgpsla

:' MName

3 spouse Mame

{3 Address mmary) Address
3 phone Prmary) Mumber

Sort
Fields

Controls the order fields are displayed in
Results, for example if you want to sort all
of the names in Alphabetical order.

wort records by

3 rdame (asQ)
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Group
Filter
Fields

Allows you to apply a criteria operator to an
output field, for example if you wanted to
display the SUM of revenue amount but
only wanted to see amounts over £10,000
you could apply a Group Filter Field of
Greater than or equal to the Amount.

Include records where

(3 sunRevenue Amount] Is not blank

Results

Records that match the applicable filters

e Wee P ALER et P hene . AAAe

Selection

A list of the constituent IDs that match the
query criteria.

Used to capture the data that will be used in
a DARS process, for example to populate a
mailing or research group.

Can be used in another query.

W Crese a sacion?
@ Create a dynamic selection
© Crese a stabe selection

™ Show this Selecton m the Query Designer

3.3 Considerations

When building a query it is important to think of what the purpose of the query is before you
begin the design as this will affect the construction of the query. The first consideration
should be what the main purpose for building the query is. For example, are you going to
export the results into Excel to use outside of DARS, or are you going to use the results to

complete a DARS process?

Viewing the list or Export

If you are building a query to export to Excel you will want to include all of the output fields
that you want to include in the export. Consider that the exported results may become out of

* Output fields are included

* Results will be updated
only if the query is
exported again

fo Excol Use in a Process

* Qutput fields are ignored

» Results are updated
when the process is run

» Additional rules are

applied during the
process, i.e. removing
records marked as
inactive or mail
preferences

« Will be saved as a query

Selection

date very quickly and will only be updated if the query is exported again.
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If you are building a query where the results will be used in a DARS Process, consider that
with most DARS processes (the Import process is one exception), only the constituent 1D
field will be used when the process is run — all other output fields will be ignored.
Furthermore, additional rules are applied to the query results when used in a process so the
number of results in your query may differ once the process is complete. For example, if you
create a query that will be used in a mailing, the Mailing process will apply any Mail
Preference or Solicit Code rules to the list of results. This could change the number of
records affect.

Also keep in mind that certain fields within DARS can create multiple lines within the query
results. For example if a constituent record includes multiple interest entries and you choose
to output the Interests field, each interest will be listed on a separate line. When this query is
used in a DARS process then the constituent record is only included once.

Hane spome MName Address Prmaryy Address Phone (Prwary| Fhumbes Irteresty Interest type
Vet Lasard Road Bade 1111 1o dereny

¥ Dy West Lk Road fale nn they
West Lasard Road Bale TR1] Plrctogs sy

¥ Dioer West Lanark Road Bale 2131 spon-Go¥

@ Note: You can select to suppress duplicate rows in query results. See
the Results tab section in Creating Queries for further information.

The second consideration you should make when building a query is which Source view to
use. All queries are based on an initial source view which will determine the field categories
available to include in a query. Selecting a specific source view instructs the programme to
select that particular type of record for inclusion in the query. The most commonly used
source views are Constituent and Revenue; however there are several others as detailed in
the table below:

Source View Description

Appeal Query view for appeal records.

Campaigns Provides the ability to query campaigns.
Constituent Provides the ability to query all constituent fields.
Events Query view used for event information.

Planned Gifts Enables query for planned gift records.

Revenue Provides detailed information on revenue area.
Team Fundraiser Provides the ability to query for all team fundraisers.

Note: Access to source views is controlled by your role, for example if
you do not have the Gift Admin or Development Professional role you
will not have access to the Revenue source view.

DARS 3.0 Fundamentals 2 Manual v0.3
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3.4 Exploring the Query Builder

Queries are created and managed from the Query page

1. Inthe Analysis functional area click ¢ The Query page opens.

¢ Query

=
) -
2. Click “*"" > ¥ "9 The Select a Source View dialog box opens. The options
available will depend on your role permissions.

Select a Source View =20
Record type Al Tipa »
SOWwee wew Desnpmon
Lonaiiasentts Proveles the Loty Lo quety 4 comtBaent Hields
Fevetne Revenn
I ospeas Prospen
Dwuipraiom Thes pronsded thw alekty o Query 4l dewgnation Sebds
Contatonst A betng beformao This guawey @ w500 &6 & tecond 4our on Tor The e b eting conmpomt

o ol

You can select a source view from the Most commonly used section; scroll through
the full source view list or select the relevant record type from the drop-down

list to restrict the source view list.

Record type: | Revesmae Y
Saurce new Dewcrpbon

4 ¢

Pavments Thes prowidles the abdity to ¢uery for pavments
Reverar Roverae

Reverwe Markenng Revamus Appeal query for markening seegranon

Select the relevant source view.

Click Lo« |

3. The New Ad-hoc Query window (aka Query builder) opens, based on the
source view.

DARS 3.0 Fundamentals 2 Manual v0.3
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O ey o

The Browse for fields in: (aka field explorer) pane shows the query nodes
available for the selected type of query. Expand and collapse the available nodes
using the * or =l symbols. (This pane was called

Field explorer includes any Selections that are available for use as output fields or
filters for the particular type of query. When you use a Selection in a query, only
the records included in the selection are filtered on, or included in the query
results. See Using Selections for further information.

Field explorer also includes Smart Fields. These are calculated fields designed to
provide you with quick access to specific information that otherwise might take
hours or days to compile. For example, one default smart field definition counts
appeals associated with constituent records. Other smart fields track revenue
information such as a constituent’s largest gift date and constituent revenue
amounts. See Using Smart Fields in Query for further information.

Depending upon what is selected in the field explorer, the fields available under
that node are displayed in the Select ... fields (centre) pane. System fields refer
specifically to user information such as when a field was added or changed.

On the Include records where: (aka filter) pane, you can select fields and enter
criteria to determine which records to include in the query. For example, if you are
creating a query to find donations made by each constituent in the current
calendar year, you would enter add a filter on Revenue\Date is equal to this
calendar year.

Fields in the Results fields to display: (aka output fields) pane correspond to the
fields that will be displayed in the query results. Name is automatically added to
this pane and can be removed.

DARS 3.0 Fundamentals 2 Manual v0.3
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Ienans Tor Tty & ahect Baoanitme N hchihe recnrds where
353 Recinm = = ,] Oute o Qreste than 030 M)

# 37 Adpstment . 1 e Transacson type 15 =gl 1o Recurmng o
§ O appeal Aot e

# 3 Apphcation Detah Aourd

i T appras ds Amoure [organEaion CiRrency) » : i s

(NSRRI

3 Antachment Atsonl (R {1 4005 ACSe0n Cury siey)

i ammbutes 3 Banch desargtios

0 Rem Donation 3 ewach number

3 Beotns wahel onstiuent L ookep D

ange Fate T Dite T Amoun

1 Desnation ks 3 ate

Aot

4. Select the Set sort and group options tab.

¢ The Select results fields for sorting or group filters (aka available fields) pane
displays all output fields (as added to the Results fields to display: pane).

e The Sort records by: pane enables you to make changes to the order of your

results. Include the fields you wish to sort by dragging them from the available
fields pane.

e The Include record where: pane enables you to filter on aggregate values of
output fields. In order to produce a group filter, a calculation must firstly be
performed in the Include record where: pane on the Select filter and output
fields tab. This is explained further in Creating Queries.

5. To view results of the query, select the Results tab.

Lt Date Comstuent Flame Consttuent Lookp D

a . o e a &
£1000.00 D5/11 2013 Gerel B-1
tNm 05812003 Dondd (1

£6419 0L/312013 Deoad M Duck E-18019570

6. Selected output fields appear as headers in the query results. Click on a header to sort
the results in ascending or descending order of that field.

7. Query results can be downloaded in .csv or .xlsx format. Refer to Download Query
Results.

8. You can also choose to suppress duplicate rows in query results. See next section.

3.5 Creating Queries

You can create queries based on a template (if a suitable one exists), or from scratch.

DARS 3.0 Fundamentals 2 Manual v0.3
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3.5.1 Create a Query from a Template

Creating a query based on a template can save you time and effort.

1. On the Query page, select HELP Template General Queries from the Category: filter

1 Apply

and click

Edst

2. Select the required query template and click

O nnie Bl

3. The selected query template opens in the Query builder.

Bt As-hac Query - SYIW-CTLL-D0K Praspest Idemtificat:an Templats jocd Comttusncien (Currert Addrous » Specitied Ca. ..

]

NOOOCGOED
PICZEEC DT
- Rl

P —— D)
W ey . -

4. Important: Before editing the template, to preserve the original template, select the
Set save options tab, enter a new name for the query and click . Refer to

Save a Query for further information. The query builder window closes.

Edit

5. Onthe Query page, select the query you saved in the previous step and click

6. Make changes as required and click [swe | Refer to the next section and Edit a
Query for further information on editing queries.

3.5.2 Create a Query from Scratch

Outlined below are the steps to create queries. Refer to Example Queries for specific query
examples.
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15



1. Inthe Analysis functional area click e Query page opens.

2. Click @** > & “hew The gelect a Source View dialog box opens. The options
available will depend on your role permissions.

Select a Source View (2] =]

Reccrd type Al Tipe

SoNrce wew Descnpmon
-
am ' Iy wpssl =
Consiimantts Proveles the Rality Lo query 4 cormtBuent Hwlds
Fevetne Ravenn
Iospeds Prospent
Dwiipraion This providhed th bty 0o query 4 deugaation Sebds
Conatunst A betng bformmaons This Quwry & w500 &6 & tecond 4our or Tor Bee e eting conmpost
Agceun CAMIY 08 MCONILS
4
-

o el

3. Select the relevant source view. The Query builder window opens.

4. For each field required for filtering or output:

a.

b.

Select the required node from the Browse for fields in: pane.

To add a filter, double click the required field in the centre pane (or select and
drag it to the Include records where: pane). (You can also drag the field from the

Results fields to display: pane.)

Wowas Yor takh alect Rerwrme helily Inchutle records phere

- §

s TRt - . = 3 Date 1 greater thas 0109201

- -~

# T Adpsstiment ‘ 0 vt Transaction type i equal 1o Recmmng ¢
$ 5 appesl 3 Accomndt system -

# 51 agphcation Detady 3 Amowst

The Apply Criteria dialogue box opens. The options available (such as Equal to,
Greater than or equal to, Not Blank or Between) depend on the selected field.
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Important: Always add the Deceased and Inactive fields and set the

& criteria to ‘equals no’. In addition, you must include all required
Suppressions — see Using Selections for further information. See your
Super User if unsure which suppressions to add.

d. To specify output fields for the query, select and drag them from the centre pane
to the output fields pane. These fields will appear as column headings on the
guery Results tab.

Ivensas Tor Telddy & Salest Bavanime N hchache recotds whers

[ Oute 5 greater than 03,09 201

I»

2 = Revemm

# T3 Adpsstment T [ o Transachen type 15 squal to Reauwrnng o

# D appeal
# 53 Apphcation Detals

@ Note: Refer to Query Icons and Query Operators for further information
on the functions available in the Filters and Output Fields panes.

5. The full output field path displays as the column heading in the Preview results tab,
and in any downloaded file, and may be quite long. For example ‘Revenue\Application
Details\Amount (transaction currency)’. You can change long headings to something
more readable:

a. Right mouse click over the output field name.

b. Move the mouse over the Change column header option and click in the text box
to enter the new heading.

3 Appcaton Detals Amowrt a7 o E
.

"

ey

'
t 3 Cravme hats bst G Creats umd
L ’

c. To apply the new heading, just click outside the textbox when finished.

d. The alternative heading applies only to that specific query.

DARS 3.0 Fundamentals 2 Manual v0.3
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Amount Trans Cunrency Data
19999 [EEE S 181m

£6419 $100.00 0311201

6. You can also apply calculations to output fields. Select the output field to apply

calculations to and click E] For example, apply the SUM calculation to Amount to
display the total value of each constituent’s donations.
> $ -9

Results helds to display

3 SuMiamount)

7. To sort or group you query results, select the Set sort and group options tab.

8. To specify a sort order for the results, select and drag the sort field/s from the Select
results fields for sorting or group filters (aka available fields) pane to the Sort
records by: pane. You can sort by more than one field, with the first field in the list
being the top level of the sort order. For example you could sort a selection of
constituents by Country then, within each Country, by City.

Sort records by:

@ constituent\Address {Prim ary)\ Country {ASC)
[ Constituent:Address {Primary) City {ASC)
3 constituent,Name (ASC)

9. To add a group filter, select and drag the calculated field from the Select results
fields for sorting or group filters pane to the Include records where: pane. For
example, to list only constituents with total donations of £1000 or more, add
SUM(Amount) to the Group Filter Fields pane with criteria of greater than or equal to
1000.00.

Inclucle records where:

[ sumiamount) is greater than or equal to 1000.00

10. Select the Preview results tab to view.

Pesults ecods found) o
SUANHAmOUE Trans Cusrency Dute Conanuent N Comtituant Lo Constitent Ad Constituent Ad Construeit Al
£100000.00 £100 003,00 06,/11/2013 La i-10 Flae Loadon Lk

L2 000 L5 0000 29/20/2013 3] 3-10 Ureveruty of O Ontond L
]

£1.000 00 £L 00000 M 11,2013 Lt -1 Satnon LU

@ Note: The number of filters, grouping and sorting options you select will
impact the time it takes to process the query.
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@ Note: If the results are not what you expected, it may help to set the
query up step by step, testing the results as you go. Alternatively
remove filters, grouping and sorting options one by one to determine
where the ‘error’ lies.

@ Note: To suppress duplicate rows in the results, tick '~ e duphete o

on the Set save options tab.

11. To save the query, select options on the Set save options tab and click [swe |

3.5.3 Save a Query

Important: If you edit an existing query and wish to save it under a

& new name (leaving the existing query unchanged) set options on the
Set save options tab. This also applies if you edit a query that was not
created by you.

1. To save a query, select the Set save options tab.

N PEIE

2. Enter a Name for the query, using the DARS Naming Convention.

3. Enter a description of the query. The text should be made as descriptive as possible,

to assist understanding of the purpose and correct usage of the query over time.

4. Select a category as required.

5. Enter the correct site. This will ensure that the full list remains manageable over time.
Remember, when creating a query for another individual, their site should be added

here to enable them to access the query.

6. If required, select a folder to save the query in.

Add 10 my favorite quenes folder

7. Under set options for using this query, click

~ SUppress duphcate rows

as required.

8. Under set options for using this query, if you wish to create a selection (to produce

W' Craate a selection?

a bulk mailing from your results for example), click
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@ Note: To create a selection from a query that includes calculations, each
output result must be a unique record. See Using Sum Functions in a
Query Selection for further information.

* Create a dynamic selection

a. In a Dynamic Selection, data will be refreshed each time the
qguery is run.

b & Create a static selection

A Static Selection takes data at the point in time when the
query is initially created and selects these same results regardless of data
changes.

Note: Select the static selections option if you are going to use the selection in
another DARS process.

[T show this Selection in the Query Designer

c. In general do not tick . This option should only be
used when creating queries to then be utilised in creating other more complex
gueries.

allaw all users to run this EueEry / F Allow d users to odit ths quer

9. Under permissions, tick ¥

10. Click [_swe |

as required.

3.6 Use Sum Functions in a Query Selection

Creating a query that will calculate the SUM of amounts, COUNT a list or use the MIN and
MAX function is very much the same as creating any other query with one mandatory field
required.

When creating a query selection with a function you can only display unique records in the
output. To do this, add the Record ID field to the query output. The Record ID field is a
unique ID key that is assigned to each record by the system.

The only types of query source views that contain the Record ID are theConstituent,
Revenue and Event so you must choose the from one of these source views for the type of
guery you want to run. For example if you are looking for Constituent records then you will
choose the Constituent source view.

@ Note: All other source view types are simply a different view of the main
record. For example, the Prospect source view is a different way to view
the Constituent record.

Once you have created a query selection, it can be used in other DARS processes such as
populating a Research Group.

The following example describes how to create a query using the SUM function to find all of
the constituents who have donated over £25,000 within a specific year.

1. Inthe Analysis functional area click * . The Query page opens.

2. Click “™ > & e and select the constituent source view.
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3. On the Query builder window, add the Constituent record field (from the centre

4.

pane) to the Results fields to display: pane.

13
ol
€

Swomwr (Wrgra

o o -

Select the Revenue node in the field explorer:

a. Add the Date field (from the centre pane) to the Include records where: pane,
as a filter with criteria between 01/07/13 and 30/09/13.

Includle records where:

[ rRevenue\Date is hetween 01/07,2013 and 30,/09,2013

b. Add the Amount field (from the centre pane) to the Results fields to display:
pane, and add the SUM function to the Amount field.

x 1 Ix-é b
Results helds )
J Constmsen

] MName

3 sumiReve "

Select the Set sort and group options tab and add the SUM(Revenue/Amount) field
to the Results fields to display: pane with the criteria ‘Greater than or equal to 25000’.

SRS PSR IR

3 Concamennt rocind
]t

1 s anermie mrevene

Add any additional fields or filters as required, and preview the results

W Create a selection?

Select the Set save options tab. Tick
required. Refer to Save a Query.
Click [_5= ],

and select other options as
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3.7 Using Selections

A number of Selections have been set up in order to make the creation of queries easier.
They include groups of constituents who will commonly be removed from queries, called
Suppressions, such as Deceased or Relation Only records.

To add Selections (or Suppressions) to, and use them in, a query:

1. On the Query builder > Browse for fields in: pane, scroll to and select the
Selections node or a node underneath. The Selections available in the selected node
appear in the centre pane.

Bresxse 101 hekds a1 welecs SUPP COOUL Marl Preference = techite Ve whese
:] SUppeeisineg fakch
] Selection
SHELP Overmght St Query Re 3 Se
LVELP Torplate Ganecdl Queniet 13 £ qc s *AMER-SUPP-201-U0DO AMES
TIMAR ZHNF Al Fand indme -

g Evats AMER-SLIFP -3¢

TIMAL CMGH Camgaign Repeort
SIMAL DREL Chnstmas Card
IMAR UORO Onford Today

33 U9 COLL Iterndd Dearsion So

o Ensts

3 Enns

"AMER-SLIPP-203- U0
*AMER-SLIPP-1 47
AMER-SUPP-LIB-LODO

3 Eaists
T3 PP COLL Ml Pretermice g W Exists i TANKE- 9
7 3PP COLL System Sappressie
LI OXUN iternal Decison & o Ensts ANTF-5 Fesafts: fioddhs Yo gy

ATNE- 5 J teame

3T SUPP OOCUN Ml Prefecence 5y o Evsty
27 5P 000U System Suppressic o sty

Hoc Data Chedes 3 Easts

arrE e
ANTH-SUPP-300-Anthropolog

»
»
»
¥
L
X
3 Ensty i CanrE- P
=
x
-
»
X
"
»
%

AtRCAtOn Qeanies 3 Exists m “ANTH-SUPP. 301 -Anthrapolog
rformance OQuesies 3 Easty i CANTH PP 300 Asthi cpolog
RGN Chaerigr 3 Exists m "ARCH-SLIP cueakagy

V Weekly Dats Check T Ensty ARCH-SLIFP- 10 8- Archasaloy —

2. Double click the required Selection (in the centre pane). The Apply Criteria dialogue
box opens. For Suppressions, ensure the Value is set to No (the Suppressions
contain the records you do not want to include in your final query).

(o ooew 0

3. Click |I| The Selection, with criteria applied, appears in the Include records
where: pane.

Iechede rocoods where

3 WP Conel Ml Prefarmce Sappreinions Basts in SAAVER SRR 1350000 AVES Morth Asericn Dfice Campagn Feem (dd-hoc Guend™ m el to No

3.8 Download Query Results

You can download the results of your query in .csv (Comma Separated Values) or .xIxs
(Excel) format, from the Query builder or the Ad-hoc query: [query name] page. Note: DARS
limits the number of query results displayed and downloaded to 10,000*. If your query has
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more than 10,000 results you can use an Export process to download the results - refer to
the next section for further information.

Important: Excel drops leading zeros from data such as phone numbers

& and zip codes. If your results include such data you should save the file
first and then import to Excel. See Importing .csv Files to Excel for
further information, if required.

1. If your query has more than 10,000 results and you wish to view or download them,
you will need to create an Export process. Refer to Manage Export Processes for
further information.

Results (12740 records found. Only the first 500 rows are shown.)

{3 export to Excel

2. For queries of less than 10,000 results, click Heponwo sy o at the bottom

of the Query builder window.

3. A standard browser download dialogue box opens. Select to open or save the file,
bearing in mind the important note above, and click o 1

4. If saving the file, a Save as dialogue box opens. Save in an appropriate location
ensuring the file name follows the DARS Naming Convention, and click .

3.9 Create an Export Process

If you do not have access to the Export functionality, please contact the DARS helpdesk for
assistance.

If your query has more than 10,000 results you need to create an export process to
download or view them all. You could also create an export file to use the data in an external
application or a DARS process.

1. You can create an Export process directly from the Query page.

2. Select the relevant query and click %" > & ™ Refer to Exporting Data for

further instructions on creating and running Export processes.

3.10 Browse Query Results

For most queries, you can use the list in the Preview results tab to view (or browse)
individual records. Note: you cannot browse individual records where a calculation or group
filter has been applied.
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You do not need to have the query open in the Query builder window or be viewing the

_; Browse

Preview results tab to use the functionality.

1. On the Query page, select the relevant query (or at the bottom of the Query builder
window) click =" to browse the results.

/' Query

[ G |

o a
. N
w
A e A x .l I
—
Pevew
Tttt
] , .
=3 w e Wsttes X peve  Tiewnir O Gpee Fraprona PRYRE AP ——

2. The Choose page definition dialogue box opens.
|

O thie seberzed record weh

Page Defemon
attasert Meecahaon #age -
InsEhent Fage
anateent Prodle Page
IRSATat Prodle Pepoet (damed
aeadtantd Froble Mepott (futch sner
aravtasrt Becogpuivm Detad Page
Cansitant Fevernse Dfvenistan 2 4ye
arastasct Triuge Repart Weh Detast Congmeent 2300
ynsEtaent Vendor Fage

Comastaent Wess

wet Tiats Refradh Hotheanon Page
orpoean Iloonamco Page

Cotporae Srwitie Page

Dacassed Optiom 2 age

P Hamses Paye

Tk aner Fage

Fundr 30mg Group Conumeny 208

ok Canvod

3. Select the required page (such as Constituent) and click [ ]

4. In this example, the Constituent page for the first constituent in the results list opens,
with the Browse query results window displayed below.

L Robert

] L P - - 2
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Use { Previousiecord b etrecond 45 gorg| through individual records in turn.

To change the page type you are viewing, select another option from the drop down

list Wiew recards with: | Constituent Page v

7. To close the list browse window, click on the %] in the top right corner of the Browse
guery results window.

3.11 Manage Queries

Queries are managed from the Query page. From there you can add new queries, and view
and download results from existing queries that you have access to. You can also create
new queries based on existing ones — avoiding duplication of effort.

3.11.1 Search for a Query

1. In the Analysis functional area click * ‘ . The Ad-hoc Query Search
page opens. Search for the query; OR

On the Query page, enter or select criteria (such as Name or Type) in the filter section

1 Apply

and click

2. Click on the relevant query name link. The Ad-hoc query: [query name] page opens.

3.11.2 View and Run a Query

1. The Ad-hoc query: [query name] page displays information about the query such as
name, type, owner and permissions.

B Ad-hoc Query: TRNG-CLM-major giving propects

2. Torun the query and view the results, click the yellow bar (as instructed).
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@ Note: A maximum number of 10,000 rows will display (the message
saying 500 is incorrect). It is not intended as a means of visiting each
record individually in a large result set but should provide a large
enough sample to ensure the query has been suitably built using the
correct criteria.

3.11.3 Edit a Query

You can use the edit functionality in DARS to edit an existing query, or to use an existing
query as a basis for another query.

& Important: If you edit an existing query that is not your own you must
save it, first, as another query with a different name.

Edit clafinition

1. On the Ad-hoc query: [query name] page click on under Tasks in the

Explorer bar; OR

On the Query page, select the relevant query (do not click the name link) and click

Edit

2. The query opens in the Query builder. Refer to Creating Queries for further
information on how to add or edit fields and criteria.

3. To save a copy (leaving the existing query unchanged) select the Set save options tab,
enter relevant details and click . Refer to Save a Query for further
information.

3.11.4 Edit Query Properties
Query properties include name, description, site and query permissions, and record
processing options.

1. On the Query builder window, select the Set save options tab.

a. Enter a new name, following the DARS Naming Convention.
b. Update the description.

c. Make any other changes to category, site etc.
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d. Make changes in the Options for using this query and Permissions sections, if

~ Suppress duphcate rows

required. For example, you might wish to tick

2. Click . Refer to Save a Query for further information,

3.12 Query Icons

The following icons appear in various panes in the query builder. An explanation of each is
provided.

?\J Edit Filter enables you to make changes to an existing filter.

x The Delete button is the simplest way to remove a field or filter from a
query.

* $ The Up and Down arrows enables the user to change the column

order of the query.

and ar And/ Or buttons can be applied to filters to alter criteria selected. You
can use the And button between criteria fields to indicate that records
must meet both criteria to be selected. You can use the Or button
between fields to indicate records can meet either criteria to be
selected.

(& [ Parentheses buttons can be used to join two pieces of criteria. The
concept is such that the criteria within brackets must be met before
other criteria can be considered.

E - The Summarize button can be used to view a calculation based on
field results rather than the actual contents of the field. Examples of
calculations include Count, Sum, Average, Maximum, Minimum,; this
list varies depending on the field in question.

aE; Change the column header name.
:4 i* Multiple Ascending and Descending Sorts can be applied in the
Sort fields pane.
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3.13 Query Operators

When you apply filters to a query, you establish a set of conditions each record must meet to
be included in it. These requirements are established by applying Operators to the fields
you select to use as filter fields.

The list of Operators can change in accordance with the field selected. An exhaustive list is
provided below:

Is equal to When you choose this condition, the records in the field must have the
exact value you define. For example, if you choose City ‘is equal to’
Manchester, only records with the exact entry of Manchester in the City
field are selected.

Is not equal to When you choose ‘is not equal to’ as your condition, the records in the
field must not match the value you define. For example, if you specify
City ‘does not equal’ London, the condition selects every record that
does not have London as the city.

Is one of Choosing ‘is one of’ as the condition means that records selected must
have at least one of the values you define. The ‘is one of’ condition acts
as an ‘or between the entries you select. For example, if you select
Interest ‘is one of’ Art, Music, and Dance, records selected will
contain one or more of the interests chosen.

Is not one of Choosing the ‘is not one of’ condition means that records selected must
not contain any of the values you define. For example, if you select
State ‘is not one of’ South Carolina, Georgia, and Florida, records
selected will not contain any of the states you specified.

Include Blanks When the Include blanks checkbox is marked, the programme includes
checkbox blanks in the query by adding the ‘or is blank’ filter to the query
condition. When the checkbox is unmarked, the programme excludes
blanks from the query results by adding the ‘and is not blank’ filter to the
query condition.

Is less than Selecting the ‘is less than’ condition limits the records selected to those
with an entry less than the value you define. For example, if you select
Date added ‘is less than’ 01/01/2008, only those records with a Date
added of 31/12/2007 or less are selected. Records with a Date added of
01/01/2008 are not included. With the Less Than operator only, all null
values for a given field are considered equivalent to the valid blank
value for that field’s type. A blank value is always considered less than
any other possible value for that field type.

For example, a query with the criteria Birth Date is less than
01/01/1985 returns any record with a birth date occurring before
01/01/1985 and any record that does not have a birth date.
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Is less than or
equal to

Selecting ‘is less than or equal to’ as the condition indicates that the
records selected must have an entry less than or equal to the value you
define. For example, if you select Date added ‘is less than or equal
to’ 01/01/2008, only records with a Date added of 01/01/2008 or less
are selected. This operator includes records with the value you
selected, in this case 01/01/2008.

Is greater than

If you select ‘is greater than’ as your condition, the records selected
must have a value greater than the one you define. For example, if you
select Date added ‘is greater than’ 01/01/2008, only records with Date
added information of 02/01/2008 and later are selected. Records with a
Date added of 01/01/2008 are not included.

Is greater than
or equal to

Selecting ‘is greater than or equal to’ as your condition limits the
records selected to those with a value greater than or equal to the one
you define. For example, if you select Date added ‘is greater than or
equal to’ 01/01/2008, only records with Date added information of
01/01/2008 or later are selected. This operator includes the value you
selected, in this case 01/01/2008.

Is between

When you choose ‘is between’ as the condition, the records selected
must fall within a range you define. This condition is inclusive. For
example, if you select Date added ‘is between’ 01/01/2008 and
01/01/2009, records with Date added information between 01/01/2008
and 01/01/2009 are included. Dates equal to 01/01/2008 and
01/01/2009 are also included.

Is not between

If you select this condition, records included must not fall within a range
you specify. This operator is inclusive. For example, if you select Date
added ‘is not between’ 01/01/2008 and 01/01/2009, only records with
Date added information before 01/01/2008 and after 01/01/2009 are
included. Dates equal to 01/01/2008 and 01/01/2009 are not included.

Is like

[

The ‘is like’ condition enables you to use the ‘' and ‘%’ wildcard
characters to replace a character or a set of characters in a field. This
operator and the wildcard characters are particularly useful when you
are not sure of the spelling of a name or if you suspect something might
be misspelled. For example, if you select Last name ‘is like’ B_rd, the
programme selects all records with a similar spelling for example, Berd,
Bird, or Byrd. If you select a value of John%, the condition returns
Johnson, Johnssen, Johnston, etc.

Is not like

The ‘is not like’ condition selects the records that are not spelled like the
entry you define. You can also use the * ’ and ‘%’ wildcard characters
with this operator.
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Begins with

Selecting ‘begins with’ as the operator means that records selected
must have an entry beginning with the value you define. For example, if
you choose Last name ‘begins with’ Bell, only records whose last
name begin with ‘Bell’ are selected (for example, Bell, Bellmont, or
Bellingham). You can use wildcard characters with this operator.

Does not begin
with

When you choose ‘does not begin with’ as the operator, the records
selected must not have an entry beginning with the value you define.
For example, if you choose ZIP ‘does not begin with’ OX, only records
without ZIP/ Postal Codes beginning with OX are selected. You can use
wildcard characters with this operator.

Is blank

If you select ‘blank’ as the operator, the records selected must have a
blank in the field you specify. For example, if you choose City is
‘blank’, the programme selects records with no city specified on the
address.

Is not blank

When ‘is not blank’ is selected as the operator, the selected records
must have an entry in the field you specify. For example, if you select
Nickname ‘is not blank’, the programme selects all records with
nicknames entered.

Contains

Choosing ‘contains’ as the operator selects records containing the
defined value anywhere in the field. For example, if you select City
‘contains’ Augusta, any records with ‘Augusta’ anywhere in the City
field are selected, such as Augusta and North Augusta. You can use
wildcard characters with this operator.

Does not
contain

Choosing ‘does not contain’ as the operator selects records that do not
have the defined entry anywhere in the field you specify. For example, if
you select City ‘does not contain’ Augusta, only records without
Augusta anywhere in the City field are selected. You can use wildcard
characters with this operator.
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4. Research Groups

A Research Group is a static list of constituents that can be added to manually or with a
guery selection. They can replace the need to keep separate spreadsheets of information
and will help you to more effectively keep lists of constituents. For example, when
researching potential prospects or keeping a planning list of potential invitees to an event.
Research groups provide an easy-to-use navigation interface between the Research Group
list and the constituent record.

@ Note: Group and Organisation constituent records cannot be added
to a Research Group.

Research Groups can be created using an existing query or selection you create at the
same time as the Research Group. For instructions on how to create queries and selections,
please refer to the Fundamentals 2 course manual.

Constituent records can be added to or deleted individually from the group and you can
update your group using a new selection. You can create as many research groups as you
need.

4.1 Create Research Group

e

1. In the Prospects functional area click
page opens.

. The Research Groups

;; Research Groups

Ly

......

2. Onthe Research groups tab click “**. The Add research group dialog box opens.

Add research group [}
HManw
Dsanption
Stes e
Comrad Disverse
ate trom sal
¥ Others can modi
9 Help ' e

3. Enter a Name for your research group, using the DARS naming conventions
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4. Enter a description for your research group.

5. Select all relevant site/s as required.

6. You can enter, search for * or create a new selection in the Create from
selection textbox to add constituents to your group immediately; or leave blank to add
later.

7. Tick " omerscanmediy i you wish to allow other people to be able to edit your group.

8. Click [swe ], The Research group page will open.

4.2 View Research Groups

1. Navigate to the Research Groups > Research groups tab as per instructions in
previous section.

1t
S Research Groups

2. To refine the list of research groups, select " "™ as required. You can filter on name,
login ID of the person it was added by, date added or sites.

3. To open a [Name] — research group page , click the group name link.

4.3 Edit Research Group Details

You will only be able to edit groups you have access to.
1. To edit a research group:

On the Research Groups page, select the relevant group (not the name link) and

Edit

click

Edlit research group

On the [Name] — Research Group page click under Tasks in the

Explorer bar.

2. The Edit research group dialogue box opens. This is the same as the Add... dialogue
box.

3. Change the name, description or site/s as required.

4. Click [_swe |

DARS 3.0 Fundamentals 2 Manual v0.3



4.4 Add Members to a Research Group

Members of a research group can be added either individually or using a Selection.

4.4.1 Add Members Individually

1. Navigate to the [Name] — Research Group page as per instructions in View Research
Groups and select the Members tab.

B ANNF-TELE-SJOH 450 - Research Group

———

2. Click “*".The Add research group member dialogue box opens.

Add research group member [}
oSt et
0 Hdy e

3. Enter or Click 2 to search for the required constituent.
4. Click 5w ]

Note: If the constituent is not displayed in the members list, clear all

filters and click ™ “"™ . You should now see all members in the group.

4.4.2 Add Members Using a Selection

1. Navigate to the Research Group page and select the Populate Research Groups
tab.

s
& Research Groups

D S ot o s

T U0 L AR RSO AR B A b

2. Click “™. The Add populate research group process dialog box opens.
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Add populate research group process [ %]

Hame

Selected comstbwents

Populate methoat Add merehers from selecton

[ reate selection from results

@ vl — ——

Enter a name for the process, using the DARS Naming Conventions.
Enter a description to give more detailed information about what the process will do.

Select the relevant research group.

I T

To find selected constituents:

a. Click “ to search for an existing Selection.

«

b. To create a new Selection, click “*"" > on search screen at top

right of results grid. After creating your query, save it (| Credteaselecion” g

automatically ticked and greyed out). The new Selection is entered in the
Selected constituents field of the Add populate research group process dialog
box.

7. Select the population method:

a. Add members from selection — add additional members to your group without
removing the current members. Only records included in the selection are added
to the group by this update. Any other changes made to the group before the
update is run are not affected.

b. Update member list from selection — Updating members of a research group
will replace all the current members with a new list of members from the selected
Query Selection.

' Create sebectenn from results

8. If required, tick
Conventions.

9. Click [ |

@ Note: You will need to run the process before constituents are added as
members of the group.

and enter a name, following the DARS Naming
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4.4.3 Run the Populate Research Group Process

1. On the Populate Research Groups tab, select the relevant process (not the name

link) and click ™" |

& Mot e

Or on the Populate Research Group Process page, click Rty under Tasks
in the Explorer bar.

2. The Run populate research group process dialog box opens.

Run populate research group process %]
Hane TRMNG-CLM-Testng
Desioy
Research group TRNG-CLM-Test Research Graup: V.

Selected constituents TRHG-CLM-Ressarchiron,

Popdate method Ad megrbers from selaction v

W Creme selachon from results
sedechon name | TENG-CLM-EdnineghCandtdunt: - W
7 St Conced
3. Check and update if required, then click .
@ Note: You can continue to work on other tasks while the process runs.

4. The Populate Research Group Process page opens displaying the status. When

&

the process has run, the status updates to your group will be populated.

) TRNG.-CLM-Testing

==

4.4.4 Edit the Populate Research Group Process

1. Click : under Tasks in the Explorer bar of the Populate Research Group
Process page; OR

On the Research Groups page > Populate Research Groups tab, select the relevant

E ik

process and click
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2.

4.5

4.6

Make the required changes and click [swe ]

Update Members

& Important: Updating members of a research group will replace all the
current members with a new list of members.

On the Populate Research Groups tab, select the relevant process and click

W St process

. The Run populate research group process dialog box opens (see
previous page).

On the Selected constituents field replace the Selection shown with a different one if
appropriate.

Select Update member list from selection as the population method.

Click LS

When the process has run, v

will show and your group will be populated.

@ Note: Running this process will add records that you may have deleted
from the group, if the records still match the conditions set in the query.

Add New Members Using a Selection

Running this process will add additional members to your group without removing the current
members. Only records included in the selection are added to the group by this update. Any
other changes made to the group before the update is run are not affected.

1.

i St proces

Select the relevant process and click . The Run populate research group
process dialog box opens (see previous page).

On the Selected constituents field replace the Selection shown with a different one if
appropriate.

Select Add members from selection as the population method.
Click 5]

]

When the process has run, will show and your group will be populated.

Delete Members

Navigate to the relevant group’s [Name] Research Group page > Members tab.

7 Delete

Select the relevant member line and click ; or tick the checkbox beside one or

Dalete {3)

more member’s lines and click *
indicates number of records selected).

at the top of the list (the number in brackets
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(V] '

Lomtrs [ R ™ 20

Parter it | othuen (2] "im

3. Click to confirm.

4.8 Edit Group Permissions

1. Navigate to the relevant group’s [Name] Research Group page and click

Edlit group permissions

under Tasks in the Explorer bar. The Edit research group
permissions dialogue box opens.

Edit research group permissions [x]

Owner: | Caroll Machll >~

W Cahers can moddy
0 Help Save Cancel
2. Edit the owner, if required.

3. Tick/un-tick ™ enmed® | os required.

4. Click

4.9 Edit Research Details

1. Navigate to the relevant group’s [Name] Research Group page > Members tab and

select the relevant member’s line.
=<3

2. Click =~ ftrmssihdss The Edit research details dialogue box opens.
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3.

Bdit resmaron detacy o

o o

Edit the Prospect manager and/or status details.

Note: You can also add or edit the Prospect manager details using the

Assign prospect manager

link under Tasks in the Explorer bar — see next section.

4. Add details to the research summary textbox, if relevant.

5.

Click [_swe |

4.10 Assign Prospect Manager

You can assign a prospect manager to an existing group from the groups Research Group

page.
1.

Navigate to the relevant group’s [Name] Research Group page and click
Assign prospect manager

under Tasks in the Explorer bar. The Assign prospect
manager to members of group dialogue box opens.

0.-\- e
Enter or search for the constituent to add as prospect manager (must have fundraiser
constituency).
Enter new manager start date, if required.

To change the prospect manager on all relevant constituent records, tick

it Update records with existing prospect managers

The Previous manager end date field is enabled, enter the end date for the previous
prospect manager.

Prémous manager end date:  N/ILNEB
MNew manager start date wwirms

M Update records with astng prospect managers

Click [_swe |
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4.11 View the Constituent Record of a Group Member

1. Navigate to the relevant groups, [Name] Research Group > Members tab, as per
instructions on previous page.

2. Click on the relevant group member’s name link. Their constituent record opens.
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5. Exporting Data

You can export data from DARS to use in another software application, or to use in other
processes in DARS. For example, you might export basic constituent interaction data as a
.csv file, add updated information (the results of a telethon appeal for example) to the .csv
file, and then import the updated data into DARS.

The overall process steps to create and export data from DARS are:
e Create an Export Definition
e Create an Export process
e Run the Export process

e Download the Export file

5.1 Export Definitions

The processes outlined in this section refer to Export Definitions created in the
Administration area. Export Definitions can also be created in the Marketing and
Communications area, however they are used for different purposes. Regardless of whether
you are creating Export Definitions in the Administration or the Marketing and
Communications area however, the process is the same.

The table below indicates which Functional Area > Export Definition functionality is used for
the relevant process or functionality in DARS:

Functional Area Processes or Functionality

Administration Export functionality

Marketing and Communications Segments and Marketing Efforts

Marketing and Communications Event Invitations

Administration Write a[n acknowledgement] Letter functionality
Administration Manage Correspondence functionality
Administration Bulk [revenue] Acknowledgements functionality

Marketing and Communications Marketing Acknowledgements functionality

Refer to the Events, Marketing and Communications and One-to-one Acknowledgements
manuals for further information specific to those areas. Bulk revenue and marketing
acknowledgements functionality is not presently covered by any manual. If you wish to use
that functionality, contact the DARS Helpdesk or BAU Trainer for further advice.

An export definition defines the fields for an export. You cannot export data directly from a
definition. You must create an export process to output data from a selection based on the
export definition. When you create export definitions, you specify the source view from
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which the export definition should be created. The source view determines the type of
records the export includes.

You can use sites to group your export definitions. When you view export definitions, you
can use the Sites filter to limit how many export definitions are shown.

The fields and criteria that you select for the export definition determine what field appear in
the export and how they appear.

In export definitions, you can select one-to-many fields in addition to one-to-one export
fields. A one-to-one export field contains one value in your database. For example, Birth
date is a one-to-one export field because constituents have one birth date. A one-to-many
export field contains several values in your database. For example, Email address is a one-
to-many export field because constituents can have multiple email addresses.

5.1.1 Create an Export Definition

1. In the Administration functional area click
page opens.

. The Export Definitions

5 Export Definitions

2. Click “*. The Select a Source View dialogue box opens. On this page you select
the view containing the type of record you want to group in the export definition
e ———C

3. Select the source view for the export definition and click [ o | The New Export
Definition dialogue box opens.
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e The Browse for field in: (aka field explorer) pane shows the field nodes available

for the selected type of export definition. You can expand a node to see its

>

available fields. Click "' or to un/hide the pane.

e The available fields and system fields for the selected node display in the Select
... fields: (centre) pane.

4. Select the fields for each record in the export output. To specify output fields for the
export, select and drag them from the centre pane to the Selected fields pane.
Selected fields correspond to the information you want to see in the export. These
fields appear as column headings on the export output. You must specify at least one

output field.

@ Note: Depending on the source view of the definition, some fields may
default into the Selected Fields pane. These can be removed if
required.

& Important: See Address Formatting for information about which address

fields should be used in an Export Definition — depending on purpose.

Find field:

a. To find a specific field, enter text in and press
[Enter], DARS searches through available fields and displays any that match in
the field list. Press [Enter] to scroll through the list to the next applicable field.

b. When you select a one-to-many field, such as Phones, the Criteria dialogue box
opens. See next section.

c. Field names can be changed. For example to re-name the State abbreviation field
as ‘State’. Right mouse click over the field, move the mouse over the Change
Column Heading option and click in the text box to enter the new heading and
press [Enter]. (Alternatively select the field and click [] at top of pane.)

hbwew paman (Eared

e
~

Note: The alternative heading applies only to this specific Export Definition.
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8. Select the Column order and Set sort order for rows tabs to set (= A ) sort
order of output fields, if required.

arsttuses flene

Yty Gereler

3 Carattisnts Sath dee

9. When you complete setting up the fields select the Set save options tab.
i'x:‘ x‘.-_-ﬁ

a. Enter a name following the DARS Naming Convention.

b. Add a description of what the definition is used for

Tick V¥ Allow definition ta be used by ather areas of the application

d. Select the correct site — if required.

e. Field names are used as the column headings in exported files. Sometimes
these field names can be quite long and consequently the export file difficult to
navigate. For example the highlighted field in the screenshot below may be
exported as the column heading ‘Constituents\Addressee and Salutation\Primary
salutation’.

= L Constituents
j Mame
=17 Address (Primary)
Z Full address
=I-1F) Addressee and Salutation
E Primary addressee

H Frimary salukation

V¥ Use shart calumn headers

i. To use a short version of the name, tick . This same field
then appears in the exported file as ‘PRIMARYSALUTATION'.
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ii. Note: To ensure that any re-named field appears in the downloaded file

¥ LUse faeld mames for one to ane column

instead of the ‘short name’, tick T For example, the
field Constituents\Name in the screenshot above, will appear in the exported
file as the short name ‘NAME’, however you might prefer it to appear as ‘Full
Name’. If you rename it, you need to tick this option to ensure it appears in the
exported file as preferred.

10. Click [ | The Export Definitions page updates with the new definition added to
the list. You may need to filter or sort columns to find it.

5.1.2 Export Definitions Criteria

A one-to-many export field contains several values in your database. For example, Email
address is a one-to-many field because constituents can have multiple email addresses.

1. When you add a one-to-many field to the Selected Fields pane, the Export criteria
dialogue box opens. On this screen, you define how many instances of the field you
want to export, the sort order for the field and any additional filters.

(vt 0

o

@ Note: When you select fields from Address Processing, the behaviour is
different. See  Export Definitions Address Processing for further
information.

2. Enter the number to export. This number refers to the node or record that contains the
field. For example, for a Constituents export definition, if you select Number from
Phones, the number to export refers to Phones and not just to Number.

3. When you add another field to the same node in the Selected Fields pane of the New
Export Definition dialogue box, the Criteria screen does not open again. To access
the screen for that node, right click the node and select Edit Filter.

= =) Constrtuent
3 =] Phong =

3 Nd
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4. Under Sort, select the field to order the records by (if required) and select to sort in
ascending or descending order. This sorts the one-to-many records for a line in the
export output and not the all the lines in the output.

For example, when you define Appeal benefits for a Revenue definition, if you sort by
Gift Amount, addresses appear ordered by gift amount on the output line for a
revenue record.

5. To filter, drag the required field (or double-click) to the Include records where: pane.
The Apply Criteria dialogue box opens. This is the same as seen in a query builder.

Apply Critwraa a

a. Select how to apply the criteria. Such as ‘Equal to’ or ‘Not blank’.

b. Enter the value/s for the criteria. The example above applies criteria to Country,
with ‘Equal to’ and United States selected. The export definition will filter to include
only records with United States phone numbers.

c. Click 2 1 You return to the Criteria dialogue box.

elected phines

Prane . s
-

3 Indide reconmi wliess

J Call alrar ‘1 ] snrery woeial to Lineed Sarey

6. On the Criteria dialogue box, click .

5.1.3 Address Formatting

There are a number of different address nodes and fields that can be included in an Export
Definition, to ensure that the country specific format of the address is exported and can be
used (without further manipulation) in external applications such as Microsoft Word mail
merge.

The standard ‘full address’ field formats country specific addresses, however it includes all
the address lines in one field. This is perfectly usable if you are creating your own malil
merge in MS Word for example.

However, some third party fulflment houses require the address lines to be split into
separate fields. If the address lines you are exporting should be split, use the fields under
the Formatted Address Lines node.
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If you are exporting data to produce spreadsheets and charts based on components of an
address, you could use the fields under the Address (Primary), Addresses or the Formatted
Address Lines nodes. Which ones you use, depends on what output you require.

5.1.4 Export Definitions Address Processing

x-“j Important: This section refers to the Address Processing fields, check
Address Formatting for information about Oxford formatted Address
fields.

With Address Processing, you can specify how the export should select addresses and
name formats from a constituent's record. For example, you can specify to select an
individual’s address based on address preferences with provisions for a first and second
choice and what to do when there are no mail preferences for the individual.

1. When you select an Address Processing field, the Export criteria dialogue box opens.
oot 0

CLR

2. Enter the Number to export and select Order by options as required.

' selected address Processing optons

3. Under Filter select and then select the required field/s from the
first column. The Apply criteria dialogue box opens.
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@ Note: If the required option or format is not listed, contact the DARS
Support Centre.

a. Select the required Address and/or Name format, such as Central University
Oxford Today, or relevant Mail type format such as General Correspondence.

b. Cick |I| The relevant details are updated in the second column on the
Export criteria dialogue box.

* Selected address processing ophons

Address Procesung Options .( > 1 ‘..d or (s Yo
1 F Includde records where

1 = . ¢
] Address Processing Option J Address Processing Option 1s equal to Cemtral Universay Odord T

J M type J and mail type 15 equal to General Correspondencs

4. Click [ox ] on the Export criteria dialogue box. You return to the New Export
Definition screen.

5.1.5 View/Edit/Copy an Export Definition

@ Note: Unlike Export Definitions in the Marketing and Communications
area, there is no copy option for (Administration) Export Definitions.

To view, edit or copy an Export Definition, open it for editing.

1. Navigate to the Export Definitions page (Administration > ) and select

the relevant Export Definition.

S Export Definitions

2. Details of all relevant Export Definitions (according to applied filter) are displayed in the
grid including record type the definition is based on, the site, who added the definition
and when added.

3. To change details of an Export Definition or copy it to a new one, click = . The Edit
Export Definition [name] dialogue box opens.

x-“j Important: To copy, or save with a different name, you should first
select the Set save options tab, rename and click . The Edit...

dialogue box closes. Re-open the new Export Definition for editing.

4. If editing the Export Definition:
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5.

5.2

a. The options are the same as when you Create an Export Definition except that the
[

option on the Set save options tab is
not available.

b. Make changes if required and click [ swe |,
If viewing only, click %] or when finished.

Manage Export Processes

In Export, you select the query of records to export and specify the format to use for the
exported data. You can also schedule an export process to run at the time most convenient
for your organization, such as overnight.

5.2.1 Export Page

On the Export page you can view and manage export processes, depending on your
security rights and system role.

1.

In the Administration functional area select * """ . The Export page opens.

¢ Export

The Export page displays a list of the export processes in DARS. The information on
this page includes the name and description of the export process, the name and type
of the query or Export definition, and the site. To update the page, click

To view processes relevant to selected sites: select from the drop down list in the filter
bar or click “* to select a specific site/s (this will depend on your access permissions)
and click “ "™

When you create an export process, the program automatically creates a status record
of the process. The Export list (process status record) page, displays those status

records and the information entered to create the process. Click the name link of the
relevant process to view the Export list page.

Once you add an export process, you can run the process to extract data from DARS
and create the export file. To run a process, select the process line (not the name link)
and click & arepor
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5.2.2 Add an Export Process

The export process helps you extract data from the program to use in other applications. For
example, you may want to export data to send to a mailing house to update addresses.
Once you create an export process, you can edit and reuse it as you update your data.

1. Onthe Export page, click “** . The Add export process dialogue box opens.

Add export process o
e
[ OO
£ et iy

Q)nm-, -

Enter a name, following the DARS Naming Convention.
Enter a description to help identify the export process.

Enter or select a site, if required.

a > w N

Select the Export type:

e An Ad-hoc query can include numerous output fields and enables you to browse
through a specific set of records.

If you select ‘Ad-hoc query’, the Ad-hoc query field appears. Search for and select
the query to use.

1-hae qaer [T LY P S ——

e A Smart query instance performs complex calculations that are difficult to
achieve with an ad-hoc query. A smart query instance is based on templates
included in the program or on your own SQL statements.

If you select ‘Smart query instance’, the Smart query instance field appears.
Search for and select the Smart query instance to use.

,,,,,,,,,,

e An export definition defines fields to export. When you use this export type, you
select a query to export. The export outputs data from the query based on the
export definition.

If you select ‘Export definition’, the Selection and Export definition fields appear.
Search for and select the Selection and Export definition to use.
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6. Click [_swe |

5.2.3 Edit an Export Process

Once you create an export process, you can edit it as required. When you edit the export

process, you can also edit the query to extract additional information.
1. On the Export page, select the relevant process line and click = **; OR

On the Export list page click on : under Tasks in the Explorer bar.

2. The Edit export process dialogue box opens. This is the same as the Add export
process dialogue box.

3. Update the information as required and click [swe |,

5.2.4 Set the Format Options of an Export Process

The query used for an export process determines the output fields and information
generated when you download the output file. The format options determine how the
exported data appears in the output file. On the Edit export format page, you determine how
the program formats the data in the output file.

1. Onthe Export page, select the relevant export process and click = “*" = - OR

7} Set tormat options

On the Export list page, click on under Tasks in the Explorer bar.

2. The Edit export format dialogue box opens.

"“L""Il
e
e { -
sy de
LLDASET B9 sl b hrmamed QBT »
© e

3. Onthe Currency tab, specify how currency data should appear in the exported data.
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4. Enter the currency symbol, number of digits after decimal, digit grouping symbol
and decimal symbol to use in currency data. Select the custom option, where
applicable, to set number of digits or specific symbols.

The Example field displays how currency data appears with the entered options.

5. Select the Date and Time tab.

rw:-»w-l-l

Loyt

04 July 1990 wonde! b tormustedt o0 42990
—
04 July 1990 winshd e Voo s 47771980

Ity & okl Dor hirvmatind s &1

6. Under Date format, Fuzzy date format, and Month/day format, select/enter how the
various dates should appear in the exported data. The Example field displays how a
date appears in the specified format. See table at end of section for formatting
examples.

@ Note: A ‘fuzzy date’ is an incomplete date. For example, a fuzzy birth
date of a constituent may include the month and year, but not the day.

7. Enter the Hour/minute format, or select from the drop-down list. The Example field
displays how a time appears in the specified format. See table at end of section for
formatting examples.

@ Note: You cannot include seconds or time zone offsets in the format of
exported time data.
8. Click [ |
The table below shows how the date and time specifiers will display data:
Date/Time Specifier | Description Example
d Numerical day, single digit 4
dd Numerical day, double digit 04
ddd First three letters of day Tue
dddd Full name of day Tuesday
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M Numerical month, single digit 9

MM Numerical month, double digit 09

MMM First three letters of month Sep
MMMM Full name of month September
YY Numerical year within century 80

YYYY Full numerical year 1980

Hh Hour, two-digits, in a 12-hour cycle 11

HH Hour, two-digits, in a 24-hour cycle 23

mm Minute, two-digits, 00-59 17

tt Ante meridiem (AM or post meridiem (PM) PM

5.2.5 Export List (Process Status) Page

Each export process in DARS has a status page — referred to as the Export list page. On the
Export list page, you can view information about the Export process such as the name,
description, associated Query or Export definition, and the Export type. Each Export list page
also includes information about the most recent operation of the process and historical data
about the process.

Depending on your security rights and system role, you can perform various tasks to
manage the export process from its Export list page.

On some process pages, you can manage the job schedules of the process. To help
manage this information, each process page contains multiple tabs.

¢ TRNG-CLM-Export Edinburgh constituents > 1000.00 - Export

On the Recent status tab, you view the details of the most recent operation of the process.
These details include the status of the process; the start time, end time, and duration of the
process; the person who last started the process; the name of the server most recently used
to run the process; the total number of records processed; and how many of those records
processed successfully and how many were exceptions.

Each time you run an export process, the program generates a status record of the instance.
On the History tab, you view historical status record information about each instance of the
export process. The information in the grid includes the status of the instance; the start time,
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end time, and duration of the instance; the person who started the instance; the total number
of records processed during the instance; and the server used to run the process for the
instance.

On the Job schedules tab, you view the job schedules of the process in the database. The
details in this grid include the name of the job, whether a job schedule is enabled, the
frequency of the job schedule, the start date and time and end date and time of the
scheduled jobs, and the dates the job schedule is added and last changed in the database.
You enter this information when you set the job schedule of the process.

5.2.6 Delete an Export Process

You can delete an export process from the Export page or the Export list (status) page.
When you delete the export process, you delete only the process status record that contains
which query was used and any format options you assigned to the output.

We recommend you save a copy of the output file that contains the data extracted from your
database. When you delete the export process, you can still use the output file in another
software application.

1. On the Export page, select the relevant process and click © “* ; OR

b

On the Export list page of the relevant process, click under Tasks in the

Explorer bar.

2. Click to confirm.

5.2.7 Run an Export Process

1. On the Export page, select the process to run and click # #= =t - OR

On the Export list page of the relevant process, click b under Tasks in the
Explorer bar.

2. The program uses the data in the selected query and stores the information in an

export file. The Export list page opens and displays the status of the process.
3. When the export process finishes, the Status field displays “

¢ TRNG-CLM-Expeort Edinburgh constituents > 1000.00 - Export
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5.3 Download Export Output

Once you run an export process, you can download the output file for checking data and
fields. You can also use the downloaded file in another application or process, or to send to
a mailing house for example.

& Important: If you download a .csv file and edit it - and wish to use it in
any DARS process - it must be re-saved in .csv format.

& Important: If the data you have exported includes phone numbers or
Zip codes with leading zeros, you should not open the file directly in
Excel. Instead you should import it into Excel. Refer to Importing .csv
Files to Excel for information on how to do this.

nlosd ot =

When the process is complete, is enabled and you have three options for
downloading output files in either .csv (comma-separated values) or .xIsx format:

1. The single file download creates one output file containing all data.

2. The multiple files download splits output into multiple files based on the unique
values of a selected field. For example, if you split by ‘Package code’, a separate
output file is created for each package code included in the export.

3. The grouped files download creates output files including data grouped by field
values as specified. For example, you can create a set of files split by one of the fields
in your download, such as Country or donor band. This would give you more flexibility
than, say multiple files based on source code or segment, but of course you can report
automatically on the former.

5.3.1 Download a Single File

nlosd ot =

1. On the Recent status tab of the Export list page select ™ >
or “ ‘ . A standard browser download dialogue box opens.

2. Follow the instructions for your browser, referring to the important point above.

5.3.2 Download Multiple Files

1. On the Recent status tab of the Export list page select
The Download multiple files dialogue box opens.
| Svwtosd mitigietim 80

-
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2. In the Create one file per field, select a column header from the export file. This field
determines how data from the export file is split into multiple output files. For example,
if you select ‘Package code’ in this field, a separate output file is created for each
Package code included in the export.

In the File prefix field, you can enter a prefix to prepend to the output file names.
Select the export format — either .csv or .xlIsx.

Select the Preview tab to preview records and data that will be downloaded.

© g > W

Click [oewniosd ] A standard browser download dialogue box opens, with a .zip file
containing the multiple files. Select to open or save, as required, and follow the on-
screen instructions.

& Important: If the data you have exported includes phone numbers or
Zip codes with leading zeros, you should not open the file directly in
Excel. Instead you should import it into Excel. Refer to Importing .csv
Files to Excel for further information.

& Important: Ensure you re-save any opened files as .csv files if you will
be using them in a DARS process.

5.3.3 Download Grouped Files

The grouped files download, where available, creates output files including data grouped by
field values as specified. For example, you can create a set of files split by one of the fields
in your download, such as Country or donor band. This would give you moare flexibility than,
say multiple files based on source code or segment, but of course you can report
automatically on the former. You can select to download in either .csv or .xIsx format.

Jomnioad oumgnt =

1. On the Recent status tab of the Export list page select >

The Download grouped files dialogue box opens.
(i G0

e

2. In the Group by field, select the export field to group the files by, for example,
‘Packages’ or ‘Segment code’. Values for the selected Group by field appear in the left
box of Group options.
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@ Note: You cannot select an export field that has more than 500 distinct
values.

3. Select the export format — either .csv or .xIsx.

4. In the box on the left under Group options, select the checkbox for each value to
include in the first group and then click the right arrow to move those values to the right
box. The Group file name dialogue box opens.

Munve

5. In the Name field, enter a name for the grouped file and click [ o | on the
Download grouped files screen the group appears in the box on the right.

6. Continue adding groups until all values on the left are included in a group on the right.
To view items included in a group, click the plus sign to expand it. To edit an item,

select it and click

7. When ready, click [ Downlosd | A standard browser download dialogue box opens, with a
.zip file containing the grouped files. Select to open or save, as required, and follow the
on-screen instructions.

& Important: If the data you have exported includes phone numbers or
Zip codes with leading zeros, you should not open the file directly in
Excel. Instead you should import it into Excel. Refer to Importing .csv
Files to Excel for further information.

& Important: Ensure you re-save any opened files as .csv files if you will
be using them in a DARS process.

5.4 Importing .csv Files to Excel

When a .csv file is opened directly in Excel the leading zeros on fields such as phone
numbers or zip codes, are dropped. In addition date fields may be compromised. To ensure
that data exported from DARS remains in the correct format you should import the .csv file
into Excel. The following instructions are based on Excel 2007. Refer to Microsoft Help files
for any additional information.
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1. Open Excel and click in cell Al. Select the Data tab and select From Text.
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3. Navigate to and select the relevant .csv file and click [meor | The Text Import
Wizard - Step 1 of 3 dialogue box opens.
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4. Step 1: Check that “ 2= js selected (and if relevant, File origin is Unicode (UTF-
8), see note below), then click . The Text Import Wizard - Step 2 of 3

dialogue box opens.
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& Note: If the resulting file is to be imported back into DARS it must be
encoded as UTF-8 to ensure foreign characters appear correctly in an
imported batch.

5. Step 2: Ensure only ¥ =™ s ticked, then click . The Text Import Wizard -
Step 3 of 3 dialogue box opens.

Tooet bnprart Wizsed - Stag Sl 3 1=
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a. For each telephone or zip code column, select the column under Data preview
and click “ =t

b. Date columns can be formatted as general or as text — both options will produce
correct results.

c. Check the columns in Data preview to make sure the data is appearing correctly.

6. Click L | The Import Data dialogue box opens, with Existing worksheet [cell Al]
automatically selected.

Wrese do youwant to put the data?
& Exiting worbatmet ;

Liadl] .

7 New warkshost

. | 5] v |

7. Click L___1. The data is imported into Excel, in the correct format as selected.

8. Click [Ctrl]] + S and save the file. Remember: If the file is to be re-used in any DARS
process it must be saved as a .csv file.

Phs goree {8 CLN Teethon ol Tt resalts con -

Somarbew o5 (Covea dekmiad) %, cov) =l

9. If saving as a .csv file and the following message appears, click [ 1.
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10. If saving as a .csv file and the following message appeatrs, click [ 1,
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& Remember: To retain leading zeros in phone numbers and zip codes,
always import .csv files into Excel rather than opening them directly.
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6. View Constituent Data Fields

6.1 Constituent Record

If the full value of a data field (in a column or drop-down list for example) is not visible hover
the mouse over the entry, as shown in the example below.

Carazranm LAP COUL Xtwrnd O

S W ———r——ra I

6.2 Viewing Data in Query without Additional Filtering.

Specific query nodes and fields are available to display and report on primary information
(such as primary address and primary job title) and joint information (such as joint addressee
and joint salutation) without the need for additional filtering. An example query is detailed
below, based on the following scenario:

Scenario: | am a fundraiser, and have created a selection of constituents with a current
address within 30 miles of Toronto (excluding deceased and inactive). | want to now find out
what sort of prospect might they be. To do this | create a new query to which | add Donor
Band, UO Relationship Lead, and Primary Business information, if they have any, including
Job Title, Relationship Type, Job Category and Industry.

]~ w

1. On the Query page click “*"" >
and click o]

. Select the Constituents source view

[\
|

2. Add required field/s to the Include record where: (aka filters) pane. Remember to
include all required suppression fields and selections (not shown in example) — see
your Super User for advice. Example based on scenario above:

a. In the Browse for fields in: (aka field explorer) pane, click on Selections. (If
applicable, select the relevant folder in this node.) The available selections within
the node are displayed in the centre pane. Double click the required selection, or
click and drag to the Include records where: pane. The Apply Criteria dialogue
box opens.

b. Setthe value to Yes and click |I|

3. In the field explorer, under Constituent, scroll to the relevant nodes and drag required
fields from the centre pane to the Results fields to display: (aka output fields) pane.
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e Select the Business (Primary) node, add Industry to the output fields.

e Select the Business (Primary) Relationship (Current) node, add the required
fields to the output fields.

¢ Select the Model Scores and Ratings > Attributes > Donor Band Attributes
node and add Value to the output fields. (Donor Band is created from overnight
process that looks at all gifts on DARS [collegiately], and assigns one of four
available values 1. Non Donor, 2. Donor, 3. Mid-Level Donor, 4. Major Donor. It
currently looks at net, but will be switched to gross (i.e. including Gift Aid) in due

course.)
@ Note: Model Scores and Ratings was previously Modelling and
Propensity.

e Select the UO Relationship Lead (Current) node and add Fundraiser to the
output fields.

4. Final query output fields and filter* for the example scenario:

& Important: Remember to include all required suppression fields and
selections (not shown in example) — see your Super User for advice.

5. Example of results of above scenario, sorted by Name.

.....

== apouse Relatienihg ¢ Doan A E AR TS AAN
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7. Smart Queries

At the most basic level, Smart Queries are standard queries that have pre-built filters. They
save you time and effort in building queries yourself. To use them, you only need select the
values you want.

In this example, a Smart Query has made a complicated Prospect Clearance query much
more user friendly. The query filters are set to produce a list of all planned, pending and
processed clearance requests for a chosen fundraiser.

In standard query view, a large number of filters and outputs may need to be tweaked in
order to generate the required output, as per the screenshot below.

Fiters
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5w Prongect Pars StepayOhanged by user fime it orw of B deva011S, BESMdevol] 16, BSFdeve0N9T)
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T Consbaend'E Sucaton (Primary ACadens: cataiog degree (Degres)
T Corsttoetiaddess (Pravary Moourtry (Prmary Courtry)
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In the New Smart Query view based on the complex query above, you only need add one
parameter — the fundraiser name.

New Stmart Query

m‘ x : P

Fundraser name 15 equal to o

Decowse & Exportto sy B Export 10 Eacal

0 Help Saew Caniet
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Both queries return the same data list, but the Smart Query removes the need to edit all but
one of the filters. The more complicated and time consuming work — filtering for prospects at
certain stages of the clearance process, adding a range of output fields etc — has all been
done in advance when the Smart Query definition was created

7.1 Create a Smart Query
A Smart Query is created the same way as a regular ad-hoc query.

O wman

1. Onthe Query page, click “*"" > .
T

2. Select the required Smart Query definition from the list and click L2 |,

The list of available definitions will vary depending on your role and site. The
description provides details of what information the Smart Query will produce.

3. In this example, the Constituent Location Smart Query has been selected. This is a
custom Smart Query set up to provide detailed information on constituents with a
primary address within a certain location.

T

[Sow—"'1

oo

4. You can enter values in all fields to produce a narrow list of constituents, for example
those who live in a particular town, or only use selected filters in order to keep the list
as broad as possible, for example everyone in the UK. You do not need to enter a
value in all the filters.

5. Once values are entered, click the Results tab to preview the results.
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6. If required, select the Set save options tab to save the smart query instance to use
again, or use it to create a selection for use in another process. The options on this
tab are the same as those on the ad-hoc query builder. See Save a Query for further
information.

7.2 Suggesting additional custom Smart Queries

We are developing the range of available smart queries in conjunction with DARS Super
Users within the Central University Offices, the Colleges and Departments, and hope that the
queries provided will deliver the information you need. We will also be building out more
Smart Query options over time to cover more of the areas that users are regularly querying
on in DARS.

If, however, you are unable to find a Smart Query that meets your needs, the DARS Support
Centre may be able to develop one for you. Suggestions for new Smart Queries should be
sent to the DARS helpdesk, via your DARS Super User. A member of the support team will
then get in touch to discuss your requirements and take the request forward.

@ Note: Priority will be given to Smart Query requests that will be of benefit
to multiple DARS participants / users across the collegiate University.

DARS 3.0 Fundamentals 2 Manual v0.3

64



8. Smart Fields

Smart fields are created using a specialist type of query in which certain criteria (parameters
and values) can be pre-selected. They combine multiple pieces of data and/or determine
which data to display based on what is available.

Smart fields provide users with quick access to specific information that otherwise might take
hours or days to compile. For example, the Constituent Giving smart field enables you to
calculate the total giving of your constituents based upon user-defined criteria.

After a smart field is created, and values generated, it can be used in ad-hoc queries and the
information can be viewed on the Smart Fields tab of related records.

Each smatrt field listed in the ad-hoc query builder Field Explorer pane is created as a Smart
Field instance in the Administration functional area.

8.1 Manage Smart Field Instances

Only Local Site Admin users have access to the Smart Fields area. If you do not have
access, and believe you should, contact your Head of Development or the Head of DARS.

1. Inthe Administration functional area under Data, click

» Smart Frelds

2. On the Smart Fields page you can see a list of existing smart fields instances. To

" Filters

view only certain ones use the functionality.

3. To view further details of the smart field instance, select the line (not the name link) to
expand the details below.

3

4. Smart fields appear in the Browse for fields in: (aka field explorer) pane of the query
builder regardless of whether they are processed or not. In addition, even if results
have been cleared from the Smart Field process, the results from the last time
processed will still show in the query.
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To ensure that accurate data is available in queries and on the Smart Fields tab, the
smart field should be processed as soon as it is created. To process a selected smart

ﬂ Process sman hisld

field instance, click

& Important: If you run a process again without clearing previous results
first, the new set of results may not be accurate — see next point.

5. When you process a smart field, the program updates its values based on the
information added to the database since the most recent process of that smart field —
except where parameters have been changed. To update the value of the smatrt field

and consider information entered during all dates that satisfy the date range click
)

WS Clear results

@ Note: The 'clear results' operation resets the as-of date (the last run
date of the smart field refresh process). This means that DARS will only
process records which have been changed since the last run (unless
the parameters have changed), enabling the smart field refreshes to be
much faster (after the initial run).

& Important: For smart field instances where the parameters have been
changed since the last run date of the process, the smart field will be
processed against all records and information.

6. To view the process history of a smart field instance, click on the name link .

8.2 Add a Smart Field Instance

L

1. Navigate to the Smart Fields page and click on ““*. The Select a smart field

definition dialogue box opens.

2. Select the required definition and click [ | The relevant dialogue box opens.

The smart field definitions are created by the DARS Development Team. If none of the
available definitions meet your needs, contact the DARS Helpdesk.
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3. Enter a name, using the DARS Naming Convention.

4. Enter a detailed description of the purpose of the smart field.

= Lie walue i taipe

5. If required, tick and add a value group/s. Value groups enable you to
group your results into a definable number of different bands. For example, by using
value groups for the Constituent age smart field, you can separate out those aged 18-
29, 30-49, 50+ etc

Vahees greater than or equ Valet groop nane

20 Long term

6. Select the Parameters tab, and enter parameters and values as required. You may
need to scroll down to view all options in the Parameters tab

i
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@ Note: The Smart Field definition determines the options available, and
your selections within those options determines what will be returned by
the query.

¥ site filter #nablecl

7. If applicable, select the Site filtering tab. Tick and add all required sites.

M Ste thter ssabled

ke
Contral Unrersh

JVOOO: Arvrassl Fund

@ Note: The Site Filtering values determine who can see the results of
the query.

If you are a systems administrator, you can see which sites are included in a Site

group, such as Central University, on the Site Group Members page (click

> in the Administration functional area). Your Site Group

contains each of your standard, Secure and Transfer sites.
8. Click 5= | The smart field instance appears in the list on the Smart Fields page.

9. Before Smart Field values can be viewed in query or on the Smart Fields tab of a

constituent record, you need to process it. On the Smart Fields list, select the smart

9 Process smarn hsld

field instance you just created and click . See previous section for further

details.

Smart Fields are listed under the Smart Fields node in the ad-hoc query builder Field
Explorer pane. See next section.

@ Note: Smart Fields appear in the Browse for fields in: pane, even
when not processed. In addition, if results have been cleared on the
Smart Field page, the last results still show in the query. Remember to
process the Smart Field as soon as it is created.

8.3 Using Smart Fields in Query

After a smart field is created and the values generated, you can use the smart field in ad-hoc
gueries and view the information on the Smart Fields tab of related records.

@ Note: Smart Fields appear in the Browse for fields in: pane, even
when not processed. In addition, if results have been cleared from the
Smart Field process, the last results still show in the query. If the results
do not appear accurate contact the DARS Helpdesk.
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New Smart Field Instances are set up and processed for you by your Local Site Admin
user(s). If you do not know who your Local Site Admin user is, or believe you should have
this role, contact your Head of Development or the Head of DARS. These instances are
created from specific Smart Field Definitions that are available. Requests for new definitions
should be made to the Core Design Working Group, via the DARS Helpdesk.

1.

5.

On the Query page click ™" > * . Select the Constituents source view
and click o]
In the Browse for fields in: pane select Smart Fields. The Smart Fields display
below, and in the centre pane under Related Items.

fow .':‘ -'_-“ e :;4 anht Fhobly Bt

‘:-'_‘"""“"‘ e 1 AA_HARY TESTOS_SYSADM_MOREY Sir
BT | S e
Important: You cannot drag the fields from the centre pane at this point. To use smart
fields, you should select the smart field instance in the Browse for fields in: pane (or
double click it in the centre pane). The specific smart field name and the Value field
are displayed in the centre pane.
v

Drag the Value field to the Filters and/or Output Fields panes, and any other
Filters/Output Fields as required. Remember to include all required suppression fields
and selections (not shown in example) — see your Super User for advice.

Inchatie records where

3 TRNG-CLM- Constituent s ST Reld Value 1 greater than or equal 1o 25

T andd Euterests Interest trpe 15 equal 1o Mt

” Y%

PRasudts helcls to dsplay

S L.l:;i;"‘;-.; Promaryj Crty

] Adckess Pramary) Conmtry

3 Interests iiterest type
The results for the example — sorted by country.

@ Note: If the results are not what you expect, check your filters. If, after

any adjustments, they still appear incorrect, contact your Local Site
Admin user or the DARS Support Centre.
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8.4

Smart Field Tab

To view Smart Field information on the Smart Field tab of related constituent records:

1.

At the bottom of the Query builder window click JE and select the relevant page to
view from the Choose Page Definition dialogue box. See Browse Query Results for
further details on browsing query results; OR
From outside the query, navigate to the relevant constituent record.
Select the Smart Fields tab.
=g
To download the smart fields information, click "°®™ . Select to download in .csv or
Xlsx format as required.
@ Note: Information for all the constituent’'s listed Smart Fields is

downloaded to a spreadsheet format.

4. A standard browser download dialogue box opens. Select to open or save the file,

5.

bearing in mind the important note below, and click o 1

If saving the file, a Save as dialogue box opens. Save in an appropriate location
ensuring the file name follows the DARS Naming Convention, and click

Important: Excel drops leading zeros from data such as phone numbers

& and zip codes. If your results include such data you should save the file
first and then import to Excel. See Importing .csv Files to Excel for
further information, if required.

Ay Mg .te gt i
LI A BERERE i A rres [ o ot
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9. Example Queries

9.1 Display Gross Amounts in Query

Example query displaying net and gross (with claimable Gift Aid added) value of gifts.

«

1. On the Query page click “*"" > , select the Constituents source view

and click oK

2. Inthe Browse for fields in: pane select Revenue and then Application Details.

@ Note: While there are some Gift Aid fields directly under Revenue,
these only provide a summary against an overall payment rather than
per application. Furthermore, Gift Aid is calculated based on the
application amount.

3
J
0 Revesse tron
J

a. Add fields to the Filters and Output Fields as required — see steps 4 and 5.

3. Select Gift Aid (under Revenue\Application Details). The Gift Aid fields appear in the
centre pane. An explanation of each field is given at the end of the document.

4. Select and drag (or double click) the required filter fields to the Include fields where:
pane — an example is shown below. Remember to include all required suppression
fields and selections (not shown in example) — see your Super User for advice.

widd Reverms Date iy greater S or equal 1o 9L0), 2000

J and Reverme Apphcamon Detads G At Clamabile tas clam amouwt & oreater than 4

5. Select and drag the required fields to the Results fields to display: pane. Change
column headings, if desired.
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9.1.1

e tar clam amoure {Clamable tar dam amours)

If a constituent makes a payment on the same day, with two or more equal application
(i.e. against different designations) amounts, only one of the application lines may
show in the results.

To ensure that all valid rows are displayed, you should:

a. Add the Revenue\Application Details\Designations\Public name field to the
Results fields to display: pane as shown in the example above.

Luppress duphcare rows

b. Select the Set save options tab and un-tick '

The results for the example show that Gift Aid\Gross amount is equal to the original
amount + the claimable Gift Aid amount.

Description of Gift Aid fields:
Claimable tax claim amount — The amount of Gift Aid (‘tax Claim Amount’) that can
be claimed on the revenue item, once claimed (i.e. R68 process run) it is set to 0.

Declines Gift Aid — Donor declines Gift Aid, so no Gift Aid can be claimed on this
revenue item.

Gift Aid Qualification Status — Indicates if revenue qualifies for Gift Aid.

Note: Not to be confused with eligibility. A constituent may qualify for Gift Aid but not
be eligible for example, if they have not completed a declaration.

Gift Aid sponsorship — Donation based on another constituents Gift Aid. For
example, | do a sponsored walk but am not eligible for Gift Aid however the cause that
I am walking for is, therefore the Gift Aid can be claimed by them although it is
recorded against my donation.

Gross Amount — Equals Revenue Amount + Gift Aid

Received tax claim amount — Is the amount of Gift Aid that will be received. Is 0
before the R68 process has been run and is the ‘Tax claim amount’ after the R68
process has run.

Tax claim amount — Actual amount of the Gift Aid not including the donation.
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¢ Tax claim eligibility — Similar to status but denotes whether the revenue is eligible for
Gift Aid and reason why it is or isn’t. Eligibility status options:

o No valid declaration - no Gift Aid declaration form has been received.

¢ Not eligible — for example a non-UK tax payer, Other payment method is CAF
Standing Order, or Revenue category is Non-Philanthropic — Royalties. For a full
list see your Super User.

e Valid Declaration — A valid Gift Aid declaration form is on file.

e Covenant gift — Pre-2000 gifts which automatically qualify for Gift Aid. Payments
against pledges which are covenant gifts are eligible for Gift Aid regardless of
whether the constituent has a valid declaration on file at the time of the payment.
All qualified covenant gifts are included in the R68 process.

e Gift Aid Sponsorship — See entry for Gift Aid Sponsorship field above.

e Tax claim number — Denotes that R68 process has been run and committed and
shows the Claim number from the R68 form.

9.2 Querying Recurring Gifts

The four calculated fields available specifically for this type of query are:
e Gross Amount — Projection amount including gift aid
e Net Amount — Projection amount excluding gift aid

e Estimated? — Indicates whether the projection amount is for 5 years, or a period less
than 5 years (i.e. the constituent specified an end date when setting up the recurring
gift which equated to a total period of less than 5 years).

If the value in this field is:
e ‘Fixed on Revenue’ - the projection amount is less than 5 years
e ‘Calculated’ — the projection amount is for the first 5 years of the recurring gift.

e Number of Instalments — The figure for the total number of instalments used in the
calculation of the projection amount.

Outlined below are the basic query steps, and the nodes and fields available, to display and
report a five year projection amount for recurring gifts.

1. On the Query page click """ > ¥ , select the Constituents source view
and click L% | Note: the same steps apply to Constituent, Revenue and

Campaign source view queries.
2. First add all required filters:

a. Inthe Browse for fields in: pane select Revenue. The Revenue fields appear in
the centre pane; double click Transaction type.
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b. Select Equal to > Recurring gift, and click [ 1] (Transaction type is added to
Include records where: pane.)

® vave T Omtpur peld

c. Add any other filters required. Remember to include all required suppression fields
and selections (not shown in example). See your Super User for advice.

Next add required output fields:

a. Select Revenue \ Application Details \ Revenue Details \ Revenue Summary and
drag required fields to the Results fields to display: pane.

Note: These fields are also available directly under Revenue, however at that
level they display information per payment, rather than per application.

b. Add any other required fields to the Results fields to display: pane. Change
column headings, if desired.

I
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If a constituent makes a recurring gift / payment on the same day, with two or more
equal application (i.e. against different designations) amounts, only one of the
application lines may show in the results.

To ensure that all valid rows are displayed, you should:

a. Add the Revenue\Application Details\Designations\Public name field to the
Results fields to display: pane as shown in the example above.

Suppress duplicate rows

c. Select the Set save options tab and un-tick '

Results from example query above, sorted by Date.
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9.3

Query on Relationship Manager and/or Education History

Scenario: A college administrator wants to create a query that returns a list of all
constituents who attended their college and graduated in 1995, their degree and subject
area details, and their relationship manager site.

1.

0 Ad-} e

Add~

On the Query page click > , select the Constituents source view

and click

In the Browse for fields in: pane under Constituent, scroll to and select the relevant
node. The fields available in that node appear in the centre pane.

Bronin fof Nebdy o eledt Bducaon Primary) fadds

2,

J 2 Fducation Pramary|
L Adrktinad ¥formation
3 ) Anrkames

T Cimvere Renddescy Attritede

J Academee cmabog degree
3 Acaderc cmatog degree 1

- kg ety e s lestornd
23 Eopected Comgfetion Duate &

23 Fmal Thests Ambene
= e Attrixne

¢ camaksg o O dis

O Thesk M'; J Duste sttencled from
= Erhcstnnd Inteson J Cute atentied tu

7 Magcr 3 Echcrnnd degree

= Mince 3 Educasond degree

S on J Educaand degyee &

¥ 1 b aron Matoey J Educatond sutmaoe nane

T Eduabonal Meder e J Echcamonad peogr am

e Under the Education (Primary) node, you can select details relevant to the
constituent’s primary education. Some of the fields in that node include:

Node Field Equals
Education (Primary)\ | System Record ID | EducationHistorylD
Education Education College | Non-Oxford education department
(Primary)\Additional  "Equcation Non-Oxford education specific
Information\ Department subject area
Academic Catalog | Oxford education department
College
Academic Catalog | Oxford education department ID
College ID
Academic Catalog | Oxford education specific subject
Department area
Academic Catalog | Oxford education specific subject
Department ID area ID

¢ Under the Education History node, you can select details relevant to the
constituent’s primary and historical education.

e Select the Assigned Security Groups > Security Group name node, for
relationship manager site details.

Drag required fields from the centre pane to the Results fields to display: pane, and
add required filter field/s to the Include records where: pane. Remember to include
all required suppression fields and selections (not shown in example) — see your Super
User for advice.

Note: the output fields in this example have been renamed.
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4. Results for the example scenario:
[ reves ey |

Reudts (L% 1ecords foun

Marme Dagree Subgect mea Leve Date rom  Gradwnos date 5
Vareiia DA Bagheh Language & Utsratise Enginh Language and Lawaties  Undergr sdue 1 19

Mchael ALK M - Courie ) Cunties | Unilercy aduste 1951 109

seden BA Eqparmentat Prychalog Lo Expermental Pspdiolog 1992 195

9.4 Query on Research Group

Scenario: A college wants to invite members of their legacy society to an evening dinner.
They have created a group for these members and want to send out the invites but exclude
those members who do not wish to attend events. Filtering the query by membership of the
group means that the results will be a definitive and accurate list before adding

suppressions.

& Ad

1. On the Query page click “*"" >
and click [ o],

2. In the Browse for fields in: pane under Constituent, scroll to and select the relevant

node. The fields available in that node appear in the centre pane.

e Under the Research Group Member > Research Group node, you will find

details of research groups.

Brivwese for fisdis me volect Hesearsh Grow fishids
= Regustrant -]
@ 33 Relitonship Manages e
o T Relstionshes { Research Growp record

3 23 Research Group Membar
T Reseacch Group

3 Wl Desaypho
== Research Group Memd ") whon

3 tiame
# 1 Selechons
e O Phvibrer of members
£ Rostriction 0 Cthers <an oy
) T Reverrse J Owmer T
Selechons [0 Owner usemame

3. Drag required output fields from the centre pane to the Results fields to display:
pane, and add required filter field/s to the Include records where: pane. Remember
to include all required suppression fields and selections. Not all possible suppressions

are shown in this example — see your Super User for advice.

Aol Colege

ol Colege

obeqe

, select the Constituents source view

Note: Column headings have been changed on the output fields in this example.
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4. Results for the example scenario:

elest Aot amd syt Ne edidh Baregd e 2 i m s,

Pesults (127 records foust)

Hlans Address ity [T roup

Douglan Durham LEenee. DET-RENO-LECRga
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10. Accessing Reports

1. Torun areport, select it from the Explorer bar under Reports or from a functional area
main page. Most reports open to a parameter/filter bar. Select required filters and click

|5 Views repeart

7 Event Profile

Brert | TR CLM thew Voot O Ererft 42 Whom vortums: | Sebectid mctioms -

View et
Oxrency | B -

2. An example of an Event Profile report is shown below.

Event Profile

TRNG-CLM-New Years Day Event
Stast date: 01012014 Stant time: 1201 A
End date: oumaa Eod time: "SI PM

Lacation mame: New Yok NanSpacihs) Mo, invdited: 2
Capacity: 0 No. 1egistered: 3
s inacthee: No No. tagivteced day of sveat: 0
Team lundisiing appeak Ne. aftended: (]
Canpaigm: Mo ragistered, did mot amend: 3
o did nat 1ospand: 0
Namea: Bew Yook (Noo Spacdic]
Roam Unit:
Address
Chy: Niw ork
Province: New Yok
Posscede:
Comitry: Ustos States
Phone manber
Seclin Tulide 5 Seals Peghtiant 5
Seasting semmary: 0 sections, O lables per section, O sonts par table
Toral soanc 0
No, af seats amsaned: 0
Vacan! seaty; [
Roginationyps § Mame 3 Regivuaties - Regimaton foe s Receipt amsaum §
Coumt
Al Ads 1 “0m Qm
Hawe 3 Regiatr astfon o Amanded owt & Halance 5 Date 5
tegisiaied
Grangse, Heorons Regsterad ey J Pomer €000 15men3
Miched, Cantl Frgstoesd 0w 1592013
Patier Hare d Fegatired frary 3. Pomar 000 1512013
Total reqistans (quesssi: M
LALOID @ 1 Prapares b B seerd €L Papidl

Another example of a standard report is the constituent profile report, which comes in four
configurations:
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e The Constituent Profile Report (Basic) displays basic constituent information such
as contact information, education information and relationships. This report is available
on all constituent records.

e The Constituent Profile Report (Alumni) displays basic information and further
constituent information such as notes and prospect team information. This report is
available to the Relationship Manager and Interested Parties of a constituent and to
Central University users.

e The Constituent Profile Report (Fundraiser) displays the above information and
additional financial sections, such as giving and recognition details and prospect
management information. This report will only be available if you are the Relationship
Manager or an Interested Party for the constituent, and have either the Revenue
Admin or Development Professional system role.

e The Subject Access Request (SAR) report displays all relevant constituent
information stored on the database, irrespective of Site Security. This report can only
be accessed by a System Administrator, and is used by the DARS Process & Data
Support Group to respond to any Subject Access Requests made by data subjects, in
line with our Data Protection Act responsibilities. If you require an SAR report following
a constituent request, please contact database@devoff.ox.ac.uk.

10.1 Navigate and Download Reports

{1 of 1 |

Use the report toolbar “ to navigate and download the

report. The toolbar buttons are common to all reports:

e Use the standard report page navigation buttons ; to scroll through
the report.

e Where applicable, this button will display . Click to go back to parent report.
e Click “ to refresh the report data for the selected filters.

¢ To download the report, click = - and select from CSV, PDF, MS Excel or MS Word
format.

@ Note: In exported reports, such as PDF versions of the reports, some
items may appear as links. These direct you to the Blackbaud website
rather than the specific record in DARS.

¢ To zoom in or out of the report, use the standard browser shortcut keys [Ctrl]+[+] or
[Ctri]+[-].

e To search the report for a word or phrase, enter text I e

click Find).

and press [Enter] (or

e To search for the next instance of the search text, click |
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10.2 Accessing Custom Reports

Custom reports are accessed from the Reports functional area.

3 l choﬂ'-

Depending on your level of access, a humber of report categories will be available, including:
¢ Revenue Reports — which include the following types of reports:

e General Revenue Reports, which includes CR/NFR (Cash Receipts/New Funds
Raised) by Appeal and Dates

e Student Support Reports, which includes CR/NFR Last Month, Last Quarter and
Whole Campaign donations to Student Support.

e College Revenue Reports, which includes college specific CR/NFR Last Month
and Date Range Reports

e System Checks — these reports are used by the Process and Data Support Team to
ensure that data quality meets required standards in addition to the weekly check
gueries.

@ Note: The System Checks reports category is only available to System
Administrators and will not be visible by normal users.

e KPI Reports —The KPI Constituents Breakdown report displays statistics of the
constituents on DARS including breakdown of living and deceased constituents and
breakdown of the user-defined constituencies.

10.3 Requesting Custom Reports

A request for a custom report should be made when the query functionality is insufficient to
produce the data required either the fields in query are not appropriate or that the data
needs to be processed into the form of a report.

To request a custom report fill out a report request form available on the DARS website
document library under the support area and submit it to the DARS helpdesk.

It will then be assigned to the Data Reporting Developer and given a place in the queue of
reports to be designed.
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11. DARS Wiki Page

When adding new queries to the Wiki page it is important to keep all the information in the
same format. The Query Node Glossary is formatted in two ways: firstly they are sorted by
qguery classification groups (Employment, Individual/Personal, Events etc ) and then by
‘Term, Comments and The Query Node'.

Query Classification Groups are the groups a query will fall under based on the output of a
query. For example, if a query searches DARS for who was the relationship manager to an
alumni, that query would sit under the relationship management group.

Relatonship Mansgement

Mints & Tips

Query Nodes

Ralaton b W

The nodes will be formatted as a pathway to follow in Query builder, using the '>' symbol as
an instruction to move down one level in the field explorer (Browse for fields in: pane).

For example:

Education (Primary) > Attributes > Oxford College Attribute > Value

Main node in field Sub-node | List of attributes in field Field to select
explorer in field explorer (from centre
explorer pane)

11.1 Edit/Preview Tabs

The two main tabs you’ll be using when adding content are the edit and preview tabs.
1. Once logged into your wiki account, the DARS Wiki main page opens.
2. Select the Query Nodes Glossary page from the Navigation pane on the left.

3. To add content to the current page, select the Edit tab.

Read Edit View history ™ | @

¥ou can edit this page. Please use the preview button
before saving

4. The edit page displays what is currently on the Query Node Glossary. Think of this part
of the Wiki page as the ‘back office task’ and the preview/actual page as the ‘front
office result’. They work harmoniously with each other and if care is not taken when
performing the back end task, the preview/actual page will look inconsistent or
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incorrect. The image below shows the basic correlation between what is entered in the
‘back end’ and how that displays:

Wiki Edit Page>> >> Translates Into >> Wiki Display Page

: Introduction
Incroduetion >> Translates Into

BI =le|l)

¢ Use the formatting buttons and options "’ to edit content.

e When editing you can quickly switch between the edit and preview tabs — as
shown in the example at step ? above. This allows you to quickly see how the
content will look on a the live page

The more you use wikitext language, the more familiar you will become with how it will look
on the live page. See Wiki Text Examples and Wiki Language Expressions for further
information.

11.2 Adding Queries

If you want to add a query to the Glossary, consider first which classification group the query
would belong to. For example: the query you want to add shows how many constituents are
living in Oxford. Because the query is returning records on an individual/organisation level
then it would fall under the Individual/Personal group.

1. In the Wikitext editor, navigate to the end of the last entry of the relevant group (in this
example, Individual/Personal) and enter |- (pipe followed by hyphen) on the next line
(as in example below). This tells the browser that this new entry should go below the
previous one .

Frevious Email Addresses
Display historical email address
Email Rddresses > Email Address

Bddress within Cxford
Shows all records with primary addresses within the city Oxford
Rddress (Primary) > Address (Primary) > Value

4
2. Enter the new query in the correct format
3. Enter |} on the line below the new query.

4. Select the Preview tab to check how it will look on the live page.

Prevous Emnat Addresses Duspay hatornes emal asdiess

Address within Oxdocd Shows al records with pamary addresses withn the cty Oxdand hdsrets (Poma Addrass (Pomary) > Vaue

5. Save and publish.
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See the Wiki Text examples table below for a quick way to update your queries on the wiki.

11.3 Wiki Text Examples

Adding a Single Query

Adding a New Table of Queries

{| class="wikitable" style="width: 70%;"

ITEXT 1
ITEXT 2
ITEXT 3

|_

| HEADER 1
| HEADER 2
| HEADER 3
|_

| TEXT 1

| TEXT 2

| TEXT 3

|_

[}

3

11.4 Wiki Language Expressions

Term Use Keystroke
|- To create a new a line within Shift + Back Slash (|) and
a table Hyphen Symbol ( -)
| Adding non bold content to a Shift + Back Slash (|)
line of text
! Adding bold content to a line Shift+ 1 (!)
of text
{- New function (Creating Shift + [ ({ ) and Hyphen
Tables for example) Symbol (-)
} Closing a function (End of a Shift+](})
statement)
=TEXT = Main Page Header The = Key
== TEXT == Under lined Sub Page f
Header
=== TEXT === Bold Non Underlined Header o

DARS Wiki page is located @ http://darswiki.bsp.ox.ac.uk/index.php/Main_Page.

DARS 3.0 Fundamentals 2 Manual v0.3

83


http://darswiki.bsp.ox.ac.uk/index.php/Main_Page

12. Batch and Import Processes

To add or update information in DARS, you can add or edit an individual record with the
appropriate information. When you add or edit many records at once, this process may take
a long time, depending on the number of records affected. Batch entry, which includes the
Import process, is an alternate method to add or update records.

12.1 Import

With Import, you can easily move data from one programme to another. Import is particularly
useful if your college/department maintains multiple databases or if you often move
information in and out of DARS.

In Import, you can create a batch to add new records or update existing records. You can
create an import file with an outside application, such as Microsoft Excel. When you select
the file to import, you can map each header of the file with its corresponding field in the
batch. The fields necessary to import or update information depend on the selected batch
template.

12.2 Batch

With batch entry, you enter and update information on records quickly because you do not
open each individual record. Instead, you create a batch template to specify the fields to add
or update in each type of record. The programme lists the selected fields as fields in a
spreadsheet layout, called a batch, so you can efficiently enter information in to DARS.
When you create a batch template, you also select a batch workflow, which defines the
process a batch goes through to add or update its records in your database.

Regardless of the type of batch created, you will use the same process when using batch
entry to add or update records.

@ Note: If your organisation integrates with Blackbaud Integrated Solutions,

Microsoft Outlook, or MatchFinder Online, you can download information

from these programmes (such as online Event registrations) into

uncommitted batches. On the Batch Entry page, you can manage the

batches generated when you download information from another
programme.

You can also export data from DARS, to be used in hardcopy format or in another
application. For example, you can download a mailing list to be accessed by an external
mailing house, or you can download data to be used in a spreadsheet programme for further
analysis. In Export, you select the query of records to export and specify the format to use
for the exported data. You can also schedule an export process to run at the time most
convenient for your organisation, such as overnight. See Queries and Exporting Data for
further information.
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12.3 Add or Update Records by Batch

Multiple constituent records can be updated or added to DARS via a batch. There are default
batches in the system which you can tailor for your own use. You can, however, have a
tailored batch set up in the system for your site where you can specify the fields and defaults
you want to appear in the batch. Please contact DARS Support Centre for further help with
this.

When adding details to a batch, the data is not written to the constituent records until the
whole batch has been saved, validated and then committed. All three of these steps need to
take place in order to complete the process and update DARS with the new constituent
information.

12.4 Steps in the Batch Process

Commit Print Control .

Regardless of the type of batch created, you will use the same process when using batch
entry to add or update records in DARS. The steps below outline that process:

1. Add a new batch. To use batch entry to add records, you must define the basic
properties of the batch. These properties include the batch number and description,
the design used to create the batch, and the batch owner. Note: Batch designs and
numbering schemes are configured by a system administrator.

2. Enter batch data. When you or the programme enter data into a batch, the batch is
uncommitted. You can add a batch from the Batch Entry page, or the programme can
create a batch during a business process. When a batch is uncommitted, the data has
not yet created or updated records in DARS. You can continue to edit or add to the
uncommitted batch or move an uncommitted batch through its workflow.

3. Validate batch. When you validate a batch, you check that the data in each line entry
is correct or valid. It is a good idea to validate and correct the batch following each
data entry session.

4. Commit batch. Until a batch is committed, you can enter data into it (or delete data
from it) at any time, saving and validating it as you complete each data entry session.
Use Batch search to find the batch if required. Once data entry and the batch workflow
are complete, you can commit the batch. When you commit the batch, the programme
uses the data entered in the batch to create or update records in DARS. Once a batch
is committed, you can view information about the data that did and did not successfully
create or update records in your database.

5. Print control report if required.

6. Add documentation if required, such as Gift Aid declarations.
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12.4.1 Create the Batch

While the example used here is to create a constituent update batch, regardless of the type
of batch you create, the steps are the same. See the Revenue Administration and Events
manuals for information specific to Revenue/Event Revenue batch entry.

1. In the Constituent functional area click “ " . (For Events and Revenue batches,
this batch entry icon is available in the relevant functional area.) The Batch Entry
page opens.

s Batch Entry

2. Onthe Batch Entry page click “**. The Add a batch dialogue box opens..

Add a batch 2
Batih tenrgpiate
s
@ v vave -

3. Select the required batch template from the drop-down list, and click to
customise as required. (You can also customise the fields from within the created
batch.) You may need to check with your Super User or line manager as to which one
to use. See Customize Batch Fields for further information.

4. Depending on the batch template chosen, the batch number may default to <Next
available batch number>, or you will be given the option to enter one. Remember to
use the DARS Naming Conventions, or check with your Super User for guidelines.

5. Enter a description for your batch, so it can be easily identified in the list.

6. Select the owner of the batch from the drop-down list.

7. Tick v Enable auto-save

8. Projected # and Projected amount: For non-revenue batches these two fields are
greyed out.

9. Click to create the batch. The new batch opens for batch entry. It is also
added to the list of uncommitted batches.
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12.4.2 Customize Batch Fields

You can customise the fields in a batch from the Add batch dialogue box or from the Batch
[number] data entry screen after a batch is created.

1. After selecting the batch template on the Add batch dialogue box (see Create the

Batch) click on [Fekertons . o

On the batch data entry screen, click ™

in the Main toolbar.

2. On the Customize fields for batch dialogue box you can change the fields that will
appear in the batch, or set default values. The available fields are displayed on the left,
and the fields that are currently part of the batch are displayed on the right.

MY oy Batry

L} R — 2]

@ -

3. Fields can be moved to/from/in the lists by clicking and dragging them to the required
location. You can also select multiple fields to move using the standard Windows
[Shift]+click or [Ctrl]+click functionality. Alternatively use the ©/[®/ ][ ¥] jcons to
move fields.

4. In the field defaults section you can set default values for fields. For example, you
could set the default Constituent type, so you don’t have to enter it for each entry. You
can also indicate if a field is hidden from the batch or is required (mandatory).

5. When finished click .

12.4.3 Constituent Update Batch Example

If you are using the standard Constituent Update Batch design to update constituent data
based on an Oxford Today change of details form; add the Title, Middle name, Nickname,
Maiden name and Birth date fields plus any other fields. Then re-order fields as required so
that you can tab across the page in the same order as information is listed on the form. The
resulting customised batch design would be similar to the screenshot below.

DARS 3.0 Fundamentals 2 Manual v0.3

87



12.4.4 Batch Entry Shortcut Keys
There are some keyboard shortcut keys available from within the Batch data entry screen to
assist with data entry and editing.

@ Note: To use a Batch data entry screen keyboard shortcut key, you
need to follow steps 1 (and 2 if applicable) below. If not, the Windows
standard shortcut key action will apply, for example, if you press
[Ctrl]+T the browser will open a new browser tab.

1. Using a constituent update batch as an example:

2. Inthe Batch data entry screen press [CtrI]+M.

3. If there is more than one toolbar in the Batch data entry screen (for example Enhanced
Revenue Batches) then press either [Ctrl]+M (for Main) or [Ctrl]+R (for Revenue) - for
example - depending on which toolbar you wish to access.

B
a M
W R bvenue
4. Letters appear against the icons in the relevant toolbar.
H o .; Propertie A Waktlate 4 3 "

e

5. The letters represent the respective shortcut key. For example, press [Ctrl][+A to
validate a batch.

If there is more than one toolbar in the Batch data entry screen, the same key
combination (where applicable) will have a different action in the other toolbar/s. For
example, [Ctrl]+A on the Revenue toolbar will open the Apply to Commitments window.

6. Press the required shortcut key combination.

7. To use another shortcut key combination, you need to repeat the step 1 (and 2 if
applicable).

12.4.5 Add Data to the Batch

When you or the programme enter data into a batch, the batch is uncommitted. When a
batch is uncommitted, the data has not yet created or updated records in DARS. Until the
batch is committed, you can continue to add to or edit it.
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1. If not already on the required batch data entry screen, navigate to the Batch Entry
screen and select the batch you wish to add entries to.

s Batch Entry

tiotidios

2. Click ™ > = """ The batch data entry screen opens in a new window. The
layout is similar to a spreadsheet, with each revenue record on a separate row and
toolbars at the top. Revenue batches, for example, have quite a few more options in
the drop down menus and icons, compared to the example constituent batch below

Note: The batch data entry screen opens in a new window and this

@ isn’t always obvious. To return to the Batch Entry screen, close X
the batch data entry window. If you use the browser back button you
will be returned to the Constituent functional area screen.

e The Main toolbar, in screenshot above, includes options to save and export, edit
solicitors, constituents and the batch, run processes and manage batch row
messages.

e If applicable, the Revenue toolbar include options to apply payments, edit pledges
and recurring gifts, add revenue details such as tributes and declarations, and add
or delete notes.

I ,x.;:u'

e

3. You can use the mouse to enter data, however for faster data entry use the keyboard.
¢ Use [Tab] to move forward (to next field or row) and [Shift]+[Tab] to move back.

e In fields that include a drop-down list, such as Application, press [Enter] to scroll
through options in the list using the [1] and [|] arrow keys.

@ Note: Any fields highlighted in yellow are mandatory fields. The
designation field also needs to be completed for each entry.
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Note: To change/edit fields, click in the Main toolbar and

follow instructions in Customize Batch Fields.

a. Enter details in the first field — often the constituent name. Click " to search for
the constituent if required.
Remember: As you enter information into the batch, ensure you
regularly click = to save it. Note: [Ctrl]+[S] does not work.
b. For update batches: when you enter the constituent name or Lookup ID, and the

details entered are correct, the system will automatically populate the Constituent,
Lookup ID and Last/Org... fields as appropriate.

Vabkdate addresse

c. In constituent batches, click S required.

d. [Tab] across the page, entering field data as required. (See individual manuals for
details on fields in specific batches — such as Enhanced Revenue Batches.)

e. Repeat all steps above for the rest of the batch entries.
f. To save the batch at any stage, click & 1. You can also click #  and return at any
stage to continue.

& Note: Constituent records will not be updated until the batch is
committed.

To download the batch entries to Excel — for checking or reconciliation purposes for

example — click ~ in the Main toolbar. A standard Windows Browser download
dialogue box opens. Select to open or save, and click o 1]

To delete a row added in error click row number beside it to select — the row will turn
blue - and press [Delete] on the keyboard.

2 Central University Harry ). Potter 8- 10769423 Us Dallar (USD) $0.00 23/10/2013

When you are finished entering data to the batch save it & i, then:

a. If relevant: If you wish to check the projected and current totals click the on the
far right of the Properties bar to expand details below.

ol Vechal Propectad o 1 Corert M. L

Progected otal 5400

b. If you are ready to commit the batch entries, i.e. to add the information to
constituent records, go to the Validate Batch section.

c. Ifnotclick “ orjust close %! the window. You can return to it later as required.
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12.4.6 Edit a Batch

On the Batch Entry page select the relevant batch and click =~ ™ > = """ The
batch data entry screen opens in a new window.

The process from here is exactly the same as when you add batch details. Edit
existing rows, add new entries and/or customize batch fields as required.

Refer to the Add Data to the Batch section for further details.

12.4.7 Validate a Batch

This section outlines the process to validate a batch. Once validated, the batch status should
be updated (if required) and then the batch can be committed.

In order to validate the batch all the mandatory fields must be completed, a designation must
be entered, and the projected totals must match the actual totals. It is best to validate the
batch before you try and commit it, so that you can sort out any errors ahead of trying to
write the information to the database.

The steps below use a payment batch as an example, however the process applies equally
to all batch types.

Edit

1. Onthe Batch Entry page select the relevant batch and click >
2. Double check that you have entered all the relevant information for the batch. If you
make any changes ensure that you save the batch.
3. If relevant, before validating click * "=t in the Main toolbar, to update the
projected totals.
4. To validate the batch click ™™ in the Main toolbar. If successful, you will see the
following message:
X
‘i/ Vabiieme 1 nirgdnts
5. If validation is unsuccessful, you will see messages similar to those shown below:
Message Action
I A 9 appears beside the offending
i) o compias row/s. Check the row message, fix and
revalidate. See step 8 for further
information.

DARS 3.0 Fundamentals 2 Manual v0.3

91



D Tl 0 . T et st L1900 e Update the projected totals, and then
: revalidate the batch.

6. If validation is unsuccessful, or successful with exceptions, you should see a O

against the relevant line/s on the batch entry screen and a small red triangle  in the

top right corner of the field/s that are in error. Click the 9 to view the error message.

Accouns system Conatmient Losksgp 10 Fndes manbies  Toansacoan cunescy Amaum

) ._’ Centryd Unversty Carall PALChe R 1078448 U5 Dol 050N fLem
3 Mury ) Porter 10748403 U5 Dol VSO0 $iom
13 Cantral Universty Alany 510 U5 Dollae (USD) 51000
7. To view all messages click ~ ™ in the Main toolbar. Click ““™* to hide all
messages.

8. Fix up any errors and re-validate. Check with your Super User if unsure how to fix a
particular error.

9. Once validation is successful click * . to save and close the batch.

10. Depending on the batch, you may need to update the batch status before you can
commit it.

12.4.8 Update Batch Status

When a batch is ready to be committed you may need to update its status first. If the batch is
in the final state of the workflow, the update status option is disabled.

o Lipdats itahm

1. When the batch is ready to commit, select it and click

If the update status link is not enabled, it means the batch is ready to commit — see
next section.

2. Select ‘Proceed to Ready for Final Review’ from the Next step: drop-down list.

@ Hep Sove

3. Select your name from the Assign to: drop down list.

4. Add any comments.

5. Click [ |
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12.4.9 Commit Batch

1. On the Batch Entry page select the relevant batch and click

parameters dialogue box opens.

® Cornmit

. The Commit

Commit parameters [ ]

Batch number: 202

Chech for duphcate constiteents

130X

Delete batch after commeting

<

Create exception batch

W Create coreral report

4

Create output selection

0 Help

Wadate batch before commating

Ongarice

S Cancel

2. Ensure you tick the options in the example above. If it can be edited, the Exception
batch number should contain your initials and the current date — for easy

identification.

Note: The ¥ Creteeceptionbitch | oo skhox may be ticked by default and the
Exception batch assigned to the next available batch number. You can
override the auto-batch number if desired.

3. Click . The batch commit process is started and the Batch commit status

page opens. When it has finished, the status will show as

“ and the Control and

Exception (if applicable) reports appear under Reports in the Explorer bar.

e ’B.atch 202

e
! ¥ on Ve
Del t 1 T M
it I Ve
Excephon batch numb CM-22/112013
it conty port Ye
i n election Mo
ut 5o ) e
t ) 1 Mo
i & oy |
Aty message Completed
Rarted o BSP adimnldT)
Sarte 2L1LNEI 142634

Ended 2111/ 2017 142651

Dur o 17 seconds
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4. If there is a number of exceptions shown in the Batch commit status section click

IIEHEEEET 10 see which revenue items failed to commit to the database.

5. If there are exceptions, a new batch will appear in the uncommitted batches list (with
the batch number as indicated in the Batch commit process parameters) which
contains all the non-committed revenue items. You can open the batch, fix the data,
revalidate, save and commit the batch again.

12.4.10 View/Download Control and Exception Reports

You can view the control and exception reports immediately after committing a batch by
S EC 2PN replart

clicking on - : Cor under Reports in the Explorer bar, or from the
Batch entry page.

1. On the Batch Entry page select the Committed Batches tab.

s Barch Enary

2. Right mouse click on the relevant batch and select from the menu, or select the batch

ew control report View excepoan repart

and click or . Areport similar to the one below will open up.

I Constituent Update Batch Control Report

; [T era — [ e
v-.J‘n:,-:..Iw _ 8 "\'~f~1;4 Uj‘;. arsd L Nechedl D Ses Parce Cocot ”'“
b gl R lin =t e O barry J Pamtar B3 Foustiae Coun Lonéin
. . THR d ! e
3. Use the navigation bar b ' to page through the

report, find specific text, download the report or refresh the data.
4. To download the report click " and select to download in CSV, PDF, MS Excel or
MS Word format.

@ Note: The entries that were not successfully processed are added to an
exception batch. To process these entries you will need to open the
exception batch, correct the errors, revalidate and recommit the batch.
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12.5 Additional Batch Functionality

12.5.1 View/Edit Properties

1. Batch properties such as owner, description and batch template can be viewed on the
batch line entry in the Uncommitted or Committed batch lists. You can also click the

on the far right of the Properties bar of the batch data entry screen to view batch
owner details and projected and current totals.

w ol Mkl Fipasifla | et Ma |
Fiiphmsddroral S0 mienaral O

2. To view additional information, such as original batch number (if this is an exception
batch) and import file/process details (if this is a batch created from an import
process), select the batch line to expand details below.

= L N T I T - P ey R B thm s btrrrt chomes &8 -

3. To edit batch properties from here click =~ " > . "~ . To edit batch properties

A
Proprties

from the batch screen click in the Main toolbar.

4. In either case, the Edit batch properties dialogue box opens.

Edit bateh provertien o

5. Make changes as required and click [ s | You need to close and re-open the
batch for the changes to be displayed in Properties window

12.5.2 Show/Hide Constituent Window

1. Depending on the type of batch, when a constituent name is entered in the batch the
Constituent window at the bottom of the page is populated with personal and contact
details. This window is collapsed by default. To expand click on the Constituent

s

Window bar. You may need to drag " the window up to see all details.
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2. You can use this to check you have the correct constituent, select the Information tab
to check their Applications, or select the Declarations tab to check any existing
details.

12.5.3 Edit Constituent Data

Depending on the type of batch, you can edit constituent data and go to the Constituent
record from within the batch data entry screen.

1. Select the constituent line on the batch data entry screen.

=
i 7 - - ‘
2. To edit the constituent’s details click in the Main toolbar. The Edit individual

dialogue box opens. Refer to the Fundamentals 1 manual for further details.

3. To go to the constituent’s record click = in the Main toolbar. The Constituent’s
record opens in a new window or tab — depending on your browser settings.

12.5.4 Set a Message for a Row

When entering batch data, you can attach messages to specific rows in the batch entry
screen. For example, you might need to set a reminder to follow up solicitor details.

1. Select the row you wish to add a message to and click in the Mail toolbar. The Set
message for row dialogue box opens.
|

o e
2. Enter your message in the text box and click |I|

3. The batch line updates to show a " beside the batch line number. Click " to view
the message.
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4. To clear the message, select the row and click

Loakup ID Consuent Transachon cumency Amount
Lo g Hairy | Pottes Pound Sterdmg (GBP) 5940

Condum smount with constituent before conmettmg

_lear rove message

12.5.5 Export Batch Data

& Important: If the data you are exporting includes phone numbers or

post codes with leading zeros, you should not open the file directly in
Excel. Instead you should import it into Excel. Refer to Importing .csv
Files to Excel for information on how to do this.

1. To export all the data in the batch click “* in the Main toolbar. A standard Browser

3.

download dialogue box opens.

Opening BatchUDREL0119.cs¥ 5[

‘ou have chosen to open:

i%;] BatchUDRE10119.csv

which is & Microsoft OFfice Excel Comma Separated Yalues File (659
fram: https:f{darsprojtest-bbec. bsp, ox.ac.uk

What should Firefox do with this file?

" Open with IMicrosoFt Office Excel {default) j

{* :Save File

I Da this automatically for Files like this from now on.

[s]4 I Cancel |

Because the file you will be exporting is a .csv file, it is best to save it and then import
into Excel — as per important note above. Select © 2**™ and click L_2__],

A standard Windows Save As dialogue box opens. Complete details and click

Save

If required, see Importing .csv Files to Excel for relevant instructions.

12.5.6 Find and Replace Values

There is no equivalent in DARS 3.0 for the Find and Replace functionality in DARS 2.9. You
can, however, use generic browser functionality to find a text string and then edit the field/s
as required. This might be useful where, for example, you have a long batch and wish to find
a particular entry.

1. Click [Ctrl]+[f] and enter the text you wish to find. The relevant Find dialogue box

opens either at the top of the screen or the bottom.

| o] v | x

Chrome:
Fil’efOX: *  Find: I Iesxk Frevious & Highlight all [~ Makch case
IE: * P | ! F Options -
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2. Enter the text you wish to search for and press [Enter].

3. If found, the first instance will be highlighted e.g. *~c214Badleian Build.. " “vq can

edit the field as required, then click on the next (or previous) link to find other
instances.

12.6 Steps in the Import Process

. Confirm Import/ . Check and Commit
View Exceptions Batch

With Import, you can easily move data from one programme to another. Import is particularly
useful, for example, for migrating data from an external database or spreadsheet into DARS.
You can also combine import with export functionality to move information in and out of
DARS. For more information on Export see the Fundamentals 2 manual.

You can use the import process to add new records to, or update existing records in, DARS.
Through the import process, data is imported into DARS and added to a batch file. This
batch file is then committed to DARS and the records are created or updated. See Steps in
the Batch Process for further information on Batch processing.

To run the import process you need to create a .csv (comma-separated value) file containing
the data to import. The import file can be created with an external application such as
Microsoft Excel. When you select the file to import, you can map each header of the file with
its corresponding field in the batch. The fields necessary to import or update information
depend on the selected batch design. To ensure you have the correct fields for your import
you can generate a header file against a specific batch design.

& Important: Files imported to DARS must be in .csv format and encoded

as UTF-8 to ensure foreign characters appear correctly in an imported
batch.

& Important: Before adding data to an Excel spreadsheet that is to be

saved as a .csv you should format dates, currency, phone numbers and

zip codes to formats required for DARS. For example, phone numbers
and zip codes columns should be formatted as text to retain leading
zeros.

12.6.1 Generate Header File

To enable easier mapping of fields to their corresponding header values in an import field,
you can generate a .csv file that automatically includes the header values for a batch design.
Header files may already be created, however there will be occasions where you will need to
create a specific one.
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Given that external data sources are many and varied, it is not possible to have a generic
header file to cover all circumstances. Therefore, creating a specific header file to match the
data you are importing is very useful for ensuring that data imported from external sources
can easily map to the relevant fields in DARS.

After you add data into the rows of this header file, you can then add an import process for
the file.

When you click Auto-map on the Add import process page, the programme automatically
matches the fields of the batch design to their corresponding header values in the import file.
1. Inthe Administration functional area click “*"™" . The Import page opens.

P Impeon

2. Click ¥ Generate mportheader fle. nyer Tasks in the Explorer bar. The Generate header
file dialogue box opens.

3. Select the batch template with the fields to include in the header file.

atch template Camttuowt Update Batch v
¥

Coflechon held Quantity

-
7 o ancel

4. Under Collection fields, the grid displays the collection fields included in the selected
batch design. Collection fields can support multiple entries. On the Quantity column,
enter the number of entries to import for each collection field. For example, to import
up to three phone numbers for a constituent, enter 3 against the Phones entry.

Collecnon hesd Camry

1

5. click L% ] A standard browser download dialogue box opens.

6. Although the file you will be creating is a .csv file, initially there are no data rows (only
headings) so you can select to open or save the file as desired. Refer to important
note below. Make your selection and click o 1
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7.

If you choose to save the file, a standard Windows Save As dialogue box opens.
Complete details and click .
A Tuag» : ;. L 3 | ;})

You can enter data into the file immediately, or return to it later. Remember: you must
re-save as a .csv file to be able to use it in a DARS process. Once you have the import
data (.csv) file ready, you can then add an import process.
2 Important: To retain leading zeros in phone numbers and post codes,

once there is data in a .csv file, you should always import it into Excel

rather than opening it directly. See Importing .csv Files to Excel for
relevant instructions, if required.

12.6.2 Add Import Process

You can create an import process to generate a batch to add or update information from a
file created in another application. For example, you may have an event during which you
enter data into a Microsoft Excel spreadsheet.. After you save your spreadsheet as a .csv

file,

you can import the information into DARS. Remember to check currency, phone

number and date formats, and change if required, prior to importing the file. See Steps in the
Import Process for further information.

You can add an import process from the Import page or the Batch Entry page.

1. On the Batch entry page (Administration > = > 7 ), click **

under Configuration in the Explorer bar. The Batch Templates page opens.

s Batch Templates

Create import

a. Select the batch design on which to base the import and click
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Sefect a butch Lematate =] ]

wrbect the batehs taerprlate 10 Une when srponteg .&

B ninpraes

¥ . FAcatueal Hutory =
» At .(('I);

Reeern

RN

TIANPE TELE-ASM Adks bt compumet sl ior teletaon recard
AVPHTELE-ASM Acks
LIANEE TELE - ASM Collectell C it brgroet anch

TELE-ASM D00 Telemon &3 Anoart brpor

2 At athdrwns wpdates frore Tebebon

Eal-
1) <one

v
a1 Bnch

| et Update ALTS AyEade sk
= Comamant Update Bach

32 0AL DPO-ADMT AR Lookie K erpont

eLs.e

SLTOR X Iowcdosrrvmms Srpioes Batch
DeAL DV Uil
ceAL e

Toeas o

) ORAS-IVPO- ADM-LUipd e Orgarnation sty Code

11 CRAS DR O CAG S ducation Inakertenty Bach Tamples -
d 12

a. Select the relevant batch template and click ; OR

On the Import page, click “ "

2. The Add import process dialogue box opens.

W - -

3. Enter a unique name to help identify the import process. Remember to use DARS
Naming Conventions.

Enter a description to help identify and explain the import process.
Select a site, if required.

Enter or select the batch owner, if required.

S L

Against Import type: select whether to import the .csv file once or recurring, and tick

v F| I i [
W' First row is headler  if requlred-

8. Select the import source: from the server or from local file (i.e. the workstation or
network)
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a. If you choose Local file, click to locate and select the file to import.

uvport source: | Local fils

Fle -
b. If you choose Server, select the subdirectory and file from the drop-down lists.

Inpon source SFTF Sarear
Gghdirecion

-

Fila

c. If you choose Default network directory, select the file from the drop-down list.

Impant smrce Diafaradt neteonh dractand

Fla -

9. On the Map fields tab, the fields specified in the selected batch template are shown in
the Batch template column.
a. To automatically match fields in the *.csv file to fields in the batch design, click

. The programme attempts to match the fields of the selected batch
design to similarly named columns in the selected import file. You can adjust the
mapped fields as necessary.

Map tields & Manoaty Deltmeer

' Using ik mappeng template

Batch template column bupoet Se columm

Comathien
Combtuent type

Loolup ID

Last, Org Groun Mousshold mame

First name

Spouse relanonshe type -

14 0F 17 Darch fields e beon mapped

@ Note: When you import constituent records that do not include lookup
IDs or system IDs into a batch, the programme automatically uses the
name and address entered to verify the constituent does not already
exist in the database. If the programme finds another constituent with
the same information, it links the constituent in the import file to the
existing constituent record. If the programme finds multiple constituents
with similar information, it flags the constituent in the batch as a
possible duplicate.

b. For unmatched fields in the Batch template column, click on the drop down list in
the adjacent Import file column field, and select the corresponding heading from
the .csv file.
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Import fde column

10. If the Map collection field button is enabled, select the relevant Import file column

field and click [Mecelemontiell] The Collection field column map dialogue box opens.

a. Collection fields can support multiple entries. Enter the number of ... entries to
import for the collection field. On the grid, the fields required for each entry
appear.

b. CIick if applicable.

c. In the Collection field column, the fields required for each imported entry
appear. For each field in the Collection field column, in the Import file column,
select the field name of the corresponding data from the selected *.csv file.

d. Click L% 1 You return to the Add import process dialogue box.

11. Select the Set options tab.

' Do nothang
T vallate new Datches but do not comentt ar recordy
T Commt batches if they have no batch eccephons

Conmmt ab valid rows Trom new batches

a. Onthe Import workflow sub-tab, select the relevant Batch commit option.

b. On the Constituent matching sub-tab, Use batch [or global] template settings
should be ticked. In most cases this should be left as default. If you need to select
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different constituent matching threshold options, see your Super User or contact

the DARS Support Centre.

M Use Datch template settings

c. On the Date formats sub-tab, Date format, Fuzzy dates, and Month/day format
options specify how dates appear in the imported data. These dates should
default to UK format. Edit if required, selecting the format from the drop down list,
or enter a custom date format — see table below for valid date specifiers. The

Example field displays how a date appears in the selected format.

A M yovy v
Example: 04 July 1980 woude] be formatted as 4/7/1980
dMyyyy \ 4
Example: 04 July 1980 would be formatted as 4/7/1980
am v
Example:  July 4 would be formatted as 4/7
@ Note: A ‘fuzzy date’ is an incomplete date. The data in the import file

may include incomplete dates. For example, a fuzzy birth date of a
constituent may include the month and year, but not the day.

d. Options selected on the Other sub-tab depend on what you are importing. It is
important to select the correct option or the import will not work. If unsure, see

Date Specifier Description [Example

a Numencal day of the month, [)
single-digit

od Numerical day of the month, 04
double-dignt

add Abbreviated day name

wddd Full day narme -7'1~-.-'.2,n

1) Numerical month, single-digit ’

MM Numerical month, do fgit To7

MMM Abbrevated momh nams Il

MMMM Full month name .|u|',‘

vy Year, two-digits

YYYY Year, lour-digits 11930

your Super User or contact the DARS Support Centre.

Use

Use

& Traslaton [ Add new snties & Transtaon

Co

Use
o

c Ouack ind
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i. Under Code table fields, select whether the import file contains the
translation or ID value of data to import from code tables, or to add new
entries. In most cases these options can be left as default.

& Important: Unless you have DARS access rights to update code tables,
you should always leave the ‘Add new entries’ option unchecked. If this
option is selected, and you do not have access rights, the import will fail.

If there are any rows that do not match existing code table entries (these
will be picked up through the validation process), these will need to be
corrected in the source data and added to DARS manually or a request
made to the DARS Support Centre.

i. Under Simple data list fields, select whether the import file contains the
translation or ID value of data to import from simple data lists.

iii. Under Search list fields, select whether the import file contains the ID or
Quick find value of data to import from search lists.

@ Note: For an import process based on the constituent
update batch template, if you select to search list fields
based on Quick find, the Constituent column within

your .csV file must contain the constituent lookup ID.

iv.  Under Other, select whether to leave imported blank values blank or use a
default value from the batch.

12. . You return to the Import page or Batch Entry page.

Refer to Run Import Process and Commit Imported Data for information on completing the
import process.

12.6.3 Import List (Process Status) Page

When you create an import process, the programme automatically creates a status record
for it. On the Import list page, you can view the information about the process, including the
most recent operation of the process, a history of the process, and any job schedules
created for the process.

1. Navigate to the Import page as per instructions in previous section and click the Name
link of the relevant import process. The Import list page for the selected import
process opens.
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«3» TRNG-COMM-EFM-Test Update Batch - Import

Constitusnt Updlate Batch Tines fon
ng template Manual

TEST MPORT v

zan Completed
Completed
BSP ount0091 Ereef Naine BSPWINAG
24/10/2013 102842 Toed Is processed 1
fed 241072013 102842 Racordds succasshlly processed 1
0 seconds
T of batch artor 3

M arch

The Import list page includes information about the most recent operation of the process
and historical data about the process under the History and Job schedules tabs. Your
security rights and system role will determine which tasks you can access and manage from
this page. See your Super User for further information.

Once you have run the import process, click 9 st ynder Tasks in the Explorer bar
of the Import list page, to access the batch that is created as a part of the process. See
Commit Imported Data for further information.

12.6.4 Edit an Import Process

Once you create an import process you can edit it at any time. For example, you can update
the description or select a different import file or batch template. You can edit an import
process from the Import page or the Import list (process status) page.

1. Navigate to the Import page, select relevant Import process line (not the Name link)
and click " :0OR
On the Import list page, click : under Tasks in the Explorer bar.

2. The Edit import process dialogue box opens. Refer to Add Import Process for more
information on the items on this page.

3. Update the information as required.

4. Click [ |

12.6.5 Delete Import Process

When you delete an import process, you delete only the process status record that contains
details of the import file and format options selected. If the process has been run, you can
still use the batch that contains the imported data. You can delete an import process from
the Import page or from the Import list (process status) page.
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1. Navigate to the Import page, select relevant Import process line (not the Name link)
and click © " : OR

On the Import list page, click " under Tasks in the Explorer bar.

2. Click to confirm.

12.6.6 Run Import Process

After you add an import process to DARS, you must then run the process to import the data
and add the batch to DARS. You can run an import process directly from the Import page, or
from the Import list (process status) page.

1. Navigate to the Import page, select relevant Import process line (not the Name link)
and click @ ®meat . op
On the Import list page, click el under Tasks in the Explorer bar.

2. The Import list (process status) page opens. When the import process finishes, the
Status field on the Recent status tab will display ‘Completed’, ‘Completed with
exceptions’ or ‘Did not finish’ depending on the results of the process.

«3 TRNG-COMM-EFM-Test Update Batch - Import

24.10/2013

Constituent Updlate Batch Titne (
ng template Manual
TEST MPORT c5r
rat Completed
Completed
BSP oust0051 BSPWINdG3
24°10/2013 102842 Toed Is processed 1
fodd YA 102013 102842 Record) ewsshlly tHocesse 1
0 seconds 0
Mo of batch artor 3
@ Note: Records are not committed to DARS until you commit the batch

created from this Import process. See next section.

3. If the completed import process includes exceptions, the system creates an exception
file. This file lists the records that were not processed. You can view these by clicking

on [ bovnloadmeeontie: A standard Browser download dialogue box opens.
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Opening BatchUDRELO119.c5% 5'

‘fou have chosen ko open:

i%;] BatchUDRE10119.csv
whichis ! Microsoft Office Excel Comma Separated Yalues Fils (689
from: https:ffdarsprojtest-bbee. bsp, ox.ac. uk

What should Firefox do with this file?

" Open with IMicrosoFt Office Excel {default) j

+ :Save File

I Do this aukomatically for files like this from now an,

Ok I Cancel |

a. Because the file you are downloading is a .csv file, it is best to save it and then

import into Excel — as per important note below. Select © %™ and click

b. A standard Windows Save As dialogue box opens. Complete details and click

Save

& Important: If the data you are downloading includes phone numbers or
post codes with leading zeros, you should not open the file directly in
Excel. Instead you should import it into Excel. See Importing .csv Files
to Excel for relevant instructions, if required. Remember to re-save as a
.csv file if you will be using in any DARS processes.

The data in the exception file will need to be corrected, and either a new import process
created, or change the import file on the existing one, to import the corrected data.

12.6.7 Commit Imported Data

When you run an import process, the programme uses the selected batch template to import
the information into a new batch. After you run the import process, the new batch is added to
the Uncommitted Batches tab of the Batch Entry page.

1. Navigate to the Batch Entry page and select the relevant batch. Batches created by an
import process have a description of ‘Batch created by the... import process’.

s Barch Entry

[

2. From here you can add or edit data in the batch, submit the batch for approval, and
commit the batch. When a batch is committed, the programme uses the information to
add or update records in DARS. Refer to Commit Batch for further information and

instructions.
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13. Importing Wealth Engine Data

Wealth Engine (www.wealthengine.com) provides wealth identification services for non-profit
organisations. Several Oxford colleges are using their services and it will be of great benefit
to get this information into DARS where possible.

The DARS Support Centre has developed an easy and repeatable way for Local Site
Administrators to import key elements of data from Wealth Engine into the attributes of the
Wealth and Ratings area of DARS. Attributes have been created for:

e Estimated Giving Capacity

e Giving Capacity Band

e DM Score (Data Mining Score)

e RFM Score (Recency, Frequency and Money)

Each constituent may only have one of each Wealth Engine attribute at a time, so please be
sure to check that the pool of constituents you are pageing with Wealth Engine does not
already have the attributes populated. If some do, we recommend you speak to the College /
Department who conducted the last pageing of the constituent, to discuss which pageing
data should take precedence. As wealth data is most valuable closest to the date of the
pageing, we recommend the most recent data is added to DARS and the old data
overwritten.

Note: Always thoroughly test any import process in a non-live environment such as DARS
Sandbox before running the process in the live system. Import processes provide you with
the ability to make changes to large amounts of data at once, and so care should be taken at
all times. If you require any assistance with an import process, especially if you are new to
using the process, we recommend you contact the DARS Helpdesk (dars@admin.ox.ac.uk)
and a member of the Support Centre can provide guidance.

13.1.1 Process Overview

Importing data into DARS is essentially populating a batch in bulk, which is then committed
and reviewed in the same way as a batch you have populated manually. You set up a batch
template, format your external data source to match the batch template, then use an import
process to bring the two together, saving you a lot of manual data entry work.

In order to further save you time, the DARS Support Centre have put together import
process templates to use in conjunction with your Wealth Engine data.

Note: When sending your data to Wealth Engine for pageing, ensure you include the DARS
Lookup ID in your file.

13.1.2 Process Checklist

1. Generate header file from the Wealth Engine Import batch template.
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2. Format Wealth Engine data so it corresponds with the header file.

3. Add formatted data file to import process and map columns to appropriate fields in
DARS.

4. Run import process to import your data to batch.

5. Find, check and validate your batch.

6. Commit batch (creating a selection of committed records for checking).

7. Use selection to check the import was successful.

8. Deal with any exceptions generated by the batch committal.

13.2 Prepare Data for Import

1. Set up your import file so it matches the batch template used for this import. Referring
to Generate Header File, generate a header file selecting the SYSW-IMPO-ADM-
Wealth Engine Import Batch from the list of batch templates.

2. Open the file, and use your Wealth Engine data to populate the spreadsheet. We
recommend that the start dates for all ‘start date’ fields are the date of import and the
‘comments read’ <College Name> Wealth Engine Data, MMM YYYY’. For other fields,
follow these formatting guidelines:

Column Name Data Formatting

Constituent Remove this column — it is a default requirement of
the batch template but not needed in the import file

Lookup ID As per DARS lookup ID

Estimated Giving Capacity | Enter in the style Pound Sterling (GBP) or US Dollar

Currency* (USD), as per DARS currency code table

Estimated Giving Capacity Number, with two decimal places. No currency symbol

Giving Capacity Band* Value bands, eg £25,000-£49,999, as per the DARS
‘Wealth Engine — Giving Capacity Band‘ code table

DM Score Number

RFM Score Number

3.

*See Appendix 1 for list of active values in these DARS code tables

Once your data is correctly formatted, save the document as .csv file with UTF-8
encoding. (To check file encoding, open the .csv in notepad, select ‘save as’, then
change the encoding to UTF-8 if required.)
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13.3 The Import Process

Once your data is properly formatted and checked, it is time to import it to DARS. The import
process populates a batch — it does not write data directly on to the constituent record until
the batch has been committed.

1. Referring to Edit an Import Process, edit the import process called SYSW-IMPO-ADM-
Wealth Engine Data Import, keeping in mind the following:

a. On the Configure import file tab, select to import from Local file, then browse to
and select your import .csv. Check the Batch Template is set to SYSW-IMPO-
ADM-Wealth Engine Import Batch and the batch owner is set to your name.

b. On the Map fields tab, check the mapping. Leave the ‘constituent’ and
‘sequence’ fields blank.

c. Check details on the Set options tab and then save.

2. Referring to Run Import Process, run the import process.

If there is a problem with the import file, exceptions will be generated and a reason
provided for why the process was not successful. This is usually due to the formatting
of your data file, or because a value in the file is not contained within a DARS code
table. Correct the errors and try re-importing. If they persist, contact the DARS Support
Centre and a member of the team will be able to assist you with formatting your file.

3. Referring to Edit a Batch, edit the batch created from the import process.

Check that it has populated as you would expect and the correct data will be added to
the correct constituent once the batch has been committed.

Referring to , validate the batch.

4. Referring to Commit Batch, commit the batch, keeping in mind the following:

a. Tick ¥ Cremeecptonbich o yay can review exceptions.

¥ Create output selection

b. Select SO you can query on and review the records that have
been updated by the batch.

5. Deal with any exceptions created, then review the updated records. If you created an
output selection, you can use this as a filter in query to find your records.

13.4 Using Wealth Engine data in DARS

Wealth Engine data is recorded in the Model scores and ratings tab of a constituent’s Wealth
and Ratings page.

To view a constituent’s wealth engine data, navigate to their record and click
under More Information, in the Explorer bar. On their Wealth and Ratings page select the
Model Scores tab.

DARS 3.0 Fundamentals 2 Manual v0.3

111



WERT G Capansty Hateny 1 Undwe 0%

Once the Wealth Engine data has been imported you can then query on it. From a
constituent source view query, the relevant nodes can be found under Model scores and

ratings > Attributes.

Bruwse for fieldds i

E FAsmhes sup FYogr e ;'
3 33 Model Scores and Ratings
<4 | Atrbitey

= Donor Band Attribute
T Gt Capacky Amniuge
T MEET - Gt Capaaty Rating
::. Preferred Designanon Cateq
T Prospecting for Gokl - 2013

T Prospecting foe Goki - 2003

o 2] publiched Weakh Esimate A
TIU000 Research Te,

U000 College Conrelinon

U000 ollege Regres

S Wealth Engine - DA Score &

o S Wealth Engine < Estimated
= Wealth Engine ang Capa
5] Wealth Engine - RFM Score
T Wealth Screening 2008 - D
] Wealth Saeenng 2008 - b

As with all query nodes, these fields can be used as filters or as outputs. You can combine
selections featuring Wealth Engine data with all other areas of DARS. For instance, you
could combine a selection of those with the highest giving capacity with the DARS mapping

elect Attrinnes fiekls

=] Doner Band Atntrbige
T Gft Capacty Attnbote
TIMERT « Gt Capacity Rating Amnbete
< Designation Category Attnbate
g for Goldd - 2013 Wealth Band (Drect Match) astnbnte

spaang for Gold - 2013 Wealth Band (Indirea Match) Amnbuts
= Pubkshed Wealth Estmate Athibute

TIU0DO Research Team Py DEpecung Attrivute
F1U000 College Correlation Score Attribite
TIU00O College Regression Scars Attrfite

<] Weakh Engme - DI Score Attnbte

TIWeahh Engee -« Estiatad Goang Capacty Atrdige
L) Wealth Engme - Gmng Capacky Band Amrdxgs
TTwealth Engme - REM Score Attnbute

T Weakh Scresmng 2008 - Dwect Match Annine

LT Weakh Screening 2008 - chrect Match Amnbate

functionality, to provide a visual display of potential wealth hotspots.

See Appendix for DARS code table values for Wealth Engine and Currency.
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14.

Importing Selections

In the Analysis functional area, you can create a process to automatically generate a
selection of records based on the system record IDs included in an import file.

For example, you may export information (including system record IDs) about a large
selection of constituents for research, such as to determine the constituents to include in a
mailing. After you determine the constituents to include, you can then create a .csv file of
only those constituents. With the system record IDs included in the.csv file, you can create a
selection of just those constituents to include in the mailing.

14.1 View and Manage Import Selection Processes

On the Import selections page, you can view and manage the processes your organisation
uses to create selections from import files.

1.

14.2

In the Analysis functional area click """ """ The Import selections page
opens.

¢ Import wlections

On the Import selections page you can view details of existing Import selection
processes including name, description, status, and the type of record selection created
with the process.

I Filters

To only view specific processes, select such as process name, type, category,

or only processes you own, and click * """ .
To view additional information about a process, such as recent status, click on the

process name link. The Import list (process status) page opens - see Import List
(Process Status) Page for further information.

To run a process, select the process line (not the name link) and click = """ .

Add an Import Selection Process

Navigate to the Import selections page as per instructions above. Click ““*. The
Add selection dialogue box opens.
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Add sefection [x]

Name

Desaplion

Record type v

Category ~

Site entral University v B

I Show thus selection in the Query Deugner

Import ile: <File not spectied

PR

L

O Heip Save and nport | Cancel

Enter a name using the DARS Naming Convention.
Enter a detailed description to help identify the selection.

Select the record type to include in the selection, such as Constituent or Revenue.

P WD R

Select the category in which to group the selection. If no suitable category exists,
contact the DARS Helpdesk.

5. To restrict use of the process and its selection, select a site. If no restrictions are
required, select All sites.

Show this selection in the Query Designer

6. To use the selection in a query, tick r

7. Click """ to select the import file (.csv file) that contains the records to include
in the selection.

8. Select which column of the import file contains the system record ID field/column to
use to identify records in the selection.

9. Select the ID type, if required.

10. Click m The programme runs the process to import the .csv file and
generate a selection based on the selected system record IDs. The status page for the
process opens. See Import List (Process Status) Page for further information.
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14.3 Edit an Import Selection Process
When you edit an import selection process, you can edit information about the process but
not the record type or import file used with the process.

1. Navigate to the Import selections page as per previous instructions.

2. Select the relevant process and click = “ . The Edit selection dialogue box opens.
The items on this page are the same as the Add selection page.

3. Edit the information as required and click [swe |,

14.4 Delete an Import Selection Process
You can delete an import selection process and its selection. However, if the selection is in
use in the programme, you cannot delete its import selection process.

1. Navigate to the Import selections page as per previous instructions.

2. Select the relevant process and click © " .

3. Click to confirm.

14.5 Using Imported Selections

Once a selection is imported it can then be used in queries, mass mailings and other
systems processes as required. Example query filters and output fields:

Ichude recordds whers

3 xasts in "ANNF-SCRO-EXCL-ASM Talethon 2013 exdusions @mporteds™ is equal to Yes

3 wed Emied Adddresses:Primary emal adcdiess 15 squal 10 Yes
3 and Emad AddressesiDo not emad 15 sgual to No

b : p X

Fasults tiid 1

3 rame

7 Ackdress Primary) Adikress

T Ackdress Sramay) Gty

J Acldres
3 Add

J Emal Addr Prmaey] Email address

ay) Country

Vi I
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Example of query results.

Mame Address (Prmary) . Acdress ¢n Addres..  Addeess (Prary) 2P Emaill Acldress Frimary) Emad adclress
Lda 0 Mavern UK WR

Richard 3 Wattord K WD

John 4 London UK wC

Graluam i3 Hartlepool UK 75

Chrsstine 4 Landon Uk Sw

14.6 Import New Selection from Import Selection Process

When you run an import selection process, you generate a selection of records from the
selected import file. After you run a process, you can use it to generate another selection of
the same name from different import files of the same record type. When you import a new
selection, it overwrites the previous one generated by the process.

1.

On the Import selections page select the relevant process and click “"***: OR

@ o

On the Import status page click on under Tasks in the Explorer bar.

The Import selection dialogue box opens.

Import selection
Name ANNF-TELE-SJOH SJC donors
Record type Consttuent

1 file |

Import file: <File not specfied

@ clear fil
0 Help Start Cancel
Click ~ """ to select the import file (.csv file) that contains the records to include

in the selection.

Select which column of the import file contains the system record ID field/column to
use to identify records in the selection.

Select the ID type, if required.

Click . The status page for the process opens. See Import List (Process
Status) Page for further information
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15. KPIs

15.1 Creating KPIs

KPIs work by comparing two sets of data to give you an ‘at a glance’ overview of the
performance of whatever it is you are measuring using a simple traffic light system; under-
performing KPIs can be notified in red, satisfactory performance in yellow and exceeding
targets in green. You have total control over the trigger points that determine performance.

There are three main types of KPI that can be created on DARS:

e Percentage of a target %
e Count towards target 123
¢ Revenue towards target L 2

15.1.1 Percentage Towards Target KPls

Percentage towards target KPIs allow you to take two selections and compare them. For
example; An Alumni Relations Officer wishes to ascertain Wwhat proportion of living alumni
have an email ‘Collected Consent Attribute’ on their record’ (we've collected consent that
we’re allowed to send mass emailings to them):

e Selection 1 —Would be driven by a query that identifies all alumni with email addresses

e Selection 2 — Would be driven by a query that identifies all alumni with email
addresses and a collected consent attribute.

Not only would you be able to make a very quick comparison but using KPIs you would also
be able to set a target. For example, your college/department would like to have collected
consent from 75% of alumni with email addresses by the end of the year.

15.1.2 Count Towards Target KPIs

These KPIs would allow you to set a single fixed target then measure performance against it.
Whereas the percentage KPI gives you a proportional representation, this will give you a
numerical one.

For instance ‘An Event Co-ordinator has 150 places at their event and wishes to measure
how many places are taken. Fewer than 50 places would be poor, 51-99 places is
satisfactory and 100+ is good’.

One simply creates a selection of the registered guests and measures the count against the
targets set in the KPI.
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15.1.3 Revenue Towards Target KPIs

Revenue towards target KPIs are similar to the above Count KPIs with the principal
difference being that the KPI can perform the maths for you i.e a Sum, Average, Minimum or
Maximum count.

For instance ‘A fundraiser wishes to generate £40,000 in donations for a new project with a
college or department and measure performance towards that goal.’

One could create selection of the gifts received into a particular designation and use the KPI
so sum those gifts and then compare the total against a pre-defined target.

15.1.4 Create a KPI

1. Inthe Annalysis functional area click ® 7 The KPIs page opens.

® o

"

-

v

2. Click “*" . The Select a KPI dialogue box opens.
[foetaen 90

------

3. Select the KPI definition on which to base your new KPI instance. A KPI definition
outlines what your KPI is measuring i.e Constituents, Events, Revenue etc. This is
much like the source view when you create a query.

4. Click L% ] The Add a KPI dialogue box opens.
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5. On the General tab, enter a name (following the DARS Naming Convention) and a
description.

6. On the Criteria tab enter or search for the selection to represent in the KPI instance.
The options on this tab, depend on the definition selected. The example below is from
a revenue based definition.
Calculate the total amount for reremye recortls in this sebecson
as a percentage of the total amount for revente records = this selection
2

Caloane the torals using this function

UM ~

7. On the Preview tab, select the date you wish to preview the value that satisfies the set

parameters of the KPI and click =%

General | Criteria m Goal | History

Preview the value generated from the criteria established.

As of | 2271172013 4 | preview

The value that satisfies the set parameters as of the selected date displays below. This
will give you a preview of the results in the selections(s) that you have used.

As of | 22112813 S [Prevew

Based on selected antena the value as of 221172013 1. 410 18

8. On the Goal tab, select overall goal and values to view and compare in the graphs
below. You can also add milestones from this tab. For a dynamic goal KPI definition,
the Goal value defaults to the goal associated with the record selected on the Criteria
tab.
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a. Select whether high values or low values represent a good performance.

b. Enter the good target and satisfactory target amounts or percentages to
represent in red and in yellow (on the bar below) as warnings for under
performance.

c. For each milestone, click ““* and enter the milestone details to track progress.
For example, if you wished to measure the amount of gifts received to a particular
designation over the course of a year, you might wish to add a milestone for each
month to track progress and address issues of under-performance as they arise.

Add KP1 milestane a

Oweratt goal 1.090 030 High values are good |

v of overall godd )

St actory target

i.  Enter the milestone date.
i.  Enter the milestone goal amount or percentage.

iii. Enter the good target and satisfactory target amounts or percentages to
represent in red and in yellow, as warnings for under performance.

iv. Click L | on the Goal tab, the new milestone appears. Repeat these
steps for each additional milestone.

9. On the History tab, select whether to archive all history records generated with each
instance update or only a select number of recent records. These values are used to
create the trend graph on the dashboard and KPI instance page
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Histary datermmes how many values are archived for aestng the trend graph on the dashboard andd KPL page
® archive al vakies

C Archive only the last values

10. Click [_sme |

15.1.5 View/Update the KPI Value

Once KPIs are created, they can be viewed, edited and updated as required.
1. Onthe KPIs page filter or scroll to find the KPI.
' KPls

"

2. You can either select it (not the name link) and edit, update or delete as required; or
click the name link to view the KPI in more detail as well as performing various actions
on it. The KPI [name] page opens.

B TRNG-CLM-Testing KPLs - KPI

= 1 -
3. To edit details, click = under Tasks in the Explorer bar. The Edit a KPI

dialogue box opens. This is the same as the Add... dialogue box.

4. To update the goal status/KPI value, click - < under Tasks in the Explorer
bar. This process will move the last values into the Trend History and update the
current status/totals.

5. The Update KPI dialogue box opens.
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Update KPI [ %]

@ Process once usmg current date

C Back-date

Start Cancel

a. Select to process once using current date, or to back-date.
b. Click . The KPI update status page opens.

B TRNG-CLM Testing KPLs - KPI

6. Onthe KPI [name] page, the graph and details under Goal status are updated.

15.1.6 Set up and Manage KPI Alerts

You can set up automatic alerts to be sent to other users when milestones or goals are met.
For example, you may wish for a Development Director to be immediately notified when a
campaign goal is reached.

1. Onthe KPI [name] page, click o ynder Tasks in the Explorer bar.
2. Click to confirm. The [KPI name] status changed alert page opens.

B2 1RNG-CLM-Testing KPis status changed alert

R—

3. Under Email content on the Manage alert definition tab, the email subject and

Edlit

content are displayed. Click to edit the subject or add additional content.

¥ assgn=

4. Under Assigned users on the Manage alert definition tab, click > User and

enter the name of the recipient (Application user); or Twan=' 5 Bulk and enter/search
for the selection of Application users to send the alert to. If no selection exists, you

can create one from the search screen.
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Assign users to a custem emadl alert instance [x]

Asugs e from selechon >

@ rep e Cancel

a. When recipient/s are selected, click [ owe |

5. The assigned user/s appear in the list under Assigned users on the Manage alert
definition tab.

6. With the recipients selected and content checked, you can complete setting up the

email alerts by clicking o under Tasks in the Explorer bar. A message
appears in the bottom right corner of the browser window/DARS screen.

Custom Email Alert Process

The business process Custom Email Alert
Process is completed.

7. To unassign a user/s from the email alert, select the individual line in the Assigned
users grid or tick the checkbox beside the relevant user/s names.

Y.‘.;._:.. nv Maore~

Caroll Mechell

® Unassign =

a. Click "= 5 User or Bulk

b. Click to confirm.

8. The user/s are removed from the list.

9. To manage Email alerts, on the KPI [name] page click et ynder Tasks in
the Explorer bar.

15.1.7 Useful Tips for Using KPIs

e Be clear about what you would like to achieve and what your KPIs should measure.

¢ Ensure that the quality of the data that you wish to measure is of a sufficiently high
quality, it is all our responsibilities to maintain accurate information.

e If you are using large selections of data, consider having the queries that drive them
added to the static overnight refresh list. You can also have the KPI Update Process
scheduled overnight so that your KPIs are always up to date without the need to
manually run them. Contact dars@admin.ox.ac.uk if you have questions about this.

¢ Remember that Site security applies to all users so if your KPI looks at revenue etc,
you will only be able to include data that you are permitted to access.
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e Consider setting the ‘Site’ filter in the main KPI area of DARS to ‘My Site’ to only see
KPIs relevant to your college or department.

15.2 Using the KPI Dashboard
DARS allows you to fully customise your KPI dashboard. You can create and name pages,
create tabs on those pages and then choose which KPIs display on those tabs.
For instance: A college or department may wish to have separate pages for:
e Alumni data KPIs
e Gift data KPIs
e Events KPIs

Once the pages have been set up; tabs can be created on them so that you can
subcategorise your pages. For example, on my Alumni data page | may wish to record
things like number of alumni of who have a valid email address, percentage of Alumni who
made a gift to the University, number of constituents with a collected consent attribute etc.

You could then repeat this process to set up a KPI structure like this:
e Alumni data KPIs
o Count Living alumni with valid email address
o Percentage Living alumni with valid email address
o Count Living alumni with Date of Birth
@ ¥1 cssboard

o ASveen  Cewm of e | mery Suwrwmen

UYWLy Almard and Assorbate Alswrd vt Curreedt Dl Addreaes (")
v

SYUW Lavirng Abserd aend Associate Ahswrs with Currenet Loasd Adkiewsaes (Coaedt )
: I

o Percentage of total alumni who've made a gift

o Gift data KPIs

o Count gifts to a particular fund

o Percentage of cash received VS new funds raised

DARS 3.0 Fundamentals 2 Manual v0.3

124



15.2.1 Customize the KPI Dashboard

@ This functionality is currently not enabled, though expected to be fixed in near future.
Meanwhile, if you wish to customize the KPI dashboard contact the DARS Support Centre.

1. Inthe Analysis functional area click b . The KPI dashboard page opens.

@ «r1 dashboard

-

PRNCHCOMMA I Towt V2 - Tt Beverae
" .

2. Click ‘Customise dashboard’ in the top right hand corner of the page. The Customize
KPI dashboard dialogue box opens.

[y 1
S
Custioswn K danhituard

& T v Fage M, 0 . r

ol Mt Gt WD | Wy B

- g Shrmrs od e Mgy P Capret

FPARSSVRRESERRRRIRPI I

“o - e

3. On the left are the available KPI instances (depending on your site security); on the
right existing pages and tabs.

a. To create a new page click and enter a new page name.
b. To add tabs to this page, select the page and click then enter a new tab name.
c. To edit the name of a page or tab, double-click the name or select it and click

d. To delete a page or tab, select it and click ™ .

e. With page and the relevant tabs created, drag and drop the KPI instances to the
page/tab as required. The KPIs column is organised according to the type of KPI
definition the KPI is based on.

4. When finished, click [owe | Your new page and tabs are displayed on your KPI
dashboard.

DARS 3.0 Fundamentals 2 Manual v0.3

125



16. Further Help and Information

16.1 DARS Support Centre

Contact DARS Support if you are a member of staff and have any problems or need help
using the system:

Tel: 01865 612300

Fax: 01865 284880

Email: DARS@admin.ox.ac.uk

Hours: Monday to Friday 8.30am to 5pm (UK time), excluding public holidays and

University closure days.

Website: https://www.darscentral.ox.ac.uk/

16.2 Additional DARS Documentation
The DARS website contains a library of information about the project, key process and the
weekly circular:

Documents Underpinning https://www.darscentral.ox.ac.uk/page.aspx?pid=2232
DARS

Frequently Asked Questions  https://www.darscentral.ox.ac.uk/page.aspx?pid=2232

Circular https://www.darscentral.ox.ac.uk/page.aspx?pid=2192

Director of Development List  https://www.darscentral.ox.ac.uk/page.aspx?pid=2206
for clearance requests

Clearance procedures: https://www.darscentral.ox.ac.uk/document.doc?id=721

16.3 DARS Project

An overview and further details about the DARS project can be found at:

Website: https://www.darscentral.ox.ac.uk/

16.4 DARS Glossary

For a list of DARS terminology and their meanings:

Website: https://www.darscentral.ox.ac.uk/
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16.5 Document Information

This document is subject to change — amendments will be apparent from a change in
version numbering.

Revision Changes

Add Batch Entry Screen Shortcuts section.

Handed over to BAU as final draft for go-live

Revision | Version | Summary of Changes Changed By
Date Number

25/11/13 0.1 Began updates to DARS 3.0 CLM2
26/11/13 0.2 BAU review EFM
04/12/13 0.3 Updates following BAU review. CLM2

DARS 3.0 Fundamentals 2 Manual v0.3

127



17. Appendix

17.1 DARS code table values for Wealth Engine and Currency

In your Wealth Engine import file, the columns for Estimate Giving Capacity Currency and
Giving Capacity Band must correspond with the relevant code tables on DARS, otherwise
the import will fail. The current active values for both code tables are detailed below. If you

require additional values, please contact the DARS Helpdesk.

Hong Kong Dollar (HKD)
New Zealand Dollar (NZD)
Pound Sterling (GBP)
Singapore Dollar (SGD)
Swiss Franc (CHF)

US Dollar (USD)

Currency Wealth Engine — Giving Capacity Band*
Canadian Dollar (CAD) £2,500,000+
Euro (EUR) £500,000-£2,499,999

£250,000-£499,999
£125,000-£249,999
£50,000-£124,999
£25,000-£49,999
£12,500-£24,999
£7,500-£12,499
£5,000-£7,499
£2,500-£4,999
£1,250-£2,499
£1-£1,249

Unable to Rate

*This code table was populated based on values taken directly from the Wealth Engine UK
user manual. If more values are required, they must correspond directly to a Wealth Engine

output file, in order to keep this table consistent.
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