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Because this query procedure is lengthy, here’s a list of the contents with links:
What is a query?

Query types

What’s the difference between a constituent, individual and organization query?
Thinking through your criteria
Which type of query do I need?
Query formats
Query options
The Query area in RE
Searching for a query
Query Usage
Using an already existing template or query
Create a query
Criteria Tab
Using Operators, Parentheses and Order

 HYPERLINK  \l "_Using_Operators,_Parentheses" 

Output tab
Sort tab
Gift Processing Options
Running your Query/Results
Evaluating your Results
Before you save your query
Saving your query
Editing queries
Exporting a query
What is a query?
Query is the functional area in Raiser’s Edge where you can select, group, and list records that meet a set of conditions you define.  
You access Query on your blue bar: 
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You use query to:

· Define the group of records you want to work with. 
· The system will then show you the records that meet those criteria.  

· You name and save your query.

· You can then use your query in Export, Report and Mail to produce the output about your group of records.
Query is not meant as a reporting tool. Query is a grouping tool.  

· Query results often contain duplicates, which can create problems if you try to use it as a report. 
· Query should never be used for any gift or financial reporting. Never. Ever.

· Query cannot handle address processing, so it should never be used to produce a mailing list which uses address processing.

· That being said, if you need a quick and easy list of names, printing your query results may be adequate. But if you need a polished report, save the query and use it in other output areas that can give you better output results. 
Query ( Reports

Query types

There are many different types of queries in Raiser’s Edge: 
Action

Appeal

Campaign

Constituent

Event

Fund

Gift

Individual

Organization

Participant

Relationship
The most common types are:  Constituent, Individual, Organization, Participant, and Fund.
(Note: We don’t use appeal and campaign in the way RE intends, so we would never be creating these types of queries.)

The query type instructs the program to select that particular record type for inclusion in the query. 
· Selecting the query type can be considered the first step in narrowing the information available for your query. 

What’s the difference between a constituent, individual and organization query?

· A constituent query includes both individual and organization records.

· If you want only individual records, you can choose an individual query.

· If you want only organization records, you can choose an organization query.

· You will see the pros/cons of the individual/organization vs. the constituent query later on in this topic.
· When possible, it’s best to choose a constituent query vs. individual or organization query. That way, you’ll be sure to include all the data that meet the criteria.  
· ex: You want to find all professional advisors who made a referral last year.  You might forget there are a few organizations coded as PAs. If you created an individual query, you’d be excluding them so it’s better to create a constituent query. 

· Sometimes, however, RE requires certain types of queries for specific functions. 

· You’ll notice that all the ^BOARD query templates are individual, not constituent queries. That’s because in order to globally add board members to events (which we do frequently), the system requires that you use an individual query.  
· So just be aware there may be reasons why queries are set up as a certain types.

· After you’ve created your query, you can change the type – but only for constituent, individual and organization queries.

· The query type is not very visible in the system, so it’s easy to not realize you’re working with an individual or organization query, vs. a constituent query. This can sometimes be a problem. To get around this:
· Make it standard practice to include the Key Indicator field as query criteria to filter for individuals or organizations only. 

· The key indicator is RE’s internal way of distinguishing individual or organization records.

· If you use the key indicator in the query criteria, it’s more obvious what you’re doing.
Thinking through your criteria

Really the most important step in creating a query is defining exactly what group of records you are going after.  You’re then going to “translate” from this into Raiser’s Edge language.

· Start with formulating your request in normal language.

· ex: I want to mail to all Piscataqua current and former board members and incorporators, anyone who gave a gift to our community fund recently, anyone who has attended our annual celebration recently who lives in the region, and anyone involved with the Artist Advancement program.

· Then write it down or sketch it out.  

· Start to detail out each criteria.

· Note any questions that come up where it’s not clear. You’ll need to get answers to these.

· Here’s an example of how you might write this out:
· Piscataqua current board members

· Piscataqua former board members

· Piscataqua incorporators (do we want current and former?)

· Donors who gave to Pisc Community Fund recently (define recently? Remember to use old and new fund number)

· Attendees to Pisc Annual Celebration recently (define recently?) with Pisc affiliation (remember to pull both primary and secondary affiliations)

· Anyone involved with Artist Advancement program (exactly which categories are these?)

Or sketch:




· Then clarify or get answers to any of the questions you’ve noted.
· Make sure you’ve been thorough in your thinking. 
· Have you included all the possible values/categories in your criteria? 

· ex: for events, you can include people who were invited, registered and who actually attended

·  Are there other criteria you haven’t even considered?  
· If you’re working on this with other staff members, make sure that what you come up with agrees with what they’re thinking.  

Which type of query do I need?
When you create your query, the first thing you need to do is choose the query type. 

Here’s a very helpful tip:

	· Think about all the criteria and requirements of the group you want to define.

· Now say it out loud (or write it down).

· The first noun you used in your sentence is the type of query you need.

· You may also need some additional questions:

· Do I want individuals only, organizations only, or both?

· Is this related to an event or a relationship?




Examples:

	Normal language
	Type of query

	I want all donors who gave a gift of $250 last year. 
	Since donors can mean individuals or organizations, use a constituent query.

	I want all individuals who live in the Manchester region. 
	Use an individual query (or constituent).

	I want to find all non-profit organizations in New Hampshire, Vermont and Maine who have the 900-Animals code.
	Use an organization query (or constituent).

	I want to know how many people attended last year’s annual celebration event.
	Use a participant query for individuals and/or organizations related to an event.

	What funds were created last calendar year?
	Use a fund query.


Some examples of the other query types:

	I want to know how many professional advisory referrals (actions) there were last year. 
	Since referrals are recorded as actions, use an action query.

	I want to know how many events were held for the last 5 years in the Piscataqua region. 
	Use an event query.

	How many annual appeal gifts came in online between $250 and $500 in 2010?
	Use a gift query.

	How many people have a board member relationship at other organizations?
	This information is on the relationship tab, so you need a relationship query.


Determining the correct query type is a very important step, so spend some time really thinking this through. 
· Make sure you’re very clear about what you’re asking for, or you may not get correct results. 

· Especially if someone else is making the request, you must help interpret what they’re asking for.
· ex: Someone asks you for all the Community Fund gifts made last year.  This could mean they want the gift information (which would be a gift query). Or do they want to know about the donors who made the gifts?  That would be a constituent query.  One constituent may have made multiple gifts, so there is a difference.  
· Choosing the correct query type will become clearer as you create and work with your own queries, and get more practice with structuring requests. And when you use your queries to produce output, you’ll know (hopefully!) that you’ve defined your query group correctly.
Let’s look at our example:

· ex: I want to mail to all Piscataqua current and former board members and incorporators, anyone who gave a gift to our community fund recently, anyone who has attended our annual celebration recently who lives in the region, and anyone involved with the Artist Advancement program.

Based on this, we want to mail to individuals AND organizations, 

so we’d choose a constituent query.

Query formats

The query format determines what records are included when you run your query.  

The two types are Static and Dynamic.    

Dynamic - A dynamic query is refreshed each time it is used. The program searches the database for any new records meeting the criteria you specify and adds them to the results.

· For example, you create a dynamic query to find all constituents who’ve made a donation to the Annual Fund.  Each time you open and run this query, you’ll pick up any new donors to the fund.
Static - A static query is like taking a “snapshot” of your database at the time you are creating the query.  Only the records selected at the time the query is originally created are included. 
· You created a static query in November of all constituents who’ve made a donation to the Annual Fund. When you open and run this query, you’ll only pick up donors who gave as of the date you created the query, and not any new donors. 

· In some instances, you may need a static query to “lock down” your results. But it is not very often, and you must be very careful when working with this type of query.

· You can “refresh” a static query to bring in new data that meet the criteria.  But you must follow specific instructions to do this correctly.

· When you create a merge query (which is very common), they are created as static queries. So it’s good to understand how they work.  
In most cases, you will be creating dynamic queries.

Query options

Setting your query options can be helpful if you’re working with queries frequently. 

· Refer to the Setting your User Options-Query  page in the 2) Using RE Efficiency section of the manual.  

The Query area in RE
Here’s a view of the Query area. The query folders are in the white column on the left, and the queries in the folder you’ve highlighted are shown in the larger window to the right. 
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· Remember, you can click the column heading to change your sort order which can be helpful if you’re having trouble finding what you’re looking for.

· For more information on query folders, see Naming & saving your Output.

Top menu – Above these windows is your main query menu with your standard commands to create a New Query, Open, Merge, Delete, etc.

At the bottom of the screen:
Recent Accessed Queries – A quick way to access any queries you’ve recently opened.

( Only show my queries – Check this if you only want to view queries that you’ve created. 

· Often you want to be seeing ALL queries, not just your own. 

· Now that we have query folders, it’s not so difficult to find your own queries. So it’s best to leave this unchecked.
· If you’re not finding what you want, make sure you have this unchecked.

Quick Find – This is the main way to search for a query.
Our Working example

We’re going to switch to a somewhat easier example to build a query.  Here it is:
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Searching for a query

You should always search for a template or other query someone else has created that might already suit your needs, or has a portion of what you need.
In the Quick Find window (in the lower right-hand corner of the Query screen)

· Blank out what’s already typed in and hit the binoculars. 
This will bring you the full Open Query screen.

· This looks a lot like the Constituent search window and works in a similar way.

· In the Query name area, enter all or part of the query you’re looking for.

· I’m going to search for a query that has the words “C/E/S” to see if something is already built for the Upper Valley region. Note I can use * wildcard here.
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· Make sure these two selections are unchecked to give you the broadest search.
· Hit the Find Now button to see what queries the system finds. 
· If you don’t find what you want

· Adjust your search and try again.

· Check to make sure your checkbox selections are correct.

· Consider using other search fields:

· ex: I know I created a query yesterday but can’t remember what I named it. I can use the Created On field (with yesterday’s date) or Created by (with my name) to help me find it.

· Go back out to the main Query window and browse through the folder contents to see if you can find it visually.
· To exit the search window, hit Cancel or ( out.

Query Usage

(NEW to version 7.92: At the bottom of your query listing, when you select a query you’ll see where it’s being used (in exports, reports, etc). 

This will show which queries are actively being used and where, and help you to review and clean up your queries (I know you’re all doing this regularly!!).
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If you do find an already existing template or query

· Open the query.

· From the top menu, choose File/Save As (or File/Save if the query has restricted rights).
· Name the query (or adjust the name) starting with your own initials and save under your own folder. 
· Note: If your newly saved query doesn’t have both checkboxes checked, then you won’t be able to save it as a Favorite on your Home Page. 

Create a query
If there isn’t a query already out there to suit your needs, you need to create a new one.

· Make sure you’ve done your homework

· You’ve defined your criteria.

· You’ve determined which query type you need.
Let’s look again at our example:  

[image: image6]
· Click the New Query button in the top menu on the Query page.


[image: image7.png][ The Raiser's Edge

Bl Edt Vew Go Favortes Took telp

4 Back % 00| Openin separate window

el

() NewQuery. ] = Open Merge Queries.. 3¢ Delete.. 4 Print % RunQuery & Export: 3 Find.. Oiganize Categories.

(@i 205)
Foundatior

(CGenerd
(O TEMPLATES
(C-EXECUTIVE
(SDasie, Eieen E1)
CNeukam, Ais (3TN
(C3->FINANCE
(CBatker Jessica ULKE)
(C3->PHILANTHROPY
(Z3Abbot, Robin (AKA)
(Z]Burke, Maryellen (MEB)
(2] Cochven, Elie (EC)
(Z)Covel. Diane (DEC)
16y, Linds (L6)

(S Lemb, Peter L)
(C3Lendy, Shari 5L)
(Z30'Cormor, Paty (PD)
(Z35chatlte, Moriue (MI
CiFipeine
(C3->PROGRAM
(S3Adems, Celna (CA)
(23Burows, Judy (0B)
(Z3Cahil. Wendy (WLC)
(ZCoter. Andiea (8LC)
(S Cwstal, Stefarie (5T)
(ZIDeAngels, Hia (HFMI
(CJDickey, Mattha D)
(23 Girou, Sharel(5T)

(23 Gomes, Loreta (LAG)
(20 enmess, Meissa ()
(S3Meron, Kate (kM)

(23 Mosier Melnda ()
(S3Peterson, Kevin (KP)
(S3Phibs, Anme (47)
(SJRouke, Tom (TRI
(Z35chachier, Deb (DS)
(Z5cobie, Kisten (KS)
(C35tuat, Racheal (5)
(3> TECHNOLOGY

(£3-DO NOT USE BELOW
(21 DMIN/CONFIG
(2°AUDITBBNCWeeky

Ty [ETypes

Fomot [T Fomas

Hame
Ge-all Action records

(G-l Boards +Fiscalnvsmt+CL+Audt Comm
Ge-all Evert Graups

Ge-all Event records

Ge-all und records

Ge-all funds

Al Gt records

Ge-all Iny records

G-l NHCF afilated commitees

6-al nonprits

G6-All org records

G6-All Particpant records

G-l phone rumbers

Ge-alschooks

Ge-al studerts

G6-Anrusl Report Maling List WITHOUTSPOUSES
G-Anmusl Report Maling st WITHSPOUSES
(G6-Both KHCF boards +comm AND incorporators
G6-CityVear maiing st FINAL

(G6-CityVear maiing st FINALL

(G6-Constiuents marked Anonymous

GG-DAF fund rel canup

(GG-DAF fund rel cleanup-AFR DAF

(GG-DAF fund rel ceanup-QFR. DAF
56-Donor+9# Survey 2009 Fund Estab+Advisors
G-dupes o check,

(G6-Fund Advisar but o Advisry Chair

Gefund records

G6-Fund relatonsips to be rested

Ge-Grant Commitees

G6-Grant students

am

7

Type Description
Action
Consttuent  request by Kristen for ths a1
Event

Event

Fund

Fund

aft

Individual

Organization

Organization

Organization

Format
Dynaric
Dynaic
Dynaic
Dynaic
Dynaic
Dynaic
Dynaic
Dynaic
Dynaic
Dynaic
Dynaic

Participant
Consttuent
Consttuent
Consttuent
Consttuent
Consttuent
Consttuent
Consttuent
Consttuent
Consttuent
Fund

Fund

Fund
Individual
Consttuent
Fund

Fund
Consttuent
Consttuent
Consttuent

Dynaic
Dynaic
Dynaic
Dynaic
Query of updated records ... Static
Query of updated records ... Static
Merge of '66-AllBoards-+isc... Static
Static
Static
‘Anonymous checkbosx on Bio.
Find rlationships with "Reci,

Dynatic
Dynaic
Dynaic
Dynaic
Dynaic
Static

Dynatic
Dynaic
Dynaic
Dynaic
Dynatic

1™ Ory show my queriss

Recently Accessed Queries

Quick Find

‘~ALDIT-Check Joint AddrfSal

A [MP5-Low Fedtei Publc Toues Fun )

~AUDIT-Check Grant orgs for adding cons code
ARUDIT-Check for incorrect Joit Sautatian

Welcame to The Raisers Edge 7




· Choose query type.

· Let’s review our criteria:  We want all constituents who donated ….
· So we will create a Constituent query.
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· Choose query format.

· We want our query to be updated each time we open it, so we’ll choose Dynamic.

· Click OK and you’ll get this screen.

Notice there are 4 tabs across the top: 1: Criteria, 2: Output, 3: Sort and 4: Results. 

[image: image9.png]® New Constituent Query - The Raiser’s Edge.

Fle Edt Vew oo oot Favorkes Took Help

CIEETIEICT TN
LCitera | 20uput| 350t | 4Resuts |
The fites entered here il detemine th recorcs the are utput
v finclude naclive constiuents [ Includs deceased constiuents v Include constiuents with no vaiid address

~ Avalable Filds Fiters
Show [<Ab>

QueryFields
avares
Consttuert Infamatian
Spouse
Aliases
Credit Cards
Constiuency
it Cadies
orstiuent Solisior Infamation
Fiimaty Business Information
Primary Constiuensy Information
Addresses
Addressea/Saluations
Relationships

4 Fnd| oo | <Aemove| Change.. | o] o] o] 2]

<ok | News> Cancel BunNow

7r2mn |





Criteria Tab

When you create your query, you’ll open into the 1: Criteria tab.
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Just below the tab names, you’ll see an area with 3 filter selections. These are very important!!
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These are conveniently-located filters for you to include/exclude

· Inactive constituents

· Deceased constituents

· Constituents with no valid address

· Based on the criteria you developed for your query, decide if you want to include or exclude these.

· ex: In our example, our criteria was all donors to the community fund from 2003-09.
· If someone’s record has been inactivated or they deceased, do we still want to include them? Yes, so we’ll leave these checked.  

· If they have no valid address, do we still want to make sure to include them?  Yes, so we’ll also leave this checked.

It’s very important to review these filters carefully for each query you create. 

· Usually, you can exclude inactive and deceased constituents from your query.

· But if you’re pulling historical data, you probably want to include inactive and deceased.

· If your query is the basis for a mailing list, you probably want to exclude constituents with no valid address because they wouldn’t be receiving mail. 
· But sometimes it’s a good idea to include them, so you can see who’s missing an address and maybe find some new information.
· These selections are a part of your basic query logic, so you should always makes sure to review them (they’re easy to forget to look at).

· Especially if you’re using a query template or someone else’s query, you may want to adjust these selections for your purposes.  
· If you do, then you are altering the query and will need to save it under your own name.
Criteria

Now start to build your query criteria. Here’s where you’ll start the “translation” into Raiser’s Edge language.
· In the left-hand window, you’ll see all the Available Fields listing.

· The fields are grouped by category.

· Click the plus sign ( + ) to the expand the fields within the category.
· The fields and how they appear in the listing is based on where the data resides in Raiser’s Edge.

· You must be familiar with where your data needs to come from in order to make sure you’re selecting it correctly.

· Refer to Output Tips and Tricks for some helpful hints to help you in the more troublesome and obscure areas of query.

· Based on your query criteria, start to pull over criteria into the Filters window.


[image: image12]
· Here’s our first criteria:  constituents who have a charter/enhanced/specialized service level. 
· The service level data is an attribute, so let’s open the Attributes filter.

· In the left column, open the Attributes category and open the detail to find Specific Attributes. Under the listing, find Service Level. Then we’ll highlight Service Level Description field.
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Next, click the plus sign next to the “Funds” category in the “Available Fields” listing. In our
example, we will want to select “Fund 10, The Operator field will be “equals?, and the Value

10~ Last updated: 7/12/2010

For intemal use only RE Policies and Procedurss Manual

field will indicate the fund id for the Upper valley Operating Budget. See screenshot that

follows
Click “OK”.
Output Tab

The infarmation you enter in this tab will be what shows when you run the query, depending on
your User Options.

In our example we will want to show the constituent’s name (you would find that under
Constituent Information” in the Available Fields box). We also want to show the gift amount,

the date of the gift and the fund 1D (those categories are found in the same areas as they were
in the “Criteria” tab)

You can move the order of the categories around on your list under the Output box by
highlighting the one you want to move and clicking on either the up or down arrow box in the
right corner.

Sort Tab:

We want to sort in ascending order, so we will need to click the plus sign by the Constituent
Information field under “Available Fields”. Then we will highlight Last Name, and click Select
The selected sort field appears in the Sort frame with (Asc) as its default alphabetical sorting
order.

Results Tab

Now comes the moment of truth-—click on the Results tab to see what information RE pulled

together to form your “club”,

Click the disk icon on the toolbar to save the query.
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· Double-click the filter criteria (or hit Select).
· You’ll then get a Field Criteria window where we specify our operator and value.

· We want to choose the “one of” operator, so hit the drop-down and choose this operator.
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· You’ll now see the different data selections for the service level attribute.
· Select the value in the left-hand window, then move it over to the “include” window with the ( button.
· Notice the ( Each record must meet all specified criteria checkbox.  If you want a single record to meet all of the criteria, check this.  Usually you leave this unchecked.

· Continue moving over all the values you want, then hit OK when done.

· ex: We’ve moved over our 3 values, and left Core as unselected.

Here’s how your query now looks with the criteria you just entered in the right-hand window.
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Now let’s work on our second criteria: constituents who have donated $100 or more to the Upper Valley Operating Fund during the last calendar year. This is a more complicated one that has multiple conditions.

· Open the Gifts category.

· Find the Gift Amount criteria and double-click.

· Choose the greater than or equal to operator, and enter the value of 100.
· When you hit OK, the $ sign will populate automatically so you don’t need to type it.
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· We now need to specify the fund.  

· Under the Gift category, there is a Funds category. 

· Open this area and select Description.

· In the Fund Description window, choose equals and hit the binoculars to look up the Upper Valley Operating Fund. 
· Here’s the search screen.
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· Choose the fund from the list, and double-click (or hit Open) to select.
· Hit OK again and you’ll now see this as a 3rd criteria line.
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· We have one more criteria to add:  the gift was made during the period of 2003 to 2009.
· Back up in the Gifts area, choose Gift Date.
· In the Gift Date window, choose the “between” operator (scroll down to find it) and enter the beginning of 2003 and the end of 2009.
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· Hit OK and this will be the fourth criteria in your query. 

So here’s what the query now looks like:
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Using Operators, Parentheses and Order

You may not have noticed, but there are also operators at the beginning of each line.
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· These operators are controlled by the And/Or buttons here:

· If you want to change one of the operators, highlight and hit the other button

· ex: If we wanted to change the last criteria, we’d highlight it and hit the OR button to change And to Or. 
· Also in this area are the up and down arrows, and the parentheses ( and ).

· The order of the query lines and how you group them using the parentheses and operators all combine to control how the logic works.


This is really important – you must understand how to use all these elements together to structure your logic correctly in your query.  This can sometimes be challenging as RE has some rules and limitations here.

· The most common situation is if you use a combination of AND and OR operators.  You must use parentheses to make your logic work.

· Please refer to the separate How to use parentheses in Query for the gruesome details.

In our example above we did not combine any operators, so the operators, parentheses and order didn’t come into play.  But more often than not, you need change your operators and use parentheses.  
Here’s a situation that’s very common – you need to specify regional affiliation.
· ex: We want all constituents records that were created by Monique Schlarlotte with a Capital region affiliation.

· Because regional affiliation is kept in two different attributes, we have to ask the system to look in the 1st attribute OR in the 2nd attribute. We do this with the OR operator and using parens.
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You will understand more about the technical aspects of structuring your queries as you go through training, use your own queries, and use queries created by others as examples.  

· If you’re creating a more complex query and you’re not sure, please ask Gina to help out and review your work.  

So let’s return to our example query and continue.

Output tab

The information you enter in the second Output tab will be what shows when you run the query. 
· The primary use of output is to see that your structured your criteria correctly and you’re pulling the correct group of results.  

· It is not for reporting purposes! 
· In our example, we will want to show the constituent’s name and service level.
We’ll also want the gift amount, the date of the gift and the fund name. All of this data is to just check to make sure we structured our query correctly.
On the Output tab:

· Just like you did for criteria, find the field under the categories in the Available fields window and double-click (or hit Select) to move to the Output window.

· For the constituent name, the best field to use is called Sort Key.  

· This will give you the constituent’s name for both individuals and organizations, and you can use it for sorting purposes.
· ex:  Here’s how my Output looks now with Sort Key selected.
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The Query Fields and Favorites categories
Raiser’s Edge has built in some features to make choosing your output fields easier.
· Any fields you selected in Criteria will automatically show in the Query Fields category (at the very top of the category listing). 
· Usually these want these fields in your Output, so this makes it easier to find them.
Here’s what shows in our Query Fields category:
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So now, I can add the rest of my output fields right from this area: service level, gift amount, gift date, and description.  I don’t have to navigate through the categories again to find these fields.  Nice!!!

There’s also a Favorites category.  You choose to add commonly used fields to your Favorites category to make it more convenient to find them.

· Open the field you want added to Favorites, and right-click.

· You’ll get this window:
[image: image26.png]Bl Edt Vew Go Favortes

Tools Help

(%)

@ Back % o0 | Openin separate window

Flo Edt

d¥a0= Al

View Foa fecords Favores Taok

® New Constituent Query - The Raiser’s Edge

@ Horme | &

Help

EEX

LCiteria 20uput | 350t | 4Resuts |

Welcome to The Raiser's Edge 7

M cme

T m— Fomat st lostchonged | Crested (A
[[fvalebi Filds Lt er Consttue... Dynamic  2112j2010  2j12/2010 200 %
e <A = [SottKey] Dynamic  6j32009  6/3j2009 sisjos A
Pimaty Constluency Descrplion Dynamic  2j26(2010  2f26/2010 o el
Consttuent Date Added Dynamic  2j3j2009 292009 Zpojzmy
Prefered Cit, Stale Dynamic  12/16[2008 12162008 10j21j2008 L
[ it Dynamic 10212008 10/21/2008  10/20j2006 L
Aty Dynamc  10j21/2008  10/21/2008  10/21/2008 Lk
Dynamc  10j2s2003  10/26j2009  10/26/2009 El
Ay Select Static 123/2009  123/2009 1f1zj2008
:" Organize Favorice Fields Static 1232008 1/23/2009 tiziz008
p Static 1127j2009 27j008 M
S Remove from Favorke Fields s a5 of 1. Static 1j2312009 1zsj0s 1
Col 0 s a5 oF 1. Static 1j2312009 1zsj0s 1
Date Added s a5 oF 1. Static apsioos 3jiopzos st
Date Last Changed v Dynemic 772010 7702010 2pesieoi0 el
s a5 of 1. Static 102010 1p20j2010 yizeo0
8 Frd | soect | chomoe| Creree | 2] [ feessasor sate 4fsje010 4fsj010 252010
Dynemic  2joj2003  2/3/2009 ooy %
Back | New> e e Dynamic  4pSi08 300 4f700E st
——— Ifonreport  Dynamc  ajzzioi0 w0 zpol R
n3mnfpers-curen... oynamic  ejzuz007  sjaijzo07 102012005 4
S ot Fecendng i3 e Tor contibution eports Dynamic  7/1212010  712j2010 tzfz0i2004 D
o Ko b) amount Descending art used for contrbutionreports  Dynamic  3/13(2007  313/2007 tzfz0/2004 D
il Arre (4P) annuel Appesl Gits Constiuent  provides cuaterly annualap... Dynamic  4/13(2009 4132009 4/132009 B
Rouke, Tym (TR) Annusl Report Exceptions Constiuent Dynamc  11]15/2007  11/iSj2007  12f16j2004 P
Schachter, Deb DS) anonymous - Doncrs who are coded Gives Anany Indvidusl  Donors who are coded gves .. Dynamc  6/2/2008  6(2/2008 apisinoe pe
Scobie, Kisten (KS) Anonymous Daners with cantactnfo by RH1 Indvidusl  Crested for s tocheckthe... Dynamic  7/1S/2008 7152008 70152008 P
Sl Pachea el atn 2008 Anrual Mg Inviees Evert Dynemic  3j2512010  3j2sjz010 Slel200 A
ebor, G (36) ATH Event Al Partcipants Partichant  Use or Arrual Mesting and .. Dynamic  11/9(2009  11/3/2009 102412008 ar
DONOT USE BELQW || atn Event Nametag Query Patichent  DofiotDekte-Usetorunn... Dynamic 6142010 60142010 S/IS008 v
“2DMIN/CONFIG ATH Nelie Mae Education Lunch Particpant Oynamc 101912009 10/i9j2009 11712008 v
(C7AUDITBBNCWeekly || Banc Test Query Constituent: Static 6/16/2009  6/16/2009 6/162009 Bl
“AUDITBENC Moty |- 1o P U s i 2
(1 AUDIT weekly < 3
AUDITMorthly )| Ol show my queiss
Recently Accessed Queries Quick Find

AINCORPorth Country-Curr+Fior (inl dec)
~SPALLDINGPOTTER-Active-+Anon-+Hlatured Mermbers
ABWARD-Nashua Humanitarian Avard Winners

€ |

4| [MPS Lew Feldstein Publec ssues Fun @]

AEE

©Fle Edit View Insert Format Tools Table Window Help Type a question for help [+ %
INEEHRSG= R T E LB Gl o 100% - 88 @ | HiRead (X | Nomal <10 <|B I B
C — : : : : [ 2

The Query Fields and Favorites categories
- Raiser’s Edge has some nice features that help to make this process easier.

Any fields you selected in Criteria will automatically show in the Query Fields category (at the
- very top of the category listing). Usually these want these fields in your Output, so this makes it

easier to find them.
~ Here's what shows in our Query Fields category:
- [ @ New constiuent query - he )

o E Vw. Foma et o
gid. When exporing, these are the fields to export.
N Output.
SotKey
[ e | EIE|
Bunon

N | [ |_7naeoo |

S0 now, I can add the rest of my output figlds right from this area: service level, gift amount,
- gift date, and description. 1 don't have ta navigate through the categaries again to find these

fields. Nice!!!
- There’s also a Favorites category. You choose to add commonly used fields to your Favorites

category by Here’s my Output screen with all the fields pulled over.

°
= NS 2
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· Choose Add to Favorites Fields.

· The field you selected will now show in the Favorites category at the top of the list.

· As you work with fields, decide which ones you use often and move these to the Favorites category.  
· ex: Sort Key, Constituent ID and other frequently used fields are good choices.

· Note: Unfortunately not all fields have this option.

So here’s what my Output screen looks like now, with all the fields I want pulled over.

· Use the up and down arrows to change the order the fields will display in.
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Sort tab

This 3rd Sort tab determines how your query results will be sorted.

· Select the fields from the left window and move to the Sort By window.
· Here’s where your Sort Key field is handy (instead of pulling Last Name, First Name). If you want your results alphabetically sorted by name, that’s all you need.

· Remember, you can easily find it now in the Query Fields or Favorites categories.


[image: image28]
· In addition to Sort Key, we’ll also pull over Gift Amount.
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· Now check/adjust the order of your sort fields.

· Use the up and down arrow keys to reorder the fields.

· I want to sort by Gift Amount first, so I need to move that field to the top. Highlight the Gift Amount field, then hit the up arrow to move it to the top.

· Also check/adjust the Ascending/Descending sort.

· When you pull over a field, the sort defaults to Ascending (Asc). 

· To change, highlight your field and hit the Descending (Desc) button. 

· ex:  I want my Gift Amount in descending order, so I’ll change from (Asc) to (Desc).

Here’s how my Sort window looks now:
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Gift Processing Options

There’s one really important step that you must do for any query that involves gifts.  You must specify how you want to show hard/soft credits.

This is in a totally different area that the other criteria, and a little hidden so it’s easy to forget.

· On the top menu, choose Tools/Query Options.
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Then choose the third tab – Gift Processing.
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· In the “Credit Soft Credits to” area, here are the selections:

( Donor – this will include constituents with hard credit on the gift only 

( Recipients – this will include constituents with soft credit on the gift only

( Both – this will include both hard and soft credit constituents

· This selection defaults to ( Donor. 

· To change to both hard and soft credit donors, choose ( Both.

· In the “Credit Matching Gifts to” area, just leave the default setting since we don’t do Matching Gifts.
--> Note: If you’re not getting the correct results and it seems like you’re missing constituents in your query, it’s often because you’ve forgotten to check and adjust the gift processing settings in this area.

Running your Query/Results

Now comes the moment of truth!

· Click on the Results tab, or hit the Run Now button in the bottom right-hand corner to see what information RE pulled together based on the criteria you specified.
Here’s our query results – we only got one record that met our criteria!
[image: image33.png]® New Constituent Query - The Raiser’s Edge.
Fie Edt Vew Fomat Records Favortes Took Hep

EIEEEEIET YRR A

Citeria | 20uput| 350t 4Resuls |

Why are there duplicates in my query results?

SotKey Constiuent Speciic Attbutes Service Level Desciption

Git Date

Gt Amourt

Fund Desciplion

FunNow

1 ecords

7/13/2010





· Adjust your column widths to see the data better by hovering your cursor between the columns and sliding to make narrower/wider (like in a spreadsheet).
· You can open the individual record right from the Results tab.  

· Highlight the record you want to open and double-click it.  This will take you directly to the constituent record.

· Once in the record, you can also use this set of navigation arrows to move to the next record in the query (so that’s what those arrows are for!).
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Evaluating your Results

The reason why we included so many fields in our Output is to see if we’re getting the right group of records. The data fields included in Output will help us to evaluate our results.
· Does the data in your results look correct?

· If our results don’t match our criteria, we need to go back and check to see if we entered it correctly and structured the logic correctly. 

· Maybe we used the wrong operator, forgot the parentheses to group the logic, etc.

· ex: If our result was a Core donor, not Charter/Enhanced/Specialized like we wanted then our criteria isn’t working properly.

· ex: If the gift wasn’t between 2003 and 2009, or it wasn’t to this fund then we know there’s an error.

· Check to make sure your data is correct for soft credit gifts.
· If your query has gift data, check for any records you know should be included based on soft credits. 
· This is always a problem area and something to watch out for.
· ex: I think that Fidelity Charitable should have been listed, because the donor who showed on the list usually gives through Fidelity.  Maybe I selected (Recipient instead of (Both in the soft credit option area?

· Usually you have some idea of the records you should be seeing.  

· Compare the query results to some of those records.

· Open some of the RE records to see if it makes sense they were not picked up in the query.

· ex: I know there were at least 30 donors to this fund.  Why am I not seeing them?  I probably didn’t do something correctly in my criteria. I’ll go back and check.

· Check that the results sorted in the manner you requested.

· The query sort is actually used later on in Export, so if it’s not right here you can’t adjust it later.  Make sure it’s right at this stage.

· Remember: Do not use these results as a report, especially if you have gift or fund data. 
Before you save your query

Decide if this is a query strictly for your own use, or is this something useful to your entire department, or perhaps systemwide as a ^TEMPLATE?
· If it’s strictly for your own use

· Name it with your initials and save it in your own folder.

· If it’s useful to your entire department

· Name it with your initials and save it in your (DEPARTMENT folder.

· Notify people in your department that it is available for their use.

· If you think it should be a systemwide template

· Contact Gina who will work with you to save it as a ^TEMPLATE.

Refer to Naming & Saving your Output for more information on naming protocol and saving queries in folders.
Saving your query

Up until now, our query has not been saved.  At any point, you can choose to name and save your query. It’s a good idea to do this earlier rather than later.

· From the top menu, choose File/Save. You’ll get the window below.
· Enter your Query name

· Refer to Naming & saving your Output for exactly how to name your query and where to save it.

· Using the protocol, I’m saving my query as:
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· Enter a Description
· It’s always a good idea to enter a detailed description which makes clear what the criteria are and how the query is used. 

· Do this if you think it will be helpful for future use of this query. If it’s a short-term one or really obvious as to what it is, don’t bother.

· Query Format
· You specified Dynamic or Static when you created the query. 
· In most cases, you will not be changing this.
· Other users may …

· Specify whether you want other uses to execute and/or modify this query.

· If you’d like others to use your query, leave “other users may execute” checked.

· If you do not want others altering your work, then uncheck “other users may modify”. 
· If you’ve done a lot of work on a query or it’s highly tailored, it’s a good idea to keep others away from your query.
Remember – if you’re not around or you’ve left the organization, you may need others to modify your queries. So don’t be too restrictive with these settings.
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· Create in

· Here’s where you choose which Query folder to save your query in.

· Again, refer to Naming & saving your Output for our protocol on where to save your queries.
· Hit the Save button to save your query.
Editing queries

To do any type of editing to your query, you simply:

· Open the query.

· Make your edits/changes to any of the query areas.
· Hit the Save icon (or choose File/Save). This will save it under the same name with your changes.

There’s also a shortcut to make some simple changes.

· In the main query screen, highlight the query and right-click your mouse.

· You’ll get this window.
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· If you choose Rename, you’ll bring up the full Query Options window where you can do all sorts of things: 

· change the query type and format

· change the query name
· change the category (i.e. folder),

· edit your description

· edit your run/modify settings

· adjust your soft credit settings (on the gift processing tab)
Exporting a Query
You can export query results, but you're generally better off exporting using Export or Report. 

· Often your query results may not be detailed enough or may contain duplicate records. And it can sometimes be dangerous with financial data. 

· For simple and straightforward data, you can often get away with exporting your query. But for more complex data or financial data, do not do it - use Export or Report instead.

Changing your column headings
Usually the default names for the column headings are not “user friendly”, so you have the option of changing them here instead of having to adjust them later.

· On the Output tab right-click on the field, choose Column Heading and enter the alternate name. 

· You’ll see the regular name and then your alternate name in (parens).
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Formatting your export

· From the Results Tab in the query, notice you have a Format option in the top menu. 

· You can also right-click in the results area to get a shortcut to some of these options as well.

· Explore the options here for choosing your font, column headings, gridlines, portrait/landscape orientation, report heading, etc.
Running your export

· In the icon menu, click the Export icon on the toolbar (it looks like a disc with an arrow) or choose File/Export.
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In this window:

· Choose the export file type (most often Excel 97-2000).
· Name your file and browse out to the location you will save it in. 

· Note: Excel doesn’t like names or paths that are too long. If you have trouble, save it on your Desktop and then move it later on.
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· Hit Export Now. 
· You’ll see the system save out your file, and you’ll get this message showing you the number of records exported in the file. Hit OK.
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Eliminating duplicate rows in your results

You often get duplicate rows in your query results. Here are some ways you may be able to eliminate the duplicates so you can use your query for reporting.

· In Query Options, there is a checkbox for Suppress duplicate rows.  This will work sometimes depending on the reason for the duplication. Try this to see if it works.

· What you think might be a duplicate value may correspond to the query type you’ve selected.

· ex: You have a gift query and you’re seeing duplicate rows for the same constituent. That’s because you’re actually reporting out on separate gifts, so these are not true duplicates that you can eliminate.

· Reduce the number of output fields in your query, especially the one-to-many fields (one record can have more than one value).

· ex: You have three duplicate rows for a constituent, because you’re outputting the Aliases and they happen to have 3 alias values. If you eliminate the Aliases output, you may eliminate the duplicates.

Use these strategies to try to eliminate your duplicate rows. Depending on your query and what you’re outputting, you may or may not be able to eliminate the duplicates.

Remember:  The duplicates are not actually duplicate constituents – you’re simply showing your output data multiple times.  If you use this query in an export, you will not have this problem.
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The Senior Foundation Officer in the Upper Valley Region wants a list of all charted/enhanced/specialized constituents who donated $100 or more to the Upper Valley Operating Fund (#1993-1) during the period of 2003 to 2009. 








The Senior Foundation Officer in the Upper Valley Region wants a list of all charted/enhanced/specialized constituents who donated $100 or more to the Upper Valley Operating Fund (#1993-1) during the period of 2003 to 2009. 








Constituents who have a charter/enhanced/specialized service level.  And who have donated $100 or more to the Upper Valley Operating Fund during the period of 2003 to 2009.








I’d like to see my results sorted by name. But I also would like to see my query results sorted with the highest gifts at the top to make sure I’ve got all the key donors included.  
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