Sample organization process map table

Type of information

Where it is currently stored

How well does it work?

Contacts

Access database, Outlook

Needs improvement

Individual donors

Access database

OK

Partner organizations Excel Difficult to track
Volunteers Excel Duplicates information from Access database
Events Website database, Excel Need shared calendar

Evaluation data

Word document

Needs improvement

Photos and videos

Media files on network drive

OK




Sample functional requirements outline

Functional requirement

Description

Mac friendly

The software can run on Apple computers

Remote access

The software can provide basic database access to staff out of the office

Data validation

The database ensures that the data is the appropriate type, fields not left blank, etc.

Backup

The system can provide good options for automatic backup and data recovery

Data entry screens

Data entry screens are easy to use and well-organized

Saved queries and reports

Users are able to save queries and reports for later use

Secure user login

Logins are password-protected; different users can have different access levels

Documentation

The system includes training and support to assist users and administrators

Scheduling and reminders

The system can send out reminders for scheduled tasks and appointments

Workflow steps

The system can include customizable milestones for task completions

Donor campaigns

The system can track campaigns and donations

Outgoing email

The system can send batch email to contacts

Online donations

The system can import online donations and donor records from the website

QuickBooks integration

The system can export donation records to a format that can be imported into QuickBooks




Sample software features priority map

Software feature

Must have

Would be nice

Ideal

Not required

Comments

Mac friendly

Remote access

Data validation

Backup

Custom query and report creation

Secure user login

Documentation

Scheduling and reminders

Workflow milestones

Donation tracking

Outgoing email capability

Customized email templates

Integration with online donations

QuickBooks integration

Data import and export

Volunteer management functions

Event management functions

Project management functions

Integration with online calendar

Outcomes and evaluation tracking

Communications archive

Budget monitoring

Payroll processing




SOFTWARE SELECTION MATRIX

prioritizing which software fits your TECHNOLOGY SYSTEMS

Low tech Ready to outsource Powerhouse
(no IT staff; (internal IT staff)
simple systems)

Small budget

Ready to invest

Big budget




SOFTWARE SELECTION MATRIX

prioritizing which software fits your PROCESSES

Organization uses You need some Your organization has
standard procedures customization very unique needs

Basic features
in database

Some advanced
features in database

Complex features
in database




SOFTWARE SELECTION MATRIX

prioritizing which software fits your PEOPLE

Organization is Average tech High tech
low tech

Organization has
no training time
for staff

Some training time
for staff

Lots of training time
for staff
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Choosing a Database Brown Bag - - Additional Resources

General

NPower Northwest

http://www.npowernw.org

NPower New York Nonprofit Resources
http://www.npower.org/resources/quides-and-papers
TechSoup

http://www.techsoup.org

Idealware

http://www.idealware.org

NTEN

http://www.nten.org

Stakeholder Data

Idealware article on constituent relationship management software, 2007:
http://idealware.org/articles/crm software.php

Idealware article on association management systems, July 2011:
http://idealware.org/articles/fgt ams.php

Volunteer Data

Coyote Communications has the most comprehensive list, May 2011:
http://www.coyotecommunications.com/tech/volmanage.html

Idealware/TechSoup report, “Consumers Guide to Volunteer Management Systems,” May
2011: http://idealware.org/volunteer management

Donor Data

Guide from ldealware and NTEN, “Choosing a Low-Cost Donor Management System,” 2009:
http://www.techsoup.org/learningcenter/databases/page11928.cfm

Guide from NPower Northwest on selecting donor management software, 2008.
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf

Program Data
Idealware article on case management tools, April 2011:
http://www.idealware.org/articles/few-good-case-management-tools-0

Our Mission
To strengthen the nonprofit sector
by catalyzing innovation and driving adoption of technology solutions


http://www.npowernw.org/
http://www.npowernw.org/
http://www.npowernw.org/
http://www.npowernw.org/
http://www.npowernw.org/
http://www.npowernw.org/
http://www.npowernw.org/
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.npower.org/resources/guides-and-papers
http://www.techsoup.org/
http://www.techsoup.org/
http://www.techsoup.org/
http://www.techsoup.org/
http://www.techsoup.org/
http://www.techsoup.org/
http://www.techsoup.org/
http://www.idealware.org/
http://www.idealware.org/
http://www.idealware.org/
http://www.idealware.org/
http://www.idealware.org/
http://www.idealware.org/
http://www.idealware.org/
http://www.nten.org/
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/crm_software.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://idealware.org/articles/fgt_ams.php
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://www.coyotecommunications.com/tech/volmanage.html
http://idealware.org/volunteer_management
http://idealware.org/volunteer_management
http://idealware.org/volunteer_management
http://idealware.org/volunteer_management
http://idealware.org/volunteer_management
http://idealware.org/volunteer_management
http://idealware.org/volunteer_management
http://idealware.org/volunteer_management
http://idealware.org/volunteer_management
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.techsoup.org/learningcenter/databases/page11928.cfm
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.fundraising123.org/files/donor+management+toolkit+book.pdf
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0
http://www.idealware.org/articles/few-good-case-management-tools-0

e,

npower

¥ =
i ¥
[E
]
" -

Outcomes / Evaluation Data

Idealware article on case management tools, April 2011:
http://www.idealware.org/articles/few-good-case-management-tools-0
TechSoup article on online survey tools, March 2011:
http://www.techsoup.org/learningcenter/software/page10744.cfm

Project Management Data

TechSoup article on choosing project management software, 2010:
http://www.techsoup.org/learningcenter/software/page7648.cfm

Wikipedia entry that lists project management software and details:
http://en.wikipedia.org/wiki/Comparison of project management software

Event Management Data
TechSoup article on online event registration tools, August 2011:
http://www.techsoup.org/learningcenter/software/page7510.cfm

Financial Management Data
TechSoup / Idealware article on accounting software packages, July 2011:
http://www.techsoup.org/learningcenter/software/page5144.cfm

Human Resources & Payroll Systems Data
Online article, “2011 Review of Not-for-Profit Accounting Systems”:
http://www.cpapracticeadvisor.com/article/10416850/12-products-that-can-help-your-

nonprofit-clients

Questions? Feel free to contact me:

Elissa Thomas

elissat@npowernw.org

WWW.NPOWernw.org

206.957.7737
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