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This training manual introduces the general organization of the NPower Seattle Salesforceseatisaribes the special
customizations we made, and provides basic procedures.
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Salesforce and read online help for the areas ofgtegram they need to use.

About the Salesforce Template

In 2006, NPower Seattle consulting staff selected Salesforce.com as a new platform to support the database and Constituer
Relationship Management (CRM) needs of our nonprofit clients. We choseoBzdesim for several reasons:

w LG Aa kbaskdSérvice that rBns in Bearly any web browser, eliminating the need for costly hardware
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value for most nonprofit uses
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In collaboration with other nonprofits, NPower Seattle has developed a standard set of customizations that help transform the
normally salesentric system into a donor management platform. For each organization we work with, we further customize
the database to meet their ique needs for fundraising, client management, program tracking, and reporting.

Note: This manual covers the NPower Seattle Template for Salesforce.com, which can be installed (with permission) only
from www.npowerseattle.org. Our Salesforce templatehis tesult of extensive experience with nonprofit databases, and
includes robust tools to manage households, donations, pledges, payments, and events.

The NPower template is similar to the Nonprofit Starter Pack and thel@2008) Nonprofit Template cgfed by the

Salesforce Foundation, but includes a slightly different data model and a richer set of tools. All three of these ophbaits are
atop Salesforce.com Enterprise Edition, for which the Foundation donates licenses to nonprofits.

Getting Salesfoce Help and Training
Salesforce.com Resources

Salesforce.com offers free online training to loggedisers. The online help system is also very good. Most Salesforce pages
have a help topic associated with them, or you can search help for any topic.

Forhelp on the current page:

i . Near the top right of the page, clitkelp for this Page

Setup  System Log  Help & Training  Logout

VR Statistics ldeas Console +

To browse or search Help:

1. Atthe top right, clicHelp & Training



The Help window appears.
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2. Click topics in the list at left, or type keywoiidshe Searchbox and clickGod 6 { S NOK RAALIX I 8& dwS

default. To see topics for your search, ciReédevant Help Topick

As a Salesforce subscriber, your organization is entitled to freechiglity support from Salesforce.com.
Conftacting Salesforce.com Support

To view online training:

1. Atthe top right, cliclHelp.

2. Click theTrainingtab.

3. IntheSelect Your Rolbox, selectMarketing Administratorand then click/iew Classes
4. Click classes in the Recoranded Classes list.

To request customer support:

1. Atthe top right, cliciHelp.

2. Click theMy Casegab.

3. ClickLog a Casend then fill out the request form.

A Salesforce support rep will contact you, generally within one busdess

ContactingNPower
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NPower Seattle. Emaibnsulting@npowernw.org
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Getting Started

Finding Your Way Around Salesforce

Open Internet Explorer, Firefox, or Safari, and then log in to Salesfonte at
Your home page shows your personal calendar arksttsat are assigned to you, and the bar on the left helps you find or
navigate to objects throughout your database.

{FtSaF2NOS 2NHIyAT Sa RIGF 2y {(lFroazx SIFIOK 2F 6KAOK NBLINEBA
created to help ya do your work. The tabs that you see depend on the permissions defined imig@uprofile as well as any
additional custom objects that we may have created for your organization.

Salesforce.com Setup Systemlog Help & Traning Logout  MPowerforce v
W CRM for Nonprofits

m Contacts  Accounts Opportunities  Campaiges  Leads  Lead Converter  Reports  Dashbosds  Documents VR Emall VR Statistics  Ideas  Console  +

The following table describes the tabs you are most likely to see:

Tab Description

Home {K2ga &2dzNJ LISNE2yFf {IfSaFfT2NOS OFfSyRIFIN IFyR

Contacts Shows all contacts in your databasdonors, volunteers, clients, primary contacts at foundations,
vendors, and other organizatien and provides tools for managing them.

Accounts  Shows all organizations, foundations, and companies.

OpportunitiesTracks all past donations, grants, memberships, and volunteer assignments. More importantly, hel
track opportunities to get more dations in the future.

Campaigns Tracks special events, mailings, or appeals for money. Every campaign has Members, which repre
people who are contacted for the appeal or invited to the event. By associating opportunities with ¢
campaign, you carrdck the effectiveness of campaigns over time.

Leads Tracks people that you import from a list, people who sign up in a form on your website, and online
donations.

Lead Custom tab that helps you convert leads into contacts, households, orgianizecounts, and

Converter  opportunities, ensuring that no duplicate records are created.

Reports Lists predefined reports for viewing data or exporting to Excel; also allows you to create your own

reports from any data in Salesforce.

Dashboards Allows ya to define a group of summary reports and charts to provide an overview of data, such a
donation history or future opportunities.

Documents Stores logos, letterheads, and documents that you use in correspondence with your constituents.

VR Email  Allowsyou to send bulk email via Vertical Response, a {pady tool.

VR Statistics! f t 2g6a& @2dz G2 lFyltelS LIFad SYIAf @2dzQ@S aSy.
back into Salesforce.

Ideas Helps you track employee ideas for imping your organization, its services, and its impact.

Console Special screen layout that allows you to browse a list of contacts, opportunities, or activities and p
actions on several records at once.

Calendar and Tasks

Your home page dispys events and tasks assigned to you. T )i and31 buttons display daily, weekly, and monthly

calendar views. You can add events and tasks individually, they can be assigned to you by others, or they may appear
automatically because of rules created{it £ S&F2NDS o6F2NJ SEIF YLX S5 6SQ@S (2tR {|
thank you notes).
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To add an event to your calendar:

ClickNew Event enter information, and clicBave
To mark a task complete:

To mark a task coptete, click theXat the left and then clicave

Dashboards

At the bottom of the home page is the Dashboard, which displays snapshots of data in your database. There are several
dashboards predefined for you:

Dashboard Description
Donation History Pag donation summary
Revenue and Forecasting Colorful gauges that illustrate progress toward your goals
Adoption Dashboard lllustrates your organizations use of Salesforce, such as the users who have logge«
(administrators only) failed to log in andhe new information added to Salesforce
VR Email History Vertical Response email statistics

Note that dashboards do not always display the most recent data. To display current values, click Refresh (it takesoa minute
s0). You can also schedule dashituls to refresh automatically once per day, week, or month; in fact, your database
consultant may already have scheduled them for refresh.

To display a different dashboard on your home page:

1. Atthe top of the Dashboard, cli€kustomize Page
2. Select a different Dashboard, and then clidve

You can create or customize your own dashboards to summarize any information in the database. For information, search
Help for "Dashboards."

Salesforce Data Model Overview

Salesforce was designedwmrk best with businest-business relationships, not busindssindividual relationships which

are more common in the nonprofit sector. For example, all contacts must belong to an account, usually that of their employe
Opportunities (such as donationmust also belong to an account, not directly to a contact. Moreover, no standard object
allows you to model important relationships between contacts, such as those who live in a single household.

To work around these limitations, NPower has customizéels8ace in the following ways:
6



Added a custoniouseholdobject that contains all contacts that live at a single address.

Created a special account, calledividuaE ¢ KA OK O2y il Aya lye O2yil Ota o6K2as
database.

ProvidedOpportunity Contact Roleshat you can use to connect donations to the donors that make them.

Created custom buttons, tabs, reports, and program code that help you enter and maintain data consistently in this
custom data structure.

To get the most from yauSalesforce database, it is important to understand the relationship between these primary objects:
Contacts, Households, Accounts, and Opportunities. The following diagram shows how a few sample records might be
associated in your database:

Householding

in Salesforce.com
Households Andy Aliman
Contacts Allman

Contact Role: Contact Role:
Organizational Donor ’— Volunteer
Individual
Accounts Ficklo Foundation o SHORde o
employer acoount)
Contact Role
a Individua
Corporate Match
Tom Traubert
2006 Donation
$200
Fickle Foundation
Opportunities < 2006 Grant
$10.000
Anne Traubert
Volunteer Hours

- 3N22007

Accounts

E\ery organization in your database has its own Account. You use accounts to:
9 {2N8 SIFIOK 2NHIYyATFGA2yQa | RRNBaa FyR 20KSNJ RSiGFAf A
1 Associate contacts with their employers
1 Associate donations and grants with a company, foundation, or other organization

7



In addtion to accounts for companies and organizations, there is also a special accountradifetlial The Individual
I 002dzyi Aa I O2yGFAYSNI F2NJ O2y il Ola ¢K2 R2y Qi KI @S Iy
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On the Accounts tab, you can use tiew box to filter accounts to the subset you want to see.

‘ Aceounts Tl o rrooe el | ok Tor s Ponge I
Home
View: | Donor Quganizations ]| Got | Editl Croate New View
Accounts Entered Today
Ricﬁlg.;ﬁ:::ts | Tlew Ibecmvuwed -
Businesses
Age Ty Phine Welalte Gyt Allas
D3 mfﬂw_'dﬂiﬂﬂﬁ Bugingss (B00) 545-8374 g
ndividuals |
MIEE0 Ay Accounts Business {425) 963-0080 o i 80T £om Lanke
mﬁwmis Week Pubic Agency Lénke
onprofits |
Igiiife cerily Viewed Accounts | 2.
WZlne Bugingss Lanke
The Seatle Foundalion Foundation Eitlptbwrers S @-atlafDundiation.or LAnkg
Saleatorcs Foundstion Foundation Futtpctwetes Eabe e foundalion arg LAnke
M owier Geaffle Nonprofit (206) 26:6-2255 [ittncitwe npoawErs eatlle Ory LAnke
dirgater Everedl Community Foundation Foundation bittpibwww grastarevereticd org Lanke
Boging Company Busingss bty e BO&NG. COM garng
Shiow 10 ibems
Reparts Taols
Achive ACtoUnts It My Accourds & Contacts
Hoalectad Avcoyrs [oport My Oraanizafion's Accounts & Contacls
Accoynl Crimars Mass Dolate Accounls
Corlaet Role Repod Transfar Acounts
Acgount Higlors Repor Merge fzeounls
Bafi 200t Sales Methodolopas
G0 to Roports «

To open an existing account, type its name in the Search box, press Enter, and then click the account name (or click the
underlined account nami any list). When viewing an account record, scroll down to display the list of contacts,
opportunities (donations), and activities that belong to that account.

Before you can add contacts or opportunities for an organization, you must create an account.

To create a new accoumtew the screncagir:
1. Click theAccountstab, and then click th&lew button.
2. Enter an account Name, Type, and other details, and thenSick

Tip: Be awae of the user whawnseach account record; it is shown in the Account Owner field. Salesforce manages

S

permissions and displays records in reports based on account ownership. By default, you own the accounts that you create.

Account owners and administrat® can transfer ownership of accounts to another user.


http://www.screencast.com/t/ODgxYzkzMj

Contacts

Viewing Contacts

Every person you track in Salesforce.com has a Contact record. You use contacts to:

{G2NB SIFIOK LISNE2YyQa LK2yS>s SYIFAfXZ FyR LISNE2YLFf Ay T2N
Track activity history, such pbone calls and emails

Relate people to their donations

Include people irCampaignssuch as special events, direct mailings, or email campaigns

The Contacts tab provides tools for viewing, finding, and communicating with contacts. For example, yefineayodr own
views that display a subset of contact records. Click any contact name to open the individual contact record.

- Comacte Ted me mored | Help for this Fage
“ Home
View: | Mew This Week v (Gor | Edit] Create Mew \iew
o Ative Contacts
R!Hgl-l Contacts e [ Recentty Viewsd %
ithdays This Manth —_— Ly e
Hame Bocontly Viewsd Contacts e Titke Fhane Email
.!.mt_atv\"":'-':“” d g:‘”“ ; it Managsr lashai@onowarsastis o
nluntzars - Prospactive - =
Hahlg, Chars ETE Ing Toachar afthe SalesForce Plaorm and 3l rélated Bings! (206 1221234 paining@apirgrdatie ong
Junes, Tom HHZIng Firs! President (206) 123-4567  pones@amailsom
Gorzales, Speady Indtdus) Asiorney (360) 555-3906  speScNPOONIIes OrY
Flintstone, Ram Bam  bdiddys)
Elinfstang, Frad Mytial Matarials CFO (208) 5554545 fed fingtonedpslatostoneandaravel. com
Arbyckle, Jon il Vs o King Counby Gineral Manager (213 5550303
Mudskipper, Musdy Higrogol Sales Manager (425) 5551599 mudemud@niiosaniom

To open an existing contact record:

1. / tA01 Ay (GKS {SINOK 062EX (el GKS nelSNBE2Y Q& yIYS 62N |
Salesforce displays a list of contacts, households, and other records associated with that name.

2. Inthe Contacts list, click the name of the contact.

3. Scroll down on the contact page to view related items such as Activities (phos\detdirs, emails, meetings) and
Opportunities (donations).

Tip: As you use Salesforce.com, you may notice that you frequently return to the same page again and again. To save time,
A& F 322R ARSEH (2 dzaS GKS & Fobexd&nRle, goBightviagt B havaaontaczedrd A Y
FYyR GKF{G LISNAR2YQa | 002dzyi 2N) K2dzZaSK2f R 2Ly 4 GKS &arys
open every record you want to examine in its own tab. This way, the originstaljs open @ 2 dz R2y Qi KI @S G 2
button and wait for the list page to appear again.

To open a link in a new tab, hold down the Ctrl key while clicking the link.



Creating New Contacts

Since every contact should belong to an account and adimld, it is important that you create these objects for each new
contact or attach the contact to existing ones. To make this task easier, NPower has created a\mwt@uontacipage and
installed program code that creates a household automatically.

View the screencadr instructions below.

To create a new contact and household:

1. LF &2dz {y26 (GKS LISNER2YQa SYLX 28SNE 2Ly 2NJ ONBI (S
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2. Click the Create New list in the sidebar at left, and then €lmktact

) BEvent

A Task

;f,f Contact
0 Account
0 Oppaortunity
}; Campaign
X Lead

5 Report

= Document

'!') [des

The New Contact page appears.

10


http://www.screencast.com/t/NTQwZDliN

- Comtact Edit

£ New Contact

Usze thiz page bo créale one of two new confacts and a household.

Contact Edit Save | Cancel

¥ Hame informatian

First Hame Lead Source

:--Nnna— \' | |--N|:urm— |
Last Hame I:— Birthilate _ .[mm.nl
Accound Hame '— a Gonder [ _none. v

Tile [ 7 Work Phone 1

Hounelwid 0 | ) Heme Plione l—

Emil - Work | Mothe [ ]

- Pevsonal | Vter Pore | ]

Eral - Other | 1 E= )

Preferred Email 0 [_yoeo Freferred Phone - [ yong.. v

v Second Comlact in Househeld - Oplianal
Second Contact First Hame —Mone—- | Second Contact Email 1

Second Contact Last Name

v Address Information

Preferred Address ) [y 0

Wik Strest
it Stmaet |

3. To add your new contact to axisting household in your database, fill in the Household field (or click the lookup button
next to the field to search for the existing Household name).

4. Fill out the rest of the form, and then cliSave

The custom page creates a new contactar (or two) and a new household record. If it recognizes the Zip Code you provide,
it also fills in the proper city, state, and county.

Tip: When adding new contacts, it is important not to create duplicate records. The New Contact page helps yatnyoere
SyidSNI I O2yGlFOG yrYS GKFEG FfNBFRe SEAaGa Ay (GKS REGLHOLF A
warning message includes a link to the existing contact record.
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Because nonpras contact their constituents in a variety of ways, NPower has created custom fields and code to manage
work, home, and other methods of contact.

When you create contacts, you can provide up to two addresses (home and work), three email addresses (Haoraegdwo

other), and four phone numbers (home, work, mobile, and other). The Preferred Email, Preferred Phone, and Preferred

l RRNBaa LIAO1fAaGa AYRAOIFIGS 6KAOK SyiGNR @&2dz gAff dmS Yz2a
automatically set to that option.



Note: Although you use them in the same way, these picklists have a slightly different effect for address than they do for
email and phone. Salesforce has standard fields for Phone and Email, which it uses to help you cdmmitimicantacts.

2 KSy @&2dz al @S | O2y Gl O NBO2NRI 2dzNJ Odzad2Y O2RS Il dzi2Yl i
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City, etc.) for use in direct mailings and mailing labels. These are calculated fields that automatically show the gedress ty
you select as Preferred.

Tracking Contact Activities
When you call, write, or email a contact in the database, you shdwlalya create amctivity attached to the contact record.

This is easy to do, and it will allow you to keep a record of your interaction with people over time. Completed activities ar
displayed in each contact record in the Activity History list.

Open Activities Ihews Task | lbow Event | | Magk as Complat Open Activties Melp |7
[[] Action Subject Related To Task [ Dt Status Prionity Assigned To

O 1 Eait| clz Meed to ask again ¥ 12N 42009 Mot Slarted Lo shydani(d
Activity History Log & Call Mail Merge || Send An Email | Request Update | | Wisw Al Activity History Help (7
Action  Subjeet Related To Task  Duis Date Assigned To Lant Modiedd Date Time

Edit| Dl Askd for mEney Bty ek 2009 Donason 120242009 148 FM ahugenlds Ti2912010 T45 PM

Salesfrce makes it easy to log activities as you do them.

To log a call, letter, or other activity:

1. hLISy GKS LISNER2YyQa O2yil OG NBO2NRO®
2. Atthe top of the Activity History list, clitlog a Call

3. Change the call Subject, if desired.

4. Type comments in the Comments box, and then Siake
The activity appears in the Activity History list.

Tip: If you plan to call the same contact again later (perhaps you had to leave a message), use the same form to create a
F dzii dZNB-dztiJF 2 i f 8 b ©

Sending and Logging Email

You can send email from Salesforce and log it at the same time.

To send and log an email:

1. hLSy (GKS LISNAR2YyQa O2yil O NBO2NRO®
2. Atthe top of the Activity History list, clidend Email

3. Fill out the form, ad then clicksSend

Salesforce sends the email and adds the activity to the Activity History list.

Note Beforesending email, be sure to customize your email signature and other settings. Click-&abai>My Email
Settings, then fill out the form andlick Save.
12



Entering Future Tasks and Events
,2dz R2y Qi KIF @S (2 gl AG dzyGAt GKS Iplandoidin tdugh with azcontadt, oGyl S R

create an activity ataskoreventd ¢ KA & gAff | RR A (tediligt and © Sour@persbrinltaSiili ar h LISy
calendar. And when you mark the activity complete, it will appear in Activity History.

To create a task or event:

1. hLISy GKS LISNAR2YyQa O2yil O NBO2NRO®

2. At the top of the Open Activities list, clitikg a Call

3. Change the subject if desired, type comments in the Comments box, and theSaliek

Salesforceadds the activity to the Open Activities list.

Deleting or Inactivating Contacts

To delete a contact or account from Salesforce, yodzkoR | f a2 Yy SSR (2 RSt S0S Fyeé aOKACf
account, such as opportunities (donations). In general, it is best not to delete contacts or accounts unless they ate duplica
records or mistakes. Instead, edit the record and ddlee Inactive and Email Opt Out boxes. In reports and views, be sure to
FAEGSN) 2dzi NBO2NRa ¢gAGK GKSaS FTAStRa aSd G2 ¢NdzsS a2 (K|
Merging Duplicate Records

From time to time, you may find duplicate records in the database, particulamy are not careful to search for existing
records during data entry.

If you find duplicate accounts or duplicate contacts within a single account, Salesforce can help you compare data and merg
them. (To merge contacts that are not already in the sateount, first change the account on one of them to match the
other.)

You must merge duplicate household records manually. To do this, edit contact records one at a time, moving them to the
household you intend to keep. Once the duplicate household hantacts, our custom code will automatically delete it.

To merge duplicate accounts:
1. Click the Accounts tab, and then cldkrge Accounts

2.  Type any part of the account name, check boxes next to the duplicate accountdlecticlnd then clickverge

Salesforce combines the accounts and child objects into a single contact record.
To merge duplicate contacts:

1. Open the account record that contains duplicate contacts.

2. Atthe top of the Contacts list, clidkerge Contacts

3. (heck boxes next to the duplicate contacts, chgxt, and then cliciMerge.
13



Salesforce combines the data and child objects into a single contact record.

Tip: To easily check whether duplicates exist, open any contact or account record and click Ficat&upfimore than one
record appears, you may have found a duplicate.

For even more help finding and eliminating duplicate records, there is a Wirblasexl program called DemandTools that
expedites the process; contact NPower Seattle with questions.

Households

Households are a custom object NPower has created to allow you to track more than one contact at a single address and
I 2AR ASYRAY3 RdzLX AOF (S YIAftAy3ad DSYySNIffes @2dz g2y Qi
automatically

1 Create a household for each contact you enter

1 Copy any home address you enter to other contacts in the household

1 Provide a standard household name based on the members (e.g. Bill and Melinda Gates) as well as a greeting you can
use in letters (e.g. B#ind Melinda)

To open a household record, open a contact in the household and then click the name in the Household field. The househol
record contains a few fields that help you manage the name and greeting for mailings. These names automaticallynappear o
every contact in the household, so you can use them in mailings more easily.

$ Heuseheld i Cushomize Pags | Priviabls Yiew | Help for i Pags @)
Jessica Rabbit and BUQS BI.II'II"1'1|I
Conbycta 2
Househaold Detail Edit
Hounehell Hare  Jessica Rabbil and Bugs Bunmy Antormatic Househobl lme
Gresting . Jagsicaand Bugs Aamoamatie Greeting v
Owner  Leah Ankewy [Change]
Croatod By Lgah Ankary, 2202000 2:07 PM Lawt Modified By Laah Ankery. Br2010 12:38 PM
L)
-«T, Contacts lbow Comtact Contncty Help |7
Axtion Hame Account [ame Email Flhoawe
Edit| Dl Jegsica Rabbit Dallas BAG Iessia rabbili@hronlasuanuznnstong. com
Edit| Dol Buos Bunny Indédual Basimha ohmiail comm (360) 555-2614

To edit a householdiew the screencagir continue reading.

To add a new contact to a household:
1. Open the householdand then click théNew button in the Contacts list.

2. Enter contact details (other than address) and then diake

To move a contact out of a household:
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1. Edit the contact record for the person who has moved.

2. Clear the Householddid, provide a new home address, and then cBelke

A new household is automatically created for the contact who moved.

Customizing Household Names and Greetings

In most cases, the standard household name and greeting will meet your needs. Househefdanarautomatically created

by combining the contact names (e.g. Daffy and Daphne Duck). Contacts with different last names are handled properly (e.g
Bugs Bunny and Jessica Rabbit). If the contacts in a household have Salutations (e.g. Mr. or Mg, dfesencluded in the
household name.

If a household has more than two members, the Household Name is automatically summarized as a family name, such as T
Smith Family. However, if you want to use a family name based on just one or two of the merfdyezgample, if the other
members are children you can edit the extra contact records and check the Not In Household Name box.

The automatic household names and greetings are for your convenience, but they are easy to oWfeyddevant to

customize he way you address letters to a specific household, you can change the Household Name or Greetiaitclick
make changes, and thenclilave) > ¢ KA OK gAff I f a2 OFdzaS GKS a! dzi2Yl GAO¢
naming, edit the househdland checki KS | LILINR LINA I S a! dzi2YIl GAO¢ O62E®

Opportunities
Managing Opportunities

The real power of Salesforce is in the way it helps you maopgertunities donations and grants. Rather than simply
keeping a record of the donations you have alreadyuight in, the database helps you to track the donations you intend to
ONAY3A Ayd ¢KSYy> Al OFy KStL) 82dz Y2@0S GKSY GKNRdIzZAK (KS &

Dpgroatunities Tel me mered| Help for this Page @)

' Home

View: | ) Qpportunitios w|| Got | Edit] Craate Naw View

Recent Opportunities Mew | Recentsy viewed
Opportumity Han: Aceount lan Chose Dite Hage Amount
Boeing 2008 Gran] Bosing Company 1211 02003 o - Meed Tharik You §5,000.00
Erad Flindstons 2000 Donation | ivigaal 12312010 Frozpecting §2,500.00
Brontosaunys Ring 2009 in king Dafas BEG SR Prozpecting
Barnéy Rubible 2009 Donatign Indrvidiaal EEZ010 Pragpacting $150.00
Brandy Wabd 2010 Donalion ndividisal H2A010 Prospecling $90.00
amazon.com 010 Gran AMSZOn.com SnenRno Gualication $10,000.00
Boeing Company 2004 Grand Boging Company 1 X2020049 ‘Won - Heed Thank You 15 000,00
Bngi Smith 2010 Donason Indnigdual 1201412009 Plirdged - Mead Thank You £10.00
MPgwer Seae 2008 Donalicn MPgwer Seatils 10192003 Pledged - Paymenls Panding $500.00
MPower Soste J008 Granf HPowar Sealte 12r22008 GualMcation $10,000.00

This type of opportunity tracking is particularly familiar to anyone who has apjoliegtant funding. When you create the

grant record, you have several steps to follow before you get the money: You learn about the grant and whether you qualify,
prepare an application, submit it, hear whether or not you have been selected, and thdy fewdive one or more

payments. Opportunity stages help you organize grants and other opportunities based on where they are in this process.
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In general, opportunities start in the Prospecting stage and end in the Closed Won or Closed Lost stagecdnhmaetier,
you will often enter donations for which you already have received payment; you will indicate this by marking them Won
Need Thank You or Closed Won.

Tracking future donations also allows you to monitor dpgportunity pipeline the amount ofmoney you intend to raise in
the coming months. As you shepherd your opportunities through stages (from 10% possibility to 100% done deal), Salesforc
can do the math and provide a forecast of the revenue you can expect in any given period.

Record Typeand Opportunity Stages

There are several opportunity record types; the primary ones are Donation, Major Gift, and Grant. Each opportunity record
type has a different set of fields, and its own set of stages:

Opportunity Record Tyg Stages
Donation Prospecting
In Kind Won- Need Thank You
Membership Pledged Need Thank You*
Volunteering Pledged Payments Pendint
Closed Won
Closed Lost
Grant Prospecting
Major Gift Qualification
Preparation

Engaged with Organization
Under Review
Won- Need Thankal
Pledged Need Thank You*
Pledged Payments Pendint
Closed Won
Closed Lost
* Pledged stages are optional; use them in opportunities for which payment is either delayed or paid in installments

The stages for each type of opportunity can be customi@edeet your process. If you have other types of opportunities,
such as sales or fees for service, we can configure additional opportunity record types.

Tracking Donations

When you bring in donations, record them as opportunities. In addition, wheneveagd a new potential donor to your
database or plan to ask someone for a gift or grant, create an opportunity to track the future danatiehinclude it in your
revenue forecast.

To help you record donations for individuals and organizations consisté&Rigwer has created a custom New Opportunity
page. This page automatically gives each opportunity a consistent name

(e.g. Speedy Gonzales 2009 Donation) and assigns the proper roles to associate contacts with their donations or other
opportunities. Fory RA @A Rdzl £ R2ylFGA2yas GKS O0dzad2Y cO2ZRASKRAR lad¥dD
G2 20KSNJ YSYOSNAR 2F (KS R2y2ND&a K2dzaSK2f R®

To create a new opportunityiew the screencagir:

1. Open contact or account for which you want to create the opportunity.
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2. In the Opportunities list, click thidew button.

The New Opportunity page appears.

N Opportumity

() Create an opportunity and set contact roles

Contact and Organization Create Opportunity | Cancel

Apply Gpportunity Te {® Contact
() Organization

Frrmy {outes, :Spaedj Gonzales a:l

Record Type .Donau'nn |
Close Date I'?mm || 2e205200 0]

Anvoiant '-|m

Canpaign L5

Create Gpportunity | Cancel

3. Ly GKS a! LILX & h LILJ? Guhtaeoh aipersogadbnatiod Onganizayokfor ® doha@h made on

OSKFEF 2F (GKS R2y2NRA SYLX 28 SN

AAAAA

4, LT GKS LINRBLISN O2yidl Ol AayQid It NBIFRe St SOGSRxE Of A01
search for the name.

5. Inthe Record Type boselect the opportunity type.

6. Enter a Close Date (when you received or expect to receive payment) and an Amount (optional), and tlheaatkck
Opportunity.

The New Opportunity page creates and displays the opportunity.

Tip:Ingeneral,itis6ad (G2 aa20A1 0SS SOSNE R2ylFGA2Y 6AGK | O2y il O:
employer. In these cases, the contact will have a donor role such as Organizational Donor or Grant Officer, and is the persol
to whom you address comumications about the opportunity. However, you can track an opportunity for an account without
associating it with a contact.

g)

bS¢ 2LIIRNIdzyAGASa NB ISYySNrifte ON
haveal6 R& NBOSAOPGSR LI e&vYSyid F2NJ I Rzylu
G/ ft2aSR 22y ové [ KIy3aAy3a (2 2yS 2F (KSa

SR AY 0KS at N2P&aLISO
2YI-bSEBRI ¢KKY 1y S @ da
S GF3aSa gAft | dzi?2
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Pledges and Payments

Donations and grants areteh pledged or promised before the funds are actually given. In addition, payment is often made in
installments. In these cases, rather than creating a separate opportunity record for each payment, you can create a multiple
payment records for a single oppunity.

¢2 AYRAOFGS GKIG |y 2L NIdzyAde a L) SRISR dh yy 2§ 20d# AR
tlreYSyida tsyRAy3¢e b2iS GKIFIG GKS&asS (g2 éﬁlaéé FNB no2yaaAi
f2y3aASNI ySSR (2 ¢2N)] (2 agAyé (KSAS R2ylFiA2ya 2N INryldad
G/ t2aSR 22y dé

The payments for an opportunity, whether already paid or scheduled for future payment, are shown under the opportuni
record in the Payments related list.

Payments Mew Payment | | Selvodile e Payments Help |7
Action  Payment llumises Payment Date Paymeent Type Payreent Amiount Paidd
Edit| el EMT-20665 a0 Check $1.000.00 4
Edil| Dol EMI-23515 srarmii §1,000.00

Edit| Del  EMT-23516 a0 $1,000.00

Edif | el EMT-23517 582013 §1,000.00

Edil | Del EMT-23518 Sart4 §1,000,00

Whether or not an opportunity was pledged, it should include any payments made in the list; in fact, if you set an opportunit
to Closed Won without any payments in the list, custom code provided by NPower withatitally create a single payment
record for the full amount of the opportunity, mark it Paid, and add it to the list.

To create a pledge:

1. /NBFGS | ySg 2L NIdzyAde NBO2NR FT2NJ GKS G204l fierihtiig dzy G
section.)

2. 9RAUG GKS NBO2NR: aShH6SRICEAK$lairaes 0682082 8REBRSRIS NE
NEBLR2 NGO 2tNI &BYSYSIRESIRSYRAWAE: YR (KSy Of A 0]

3. Scroll down to the Payments list

For a single payment:
1 If you know when you expect payment, click New Payment, enter the payment date, type, and amount, ddavelick
9 LT &2dz R2 y2i 1y26 6KSy (2 SELSOG LI eYSyiz &2dz R2y Qi
opportunity,a payment is automatically created for the full amount.

For multiple installments:
1. Click Schedule Payments.

2. Enter the payment frequency and number of installments, and then click Schedule Payments.
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Faymants

& Create one or more Payments for this Opportunity

Current Opportunity Info

Opportunity e Frod Flingstone 2003 Danation Amoust  $5,000.00
Mage  Pledped - Paymenls Pending Paymwrits Made  §1,000000
Clene Date 131 N2009 Amound astanding  §4 000000

Create a Payment Schedule Caleulate Payments

& of Paymenis i*’l |

Date of First Paymeetd (7007010 'lﬂiﬂ'llﬂ]
Iitorval i1 ,..: Year =

Payment Type i--NM&- |

Calculate Payments
Payments to be Created Create Paymenis
Paymem # Amsant Date Paid
1 [1,000.00 | [frazo0 | 12zacmg) O
2 [1.000.00 : [fgmon || ZEsng) O
3 [1000.00 : [fremnz  |12Ea010) O
4 [1,000.00 : [frramms || 2E02010) O
Cieatd Paymienls

4. Edit the payments, if necessaffyou have already received a payment, click the Paid box in that row.

5. ClickCreate Payments
Your payments appear in the Payments list, and the Amount Outstanding field for the opportunity is updated accordingly.

To mark pledge payments as paid:
1. Open the opportunity record, scroll down to the Payments list, and Eliithext to the payment you have received.

2. LT &2dz KF9S NBOSAGSR Fff LIevYSyida IyR YINJSR GKSY t 1A
and then cliclBave

Reporting on Pledges and Payments

Because payments are stored independently of opportunities, you can track both earnings and deposits, and you can report
on these amounts over time. This is useful for accounting, because most orgarszadunt pledges as earnings when the
pledge is made, but still want to measure and forecast actual cash flow from donations.

To help you get started, NPower has created reports that summarize closed opportunities (earnings) as well as reports that
summaize payments (cash deposits). For past payment reports as well as those that list payments that are due, look in

the Pledges & Payment§ 2 f RSNJ 2y (G KS wSLIE2NIa (dFod LY FRRAGAZYI 6SQ@S
Opportunity object to kelp manage pledges:

1 Amount Outstanding, which shows the unpaid amount

1 Payments Scheduled
19



. Payments Due

1 Next Payment Due

For opportunities that are not pledges, these fields are generally blank or zero (except for Amount Outstanding, which is the
same as th Amount field for any opportunities without payments).

Thanking Donors

Sending thanks for donations is one of the most important tasks in fund development. To help you track acknowledgments,
bt Q@SNJ KIFa | Rﬁéﬁ ALISOALE aGr-BSSRG2KBPE NE 2 autII SPRNER dl Tl & R 828
| SNBFQa K2g Al 2Ny ay

1 9OSNE (GAYS @2dz O0ft2aS Iy 2LIRNIdzyArAde F2N 6KAOK &2dz Ay
bSSR ¢KIyl ,2dzpé¢ O6LTF &2dz A &K 3redpsnhsbledordckhdndedayienis an 2agiyeS NJ
an automatic email reminder that a thank you is needed.)

1 When you are ready to send acknowledgements, create a mail merge that includes all these donors. There is a report
OFffSR G¢KFyYy]l , 2 dReforts folilgr ondhk Kepartktéb) thaligts afl dogagions needed
acknowledgment. This report includes mailing addresses, household names and greetings, and other fields you need t
produce a mail merge.

f Once the acknowledgements have been sent, chakgt a G 3S F2NJ It f (KS R2ylFGA2Yya
GKFG FNB y20 @Si-tFayiSy il x BY RAY A¢wiPSRISR

To thank donors individually:
1. Open the Thank You List report (in the Donation Reports folder) or open any opportunity in tHeYithahist view on
the Opportunities tab.

2. Click to open the primary contact or account that you want to thank.
3. Send acknowledgment in one of the following ways:
1 Phone or handwritten letter: Click to open the contact record for the donation. Call the pessnd a personal
thank you note, or both.
9 alAf YSNHBS t SGGSNI ONBIldzANBE LYGSNYySi 9ELX 2NBNLY Ly

[ SGGSNE For$nwredhforiiaBo® on doing custom mail merges, Beéet Communications Templates

1 Email: In the Activity History list, click Send Email.

4. Once you havehanked the donor, return to the Opportunity record. Cliedit, set the Stage to Closed Won, and then
clickSave

To thank several donors at once:
1. ClicktheReportsii 6 F YR @ASg (GKS a¢KFy]l ,2dz [Aadé NBm@RNIaod LT
acknowledgment letters or emails for each donation. (You may want to export the list to Excel and merge the mailing lis

into Word to print letters and/or labels.)
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2./ KIy3aS (KS a(ibBISRINKY yq/ f 2a08R G2 a/ f 2 & Showlédged. do db thiblallS | O
at once, click the Opportunities tab, select fRieank You Listiew, select all the donations you acknowledged, and then
clickMark as Thanked

(4] Thank You List v [liew Opportunity | Change Stage S0
Create New View | Edit| Delete | Refresh AlBIC|DIEIF|GIH|dlK|LIMIN|OIPIQ|RIS|TIU|VIwW|X]Y]|Z]Cthe [AN]
] Action  Opportunity ltame + Account Hame Amount Close Date Stage Opportunity Owner Allas

[J €at|Der  Bosing 2009 Grany 0ei00 COmpan $5,000.00 12102009 Wan - Need Thank You demg

O] Edit|Del  Boelng Compa jrant  Roeing Compary $15,000.00 121202009 Wan - Nead Thank You LAnke

[ Eat) Dol Buas Bunn 3 Donation Ingeedyal $50.00 12182009 Pledged - Need Thank You Lanke

] Edt) Dot Henry Smith 2000 Qonation Indovidual $150.00 212009 Won - Need Thank You LAnke

[ edt| 00t Jane Smish 2010 Donad Indevidual $25.00 2010 Won - Noed Thank You LAnke

[ edt|Det  Jang Smigh 2010 Donasion Indvigual $100.00 752010 Waon - Need Thank You LAnke

[ edt|Det  John Richardson 2009 Don,..  (ndiidua $100,00 81212009 Wan - Need Thank You LAnks

O Ect)Der  MareVolunteer 2009 Donation  [ndevidual $50.00 6/2/2009 Won - Nead Thank You LAnke

[ Edit|Det  Mydgy Mudskipper 200900,  [ndividual $500.00 122002008 Pledged - Need ThankYou  |Anke

[ Eat|Del  Poly Saundgers 2009 Donation  lndividy $7.00 6/2/2009 Won - Nead Thark You LAnke

[ Edt|Del Pody Saynders Richard's 20, Indnvidyal $200.00 172010 Wan - Nead Thank You LAnke

] €dt|0el  Renee Smith 2010 Oonation  Individual $10.00 121452009 Plodged- Need ThankYou  LAnke

] £o¢|De!  Robin Youn ygnation  Indrvdyal $100.00 121002009 Plodged - Need ThankYou  dema

] edit| Dol Steve Volynteor onaton [ndnadyal $7500 22009 Won - Need Thank You LAnko

Contact Roles for Opportunities

The way that NPower organizes data in Salesfrgqaires that you useontact roledo relate opportunities to donors. We
have created the following contact roles that you can use to connect opportunities to contacts:

Contact Role Used For

Individual Donor Individual donation from contact

Individual Donor Household Member Soft credit for spouse or partner of an
individual donor

Individual Donor Corporate Match al OKAY3I R2ylFGA2Yy ¥

Donor Advised Funds Donor 52yFGA2Yy FNRY O2y il

Organizational Door (or Grant Officer) 52y FGA2y 2N ANIya ¥

Volunteer Opportunity tracks volunteer assignments
a contact

Other Roles: Grant Team Member, Board Solicitor, InfluenceContact has a secondary role in the donat

Soft Credit, Other or grant

When you create an opportunity, the New Opportunity page automatically creates contact roles for you. However, if you
create opportunities manually or are managing a grant or other important opportunity, you may want to track additional
contactsthat have a role in making the opportunity successful. To do this, add contact roles.

To add contact role to an opportunity:

1. Open the opportunity.

2. Inthe contact roles list, clidkew.

3. Type all or part of the contact name, select a role, and Sake
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Contact roles have a check box called Primary. In general, every donation should have one primary contact; however, you i
Ffaz2 glyd G2 1SSLI GNIF O] 2F LIS2LIXS K2 KFEGS I NB{S Ay |

hyOS @2dzQ@S a S larctidol opaBriurftiasdhy tRogedzontadt yames Sand you can print a report of
opportunities and contact roles.

Cloning Opportunities for Next Year

In order to forecast future giving and provide a list of donations you are hoping to receive, you may waatéocopies of
SIOK &SI NRa R2yliAzya FT2N GKS F2ft2¢gAy3 &SI N®» C2N SEI YL
create a record for the same donor in June of 2Q110 the Prospecting stageas a reminder that you intend to lagor the

same amount next year.

To assist with this effort, we have created code that automatically creates a donation one year out when you close a donatio
record. When you close an opportunity that has the Clone Automatically When Closing box chauedpportunity for
the same amount is created in the following year. Its contact roles are also copied to the new opportunity.

If you do not want to clone an opportunity, uncheck the Clone Automatically box before changing the stage to Closed Won. |
you do not want to use this feature, your NPower consultant can change a setting so that the Clone Automatically box will be
off by default.

Donation Totals

If you want to know the total amount of donations that an organization or household has givenmeertu can run a

report that summarizes and sums opportunities by account. However, there is narbwidty to view donation totals from

within contact or account records. To address this problem, NPower created custom fields Gifts Last Year, Géits, Hmd
tlad 52yFdA2y ¢20Ffd 2KSYSOSNI 82dz a0t 24S¢ || R2ylLGA2Yy 2L

The past donation fields allow you to have custom reports that compare donations between years. For example, the Donatec
LYBUNT (lds € S+ NJ odzi y2d GKAa &SIFEND NBLER2NI ftAadta O2yidl Olda oA

The Past Donation Total field allows you to have a view on the contacts tab called Dariociides only those contacts
whose Past Donation Taltis greater than zero.

"2/ [Donors | Mow Contact| Addto Campaign 80

Crento Now Vigw | Eod | Delote | Refrosh alelclolelfFleluhilvixicimIn|o|r|a|rISITIUIVIW|X]|Y|Z]|Cther |AN|

[ Action  Mame * Account llime Tatle Phone Emall Gifts This Yeu Past Donation Total
[ Eonj0el Abucide Jon Unitod Véxy of King County General Manager (212) 555-0303 $0.00 $500.00

) Ecn)0el  Bunmy, Buas ingtidyal (360) 555-2614 buas@nootrnail com $0.00 $27417

[ Ecn10el Copte WilRE. 4Cumre Docent covote@dculture org $0.00 $75.00

[ Ednioel Dugk Daty Mulual Materials Human Resources Ass... (425) 555-1221 $500.00 $500.00

[ Ecayoel Explosion Nathan lndtrgual pahane@asemaleom  $6,000.00 $7,000.00

[J EsnyDel Euntstons, Freg Mufus) Materials CFO (205) 555-4545 ged Ninstone@slatasio, . $0.00 $1,000.00

[ EoniDel Jones Mike NPgwer Soale (206) 957-7756 mike|@opowesease org  $0.00 $500.00

[J Ednj0el Jones Tom X¥ZIng First President (206) 123-4567 fones@amailcom $100.00 $155.00

) EdniDel Kahie Charies KIS ing Teacher of the SalesFor. .. (206) 123-1234 yaining@enowerseatiie . $150.00 $150.00 a
) Ednj0sl Mudskpper, Muddy Migros08 Salos Manager (425) 5551599 myddymyd@microsof,.,  $0.00 $250.00

[ Edn0el  OMaliey, Quchess Greater Evoro Gom,.  Grant Officer $0.00 $2,50000

[ Edn1Del  Smith, Honry ingiddual Dr (206) 555-7994 chatlesk@seaneicom  $0.00 $150.00

[ esnj0el Soin Jane Indtgual (smith@amallsam $125.00 $125.00

[ Ecnyoel webd, Brandy ME0s08 RrandEoashr edy $0.00 $50.00

Note: The donation total fields update automatically as you enter and close donations. However, it is possible for the totals tc
become out of sync (if, for example, you change contact roles on an existing opportunity). Ispeatshat donation totals
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are incorrect for a given account or contact, you can cause the custom code to refresh them by changing the date or amount
of any opportunity, saving your change, and then changing the value back.

Task Reminders

Salesforce carreate tasks to automatically remind you to keep in touch with your donors. For example, when you create a
new grant or major gift, it can create a task for you to contact the donor about a meeting. Salesforce can also send email or

display alerts to reminglou of these tasks.

During the implementation, your implementation consultant set up workflow rules that create tasks whenever opportunities
meet certain criteria. You can customize these rules and reminders, or create your own. For information, skafah He
G{SOGGAY3 | LJ 22N Tt 20 D¢

Volunteers

Volunteers are stored in Salesforce as contacts. To indicate whether each Contact is a volunteer, use the Volunteer Status
fieldt it includes values for Current, Prospective, and Past volunteers. On the Contagisuaan use a view to filter the list
of contacts who are volunteers.

&/ [Volumesrs - Curremt v Mew Contact| Adi to Campaign e e
Craale MewView | Edit| Delete | Refresh alplelo|e|ralui]d[k]e |m|b|o]p|a|r|s]| T u]w|w]x]y|z]omes ||
[] Action llame + Account Hame Title Phone Ermail Total Vohmteer Hours

[ Eait|Del  Elipstone, Barn Barm Iniidipal 400

[ Edit| el Kahle, Charles KIS Ing Temcher of he SalesForce Po. (206) 1231234 ralnna@npowersesie g 150

O Edit| Dol Lo Povw, Papd il | (360} 5551 954 IrgsheatiPaeemail som 0.00

[ Edit | Dol Lieaharn, Foqbam Micragof Wice Prosident, Communii fpahomEBmicrosoll com 450

Youcanuseawelof SF R F2N¥Y G2 | OOSLII yS¢ @2fdzyGSSNI aAIydzlJda FNRY
volunteer leads into contacts, they are automatically given a vokmséatus of Prospective.

~ Salesforce.com
w—-' CRM for Nonprofits

Be a Volunteer!

Use this form to sign up as a volunteer at NPower Seattie,

First Name Hillany

Last Name  (Clinton
Title Senstor

Company
Email hitary climon@senste.g
Phone

Comments 1 love NPover!

Communication Preforence g4 ]

Volunteer Interests =
relect more than one) MRS
Ofice Adminestrabion
Probono Services

Program Management
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NPower has created two ways to track the efforts of your volunteers, and you can use one or both of them depending on yol
needs. To track volunteer assignments or projecigich may or may not have a specific number of howseate an
opportunity with the Volunteering record type and assign it to the volunteer or partner organization.

To track the specific hours that each volunteer works, use the Hours custom object. The hours you enter will automatically
GNRBff dzLJE eeii Hoursifi€ld oneatti confadt record, which allows you to easily filter for different levels of volunteer
participation.

To enter volunteer hours:
1. Find and open the contact record for the volunteer.
2. Scroll down to the Volunteer Hours rédd list, and clichNew Volunteer Hours

3. Enter the Start Time of the volunteer work aeitherthe End Time or the Hours worked.

- Wolumesr Hours Edi Hedp foe this Puge I
< Mew Volunteer Hours

Volunteer Hours Edit Sawe | Save Elew | |Caneel
Iniformation || = Recasrod nformation
Volunteer I.E'F.llﬂ L& Pew @ Related dpportunity | q
Assignment Type :Ofﬁca Assistance v: StatTime (7065010 830 A | (28010 424 B
bate U Fen0i0 | 2203010) EndTime 7790010 1230PM | (2290010 430 PM)
.. J . L J
Notes

lhotes  Tiie did 2 great job of helping us getarganized!

Save  Save B lew  Camncel

If you enter a start and end time on the same day, the Hours field fills in automatically when you save; if you entéinzesta
and hours, the End Time fills in automatically when you save.

4. If the hours apply to a specific project or assignment opportunity, enter it in the Related Opportunity box.
5. ClickSave

To view the list of volunteers, volunteer opponities, or hours, click thReportstab and open the reports in the Volunteer
Reports folder.
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Leads and Lead Conversion

If you want to add people or donations to your Salesforce database in a batch (from a spreadsheet, for example), you can
import them asleads In addition, you can enable visitors to your website to submit themselves as leads automatically through
aweb-to-lead form You can even have several wteblead forms, such as one for joining your mailing list and another for
expressingriterest in volunteering.

The trick when bringing a list of people into your existing database is that they are often already there; rather thag creati
RdzLJX AOF S NBO2NR&axX &2dzQR fA1S (2 YS NHSertigafisinto onthcizNeowary (i 2
has created a custom tab calledad Conversiohe tab automatically matches leads with existing contacts based on their
name, email address, or an external ID number from another system. When converting leads into new coetéaisatso
automatically creates a household record.

This same lead import process can also be used to import a list of online donations, such as the monthly list from a service
such as PayPal. If a donation amount is specified in any lead record, th€heeersion tab creates a new opportunity
associated with the new or updated contact record.

To import a list of leads or donations:

1. Check whether your listisin ComgiaS LI N} 6§ SR | £ dzS8&a o/ {+0 F2NXI GdaCF Al A
file. (Be sure to include field names in the first row of your data file.)

2. In Salesforce, click tHeeadstab.

3. Under Tools, clicknport Leads

4. ClickStart the Import Wizard

5. Follow instructions to specify a file@ match incoming fields to their Salesforce counterparts. Make sure to match all
fields from your list so no data is lost. For example, when importing online donations, select the name of your amount and
date fields in the Donation Amount and Donationsgl®ate boxes.

hyOS &2dzQ@0S AYLRNISR tSIFRasx &2dz Oy NBOdz2NYy (2 GKS [ SIFR
To convert leads into contacts:

1. Click theLead Convertetab.

2. Inthe Leads to Load box, selédt Open Leador select a spefic lead source you want to convert).

The Lead Conversion tab queries all open leads, matching them to existing contact records. Wherever-dogvdrigs in

the Contact and Account columns are enabled, it indicates that there is more than one posesiesion option. You can

select from different options in the list, such as whether to merge a lead with an existing contact or create a new contact
record.
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I"‘x

Lead Converter

Usgi this page fo rmalch beads to gxdsting contacts

options
Leads to Load: | All Dpan Leads |
Leads to be Converted Conwert | belete
O Larad Name Comact Account Leaid Soures Pyt
0 Hipvin Begrmie (Hindn Bromir Mlarga willh: Kwwin Beamar (o mail mabsh) v: Farn
keniniEn powerseatile. o | Place in: Ingividus | A
|:| (Bugs Bunm) Mg vt B Bunsy (emiil mabe) v: Parn BIi200% - §200000 )
bupshoobmail com Flacs in: Ingividusl AL _Create rew oppotwsity (W)
0o Righasd Fakn Cinste sew Richasd Fain \ Wb 452000 - §50.00
tlakesler@ggmail com Plata in: Inividual | Creale e oppottenty v
“Margs with: ia Arbudds %
[ - arnall Flacs in: Unitad Way of Ming County - | Sy
Camvert |Belete
3. Click the check box next to each lead you want to convert (to select all, clicketle lobx in the header row), and then

clickConvert

Once leads are converted, you can click a name to move to the new or updated contact record. If your data included
donations, you can click a date or amount to open the new opportunity.

Reports

Viewing Reports

To display, summarize, or export information in your database, you use reports. NPower has created several reports and
saved them into the following categories:

=A =2 =4 =4 =4 =4

Contact & Organization Reports
Donation Reports

Pledge & Payment Reports
Campaign & EverfReports
Mailings & Communications

Relationship Reports

You can use these reports as is, customize or modify them to meet your needs, or create your own custom reports.

On the Reports tab, click the name of any report to open it.
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’. Reports Tesll me moeed | slp for this Page
= Home

Enler keywords to find matching cuslom repos.

| Fina eport
Report Folders
Folder [\R Email History Contact % |[Goz | Editl Creale New Falder
A Repoits | Recent Reports Feeorder Fokders | Colapse All| Expand A1

Coaate Naw Custom Repart

+ My Personal Cirstom Reports
< Unfibed Public Reports

# Lead Reports

# Rctiity Repoats

- Contact & Ofganization Repoits

Edit | Ded | Export Al Conlatts

Edlit | i) | Export Al Donor Arcounts - Organizations with Past Donaton Total = 0

Edit | Daf | Export  AllDoOos - Contacts with Fasl Dokation Tokal = 0

it | el | Export Al Oroanizalions:

it | D | Export  Ghanag Higloes - AGcounts

Edit | Dk | Export  Chanae Histoes- Contacls

Edit | D | Export  Donabed LYBUNT - Individuals = Donors who gave last year, but havent donabed yet this year
Edit | Dok | Expot  Donabed LYBUNT - Oroangalions - Organizalions hal donated last year, bul hanin® yit this year
Edit | Dl | Expont  Donabed SYBUNT - indhiduals  — Donors who havenl donabed yel this year

Edit | Def | Expost  [onabied SYBLUNT - Quganizations = Donor organizatons that hinen givin yob 1his yeas

- Donuirtion Repoits

Edit | Ded | Export  Dondlion Highory - k' ALoung

Edlit | ol | Export  Donation Higbory - by Conlal

Edit | Ded | Export  Donation Hisbory - v Hoysehold

Edlit | el | Export  Donalion Higtory- by Tvpe

Edit | Del | Export  Donalicn Bevenus Bepogi - Tabular listing ofall domations

Edit | Ded | Export  Donaliens in Las190 Davs

Edit | el | Expont o Kind Dondlions = Listofallin kind donalions this year and st vear

To export a report, @k Export Details to ExcelOr, to export a summary report as it is shown (without detail records, for
example), cliclrintable View
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