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About Release 91_7

This release incorporates significant enhancements and new functionality for the Alum-
ni/Development application. You can now save multiple versions of report settings templates,
and there is a new Template Manager where you can quickly and easily select and run a report
using a particular settings template, select and run any of your custom reports, and organize and
manage your templates and custom reports. Other changes include enhancements to the G/L trans-
mittal process and accounting for stock sale gains and losses, the ability to paste a list of Con-
stituent IDs from a spreadsheet into a Selected Individuals query, and the ability to enter birth
dates for 'other' relationships in Constituent Maintenance.

As always, please contact Senior Systems Product Support if you have any questions about these
new and enhanced features!
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New Report Settings Templates/Template Manager

On many reports in the Alumni/Development application, where you could previously save the set-
tings for future use, you can now save multiple configurations of report settings as named "tem-
plates". As with saved queries, these templates can be shared (public) or private, and can be
managed (edited and deleted) as necessary. For public templates, you can indicate whether or not
the template is editable by other users. If you are logged in as the schema owner, you can also re-
assign templates to different owners.

When you select a report to run, the settings will automatically default to those of the template
that you have used most recently, if any (when using a template, the Template Name is displayed
in the settings screen header). You can select a different template to use (if one exists), use the
template as is to run the report, use it as a starting point and make changes prior to running the
report, make changes and save the new version as a separate template, or close the template to
return to the system default settings for the report.

There are also new tools to help you organize templates. Saved templates can be organized into
folders (although report settings templates are unique to the reports for which they were created,
the folder structure is shared by all users for an application). Using the Report Template Man-
ager, you can find and select a template and immediately run the report with the selected set-
tings, without needing to select the report from the Reports menu or view the report settings
screen. For reports that you run frequently, or for which you run multiple variations, naming and
organizing your templates allows you to customize your reporting menus around your workflow,
and helps to ensure consistency in the format of the output.

New Security Keys

There is a new set of security keys (Maintain Report Templates) for the Alumni/Development
applications to control access to this new functionality. If needed, you can separately assign the
following sub-keys in this set for finer security control:

« Maintain Private Report Templates
« Maintain Public Report Templates
« Maintain Report Template Folders

By default, these security keys are provided to all users with reporting access, so you may need to
review and modify user security if you want to limit these capabilities for some users.
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Report Settings Templates

There are 5 new options on the File menu for report settings screens that allow you to use and
manage templates:

Edit

Close

[=]

Print NS

Preview Feb

Export sfault Sort)
Printer Setup S Feb Sortec

Print Queries

mmns] Ot
Open Template

Save Template |

Save As Template

ssee 'l
Close Template

Manage Templates

. Open Template - allows you to select and use a saved template from the list associated
with this report. You can select from your own private saved templates, as well as any public
templates. All of your report settings are immediately adjusted to match the template
choices.

Note: Any changes to a saved query or sort condition associated with a saved report tem-
plate will automatically be reflected when the template is next used. If a query or sort con-
dition specified in a template has been deleted since the template was saved, it will
automatically be replaced in the saved template by the default query or sort condition.

. Save Template - after selecting a template and making changes to the report settings, this
option updates and re-saves the template with the new choices.

. Save As Template - allows you to save the currently selected settings as a new template.
You will assign a unique Template Name, and can optionally enter a description. You can des-
ignate the template as private or public, and for public templates, can indicate whether or
not the template is editable by other users.

. Close Template - returns to the default choices for all report settings (you are prompted
to confirm this action before the current selections are reset).

« Manage Templates - allows you to edit or delete your private saved templates, and any
public templates that were originally saved by you or are designated as publicly editable, for
the current report.
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How To Save and Use Report Settings Templates

1. To add a new template:

« Set all of the report selection parameters as you would like them to be saved, and then select
File > Save As Template.

« Enter a Template Name and, optionally a description. If you are the schema owner, you can
select an Owner for the template from the dropdown; otherwise this field will display the cur-
rent user.

« If you want to make this a public template, check the 'Visible to Everyone (public)' box, and
then, if you want the template to be publicly editable, check the 'Editable' box as well.

« If you want to store the template in a specific folder, click on the Folder Name in the Location
section of the screen. You can expand and contract the folder hierarchy by double-clicking
on folder names. If you want to add, rename, delete, re-structure or re-sequence template
folders, click MANAGE FOLDERS and follow the procedure as described in the box in step 5
below.

« Click OK to save the template.

2. To use an existing template: Select File > Open Template. Click on the Template
Name that you want to use and click OK. (You can use the filter and search options at the
top of the screen if needed to locate the correct template.)

3. To save settings changes to an existing template: Open an existing template as
described above, set or change all of the report selection parameters as you would like them
to be saved, and then select File > Save Template.

4. To return to the default settings for the report: Select File > Close Template,
and then click OK to confirm.

5. To manage the templates for this report: Select File > Manage Templates. Click
on the Template Name that you want to work with. (You can use the filter and search
options at the top of the screen if needed to locate the correct template.)

Note: Unless you are logged in as the schema owner, you can only edit and delete private
templates or public templates that you have created.
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. To edit the template, click EDIT. Make any changes to the template data, and/or select a
new folder for the template and then click OK.

If you want to add, rename, delete, re-structure or re-sequence tem-
plate folders:

« Click MANAGE FOLDERS. You can expand and contract the folder hierarchy by
double-clicking on folder names.

« To add a new folder, click on the higher level folder in which you want to create a
new sub-folder and click NEw (or just click NEw with My Template Folders
selected to create a top-level folder). Type the Folder Name and click OK.

« To rename a folder, click on the folder and then click RENAME. Type the New
Folder Name and click OK.

« To delete a folder, click on the folder, click DELETE, then YES to confirm.

« To re-sequence folders, click on a folder name and then click Move Up or MOVE
DowN to re-arrange.

« To adjust the folder hierarchy, click on a folder name and then click PROMOTE or
DEMOTE to re-structure.

. To delete the template, click DELETE, then YES to confirm.
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The Report Template Manager

The Report Template Manager incorporates all of your saved report settings templates and all of
your custom reports into a single "reporting center", where you can quickly and easily run reports
(preview, print, or export), modify template settings, and search, organize, and manage templates
and folders.

Note: Unless you are the schema owner, you can only view and use private templates that
you have created or templates that are designated as public, and you can only modify pri-
vate templates or public templates that you have created.

The Report Template Manager screen is divided into two main sections:

The left pane displays the navigation, with three List Options at the bottom to select your navi-
gation method:

« By Folder displays the folder structure for report templates and custom reports. You can
click on a folder to view the associated report templates in the right pane, and you can dou-
ble-click on a folder to expand or contract the hierarchy.

- By Report Name displays an alphabetical list of report names that have templates. You
can click on a report name to view all templates for the report in the right pane.

« Search displays a search box that you can use to search template names and descriptions

for specific text. Enter your search string and click the L] Search icon to view templates
matching the search in the right pane.

The right pane displays the list of templates for the folder, report, or search string selected in the
left pane, including the Template Name, Template Description, Report Name, Owner, run sta-
tistics, Public and Editable flags, and Folder Location. You can sort by any field by clicking on the
field name; click again to reverse the sort. You can also re-size, re-arrange, hide, and lock col-
umns as with many other tables in the Senior Systems applications.
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Once you have located the desired report template, click on it to select. You can then:

« Click MobIFY OPTIONS (or just double-click on the report template) to view and optionally
change the report settings prior to running the report.

« Click PREVIEW to view the report on the screen (from which you can subsequently print, if
desired).

« Click PRINT to send the report to the printer selected in the report template.
« Click Export to create and save an excel file with the report output.

« Click Close to exit.

Note: If you want to move a template to a different folder or delete a template, select it and
then click MoDIFY OPTIONS. From the report settings screen, you can then select File >
Manage Templates, select the template, and then click EDIT (to change the folder loca-
tion) or DELETE to remove it.
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New Soft Credit Letters

There is a new letter type associated with gifts and pledges for the specific purpose of acknowl-
edging and thanking (non-spousal) soft credit recipients. These work for mailings in the same
manner as the existing acknowledgement and thank you letters. Once you have defined at least
one soft credit letter type on the Letters tab in Administration Maintenance, you can then select a
letter to be sent to a specific soft credit recipient for a gift or pledge (on the Soft Credit tab of gift
details) during the entry or editing process.

e, 0 |

Maintenance View Giving Reports | Mailings | Exports My BackPack Help

23 5 § Pledge Reminders
Constituents Gt Posting Export Receipt Acknowledgements L 1
Thank You Letters
Soft Credit Thank You Letters

Constituent Mailing
Household Mailing

Appeals Mailing

There is a new task on the Mailings menu to generate the merge file for soft credit letters and
update the Print Date for the letter in the gift details. The merge file contains the same fields as a
normal thank you letter, except that it includes fields related to both the donor and the soft credit
recipient. As with other mailings, you will need to use your word processor to create the letter tem-
plate(s) that you wish to use with the merge file, and to create the finished letters for mailing.

New Security Key

There is a new 'Soft Credit Thank You Letters' security key in the Mailing group for Alum-
ni/Development, which must be assigned for any users who will be creating mailings for this type
of letter (this key is NOT assigned by default to existing users).

To enable this new feature, use Administration Maintenance to define one or more soft credit
letter types:

1. Select Maintenance > Administration Maintenance from the main menu in the Alum-
ni/Development application. Then select the Letters tab, and select 'Soft Credit Letter' from
the Letter Type dropdown.
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(R e P
Edit
General | Addess/Saitalion  Laters | Custom | Posting Options | Screen Style| Preferences |
Letter Type | Soft Credit Letter -

Letter Insctive Mergs Fils [ ] Group Mew

Ann Fund SC Thank You [T i AFsoftcredit. bt Annual

Eap Barnpnion S Thank ou- 4 [ EAR seficr et R DEE
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2. Click NEw to add a new letter type. Then enter a description and file name for the merge file,
and optionally select a Group from the dropdown. Repeat this step to add as many soft
credit letter types as you require, and then click OK to save changes.

To initiate a soft credit letter for a gift or pledge:

1. Select the Soft Credits tab during gift/pledge entry or editing. In the Letter field for the
desired recipient, select a soft credit letter type from the dropdown.

Gift Posting - { Mr. Errol L Acker ) - (NP )

Gift | Fund Distribution | Honor / Memrial| Matching Soft Credits | Giving Attibutes | Comments] Giv. Summary

1D. Name Constituency Inc in giving levels Letter Letter Date |Incin Yrs Given
| 22412 Wrs. Liian L. Acker Current Parent [l
-/ 01122 4 Star Entertainment, Inc, Corporation 3] =]

jlAnn Fund SC Thank You
Cap Campaign SC Thank You

Include in giving levels Inchide in Conseculive Yrs Given Delele
‘ NUM

2. Save the transaction and post the batch normally to add the letter request to the queue.
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To generate the merge file and create the soft credit letters:

1. Select Mailings > Soft Credit Thank You Letters from the main menu in the Alum-
ni/Development application.

Soft Credit Letters

Mame terge File Optiors

Farmat [As Saved v] Sort by Address [Primar}l Only
Select| Combined &ddiessee Frint Date  03-30-2010 Attrbutes [ ] Trustes Mal

[T Include Maiden Name 1 Alurnini M ail
() Save anly Mailing Data [ Advisory Committee bail
Active Constituencies Only ©® Save AllData v

M1 &rknmalednement

Graup Tupe Letter Group terge File [.txt] Count | File Built | Letters | Label/Er
Soft Credit L Ann Fund SC Thark You | Annual AFsoftcredit et 1 = ]
Soft Credit L: Cap Campaign SC Thank. v Capital CAPsoftcredit bt 2 {1 (Il

Build File ] [ Letters ] [ Label/Erv Update Fieset

MUK

2. Proceed in the same fashion as you would for normal thank you letters to set format and
merge file options, select one or more letters from the table, build the merge file, and create
the letters, labels, and/or envelopes. When you click UPDATE, the Print Date from this screen
will automatically update the Soft Credits tab for the gift or pledge details, as well as the Mail-
ings tab in Constituent Maintenance for the soft credit recipient.
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New G/L Account For Stock Gain/Loss

You can now specify a separate G/L account to accumulate gains and/or losses on sales of gifted
stock for each fund. Previously, the gains and losses simply affected the Receipt G/L Account as
specified for stock gifts, and to ensure consistency, the new G/L Account field will initially default
to that value for all existing funds. If desired, you can now change this field to specify a different
G/L account for each fund on the Gift (Stock) Tab for G/L Account Numbers in Fund Maintenance:

April 2010

Fund Maintenance (=3
MNurmber AF Goal $0
Mame Annual Fund
Type Uniresticted - Earnments
Campaign Operations b
Classification - .
Active Date To V| Include In My BackPack
My BackPack Mame  Operating Urresticted
G/L Account Numbers
Gift  Gift (Stock ) | Gift (In Kind ) | ledges |
Account Mo, Sub-Ledger ID
Fieceipt (D] 11110 Y 4
Suspense - Advancement
Gifts Rec'd [C) 1460103000 J J
Unrestricted Contributions
Stock Sales (D) 11102 J J
Checking Chaze
Stack Sales [C] 11110 J J
Suspense - Advancement
Stock Fees(D] 11110 J J
Suspense - Advancement
Stack GainLozs(C) TA4E7F0000 J J
Gain/Loss Sale of Investments
| Default Gifts to this fund to be Included in Consecutive Years Given [ oK. ] | Cancel

Note: The Stock Gain/Loss G/L account must be in the same G/L fund as the Stock Sales debit

account.
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Enhanced G/L Transmittal Function

Several related enhancements give you greater control over exactly which transactions are posted
to the General Ledger during the transmittal process. There is a new flag at the transaction level
that controls posting to G/L, and a single batch can include transactions of both types if desired.
For transactions that are not flagged to post to G/L, you can still select at the time of transmittal
(or at the time of any future transmittal) to include them, as they remain available indefinitely.

To assist in the decision and management process, the transmittal screen now displays all batches
containing any transactions marked for posting, and allows you to display those individual trans-
actions within each batch. From this list, you can select which batches you wish to post to G/L at
this time. There is also a separate, similar screen for all batches that contain ineligible (non-post-
ing) transactions, and from which you can optionally select one or more transactions and change
the flag to now include them for posting.

Default Post to G/L Value By Payment Type

Code Maintenance for the Payment Types used in Gift Entry has been enhanced to include a new
Default Post to GL field. This field sets the default value for each payment type for the 'Post To
General Ledger' checkbox when a gift or payment transaction is created. For payment types that
typically post to G/L, this box should be checked; for non-posting payment types, you will want to
un-check this box. Regardless of the default value, this field can always be changed for individual
transactions of any payment type.

Note: Initially this box is checked (Post to General Ledger) for ALL payment types, since that
reflects the current condition. After updating to version 91_7, you will want to review your list of
Payment Types in Code Maintenance (via the System Administration application), and un-check
the box for any payment types that you do not want to default to posting to G/L. Then click OK
or APPLY to save your changes.

Code Maintenance =3 o x|

Codes

Selectacode | Papmert Type 'l

Payment Type | Require Ref. Nur Require Exp. Dat Def. Post to GL - | Mew ‘
Check |
Credit Card
EFT
Mastercard

Delete

| Prirt ‘

No Reminder
Other

Payroll D eduction:
Perzonal Check
Stock

LK) is]

<

<

Aozess Level | Editable for ALL ) [ ok [ eeeb [ Cancel

| NLIM

© 2010 Senior Systems, Inc. -12- Release 91_7



Senior Systems Release Bulletin April 2010

New Post to General Ledger Checkbox in Gift Entry

When you enter or edit a gift or pledge transaction in Gift Entry, there is a new 'Post to General
Ledger' checkbox in the Payment section of the screen to indicate whether or not the trans-
action should post to the General Ledger. The default value for this field is set based on the Pay-
ment Type selected from the dropdown (as described above).

Gift Pasting - { Mr. Cormiier A, Abney, '97 ) - { AL 1997 ) [

Git lFund Dislribuliun] Honor # Memurial] Malching] Soft Credils] Giving Allribules] Cummenls] Giv. Summaryl

Git Details

Fizcal Year Fiscal Manth T
ittt e Appeal | ~ | Designation -
Date 04-15-210 2009 « | February -
Gift Attribute: + MNP Amt.

Amount 100.00
Fund aF a Solicitor @y

Annual Fund

Thank You Letters

Anonymous Gift / Pledge
Letter 1 General Letter ~ FPrint Date

Constituency |A|umni

Letter 2 ~ Print Date

Payment -
Personal Mote  Thanks for your gift

Methad Cash b
| Post to General Ledger Feceipt / Acknowledgement
Date Begh=tier Receipt Type  Receipt ~ Receipt Date

Exp. Date Bank Mo Receipt Amaunt 100.00

Perzonal Mote

V| Include in giving levels V| Include in Consecutive Yz Given Cancel Delete

MM

Note: Editing ability for this field when entering or editing gift details is controlled by a new
'Post To GL' security key. Initially, this security key is NOT assigned to Alumni/Development
users, so to enable the ability to edit this field, you will need to assign the Post To GL security key

to the appropriate user(s).

New Transmittal Screens and Options

You now have batch and transaction level detail and enhanced control over the transmittal to G/L
process, and the Transmittal Report/Update screen has been expanded to provide more infor-
mation and options:
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Transmittal Report / Update - ( Batch AL000290 ) [ ][= ]
Feport Options Pasting Options
Frint Options Im‘ Export to External File
Mo. of Copies 1 Page Range 1 To 9339 T{up Fund Summary ] Post in Summary
Journal
iew Repart
Post to GL Batch ID Batch Desc Full Name Date Post Type | Document Ty| Fund Document | Posting Am Balance Cons ID -
i E-AL004129: Gift'Pledge Posting E
v FEFALO04510{ ARDZT048 ALDD4S
W FEFALOD4555; ARDZTZS96  ALOD4S
Vv EFALOD4TET: ARDZ9154 ALOD4T!
v EFALOD4924! Pledge
v EFALO04942: Faculty Payroll GF 0
v EFALO05145! Phonathon Pledges
v BHALO05384: Daniels Correction
v EFALO0S365! ARD33524
v EFALO053T2! ARDIISTE
v EFALO053T3! ARDIISTS
~ Dr. Domenic B: 01-16-2009 Hew Payment CAPMISC 250.00 250.00 17574
~ Wrs. Virgie Be: 01-16-2008 Hew Payment CAPMISC 250.00 250.00 11099
~ Mr.Denver L. ; 01-16-2008 News Payment CAPMISC 250.00 250.00 12585
= The Brink's Ceg 01-16-2008 News Payment CAPMISC 250.00 250.00 09893
v EFALO0S374; Online Gifts.
Vv BFALOOS3TS; ARD33E1S -
Select All | | Clear &l | |Ine|ig\ble Transactions Update Cloze

All batches which contain any transactions that are eligible to post to G/L (but have not yet been
posted) are listed, along with a 'Post to GL' checkbox to select whether or not to post the batch at
this time. By default, all eligible batches are selected, but you can un-check any that you do NOT
wish to transmit at this time (or use the SELECT ALL and/or CLEAR ALL buttons to quickly select all
or none and then modify individual checkboxes).

You can also expand or contract any batch row to view or hide the transaction detail for all eligible
transactions in the batch. Note that the same batch may contain other, ineligible (non-posting)
transactions that are not displayed on this screen.

Note: If after reviewing the detail, you find a transaction that should NOT be posting to G/L, you
must return to the Gift Detail screen for that transaction to uncheck the 'Post to General Ledger'
box for the transaction, save the change, and then return again to this screen.

If you wish to view non-posting transactions (and possibly add one or more of them to the list for
transmittal), click INELIGIBLE TRANSACTIONS. A new window displays all batches that contain any
transactions that have NOT been flagged to post to G/L. The display defaults to transaction dates
within the past year; you can modify the date range at the bottom of the window to filter dif-
ferently. As with the Transmittal Report/Update screen, you can expand and contract batches to
view the individual transactions. If you wish to now make any of the listed transactions eligible for
posting, you can check the 'Post to GL' box for the transaction(s), and when you click OK, they will
be transferred to the list on the Transmittal Report/Update screen.
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Selected Individuals Query Enhancement

When creating or editing a query that uses the 'Selected Individuals' command, you can now paste
a list of Constituent IDs from a spreadsheet into the Selected Individuals section of the screen, to
add them to the list. This alleviates the need to find and select these records from the All Individ-
uals section of the screen, and makes it easier to use the results of an export or other data manip-
ulation task as the basis for a query.

You can use this new feature in addition to the ability to select individuals from the screen, and
you can paste multiple times to include lists from different spreadsheets or data sets, until you
have compiled the exact list that you need. After you paste in the list of Constituent IDs, the other
fields (such as Name, Constituency, etc.) automatically display so you can confirm that the data is
correct. Once the new individuals have been added to the list, you can also remove one or more of
them in the same manner as previously (select one or more from the list and click DELETE).

When you paste in a new list, no records are duplicated, so if the individual is already on the list,
then no change is made. If you paste one or more invalid Constituent IDs, the invalid ID displays
in red, and is not saved with the query.

To use this new feature:

1. Choose to create or edit the selected individuals query as you normally do, to access the
Selected Individuals screen.

Select Individuals ==
Search For Soit By

| [LastMame (Sortkey) | [Ascending =

Last Name [ Sort Key )

AllIndividuals

Name \D Type Constitusncy Class 1] = || Select

4 Star Entertainment, Inc. 01122
Dr. J. Abbott 0z170
Miss Amie S, Abbatt, 10 08438
Mz, Christi Abbott 07463
Mr. Diavila Abbott 08433
Dawking Abbott 12018
et Abbott, ‘85 03832
rver B Abbott 03833

Corporation

Parent of Alum
Former Student 2010

Alurnni 1985

aiminioioivin|s
il
-

Selected Individuals

Wame 1D Type Constitusncy Classr| || Delete

v
0K | cancel

2. Open the spreadsheet containing the Constituent IDs, highlight to select the desired range
of cells in the Constituent ID column, and press CTRL-C to copy.

3. Right-click anywhere in the Selected Individuals table and select PASTE ID COLUMN.
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Selected Individuals

Name

1.D.

Type

Constituency

Class 7

Paste ID Column

]

Excel Export

b

|| Delete

ak Cancel

April 2010

4. Thelistis added to any individuals already selected, and you can now paste additional IDs,
delete selected rows, or continue to create/edit the query.

© 2010 Senior Systems, Inc.

Select Individuals
Search For Sort By
[LastName [SortKey) =] [Ascendng  ~|
Last Mame [ Sort Key |
Al Individuals
Name 1.0 Tupe Constituency Class'yr| || Select
4 Star Entertainment, nc. 01122 0 Corparation
Dr. J. Abbott 02170 P Parent of Alum
Miss Amie 5. Abbatt, 10 08438 P Former Studznt 2mo
M. Chiisti Abbott 07463 P Former Parent
M. Davila Abbott 02433 P Former Parent
Dr. Dawkins Abbatt 12018 P Grandparent
M. Denver Abbatt, 'B5 03832 P Aluroni 1985
Mr. Derver B. Abbott 03833 P Parent of Alum i
« »
Selected Individuals
MNarne 1D Type Corstituency Class'vr| = || Delete
i B Abney 13447 P Former Grandparent
Mis. Allison L. Abney 14619 S Fror Fac/Staff Spouse
Mr. Burt Abriey 21983 5 Parent of Alum
Mis. Christi Abney 14450 5 Frignd
Mrz. Christi &bney 01432 F Parent of Alum
Mr. Christoper Abney 03656 P Parent of Alum
i, Christoper Abney, 71 04760 P Alumni 1971
Mr. Cormier &. Abney, 97 01408 F Alurnni 1997 -

v

0K Cancel
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New Birth Date Field For 'Other' Relationships

You now have the ability to enter and maintain a Birth Date field for "other" (non-constituent, non-
student) relationships in the Alumni/Development application. This information can be useful for
sending birthday cards to siblings who do not attend your school, and/or to estimate when sib-

lings might be old enough to be interested in applying. This field is maintained on the Relationship
Maintenance screen for Other Relationships (accessed via the Relation tab in Constituent Main-

tenance).

Relationzhip

Mame Jane Doe

Conztituency [

*)

Schoal :] Clazs T

arad Type :]

[ Do Mot Publish

Relation D aughter -
Birth D ate 05-17-2008
Comments A

[] Do Mot Display in My BackPack.

] ] [ Cancel
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