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Introduction

Building upon your Suggest and Vote entries, annual surveys, and 25 plus years
of experience in the nonprofit industry, we are proud to announce the latest
release of DonorPerfect Installed!

The user interface has been extensively upgraded for Version 11.The new user
interface is designed to lighten up the application and modernize its
appearance. We believe these enhancements will provide the tools to make
DonorPerfect easier to use and more powerful than ever before!

This Highlights Guide is an overview of the latest features now available in your
system. Detailed instructions for each item can also be found in the Help section
of DonorPerfect.

Watch the Instructional Video

See these enhancements in action! The video will walk you through the numerous enhancements in
version 11. Visit this URL to view it (login required): www.donorperfect.com/v11Video
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New Welcome Screen
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The Welcome Screen is now divided into four areas:

My Shortouts

% View Dpen Contacts My Shortcuts

= Finandal Repots

& Ssarch Records The My Shortcuts area is an expanded version of the Shortcuts feature in
ErOoR Eacal Xx DonorPerfect 10. It allows you to have up to 7 shortcuts to your most-used
i Ll DonorPerfect features. The shortcuts can be customized using the Manage

Content button at the bottom of the screen.

Oipen Contacts Lpats
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tsab e AR 1y Bl The Open Contacts area displays a list of all open or overdue contacts that

have been assigned to you. The Open Contacts area shares this quadrant

with the Reports feature, which is similar to the Favorite Reports feature of

- DonorPerfect 10.
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Information & Learning

The Information & Learning area displays links to other sources of
information and feedback on DonorPerfect:

« SofterWare Knowledgebase - Helpful articles, tips, videos & "How to"

information.

e Training Options & Sign-up - View our webinar list, learn about our
available training options, and sign up for classes or package deals.

e« DonorPerfect User Forum - Get in touch with other DonorPerfect
users and our staff of experts

e Suggest & Vote - This feature allows you to provide suggestions on
improvements and new features (many of these enhancements came

from there.)

Links

The Links area displays news links and announcements from DonorPerfect,
as well as a set of website links that you can customize using the Manage

Content button.

AN A

Home Search | Receipts | Mailings

il | B

Reports Tasks
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Uitilities

Settings

o-,

App Links
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Help
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One of the first changes you will notice when you start up DonorPerfect 11 is the new navigation bar, which
is now at the top of the screen instead of along the left side. The menus in the navigation bar have also
been reorganized to make things easier to find.

Y Search
Search e« Search Records

ol Receipts

Receipts e« Acknowledgements

s

Mailings

Mailings
e Group Email

e Labels

« Mail Merge
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Reports

Tasks

Utilities

Settings

Help

Reports

« Contact Manager
e« Custom Reports

« Event Reports

Tasks
e Quick Gift Entry

« Pledge Processing

Accounting Interface

Utilities

e Import Outlook Emails
« Import Records

e Back Up/Restore

e Duplicate Maintenance

Settings
= Export Templates
« Insta-Charge/EFT Setup

e« Change Parameters

Help
« About DonorPerfect
e« DonorPerfect Functions

e« DonorPerfect Website

Listings
Membership

Error History

Event Management
Moves Management

Pre-Authorized Payments

Initiate DonorSync
Recalculate

Reindex Files

Code Maintenance
Edit User-Defined Filters

Screen Generator

Keystroke Conventions
Mouse Conventions

Program Functions

Financial Reports

Constant Contact
EFT Transactions

Scan Gifts

Flexible Info Generator
Restore Deleted Record

Run a Custom Program

Change User Options

Set Defaults

Edit Function Keys
User Defined Website
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Keyword Search
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The Keyword field allows you to search a number of different fields in a single operation. DonorPerfect will
compare the search terms in the Keyword field to the contents of the First Name, Last Name, Spouse
and Secln (Optional Line) fields when looking up matching constituent records. You can also enter the

Donor ID in the Keyword field.

If a search term is entered into one of the other Search Criteria fields, that term will be used to search that
field instead of the Keyword terms. For instance, if you enter "Moe" into the First Name field, and
"Howard" in the Keyword field, the system will search for records with "Moe" in the First Name field, and
"Howard" in any of the other fields. It would turn up "Moe Howard" but also "Moe from Howard, South

Dakota"

Reports Screen
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s The new Reports screen for DonorPerfect
11 consolidates the Contact Manager
Reports, Event Reports, Financial
Reports, Listings and Membership
Reports into a single screen. In addition,
a new Administrative reports category
has been added.

You can now select the report you want in
one of two ways: browsing by type, or
searching for the report by name.
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Browsing for a Report by Type

To browse for a report by type, select the type of report from the Search by Type list in the Choose a
Report section in the upper left corner of the screen. The available types are:

e Administrative Reports
« Contact Manager Reports

Search by Type:
e Event Reports

Report Category: | All Event Reports

« Financial Reports

e Listings Report Name: | Attendee Mame T ags [T ables/Teams)

]

« Membership Reports

Depending on the report type selected, a Report Category list may appear under the Search by Type list.
When present, this list allows you to select various sub-categories of reports within the selected type.

After selecting Type and possibly Category, you can then select the report from the Report Name list. A
preview image and description of the selected report will appear on the right side of the screen:
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Clicking on the preview image will display a larger preview image.
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Searching for a Report by Name

To search for a report by name, type all or part of the report name into the Search by Name field and click
the Search button. A list of search results appears:

Choose a Report

Search by Type: | --Select Report Type - IZI

Search by HName: | Gift

Search ]

Select Report

Gift Listing with Soft Creditz |Fundraising Fleports
Gift/Fledge Repart Pledae Reparts
Gift/Pledge Tranzactions Ewpart to File

Select Report

Select the report you want to run from the Select Report list, and click the Select Report button.
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:% DonorPerfect Reports
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Selecting Report Settings and Options

Once you have selected a report, the report
settings and options will appear in the area on
the left side of the screen:

The Report Settings area contains the report
options for the selected report.

The User Filter Criteria area allows you to set
a selection filter. You can also enter selection
criteria directly into the fields in this section.
The Clear All link clears out the contents of all
fields in the User Filter Criteria area. The
Manage Fields link allows you to select which
fields appear in this area.

See SideBar Reporting below for more info on
this exciting new feature!

The Options area contains additional options
for reports, such as the Do Not Show Donor
Information if Anonymous option.

Previewing and Printing a Report

To preview a report, click the Run Report
button in the lower left corner of the screen.

To print a report, click the Print button in the

i lower left corner of the screen.
Options Y

__| Do Mot Show Donor Information if Anonymous

[ Aun Report | [ Print J [ Cloze
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SideBar Reporting

What if you could take something you do at work every day, and produce better results in 1/5th the time?
That's what SideBar Reporting can do for you — it makes building selection filters easy and efficient!

Similar to travel websites, it enables you to change parameters on the fly to quickly view new information.
You can enter filter criteria, view the report, and refresh the report with different criteria without ever leaving
the report screen!

[ cowoseopon |
CHOOSE A REPORT

Repor Saltings

REPORT SETTINGS SAMPLE GRAPHIC

USER FILTER
CRITERIA

DESPCRPTION

OUTPUT CONTROLS
SIDEBAR

Can | Customize the SideBar?

Of course! Click on the Manage Fields link in the User Filter Criteria area to select which selection filter
fields appear in the SideBar.
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How do | Output a Report?

Go to the bottom left corner of the screen, and click the Run Report button to preview the report in
DonorPerfect, or click the Print button to print the report.

Is There Any Limit to the Fields that | Can Add to the SideBar?

No, you can add as many User Filter Criteria fields to the SideBar as you like.

Which Reports Use the SideBar?

Every report uses the SideBar, except for Custom Reports and School Reports.

Favorite Fields

The Favorite Fields list appears in the Step 2 area of the DonorPerfect Selection Screen. It displays a list
of the most commonly used fields from the tables selected in Step 1. It is faster to find the fields you want
in the Favorite Fields list, because the number of fields in the list is considerably smaller.

n Select table Select field to compare
@ All Tables Display ‘@ Favorite Fields Manage
) Main i All Fields hields
) Address || View Field Mame
7 Gifts Main "
) Other Info Cal i, Totals - 2013
® Contact Doneai 1D # [donai2)
- E rrallment D ate
~ Link E spitstion Date .
") Phone Flags 1

Last Date Green

Membership Cat.

Type of Recard =

Upgrade From

Address

Address Type

City, State, Zip

First Mame

Last Mame

State

Zip

Gifts:
Amount of Gift %

If desired, you can click on the Manage Fields link to select which fields appear in the Favorite Fields list.

You can also select the All Fields option to display all of the fields in the selected tables instead.
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Data Entry Screen Improvements

Increasing the Size of the Main Entry Screen

A new feature on the Entry Screen Parameters screen allows you to increase the size of the main entry
screen from 800x600 pixels to 1024x768.
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Screen Designer Update

The Screen Designer now features a Position button that allows users to select the position for fields on
the screen by pointing an clicking on an image of the actual screen. This takes all the guesswork out of
choosing Row and Column positions for a field!

To use the new positioning feature, edit a field in Screen Designer, then click on the Position button. A
WYSIWYG view of the screen appears:
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To choose a new position for the field, simply click on the screen. A crosshairs will appear indicating the
position of the upper left corner of the field:

5 Wb o B, B
L | G [T I [iF Seg R
L M i £ S

Fadl Mams -
[ iE%] Adideons Tppn <0000 W
Prol, Tiths "o Ppsctont ]
Dl L 707 8 e
T el | By
Acddrenn ¥ Loie 100
City, 51 Eigp| ot LD n

we TR

| Lk [ 1 B 2

[
Flags 004

A 75l

r
Frecord Ippe ko -]
s =
Lot Wl Dt L0006
Ponnd Misd 00

Prolentianl| G FE000 =]

Witle Bl e e

(=0

Ui then mamrie, v by oo e then s vl Dby b peiitoims thon vseiabonn i Dol =T b i i
ek Tl Ponifien™ b wirss Dha pves posiifson. Ol Dora™ bo o bs B pilifos

- - -

i+ Tom me Gl w5 | e Pt | | g

Click the Set Position button to move the field to the newly selected position.
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Click the Done button when you are finished selecting the position!
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