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Overall 
 

How should I format the files? CSV? Tab Delimited? 
The files should be in either a comma separated values (csv) or tab delimited text (txt) format. All files should include column headers. If you are using the csv format, use double 
quote enclosures for any fields that could contain commas.  
 

How should I name the files? 
Name each file the same as it is named in the Data Request Guide. For example, the Entity file should be named “Entity” and should not include a date stamp or any other 
information that would change the naming of the file on a daily basis. If splitting a file into multiple files, name the files by adding a letter and short description (e.g. 
Entity_a_Persons, Entity_b_NonPersons, etc.). 
 

Do I need to include header rows? 
Yes, include a header row in each of the files. The column header names should match the names used in the Data Request Guide. 
 

Can I break apart the files? 
Yes, if you feel it would be easier to provide us the requested file by splitting one file into two or more files you may do so. For example, some customers find it easier to split the 
entity file into two files, one including person entities and one including non-person entities. Another example may be with Participation History, if various participations are 
stored in other areas/tables in your database (e.g. events are stored separately from board or committee participations). If splitting a file into multiple files, name the files by 
adding a letter and short description (e.g. Entity_a_Persons, Entity_b_NonPersons, Participation_History_Events etc.). 
 

What do I do if I don’t have some of the requested data? 
If you do not have the requested field, please include the column in your file with the column named in the header and the values blank. For example, if you do not track 
Occupation or Industry, you would still include those columns in the Entity file and include the header name for the field, but the data in the columns would just be blank. 
 

I am worried that the quality of my data in my database is not good/accurate/complete, etc., what data is needed to make effective Predictive Scores? 
Many of our customers are concerned about the completeness and accuracy of their data. Yet, Blackbaud has extensive experience in working with the data you have available 
and adapting our predictive models and Fundraiser Performance Management to your situation.  In general, data fields like giving history and available demographic 
information, such as age, marital status, contact restrictions, event/committee participation, home address, etc. are just some of the many inputs to our models. We have many 
examples we can share in which we have adapted our models to accommodate for missing or incomplete data. 
 

How secure is the Fundraiser Performance Management? 
Blackbaud takes information security very seriously and partners with leading world class datacenters, also compliant with internationally recognized information security 
standards and frameworks such as the ISO-27001-2013 and SSAE16. Blackbaud Fundraiser Performance Management (BFPM) is built on a three tier, distinct network 
architecture in an effort to ensure its requirements for comprehensive defense. Please request our data practices document for further information. 
 

Do I need to send all data each night? 
Yes, you should send all data files each night, and not just updates or partial files. Sometimes there is initial concern regarding the processing time for producing full files, but 
following the initial compilation of the files this is typically a non-issue.  
 

How do we validate the data? 
Data files are reviewed when received and feedback and guidance is provided by your implementation analyst. We review each file field by field and work with you on resolving 
any issues. We also provide you several reports to verify key data, such as which entities should be included for modeling and verifying your last five years of giving history. 
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How are files monitored to ensure that ‘good data’ is processed if there is an issue with my file generation? 
File sizes and the row counts of each file are monitored and checked for significant changes before processing. A file will only be processed if it has not decreased more than 5% 
in either size or record count compared to the previous day’s files. Additionally, a file will not be processed if it is multiple days old. We will keep the data in Fundraiser 
Performance Management from the most recent successful run. If a file issue persists, the support team will reach out to your system administrator to work to resolve the file 
monitoring issues. 
 

I am an existing customer and looking at this most recent Data Request Guide, I noticed that my file names are different than the ones in this document, should I rename my 
files? I noticed that some of the fields I am sending are no longer being requested, should I remove those field(s) from my existing files? 
No, please do not rename the file that you are transferring as that will negatively impact the nightly processing of your data.  For example, if your file that stores officer activities 
and/or contacts is named “Officer Contact History.csv” and you notice that the Data Request Guide labels it 3.1a Activity History, you do NOT need to rename the file to reflect 
the new naming convention. Or, if you notice in the Entity file that you are sending Spouse Prefix, but noticed that the data is not requested in the file according to the Data 
Request Guide, you should NOT remove the Spouse Prefix field or any other fields you are currently sending. Please do not change the names of any existing files or existing 
fields and do not remove or reorder the existing fields you are currently sending.  
If you have any other data questions or challenges when looking at the files requested in this document that are outside the scope of the newly added fields, please contact 
support before making changes to the existing processing and files to ensure a consistent and correct transfer of your data. 
 

Initial Implementation 
 

What does my organization get from Blackbaud Fundraiser Performance Management? 
Custom Predictive Models – You will receive accurate data for decision making and setting priorities.  The custom predictive models allow you to focus on the prospect’s most 
likely to deliver annual fund contributions or major gifts. The scoring approach is more predicative than wealth screening alone because it factors in the prospect’s inclination to 
make a gift, is customized specially to your organization, and is kept up-to-date and accurate. 
 

Software Tools – Your management team and users will have daily dashboard-style visibility into the results of your efforts to help you monitor and measure your process.  This 
visibility helps your team develop trust in the organization’s metrics as you work together to achieve organizational goals. 
 

The Community Network – The Community Network of subscribing colleges and universities will help you understand your performance compared to your peers. Additionally, 
Community Network curricula, research and benchmark studies help inform your strategic planning and strategy. 
 

Care and Support – Your executives and users of all levels will receive ongoing support through the lifecycle of your subscription. This support expedites your results, as well as 
provides training and guidance that promotes rapid payback on your investment. The subscription fee also covers all software enhancements and maintenance associated with 
your subscription type. 
 

My organization just became a customer, now how do we implement Blackbaud Fundraiser Performance Management? 
The implementation process can be broken down into five phases: 
 

1st phase: Initiation – Introductions to your dedicated Customer Care Team and the Implementation process. 
 

2nd phase: Data Collection & Validation – The Customer Care Team works closely with your key stakeholders and data contacts to set the stage for a successful implementation 
and guides you through a process for translating and mapping your data to Blackbaud via a secure nightly file transfer. This phase is where 95% of the work is done by your 
organization (the other 5% involves testing Fundraiser Performance Management during Pilot Testing). You will send us all of your data files as requested in the Data 
Request Guide. We’ll work with you and send feedback on your data to make sure that it matches closely to what is requested and what you would see in your donor 
database. At the end of data collection, we will validate that the data and numbers that Fundraiser Performance Management would report match your internal reporting in 
the form of dollars and donors and identify those constituents who will receive Custom Predictive Scores. To best organize the work and timeline, the data files found in the 
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Data Request Guide are broken down by priority groups. The priority 1 files will contain all of the information for the validation process. We can proceed to the next phase, 
while your group continues to complete the priority 2 and 3 files. 

 

3rd phase Predictive Modeling and Fundraiser Performance Management Build – We will get to work on mapping your data to Fundraiser Performance Management. We 
append a net worth estimate on the individuals within your identified constituent pool that is a consumer marketing data variable based on a proprietary model that 
considers individual household financial assets, non-financial assets, and debts. We’ll also start work on your custom Predictive Scores that model and reflect your specific 
constituency, giving history, situation, and goals.  The outcome of this phase will be to have all of your data and Predictive Scores in your subscription. We also perform an 
additional set of validation around Major Giving and officer metrics to confirm that the officer performance around contacts, activities, proposals, and prospect assignments 
match your internal performance metrics.  We’ll also schedule a quick System Administrator training to train a user(s) at your organization on how to create new users, 
update existing users, set user permissions, perform code mapping, and set staff/officer peer groups.  

 

4th phase Pilot Testing – This phase begins with a soft-launch meeting where we’ll go over your Custom Predictive Scores and introduce you to Fundraiser Performance 
Management with your data incorporated. You will then have an opportunity to conduct live testing of Fundraiser Performance Management with a small select group of 
key testers before the Go-Live.  

 

5th phase Go-Live –Your staff members will be trained on Fundraiser Performance Management, grant access to your organization’s users, meet with the executive team, and 
discuss strategies in order to maximize the value of the subscription for everyone focused on advancement.   

 

What is the typical target timeline for Fundraiser Performance Management Implementation? 
Most subscribing organizations are up-and-running on Fundraiser Performance Management within twelve to sixteen weeks. The typical timeline is outlined as follows: 
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Does implementation of Fundraiser Performance Management require a large-scale database conversion or special staffing? 
Fundraiser Performance Management is a web-based software-as-a-service solution that works with any donor database and provides tools, metrics, reports, and business 
intelligence to help advancement organizations work more efficiently and effective. As such, implementing does not require a large-scale system replacement or database 
conversion. The tools and reports are ready for you right out of the box.  Product enhancements and updates are managed for you and provided as part of your subscription. It is 
accessed via a web browser and is curated specifically for higher education based on our deep expertise and continuous feedback from members of the Community Network. 
 
An organization’s primary tasks are to establish the nightly feed to supply up-to-date fundraising information from your organization’s donor management system(s) (see the 
Data Request Guide) and to validate data translations.  With Fundraiser Performance Management there is no software to install or maintain, nor is there the need to have 
special staff or consultants to establish connectivity. 
 
How does Fundraiser Performance Management ensure the models stay relevant to my organization? 
During nightly processing of your data, any new constituents added to the database are scored that night. Annually, the model performance for your organization is reviewed 
and shared with you. Adjustments are made if necessary to fine-tune performance.  We assign scores to individuals, members, volunteers, friends, parents, and any other 
constituents selected for modeling within your database, and we rescore these constituents on an annual basis at the close of your fiscal year.  
 
What reporting capabilities are available? 
Fundraiser Performance Management is specifically designed to support the management of higher ed advancement. Users can easily configure dashboards, using ready-made 
Viewports that provide snapshots of critical, frequently-used data and actionable metrics. Drill-down capabilities mean additional details and constituent profiles are just a click 
away. Additionally, our Targeter tool is specifically designed to enable all types of users to create their own queries and analyze data without the help of a database specialist.  
 
During my initial implementation, what files should I work on first? 
During an organization’s initial implementation, to best organize the work and timeline, the data files found in the Data Request Guide are broken down by the following priority 
groups. The Priority 1 Files will help with validating your dollars and donor count along with looking at all of your constituents and identifying those who will receive predictive 
scores. This will also give you time to work on the remaining Priority 2 and 3 files while we continue with the implementation project.  
 
Files by priority group: 

Priority 1 Files Priority 2 Files Priority 3 files 

File 1.1: Entity File 2.2: Appeals File 1.2b: Email Addresses 

File 2.1: Donor Transaction History File 2.3: Appeal Entity File 1.5b: Giving Societies 

File 1.2a: Addresses File 3.1a: Activity History File 1.8: Associated Entities 

File 1.2c: Phones File 3.1b: Activity Details File 4.2: Customer Specific Codes 

File 1.4: Relationship Type File 3.2: Staff Information File 4.3: Social Media Links 

File 1.5a: Participation History File 3.3: Prospect Entity  

File 1.6: Contact Restrictions File 3.4: Prospect Status  

File 4.1: Code Translation Table File 3.5: Assignment History  

 File 3.6: Proposal  

 File 3.7: Proposal Assignment  

 

 
File specific questions begin on next page 
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File 1.1: Entity 
 

Which entities should I include? Should I include all entities, or only entities I solicit? 
Include all entities, regardless of relationship type, relationship status, or whether or not you solicit them. We will work with you to determine which entities are active and 
should receive custom Predictive Scores, but all entities, including those who are deceased and inactive, are necessary for accurate historical reporting. 
 

Where should I provide names for corporations and other non-persons? 
Include names for corporation, foundations, etc. in the first name field. 
 

Can I include non-person entities in a separate file? 
Yes, non-person entities can be included in a separate file. Use the same file format for both files, and name them with the file name plus a letter and a short description, such as 
“Entity_a_Persons” and “Entity_b_NonPersons”. 
 

What is Primary Relationship Type? I have a constituent with multiple Relationship Types, how can we identify all of them?  
In the Entity file, we request Primary Relationship Type. An entity can only have one primary relationship type, so you need to choose a hierarchy to choose the primary 
relationship type for entities with multiple relationship types. In the Relationship Type file, you should provide all relationship types for your entities. For example, if one entity is 
a Board Member, a Volunteer, and a Friend, you can provide all three types in the Relationship Type file. However for the Entity file, you need to populate the Primary 
Relationship Type field with only the one relationship type that the organization primarily see that constituent as based on the determined hierarchy. 
 

Where does this data show up in Fundraiser Performance Management ? 
Most of this data in this file is biographical information that is displayed on the constituent’s Relationship Profile (see Appendix: Relationship Profile). The Primary Entity ID field 
is used for householding purposes and lets a user see a list of entities grouped as households with the entity with the Primary Entity ID specified as the primary entity in that 
spousal pair. You are also able to lookup entities in Targeter using either the entity ID or the first/last names provided in this file, and can search for entities based various fields 
such as their primary relationship type, birth date, employer, etc.  
 

File 1.2a: Addresses 
 

How many addresses can I provide? 
You can provide as many addresses as you have for the entity, but they should all be valid addresses (do not include previous addresses, inactive, former, or invalid addresses). 
 

Should I include postal codes for international addresses? 
Yes, you can include postal codes for international addresses in the Zip field. 
 

Is Zip Code or Zip Code with the Zip+4 preferred for an address? 
We prefer the Zip Code with the Zip+4, if it is available, for an entity’s address (e.g. 91234-8765), but will also accept standard Zip Codes (e.g. 90210). 
 

Where does this show up in Fundraiser Performance Management ? 
Address information is shown in each constituent’s Relationship Profile. You can also search for constituents in Targeter based on address information such as state, zip code, 
etc. Also, if your organization is having the net worth element appended, then this will be matched based on each constituent’s primary home address provided in this file. In 
Targeter and anytime there is a list of entities, a user is able to view the results in Map view and see the entities plotted geographically on a map, on which you can zoom in and 
out, overlay state and county density views, and click on an entity’s pin for some quick information (see Appendix: Targeter). 
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File 1.2b: Email Addresses 
 

How many email addresses can I provide? 
You can provide as many active email addresses as you have for the entity, including the Preferred Email address provided in the Entity file. 
 

File 1.2c: Phones 
 

How many phones can I provide? 
You can provide as many active phone numbers as you have for the entity. However only a maximum of one phone number per entity can be indicated as true for each of the 
four indicators. 

 
File 1.4: Relationship Type 
 

What is the difference between relationship type and primary relationship type? 
In the Entity file, we request Primary Relationship Type. An entity can only have one primary relationship type, so you need to choose a hierarchy to choose the primary 
relationship type for entities with multiple relationship types. In this file, you should provide all relationship types for your entities. For example, if one entity is a Board Member, 
a Volunteer, and a Friend, you can provide all three types in this file. One row should be provided for each relationship type, so in this example there would be three rows for 
this entity. 
 

Where does this show up in Fundraiser Performance Management? 
All of a constituent’s relationship types are shown in their Relationship Profile. You can also search for constituents in Targeter based on their relationship types. 

 
File 1.5a: Participation History 
 

What types of participations can I include in this file? 
This file is very broad and can include any type of participation. Some common types include committees, events, volunteering, traveling, run, walk, ride participation, boards, 
etc. Entity giving society membership should be provided in the Giving Societies file 1.5b. We request the Participation Category to differentiate the different types of 
participations.  
 

I track different participation information in different systems or parts of my database. Can I provide more than one Participation History file? 
Yes, you can provide more than one Participation History file if that is more convenient for you. Use the same format for both files, and name them with the file name plus a 
letter and a short description, such as “ParticipationHistory_a_Events” and “ParticipationHistory_b_Clubs”. 
 

Where does this show up in Fundraiser Performance Management? 
All of a constituent’s participations are shown in their Relationship Profile. You can also search for constituents in Targeter based on the specific activities they participated in, or 
based on the participation category. If dates are provided on the activities, participations also appear on the timeline on a Relationship Profile.  
 

File 1.5b: Giving Societies 
 
Where does this data show up in Fundraiser Performance Management? 
Giving societies are shown on the constituent’s Relationship Profile. You can also search for constituents in Targeter based on their giving society membership. 
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File 1.6: Contact Restrictions 
 

Where does this show up in Fundraiser Performance Management? 
You can exclude constituents from Targeter queries based on their contact restrictions. For example, you could exclude all constituents from your search that have a contact 
restriction of “No Contact Whatsoever” or “Do Not Mail”, etc. Also Contact Restriction information is displayed on the constituent’s Relationship Profile. 
 

File 1.8: Associated Entities 
 

What is an associated entity? 
The Associated Entities file is intended to include any and all associations between your constituents, including spouses, parents, children, siblings, aunts, uncles, co-workers, 
employees, employers, former roommates, and any other professional connections or social connections, etc. The file and the data shows who is related/connected to whom 
within your database.  
 

I have an Associated Entity record where the Entity is a constituent in our database, but the Associated Entity is not a constituent so I know their name and their Associated 
Relationship Type, but they do not have an ID in our database, is that ok to send to Blackbaud? 
Yes, Blackbaud would still want you to send that Associated Entity record. If you do not have the Associated Entity ID of an associated entity, you can simply leave the Associated 
Entity ID field blank or null for that particular record, and supply the constituent’s Entity ID, the associated person’s Associated Name, and Associated Relationship Type. This 
happens frequently with children, parents, or grandparents of constituents. 
 

Where does this data show up in Fundraiser Performance Management? 
When viewing a constituent’s Relationship Profile, the Relationship Network section shows the constituent’s Spouse, Parents, Children, and all other entities related to that 
constituent. If the Associated Entity ID was provided and matches a record in the Entity file, the displayed Associated Name will be a hyperlink that allows the user to click 
through to the Associated Entity’s own Relationship Profile. If an Associated Entity ID is not provided, the name will still appear but not as a linking hyperlink.   
 

*Note: the following examples are provided for illustration only. Some fields show descriptions, even though codes are preferred in the file. 
 

Example 1: John Smith (Entity ID 1111) is the parent of Mary Smith (Entity ID 2222). And Mary Smith is the child of John Smith.   

Entity ID 
Associated Entity 

ID 
Associated Name 

Associated 
Relationship Type 

2222 1111 John Smith Parent 

1111 2222 Mary Smith Child 
 

Example 2: Adam Jones (Entity ID 3333) is the Brother of Beth Jones (Entity ID 4444). And Beth Jones is the Sister of Adam Jones.   

Entity ID 
Associated Entity 

ID 
Associated Name 

Associated 
Relationship Type 

4444 3333 Adam Jones Brother 

3333 4444 Beth Jones Sister 
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File 2.1: Donor Transaction History 
 

Which transactions should I include? 
Include all available transactions regardless of whether the individual is active or deceased, and regardless of whether the transaction is hard credit or soft credit. You should 
include your entire history of transactions and not limit to only recent transactions, as the complete history is needed for calculations such as lifetime giving and determining 
who has never donated. 
 

Can I include this information in more than one file? 
Yes, you can split up the files however you like. Many organizations provide gifts and pledges in separate files, or include hard credits and soft credits in separate files. If splitting 
the files, use the same file format in all files, and name them with the file name plus a letter and a short description, such as “DonorTransactionHistory_a_Gifts” and 
“DonorTransactionHistory_b_Pledges”. 
 

What is the difference between legal amount and credit amount? 
The legal amount is the hard credit amount the entity received for the transaction. Either one entity can receive the full amount of the transaction as the legal amount or it can 
be split between entities associated with the transaction. The credit amount is the full amount of the transaction, whether hard or soft credit. All entities associated with the 
transaction should receive the full amount as their credit amount. Whenever counting dollars, Blackbaud uses the legal amount field so that we avoid double counting. 
Whenever counting donors, we use the credit amount to see how much the donor was credited with. Please see the examples at the end of this section for more detail.  
 

What is the cash indicator, and what types of transactions are considered cash? Are stocks considered cash? 
The cash indicator is used to flag any transaction that is considered cash or a cash equivalent by your organization (e.g. gifts and pledge payments). Essentially includes 
everything except pledges. Since many organizations liquidate stocks or assets as soon as they come in, stock gifts or payments are often considered cash. 
 

What is the commitment indicator? 
The commitment indicator is used to flag transactions that involved someone making the decision to donate. These include gifts and pledges, but not pledge payments. 
 

What is the fiscal year field? 
The fiscal year field is used for the organization to specify the fiscal year that a particular transaction should be attributed to and therefore its dollars and donors counted in. For 
the vast majority of organizations and transactions, the fiscal year would and should correspond to or be based on the Transaction Date that the transaction was given. However 
for some organizations, a fiscal year may be different than the one tied to their Transaction Date, for any number of reasons. Another example may be a gift that the 
organization intends to attribute to a previous or future annual campaign year or reunion year. Please see the examples below for more detail. 
 

*Note: the following examples are provided for illustration only. They do not include all fields requested for this file, and some fields show descriptions, even though codes are 
preferred in the file. 
 

Example 1: Bob Smith pledges a series of multiyear pledge transactions for $5000 for each of the next 3 years on 12/10/2012 (based on the date timeframe, technically FY2013), but the 
organization wishes to have one pledge counted in fiscal year 2014, another one in 2015, and another in 2016 instead, they are can specify on each of Bob’s pledge transactions the Fiscal Year they 
wish to attribute it to. 

Entity Legal Amount Credit Amount Transaction Date Transaction Type Commitment Indicator Pledge Indicator Fiscal Year 

Bob Smith 5000 5000 12/10/2012 Pledge 1 1 2014 

Bob Smith 5000 5000 12/10/2012 Pledge 1 1 2015 

Bob Smith 5000 5000 12/10/2012 Pledge 1 1 2016 
 

Example 2: Sam Smith makes an annual fund gift of $100 on 5/20/2014 that his organization attributes to the Annual Fund’s 2013 Campaign. So Sam’s transaction has the Fiscal Year be 2013, 
instead of the typical timeframe based 2014 fiscal year. 

 
 
 
 

 

Entity Legal Amount Credit Amount Transaction Date Transaction Type Cash Indicator Commitment Indicator Fiscal Year 

Sam Smith 100 100 5/20/2014 Gift 1 1 2013 
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Example 3: Adam Smith makes a gift of $300 on 5/23/2015. His employer Coca-Cola provides a matching gift of $300 but it does not come in until 8/15/2015. The organization would still like Coca-
Cola’s gift to count toward fiscal year 2015, even though it came in after the fiscal year ended.  Adam receives the full legal and credit amount for his original gift and is attributed to fiscal year 
2015.Coca-Cola receives full legal and credit amount for the matching gift and it is attributed to 2015 as well. Adam also receives the credit amount for the matching gift attributed to 2015 also. 

Entity Legal Amount Credit Amount Transaction Date Transaction Type Cash Indicator Commitment Indicator Fiscal Year 

Adam Smith 300 300 5/23/2015 Gift 1 1 2015 

Coca-Cola 300 300 8/15/2015 Matching Gift 1 1 2015 

Adam Smith 0 300 8/15/2015 Matching Gift 1 1 2015 
 

What is the donor indicator field? 
The donor indictor field is used to indicate that the entity on the transaction is counted as a donor for this specific transaction for the organization. Typically Blackbaud counts a 
donor as any entity with a credit amount greater than $0 for the transaction. However, if based on your business rules and internal donor counting procedures your organization 
limits who counts as a donor for certain transactions or situations (e.g. third party gifts, payments on personal pledges made by a foundation, spousal credits, etc.), you can 
specify using the donor indicator if that entity should or should not be counted as a donor for that transaction.  
 

Where does this data show up in Fundraiser Performance Management? 
We display aggregated transaction data in reports and group by a variety of fields including unit giving designations, gift bands, donor type, and primary relationship type to 
provide analysis of dollar and donor performance for your organization. We also display transaction history and analytics for each constituent on their Relationship Profile (see 
Appendix: Relationship Profile). You can also search for constituents in Targeter based on transaction history information such as giving amounts, dates, and designations. 
 

*Note: the following examples are provided for illustration only. They do not include all fields requested for this file, and some fields show descriptions, even though codes are 
preferred in the file. 
 

Example 1: John Smith makes a Pledge of $1,000 to the annual fund on July 12, 2010.  On December 31, 2010 John pays $500 of the pledge.  John's wife, Sally, is also credited with the transactions. 
John receives the full legal amount for both the pledge and the pledge payment, and both John and Sally receive the full credit amount. The pledge is marked as a commitment transaction and the 
pledge payment is marked as a cash transaction.          

Entity Legal Amount Credit Amount Transaction Date Transaction Type Annual Fund Indicator Cash Indicator Commitment Indicator 

John Smith 1000 1000 7/12/2010 Pledge 1 0 1 

Sally Smith 0 1000 7/12/2010 Pledge 1 0 1 

John Smith 500 500 12/31/2010 Pledge Payment 1 1 0 

Sally Smith 0 500 12/31/2010 Pledge Payment 1 1 0 
 

Example 2: The Smith Foundation gives $5,000 to the Smith Scholarship Fund.  John and Sally Smith are the individuals associated with the foundation. The Smith Foundation receives the full legal 
amount and credit amount for the gift, while John and Sally receive the full credit amount for the gift. The gift is marked as both a cash transaction and a commitment transaction. 

Entity Legal Amount Credit Amount Transaction Date Transaction Type Annual Fund Indicator Cash Indicator Commitment Indicator 

Smith Foundation 5000 5000 8/19/2010 Gift 0 1 1 

John Smith 0 5000 8/19/2010 Gift 0 1 1 

Sally Smith 0 5000 8/19/2010 Gift 0 1 1 
 

Example 3: Adam Smith makes an annual fund gift of $300.  Coca-Cola provides a matching gift of $300. Adam receives the full legal and credit amount for his gift, and Coca-Cola receives full legal 
and credit amount for the matching gift. Adam also receives the credit amount for the matching gift. 

Entity Legal Amount Credit Amount Transaction Date Transaction Type Annual Fund Indicator Cash Indicator Commitment Indicator 

Adam Smith 300 300 6/23/2010 Gift 1 1 1 

Coca-Cola 300 300 6/23/2010 Matching Gift 1 1 1 

Adam Smith 0 300 6/23/2010 Matching Gift 1 1 1 
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File 2.2: Appeals 
 

What if I don’t have a lot of information on appeal type, cost, number of solicited, or drop date? 
This information provides a lot of value in the reporting, but is not required, so provide as much information as you have. You are also able to edit this information in Fundraiser 
Performance Management, so including even the appeal code will allow you to add the type, drop date, etc. 
 

Why is the appeal type field important? 
The appeal type field is important as we will map each type to one of the following values for reporting: Direct Mail, Phone, Email, Web, Officer, and Other. If you are not able to 
determine the type of all appeals programmatically in the Appeals file, you can still enter the appeal types manually through Fundraiser Performance Management. 
 

Where does this show up in Fundraiser Performance Management? 
The Appeals tab in the Annual Fund layer displays a number of reports of your appeal channel performance, including dollars, donors, average gift, participation, and more. You 
can also search for constituents in Targeter that have given to certain appeals. If the drop date and, via the Appeal Entity file, solicitation lists are provided, appeals can also 
appear on the timeline on a Relationship Profile. 

File 2.3: Appeal Entity 
 

We don’t have the solicitation lists for who was sent an appeal stored in our database, but we do have the lists in other locations like Excel spreadsheets, etc, can we add 
those lists to Fundraiser Performance Management somehow? 
While Blackbaud prefers receiving the solicitation lists using the Appeal Entity file out of your database as part of the nightly feed, you are also able to edit this information in 
Fundraiser Performance Management by uploading the list/spreadsheet via Fundraiser Performance Management. 
 

Where does this show up in Fundraiser Performance Management? 
This file allows you to do drill through on an appeal and see the actual list of entities that were solicited. We also display appeal history for each constituent on their Relationship 
Profile (see Appendix: Relationship Profile) if the drop date for the appeal was also provided in the Appeals file. 
 

File 3.1a: Activity History 
 

How do I show that multiple entities were involved in an activity? Multiple officers? 
You include one row for each entity contacted for each officer. If two officers contacted five entities, there would be ten rows of data: five rows for the first officer and the five 
entities, and five rows for the second officer and the five entities. 
 

Why is the activity type field important? 
This field is important as we will map each activity type to one of the following values for reporting: Visit, Phone, Letter/Email, Event, Activity, and Other. 
 

Where does this show up in Fundraiser Performance Management? 
The Contacts tab in the Major Giving layer displays a number of reports summarizing your officers’ performance with respect to contacts, including visits per month, contacts by 
purpose, and prospects that have not been contacted in 90+ or 180+ days. Activities and officer visits are also included in Console so that an officer and their manager can see 
their contacts, visits, first time visits, performance over time, and their tracking towards accomplishing activity based goals. If providing /Unit, you can evaluate how much of 
your officers’ effort is being allocated to each unit. You can see all of a constituent’s contacts in their Relationship Profile. You can also search for constituents in Targeter based 
on when they were contacted or how long it has been since their last contact.  
 

File 3.1a: Activity Details 
 

Where does this show up in Fundraiser Performance Management? 
The Contacts tab in the Major Giving layer and for each constituent on their Relationship Profile (see Appendix: Relationship Profile) allows the ability to drill through and see the 
details for individual contacts. The subject and description provided in this file are shown on the detailed contact view. 
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File 3.2: Staff Information 
 

Where does this show up in Fundraiser Performance Management? 
This file is used to define the Staff IDs used in your Activity History file, Assignment History file, and Proposal Assignment file. We also allow you to assign a staff ID to a user, so 
that they can see information in the dashboards relating to them. In order to assign a user a staff ID in Fundraiser Performance Management, it must exist in this file. In addition, 
we have a tool that allows you to classify officers into peer groups so that they are compared against other officers in their peer groups. Peer groups can be used to separate full 
time major gift officers from annual fund officers, and from officers managing only a few prospects. You are also able to search for constituents in Targeter based on their 
assigned Gift Officer. 

 
File 3.3: Prospect Entity 
 

What is the difference between prospect ID and entity ID? What if my database does not have separate Prospect ID records? 
In some donor management systems a prospect record is used to associate one or many constituent records together. Officers are then assigned to the prospect record rather 
than assigning them to each constituent record. For example, a prospect record could be created for a husband, a wife, and their foundation. The record would have a single 
prospect ID, and each of the entities would have a different entity ID. Generally, Advance is the only system that supports this, so if your system does not support this you do not 
need to supply this file. Anywhere you see Prospect ID in the other files, just use the same ID you use for Entity ID. 
 

Where does this show up in Fundraiser Performance Management? 
This file is used to link prospect IDs to entity IDs, so that information linked to prospects, like proposals, can also be linked to the entities in the prospect record. You can view the 
related prospects that are tied to an entity on a constituent’s Relationship Profile. 

 
File 3.4: Prospect Status 
 

Why is the current prospect stage important? 
The current prospect stage field is important as we will map each code to one of the following values for reporting purposes: Identification, Qualification, Cultivation, 
Solicitation, and Stewardship. 
 

Where does this show up in Fundraiser Performance Management? 
Prospect information is displayed in each constituent’s Relationship Profile. We also display reports of your assigned prospects aggregated by prospect stage, and can also search 
for constituents in Targeter based on their prospect rating, classification, and current prospect stage. 
 

File 3.5: Assignment History 
 

Why is the assignment type field important? 
The assignment type is used to distinguish primary gift officers from non-primary or secondary gift officers and volunteers. We will map each assignment type to one of the 
following values for reporting purposes: Primary, Non-Primary, and Volunteer. Assignment Type allows for an Officer to see who their primary assigned constituents in their 
portfolio are and to distinguish between their primary assigned constituents and their non-primary assigned constituents. On a constituent level, assignment type allows the 
user to see when looking a record which staff member is their Primary officer, Non-Primary officer, or Volunteer manager.   
 

Where does this show up in Fundraiser Performance Management? 
You can view all of an officer’s assignments in the Prospect Assignments tab in the Major Giving layer. This information is also used in reports to summarize officers’ portfolio 
performance, such as the number of assigned prospects without contact in 90+ days, portfolio giving, and the number of prospects by donor status. Prospect assignments and 
officer portfolios are also included in Console so that an officer and their manager can see their portfolio, performance over time, and their tracking towards accomplishing a 
portfolio based goal.  You can also see a constituent’s assigned officer(s) in their Relationship Profile. 
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File 3.6: Proposal 
 

How are the various date and amount fields used? Chronologically in the development and solicitation cycle of a proposal how are each of the dates and amounts used and 
related? 
Proposal reporting is presented in the context of a fiscal year, so the date fields determine whether a proposal is reported in a particular fiscal year. The development and 
solicitation cycle of a proposal and the dates and amounts can be typically thought of and tracked chronologically as follows: 

• The date that internal work on a proposal begins or a proposal is created by a staff member would correspond to the proposal’s start date.  

• Proposals that are still in development internally and have not yet been submitted/asked require a target ask date and a target amount in order for us to project the future 
proposal pipeline.  

• Any proposal that has been submitted to a prospect requires an ask date for us to determine when it was submitted, and an ask amount for us to determine the amount 
submitted.  

• Proposals that have been submitted and not yet granted, an expected amount and expected date would be used to see how much can be expected to be granted for that 
proposal and when it may be granted.  

• Any proposal that has been accepted/granted requires a granted date for Blackbaud to determine when it was accepted, and a granted amount for us to determine the 
amount accepted.  

• Any proposal that has been declined by a prospect requires a stop date for us to determine when it was declined.  
 

My organization and database does not store many dates or amounts for our proposals, which of the many dates and amounts are most important to include if possible to 
have Proposal reporting in Fundraiser Performance Management? 
While Blackbaud requests all of the amounts and dates that we do to populate the numerous reports for analyzing the proposals and officer’s performance, Blackbaud 
understands that some organizations may not have every field and date tracked on a proposal. Please inform Blackbaud Support or your Implementation team to tell them 
which field(s) you may not be able to include and Blackbaud can consult on the impact and provide any potential solutions. To utilize the majority of the proposal based 
information and metrics in Fundraiser Performance Management, Blackbaud requires the Ask Date, Ask Amount, Granted Date, and Granted Amount fields be sent in the 
Proposal file for any submitted and granted proposals.  
 

Why is the proposal status field important? 
This field is important as we will map each proposal status to one of the following values for reporting: In Development, Submitted/Pending, Approved, and Declined. 
 

What if my database does not have the Proposal Stage field? 
For the Proposal Stage field, Blackbaud has found that this field is typically seen in only Advance databases, so if your organization does not have an Advance database, it is 
acceptable for your organization to send the Proposal Stage field with the Proposal Stage column header but with blank or null data in the column.  
 

Where does this show up in Fundraiser Performance Management? 
You can view all of an officer’s proposals for a fiscal year in the Proposals Tab in the Major Giving layer. The tab also provides numerous reports for analyzing the officers’ 
proposal performance, such as the value and number of proposals submitted and granted by month. Proposals are also viewable on Relationship Profile. 
 
What is the difference between Campaign Project Code and Project of Interest Code? 
Project of Interest is the individual initiative within the Campaign Project that the proposal is associated with. 
 

File 3.7: Proposal Assignment 
 

Why is the assignment type field important? 
The assignment type is used to distinguish primary gift officers from non-primary or secondary gift officers on each proposal. We will map each assignment type to one of the 
following values for reporting: Primary and Non-Primary. 
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What is the active indicator for? How does it affect the reporting in Fundraiser Performance Management? 
We will only show proposals in Fundraiser Performance Management if an officer has an active assignment to the proposal. Assignments should remain active even after the 
proposal is accepted or declined. Proposal assignments should only become inactive if the proposal was transferred to another officer or if an officer should no longer be 
associated with the proposal. An example would be if an officer initiated a proposal before moving to another organization, and another officer took over the proposal. 
 

Where does this show up in Fundraiser Performance Management? 
The Proposals Tab in the Major Giving layer shows all of the proposals assigned to a specific officer, so in order for a proposal to be included in the reports it must be assigned to 
the officer in this file. Proposals and analytics are also included in Console so that an officer and their manager can see their proposals, performance over time, and their tracking 
towards accomplishing proposal based goals. Like Proposals and Assignment History, the names of officers assigned to proposals are also viewable on Relationship Profile 
 

File 4.1: Code Translation Table 
 

I am sending many of my fields in the other Blackbaud files as codes, how should I send the translations/definitions of those codes so that Blackbaud know what each code 
stands for? 

We have a number of starred fields throughout the Blackbaud Data Request Guide, which indicates that we prefer codes for that field. You then use the Code Translation Table 
file to define the codes for Blackbaud. To identify for Blackbaud what file and what field each code corresponds to, Blackbaud requests that you specify for each code the File 
Name (Entity, Degrees, Activity History, etc.) and the Field Name (Marital Status, Major, Activity Type, etc.). Blackbaud also asks that you supply the code used for the field in the 
Customer Code column and the translation/description of what that code means in the Customer Definition column.  
 
*Note: the following sample format/layout examples are provided for illustration only. 
 

File Name Field Name 
Customer 

Code 
Customer Definition 

Entity Marital Status M Married 

Entity Marital Status S Single 

Entity Marital Status D Divorced 

Entity Marital Status W Widowed 

Entity Primary Relationship Type MEMB Member 

Entity Primary Relationship Type CF Corporation/Foundation 

Entity Primary Relationship Type FR Friend 

Entity Primary Relationship Type PA Parent 

Contact Restrictions Restriction Code DNM Do Not Mail 

Contact Restrictions Restriction Code DNP Do Not Phone 

Contact Restrictions Restriction Code DNS Do Not Solicit 

Appeals Appeal Type DM Direct Mail 

Appeals Appeal Type PH Phone 

Appeals Appeal Type EM Email 
 

Where does this show up in Fundraiser Performance Management? 
We have a number of starred fields throughout the data request guide, which indicates that we prefer codes for that field. You then use this file to define the codes. In 
Fundraiser Performance Management, we will display the descriptions that are provided in this file, rather than the codes that are provided in the other files.  
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File 4.2: Customer Specific Codes 
 

Where does this show up in Fundraiser Performance Management? 
This file allows you to send custom ratings, scores, codes, values or appends (either internal or third party) to be loaded into Fundraiser Performance Management. We will then 
create a filter and/or an accompanying column in Targeter that will allow you to search for constituents based on your custom data.  

 
 

File 4.3: Social Media Links 
 

Is this file required? 
This is an optional file. Alternatively, users can manually enter social media links directly in Fundraiser Performance Management through a constituent’s Relationship Profile. 
 
Where does this show up in Fundraiser Performance Management? 
This file allows you to send links to social media sites (Facebook, Twitter, LinkedIn) for your constituents to be loaded into Fundraiser Performance Management. Social media 
links are displayed in each constituent’s Relationship Profile. You can also search for constituents in Targeter based on having links to these social media sites and can add a 
column to any list to display links to these social media sites. 
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Appendix A: Relationship Profile 
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Appendix A: Relationship Profile 
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Appendix A: Relationship Profile 
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Appendix B: Targeter 
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Appendix B: Targeter 

 

 

Targeter Results: List View 

Targeter Results: Cross Tab View 
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Appendix B: Targeter 

 

 
 
 
 
 
 
 
 
 

Targeter Results: Map View 
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Appendix C: Advancement Layer 
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Appendix C: Advancement Layer 
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Appendix D: Annual Fund Layer 
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Appendix D: Annual Fund Layer 
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Appendix D: Annual Fund Layer 
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Appendix E: Major Giving Layer 
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Appendix E: Major Giving Layer 
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Appendix F: Console Layer 
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Appendix G: Fundraiser Performance Management Mobile 
 
     
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


