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1.

Complying to Privacy Policies

1.1. Privacy Policy Notice

The privacy of the Legacy Music Alliance’s members is of utmost importance. Review the
privacy policy from our website and remember that it is the responsibility of every staff
member to protect the information collected through the website and entered into the CRM
(Customer Relationship Management) database, eTapestry.

1.2. Privacy Policy

Personal information collected on this site will never be sold or shared with any entity. Any
payment information, including credit card numbers, is collected through a separate site with
extra security and encryption in place to protect against loss, misuse, and unauthorized access
or alteration specifically engineered for processing payments. We cannot guarantee that the
information will not be lost or misused, but we make every effort to ensure that it is secured to
avoid such problems.

By submitting your contact information, you are granting permission to Legacy Music Alliance,
Inc. to send you information about the event for which you have registered, events related to
that event which we deem you may be interested, and other activities, programs, and
opportunities sponsored or promoted Legacy Music Alliance. If you wish to be removed from
future communications, send an email to General Manager, info@legacymusicalliance.org.
Your email address will be removed from our communications list within ten business days, in
compliance with federal law.

The website is made available by Legacy Music Alliance, Inc. (“Legacy Music Alliance” or
“LMA” or “we” or “us” or “our”). This privacy policy sets out how we use and protect any
information that you provide when you use this website.

We are committed to ensuring that your privacy is protected. Should we ask you to provide
information by which you can be identified when using this website, you can be assured it will
only be used in accordance with this privacy statement.

We may change this policy from time to time by updating this page. You should check this page
from time to time to ensure that you are happy with any policy changes. This policy is effective
from January 1, 2012.

What we collect
We may collect the following information for product and project recordkeeping:

Name, contact information including your postal or email address and phone, demographic
information such as postcode and organizational affiliation, other information relevant to
events or programs.

What we do with the information we gather

We require this information to understand your needs and provide you with a better service.
We may contact you by email, phone, fax, or mail for the following reasons: to contact you for
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research purposes related to your user experience at our website to verify your use, registration,
comments, or otherwise address direct technical issues

Security

We are committed to ensuring that your information is secure. In order to prevent
unauthorized access or disclosure, we have put in place suitable physical, electronic, and
managerial procedures to safeguard and secure the information we collect online.

How we use cookies

A cookie is a small file that asks permission to be placed on your computer’s hard drive. Once
you agree, the file is added and the cookie helps analyze web traffic or lets you know when you
visit a particular site. Cookies allow web applications to respond to you as an individual. The
web application can tailor its operations to your needs, likes and dislikes by gathering and
remembering information about your preferences.

Links to other websites

Our website may contain links to enable you to visit other websites of interest easily. However,
once you have used these links to leave our site, you should note that we do not have any
control over other websites and cannot be responsible for protection or privacy of information
at sites not governed by this privacy statement. You should exercise caution and look at the
privacy statement applicable to the website in question.

You may choose to restrict the collection or use of your personal information in the following
ways:

Whenever you are asked to fill in a form on the website, look for the box that you can click to
indicate that you do not want the information to be used by anybody for research purposes if
you have previously agreed to us using your personal information for these purposes, you may
change your mind at any time by writing to or emailing us at General Manager,
info@legacymusicalliance.org.

We will not sell, distribute or lease your personal information to third parties unless we have
your permission or are required by law to do so.

If you believe that any information we are holding on you is incorrect or incomplete, please
email us as soon as possible, at the above address. We will promptly correct any information
found to be incorrect
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2. Creating Accounts

Before adding an account, search the database to see if the account already exists. There are two
ways to do this:
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Type the account name in the search bar with gray text that says, “Search your
database”

a. Click on the account name to open it

Click on the “Accounts” drop-down menu from the navigation bar
a. Click on the “Find an Account” blue button

b. Type the account name in the “Search For” field

Notes:
* A Quick Find will yield any accounts with a partial or full match. Specific searches
yield fewer results, but may also give you a false negative result.

An Advanced Find will provide the option to enter information in more search
fields, but it is more time consuming than a Quick Find.

2.1. School music program memberships

If the school music program is not in the system, create an account:
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Select the “Accounts” drop-down menu from the navigation bar
Click on the “Add an Account” blue button
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School music programs will be “Name and Recognition” or “Persona.”

Name and Recognition
Blackbaud o

® Communcatons  ~ Y Quenes ~

= Base

* Fill in the “Name” field with the school’s name and music program (choir, orchestra,
band)

Note: Don’t add school, use quotation marks around page titles, links, buttons, and
fields. Use quotation marks around page titles, links, buttons, and fields to the music
program name. Only old accounts (prior to 2014—2015 membership changes) have the
word school in the account.

* Click on the “Sort Name” field, or whichever field is preferred, and it should
automatically appear in search format
» Skip the “Recognition Name” field

Note: The “Recognition Name” field applies to individual members and constituents
such as donors, clinicians, and volunteers.
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Persona

Blackbaud eTapestry o

& Home ¥ 45 Accounts | v Ty Giving |~ @ communications ¥ Y Quenes v ol Reponts |+ £ Management | ¥

Set as Quick Entry Default
Set Permanent Defaults

Clear Defaults

* Click on the “Personal” drop-down menu next to the “Persona” field
* Select “Business”

Note: Account personas will be a “Business” persona.
Address

* Fill in the “Address Lines,” “City,” “State/Province,” and “Postal Code”
fields

* Fillin the “County” field (if applicable)

* Click on the “Change Country” link (if applicable) and select the
country from the “Select Country” drop-down menu

Contact Information

* Fillin the “Voice” field with the phone number
o If asecond phone number is provided, enter it in the “Voice 2”
field
o If Voice or Voice 2 fields are a cell phone number, copy it in the
“Mobile” field
* Fill in the “Email” field

Salutation

* Fill in the “Short Salutation” field with Mr./Ms./Dr./etc. followed by
their last name
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* Fill in the “Long Salutation” field with Mr./Ms./Dr./etc. followed by
their full name

Note

* Fillin the “Note” field with any pertinent information needed before
contacting the member (i.e., “Only call Voice during 8am—1pm,” or
“Do not call this clinician for clinics after 1pm.”)

Base

The “Base” fields are for any specific salutation(s) that would need to be
included on an envelope if a letter was sent to that member.

* Click on the “Base” link to expand the menu options
e  Click on the “Title,” “Music Educator Name,” or “Number of Students

in the Program,” fields and fill in applicable information

Note: Include any title for mailings — e.g. Mr./Ms./Mrs./Dr./etc.

User Defined Fields
Blackbaud | 2”7 N\

Set as Quck Entry Defaut

Set Permanent Defaults

S System Defined Fieids
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* Click on the “User Defined Fields: Account” link to expand the menu options

o The fields below this section (ex., “Membership Type”) have boxes to check,
additional drop-down menus, and fillable fields.

* Click on the “Member Since” field

* Fill in the “Member Since” field with the account activation date by typing in the date or
using the calendar button to the right of the field

* Fill in the “Date Renewed” field (if applicable) with the account activation date by
typing in the date or using the calendar button to the right of the field

Note: Enter the most current date and leave the “Member Since” field as the date they
signed up for Legacy Music Alliance (LMA).

* Click on the “Expiration Date” field
* Fill in the “Expiration Date” field with the expiration date by typing in the date or using
the calendar button to the right of the field

Note: The account will always expire on June 30.
Tips

* Enter information that is applicable to the type of account

* Double-check your work. It is CRITICAL to include all pertinent
information from the website order provided by the LMA data
manager.

* Hover over the field name for a pop-up containing additional
instructions

Note: For musicians, it is crucial that either the “Professional
Musician” or the “Clinician” box is checked in the “Membership Type”
field. If one of the above is not checked, their account will not show up
in our report of available clinicians.
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Saving Account Info
Blackbaud eTapestry o

Management v
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After all information has been entered, look at the “Tasks” box in the top
left corner (under the “Accounts” drop down menu) and find the “Save
And” button. Next to the “Save And” button is a drop down menu of
options of different screens after saving the account. After clicking the
preferred screen option, press the “Save And” button.

Note: This step is all about individual preference.

2.2. Boosters, donors, volunteers

If the clinicians, donors, or volunteers are not in the system, create an account:

Recently Viewed Accounts % 7 e
¥
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None
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O Incomplete kems
o Favorite Reports.
Favorite Reports No lems Found L e
o ems - o Launch My Journal b Memters
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* Select the “Accounts” drop-down menu from the navigation bar
* Click on the “Add an Account” blue button
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Name and Recognition
Blackbaud o

B Gvng v @ Communcatons |~ Y Quenes >

= Base

* Fill in the “Name” field with the clinician, donor, or volunteer name

Note: Don’t add school to the music program name. Only old accounts (prior to 2014—
2015 membership changes) have the word school in the account.

* Click on the “Sort Name” field (or whichever field is preferred) and it should
automatically appear in search format

* Fill in the “Recognition Name” field (if applicable) with the member’s preferred name
or nickname

o Click on the “Recognition Type” drop-down menu and select “Use Recognition
Name” if the member prefers to be referred to by the “Recognition Name”

Notes:

» After saving the account, this information will show up on the homepage of the
account “Recognition” box.

» If they do not have a preferred name, leave it as “Constituent Name” in the drop-
down menu and leave the “Recognition Name” empty.
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Persona

The persona for a clinician, donor, or volunteer account will be a Personal persona.
Blackbaud eTapestry o

# Home ~ 4% Accounts | v Ty Giving |~ @ communications ¥ Y Quenes - ol Reponts | ~ £ Management |~

Save And | Go to Personas vig

Set as Quick Entry Default
Set Permanent Defaults

Clear Defaults

Address

* Fill in the “Address Lines,” “City,” “State/Province,” and “Postal Code”
fields

* Fillin the “County” field (if applicable)

* Click on the “Change Country” link (if applicable) and select the
country from the “Select Country” drop-down menu

Contact Information

* Fill in the “Voice” field with the phone number
o If asecond phone number is provided, enter it in the “Voice 2”
field
o If Voice or Voice 2 fields are a cell phone number, copy it in the
“Mobile” field
* Fill in the “Email” field with the email address

Salutation

* Fill in the “Short Salutation” field with Mr./Ms./Dr./etc. followed by
their last name

* Fill in the “Long Salutation” field with Mr./Ms./Dr./etc. followed by
their full name
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Base

The “Base” fields are for any specific salutation(s) that would need to be
included on an envelope if a letter was sent to that member.

* Click on the “Base” link to expand the menu options
*  Click on the “Title,” “Music Educator Name,” or “Number of Students

in the Program” fields and fill in applicable information

Note: Include any title for mailings — e.g. Mr./Ms./Mrs./Dr./etc.

User Defined Fields
Blackbaud

S System Defined Fieids

* Click on the “User Defined Fields: Account” link to expand the menu options
o The fields below this section (ex. “Membership Type”) have boxes to check,
additional drop down menus, and fillable fields.
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Tips

* Enter information that is applicable to the type of account
* Double-check your work. It is CRITICAL to include all pertinent
information from the website order provided from the LMA data

manager.

* Hover over the field name for a pop-up containing additional
instructions

* See the “Management” if a field does not include an option that needs
to be added

Saving Account Info
Blackbaud »

“wing ~ ® Communcatons Y Cuenes ~ i Reponts = € Management v

S System Defined Fieids

After all information has been entered, look at the “Tasks” box in the top
left corner (under the “Accounts” drop down menu) and find the “Save
And” button. Next to the “Save And” button is a drop down menu of
options of different screens after saving the account. After clicking the
preferred screen option, press the “Save And” button.

Note: this step is all about preference.
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2.3. Vendors and events

Vendors and events are treated the same as school music programs memberships. After
searching for an existing account,
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Launch My Journal

¢ (Click the down arrow next to “Accounts” on the menu bar
¢ Click the “Add an Account” blue button.

Name and Recognition
Blackbaud eTapestry »

Set a8 Quck Ertry Deftt

Set Permanent Defauts

Clear Detauits

This is the first section of information to be entered.

* Type in the name for the account in the “Name” line that is provided.

* Enter the name of the school and which music program (choir, orchestra, band) and
then

* Click on the “Sort Name” line (or whichever line is preferred) and it should
automatically appear in search format.
» Skip the next line “Recognition Name.”
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Note: This step applies to individual members such as donors, clinicians, and
volunteers — not vendor/events accounts.

Persona
Blackbaud eTapestry 0

4 Accounts | v Ty Giving |~ @ communications | ¥ Y Quenes - ot Reponts  » £ Management |~

Set as Quick Entry Default
Set Permanent Defaults

Clear Defaults

The persona for a booster, donor or volunteer account will be a personal persona.
Address

* Enter in the address provided.

* Enter the address, city, state, zip code, county (if the county is
applicable, usually it’s not), and select the country in the drop-down
menu.

Contact Info

* Then, enter the other contact information they have provided.

* The “Voice” line is for the phone number they have provided.

» If they have provided a second phone number, put it in “Voice 2.”

» Ifeither “Voice 1” or “Voice 2” are a cell phone copy that number into
the “Mobile” line.

* Enter in their email and any notes they may have provided about best
times to contact them.

Salutation

The last two lines in the Persona section are “Short Salutation” and “Long
Salutation.”
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* The “Short Salutation” is Mr./Ms./Dr./etc. and their last name
* The “Long Salutation” is Mr./Ms./Dr./etc. and their full name

Base
This section is found at the bottom of the “Persona” section. It is for any

specific that would need to be included on an envelope. Include the title in
this section - Mr./Ms./Mrs./Dr.- etc.

User Defined Fields: Accounts
Blackbaud N

Clear Defautts

S System Defined Fieids

Under the “Persona” section is a small section called “User Defined Fields” with an arrow
pointing down.

* Click the option under it labeled “User Defined Fields: Account” with an arrow
pointing to the right.
* Along list appears. Click on the options (ex. “Membership Type”).

Notes:
* Depending on the line of the User Defined Fields, there are either boxes to check,

a drop down menu, or a box to type the information in.
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* Information only needs to be entered that is applicable to the type of account.
Hover over each defined field to find out if it is required for that account type.

* Ifa field does not include an option that needs to be added, see the Management
section for how to add a value to a defined field.

* Double checking is CRITICAL! Make sure to include all pertinent information
from the website order provided from the LMA data coordinator.

Saving Account Info
Blackbaud o

“wing ~ @ Communcatons - Y Quenes ~ i Reponts ~ € Mmanagement

S System Defined Fieids

After all information has been entered, look at the “Tasks” box in the top
left corner (under the “Accounts” drop down menu) and find the “Save
And” button. Next to the “Save And” button is a drop down menu of
options of different screens after saving the account.

Note: Again, this step is all about preference. After clicking the preferred
screen option, press the “Save And” button.
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3. Updating Records

To update records, first search the database for the account. There are two ways to do this:
Blackbaud «7 y o

1. Type the account name in the search bar with gray text that says “Search your database”
a. Click on the account name to open it

2. Click on the “Accounts” drop-down menu from the navigation bar
a. Click on the “Find an Account” blue button
b. Type the account name in the “Search For” field
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3.1. Personas

Access the account to update a member, donor, clinician, or volunteer “Persona” (mailing
address, birthday, phone number, etc.):

Blackbaud o

* Click on the account name to open it

* Click on the “Personas”link in the submenu located beneath the account quick
information in the top left corner

* Select the field that needs to be updated

* Enter the updated information

* Click on the “Save And” gray button in the Tasks box located on the left
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3.2. Renewals

If members renew their account, update the account expiration date:

Blackbaud « y o

———— e | S tetses stgrw | s st | vt s | (EEENTEENEETY | 6t

* Click on the account name to open it

* Click on the “Defined Fields” link from the submenu located beneath the account quick
information in the top left corner

* Click on the “Expiration Date” link

* Enter the new membership expiration date (the date can be changed to one year from
the date of the renewal).

Note: Make sure to add a Journal Entry “Note” to the account recording the update has
been made based on membership renewal and the date of the renewal.

3.3. Donations
Donations are entered using the “New Gift/Pledge” form. There are two ways to access this:

1. “Journal” link
Blackbaud eTapestry 0

4% Accounts |~ Giving |~ # communications |~ ! Queries v i1 Reports |~ Management |~
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= Segmented Transaction
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Notes

Note
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Calendar
Calendar tem
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* Search for the account

* Click on the account name to open it

* Click on the “Journal” link from the submenu located beneath the account quick
information in the top left corner

* Select the “Gift/Pledge” form from the “Add New” drop-down menu on the left, beneath
the account quick information and submenu

* Fill in the “Basic Information” fields with gift information from the donation form

i. If the donation is part of a sponsorship fund or campaign, select the corresponding
organization from the “Fund” and/or “Campaign” drop-down menu(s).

ii. If the donation is an Adopt-a-School sponsorship, a soft credit needs to be applied to
the account.

1. Search for the account
2. If an account is not found in the database, enter a gift note on the left hand side
of the screen notating the school music program that is being sponsored

* Select the “Gift Type” (cash, credit/debit card, etc.) from the “Check” drop-down menu
on the right

* Fill in the “Gift Type” fields with transaction notes pertaining to gift

* Attach the supporting documentation(s) (copy of check, donation form, etc.) by clicking
on the “Attachment Information” gray bar

2. “Giving” link

Blackbaud »

i
z
5

Protmg T

Save Ana | Sesrch v

CI0wetaun date feld 10 sbwarys be Yodey's™ date

* Click on the “Giving” link in the navigation bar (not the drop-down menu)

* Click on the “Search for an Account” gray button next to the “Account Number” field
* Type the account name in the “Search For” field

* Click on the “Find” button

* Click on the account name to open it

* Fill in the “Basic Information” fields with gift information from the donation form
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i. If the donation is part of a sponsorship fund or campaign, select the corresponding
organization from the “Fund” and/or “Campaign” drop-down menu(s).

ii. If the donation is an Adopt-a-School sponsorship, a soft credit needs to be applied to
the account.

Biachdad o

Now G Peage

1. Search for the account
2. If an account is not found in the database, enter a gift note on the left hand side
of the screen notating the school music program that is being sponsored

* Select the “Gift Type” (cash, credit/debit card, etc.) from the “Check” drop-down menu
on the right

* Fill in the “Gift Type” fields with transaction notes pertaining to the gift

* Attach the supporting documentation(s) (copy of check, donation form, etc.) by clicking
on the “Attachment Information” gray bar

* Click on the “Save And” gray button at the bottom before changing screens, or the data
just entered will be lost
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3.4. In-kind donations

In-kind donations are entered using the “New Gift/Pledge” form. There are two ways to access
this:

1. “Journal” link

Blackbaua o

* Search for the account

* Click on the account name to open it

* Click on the “Journal” link from the submenu located beneath the account quick
information in the top left corner

* Select the “Gift/Pledge” form from the “Add New” drop-down menu on the left, beneath
the account quick information and submenu

* Fill in the “Basic Information” fields with gift information from the donation form

* Select “Gift In Kind” from the “Check” drop-down menu on the right

* Fill in the “Gift Type” fields with transaction notes pertaining to the gift

* Attach the supporting documentation(s) (copy of check, donation form, etc.) by clicking
on the “Attachment Information” gray bar

* Click on the “Save And” gray button at the bottom before changing screens, or the data
just entered will be lost
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2. “Giving” link
Blackbaud cTapestry” . N ) —
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* Click on the “Giving” link in the navigation bar (not the drop-down menu)

* Click on the “Search for an Account” gray button next to the “Account Number” field
* Type the account name in the “Search For” field

* Click on the “Find” button

* Click on the account name to open it

* Fill in the “Basic Information” fields with gift information from the donation form

* Select “Gift In Kind” from the “Check” drop-down menu on the right

* Fill in the “Gift Type” fields with transaction notes pertaining to the gift

* Attach the supporting documentation(s) (copy of check, donation form, etc.) by clicking
on the “Attachment Information” gray bar

* Click on the “Save And” gray button at the bottom before changing screens, or the data
just entered will be lost

3.5. Name changes

Often a name needs to be changed on an account because of misspelled or changed names, or
for editing purposes:

* Click on the “Other” link from the submenu located beneath the account quick
information in the top left corner

* Change the spelling in the “Name” field of the account
* Click on the “Save And” gray button in the Tasks box located on the left
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4. Managing Journal Entries
4.1. Journal entries

The journal entries are essentially the best way for us to track account activity and keep
everyone updated at any point in time. So any time we do any of the below, we should be
creating a journal entry:

*  Email

e Call

* Receive a donation

* Collect an invoice

* Use of benefits by a member
* Meet face-to-face

This allows any member of the LMA team access to information about the accounts without
contacting another member of the team.

4.2. Invoices

This is how member benefits are tracked. So it is essential that these journal entries are kept up
to date and accurately filled out.

Educator essentials invoices

Blackbaud »

4 Accounts v/ Ty Gwving v/ @ Communications v 'Y Queries v/ ylyReports ¥ & Management ~

@ System Defined Fields

* Click on the “Journal” link from the submenu located beneath the account quick
information in the top left corner

* Select the “Contact” form from the “Add New” drop-down menu on the left, beneath the
account quick information and submenu
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* Fill in the “Date” field with the date the clinic happened
* Fill in the “Subject” field with EE Clinic
* Click on the “Method” drop-down menu
* Select “Clinic”
* Fill in the “Base” fields
» Attach the Wo (if applicable)
o Fill in the “Note” field recording that a W9 is attached.
* Click on the “Save And” button in the Tasks box located on the left

ITS invoices
Blackbaud 2

& System Defined Fieids

* Click on the “Journal” link from the submenu located beneath the account quick
information in the top left corner

* Select the “Contact” form from the “Add New” drop-down menu on the left, beneath
the account quick information and submenu

* Fillin the “Date” field with the invoice date

* Fill in the “Subject” field with ITS

* Click on the “Method” drop-down menu

* Select “Repair or Purchase”

* Fillin the “Base” fields

* Click on the “Save And” button in the Tasks box
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4.3. Contacts

For any contact (mailing, email, meeting, phone calls) with a member, donor, or prospect the
journal entry type will be a “Contact.”

Blackbaud »

# Home ~ = Accounts v Ty Gwvng ~ P Communcations ~ Y Queres v ;f|R-:o:m v & Management ~
Example member | I
Home | Personas | Relssonstvos | EENENT | Omer | Defined Fieids | € s

* Click on the “Journal” link from the submenu located beneath the account quick
information in the top left corner

* Select the “Contact” form from the “Add New” drop-down menu on the left, beneath the
account quick information and submenu

* Fill in the “Date” field with the date contact is made

* Fill in the “Subject” field using your best discretion

* Click on the “Method” drop-down menu

Email

Phone

Mailing (anything not generated in eTapestry)

Face-to-face meeting

Prospective meeting (potential donors, volunteers, board members)

* Fill in the “Note” field with any pertinent information about the contact.

* Click on the “Save And” button in the Tasks box located on the left

O O O O O
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4.4. Notes

This type of Journal entry is appropriate for anything that is pertinent and important to the
account that is not related to invoices, fundraising, or direct contact.
Blackbaud eTapestry »

Accounts v ! ® Communkations ~ ¥ Quer : Management ¥

* Click on the “Journal” link from the submenu located beneath the account quick
information in the top left corner

* Select the “Note” form from the “Add New” drop-down menu on the left, beneath the
account quick information and submenu

Black baud o

New Note

* Fill in the “Note” field” with information regarding the contact
¢ Click on the “Save And” button in the Tasks box located on the left
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5. Creating Queries and Reports

Building a query is the first step in creating a pool of data to draw from when pulling a report. A
query will allow you to narrow the criteria to draw upon when running a report. Many queries
already exist in the database. Make sure to search through the existing queries before building a new

query.

5.1. Queries
Blackbaud ko, ool

diRepots ~| & Management ~

Query Categories

* Select the “Queries” drop-down menu from the navigation bar
* Select the category the primary data will pull from
* Click on the “New Query” link in the Tasks box located on the left

Blackbaud )

(reate aNew Query

* Fill in the “Name” field with a query name
* Click on the “Starting Criteria” drop-down menu and adjust the fields (if applicable)
o A new query will auto-populate the starting criteria based on the selected category to
create the new query

* Click on the “Data Return Type” drop-down menu
* Select the “Data Return Type”
* Create the query criteria using the available fields in the “Data Return Type” fields
* The query will automatically pull to match “All of My Criteria”; a query may yield data that
may match only part of the criteria.
o Click on the “Match” drop-down menu to change the query criteria to “Any of My
Criteria”
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*  Check the “Favorite Query” box to create a shortcut on the home page (if applicable)
* Click on the “Save And” button in the Tasks box

5.2. Reports

A report is built using a specific selection of data from the database
Blackbaud L Wekoms omi v @ Hep3Supot @B

# Home ~ 4 Accounts v 3 Guing ~ ® Communications ~ Y Queries ~ oli Repotts ~ & Management ~

Report Categories

Tasks eTapestry Standard Reports
eTapestry Benchmark Reports

Dasiaying 13 of 13 Categories
Find
systom ﬂ ested 2182014 1240 P

LMA Accounts

ll
Explred Mo ""u
hitps://bos.etapestry.com/prod/edtReportCategoriesdo TS Benefits

* Click on the “Reports” link in the nav1gat10n bar (not the drop-down menu)
* Select the category the primary data will pull from

Note: Creating a new general category may be more beneficial for finding the report in
the future.

* Click on the “New Report” link

Blackbaud Welcoms. emj > | @ Hep&Supon~ | @

& Home ~ 3 Accounts |~ Ty Gwing ~ ® Communications ~ Y Queries ~ Wli Reports = © Management ~

(reate aNew Report

Tasks Name Group Report By

Save |

Save and Run <: Description

Preview Layout

Info
Roorder Columns
r

i mo the right of the column fext
lick and drag the column up of down

Selected Fields
Sorta Column

Click @1o the left of the column name. Click Ab for

ascending or 4 for descending, then use the

2015 11:21 M (0 Hourls

* Fillin the “Name” field with a query name

*  Check the “Favorite Report” box from the “Report Options” section on the right to create a
shortcut on the home page (if applicable)

* Click on the fields desired to display in the report from the “Available Fields” section on the
right

* Save the report. There are two ways to do this:
o Click on the “Save” button on the left hand side of the screen to save the query
o Click on the “Save and Run” button in the Tasks box to immediately view the report
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5.3. Export reports

A report can be exported as a PDF or Excel document, and it can also be scheduled to run
regularly.

Exporting to a PDF document

Blackbaud eTapestry 1L Welcons, omj >~ @ HepaSuporT &

Management |~
Adopt.a- School Campaigns

Clinicians

Expired Members
How did you hear about us?
Clinic Hours Used
rs Used Crested: 57232014 1190 AN Last Used: 102872014 480
ITS Benefits
Urgent Needs List Created 11/18:2014 4.41 P
Bonofits Used
Prospective and Current Donors

Thank You's

* Click on the “Report” link in the navigation bar (not the drop-down menu)
* Select the category the primary data will pull from

* Hover over a report title to highlight

* Click on the “Run Report” link in the submenu beneath the report title

Blackpaua ) L Wexoms emjv | g MEDESUPOTT  &m

Home = Accounts | ¥ Giing Communications = Queries |~

Launch Clinic Hours Used

mQuery
Category|Base

] Remember e qEMTTETTNEETE fof the next BMe you run this report?

B Export As
®Transactions O Line ems O Extended Line tems

e fom opton | USed for ACCOUNNG PUTDOSES, ANG SOUE only be Sekcied when exportng Gebe of Credt feids

Porsonas Reported

®Based on hierarchy O Al
None Selected) v
None

Note: If an account does not have any of the

Export Format

® Expont as tad-c

ed

Export with faed-length fields

@ Delivery Options
Rep

at [Display Results on Screen v

Del

| emy@legacymusicaliance. org

a

* Click on the “Base” drop-down menu in the “Category” field

* Select the “Category”

* Click on the “Clinic Hours — JE” drop-down menu in the “Query” field
* Select the “Query”
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Blackbaud eTapestry L Wecome em| v | @ HepaSwpon” @

] Remember the query you choose for the next bme you r

B Export As

orting debd or credt feks

Note: If an account does not have any of the a rsona will be used.

3}

CSVFile
® Export| CSVFile
BP0 MRG i
MRG File
MRG File

| Delivery Options. bl
Report Format [Display Resuts on Saeen v

Deiivery Email emi@legacymusicaliiance org

Delivery Email Subject
Archive In Zip File [ @
Submit
Schedule for Of-Hours

Note: Once

. moetin on the eTapest
Pease be patie s,

" pestry server
‘sddtonal queries, reports, or exports untl

* Click on the “Report Format” drop-down menu

* Select a “PDF Document - Download,” “PDF Document - Dropbox,” or “PDF
Document - Email”

*  Click on the “Submit” button at the bottom

Exporting to an Excel document

Blackbaud eTapestry 1L Welcons omj > | @ HepaSupor> @8 | Logout

Communications

Adopt-a-School Campaigns

Clinicians
Expired Members Crested 5122014 1203 PM
Find 5
How did you hoar aboutus?  Cresws 8232014 10 83 AN
Clinic Hours Used Crested 5232014 11 48 AM
rs Used Crested: /232014 1160 AN Last Used 102872014 420
Y
ITS Benefits
Urgent Needs List Crested 11/19:2014 4.41 P

Bonofits Used

Prospective and Current Donors

Thank You's cre v

* Click on the “Report” link in the navigation bar (not the drop-down menu)
* Select the category the primary data will pull from

* Hover over a report title to highlight

* Click on the “Run Report” link in the submenu beneath the report title

BIACKDAUn B1apesiry b & wecome emj T | g MePEIURONT |
o

Communications

mQuery
Category|Base
Query| Clinic Hours - JE

B Export As

b cr creat teics

Personas Reported

®Based on
None Sel
None Se

Note: I an account does not have any of the selected personas, its primary persona wil be used.

Export Format
® Export as tab-delimited

Export with fred-length fields

@ Delivery Options.
Report Format Display Results on Screen v

C

mail emy@legacymusicaliiance org

Delivery Email Subject
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* Click on the “Base” drop-down menu in the “Category” field

* Select the “Category”

* Click on the “Clinic Hours - JE” drop-down menu in the “Query” field
* Select the “Query”

Blackbaud L Welcome, emj ) HebaSupot T @ B

Home ~

Accounts ¥

Gwing

B Export As

rsona will be used

| Delivery Options.
aeen

| em@legacmusicaliiance.org

Submit

Schedule for Off-Hours

Note: Once a query based process
Pease be patient as this completes.

Click on the “Report Format” drop-down menu
Select an “Excel File - Download,” “Excel File - Dropbox,” or “Excel File - Email”
Click on the “Submit” button at the bottom

Schedule for Off-Hours

This is most effective for a regularly scheduled report, tracking members as well as

donations or a campaign.
Blackbaud 1 Wekcos

emiv @ Hebs Suppont v

& Home ~

Updated 7.23.2015

Accounts |~ Ghing = ® Communications Queries |~ Management |~
Adopt.a-School Campaigns

Clinicians

TS Benefits

Thank You's »

Click on the “Report” link in the navigation bar (not the drop-down menu)
Select the category the primary data will pull from

Hover over a report title to highlight

Click on the “Run Report” link in the submenu beneath the report title
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& wecoms emy v | @ neDENPPTT

BlacKDaua elapesiry arch atabase

Accounts ¥

mQuery

Category|Base
Query| Clinic Hours - JE

Ecit the Seiected Guery | Creste » Me

] Remember e qUETTOTTNEET for the next Bme you run this report?

B Export As
@ransactions OLine tems O Extended Line ems.

The ine fem opton & Used for accountng purPoses. and shouid only be selected when exportng Gebd or Credt fieids

Personas Reported

®Based on hierarchy O AN
None Selocted) v
None Selected) v
Note: I an account does not have any of the selected personas, its primary persona wil be used.
Export Format
® Export as tad-delimited
Export with fred-length fields

@ Delivery Options
Report Format Display Results on Screen v

Delivery Email emy@legacymusicaliiance org

Delivery Email Subject

* Click on the “Base” drop-down menu in the “Category” field

* Select the “Category”
* Click on the “Clinic Hours - JE” drop-down menu in the “Query” field

* Select the “Query”

Blackbaud eTapestry

A Welcome emj v @ Hep&Suppot @ | Logowt

Home =

V] Remember the query you choose for the next time you run this

B Export As

® Transactions O

The ine fem option is used for accounting purposes, orting deba or cred feks

ona will be used.

CSVFile-
® Edot|  CSVFile-Email

MRG File - Download
MRG File - Drop Box
IRG File - Email

Report Format | Display X Treen v
|::>D -
Delivery Email Subject

Archive in Zip File [ @

| Delivery Options.

Submit

Note: Once a query based process is started ¢ wil % unti completion on the eTapestry server
Pease be patient as this completes. You will be unable 1o start addional queries, reports, or exports unl
ths request completes.

* Click on the “Report Format” drop-down menu

¢ Select a “PDF Document - Email,” an “Excel File - Email,” a “CSV File - Email,” or a
MRG File - Email"

* Fillin the “Delivery Email” field with the email address

* Fill in the “Delivery Email Subject” field with the email subject

* Click on “Submit for Off-Hours”

Blackbaud eTapestry

Home = Gwing ~ Communications

L Wekcome,em| > | @ HepiSupport™ | @ | Logost

- Reports. Management ~

Show temyfFor Just Me v
X Expired members (This Month) sabled:
Next Schedulec: 71815
ol Name:|Clinic Hours Us ed (Clinic Hours
Lost Run: 74115 1230 AM (Last 10 Run Resuls) Dely
®Every 1 Day(s)
Every Woekday
Schedule:
x & 2014-15 school year 2014-15 School year) Weekly
Next Scheduled: 71915 ey

£nd Date: 6/30/15
Lost Run: 6/26/15 1:32 AN (Last 10 Run Resuls) Report: Ciinic Hours Used Clinic Hours Used

Query: Base Clinic Hours
X Members - programs (Members - programs) o S
Next Scheduled: 7915 Valid From: 71822015 1812018
Kt Duis: S00E Emait: en@egscymusicatance org (Biank 10 Use Wy Ofbp Box)
Lost Run: 6/26/15 1:32 AW (Last 10 Run Resuls)

Sublect:|Your scheduled job, Clric Hours Used. h

Update

From to Fiter

Al jobs il be fun between 12:30 AM and 430 Al according 10 your user's me zone.
Al scheduling option defaults are setto tomorfow because thatis the next availale of-hours time as today's time has already occurred.
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* Select how often to receive the report in the “Schedule” field (daily, weekly, monthly)
* Fill in the “Valid From” field with dates to run the report
* Click on the “Update” button at the bottom

6. Managing Accounts

The management section allows eTapestry account administrators to make broad changes that
affect all of the accounts in eTapestry.

6.1. User Defined fields

Many of the User Defined Fields have a limited amount of responses or “values” that you can
choose. Often you may need to add some values in order to complete the information in a
journal entry or the defined fields section of an account.

Blackbaud 1 Weicome, emj HepsSwpor~ | @ | Logat

# Home ~/ A Accounts ¥  TyGwing v/  # Communications ~ Y Queries ¥/ fliRepots ¥ & Management |~
Management
Import | Standard Exports | Mass Update

Admin Donation Strategies

Manage user access and general settings in your database. Create designations for your donations and set goals.
Fund

Manage Your Online Presence

Create

ne giving options for your constituents

(Cart

Fu

DIY Forms

https://bos.etapestry.com/prod/ManagementLandingPage.jsp

* Click on the “Management” link in the navigation bar (not the drop-down menu)
* Click on the “User Defined Fields” link below the “Database Configuration” section
* Select the category the primary data will pull from

Blackbaud wcoms, emj > | @ HephSioot® @

# Home ~ 4 Accounts |~ 'y Gving ~/ @ Communications ~ Y Queries (»/  JliReports |~ © Management ~

Edit User Defined Field Categories

Tasks Soney Mame - 02 Caregories
Base
Title o
»

Member Type

yefined Field Set

Add Defined Fleld Set
Member Since
Date Renewod

Username

—Music Educator Mame. Acclies Taxi Finlc S— N

* Click on a field, andvdrag and drop to reorder
* Click on “New Field” to add a defined value
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A Welcome, emj * | @ Heb&Support ¥ | @ | Logout

Blackbaud eTapestry

Accounts Giving Communi

Field: New
Basic Information

Name |Name of Value
Description
Data Type |(None Selected) | v

Helpw te (mmiddiyyyy)
Note: Datais savec Month, Day (mmidd)
Name: This is whet Number
the field will be the | Currency
Back | Next || SaveandFinish Description: Descrip GpoRaTTieTd. You can include a description to give you more information regarding the field
Field Data Type: The Field data type is the type of information you would like your defined field to hold.
Text- Your user defined field will accept any combination of numbers, letters, and symbols. For example, you would choose the Text Data Type when setting up a field to capture an
envelope salutation for an account
Date (mm/ddyyyy) - Your user defined field will accept all dates i the mmidd#yyy format (North American locales) or ddimmiyyyy (European locales). For example, you might choose the
Date Data Type when setting up a field to capture an anniversary date or date of birth
Month, Day (mm/dd) - Your user defined field wil accept all dates in the mmdd format (North American locales) or ddimm (European locales). For example, you might choose the Month,
Day Data Type when setting up a field to capture birthdays or other dates, if capturing a specific year is not necessary

jumber - Your user defined field will accept any decimal or whole number which can be either positive or negative (12, 125, -54
Currency - Your user defined field will accept currency amounts and will have the dollar sign display when itis saved or displayed in a report

ish step or the “Save And" button.
e defined field. The name should reflect the information you wish to convey. Examples are Interests and Gender. The value(s) that are within

Navigation

* Fill in the “Name” field

* Fill in the “Description” field, if applicable

* Click on the “None Selected” drop-down menu next to the “Data Type” field

* Select the “Data Type”

* Click on the “Next” button in the Navigation box located on the left to go to the “Field
Application” form

Blackbaud eTapest L Welcome, emj | @ Hep & Support > | @ | Logout

Home

Field: New

Field Application

AccountTypes: [constituents  [ITributes Ousers

Journal Types: [Jcalendar items [Jcontacts OINotes [CTransactions
Other: [Jpersonas CIRelationships

Help v

Note: Data s saved when you selectthe “Finish" step o the “Save And button.
Field Application: This section refers to the area of the database that you would ke your new fieldto appeat.In order to make eTapestry more customizable we have provided several
Navigation locations that you can apply your field fo. These include

Account Types - There are three account types (of roles) in eTapestry, These include constituents, ributes and users. Each of these roles has a defined field page as part of heir account
Back{ | Nest. || Snem snd Eicish Where user defined fields can be applied. This page of the accountis sed o further define the account by categorizing by interests, type, gender,etc. It is a way to further define the
characteristics and interests of an account in your database. The majortt of your defined fields will be applied to the constiuent, as these are main accounts in your database

Journal Types - There are four journal entry types where defined fields can be applied. These included calendar items, contacls, notes and ransactions. Transactions include gift,
pledges, payments and disbursements

Other - There are two other sections of the database where defined fields can be applied. These include the persona page of an account and the relationship page of an account. The
Persona page is another area of the database where defined fields are commonly used. Fields applied here relate more to the address of the account and would commonly be used for
malling purposes

*In most cases tis recommended that you only apply your field to one area of your database.

* Click on the checkbox(es) next to “Account Types,” “Journal Types,” and “Other” fields in
the “Field Application” section
* Click on the “Next” button in the Navigation box located on the left to go to the “Field

Attributes” form

Blackbaud eTapestr L Welcome, emj ~ | @ Heb & Support > | @ | Logout

Home ommunications

Field Attributes
Yes
[] Would you like this field to be required?
[C] Would you like the option to search on this field using Advanced Find?

[J Would you like this field to be visible in eTapestry Mobile?

Help
Note: Data s saved when you selectthe ‘Finish" step or the “Save And button

Required: Selecting this option will mark the field as a required field. Required fields are noted by a red circle icon and must be filed out before 3 user can save any other defined fields
information

Back || Next || Save andFinish Display on Advanced Find Screen: Selecting this option will put your field on the Advanced Find Screen. This will allow you'to use it as Advanced Search criteria

Navigation

¢ Click on the checkbox(es) below the “Field Attributes” section if the answer is “Yes” to the

question
* Click on the “Next” button in the Navigation box located on the left to go to the “Display

Types” form
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Updated 7.23.2015

Blackbaud eTapestry L Welcome,emj > | @ Hep & Support > | @ | Logout

Home v mmuni 0 I Reports

Field: New

Display Type
Selectable Types

Oselection from a set of values Allow assignment of only one item
Example Field

A
. ¥ Field Value 8 .
@ I Field Valve C Field Value A
il vaiue &
[ Finsn

Freeform Text Types

fext Box O Note Field

Navigation 2 Example Field 4

Back || Next || Save andFinish [User tyoes vaiue here [User can enter n 101 o7 1o
to be displayed on multiple
ines for easy readabily.

Help v
Note: Data is saved when you select the "Finish” step o the “Save And” button.

Display Types: Select a display types to indicate the format of your new field

Selectable Types:

Selection from a set of values (also kniown as a Multi-Select Field) - This field setup will allow you to select multile values from your field. An example of multi-select field would be
Volunteer Availability Sample values would be day, evening and weekend. This could be a field where a constituent might have more than one available time. Please note ifyou use this
display option there is one more step in the defined field creation process where you will add the values that correspond with your new field

Allow assignment of only one item (aiso known as a Single Select Field) - This field setup will allow you to only Select one value from your field. The field will display a drop down and will
allow you to select from a list of values that you add to the database. An example of a single Select field would be a Yes/No field or a gender field. Please note if you use this display option
there is one more step in the defined field creation process where you will add the values that correspond with your new field

Freeform Text Types:

Text Box - This field setup will allow you to type in a value or sting oftextin one field on a single line. An example of when you might use this field is to track a date or possibly volunteer
hours

Note Field - This field setup will allow you to enter a large amount of textin one field on multiple lines for easy readabiliy.

Click on the checkbox(es) below the “Display Type”

o The help section beneath the selection area outlines detailed information about each of
the display types

Click on the “Next” button in the Navigation box located on the left to go to the “Values”

form

Blackbaud eTapestry A4 Welcome, emj ~ | @ Hep&Support | @ | Logout

Field: New
Steps Add Value Find Values
[ easic Name Add Value »
Description
B8]
m SortBy N = Displ 00f0 Vs
a y Mame Enabled jplaying 0 o1 0 Vlues
]
Help

Note: Data is saved when you selectthe “Finish step or the “Save And" button.
Values: In a new field this section will be empty, but as you add values this section will populate with those new values. In an existing field this section will include existing values. Those
Back || Next || Save andFinish values can be Disabled if you no longer need to use them. They can also be edited if you need to change the name or description. Itis important to note that once a value has been saved
it cannot be deleted. Values can only be disabled.

Add Value: New values can be added in this section by typing in the name and selecting the Add Value button or by simply selecting your Enter key. A short description can also be added if
needed

Navigation

Fill in the “Name” field (if application)

Click on the “Next” button in the Navigation box located on the left to go to the “Finish”
form

Click on the “Save and Finish” button in the Tasks box located on the left

Note: To add a Defined Field in the Edit User Defined Field Category: Select Base screen
under Tasks, and select “New Defined Field.” Follow the steps to add a New Defined Field
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6.2. Relationship types

Relationship Types can be added to accommodate new relationships that arise.

Blackbaud eTapestry 4 Weicome,emj > | @ Hep 8 Support > | @9 | Logout

Home ~ Accounts | ¥ - Communications

Management

Import | Standard Exports | Mass Updato

Admin Don Stratogios

Manage user access and goneral settings in your database. J0signations for your donations and set goals.

Social Modia Finder

Manage Your Online Presence

Ve giing options for your constituents

* Click on the “Management” link in the navigation bar (not the drop-down menu)
* Click on the “Relationship Types” link below the “Database Configuration” section

Blackbaud eTapestry L Wecone,emi > | @ HepiSuwpot~ | @ | Lo

Z —_— SonBy NHame Enabied Ciselaying © of  Relatonshio Troes
—— A Corporate | Employee

School District / School program

Parent | Child
Corporate | Individual Location
Husband | Wife

Spouse / Spouse

* Click on the “New Relationship Type” button in the Tasks box located on the left

Blackbaud eTapestry 4 Weicome,emj > | @ Heb&Support ~ | @ | Logout
Home ¥ Accounts | ¥ Giving (¥ Communications |~ Queries |~ Reports ¥ Management |~
New Relationship Type
Tasks Participant 1 Role
Save And View all Relationship Types v Participant 2 Role

* Fill in the “Participant 1 Role” and/or “Participant 2 Role” fields
¢ Click on the “Save And” button in the Tasks box
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6.3. Sticky Note types

Sticky Note types can be added to accommodate new note types that arise.

Blackbaud eTapestry L Wecome,em| > | @ HepsSuwpont™ | @ | Logou

Gwing = Communications = ies v Reports |~

Management

Import | Standard Exports | Mass Updato

Social Modia Findor

Manage Your Online Presence

Create oniine giving options for your constituents

* Click on the “Management” link in the navigation bar (not the drop-down menu)
* Clickon the “Sticky Note Types” link below the “Database Conﬁguratlon sectlon

Blackbaud ¢ try L Wecone em| v | @ HepsSupotT |

Communications ies v I Reports ¥ Management |~

Sticky Note Types
SortBy Name Enabled Otsoeying 8 o8 Suay Nete Troes
G St ot Tipo - .
Tt Tyve
Important n
Save Sticky Note Type Order
o Business ™
I »
Personal | |
Vacation D
Event _}
Contact Prefs ]

Correspondence Prefs

|

* Click on the “New Stlcky Note Type” button in the Tasks box located on the left

Blackbaud eTapestry oo 1 Wekcome,omi > | @ Heb8Sipon~ | @ | Logou
q
Home '~ Accounts | ¥ Giving | Communications |~ Queries |~ I Reports |~ Management |~
Sticky Note Type
Tasks Color[Red v
Save And | |View All Sticky Note Types v Color
Preview’
Name
Description

* Click on the “Red” drop-down menu next to the “Color” field
* Fill in the “Name” field

* Fill in the “Description” field

* Click on the “Save And” button in the Tasks box
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6.4. Campaigns

New Campaigns can be added according to the needs of LMA.

Blackbaud eTapestry L Weicome. emj > @ HepsSuwpet Y | &

Management

Import | Standard Exports | Mass Updato

Admin Donation Stratogios
[ coss and goneral sotlings in your database. Croato dosignations for your donations and st goals
Campaigns
Trpresens
Letter
oals

Ve giing options for your constituents

(Cart

WY Forms Relationship Types
Sticky Note Types

* Click on the “Management” link in the navigation bar (not the drop-down menu)

* Click on the “Campaigns” link below the “Donation Strategies” section

Blackbaud eTapestry A Welcome.emj ~ @ Heb&Suppot v | @ | Logout

SoBy Name Enabled Goal Quantty Daplaying 2 o1 2 Compaigns
Love Give Utah 2015 Goal 5280000
Adopt-a-School Goal 30.00

| o

JRequire Campalgn on Transactions

* Click on the “New Campaign” button in the Tasks box located on the left

Blackbaud eTapestry A Welcome, emj ~ | @ Heb & Support ¥ | @ | Logout
9
Home ¥ Accounts ¥ Giving |~ Communications |~ Queries |~ I Reports v Management |~
Campaign
Tasks Name

Save And | |View all Campaigns v,

Description

Goal
Quantity

¢ Fill in the “Name” field

* Fill in the “Description” field

e Fill in the “Goal” field

* Fill in the “Quantity” field

e Click on the “Save And” button in the Tasks box
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6.5. “My Organization” account

Blackbaud 4 Wecone,em| ~ | @ Heb8Suson* | &

@ Home ¥/ 4% Accounts |+ Gwing ~/  # Communications v/ 'Y Queries |~ I Reports |~

Management
Import | Standard Exports | Mass Updato

Admin

‘rc goneral setings In your database > o or your donations and set goals
w Funds
Campaigns

* Click on the drop-down menu next to the username on the top right
* Click on the “My Organization” link

Note: This will take you to the account for LMA. Here we have all the information about

the organization.
Blackbaud eTap: 1 Weicoms, em *

A Accounts |+ Gwing v/ Communications v 'Y Queries (¥ il Reports |~ Management ~

Legacy Music Alliance My Organization
252300 5, Sat Lake Cty, UT 84111, (801) 363-7570, mourntrust Account

75 Qstooin
ournal | Subscriptions | Preferences | eCommerce | Edit Header

asks Persona Information
Save And || Go 1o Personas v Name JLegacy Music Alliance

SortName  |Legacy Music Alllance
ink Country  Uni

Go'to My Use
Address Lines 252 E.300S ?

City [SaRLake City
stateProvince |UT
Postal Code (84111 [© i
County

Voice |(801)363-7570

Mobile
Voice 2
oice 3

Home.

* Click on the “Journal” link from the submenu located beneath the account quick
information in the top left corner

Note: The Journal is important to manage and add to on a consistent basis. It houses the
history of LMA as well as important documents that pertain to the organization history. All
LMA employees are encouraged to add details to the Journal. The eTapestry database
manager will oversee all of the history entry for this account.
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6.6. Individual user accounts

Blackbaud L Wekome,emj > | @ HepSSupet~ @

Communications es v I Repotts ¥ Management |~

Management

Import | Standard Exports | Mass Update

coss and goneral setings In your databaso.

0signations for your donations and set goals.

* Click on the drop-down menu next to “Welcome, [your username]” on the top right
* Click on the “My User” link

Note: This will take you to your individual user account. Here we have all the information
about the user.

Blackbaud L Wekome omj* | @ HepdSupot® | @ | Logout

Queries |~ Reports |~ Management |~

User
ount Number. 2

User Preferences
e [ o Locale [Engiish / United States v

Time Zone |USMountain v

v

Preterences 7
Loginid 0

Password

Confirm Password

Security Question Res et your securl

Search Proferences

Default Search Type |QuickFind v

v Number to Display P

Password change

* Click on the “Preferences” link from the submenu located beneath the account quick
information in the top left corner

* Fill in the “Password” field with a new password

* Fill in the “Confirm Password” field with the new password

Note: The Journal tab can be used to add any history of calendar events that are
needed.
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6.7. Account removals

Blackbaud eTapestry L Wekome,omj > | @ Heb8Suwpet> | @ | Logou

Communications

Management
Import | Standard Exports | Mass Update
Admin Donation Stratogios

Manage user access and goneral settings in your database. Creato dosignations for your donations and set goals.

m ation Funds

izard Goals

Soclal Madia Findor

Manage Your Onlin

Create online giving of

s for your constituents

Roi

Sticky Note

* Click on the drop-down menu next to “Welcome, [your username]” on the top right
* Click on the “My User” link

Blackbaud eTapestry L Wekomn omi > @ WebdSupor® g%

User
curt humer 2
Wome | Porsonas | Protorences | Hights | elsnonships | Jourmsi | Qer | Detned Fies | 64 Hoader
Picture + Business (Primary)
No Photo
Avallsble  Update Delete Personal

Recont Journal Entries
Recognition

Nt Acotcatle Por This ke Date Type Descripton Pledged Reconed
Totats Wottems found $0.00 $0.00
Quick Actions
eate Custom A y for & onsen Relationships

" Relation o From To

Defined Fields

Category fiekd vaive

Account Giving Summary

Not Aoplicable For This Role

* Click on the “Other” link from the submenu located beneath the account quick information
in the top left corner

Blackbaud eTapestry 4 Welcome,emj » | @ Heb&Supet~ | g | Logout

ferences | Rights | Relstionships | Journa! | [EI] | Defined Fieids | Edit Header

Tasks Name [EmJ Sorensen

Save And | | Go to Personas v

SortName  SOrensen EmJ

Delote Role Account Number 2

]

Roles
mJ Sor tuent

Created: 2/192014 1248 P (1 Yeor(s) Ago! Last 5122014 11:32 AN (1 Year(s) Ago
Vodfied: emj

* Click on the “Delete Role” gray button in the Tasks box located on the left
* Click on the “Yes” button when the pop-up asks for confirmation
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6.8. Account mergers

Sometimes a duplicate account can be added. eTapestry automatically checks for duplicate
accounts once all account data has been entered. If a duplicate account exists, accounts can be

merged to help avoid losing account information. Accounts can
Blackbaud

Picture

Avallable  Upaste Delet

Recognition

Business (Primary)

Personal

Recent Journal Entries

icome omy

be merged by

Date Ipe Pleoged
Totats Wo hems Found $0.00
Quick Actions
ate Co Relationships
2 for pheat
. " Relation of from
] 1 v
Defined Fields
ategory et vaive

Account Giving Summary

able For This Rowe

* Click on the account name to open it
* Click on the “Other” link from the submenu located beneath the account quick information
in the top left corner
Blackbaud eTap 1 Wecone, emy = ®
* Click on the “Check for Possible Duplicates” link in the Links box
* Click on the “Merge These Accounts” link
* Click on the “Save” button in the Tasks box

Updated 7.23.2015
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7. Create Mailings

7.1. Template letters
Blackbaud

L Welcome, em| ¥ | @ Help& Support > | @ | Logout

L Manageeimmunications

SonBy Hame Displaying & of & Categaries

Thank You Letters 92014 12:48 PN
Receipts 9201 n
2 $
Genoral Mailings M
014 12.48 PM

Email Templates

Toachor Communications

* Click on the “Communications” link in the navigation bar
* Select the category the template data will pull from

If the mailing does not match an existing template, follow the steps below:

4 Welcome,emj ~ | @ Hep Support~ | & | Logout

Blackbaud eTapestry

Queries |~ 2 Management |~

Manage Communications

Correspondence Categories

Displeying 5 of 3 Cstegories

= Sondy Mame
Thank You Letters 2014 12:48 PM
Receipts 014 1240 P
2
General Mailings 9201 e
Email Templates 92014 1248 PM
atec: 8520

Teacher Communications

* Click on the “New Category” link from the Tasks box located on the left

A Welcome, emj > | @ HepaSupport | @ | Logout

Blackbaud try y

g
Home |~ Accounts (¥ Giving [~ Communications Queries |~ Reports | Management |~

(reate Correspondence (ategory

Tasks Name I
Save Categon Description
Private m}

* Fill in the “Name” field
* Fill in the “Description” field
* Click on the “Save Category” link in the Tasks box located on the left
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7.2. Mass mailings

Blackbaud eTapestry L Welcome, om| * | @ Heb&Suppot | @ | Logout

Management |~

Soney Mame Diolaying 5 of © Categaries

hank You Letters

msrvnmumlﬂ Cresied: 2182014 1240 PN Lt Used: 11142018 2:18 PA

» Mz Email

Adopt a School letter

Under $500 donations

Thank you #2

Love Give Utah 2015 donations.

Roceipts.

General Mailings. esied 2/10/2014 1246 PM

* Click on the “Communications” link in the navigation bar
* Click on the “+” button below the category
* Click on the “Mass Email” link under the desired template

Blackbaud eT: y ta L Welcome, emj ¥
o
Home ¥ Accounts | ¥ Giving | Communications |~ Queries |~ I Reports |~ Management |~

© HebsSupport v | @ | Logout

Mass Email: Basic Thank You Letter

O 4@ Basic Mass Email D &g, Advanced Mass Email

Please specify whether you want to use Basic or Advanced Mass Email.
Remember. You must use Advanced Mass Email if you wantto include the Forwardto a Friend or View as a Webpage options, or if you want Tapestry to track opens or click throughs.

Navigation

Back | Next | Send

Info
Select a Mode

¢ Select “Basic Mass Email” or “Advanced Mass Email”

Blackbaud eTapestry Y L Welcome, emj ~
o
Giving | ¥ Communications Queries | ¥ I Reports Management

© HebsSupport ¥ | @ | Logout

Mass Email: Basic Thank You Letter

@® 4@ Basic Mass Email D &g, Advanced Mass Email

Send a Mass Email| Send a Test

Which Accounts or Journal Entries should be included in this mailing?

Category| (Select a Category of Queries) v
Navigation Query|(SelectaQuen) v

Back | Net | Send

i How should query results be grouped into emails?

O Create a separate email message for each Journal Entry

@ Basic Mass Email
@® Combine all Journal Enties for an Account on a single email message

Combine all Journal Entries for a Household on a single email message

How should Spit Transactions and Upgraded Pledges be treated?
® Treat each upgrade/segment as its own transaction
O Roll up related upgrades/segments into one transaction

Email addresses should be pulled from which Persona(s)?
® The Primary Persona only
O All Personas on the Account
All of the Personas | select
One Persona, based upon the Hierarchy | select

* Click on the “Select a Category of Queries” drop-down menu next to the “Category” field

* Select the “Category of Queries”

* Click on the “Select a Query” drop-down menu next to “Query” field

* Select the “Query”

* Answer the questions by clicking on the radio button

* Click on the “Next” button in the Navigation box located on the left to go to the “Options”
form
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Blackbaud Wekcome, emj ~ Hel & Support +

# Home ¥ % Accounts ¥/ Ty Gwing v/ @ Communications ¥/ Y Queries ¥/ yliReports v/ & Management (v

Mass Email: Basic Thank You Letter

To whom should reply emails be sent?

Name [EmJS

Email [em ymusicaliance.org
ReplytoMe || Replyto My Organization || Replyto Someone Else

Please send a confirmation email to

Email |emj@legagymusicalliance.org

Attachments

@ Basic Mass Email

Browse.. | Nofile selected Upload
Max Single Attachment Size: 2M8 | Max Total Attachment Size: 2 MB | Total Atiachment Size: 0 M8

Fill in the “Name” field with the sender’s information

Fill in the “Email” field with the reply address

Attach any supporting documentation(s) by clicking on the “Choose File” button under the
Attachments box

Click on the “Next” button in the Navigation box to go to the “Tracking” form

Blackbaud Wekcome, emj ~ Help & Support +

# Home ~ i Accounts ¥ Ty Giving |~ ® Communications ¥ Y Queries (»/  yliReports (¥ £ Management (¥

Mass Email: Basic Thank You Letter

[l Create a Journal Contact for All Recipients
Subject
Thank you for your donation

Method
Email v
Defined Fields
Show Al Felds | Hide Empty Fields | Show Details | Hide Details
Back || Net | Send g
@ Actions
L @ System Defined Fields

@ Basic Mass Email

[¥I create a Query of Accounts Without Email Addresses
Category
(Selecta Category of Queries) v

Name

Basic Mass Emails cannot be scheduled. Please pick Advanced Mass Email in Step 1 if you want to use this feature,

Click on the checkbox next to “Create a Journal Contact for All Recipients”

Fill in the “Subject” field using your best discretion

Click on the checkbox next to “Create a Query for Accounts Without Email Addresses”

Click on the “Select a Category of Queries” drop-down menu below Category

Select “Base”

Fill in the “Name” field with Accounts - No Email

If desired to send at a later date, check the box to schedule to be sent at a later date and

time—this feature is for Advanced Mass Mailings only

o Click on the checkbox next to “Would you like to schedule this email to be sent at a later
date and time?” to send the email at a later date

o Click on the “Select a Category of Queries” drop-down menu below Category

o Fill in the “Name” field

o Select the “Category of Queries”

Click on the “Next” button in the Navigation box to go to the “Preview/Send” form

Click on the “Send” button in the Tasks box if the letter is final
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7.3. Emails

Updated 7.23.2015

Individual mailing

Blackbaud y L Welcome, emj | @ Heb&Suppot® | @8 | Logout

I Reports |~

Management |~

Tasks SotBy Name Disolaying 5 of & Categories

Onk You Letters rested 2192014 1246 P

Letter Cre

) Granie Documenty

Adopt a School letter

Under $500 donations Craated: 1202014 2:11 P Last Used: 202018 330
Thank you #2 Crastec 192015 422 PN Last Used: 1102015 423 PM
Love Give Utah 2015 donations. Cresied: 402018 1143 AM  Last Used: 4072015 4.18 PN
Raceipts
General Mailings Crestad 21972014 1246 PM

* Click on the “Communications” link in the navigation bar
* Click on the “+” button below the category
* Click on the “Create Documents” link under the desired template

Blackbaud y L Wekome,emj > | @ Hep8Support > | @ | Logout

g
Home ¥ Accounts ¥ Giving |~ Communications Queries [ I Reports |~ Management |~

Generate Letters: Basic Thank You Letter

Step: Select Query
Category (Select a Category of Queries) v
Query (Selecta Queny) v

Personas To Export
(Primary Persona) v
(Primary Persona) v
Navigation Note: If an account does not have any of the selected personas, s primary persona wil be used

Back | Nedt | Run

* Click on the “Select a Category of Queries” drop-down menu next to Category

* Select the “Category of Queries”

* Click on the “Select a Query” drop-down menu next to Query

* Select the “Query”

* Click on the “Next” button in the Navigation box located on the left to go to the
“Document Options” form

Blackbaud y L Wekome,emj > | @ Hep&Support ¥ | @ | Logout
9
Home ~ Accounts | ¥ Giving ' ¥ Communications ¥ Queries ¥ I Reports |~ Management |~

Generate Letters: Basic Thank You Letter

©g8ror O] wors

File Name.

Document par

File Management
® Combine documents
SortBy [SotName v

Navigation

Back || Next | Run O Leave each documentin its own file

Grouping

One Document Per Journal Entry O"¢

® One Document Per Account
) One Document Per Household

Upgraded/spit Transactions
® Treat each upgrade/segment as its own transaction
) Roll up related upgrades/segments into one transaction

* Fill in the “File Name” field
* Click on the radio buttons below “File Management,” “Grouping,” and
“Upgraded/Split Transaction” with the desired template

” «
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Note: The thank you letter template cannot be used to create receipts with
automatically generated numbers.

* Click on the “Next” button in the Navigation box to go to the “Receipting” form—
Legacy Music Alliance does not use automatically generated receipts.

* Click on the “Next” button in the Navigation box to go to the “Delivery” form

Blackbaud L. Weicome, emj * Heip& Support > | @ | Logout

Accounts ¥ Gaing v ® Communications ~ Y Queries |~ oli Reports = & Management |~

Generate Letters: Basic Receipt

@ oea

) e o dad for large jobs

a-

B o Auto-mailing

* Click on the radio buttons below “Receiving” with the desired receiving method

* If an auto-generated email of the thank you letter is desired, check the box
o Fill in the desired method of delivery (body of the email or as an attachment)
o Enter a subject line

* Click on the “Next” button in the Step box to go to the “Tracking” form

Blackbaud L Welcome, emj ~ Help & Support ¥ ogout

# Home '~

& Accounts ¥ Ty Giving |~ ® Communications | ¥ Y Queries (»/  yliReports (¥ & Management ~

Generate Letters: Basic Receipt

¥| Create a Journal Contact for Each Account
Subject
Document Generated: Basic Receipt

Method
(None Selected) v

Defined Fields

Show All Fields | Hide Empty Fields | Show Details | Hide Details
@ Base

8 Actions

Back || Net | Run

Updated 7.23.2015

@ System Defined Fields

The tracking queries for accounts with and without email addresses are not available because you did not optto use Auto-mailing in the previous step.

This is not an error. Please proceed to the Preview step.

Click on the checkbox next to “Create a Journal Contact for All Recipients”
Fill in the “Subject” field using your best discretion

Click on the drop-down menu below “Method”

o Ifthe documents are being emailed, select “Email”

o Ifthe documents are being mailed, select “Mailing”
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Blackbaud eTapestry L Weicone,em| * | @ Hep & Support > | @9 | Logout

Generate Letters: Basic Receipt

Query Summary
Journal Entries In The

Query e
Document Creation Summary
Total Documents 115
o That Yoo 116 (Combined into 1 tecs)

Total To Bo Auto-Malled 0

BEEEEE

Option Summary

Navigation
o Fomat
Back  Ned
@ Documents will be created using the following query
Base

Adopt-a-School - 201

5 School year
Your documents wil amve ia Download

One documant will be created for each Joumal Entry

* Click on the “Next” button in the Navigation box to go to the “Preview/Send” form
* Click on the “Run” button in the Navigation box

7.4. Scheduling a mailing

Mass mailing

Blackbaud eTapestry L Welcome em| * | @ Hep&Supor > @ | Logout

SotBy Mame Disolaying 5 of 8 Categaries

fn-mk You Letters Crested: 2192014 1248 PM

Find m,tmm.nﬂlgﬂ Created: 2192014 1240 PN Last Used: 11142015 2:18 PN

) e Email
Adopt a School letter Cronted: 1292014201 PN Last Usad: 242015 3:30 PN
Under $500 donations Crested: 1202014211 P Last Used 22272016 339 P
Thank you #2 Crested: 102018 422PN  Last Used: 1102018 423 PN
Love Give Utah 2015 donations Cresied: 462018 1143 AN LastUsed 402015 418 PN
Rocoipts rented 2192014 1246 Pt
General Mailings. Crested 2/10/2014 1246 PM

* Click on the “Communications” link in the navigation bar
Click on the “+” button below the category
* Click on the “Mass Email” link under the desired template

Blackbaud eTapest 4 Welcome, emj > | @ Hep&Support~ | @ | Logout

Giving | Communica - Management | ¥

Mass Email: Thank you #2

Steps O @ Basic Mass Email ® A Advanced Mass Email
o ©
o Send a Mass Email| Send a Test
&
@ Which Accounts or Journal Entries should be included in this mailing?
Category (Select a Category of Queries) v
Navigation Queny|(Selecta Quen) v
Back || Next || Send Eaitine Selectes Cuery

-y How should query results be grouped into emails?
Create a separate email message for each Journal Entry
@, Advanced Mass Email
© ® Combine all Journal Entries for an Account on a single emall message

O Combine all Journal Entries for a Household on a single email message
How should Spiit Transactions and Upgraded Pledges be treated?
® Treat each upgrade/segment as its own transaction
O Roll up related upgrades/segments into one transaction
Email addresses should be pulled from which Persona(s)?
® The Primary Persona only
Al Personas on the Account
All of the Personas | select
One Persona, based upon the Hierarchy | select

* Select “Advanced Mass Email”
* Click on the “Select a Category of Queries” drop-down menu next to Category
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* Select the “Category of Queries”

* Click on the “Select a Query” drop-down menu next to Query

* Select the “Query”

* Answer the questions by clicking on the radio buttons

* Click on the “Next” button in the Navigation box located on the left to go to the

“Options” form
Blackbaud

Wekcome, emj ~ Help & Support ¥ | @ | Logout

# Home v i Accounts | ¥ Ty Gving [/ #® Communications |~ Y Queries (| yliReports ¥/ & Management '~

Mass Email: Thank you §2

To whom should reply emails be sent?

Name |E

en

Email e

icalliance.org

HEmE

ReplytoMe || Replyto My Organization || Replyto Someone Else

Please send a confirmation email to
Navigation
Email [emj@legacymusicalliance org
Back |[ Next | Send

. Attachments
L None
@, Advanced Mass Email
© Browse.. | Nofie selected Upload

Mox Single Attachme Max Total Attachment Size: None

¢ Fill in the “Name” field with the sender’s information
* Fill in the “Email” field with the reply address

* Attach any supporting documentation(s) by clicking on the “Choose File” button
under the Attachments box

* Click on the “Next” button in the Navigation box to go to the “Tracking” form

Blackbaud

Welcome, em) ~ Help & Support ¥ | @ | Logo

# Home v 4 Accounts (¥ iy Giving |¥/ | #® Communications |~ Y Queries ¥/ yliReports '~ £ Management |~

Mass Email: Thank you #2

[¥ICreate a Journal Contact for All Recipients
Subject
Thank you from Legacy Music Alliance
Method
Email v

HEEEZ

Defined Fields

Show Al Fields | Hide Empy Fields | Show Details | Hide Detail
@ Base

@ Actions

@ System Defined Fields

Javigat

Back | Next | Send

@ Advanced Mass Email

[T create a Query of Accounts Without Email Addresses

(¥l Would you like to schedule this email to be sent at a later date and time?

When? 7/9/2015 200 |AM v

* Click on the checkbox next to “Create a Journal Contact for All Recipients”
* Fill in the “Subject” field using your best discretion

* Click on the checkbox next to “Create a Query for Accounts Without Email
Addresses”

* Select “Base”

* Fill in the “Name field with Accounts — No Email

* Click on the checkbox next to “Would you like schedule this email to be sent at a later
date and time?”

* Fill in the “When” fields with the desired send date and time by typing in the date or
using the calendar button to the right of the field

Updated 7.23.2015 Page | 50



Blackbaud eTapestry

A Weicome,emj ¥ | ) Hep & Support ¥

@ | Logout

Mass Email: Thank you #2

Steps Preview Statistics

Number of emails to send: 69

Number of personas with email addresses: 87 (View Report)
Number of personas without email addresses: 1 (View Report)
Number of Duplicates: 18

Number of Opt Outs: 0

Navigation

= T () This emal witlbe scheduled tolaunch atthis tme: 7192015 200 AM
L) Sample HTML Email|  Sample Text Email  Usage Report
(@, Advanced Mass Email
Thank you from Legacy Music Alliance

EmJ Sorensen <emj@legacymusicalliance.org>
To: Claadield High Band"

7812015

Clearfield High Band
93181000 E
Clearfield, UT 84015
United States

Dear Mr. Sorenson,
Thank you for your giftto Legacy Music Alliance. School by school, program by program, we are helping to support band, orchestra and choir programs across the state.

Click on the “Next” button in the Navigation box to go to the “Preview/Send” form
Click on the “Send” button in the Navigation box if the letter is final
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