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You create web pages in Site explorer. To modify web pages, you can design page layout, create and use
templates, and add and remove part type information and images. Most likely, users who create web
pages are site administrators with Supervisor rights. This section contains information about how to
create and edit the parts for your web pages in Site explorer.

Website Overview

The diagram depicts how to use the program to construct a web page from start to finish. Stylesheets,
Layouts, and templates sections are for Administrator use only. Most likely, you do not need to create
layouts and templates for a new web page; you use existing ones. If you have edit rights, you can create
and update web pages and part types. The Administrator must assign these security rights to user roles.
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For information about security, see the Users & Security Guide.
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Site explorer contains multiple sections. Each plays a major part when you construct and design a web
page.

Pages & templates — You can store each web page and template individually in Pages & templates with
quick access to each page. In Pages & templates, you can create, edit, and delete pages for your website
and view the URL path for each page. To create a web page, you must add content parts from Parts to
your page in Pages & templates.

Note: Templates are the framework for your website and establish consistency throughout your site.
Administrators can create, edit, and delete templates in Pages & templates. When you create web
pages, you can start with an existing template.

Image library — Use Image library to add, delete, and approve images for your website. In addition,
view a preview of an image to make sure it appears on the screen correctly. Images must be saved as a
* bmp, *.gif, *.jpg or *.jpeg file. An image does not appear on your website until you add it to a web

page.
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Parts — Use Parts to create, edit, and delete reusable content information, such as a user login and user
profile form. A content part does not appear on your website until you add it to a web page. To create a
web page, you must add parts from Parts to your page in Pages & templates. You can also assign security
rights to roles for each content part in Parts.

Note: With some parts and layouts, you use a powerful HTML editor to format and lay out several
features, such as email, newsletters, and content on web pages. With the HTML editor, you can
update content easily and safely while you maintain control over the website design and content.

Layouts — Administrators use Layouts to design and place panes on your web page. In Pages &
templates, these panes contain parts and images. To customize layouts, insert rows, add bullets, and
adjust font size and style.

Stylesheets — Administrators use stylesheets to create unique elements such as colors, font types and

size, and spacing for your website. Stylesheets, written in Cascading Stylesheet (CSS) format, are easier

to use than other methods such as HTML. Unless you specify a custom stylesheet, your website uses the
program’s default stylesheets. In Stylesheets, you can create custom stylesheets that override a default
style.

Web Accessibility

For web and accessibility standards, you can design a website that conforms to guidelines defined by the
World Wide Web Consortium (W3C) and its Web Accessibility Initiative (WAI). The W3C created the WAI
to explain how to provide web content to people with disabilities. The WAI guidelines are intended for
use by all web content developers such as page authors and website designers, and for developers of
authoring tools. A select number of parts meet strict WAI level AA compliance guidelines by way of
automated validation, while others meet WAI level A compliance. For more information about the
creation or design of a WAI compliant website, contact Blackbaud Support.
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In Pages & templates, you create, edit, and delete web pages and templates that contain reusable parts.
To fit the needs of your website, you can customize pages and templates. When you create or edit a
page on the page design screen, you can add or create parts in editable panes inherited from the
template. You can edit and remove parts on the web page.

Think of Pages & templates as the shell for your website. The program stores pages and templates here
for you to access each piece. Although you can manage parts in Parts, we recommend that you create
and update parts in Pages & templates. This allows you to preview the page and see how parts fit
together.

You can assign security rights to user roles for web pages and templates. You use security rights to
protect web pages and templates that are secure, complicated in design, or appear repeatedly on your
website.
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Buttons in Pages & Templates

In Pages & templates, the design screen allows you to design pages and templates. You use buttons to
edit or create parts and perform other tasks.

e - Blo.First Name

Blackbaud NetCommunity

®e= 0

Flugin Service TestConfig My Tty Ity Send Address
Donation Farm Home Activity Fages Emaill  Book

User Profile Farm

Etmail Forvwarding
Team FRS - Home
Team FRS - Search

Team FRS - Jon

Personal Page Mor o Design My Web Page
@ visit by Web Page
@& Send Email

For information about the buttons on the design screen in Pages & templates, review the following
table. For information about how to design pages or templates, see “Design a web page” on page 11 and
“Design a template” on page 16.

Button Function Description
Template part |When you design a page and a part is on the template, the Template
r‘ or Page part part button appears. Click the button to access options such as Insert
part, New part, and Edit Page Template.

If a partis on the page, the Page part button appears. In addition to the
Template part options, this button includes Edit, Cut, and Paste
options.
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Button Function Description
- pane The design screen contains pane buttons to add or create parts. Panes
i@-: are content placeholders that default from the layout. Click the button
to access options such as Insert part, New part, and Show/Hide Part
Markers.

After you insert a part, the Template pane or Page part button replaces
the pane button.

Template part |If this button appears, the part is in the content approval workflow.
I_I or Page part for |When you click the button, the part status and a menu appear. The part
a partin the status, such as “Draft,” appears at the top of the menu. The menu
approval includes options such as Set Approval Status, Publish Now, Reject
process Changes, Insert part, and New part.

The menu items vary according to security rights and roles. If you
cannot view a menu item, check with your system supervisor.

For information about the content approval workflow, see “Approvals”
on page 273.

Edit part The Edit part button appears for parts within a Targeted Content part.
_,,-'" To edit a part, click the button. To edit the Targeted Content part, click
the Template part or Page part button. In the menu, select Edit. For
information about the Targeted Content part, see “Targeted Content”

on page 176.
= Enable For menu parts, if you want to open the corresponding page from the
'I:__ navigation page design screen, click Enable navigation.

Pages

To create a web page, you select a template and add parts to the page. The page design screen contains
editable panes based on the template where you can add or create parts. You can also edit or remove
parts. Although you can manage parts in Parts, we recommend that you create and update parts from
the page in Pages & templates. This allows you to preview the page and see how parts fit together.

You can assign security rights to user roles for each web page. You use security rights to protect web
pages that are secure, complicated in design, or appear repeatedly on your website. For more
information about security, see the Users & Security Guide.

The following parts become incompatible if you include them on the same page:

e Membership Form and Membership Form

e Membership Form and Fundraiser

e Fundraiser and Fundraiser

When you create a page and include one of these parts, the second part is not available for the page. If
an existing page includes both parts, a warning message informs you that the parts are incompatible.

» Create a web page

1. From Site explorer, click Pages & templates. Pages & templates appears.
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2. Click New page. The New Page screen appears.

Mew Page

Properties | Targeting & Security

Page Details

Page Name:# Display Name:
< Enter a name for this Page > < Enter a display name for this Page >
Folder: =

Website o

Select a Template

From site:* Template: #
< Selecta Template to use > v

Metadata stores data about the web page and provides it to search engines. The description appears in search results. Keywords
indicate concepts that are likely to appear in search criteria.

Metadata Description: Metadata Keywords:
<« Enter a description for this Page = < Enter keywords for this Page =

Include keywords from Template

Next Cancel

Note: You can also create a web page based on an existing web page. In Pages & templates, select a
page in the grid and click Click here to copy this page. The Copy page screen appears. In the New
Page name field, enter a name and click Save.

3.
4.

In the Page Name field, enter a name to identify the web page in Pages & templates.
In the Display Name field, enter a name to appear in the web page’s title bar.
For information about the title bar, see the Administration Guide.

In the Folder field, select a folder for the page. You can use folders to group web pages. By
default, the program stores pages in the root Website folder. You cannot edit this folder.

In the From site field, select the site where the page will appear. If you do not host multiple
websites, your single website appears.

For information about sites, see the Administration Guide.

In the Template field, select a template. For information about how to create a template, see
“Templates” on page 13.

In the Metadata Description field, enter a description to embed in the page’s HTML coding.
When search engines include the page in search results, the description appears with a link to
the page.
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9. In the Metadata Keywords field, enter keywords for search engines to include in online
searches. For example, you can use keywords to describe pages that have little text or to include
terms that are not on the page but are likely search criteria. Separate keywords with commas.

Note: The metadata fields are each limited to 255 characters. In general, search engines do not
examine more than 255 characters of metadata.

Note: The page’s HTML coding also includes metadata for the last date the page was modified. This
date reflects the most recent change to the page or to a part on the page. However, it does not
include changes to parts stored within parts on the page. For example, a Targeted Content part can
contain multiple parts to display content according to user roles. If a system supervisor modifies these
parts but not the Targeted Content part itself, the change is not reflected in the metadata.

10. To apply metadata keywords from the template, select Include keywords from template.

Note: Each keyword appears only once in a web page’s META tag. If you enter duplicate keywords or
inherit duplicate keywords from the template, they only appear once in the HTML coding.

11. To assign security rights for the page, select the Targeting & Security tab. For each user role, you
can manage rights to view, edit, delete, and change security for the page.

For information about security and user roles, see the Users & Security Guide.

12. Click Next. The page design screen appears. For information about how to design a page, see
“Design a web page” on page 11.

Note: After you save a page, you can view its URL in the URL field of the Properties tab. You can also
create an alternate URL for the page on the Friendly URLs tab. For information about these options,
see “Edit web page properties” on page 9.

» Edit web page properties

You store pages for your website in Pages & templates, and you can customize each page as
necessary. To search for a web page to update, use the Search tab. In the All or part of the page
name field, enter a name or partial name. In the All or part of the Friendly URL field, enter a URL or
partial URL. To search for a page that contains a part type, use the Pages containing part type field.
In the Page types to include field, select whether to search for pages, templates, or both.

1. From Site explorer, click Pages & templates. Pages & templates appears.

To view the properties for a web page, select it in the Pages & templates gallery and select the
Properties tab below the grid. This tab displays information such as whether the page uses
Secure Sockets Layer authentication and the number of page hits.
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2. To edit a web page’s properties, select it and click Click here to view/edit this page’s properties.
The Page properties screen appears.

test (Page properties)

Properties | Targeting & Security  Friendly URLs

Page Details

Page Name: * Display Name:
test test
Folder: # URL:
Website i) http:/fwm-0a-2003-3.blackbaud.com/netcommunity/page.as

Select a Template

From site:* Template: *
Sample Template v

Metadata stores data about the web page and provides it to search engines. The description appears in search results. Keywords
indicate concepts that are likely to appear in search criteria.

Metadata Description: Metadata Keywords:
= Enter a description for this Page = = Enter keywords for this Page =

Include keywords from Template

The Template has no keywords set up at this time.

Save Cancel

3. Make changes as necessary. The options on the Properties tab and Targeting & Security tab are
the same as on the New Page screen. For a detailed explanation, see “Create a web page” on
page 7.

4. Inthe URL field, the URL that the program assigns to the web page appears. To add links to the
page on other web pages, you can copy this URL.

5. To create alternate URLs for the page, select the Friendly URLs tab. You can define links for any
page on your website.

test (Page properties)

Properties  Targeting & Security | Friendly URLs

Add New URL:

http://vm-0a-2003-3.blackbaud.com/netcommunityy/| Check Availability | Suggest
Add Friendly URL
Action Friendly URL Page View Creator/Owner

MNa Friendly URL=s meet =elected criteria

Save Cancel
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a. Inthe Add New URL field, enter the friendly URL after the full domain name of your
website. For example, for a web page about an annual walkathon, enter “walkathon.”

Warning: The disabled part of the URL remains in the friendly URL. A “friendly” URL is defined by the
URL information you enter in the field. If “/netcommunity/” appears in the disabled part and you want
to remove it from URLs, you must uninstall and reinstall the program. Additional technical steps are
also required. For more information, visit www.blackbaud.com and access BB529196 in
Knowledgebase.

b. To verify that the friendly URL is available, click Check Availability. A message appears to
indicate whether you can use the friendly URL.

c. To have the program suggest a friendly URL, click Suggest. A suggested URL appears.

Note: To generate a friendly URL, the program combines the page’s folder path with the display name.
For example, the suggested friendly URL “Website/Pages/Support-Us” indicates the page is stored in
the Website/Pages folder with a display name of “Support Us.” If a page does not have a display
name, the program uses the page name instead. If the suggested friendly URL already exists, the
program adds a number to the end.

d. To save the URL, click Add Friendly URL. The friendly URL appears in the grid. From the grid,
you can edit and delete it. For more information about friendly URLs, see “Friendly URLs” on
page 269.

e. To create additional friendly URLs, repeat steps a-d as necessary.

6. Click Save. You return to Pages & templates.

» Design a web page

To design a web page, you add parts to the page. The page design screen contains editable panes
based on the template where you can add or create parts. You can also edit or remove parts.
Although you can manage parts in Parts, we recommend that you create and update parts in Pages
& templates. This allows you to preview the page and see how the parts fit together. To view how
the page appears to different website users, select a role in the View As field on the page design
screen. To use Scheduled Publishing information to display the page as it appeared on a particular
date, enter a date in the on date field. For information about part publishing, see “Create and Edit
Parts” on page 19.

1. From Site explorer, click Pages & templates. Pages & templates appears.

2. Select a page and click Click here to edit this page. The page design screen appears.
Note: To edit a page’s properties, click Click here to view/edit this page’s properties. The Page
properties screen appears. For information about page properties, see “Edit web page properties” on
page 9.

3. To arrange parts on a page, click the Page part button. A menu appears.
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If Page part appears as an hour glass, the part is in the content approval workflow. For
information about the menu items that appear when you click the hour glass button, see
“Buttons in Pages & Templates” on page 6. For information about the content approval workflow,
see “Approvals” on page 273.

Tip: Depending on the template, the page design screen may contain multiple panes for you to add or
create parts. A Template part button appears beside parts that default from the template.

e To add a part, select Insert part. The Select a Part screen appears. To find a part, use the search
tools. For example, select a part type in the Filter by Type field or enter a name or partial
name in the Filter by Name field.

* To create a part, select New part. The New Part screen appears. For information about how to
create a part, see “Create a part” on page 19.

¢ To edit a part, select Edit. The Edit Part screen appears. For information about how to edit a
part, see “Edit a part” on page 20.

e To remove a part, select Cut. The program saves the part to the clipboard. To place it in
another pane, select Paste.

Warning: You can cut and paste parts from one page to another, but if your session times out, the
program clears the clipboard. When you reopen the program, you can no longer paste the part.

e To rearrange parts in a pane, select Move Up or Move Down.

Administrator Step: To edit the template design, select Edit Page Template.

Administrator Step: To edit the stylesheet, select Edit Stylesheet. The Edit stylesheet screen
appears. After you edit the stylesheet, click Apply. The changes appear in your page design.

To hide the Page part button on the page design screen, select Show/Hide Part Markers.

To open the page linked to a menu part from the page design screen, click Enable navigation.

4. To view the web page, click View this page in the menu bar. To return to the page design screen,
click Edit this page.

5. Administrator Step: To edit the page’s properties, click Page properties.
6. Administrator Step: To edit the template design, click Template designer.

Warning: When you edit a template, it changes for all web pages that use the template. To create a
unique template for a web page, you can copy an existing template. After you click Template
designer, you can click Copy template to save a copy that is based on the current template.

7. Administrator Step: To edit the stylesheet, click Edit stylesheet. The Edit stylesheet screen
appears. After you edit the stylesheet, click Apply. The changes appear in your page design.

Warning: When you edit a stylesheet, it changes for all layouts, templates, and web pages that use

the stylesheet. If you use the default stylesheet, the Edit stylesheet button does not appear on the

page design screen. You cannot edit the default stylesheet. For more information about stylesheets,
see “Stylesheets” on page 207.

8. To create a web page based on the current page, click Copy page.

9. To delete the page, click Delete.
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10. The program automatically saves your changes. To return to Pages & templates, click Return.

Templates

Templates are the framework for your website. You create and design templates to provide consistent
website components from one web page to another. To create a web page that is different from the rest
of your website, you most likely will create a special template. For example, your organization may want
to add an online donor recognition page with a virtual wall similar to your newsletters. To create a page
that is different from existing pages, you must start from the beginning with a new template. In Pages &
templates, the design of the template becomes the main component for the donor recognition page. To
save time and effort during the template design, you can add pieces from other areas of the program
such as Layouts, Parts, and Image library.

These parts become incompatible if you include them on the same template.
e Membership Form and Membership Form

e Membership Form and Fundraiser

e Fundraiser and Fundraiser

When you create a template and include one of these parts, the second part is not available for the
template. If an existing template includes both parts, a warning message informs you that the parts are
incompatible.

Warning: We strongly recommend that you assign supervisor rights for this section to only a select
group of users. General users should not access templates. Any change can affect multiple web pages.
We recommend that only users knowledgeable in all areas of website design and the program should
perform tasks in this section.

» Create a template

After you create a template, you can use it for multiple pages. For information about how to edit a
template, see “Edit a template” on page 15.

1. From Site explorer, click Pages & templates. Pages & templates appears.
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2. Click New Template. The New Template screen appears.

Note: You can also create a template based on an existing template. In Pages & templates, select a
page in the grid and click Click here to copy this template. The Copy template screen appears. In the

New Template (New template)

Properties | Targeting & Security

Template Details
Template Name: # Folder: *
< Enter a name for this Template > Website

Select a Layout
From site:* Layout:*®
ia Blank Client Site i < Selecta Layout >

Metadata stores data about the web page and provides it to search engines. The description appears in search
results. Keywaords indicate concepts that are likely to appear in search criteria. When you create Pages, you can
include the metadata from the Template.

Metadata Description: Metadata Keywords:
<« Enter a description for this Template = <= Enter keywords for this Template =

Next Cancel

New Template name field, enter a name and click Save.

3.

6.

Note: The layout is crucial for your website. It determines the design and placement of elements on
the template. The layout includes where to place content, graphics, and navigation buttons. For

In the Template Name field, enter a name to identify the template in Pages & templates. This
name is for internal use and does not appear on the website.

In the Folder field, select a folder for the template. You can use folders to group templates. By
default, the program stores templates in the root Website folder. You cannot edit this folder.

In the From site field, select the site where you will use the template. If you do not host multiple
websites, your single website appears.

For information about sites, see the Administration Guide.

In the Layout field, select a layout for the template.

information about how to create a layout, see “Layouts” on page 201.

7.

In the Metadata Description field, enter a description to embed in the template’s HTML coding.
When a search engine includes a page with the template in search results, the description
appears with the link to the page.
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8. In the Metadata Keywords field, enter keywords for search engines to include in online
searches. For example, you can use keywords to describe pages that have little text or to include
terms that are not on the page but are likely search criteria. Separate the keywords with
commas. Each keyword appears only once in a web page’s META tag, so if a web page inherits
duplicate keywords from the template, they only appears once in the HTML coding.

Note: The metadata fields are each limited to 255 characters. In general, search engines do not
examine more than 255 characters of metadata.

Note: The template’s HTML coding also includes metadata for the last date the template was
modified. This date reflects the most recent change to the template or to a part on the template.
However, it does not include changes to parts that are stored within parts on the template. For
example, a Targeted Content part can contain multiple parts to display content according to user
roles. If a supervisor modifies these parts but not the Targeted Content part itself, the change is not
reflected in the metadata.

9. To assign security rights for the template, select the Targeting & Security tab. For each user role,
you can manage rights to view, edit, delete, and change security for the template.

For information about security and user roles, see the Users & Security Guide.

10. Click Next. The template design screen appears. For information about how to design a
template, see “Design a template” on page 16.

» Edit a template

You store templates for your website in Pages & templates, and you can customize them as
necessary. To search for a template in Pages & templates, use the Search tab. In the All or part of a
page name field, enter a name or partial name. To search for a template that contains a part type,
use the Pages containing part type field. In the Page types to include field, select whether to search
for pages, templates, or both.

1. From Site explorer, click Pages & templates. Pages & templates appears.

Warning: We strongly recommend that you assign supervisor rights for this section to only a select
group of users. General users should not access templates. Any change can affect multiple web pages.
We recommend that only users knowledgeable in all areas of website design and the program
perform tasks in this section.

To view the properties for a template, select it in the Pages & templates gallery and select the
Properties tab below the grid. This tab displays information such as whether the template uses
Secure Sockets Layer authentication and the number of page hits.
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2. To edit a template’s properties, select it and click Click here to view/edit this template’s
properties. The Template properties screen appears.

Sample Template 2 (Template properties)

Properties | Targeting & Security  Usage

Template Details

Template Name: * Folder: *
Sample Template 2 Website\Templates ;]

Select a Layout

From site:* Layout:=®
24 Blank Client Site ic] Sample Layout2

Metadata stores data about the web page and provides it to search engines. The description appears in search
results. Keywords indicate concepts that are likely to appear in search criteria. When you create Pages, you can

include the metadata from the Template.

Metadata Description: Metadata Keywords:
<« Enter a description for this Template = < Enter keywords for this Template =

Save Cancel

3. Make changes as necessary. The options on the Properties tab and Targeting & Security tab are
the same as on the New Template screen. For a detailed explanation, see “Create a template” on

page 13.
4. On the Usage tab, you can view the web pages that use the template in the Pages using this
template box.

5. Click Save. You return to Pages & templates.

» Design a template

Templates are the framework of your website. Because of the time, research, and detail involved to
create templates, we recommend that you base new pages on existing templates when possible. You
can edit a template to fit the needs of a web page, or you can create a template based on an existing
template. To edit a template’s properties, select it in Pages & templates and click Click here to
view/edit this template’s properties. The Template properties screen displays the name, layout,
folder, metadata, security information, and the pages that use the template.

1. From Site explorer, click Pages & templates. Pages & templates appears.

Warning: We strongly recommend that you assign supervisor rights for this section to only a select
group of users. General users should not access templates. Any change can affect multiple web pages.
We recommend that only users knowledgeable in all areas of website design and the program

perform tasks in this section.
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2. Select a template and click Click here to edit this template. The template design screen appears.
Depending on the layout, the template design screen may contain multiple editable panes for
you to add or create parts.

3. Toinclude a part on a template, click the pane button. If a part exists on the template, click the
Page part button. A menu appears. If Page part appears as an hourglass, the part is in the
content approval workflow.

For information about the menu items, see “Buttons in Pages & Templates” on page 6. For
information about the content approval workflow, see “Approvals” on page 273.

e To add a part, select Insert part. The Select a Part screen appears. To find a part, use the search
tools. For example, select a part type in the Filter by Type field or enter a name or partial
name in the Filter by Name field.

* To create a part, select New part. The New Part screen appears. For information about how to
create a part, see “Create a part” on page 19.

Note: When a user searches for a word or term on your website, search results include pages only.
They do not include templates. Even if a part on the template includes the search term, the template
does not appear in search results.

* To edit a part on the template, select Edit. The Edit Part screen appears. For information about
how to edit a part, see “Edit a part” on page 20.

e To remove a part, select Cut. The program saves the part to the clipboard. To place it in
another pane, select Paste.

Warning: You can cut and paste a part from one template to another, but if your session times out,
the program clears the clipboard. When you reopen the program, you can no longer paste the part.

¢ To move parts within in a pane, select Move Up or Move Down.

 To hide Page part buttons on the template design screen, select Show/Hide Part Markers.

Note: To view how the template appears to different website users, select a role in the View As field
on the page design screen. To use Scheduled Publishing information to display the page as it
appeared on a particular date, enter the date in the on date field.

4. To edit the template’s properties, click Template properties.

5. To edit the layout, click Layout designer. For information about how to edit layouts, see “Design
a layout” on page 203.

Warning: When you edit a layout, it changes for all web pages that use it. To create a unique layout
for a template, you can copy an existing layout. From Site explorer, click Layouts. In Layouts, select a
layout in the gallery and click Click here to copy this layout.

6. To create a template based on the current template, click Copy template.
7. To delete the template, click Delete.

8. The program automatically saves your changes. To return to Pages & templates, click Return.
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In Parts, you can create, edit, and delete content for your website. For example, to include your
organization’s mission statement on your site, you can create a part in Parts and write the statement.
You can also include your organization’s logo in the part. Other examples of parts include navigation
buttons, profile forms, event registration forms, and frames. After you save a part, you can display it on
multiple web pages. This section describes how to create parts for your website.

Note: Content does not appear on the website until you add the part to a web page in Pages &
templates. For information, see “Pages & Templates” on page 5.

Create and Edit Parts

When you include a part on multiple web pages, you can edit and update it once for all pages. To ensure
a new part’s appearance, such as font size and style, is consistent with the rest of your website, you can
copy an existing part. This retains the bulk of information required to create content.

The procedures in this section describe the tabs you use to create and edit parts. For information about
how to design a specific part, see the section about that part type.
» Create a part
1. From Site explorer, click Parts. Parts appears.
2. Click New part. The New Part screen appears.

3. Onthe Properties tab, enter basic information that defines the part. For example, select the part
type and enter a name for the part. For more information, see “Properties Tab” on page 20.

4. Select the Targeting & Security tab. In the grid, assign view, edit, delete, and change security
rights for users and roles. For more information, see “Targeting & Security Tab” on page 22.

5. Click Next. The Design tab appears. For more information about the Design tab, see “Design Tab”
on page 22. For information about how to design a specific part, see the section for that part
type.

6. Click Save. You return to Parts.
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» Editapart

To search for an existing part to edit in Parts, use the filter tools. For example, select a part type in
the Filter by Type field or enter a full or partial name in the Filter by Name field.

1. From Site explorer, click Parts. Parts appears.

Parts

4 New part @ Help

From Parts, you create, edit, and delete parts such as a Form. Each part can be reused on multiple
pages. You can also assign view, edit, delete, and s
Filter by Site: Filter by Type: Filter by Name: )
> SR All w Filter

Actip Part Name Part Type Owner

[ Healthcare News News Reader supervisor
Healthcare News Header Formatted Text and Images  supervisor
-Healthcare MNurse Directory Directory supervisor

Healthcare Nursing Home Formatted Text and Images  supervisor

Healthcare Patient Care Home 2 Formatted Text and Images  supervisor

G S S W B

2. When editing parts, you can:

* To edit a part’s design, click Click here to edit this part. The Edit Part screen appears on the
Design tab. For information about how to design a specific part, see the section for that part
type. For information about the Design tab, see “Design Tab” on page 22.

* To edit a part’s properties, click Click here to view/edit this part’s properties under Action.
The Edit Part screen appears on the Properties tab. For information about part properties, see
“Properties Tab” on page 20.

* To create a part based on an existing part, click Click here to copy this part under Action. The
Copy Part screen appears. In the New Part name field, enter a new name and click Next. The
Edit Part screen appears so you can edit the new part.

Note: If the original part contains tags, the copy inherits the tags. From the Tags tab, you can modify
the copied tags. For information about how to manage tags, see “Tags Tab” on page 30.

3. Click Save. You return to Parts.

Properties Tab

On the Properties tab, you enter basic information that defines the part.
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» Define part properties

1. Select the Properties tab of a part.

Properties

Fart Type: # Fart Deszcription:
Donation Form i

Fart Name: %

Alumni Donation

Target Language:
< Al = w Part will only be dizplayed for the selected language, or select All to turn off
language targeting

Test Mode allows you to design, style, and test a part without saving or
[¥] Test Mode . § g ’ P g
processing any data
. You can choose to schedule a begin and end date for displaying this part on
[¥] 3cheduled Publishing | plaving "
a page
Publish Date: Expiration Date:
4/8/2010 4/3/2010

2. Inthe Part Type field, select a part type, such as “Formatted Text and Images.” This is the type of
content to include on the web page. After you save the part, you cannot change the part type.

After you save a part, you can view its ID in the Part ID field. You can use this ID to identify the
part in a URL for a traffic measurement service, such as Google Analytics. For more information,
see the Administration Guide.

3. Inthe Part Name field, enter a name such as “Mission Statement” to allow users to quickly
identify the information in Parts. The name is for internal use and does not appear on the
website.

4. In the Part Description field, enter any additional information to identify the part.

In the Target Language field, select a language for content in the part. If the website user’s
primary language for the Internet browser is selected to the same language in the field, the part
appears on the web page. If the browser is selected to a different language, the part does not
appear. If the part applies to all languages, leave the default “<All>" in the field.

The languages that appear in the drop down are those selected in the Language box on the
Settings tab in Sites & settings. For more information, see the Administration Guide.

6. To design, style, and test a part on your website without creating transactions, generating emails,
or communicating in any way with Blackbaud Services or Blackbaud Enterprise, select Test
Mode. For example, you can complete the fields on a donation form to ensure the confirmation
page is styled and working properly. Although you submit the donation and receive a
confirmation, a transaction does not appear on the NetCommunity page.
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The Test Mode checkbox appears on the Payment, Donation Form, and Event Registration Form
parts. Only users with supervisor rights can view parts in Test mode.

Note: Use Test mode to verify the user’s experience, not to test data processing. Test mode does not
validate credit card numbers and merchant accounts.

7. To make the part available within a certain time frame, select Scheduled Publishing. When you
select this checkbox, the date fields are enabled.

Note: If you do not select Scheduled Publishing, no time limits exists for the part.

a. In the Publish Date field, enter the date and time the part first becomes available on your
site.

b. In the Expiration Date field, enter the date and time the part becomes unavailable on your
site.

If an expired part exists on a live web page on your site, the part does not appear. The other
parts on the page dynamically fill the space where the expired part previously appeared.

8. Click Next. The Design tab appears. For more information about the Design tab, see “Design Tab”
on page 22. For more information about how to design a specific part, see the section for that
part type.

Design Tab

The Design tab appears after you save a part’s properties. On this tab, you set parameters defining the
part’s content, appearance, and processing. For example, on some parts you define required fields,
allowable payment options, and how users navigate away from the part. For more information about
the Design tab for a particular part, see the section for that part type.

Targeting & Security Tab

On the Targeting & Security tab, you assign website security rights for users and roles. You can assign
view, edit, delete, and change security rights.

By setting view rights, you target website content to only certain users. For example, on a Documents
part, you can assign view rights to the Board Members role so they can review meeting minutes.

Users with rights to edit and delete content can help manage the website. For example, on an Event
Registration Form part, users with edit rights can update last year’s golf tournament information with
this year’s information.

Users with change security rights can edit the security on this tab. Only users with supervisor rights
should have rights to change security.
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» Select website security permissions

Follow this procedure for information about the Targeting & Security tab on pages, templates,
images, and other areas in the program.

1. On a part, select the Targeting & Security tab. A grid appears that lists the Everyone role in the
first row.

Targeting & Security

To target this content to specific users, assign the appropriate permissions to roles.

Copy permissions ]

Action User/Role Name View Edit Delete Change Security
Everyone
Site Administrators
Content Authors O O

< Add users and roles

Note: You cannot edit a checkbox that you select for the Everyone role. All users inherit permissions
from the Everyone role.

2. To apply the same security permissions another part uses, click Copy permissions. The Select a
Part screen appears to select the part.

When you copy permissions, you overwrite the current security settings on the Targeting &
Security tab.

Tip: You cannot copy permissions from a different task. For example, when you select to copy
permissions from a part, you must select permissions from another part. You cannot select
permissions from a page or template. In addition, images do not support copying permissions.

3. Select the part and click Select to return to the Targeting & Security tab. The users and roles
appear in the grid. You can adjust the permissions as necessary.
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4. To adjust the permissions for specific users and roles for this part, select Add users and roles.
The Create new security permissions screen appeatrs.

Create new security permissions

Select users and roles

To add users or roles, move them from Available to Selected. Up to 30 users and roles appear in
alphabetical order. To search for additional users and roles, use the Filter field.

Filter: Selected:
Available:
EE users ~
Email link test
Gabriel Add all ==
ImageOnly
Matthew
Memers
v

Assign permissions

View Edit Delete Change Security

O O O O

a. In the Filter field, enter the first letter of the user or role to include.

Note: The Available box displays 30 users and roles in alphabetical order. Use the Filter field to find
additional users and roles that do not appear in the box.

b. Locate the user or role, and click Add. The user appears in the Selected box.

To select multiple users or roles, press SHIFT while you select the multiple users, and then
click Add all. The users appear in the Selected box.

c. Under Assign permissions, grant the users and roles view, edit, delete, and change security
permissions.

d. Click OK. You return to the Targeting & Security tab. The users and roles appear in the grid.
5. To apply the permissions to the part, click Save. You return to Parts.

For more information about security, see the Users & Security Guide.

Parts That Require User Login Information

Users must log in to view some parts on your website. The following parts require user name and
password information before website users can access them.

e Change User ID/ Password
Chapter Links

Email Forwarding Form

My Friends

Profile Display
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Profile Form

Targeted Content

Transaction Manager

User Interests Form
User Link Module

User Networking Manager

e User Photos Form

Other parts, such as the Personal Page Manager and Fundraiser parts, allow any user to access some of
the part but require user name and password information to view the rest. Parts, such as the Menu and
Weblog parts, do not require any login information.

Language Tab

Use the Language tab to rename labels, headings, and other text on your web pages. For example, if you
do not want the anonymous gift checkbox to display I prefer to make this donation anonymously on
the donation page, you can change the text to Anonymous gift. For the Tag Display part, you can enter
the header that appears before the list of tags. You can also choose the punctuation mark, or delimiter,
that separates entries in displays that include only tags on the selected page.

You can also enter localized text in another language for the items that appear on the Language tab. For
example, you can create a Donation Form part for English and enter localized text for Spanish. On the
Language tab, you enter the localized text for each language. You use this tab in combination with other
features to create international pages for your website. For more information, see “Add Localized Text
For Web Pages” on page 26.

» Rename and localize text
1. Select the Language tab of a part.
Tip: The Language tab appears on the Donation Form, eCards, Language Selector, Payment,

Membership Form, Tag Display, Transaction Manager, User Email Preferences Form, and User Login
parts.

Language

Specify any part text to be replaced with alternate text for a specific language.

Category: Language:

Address w | | English (United States) v
Item name Item type Default text Text
Address Lines Field label Address lines: Address lines:
Country Field label Country: CDUHtI"y’:

2. In the Category field, select the area of the part to rename text for.

3. Inthe Language field, select the language to localize.
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You select the languages that appear in the Language box on the Settings tab in Sites & settings.

4. Refer to the Item name column to enter text in the Text column. This text replaces the default
text.

e Enter the text to replace the default label or heading. For example, for the Anonymous gift
checkbox item, you do not want the checkbox to display | prefer to make this donation
anonymously on the web page. In the Text column, enter “Anonymous gift” to change the
name of the checkbox.

e Enter localized text for selected languages. For example, to create a Spanish web page, you can
change the text to “Donacion andnimo. In the Language field, select the next language to
localize. When you toggle the Language field between multiple languages, the localized text
appears in the Text column for each language.

For more information about multiple languages on your website, see “Add Localized Text For
Web Pages” on page 26.

¢ For the Tag Display part, you can enter a new delimiter to separate tag entries.

Note: The delimiter separates entries in tag displays that show only tags for the parts on a page. For
tag displays that include all tags in use, entries appear on separate lines by default and the delimiter
does not appear. To add a delimiter to a tag display for all tags, you must modify the BBTagDelimiterAll
element under Tag Display for the appropriate stylesheet. For information about how to manage style
elements, see “Stylesheets” on page 207.

Add Localized Text For Web Pages

You use the Language tab in combination with other features to create international pages for your
website. You can create localized text for pages on your website in two ways. You can enter the localized
text to appear on the Language tab and create the Language Selector part. The Language Selector part
allows the website user to render the localized text on the web page. You can also create a part
specifically for a language. If a website user’s primary language for the Internet browser is the same as
the part, the part appears on the web page.

» Implement multiple languages on your website

1. On the Settings tab in Sites & settings, select the languages to associate with your website. For
example, if your website audience includes Spanish and French users, select Espafiol (Mexico)
and frangais (Canada) in the Language box. For more information, see the Administration Guide.

2. Create a part specifically for a language. You can create localized pages in two ways.

* On the part’s Properties tab, in the Target language field, select the language for the part. If
the website user’s primary language for the Internet browser is selected to the same language
in the Target language field, the part appears on the web page. If the browser is selected to a
different language, the part does not appear. If the part applies to all languages, leave the
default “<All>" in the field. For more information, see “Properties Tab” on page 20.

OR
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e On a part’s Language tab, in the Language field, select the language to localize. In the Text
column, enter the localized text for the web page. Create the Language Selector part. This part
displays a Language drop down field on your website. A website user selects a language
preference from the field on the web page. After the user selects the language, the page
renders the localized text. For more information, see “Language Tab” on page 25 and
“Language Selector” on page 86.

3. Add all applicable parts to a template or page in Pages & templates.

Usage Tab

After you save a part, the Usage tab appears. This tab displays the layouts, templates, and web pages
that use the part. The information is for informational purposes only. If the part is not used, a “This part
is not being used” message appears.

Lisage

The following depicts where this part is currently used on the site, showing the pages and templates that indirectly include this
part.

El @ Blank Client Site
&’ GC Test g Site

I8 Test 43 = Template
|&¥| Page

Helplets Tab

On the Helplets tab, you can add custom text to help users understand the features of certain parts on
your website. For example, on the Fundraiser part, you can provide instructions for the Login screen or
the various Dashboard buttons.

Tip: The Helplets tab appears on the Event Registration Form, Fundraiser, Payment, and Personal Page
Manager parts.

» Add helplets
1. Select the Helplets tab.
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2. Inthe Screen field, select the screen to add help text for. For example, for the Event Registration
Form part, select “Selection,” “Prices,” “Attendees,” “Register Now,” or “Acknowledgement.”

Helplets
Helplets
Provide help text for this form's different screens.
Screen: | Register Now * ¥ | * indicates screen contains help text content Restore Default
= VElI= | (L ’ =
=TT LS e I =N e e A T @
& = [[! “
B I U= x|E=E==|CA ===
Format ~ | Font family ~ | Font size ~ 1‘\_1
Please enter your information and form of payment below.
Path: Y

Note: Some screens contain default helplet text. You can use the text provided or enter different text.
If you overwrite the default text, you can click Restore Default to restore the original text.

3. Inthe box, enter the text to appear on the part. To format the content’s appearance and layout,
use the HTML editor. For information about the HTML editor, see the Program Basics Guide.

4. To create help text for another screen, select it in the Screen field. The program automatically
saves your changes, and an asterisk appears beside the screens in the field that have help
content.

Content Approval Tab

When you design a Formatted Text and Images part or Formatted Text and Images (Secured) part, the
Content Approval tab appears. On this tab, you select the approval status of the part and view its status
within the selected workflow and its approval history. If you have rights to manage workflows, you can
also assign the part to a different workflow.

When you revise a published part, the program automatically archives its earlier version. From the
Content Approval tab, you can view its previously published versions. If you have rights to approve
content, you can also restore the part to an earlier version.
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» Select the workflow and approval status of a part from its Content Approval tab

1. On the Edit Part screen, select the Content Approval tab.

Content Approval

Set approval status and workflow for this part.

Approval Status: | Draft b
Workflow: | Default for FT&I * ¥ | * denotes default workflow
ACEVIEY: | action Version Status Status Updated On Status Updated By
1 Draft 8/26/2009 3:41:50 PM Supervisor

1 version meets selected criteria

2. In the Approval Status field, select the part’s status in the workflow.

e When you first create or edit a part, the approval status is “Draft” until you complete its design
and submit it for approval. Until the part is ready for approval, select this account status. In the
Activity grid, parts with this status display “Draft” in the Status column. Parts with this status
appear in Approvals and on the Approvals tab of the selected workflow.

e When you complete the part’s design and content, select “Ready for Approval” to submit it for
approval. Users in the approval role for the workflow can review parts with this status and
select whether to approve the content to appear on the website. In the Activity grid, parts
with this status display “Pending” in the Status column. In Approvals and on the Approvals tab
of the selected workflow, parts with this status display an approval status of “Pending.”

e To approve the part and its content, users in the approval role for the workflow select
“Publish.” Parts with this status appear on your website. In the Activity grid, parts with this
status display “Published” in the Status column.

* To reject the part and its content, such as if the content contains error or is inappropriate for
your website, users in the approval role for the workflow select “Reject.”

3. If you have rights to manage workflows, the Workflow field appears. Select the workflow to
apply to the part. The workflow determines the users who review the part for approval.

Note: When you create a workflow in Workflows, you can select whether it is the default workflow for
the selected part type. When you design a part and select its workflow in the Workflow field, an
asterisk (*) appears next to the default workflow. For information about how to create a workflow, see
the Workflows section of the Administration Guide.

4. Inthe Activity grid, view the recent approval activity for the part, including its approval status
and the date and owner of the more recent approval status update.

To view the part and its content, such as for review and approval, click Click here to view this
version in the Action column. The part and its content appears. To return to the Content
Approval tab, click Close.

To compose and send an email message to the most recent person to update the status of a draft
or pending part, click Click here to send email in the Action column.
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5. To continue to design the part and its content, select the Design tab. For information about how
to design the Formatted Text and Images or Formatted Text and Images (Secured) part, see
“Formatted Text and Images” on page 81.

To return to Parts, click Save.

» Restore a published part to an archived version

When you revise a published part, the program archives its earlier version. On the Content Approval
tab, the Status column displays “Archived” for earlier published versions of the part. From the
Content Approval tab, users in the content approval role can restore the part to an earlier archived
version.

1. On the Edit Part screen, select the Content Approval tab.

Content Approval

Set approval status and workfiow for this part.

Approval Status:

Workflow: | Default workflow (Secured) * % | = genotes default workflow

Sctivty; Action Version Status Status Updated On Status Updated By
| 4 Fublished 4/24/2008 8:44:31 PM supervisor
0 e 3 Archived 4/24/2008 8:44:31 PM supervisor
0 e 2 Archived 4/24/2008 8:44:18 PM supervisor
o) 8- 1 Rejected 4/24/2008 5:43:45 FM supervisor

2. Inthe grid, determine the version of the part to restore. To view the part and its content for an
earlier version, click Click here to view this version under Action. The part and its content for
that version appears. To return to the Content Approval tab, click Close.

3. Next to the version to restore, click Click here to restore this version under Action. A message
appears to confirm the restoration of the version.

4. Click OK. You return to Parts.

Tags Tab

On the Tags tab, you enter keywords or phrases to identify a part’s content. You can also associate user
interests with the part. When the part is on a web page with a Tag Display part, its tags and user
interests appear as hyperlinks. Users can click the links to access similar content from a list of the web
pages that contain parts associated with the tags and user interests. For information about how to
display tags as hyperlinks, see “Tag Display” on page 174.



» Add tags
1. Select the Tags tab.

Tags

Add tag: Tags currently attached to this part:
< Type tags for this part = Add

¥) Existing tags and interests

[J1nclude on Suggested Content parts checkbo

earch f

Suggested Content part

Tags are keywords that describe the content on parts and allow you to link to similar content. The Search part uses tags when it
searches your website. The Suggested Content and Tag Display parts use tags to link to similar content on your website.

To make this part eligible to appear on a Suggested Content part, select this
parts with similar tags and
interestz and then link to the pages with the closest matches
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2. To view the tags and user interests, click Existing tags and interests. Links appear for existing

tags and user interests.

Note: A number beside a tag or user interest indicates how many parts use it. This information also

appears in autocomplete text in the Add Tag field.

Add tag: Tags currently attached to this part:
< Type tags for this part > Add

%) Hide tags and interests

Click the tags and interests to add to this part

Advocacy Basketball [Interest] Biking [Interest] 25
Cards [Interest] Community

Contemporary art [Interest] Cooking [Interest]

Cricket [Interest] Donate Ewents Fishing [Interest]
Football [Interest] Gardening [Interest

Get Invelved Giving Golf [Interest]

Horseback riding [Interest] Local(l) Membership

Multimedia News Newslstter

CQutdoor activities [Interest] Photographyv [Interest]
Photos Profile Recent Events Rugby [Interest]

Sailing [Interest](2) Soccer [Interest m

3. To associate existing tags and user interests with the part, click the links. The items appear under

Tags currently attached to this part.

4. To create a tag, enter a word or phrase in the Add tag field and click Add. The tag appears under

Tags currently attached to this part.

Note: To save data entry time, the program uses autocomplete to suggest existing tags from the Site
Tags code table. When you add tags, the program adds them to the code table. For information about

how to manage the Site Tags code table, see the Administration Guide.
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5. To remove a tag or user interest, click the “x” beside it under Tags currently attached to this
part.

To make this part eligible to appear on a Suggested Content part, select this
[“l tnclude an Suggested Content parts checkbox. Suggested Content part r

interests and then link to the pages with the clos

Title:

Summary:

6. To allow Suggested Content parts to link to the part, select Include on Suggested Content parts.
The Suggested Content part searches for parts with matching tags and user interests to

recommend content to website users. For information about the Suggested Content part, see
“Suggested Content” on page 166.

7. Inthe Title field, enter a header to display on a Suggested Content part when it recommends the
part. The header links users to the part’s web page.

8. In the Summary field, enter a short description to appear on a Suggested Content part.
9. Click Save. You return to Parts.

Anonymous Newsletter Subscription

With the Anonymous Newsletter Subscription part, you can offer a newsletter for website users to
subscribe to without registering on your website. Because the subscriber does not create a user
account, no sign-up transaction or constituent record is created in Blackbaud Enterprise. Typically, you
may want to enable anonymous subscriptions for a particular newsletter, such as an introductory

newsletter, that leads subscribers to become more involved with your organization and become active
users and constituents.

Tip: To keep information for anonymous newsletter subscribers private, subscriber data is stored in
the online database. You cannot view it on the administrative side of the website.

On the web page, the Anonymous Newsletter Subscription part appears as a box where users can enter
their names and email addresses and click a button to subscribe.
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» Design Anonymous Newsletter Subscription

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Newsletter field, select the newsletter that users can anonymously
subscribe to.

Anonymous Newsletter Subscription

Use this form to allow website users to subscribe to the newsletter without signing up for a user account.
Because anonymous subscribers do not create user accounts, they do not appear as sign-up transactions in
Blackbaud Enterprise to become new constituents.

Newsletter:
v Select the newsletter that users can anonymously subscribe to.

Form title:

After subscribing navigate to:
4 Select the page users are redirected to after subscribing.

- ‘.r._\ ‘_Ml\“rw\_-’-ﬂ“—ﬂﬁm‘l‘. ’\m"\ “"""’.\.“»H...‘“-_"_-

2. In the Form title field, enter the text to appear at the top of the Anonymous Newsletter
Subscription part on your website, such as “Get the Newsletter!”

3. In the After subscribing navigate to field, select the web page, such as a Welcome or Thank You
page, to appear after the site user clicks Subscribe.

Note: If you do not select a web page in the After subscribing navigate to field, the website user
returns to the Anonymous Newsletter Subscription part after he clicks Subscribe.

4, Click Save. You return to Parts.

Change User ID/Password

With the Change User ID/Password part, website users can change their user IDs and passwords in the
online database without affecting the user IDs and passwords for other integrated Blackbaud programs.
On the website, the user can update the user ID, password, and password reminder.
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» Design Change User ID/Password

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, In the Heading field, enter the text to appear at the top of your Change
User ID/Password form, such as “Change User Login.”

General

Heading:
Enter the text to display above the Change User ID/Password
form, such as “Change User Login.”

After update navigate to:#
0 Select the page users navigate to after they update their user

1D or password.

Fields
Select the fields to include on form.
Include Field Editable Required Alternate caption

O User ID O
| Password |
O Confirm Password O
| Reminder Phrase |
O Time Zone O O

. Wr--'*‘-'\m"h._,fa\__ﬁ__ » ,‘I\"-.._\ I\ '--q_) e —— ‘-M’AM o

2. In the After update navigate to field, select the web page to appear after the website user
changes the user login and password.

Note: If you do not select a web page in the After update navigate to field, the Home Page selected
on the Settings tab in Sites & settings automatically appears after the website user changes the user
name or password.

3. In the Fields grid, select the fields to display on your Change User ID/Password form. You can
include the User ID, Password, Confirm Password, Reminder Phrase, and Time Zone fields. For
details about the grid, see “Change User ID/Password Fields Grid” on page 35.

4. Click Save. You return to Parts.
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Change User ID/Password Fields Grid

The table provides information about the options in the Fields grid on the Change User ID/Password
part.

. Program Administrator or

2ol Website User? —

Include Program Select the checkbox next to the fields to
include on your Change User ID/ Password
form.

Field N/A Displays the default field name for your
Change User ID/ Password form.

Editable Program and website To enable other users to edit the field, select
this checkbox.

Required Website To make a field required on the Change User
ID/Password form, select this checkbox.

Alternate Caption (Program To edit a field name, enter a new name in this
column. For example, you can call the User ID
field User Name.

Content Comparison

With the Content Comparison part, you can compare the effectiveness of different appeals to your
website users. For example, you can create multiple Formatted Text and Images parts to promote an
event or to solicit donations. On the Content Comparison part, you add up to six of these parts and
select a target page, such as a page with an event registration form or donation form. After you place
the Content Comparison part on a page, it randomly displays the Formatted Text and Images parts to
website users and tracks the click-through rate to the target page. After a user views the comparison,
the program associates the user with a particular Formatted Text and Images part so that each user only
sees one part in the comparison. To track users, the Content Comparison part uses the login information
or cookies that identify the user’s computer.

The Formatted Text and Images parts in the comparison must include links to the target page because
the comparison measures their effectiveness by the click-through rate to the target page. The
comparison also measures the conversion rate if the target page includes a donation form, membership
form, event registration form, payment part, survey part, or user login. For example, if the target page
includes an event registration form, the comparison tracks how many users register for the event. If the
target page includes a donation form, the comparison also tracks the amount donated.

The Content Comparison part tracks the performance of Formatted Text and Images parts until it
achieves statistical significance. The number of Formatted Text and Images parts in the comparison
determines the default threshold to reach statistical significance, but you can also select your own
threshold. Comparison statistics are not calculated in real time but are updated nightly. After the
comparison reaches statistical significance, the Content Comparison part ends the comparison and
displays only the most effective Text and Formatted Images part. If you decide to use a different Text and
Formatted Images part, you can override this selection.
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» Design Content Comparison

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, browse to the target page for the comparison. To track the click-through
rate, the Formatted Text and Images parts in the comparison must include a link to the target
page.

Choose a target page

To compare the effectiveness of appeals to website users, the Content Comparison part tracks the click-through
rate to a target page. You should include a link to this target page in all the parts in the comparison.

Target Page:
]

The test will end after a certain number of users have clicked through to the target page. The system sets this
threshaold to 30 by default (although that number increases as the number of parts being tested increases) but the
default can be overridden by entering a value in the box below. This can be useful for high-traffic sites where the
threshold might be reached very quickly.

Thresheld (leave blank for system default):

Add parts

You can include up to six Formatted Text and Images parts in the comparison. These parts cannot be edited while
the comparizon is conducted.

Part Name Performance

| Add Part for Comparison | [ Create Part for Comparison ]

Enable comparison

The comparison tracks the performance of the parts until it achieves statistical significance. Comparison statistics
are not calculated in real time but are updated nightly. After the comparison reaches statistical significance, the
program selects the most effective part.

[ Enable Comparison ]

The comparison measures the effectiveness of the Formatted Text and Images parts by the
click-through rate. It also measures the conversion rate if the target page includes a donation
form, membership form, event registration form, payment part, survey part, or user login. If the
target page includes a donation form, the comparison also tracks the amount donated.

2. To override the default threshold for the comparison, enter the number of users who must click
through to the target page in the Threshold field. The default threshold to achieve statistical
significance is based on the number of Formatted Text and Images parts in the comparison.

3. Under Add parts, add parts to the comparison. You can only include up to six different Formatted
Text and Images parts. You cannot edit the parts during the comparison.

* To add an existing part, click Add Part for Comparison. The Select a Part screen appears with
all available Formatted Text and Images parts.
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e To create a part, click Create Part for Comparison. The New Part screen appears with
“Formatted Text and Images” in the Part Type field. For information about how to create a
Formatted Text and Images part, see “Formatted Text and Images” on page 81.

Note: After you add Formatted Text and Images parts to the comparison, you can edit and delete the
parts from the Content Comparison part. After you start the comparison, you can no longer edit or
delete the parts. In additions, while a Formatted Text and Images part is placed on the Content
Comparison part, you cannot delete it elsewhere in the program.

4. To start the comparison, click Enable Comparison. The status appears. The comparison tracks
the performance of the Formatted Text and Images parts until it achieves statistical significance.

5. After you enable the comparison, click View Report to view details.

6. Click Save. You return to Parts.

Designation Detalls

Use the Designation Details part to provide a detailed description of a designation. For example, the
Designation Search part displays a short description of each designation. To provide a more detailed
description, you can link from the search results to a page that contains a Designation Details part.
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» Design Designation Details

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see

“Create and Edit Parts” on page 19.

1. From the Design tab, under Designation summaries, design the search results display. Use
merge fields to include information about designations included in the results. The text box
includes the Public Name, Purpose Description, and Designation Tags List merge fields by
default. If you need other merge fields, click Advanced merge fields to select additional field
groups. After you select field groups, the Insert merge fields button appears so you can add the

additional merge fields to the display.

Designation summaries

names and descriptions.

Advanced merge fields

j || || || || | fi| | 1d

|B U X, [ =

Format = || Fontfamily |~  Fontsize - || A3 _1

Designation Fields View.Designation Public Name

Designation Fields View.Purpose Description

|2 A -2 ~|[i=|i= %

a6 G B 6= D E s

Design how to display the output. Use merge fields to include important information such as designation

|«

Tags:

Begin Loop (Designation Tags List) > Designation Tags List.Description

End Loop (Designation Tags List)

Path:

y
Restore default content

To format the content’s appearance and layout, use the HTML editor. For more information

about the HTML editor, see the Program Basics Guide.

Tip: To include an Add to cart link, insert the Designation.BeginAddtoCart and
Designation.EndAddtoCart merge fields. Users can click this link to add designations in the search

results to their shopping carts.

2. Click Save. You return to Parts.

Designation Search

With the Designation Search part, website users can enter key words or select search filters to search for
designations. You can choose the type of filters available for the search and you can design the content

for the search results display.

You can use the Designation Search part with other parts to create a powerful designation search feature

on your website. For example, this is one possible workflow:




PARTS 39

The search results include a short description of each designation that meet the search terms. To
provide a more detailed description, you can add a link from your Designation Search part to a page
that contains a Designation Details part or to another web page that contains more information about
the designation. For more information, see “Designation Details” on page 37.

To guide users to designations based on their interests, add a Suggested Content part. The Suggested
Content part recommends designations that match the user’s interests and the tags assigned to parts
they have recently accessed. For example, if the user has “Whales” assigned as a user interest on his

constituent record and he viewed parts with a “Whales” tag, the Suggested Content part recommends
designations dedicated to whales. For more information, see “Suggested Content” on page 166.

When you add a Payment Summary 2.0 part to your template, users can view all the transactions
currently in their shopping carts, including any payments for designations. For more information, see
“Payment Summary 2.0” on page 132.

To include a list of designations that a user donated to in the past, you can include a Query Results
Display part. For more information, see “Query Results Display” on page 139.
Design Designation Search

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under General options, select a query in the Designation query field. The
output fields from the selected query are used as search filters on the designation search form.

General options

Designation query

Designation for BBNC ~ Select a designation guery. You can use the query’'s output fields
as filters to search for designations.

Results per page:
5 v

To automatically search and display all results when the page

S h wh loads: . ;
[searc EULETE IR loads, select this option.

2. In the Results per page field, select the number of results to display on the page. If the search
returns more results than the number entered, the results display on additional pages.

3. Select Search when page loads to automatically search and display all results when the page
loads.
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4. Under Designation filters, move fields from the Available box to the boxes on the right.

Designation filters

Available: Shared search field for multiple filters

Public name . [7]
Revenue designation Public name
Start date Tags\Walue
Tags\Walue
Account number
Project code
VSE category
VSE subcategory
Goals\Goal
Goals\Start date
Unigue search fields for each filter °
Tags\Walue
Category
Subcategory

e Shared search field for multiple filters — This option creates a single keyword search field for
multiple filters. For example, you include the public name and description as filter fields. Users
can enter keywords in a search field and the program will return any public names or
descriptions that match the keywords. For fields where users select from finite lists such as
code table entries, it may be better to use the Unique search fields for each filter option.

¢ Unique search fields for each filter — This option creates multiple search fields to provide
precise search results for each filter. This is most useful for fields where users select from finite
lists such as code table entries. For example, if you include the designation’s purpose category
and tags, users can select from the available categories and tags.
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5. Under Designation summaries, design the search results display. Use merge fields to include
information about designations included in the results. The text box includes the Public Name,
Purpose Description, and Designation Tags List merge fields by default. If you need other merge
fields, click Advanced merge fields to select additional field groups. After you select field groups,
the Insert merge fields button appears so you can add the additional merge fields to the display.

Designation summaries
Design how to display the output. Use merge fields to include important information such as designation
names and descriptions.

Advanced merge fields @

Fedm T -A% 0B EHE=0 0 &= ©

- =l E= RIS S CHIR Y

B I U#xx|[E=S==|2A &=

C55 Class ~ || Paragraph T | |Font family |~ | Font size - :‘\_1 _1

Name: Designation Fields View.Designation Public Name ~

Designation Fields View.Purpose Description

v Begin Loop (Designation Tags List) - Designation Tags List.Description > < End Loop (Designation Tags List)

Designation.Image Thumbnail

Designation.Begin Add To Cart Link Designation.End Add To Cart Link

Add to Cart

Designation.Begin Details Page Link Designation.End Details Page Link

Details

Designation.Begin No Details Page URL Designation.End No Details Page URL

Details

v

Path: p» strang

y
Restore default content

To format the content’s appearance and layout, use the HTML editor. For more information
about the HTML editor, see the Program Basics Guide.

Tip: If you assigned details page URLs to the Web tab of designation records in Blackbaud Enterprise,
you can add the Designation.BeginDetailsPageLink and Designation.EndDetailsPagelLink merge
fields to include a link to the specified URL. If you did not assign URLs to designation records, you can
add the Designation.BeginNoDetailsPageURL and Designation.EndNoDetailsPageURL merge fields
and insert a link to a page that contains a Designation Details part.

Tip: If you assigned thumbnail images on the Web tab of designation records in Blackbaud Enterprise,
you can add the Designation.ImageThumbnail merge field to include the image in the search results.

Tip: To include an Add to cart link, insert the Designation.BeginAddtoCart and
Designation.EndAddtoCart merge fields. Users can click this link to add designations in the search
results to their shopping carts.

6. Click Save. You return to Parts.
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Directory

With a Directory part, you can allow website users to search for other website users in defined groups of
constituents. Users can then view profile displays to learn more about specific constituents. To publish
directories on your website, you use constituent queries to access information about website users. For
example, you can create a constituent query for the Class of 2000 in Blackbaud Enterprise and use it to
create a directory of users in that class. You can then select fields for website users to search against. For
example, you can allow users to search the directory for data in the First Name, Last Name, and State
fields. You can also provide links from the directory to constituent personal pages.

Note: The directory search can return up to 500 results that match the criteria entered by a site user.
Site users can use wildcard characters (brackets, underscores, percents, question marks, and asterisks)
in their search criteria.

You also select the fields to appear on your web page when the user’s search produces results. For
example, you can select to display First Name, Last Name, Address Line 1, City, and State fields for your
directory results. The field you list first for results links to the constituent’s published profile information.

» Design Directory

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Directory title field, enter a name for the directory, such as “Class of
2000 Directory.”

Directory title: |Directory

Records to Include
Limit to query: | (All Constituents) #

Include: | Both Organizations & Individuals
Include Deceaszed: [
Search Form
Split search fields into: | 1 ¥ | column(s).

[ Load unfiltered results when this part is loaded

Results
Show navigation controls: | Both above and below the results + Results per page: |5 ¥
Show number of results: | Do not display the number of results +
No records found message: |No directory entries match your criteria
Linked profile page: ¥
Include a page link for: | No Personal Page Managers Exist % | (applies to Individuals anly)
Include a send message link for: | < Specify User Metworking Manager = % [ allow messages to non-users

R T M—_‘J\i‘ﬂ‘_ ‘\.x \_J‘b"‘ '-\\-ll""--'l i ,‘-"‘"“‘g,\“ e rh'.-""\um-_.h il * r.....,_ ---4-;._..1

2. Under Records to Include, specify the records to include in the directory search results.
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The Limit to query field displays the selected query of records included in the directory. By
default, “All Constituents” appears.

Tip: For a query to appear as a selection, you must first create it in Blackbaud Enterprise. When you
create a query, you may need to refresh the website for it to appear as a selection. To refresh, select
View, Refresh from the menu bar.

C.

To include information from all constituents in your database, leave the default “All
Constituents.” To select another existing constituent query to use as the directory, click
Change. The Query Search screen appears. For information about how to use the Search
screen, see “Search Screen” on page 22.

In the Include field, select the type of constituent records to include in the directory search
results. You can select “Both Organizations & Individuals,” “Individuals Only,” or
“Organizations Only.”

To include deceased constituents in the directory search results, select Include Deceased.

3. Under Search Form, in the Split search fields into field, select how many columns of search
fields to appear in the criteria table. You can display up to five columns.

To process a search while the user browses your Directory part, select Load unfiltered results
when this part is loaded. When you select this checkbox, the directory search processes before
the user enters criteria and clicks Search on your website.

4. Under Results, set up how search results appear on your Directory part.

a.

In the Show navigation controls field, select whether the navigation buttons should appear
above the results, below the results, or both above and below the results.

The directory search can return up to 500 results that match the criteria entered by a site
user. In the Results per page field, select the maximum number of results to appear on a
page when a site user searches the directory. You can display up to 50 results per page.

You can include in the search results the total number of records that met the user’s search
criteria. In the Show number of results field, select whether to display the total number of
results above the results, below the results, or both above and below the results.

In the No records found message field, enter the message to appear if no records meet the
search criteria the user enters to search the Directory on your website. By default, the
message “No directory entries match your criteria” appears.

. Directory results can link to a page that contains a Profile Display part. In the Linked profile

page field, select the page to link to. The field you list first in the Listing Fields box becomes
the link to the page you select in Linked profile page field.

To display additional education profile information, link to a page that includes a User
Education Profile Form part under a Profile Display part. A Profile Display part contains
primary education information such as Campus, GPA, and Major. The User Education
Profile Form part includes this information for all education records.

To allow website users to view Team Fundraiser or Personal pages for individual
constituents included in the results, in the Include a page link for field, select the Fundraiser
or Personal Page Manager part to link to the directory results.
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g. To allow website users to send personal messages to constituents in the results, in the
Include a send message link for field, select the User Networking Manager part to link to
the directory results.

Note: If constituents opt out of email in Blackbaud Enterprise, website users can send them personal
messages through the user networking site, but they cannot send them email messages.

h. To allow website users to send personal messages through the User Networking Manager
part to constituents who are not registered website users or who are registered but are not
members of the user networking site, select Allow messages to non-users.

Warning: Constituents who do not have user networking accounts receive personal messages
through email. To allow users to send email messages to these constituents, you must enable a
Directory Message Notification in Email and select the User Networking Manager part for it. Without
this notification, your users will not be able to send messages to constituents who are not registered
website users or to constituents who do not have social networking accounts. For more information
about notifications, see the Email Guide.

5. Under Fields to Include, select the fields the user uses to search the directory, such as First
Name or Last Name. Right-click and drag the field from the Available Fields box to the Search

Form Fields box, or select the field in the Available Fields box and click the right arrow to move it
to the Search Form Fields box.

Fields to Include

Available Fields: +, Search Form Fields:

? .
B 2 Profie Fields
[C7Bio
[ ] Organization

[ Preferred Address
[ ]Phones and Email
[ ]Record

[ ]5pouse

[ Primary Business

[ ]Employment History

[CPrimary Alumni
[ ] Education History L Listing Fields:

[ Constituent Attributes

[ Primary Education Attributes

[ Education History Attributes
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When you integrate with Blackbaud Enterprise, do not include the Business.County or
PreferredAddress.County field in the Search Form Fields box. Blackbaud Enterprise does not
support these fields in a directory search.

Note: The system administrator selects the attributes available on the Settings tab on the Settings tab
in Sites & settings. For information, see the Administration Guide.

To arrange the placement of a field in the Search Form Fields box, select the field and click the
Up or Down button.

Note: The fields in the Search Form Fields list and the Listing Fields list do not have to match.

6. Select the fields to appear when the search finds a match. To select a field, right-click and drag it
from the Available Fields box to the Listing Fields box. To move a field from the Available Fields
box to the Listing Fields box, you can also select it and click the right arrow.

To arrange the placement of a field in the Listing Fields box, select the field and click the Up or
Down button.

Warning: The listing field you put first for results acts as a link to the constituent record. However, if,
on the Profile Form, the field’s data is marked Privacy Editable and the user selects to hide the data,
no link exists. For example, if you select to list First name first, and the user selects to hide First name
data, no link appears.

While you can link every field, the field you place first in the Listing Fields box automatically links
to the page you select in the Linked Page field. For example, you select to display the alumni’s
last name, first name, birth date, address, and whether the user wants to receive email. In this
case, the last name is the link. When results appear, to indicate the last name is a link, it is
underlined and changes color when you drag your mouse over it. When a website user clicks the
alumnus’s last name, the published profile information for that constituent appears.

7. Click Save. You return to Parts.

Discussion Group

Select the Discussion Group part type to create an electronic bulletin board so website users can
participate in interactive discussions. For example, you can create a Reunion 2007 Discussion Group for
your alumni to plan events and arrange to meet with old friends. Website users can submit new topics
or add responses to existing topics in this electronic bulletin board. Your organization can create multiple
Discussion Group part types to post on your website.

If you have manager rights, you can approve and delete messages and topics posted to the website.
Additional buttons also appear on messages for discussion group managers. To block the content of a
message without affecting replies to the message, click Block. To delete a message and all replies to the
message, click Prune.
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» Design Discussion Group

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see

“Create and Edit Parts” on page 19.

1.

2.

Note: The website user’s message box for postings is limited to 3000 characters.

3.

4,

Warning: If you do not select this checkbox, all topics appear immediately on your website.

5.

From the Design tab, in the Group Name field, enter the main topic of discussion to generate,

such as “Reunion 2007

Discussion Group
Group Name:
Post New Topic Message! |Type your message using the form below. Then click the Preview

button to preview your post, or click the Post Topic button to
post your message immediately.

Post New Reply Messagde: [Type 3 reply to the message using the form below. Then dlick the
Preview button to preview your post, or click Post Reply to post
your messaage immediately.

[1Require approval for topics and messages added to this group

In the Post New Topic Message box, enter the message to appear on your website to provide
users with more information about the discussion topic. For example, enter “Post a new topic for
the Reunion 2007 discussion group. Feel free to start a discussion about a reunion event or

II’

meeting with friends at your favorite old college hang-outs

In the Post New Reply Message box, enter the message to appear on your website for users who
post a message. For example, enter “Thank you for participating in the Reunion 2007 discussion!

We look forward to seeing you on campus!”

If you select Require approval for topics and messages added to this group, topics and
messages posted by users with Can Manage rights appear on your website immediately. A user

with manager rights must approve other topics.

Under Security Rights, assign Manage rights to roles for discussion group users. To assign Can

Manage rights to a role, select its checkbox.

Security Rights

Select which Roles will manage topics added to this discussion group. Managers may approve or delete
any topics added to this group.

Action User/Role Name Manage

Everyone O

# Add users and roles

DAIIOW Ancnymous Posting

Choose a default display name for an Ancnymous
postar:
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To include additional users and roles, select Add users and roles.

Note: Managers can approve or delete any messages and topics added to groups. Additional buttons
appear on messages for managers. To block the content of a message without affecting replies to the
message, click Block. To delete a message and all replies to the message, click Prune. For more
information about how to manage a discussion group, see “Manage Discussion Group” on page 47.

6. To allow users to participate in the discussion group anonymously, select Allow Anonymous
Posting. In the Choose a default display name for an Anonymous poster field, enter the name
to appear when an anonymous user posts on the discussion group, such as “Anonymous.”

7. Under Spelling Correction, customize the messages on your website for users who participate in
the discussion group.

Spelling Correction

Topic With Errors Message: |your message contains spelling errors. Use the form below  #

to correct them. When you have checked your entire
message, click Post Topic to save your changes and post

the edited message. To continue editing your message, -
click Gn Back/Edit b

Topic With No Errors Message: [your message did not contain any spelling errors. Click Post
Topic to submit your message, or click Go Back/Edit to make
changes.

Reply With Errors Message! |your message contains spelling errors. Use the form below  #
to correct them. When you have checked your entire
message, click Post Reply to save your changes and post
the edited message. To continue editing your message,
click Go Back/Edit ol | *

Reply With No Errors Message: [your message did not contain any spelling errors. Click Post
Reply to submit your message, or click Go Back/Edit to make
changes.

a. Inthe Topic With Errors Message box, enter the message to appear if a website user posts a
new topic with spelling errors.

b. In the Topic With No Errors Message box, enter the message to appear if a website user
posts a new topic without any spelling errors.

c. Inthe Reply With Errors Message box, enter the message to appear if a website user post a
response to an existing topic with spelling errors.

d. In the Reply With No Errors Message box, enter the message to appear if a website user
posts a response to an existing topic without spelling errors.

8. Click Save. You return to Parts.

» Manage Discussion Group

If you are a user with Manage rights, you have additional options with the Discussion Group part
type. These options are available when you log into your website with your manager role.

1. Using your manager role with Manage rights, log into your organization’s website.
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2. Inthe upper right corner of your Discussion Group part, the View field appears. In this field,
select whether to view all postings, only approved postings, or only those postings pending
approval.

Note: If Require Approval for Topics Added to This Group is not selected on the Edit Part screen for
the discussion group, Approve does not appear on your website for users with manager roles.
However, the View field and Delete remain available.

3. Manage the messages and topics of the discussion group.

* To approve a message or topic, click Approve in the same row as the message or topic to
approve. This makes the information available for all website users to view and respond.

* To delete a message or topic, click Delete in the same row as the message or topic to remove.
This permanently removes the information from the website.

* To block the content of a message without affecting replies to the message, click Block in the
same row as the message to block.

Note: When you click Block, the button changes to Unblock. To recover the message, click Unblock.

e To delete a message and all its replies, click Prune in the same row as the message to prune.
The program deletes the only the selected message and its replies. Any messages posted in the
topic prior to the pruned message remain.

4. To return to the administrative side of the program, log out of the website or click Go to
Blackbaud NetCommunity on the toolbar.

Documents

Using the Documents part, you can easily upload documents of any type to a web page and share the
information. For example, you can upload a Microsoft Word document (*.doc file type) of your board
meeting minutes. You can include a message to appear on the website page that provides details about
the information the document contains. For your board meeting minutes Word document, you can
include “Board Meeting minutes from 05/005/2007. Please call the office if you have questions or
comments.”

The ability to upload documents is based on security rights. For example, users with manager rights can
approve and delete documents.

Note:
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» Design Documents

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Title field, enter a name to identify the documents on the web page.
For example, enter “Board Meeting Minutes.”

General
Title:

Message:

Upload button:

Maximum file size:

4096 KB To prevent possible Denial of Service attacks, we recommend
you do not increase this value beyond the default value. If you
want to increase this limit, contact your Administrator.

2. In the Message field, enter the message to appear on the web page. For example, you can
provide details about the documents or instructions for site users.

3. In the Upload button field, enter a label for the button that website users click to upload
documents to your website.

Tip: There is not a limit to the number of documents on your website. However, hardware space
limitations may constrain the number of documents you are able to store in the online database. The
more documents your website has, the more hardware space used.

4. In the Maximum file size field, enter the enter the maximum size of a document to store on your
site. The size is stored in kilobytes. By default, the maximum file size is typically 4096 KB.

Warning: To prevent possible Denial of Service attacks, there is a limit to the size of the files you can
upload. The default is typically set to 4096 KB, but the system administrator can adjust it up to 10,000
KB. We do not recommend you go over this size. The administrator can specify this limit in the
Web.Config file. For example, to increase the file size, add maxRequestLength=""8192" (where
8192 is the file size) to the <httpRuntime useFullyQualifiedRedirectUrl="true"
/> key. For very large files, increase the website timeout setting. For example, to increase the timeout
setting, add executionTimeout=""120" (where 120 is the duration in seconds) to the
<httpRuntime useFullyQualifiedRedirectUrl="true" /> key.Before you maximize
the document file sizes or website timeout settings, visit http://support.microsoft.com/?id=295626
and review the Microsoft Knowledgebase article.

5. Specify whether uploaded documents require approval before they appear on your website.

[JRequire approval
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e If you select Require approval, documents posted by users with Manage rights appear on your
website immediately. Other documents must be approved by a user with manager rights.

Note: To enhance security for your website, we recommend you select Require approval.

¢ If you do not select Require approval, all documents appear immediately on your website.
6. To limit the file types available for uploading to your site, select Restrict by file type.

a. Under Common types, select the file type to make available on the site. To move the type
from the Common types box to the Allowed types box, click Add.

Restrict by file type
Choose file types that users are permitted to upload.
Common types: Allowed types:
‘mp4 doc
-mpeg _ docx
-mpg gif
bt i ipeg
psd _pdf
a png
rif ot
o
s
xlsx —
_Zip [ Add additional types

b. To move all file types at the same time, click Add all. All file types move to the Allowed types
box.

7. To add file types not available under Common types, click Add additional types. The Add custom
file type screen appears for you to enter the custom MIME type.

For information about how to enter a custom MIME type, see “Add Custom MIME File Types” on
page 51

8. Under Security Rights, specify the roles with manage and upload rights for the Documents part.

Security Rights

Only logged in users can upload files.

Action User/Role Name Manage Upload
Everyone O O

<+ Add users and roles
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a. In the Manage column, select the checkbox to assign manage rights to users and roles. This
grants rights to add, edit, and delete documents. If the part is marked Require Approval,
these users and roles can approve documents.

Note: If the part is marked Require Approval, documents are pending until a user with Manage rights
approves them. A user with Upload rights can view his or her pending documents, but not those of
other users with Upload rights. Only users with Manage rights can view all pending documents.

b. In the Upload column, select the checkbox to assign upload rights for documents to users
and roles. This does not grant rights to edit or delete documents.

c. Toinclude additional users and roles, select Add users and roles.

9. Click Save. You return to Parts.

Add Custom MIME File Types

On the Documents part when you select to restrict by file type, under Common types, 28 common file
types pre-populate for you based on the Internet Assigned Numbers Authority (IANA) MIME Media
Types standards. However, you can choose to add additional custom MIME types your organization
allows for upload. For each custom file type, you enter the MIME type, sub-type, and extension.
» Add a custom file type
1. From the Design tab, select Restrict by file type.

2. Under Allowed types, click Add additional types. The Add custom file type screen appears.

()Hdp

Add custom file type

Add custom file type
MIME type:
application

MIME sub-type:

Extension:

| Add Cancel |

3. Select the MIME content type.

4. Enter the MIME sub-content type. For example, for the application content type, you enter
msword, pdf, and postscript.

5. In the Extension field, enter the file extension for the sub-content type. For example the file
extension for msword is .doc or .docx, the file extension for pdf is .pdf, and the file extension for
postscript is .ps.

6. Click Add. You return to the Design tab and the new custom file type appears under Allowed
types.
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Donation Form

For a new Donation Form part, you select the constituency, fund, and giving levels to use for web
donations. When you select a Donation Form part for your web page, a canned donation form appears
using the constituent code, fund, and giving level information you select.

The Donation Form part also contains an Acknowledgement screen. On this screen, you can create a
standard email to send to donors who donate via your website.

When you download gifts from your website, you can create gift records for the donations in Blackbaud
Enterprise. The gift records can include data such as amount, credit card number, billing address, an
option to give anonymously, and comments.

Note: To design, style, and test a part on your website without creating transactions, generating
emails, or communicating in any way with Blackbaud Services or Blackbaud Enterprise, select Test
Mode on the Properties tab. For example, you can complete the fields on a donation form to ensure
the confirmation page is styled and working properly. Although you submit the donation and receive a
confirmation, a transaction does not appear on the NetCommunity page in Blackbaud Enterprise. Use
Test mode to verify the user’s experience, not to test data processing. Test mode does not validate
credit card numbers and merchant accounts. Only users with supervisor rights can view parts in Test
mode.

» Design Donation Form

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, you can specify a constituency to apply to new and existing constituents
who use this part to contribute and select the minimum amount the donor can enter.

a. In the Constituency field, select a constituency to assign to donors.

For more information about constituencies, see the Constituencies section of the Web
Program Basics Guide.

b. In the Minimum Gift Amount field, enter the minimum donation a donor can contribute.
Enter “0” or leave this field blank to allow donors to contribute any gift amount.

2. To allow donors to contribute a single gift and pay the total amount at the time of the donation,
select Allow one-time gifts under Donor Gift Scheduling Options. A One-time gift option
appears under Type of gift on the donation form.

3. To allow donors to contribute regular recurring gifts, select Allow recurring gifts. A Recurring gift
option appears under Type of gift on the donation page. When a donor selects Recurring gift,
Frequency options appear.

To allow the donor to determine the frequency of the recurring gift on the donation form, select
General. Donors can select to make a contribution every week, month, quarter, or year.

Warning: If a constituent donates a recurring gift and selects a start date that is not today’s date, the
transaction is sent to the merchant account when the gift is processed. For more information about
bank merchants, see the Administration Guide.

To define the recurring gift schedules donors can choose, select Specific.

a. Select “Weekly,” “Monthly,” “Quarterly,” or “Annually” as the frequency.
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b. In the On field, select a day or date donors can choose to schedule the gift.

c. To add the frequency to the donation page, click Add frequency.

Note: To add multiple frequency options to the donation form, enter each custom schedule and click
Add frequency to add the new schedule to the list. The selections you make appear in the Frequency
grid on the Donation Form part.

d. Select Allow donor to enter ending date, if donors can specify when the recurring gift ends.
4. Under Donor Options, select the options to make available to donors.

a. To allow a company to donate, select Allow corporate gifts. When you select this checkbox,
This donation is on behalf of a company appears on the donation form.

b. To allow donors to give anonymously, select Allow anonymous gifts. When you select this,
| prefer to make this donation anonymously appears on the donation form.

c. To allow donors to enter comments on the donation form, select Allow comments.

Information from the Comments field on the donation form downloads to a note on the
Documentation tab of the revenue record in Blackbaud Enterprise.

d. To allow donors to provide matching gift company information, select Allow matching gifts.
When you select this checkbox, My company will match my gift appears on the donation
form. Donors can select the checkbox and enter the company name in the Company field. If
you use MatchFinder Online, Look it up appears next to the checkbox. Visitors click the link
to access MatchFinder Online and search for the company. MatchFinder Online contains
information about matching gift companies, such as the minimum and maximum gift details
and match ratio.

Note: The program does not support matching gifts for pledges and recurring gifts.

5. To create a tribute section on the donation form, select Allow tribute gifts.
a. To allow the donor to enter the tribute information, select General.

Select the checkbox for each tribute type to include in the tribute section. The tribute types
listed are entries from the Tribute Types table in Blackbaud Enterprise.

b. To apply all gifts to a specific tribute, select Specific.

To select a tribute, click Tributes. A search screen appears so you can search for the tribute.
When you return to the Design tab, the Tribute field displays the tribute text and tribute
type for the selected tribute. If you select a tribute that does not have a tributee associated
with it, you cannot hide the tribute description.

c. Toremove the Description field from the Tribute section on the donation form, select Hide
tribute description field.

If you select Hide tribute description, in the Tribute Introductory Text field on the
Language tab, you can enter the text to appear at the beginning of the Tribute section on
your donation form, such as “This gift is made in honor of someone special.”
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d. If you select General so users can enter tributes themselves, you can select Display tribute
name fields as two fields (first/last name) to improve data entry. When you select this
checkbox, the Tribute section of the donation page displays First name and Last name fields
so donors can enter specific information.

Note: If you do not select Display tribute name fields as two fields (first/last name), the Full name
field appears in the Tribute section of the donation form.

e. Select Display acknowledgee name fields as two fields (first/last name) to create separate
name fields for the acknowledgee. When a donor selects Mail a letter on my behalf on the
donation page, the First name and Last name fields appear so the donor can enter a specific
acknowledgee.

Note: If you do not select Display acknowledgee name fields as two fields (first/last name), the Full
name field appears on the donation form when a donor selects Mail a letter on my behalf.

Note: When you include tribute information on your donor page, Mail a letter on my behalf
automatically appears on the page. When a donor selects this checkbox, name and address fields
appear for the donor to enter information for use in a tribute letter.

6. Under Designations, click Add designation to choose each designation donors can associate
with gifts. The Designations screen appears.

To select a designation, click an entry in the tree view. If the entry has sub-designations, click the
arrow to expand the list. Click OK to return to the Design tab.

a. In the Designation field, enter the name of the designation to appear on the website.

b. Select the Default checkbox for the designation that gifts apply to if donors do not select
designations.

Tip: When you add multiple designations to the grid, the Support multiple designations checkbox
appears.

c. To allow users to donate to multiple designations, select Support multiple designations.

When you select this checkbox, Add to Cart appears on the donation page. Similar to
purchasing items from a store, users select the designations to donate to.

7. Under Impact statement, select a note type to merge in the confirmation screen or
acknowledgement email that informs the donor their gift is relevant to the designation. The
available note types integrate from the Documentation tab for a designation in Blackbaud
Enterprise.

To merge the note in the confirmation screen or acknowledgement email, select merge fields in
the HTML editor from the Impact Statement node. For more information about the HTML editor,
see the Program Basics Guide.

8. Under Giving levels, to select a giving level for your donors, click Add giving level.

When you include giving levels and select Support multiple designations, each donation made
to a fund is considered for the giving level. For example, if a $500 donation is required for Gold
status, and a donor donates $250 to the 2008 Annual Fund and $250 to the Building Equipment
Fund, the donor does not receive Gold status. If the gift is one $500 donation to the 2008 Annual
Fund, the donor receives the Gold giving level status.
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a. Inthe Display name field, enter the name of the giving level as it will appear on the website.
b. In the Amount field, enter the gift amount for the giving level.
c. Toinclude a blank $ Other field on the Donation page, select Allow other amount.

9. Under Sources, to select an appeal for the gift, click Add source. With this information, your
organization can manage how donors learn about donating through the website.

a. To include an appeal, click the binoculars in the Appeal column. The Appeal Search screen
appears so you can select an appeal.

Tip: When you select source information, a How did you hear about our site field appears on the
donation page. In this field, users can select from the appeals you select in this step.

b. In the Display name field, enter the name of the appeal as it will appear on the website. By
default, the text entered in the Appeal Name field on the appeal record defaults in the
Display name field.

c. Inthe Default column, select the checkbox for the appeal to use when the user does not
select an appeal.

d. To hide an appeal from the How did you hear about our site field, clear the checkbox for
the appeal in the Display column.

When you do this, you can add source information to the end of a URL in an email that
navigates the recipient to your donation page. For example, create a link to your donation
page in an email message. At the end of the URL, add &source=camp. When the recipient
clicks the link, the How did you hear about our site field does not appear on the page. The
appeal stores automatically based on the source information in the URL.

If the Display checkbox is selected for the appeal and a user navigates to the donation page
via a URL without source information, the How did you hear about our site field appears on
the page.

Note: The source information must include the appeal ID from Blackbaud Enterprise. For example, if
the appeal ID in Blackbaud Enterprise is Annual2008, add &source=Annual 2008 to the end of the
URL. If the appeal ID includes a space, replace the space with a %20. For example, if the appeal ID is
CAMP LETTER add &source=CAMP%20LETTER.

e. To require users to select a source, select Source is a required field. If you select this
checkbox, you must select the Display checkbox for at least one appeal.

To add additional appeals, click Add source. Another row appears in the grid for you to
select another appeal.

f. Toinclude a list of appeals sent to the donor, select Include appeal history for donors.
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When you do this, options appear for you to select whether to include the entire list of
appeals sent to the donor or limit the list by selecting a query. To include the entire appeal
history, select All. To limit the appeal history, select Specific. Then, select a query of appeals
to filter the list.

Tip: When you select the Include appeal history for donors, the How Did You Hear About Our Site
field on the donation page also includes any other appeals the donor received. For example, you
select to include the Annual Appeal and the Scholarship Campaign Appeal under Sources. A donor
received the Building Fund Appeal. When the donor logs into your site, all three appeals appear in the
How Did You Hear About Our Site field on the donation page.

10. Under Donor challenge, to encourage donors to make a donation in support of a major donor or
corporate sponsor challenge, select Include donor challenge.

Note: A donor challenge is a fundraising tool to help increase support for a specific cause. A major
donor or corporate sponsor pledges a large sum to challenge the organization to raise a specific
amount from other donors. For more information about donor challenges, see the Blackbaud
Enterprise Fundraising Guide.

a. Inthe Enter an introduction for eligible donor challenge messages field, enter text to
inform users the purpose of an eligible challenge match. For example, you can enter “Your
gift may be eligible for the following donor challenges.”

b. In the HTML Editor box, enter the text to inform users an eligible challenge match exists.
You can format the content’s appearance and layout. For more information about the HTML
editor, see the Program Basics Guide.

When you include donor challenges on your website, the introduction appears once on the web
page. The HTML editor content appears each time an eligible donor challenge exists. Multiple
eligible donor challenges can exist in one of two ways.

e Multiple donor challenges exist when the designation has more than one donor challenge
associated with it in Blackbaud Enterprise.

For example, in Blackbaud Enterprise, the President’s Challenge and the Dean’s Challenge are
associated with the Annual Fund. When a user selects Annual Fund on the web page, the
HTML editor content appears twice. Merge fields populate for each instance to clarify the
eligible donor matches to the user.

e Multiple donor challenges also exist when the Donation Form part allows for multiple
designations and two or more of the designations have a donor challenge associated with it.

For example, in Blackbaud Enterprise, the President’s Challenge is associated with the Annual
Fund and the Dean’s Challenge is associated with the Building Fund. When a user selects to
make a donation to the Annual Fund and Building Fund, the HTML editor content appears
twice. Merge fields populate for each instance to clarify the eligible donor matches to the user.

11. Under Required fields, select the checkbox for each donor field to make required on the
donation form. To ensure you download complete constituent information, we recommend that
you make all these fields required.
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12. Under Additional information, select Include name formats so users can enter multiple name
recognition preferences on the donation page. For example, users can enter a preferred name
for your annual report and they can enter a preferred name for your alumni mailings.

Note: If you know a name format type exists in Blackbaud Enterprise but do not see it on this part,
check the Settings tab in Sites & settings to make sure the name format type is available.

a. In the Include column, select the checkbox for each name format type to include on the
page.

b. In the Required column, select the checkbox for each name format type you want to
require.

c. Inthe Alternate caption column, enter the text to display on the page. For example, you can
enter “Annual report recognition”.

When a user submits a name format, it downloads to the Names tab on the constituent record.

13. Under Spouse information, select Include spouse fields so users can add or edit spouse
information on the donation form. Spouse fields appear in a grid for you to select the
information to appear on the page. To make a spouse field required, select the applicable
checkbox in the Required column.

If a user with existing spouse information in the database logs into your site, the spouse
information automatically appears on the donation page. If a user is not logged in, the spouse
fields are blank. The user selects | would like to provide information about my Spouse/Partner
to add new spouse information.

14. Under Attributes, select gift attributes to associate with the donation page.

Tip: The gift attributes that appear in this frame are created in Blackbaud Enterprise. After you
process a donation transaction, the attributes you select appear on the Attributes tab of a revenue
record.

15. Inthe Display column, select the checkbox beside the gift attribute to associate with the part. To
make the attributes required, select the checkbox in the Required column. To change the text of
the attribute on the donation page, enter the text to display in the Caption field.

Note: If you know an attribute exists in Blackbaud Enterprise but do not see it online, check the
Settings tab in Sites & settings to make sure the attribute is available.

16. In the Merchant account field, select the merchant account to use to process credit card
transactions received through the donation form, such as your organization’s IATS account. The
system administrator sets up merchant accounts in Administration. For more information, see
the Administration Guide.

17. Select the payment types donors can use to contribute to your organization.

Note: Donation forms that allow pledge payments must include credit card or direct debit as a
payment method. For information about how to accept pledge payments, see “Transaction Manager”
on page 180.

18. Select options for the donation summary that appears after a user submits a donation.

a. To use the program’s default confirmation screen, select Use default confirmation screen.
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b. To customize a confirmation screen, select Use custom confirmation screen. The HTML
editor appears. The program’s default confirmation screen appears in the HTML editor for
you to customize according to your needs.

In the box, edit the content to appear for the donation summary. To format the content’s
appearance and layout, use the HTML editor toolbar. To include personalized information,
use merge fields. For more information, see the Program Basics Guide.

Tip: Customizations for the confirmation screen remain even if you select Use default confirmation
screen. To remove your customizations for the screen, select Use custom confirmation screen and
click Restore default content. The program’s default confirmation screen appears in the HTML editor
for you to customize again.

19. Under Pledge payment, select whether to display information about the next installment on the
pledge payment donation form.

When donors access their giving history information with the Transaction Manager part, certain
pledges with an outstanding balance include a link to the selected Donation Form page. Donors
can use this link to enter a pledge payment. For information about how to link a page that
includes a Donation Form part to the Transaction Manager part so donors can pay outstanding
pledges, see “Transaction Manager” on page 180.

Note: If your organization accepts electronic fund transfer (EFT) payments and the donor selects to
pay a pledge in installments with a credit card or debit card at the time the pledge is created, the link
to the donation form page does not appear. The link also does not appear if the pledge currently has a
payment pending or if the pledge balance is zero.

Note: If a donor enters an amount greater than the installment amount due, the program
automatically applies the overpayment to the next scheduled installment. If the a donor enters an
amount greater that the total remaining pledge amount due, the program automatically creates a
new gift with the overpayment.

¢ Select Show next installment due date for pledges to include information about the next
scheduled installment. When you select this checkbox, a donor who selects to pay an
outstanding pledge from the Transaction Manager can view the Current balance, Amount
due, and Due date fields on the donation form. If you clear this checkbox, these fields do not
appear.

¢ In the Minimum pledge payment amount field, enter the minimum amount a donor can pay
toward an outstanding pledge. Enter “0” or leave this field blank to allow donors to enter any
amount.

20. Under eCard options, to associate an eCard with the donation web page, select Include eCards.
For more information about eCards, see “eCards” on page 60.

Note: When you edit a Donation Form part, click eCard Email to access the eCard design screen. You
can use the default text provided or enter different text.

21. Click Next. The Acknowledgement Email screen appears.
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Note:
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Create an acknowledgement email for website users who use the donation form to donate to
your organization. You can use the default text provided or enter different text.

You can include eReceipt information in the acknowledgement. When you do this, you can

include the eReceipt Number and eReceipt Download URL merge fields. If you include the eReceipt
Number field, a receipt number is assigned to the donation. This number downloads to Blackbaud
Enterprise. If you include the eReceipt Download URL field, the eReceipt contains a URL to a saved
copy of the eReceipt pdf. For information about how to design the eReceipt, see “Design eReceipts”
on page 59.

Tip: When you edit a Donation Form part, click Acknowledgement Email to access the
Acknowledgement Email screen. For information about how to design an email to acknowledge an

email

23.
24,

registration, see the Email Guide.

To save the email, click Save. You return to the Edit Part screen.
Click Save. You return to Parts.

If receipt stack and number information exists for eReceipts on the Settings tab in Sites &
settings, Next appears. To create and design the eReceipt for the part, click Next.

» Design eReceipts

After you create and design the eReceipt, a Click here to view your eReceipt link appears at the
bottom of the donation confirmation screen. To view and print a pdf of the eReceipt, donors click
this link.

1.

3.

Note:

From the Parts screen, select the part for which you want to design an eReceipt. You can create
eReceipts for Donation Form, Fundraiser, and Personal Page Manager parts.

In the Action column, click Click here to edit this part. The Edit Part screen appears displaying
the Design tab.

On the action bar, click eReceipt. The eReceipt design screen appears.

To create eReceipts, you must first establish the receipt stack and number information in Sites &

settings. For more information, see the Administration Guide.

4,

5.

In the eReceipt Options frame, select whether to create an eReceipt for a Credit card or Debit
card. You can create the eReceipt for both payment methods.

To mark the gift as receipted when you download it to Blackbaud Enterprise, select the Mark gift
as receipted in Blackbaud Enterprise checkbox.

When you select this checkbox, the receipt number from Blackbaud NetCommunity defaults in
the Receipt no. field on the gift record in Blackbaud Enterprise. Also, the URL for a copy of the
eReceipt pdf defaults as a gift attribute.

Warning: The program does not create a receipt number unless you include the eReceipt Number or
eReceipt Download URL merge fields when you include eReceipt information in the
acknowledgement.

6.

In the eReceipt Content frame, enter the text to appear on the eReceipt. If you include the
eReceipt Number field, the eReceipt contains the receipt number for the donation. To format
the appearance and layout, use the HTML editor. For information about the HTML editor, see the
Program Basics Guide.
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7. To preview the eReceipt, click Preview PDF.
8. To save the eReceipt, click Save. You return to the Edit Part screen.

9. Click Save. You return to Parts.

eCards

With the eCards part, your organization can enable website users to browse, personalize, and send
eCards to others from your website. An eCard is an electronic greeting card that contains content from a
selected template. Your users can send an eCard as an email message or as a printed copy in the mail.
eCards can promote your organization and drive new visitors to your website to help build your online
community. You can offer eCards as a free service for your website users or as an incentive to donate to
your organization.

On your website, the eCards part includes multiple screens to step the user through the process to
select, personalize, and send an eCard.

Choose — On this screen, the website user selects the template to use to create an eCard. When you
design the eCards part, you select the available eCard templates and how they appear on your
website. Before you can add a template to the eCards part, the template must be available in eCard
Templates. For information about eCard Templates, see the Email Guide.

Confirm — After the website user selects an eCard template, this screen displays a preview of the
selected template to verify it is the one to use to create an eCard. The website user can select to
continue to create the eCard or return to the previous screen to select another template.

Note: When you design the eCard template, you can use merge fields to create additional content to
appear when the preview of the template appears. For example, you can display a watermark you
create over the preview of the eCard to prevent users who attempt to copy and send the free preview
of the eCard to avoid a donation.

Personalize — On this screen, the website user enters the recipients and email addresses to receive
the eCard. The user can also enter a personal message for the recipients, select whether to send or
print the eCard, and request to receive copies of the eCard email messages the program sends to each
recipient.

Preview — On this screen, the website user can view a preview of the personalized eCard before the
program sends it. The website user can continue to send the eCard or return to the previous screen to
adjust its personalization. From this screen, the user can print or generate a portable document
format (*.pdf) file of the eCard preview. If the user logged into your website and you do not require a
donation to send an eCard, the website user also sends the eCard from this screen.

Send — If the user is anonymous or did not log into your website, this screen appears. To help prevent
automated abuse of your website, the Send screen provides a completely automated public turing
test to tell computers and humans apart (CAPTCHA).

Note: The eCards part requires a completely automated public turing test to tell computers and
humans apart (CAPTCHA). Visit http://recaptcha.net/ to obtain free CAPTCHA functionality with
reCAPTCHA. When you sign up for reCAPTCHA, you receive public and private keys, which your system
administrator must enter on the Settings tab in Sites & settings. Without CAPTCHA functionality, you
leave your website vulnerable to automated abuse. For more information, see the Administration
Guide.




PARTS 61

¢ Donation — If you require a donation to send an eCard, this screen appears. On this screen, the
website user enters information about the donation. After the website user completes the donation,
the confirmation screen you select when you design the eCards part appears.

e Finish — If you do not require a donation to send an eCard, this screen appears to thank the user and
confirm the program sent the eCard. From this screen, the user can select to print or generate a *.pdf
file of the sent eCard. The user can also select to create another eCard.

Tip: To create reports about the eCards your users send through your website, design a Report (Email)
part. For information about the Report (Email) part, see “Email Reports” on page 64.

» Design eCards

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Available eCards, browse the eCard template categories in eCard
Templates and select the templates to make available to website users. The templates you select
here appear on the Choose screen of the eCards part on your website.

Available eCards
Select which eCard templates from each category will be available to website users.

I[Mo category] - 0 templates
_IHoliday - 1 template
Select all | Select none

Holiday 2008

Happy Holidays!

B b -
T s et
L=

[ —

Note: eCard Templates provides the eCard templates that appear under Available eCards. To add a
template to an eCards part, the template must be in eCards Templates. For information about how to
create an eCard template in eCard Templates, see the Email Guide.
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2. Under Display options, enter how the selected templates appear on the Choose screen of the
eCards part on your website.

Display options
Select whether templates will be selected from a single listing that spans all categories, or a listing for each
category.

Specify the status of the survey:

(® Display the templates in a single listing
(O Display the templates in separate listings by category

Select whether the personal message field will be plain text or rich text:

O Plain text
® Rich text

Enter the maximum size for template thumbnails.

Maximum height (px):#
150

Maximum width (px): *
150

Sender and recipient options

Maximum recipients: ®
5 Enter the maximum number of recipients per eCard. This number
must be between 1 and 100.

Select whether to display sender and recipient name fields as single or separate fields:

® Display all as single fields
C Display all as separate first and last name fields

Donation options

[IRequire a donation

a. Select how the selected eCard templates appear on the part’s Choose screen on your
website.

To display all the eCard templates together, select Display the templates in a single listing.

To display the eCard templates by category, select Display the templates in separate
listings by category. When you select this option, your website users can browse for a
template by its category.

b. Select whether the personal message field on the part’s Personalize screen on your website
generates plain text or rich text.

Note: All email clients can easily read the plain text format, but it does not allow users to adjust the
text’s color, font, or format. With rich text, users can adjust the text’s format and embed pictures and
links, but not all email clients can easily read the rich text format. Email clients that do not support the
rich text format convert the text to the plain text format.
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c. In the Maximum height and Maximum width fields, enter the maximum size, in pixels, of
the thumbnail preview image of each template.

3. Under Sender and recipient options, you determine the maximum number of eCard recipients
and whether to provide first and last name fields for senders and recipients.

a. In the Maximum recipients field, enter the maximum number of recipients for an eCard.
You can allow website users to send eCards to a maximum of 100 recipients.

b. To provide one name field for the sender and one name field for recipients, select Display
all as single fields. To provide First name and Last name fields for both the sender and
recipient, select Display all as separate first and last name fields.

4. To require website users to make a donation to send an eCard, select Require a donation. The
options for the Donation Form part appear. For information about these options, see “Donation
Form” on page 52.

5. Under Donation options, select Require a donation to associate gift attributes with eCards for
the part, under eCard Attributes, select attributes in the Send date, Recipient first name, and
Recipient last name fields. Each field creates its own attribute in Blackbaud Enterprise. Website
users do not view these attributes on the donation page.

Warning: If your eCard allows for multiple recipients and you select an attribute for the Recipient first
name and Recipient last name fields, only the first recipient name information in the recipient list
downloads to Blackbaud Enterprise. If the user enters one word for a recipient name, it downloads as
the recipient first name attribute.

6. When website users send an eCard, the recipient receives an email message with the
personalized content from the selected template or a link to a web page that contains the
content. To create the email message for the eCards this part generates, click eCard Email. The
eCard Email screen appears.

For information about how to create an eCard email message, see the Email Guide.

7. To customize the messages and labels that appear for the eCards part on your website, select the
Language tab. For information about the Language tab, see “Language Tab” on page 25.

8. Click Save. You return to Parts.

Email Forwarding Form

With the Email Forwarding Form part, website users can establish an email address that never changes.
With this part, users can sign up and create a lifelong email address that is forwarded to an address they
select. If their address changes, they can change the forwarding address and other users never know
and do not need to keep up with changes. To configure your organization’s email forwarding email
domain, review the Technical Requirements document provided by Blackbaud Professional Services.
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» Design Email Forwarding Form

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Title field, enter a name to identify the Email Forwarding form.

6.

Email Forwarding part

With the Forwarding Form, website users can create a lifelong email address that includes your
organization’s domain name. Messages sent to the lifelong address are forwarded automatically to another
email address the user specifies. If their primary address changes, the user can change the forwarding
address on the lifelong account and avoid notifying others about the change of address.

Title:
Email Forwarding Enter the title to display above the Email Forwarding form, such
as "Create a Lifelong Email Address.”

Help message:
Enable email forwarding. Enter the tooltip message to display when the user moves their
mouse cursor over the enable email forwarding option.

Enable caption:

Yes, | want email forwarding. Enter a caption for the enable email forwarding option.
Select this option to allow users to edit the lifelong email
Oallow users to edit address address. If t select this option, they must use the

address provided by your organization.

After update navigate to:
0 Select the page users are redirected to after making updates.

" N W \g--h_‘".*\ "‘ .—‘-. JMMM\ "\"\'_"‘4

In the Help message field, enter the tooltip message to display when the user moves their
mouse cursor over the enable email forwarding option.

In the Enable caption field, enter the text to appear on the website for the checkbox users can
select to enable email forwarding. By default, “Yes, | want email forwarding.” appears.

To allow users to create their own forwardable email addresses, select Allow users to edit
address. When a user edits an email forwarding address, the program creates a Profile Update
transaction for the user.

In the After update navigate to field, browse to the page you want to appear for website users
after they update their email forwarding. If you do not select a page, the home page from the
Settings tab in Sites & settings appears by default.

Click Save. You return to Parts.

Email Reports

Using the Report (Email) part, you can create reports about email sent through the website.
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Email Revenue Summary — The Email Revenue Summary displays the amount of donations collected
through a link in the email to a donation page. Website users can filter the report results by date range,
message type, and revenue type.

Email Activity Report — The Email Activity Report displays details for each email sent including the
email title, type, sender’s name, and date sent. Other details include the number of opened and
bounced emails, and the number of page visits generated by each email. The report also contains a bar
graph that shows the total number of opened, bounced emails, and page visits for all emails included in
the report. Website users can filter the report results by email type, date range, and action.

This table explains the items included in the Email Activity Report.

Type Type of message sent — Email, Acknowledgement, Newsletter, eCard,
Fundraiser, Chapter, Personal Page, Campaign Appeals, and Scheduled

Sent Number of emails sent

Opened Number of emails sent that were tracked as opened

Bounced Number of emails sent that were not delivered successfully

Page Visits Number of web page visits generated by a link in the email

» Design Email Reports

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Report Type field, select the type of report to create. Select Email
Revenue Summary or Email Activity Report.

To view a pop-up preview of the report, click on the report type. For more information about
report types, see the introduction to “Email Reports” on page 64.

2. In the Report Title field, select the title to use for the report.

¢ To use the report’s name for the title, select Default.

* To enter a custom report title, select Other and enter the title in the field.
3. To display the report title above the report, select Show Report Title.

4. To save the report, click Save and Close. You return to the Report (Email) design screen.

5. Click Save. You return to Parts.

Event Calendar

You can use the Event Calendar part to add a calendar to your website. Event Calendar parts can:

e Act as standalone calendars. For example, the academic departments at your school manage their

own calendars on your website. Each department can create and maintain a separate Event Calendar
part for its calendar.

e Work as sub-calendars that feed events to a larger organizational calendar. For example, your website
has a main calendar that lists events for all areas of the school. With the Event Calendar Group part,
each departmental calendar can feed events from their Event Calendar parts into the main calendar

for the school. For more information about Event Calendar Groups, see “Event Calendar Group” on
page 70.
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You can use Event Calendar part properties to manage who views and manages each calendar. For
example, a school may have a sub-calendar of faculty events that only users assigned to Administrator or
Faculty roles can view or edit. You can also use Event Categories to manage the types of events added to
the calendar and who manages them. For example, a soccer calendar may have categories such as
Registration, Practice, and Games, and only users in the Coaches role have rights to add, edit, or delete
events in these categories.

Calendar managers can create recurring events. When you edit recurring events, the manager can select
whether to change all occurrences in the series, only the selected occurrence, or all future occurrences
in the series including the selected occurrence. When you change an occurrence of an event, you cannot
later make that occurrence part of a recurring series.

Calendar managers can select a time zone for the event. If an event does not have a specific time zone,
the logged-in user’s time zone setting determines the date and time displayed for the event. For
anonymous users or any user who does not have a time zone specified, the event displays the time and
date based on the system’s setting. If your website users are all in the same time zone, we recommend
managers leave the time zone field blank. If your website users are in multiple time zones, we
recommend you set the time zone to the user’s setting.

When you enter an address for the event, you can select to include a Google or Yahoo! map link to the
location. On the Events screen, you can click Preview map under Event Information to verify that the
location you entered is correct. Calendar managers can also use the HTML editor to add pictures and
hyperlinks to the event listing and to format text.

To cancel an event, a manager can select Mark Canceled. In the List View and Calendar Highlights, the
event title is appended with “- Canceled.” In the Calendar View, the event name is struck through. For
the calendar weblog, “Update” or “Removed” is added to the title, and readers who subscribe to the
calendar weblog receive an updated calendar event posting through their RSS feed.

Website users have four views of the calendar: the Calendar View, the List View, Published Events, and
Event Details View.

e The Calendar View displays a large monthly calendar. Dates with scheduled events are colored and list
the events that occur that day. Users can click Filter Events to customize the categories of events that
appear. Event names are hyperlinked so users can click them to read more information about the
event. In this view, icons indicate whether an event is recurring, occurs in a specific time zone, or lasts
longer than one day.

e The List View displays a list of all the events scheduled for the selected period of time. Event names
are hyperlinked so users can click them to read more information about the event. Users can filter
events by date or click Filter Events to select the types of events to view.

e |f you enable the RSS (Really Simple Syndication) Event Publishing capabilities, calendar managers can
post “stories” in a weblog form with details about upcoming events. Site users click Published Events
to view the calendar weblog. Posted events also appear in site search results. Website users can
subscribe to the RSS feed so they receive updates in their RSS reader about upcoming events.

e The Event Details View is the page that appears when a website user clicks on an event in the Calendar
View or List View. It displays the details for the selected event.

In the Calendar View, List View, and the Event Details View, users can click Print View to open a window
displaying the printer-friendly version of the calendar or event.
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Also in the Calendar View, List View, and the Event Details View, users can click Export as iCalendar to
export events in the iCalendar format (*.ics) so they can be opened in other calendar programs, such as
Microsoft Outlook or Apple iCal. The export file includes only the events appearing currently in the
calendar; if the calendar is filtered, filtered out events are not exported. If an event is time zone specific
but not recurring, the event time is converted to UTC time in the export file. If an event is time zone
specific but is recurring, the export file includes the event time zone as well as the daylight savings rules
for that time zone. The export file includes any *.html event descriptions but does not include event
graphics. In the Event Details View, additional buttons appear so users can add the single event to their
Windows Live, Google, or Yahoo! calendars.

Note: When using a version of Microsoft Outlook older than version 7, users should save the exported
*.ics file to their local machine and use the Import an iCalendar file function in Outlook. If users with
an older version attempt to import by double-clicking the saved *.ics file, it imports only the first
event and discards any others. Users with Outlook 7 can double-click the saved *.ics file to import all
events with no issues.

In the Calendar View and List View, users can click Import Events to add multiple events to the calendar
at one time. On the Select import file screen, in the File field, users browse to a *.csv file that contains
header columns and the values to import. Only the Start Date, End Date, and Title fields are required,
but the import file can include values for all fields that appear on the Add Event screen, except
Recurrence.

Map imported fields
Import Field File Field

Event Category EventCategory %

All Day Event AllDayEvent v

Time Zone TimeZone hd

Start Date StartDate | =

Start Time Hour StartTimeHour %

Start Time Minute StartTimeMinute

Start Time AM/PM StartTimeAMPM +

N -'-\,"\df-.u.-.“‘-\. S o il '\ - #“""‘"\;rﬁ\_‘_‘f\ ~gp——" i

After selecting the import file, the user must map the import fields to those in the program. However, if
the *.csv file’s column headers use the same names as the corresponding fields in NetCommunity, the
program automatically maps the import file fields to the event fields.

Note: You can import data for all event calendar fields, except Recurrence. After you import the *.csv
file, you can manually set an event’s recurrence.

Use the table below to set up *.csv files with values the program can automatically map to the
corresponding event fields in NetCommunity.

Field Name Field Values

Event Category Enter a category for the event. Your entry must match a category you
previously created on the Code Tables page in Administration.

All Day Event Enter “Yes” or “No,” “True” or “False” to indicate whether the event
will last the entire day.
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Field Name Field Values

Time Zone Enter the geographical location associated with the time zone where
the event occurs, such as “Chicago” or “Los Angeles,” so the start and
end times accurately reflect the scheduled time of the event for a
viewer in a different time zone.

Start Date Enter the start date in any standard date format. For example, you can

enter January 1, 2011 as “01/01/11” or “1/1/2011.” This field is always
required.

Start Time Hour

Enter a whole number for the hour. If you entered “No” or “False” in
the All Day Event column, this field is required.

Start Time Minute

Enter “0,” “15,” “30,” or “45.” When you manually create an event in
NetCommunity, you must enter this time in fifteen minute increments.
If you entered “No” or “False” in the All Day Event column, this field is
required.

Start Time AM/PM

Enter “AM” or “PM.” If you entered “No” or “False” in the All Day Event
column, this field is required.

End Date

Enter the end date in any standard date format.” This field is always
required.

End Time Hour

Enter a whole number for the hour. If you entered “No” or “False” in
the All Day Event column, this field is required.

End Time Minute

Enter “0,” “15,” “30,” or “45.” When you manually create an event in
NetCommunity, you must enter this time in fifteen minute increments.
If you entered “No” or “False” in the All Day Event column, this field is
required.

End Time AM/PM Enter “AM” or “PM.” If you entered “No” or “False” in the All Day Event
column, this field is required.

Title Enter the name of the event. This field is always required.

Subtitle If the event has a subtitle, enter this information.

Location Enter the address for the event. If you plan to include a Google or
Yahoo! map link, enter the street address, state, and ZIP Code so the
program includes accurate directions to the event’s location.

Map Link If you entered a location for the event, you can enter “Google” or
“Yahoo” as the web mapping service. After you import the event, a
Map link appears next to the location in the event’s details.

Details Enter information about the event.

Fees Enter the fees associated with the event as a number ($10.00) or as

text (ten dollars).

Contact Info

Enter a contact name or email address.

More Info URL

Enter the URL that includes additional information about the event.
This entry appears as a More info link when you open the event from
the calendar.

» Design Event Calendar

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under General options, enter a name for the calendar in Calendar title
field.

2. Under Default display, select the default view of the calendar. You can select Calendar view or
List view. The website user can always select a different view when they open the calendar.
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Under Uncategorized events management rights, select the roles with rights to manage any
events not associated with a category.

Under Event Categories, select the event categories to associate with the calendar. After you add
a category, click Assign rights to the category. The Event Category Security screen appears so
you can assign rights to users and roles for the event category. For example, a Soccer calendar
may have the Registration, Practice, and Games categories, and only users in the Coaches role
can add, edit, or delete events in these categories. Also, when the coach adds a new event, they
can assign its category from those you select for the calendar. For example, the coach specifies
whether the new event is Registration, Practice, or Games. You can use these categories to filter
the types of events that appear in calendar groups and calendar highlights. For example, you can
set a calendar highlights part to display only events included in the Game category. For
information about how to add event categories, see the Administration Guide.

To include a weblog for the Event Calendar part, select Enable RSS. Additional fields for the
weblog appear.

a. In the Date format field under Appearance, select a date format for the weblog.
b. Under RSS publishing properties, in the Title field, enter a title for the weblog.

c. Inthe Link URL field, enter a website address news readers can use to link to the calendar
weblog. Also, if your website has a News Reader part, add this link to your news reader so it
displays new events when they are posted. For more information about the News Reader
part, see “News Reader” on page 100.

d. In the Description field, enter a description for news readers about the types of events
posted on the calendar. For example, if your organization supports environmental
advocacy, enter “Upcoming Local and National Events Supporting the Environment.”

e. In the Copyright field, enter a copyright notice for the weblog, if you have one.

In the Editor’s email field, enter the email address for the person responsible for the
content of calendar postings.

g. To approve weblog posts before they appear on your site, select Moderated.

To add a picture to the calendar weblog, click Select Image under Image properties. The Select
Image from Image Library screen appears. For information about how to insert an image, see the
Program Basics Guide.

In the Link URL field, enter the web address to open when a user clicks the image. The link can
access another page on your site or an outside website.

Under Security rights, define the roles with post and manage rights for the published events.
a. Inthe Post column, select the checkbox to assign post rights for users and roles allowed to
post to the weblog. This does not include rights to edit or delete postings.

If the list is marked Moderated, posts are pending until a user with Manage rights approves
A user with Post rights views his or her pending posts, but not those of other Post users. Only

users with Manage rights view all pending posts.

b. In the Manage column, select the checkbox to assign manage rights for users and roles
allowed to add, edit, and delete weblog postings. If the list is marked Moderated, this
grants rights to approve postings.

c. Toinclude additional users and roles, select Add users and roles.
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9. Click Save. You return to Parts.

Event Calendar Group

You can use the Event Calendar Group part to create a top-level calendar that receives events from
smaller sub-calendars. For example, the academic departments, athletic department, and alumni
association at your school each maintain a calendar on your website. Your website also has a main
calendar that includes events for all areas of the school. In this scenario, the departments and alumni
association create their own calendars with the Event Calendar part. You can then create an Event
Calendar group for the main school calendar and assign the department and alumni calendars as
sub-calendars of that group. For more information about the Event Calendar part, see “Event Calendar”
on page 65.

» Design Event Calendar Group

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in Calendar group title field, enter a name for the calendar group.

2. Under Pick source calendars, select the calendars to include in this group. You can choose from
any calendars created with the Event Calendar part.

a. Inthe Display column, select each calendar to include in the calendar group.

b. In the Color column, select a color for events included in the selected calendar. When a user
views the calendar group in the List View or the Calendar View, hyperlinks to events
included in the selected calendar appear in the selected color. For example, if you select red
for the soccer calendar, all hyperlinks to soccer events are red.

c. Inthe lcon column, select an icon for events included in the selected calendar. The program
resizes the selected image to 16x16 pixels automatically. Icons appear next to the hyperlinks
to events included in the selected calendar. For example, if you select a soccer ball for the
soccer calendar, a soccer ball icon appears next to all hyperlinks to soccer events in the
calendar group.

3. Under Pick category filters, select the categories of events to use in the calendar group. For
example, if this is a school’s main athletics calendar, you could include only the Game category.
This would filter out any events included in other categories from the selected calendars, such as
practices or scrimmages. You create Event Calendar categories on the Code Tables page in
Administration.

4. Click Save. You return to Parts.

Event Calendar Highlights

You can use the Event Calendar Highlights part to display short descriptions of upcoming or prior events
on any web page. The part displays event names, dates, and times, and it may also include links to the
event calendars where users can view more details about the events. You can select the calendars that
feed into the highlights and when to include the events.
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» Design Event Calendar Highlights

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1.

7.

From the Design tab, under Pick source calendars, select the calendars to include in the calendar
highlights. You can choose from any calendars created with Event Calendar parts.

a. In the Display column, select each calendar to include in the calendar highlights.

b. In the Color column, select a color for events included in the selected calendar. When a
website user views the highlights, the titles of events from the selected calendar appear in
the selected color. For example, if you select red for the soccer calendar, the titles of all
soccer events are red.

c. Inthe lcon column, select anicon for events included in the selected calendar. The program
resizes the selected image to 16x16 pixels automatically. Icons appear next to the event
titles. For example, if you select a soccer ball for the soccer calendar, a soccer ball icon
appears next the titles of soccer events in the calendar highlights.

Under Pick category filters, select the categories of events to use in the calendar highlights. For
example, if this is the school’s main athletics calendar, you could include only the Game category.
This would filter out any events included in other categories from the selected calendars, such as
practices or scrimmages. You create Event Calendar categories on the Code Tables page in
Administration.

To include a section that displays highlights of upcoming events, under Additional options, select
Show upcoming events.

a. In the Upcoming events title field, enter a title for the upcoming events section.

b. In the Show next field, select the period of time to include events in the display, such as
events that occur within the next 5 days or next month.

To include a section that displays highlights of previous events, select Show recent events.
a. In the Recent events title field, enter a title for the recent events section.

b. In the Show last field, select the period of time to include events in the display, such as
events that occurred within the previous 5 days or previous month.

To include the Print View button on the highlights display, select Show print view button. When
website users click Print View, a window appears displaying a printer-friendly version of the
event highlights.

In the URL for more information field, enter a URL to another page on the website or to a
separate site that contains more information about events. If you add a URL, More Information
appears on your website.

Click Save. You return to Parts.

Event Registration Form

To allow website users to register for events online, you can create event registration forms. You can link
your online and offline events and download online registration information directly to event records.
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When members register for events online, you can allow relationships in Blackbaud Enterprise to appear
as participants, making online registration easy for your members and adding personal details to their
registration form.

When the Event Registration Form part is added to a web page, the registration options appear on
separate pages. You can include a status bar for the user to view their progress while they complete the
event registration process.

e Step 1: Start — This is the Event Selection page. Information about each event appears, including the
description, date, and time of the event. By default, the website user selects their events on this page
and enters the registration quantity and pricing information on another page. If your Event
Registration form includes only a few events, you can exclude the first step of registration to minimize
steps for your registrants. When you exclude the first step, the progress indicator displays the event
registration as four steps: Prices, Attendees, Register, and Finish. In a four step registration, the user
selects the events and enters the quantities of event units as part of the Prices step.

e Step 2: Prices — This is the Quantity and Pricing page. The pricing options and units for the selected
events appears. On this page, the website user enters the quantities of event units to register. If you
exclude the first step of registration, the user selects their events on this step too.

e Step 3: Attendees — This is the Attendees page. On this page, the website user enters who will attend
the selected events and selects any participant attributes you add to the Event Registration form.

o Step 4: Register — This is the Payment page. A summary of the event registration appears. On this
page, the website user verifies the registration options selected are correct and enters any billing and
payment information.

e Step 5: Finish — This is the Confirmation page. A summary of the billing and payment information
appears.

Note: To design, style, and test a part on your website without creating transactions, generating
emails, or communicating in any way with Blackbaud Services or Blackbaud Enterprise, select Test
mode on the Properties tab. For example, you can complete the fields on an Event Registration Form
to ensure the confirmation page is styled and working properly. Although you submit the registration
and receive a confirmation, a transaction does not appear on the NetCommunity page in Blackbaud
Enterprise. Use Test mode to verify the user’s experience, not to test data processing. Test mode does
not validate credit card numbers and merchant accounts. Only users with supervisor rights can view
parts in Test mode.

Tip: For optimal performance, include only one Event Registration Form part for each web page.
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» Design Event Registration Form

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under General Options, select a constituency to apply to registrants. For
more information about constituencies, see the Program Basics Guide.

General options
Constituency:

Current Parent “ The constituency specified will be applied to both new and existing
constituents.

Note: If a registrant already exists in the database, the constituent record updates to include gift and
event data from the downloaded event.

2. Under Registration Options, select Display progress indicator to display a progress status bar for
the user to view during the event registration.

Registration options

Check to display a progress status bar for the user to view during the event

Display progress indicator : .
O LEYIIBL registration.

Check to exclude the first Event Info/Selection page from the registration
[JExclude first step of registration process. If the registration contains one or few events, you can remove this
page to minimize steps for registrants.

To display a notification when a user attempts to register for an event that
[Opisplay event conflict notification overlaps with the time period of a previously registered event, mark this
checkbox. The notification includes the name of the conflicting event.

3. To allow the website user to select both events and registration options on one page, select
Exclude first step of registration. If you do not select this option, a five step progress indicator
appears at the top of the event registration form and the website user selects the events to
register for on one page and enters the registration quantity and pricing information on another
page.

Note: If you select Exclude first step of registration, Step 1: Start does not appear on the progress
indicator. The progress indicator displays the event registration as four steps: Prices, Attendees,

Register, and Finish. In a four step registration, the user selects the events and enters the quantities of
event units as part of the Prices step.

Note: If your Event Registration form includes one or few events, we recommend you select Exclude
first step of registration to minimize steps for your registrants. If your Event Registration form
includes multiple events, a second event information and selection page may be helpful to your
website users.

4. To display a notification message to users when they attempt to register for events with
overlapping start and end times, select Display event conflict notification. Users can still register
for the conflicting events, but a notification will be displayed.
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5. Under Required fields, select the checkbox for each donor field to make required on the event
registration form. To ensure you download complete constituent information, we recommend
that you make all these fields required.

6. Under Captions, for each button or label listed, enter the text to appear on the Event
Registration form.

7. Under Events from Blackbaud Enterprise, select the event to use.

Events from Blackbaud Enterprise
Set up the event(s) for this Event Registration Form. Click Add event to search for an event.

Select event:
Afternoon Tea +| T Add event

& Remove event

Event category: Date: Description:
Saturday, June 24, 2006 at 2:00 PM We will be meeting at the
Playground Site for a brief meeting
and introduction. We will then be
taking the shuttle to Cobblestone
House for tea and desserts.

To add an event to the field list, click Add Event. The Event Search screen appears so you can
select an event.

You can use this event registration form for more than one event. To add another event to the
form, click Add Event and select an additional event. After you select an event, additional
options appear for you to set up how its registration appears on the form.

a. Under Event options, in the Display Name field, enter the name of the event as it will
appear on the website.

Event options
Display name: ®
Afternoon Tea Enter the name of the event as it will appear on the website.

Display description: #

we will be meeting at the ~ Enter the description of the event as it will appear on the website.
Playground Site for a brief

meeting and introduction. We will

then be taking the shuttle to b

Page link:
& Create a link from Afternoon Tea to another web page.

Select this option to limit registrants based on the

Restrict registrations to capacity \ . . .
O d g : event's capacity. Capacity for event is 50.

Select to display any relationship records linked to a member’'s

[¥] Display relationshi . )
R e constituent record for selection.
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b. In the Display Description field, enter the description of the event as it will appear on the
website.

By default, the text in the Description field appears in the Display Description field.

¢. Under Page Link, to add a link to another web page, click the binoculars. The Create Page
Link screen appears. For information about how to create a page link, see the Program
Basics Guide.

d. The help text displays the capacity entered offline for the event. To limit how many
registrants can sign up for the event using the event registration form online, select Restrict
registrations to capacity.

e. To display any relationship records linked to a member’s constituent record in Blackbaud
Enterprise for selection in participant fields, select Display relationships.

For example, Mark Adamson has a constituent record. His wife Vicki has a relationship
linked to Mark’s constituent record. If you select Display relationships, when Mark registers
for the Annual Golf Tournament on your website, Vicki’'s name appears in the drop-down
list when Mark assigns participants. He can select Vicki or enter another name.

f. Under Pricing Options, select the prices to appear on the registration page for each event
unit. To display a listed price, select its checkbox in the Include column.

Pricing options

. . . - Max Allow Price (gift Receipt

Include Unit Description Registrants/Unit e anonymous amount) T
Adult |Adult * 1 * 4 v O %75.00 360.00
O Child |Child * 0 * 4 ¥ O $50.00 $40.00

In the Description column, enter the text to appear on the registration page for each event
unit, such as “Individual” or “Couple.”

Note: When you define the number of participants for each pricing option, we recommend you enter
the number of participants assigned to the corresponding registration option in Blackbaud Enterprise.

In the Registrants/Unit column, enter the number of people allowed for the unit.

In the Max units column, select the maximum number of each unit allowed for each
registration. By default, this value is “4.”

To allow participants to register for an event unit anonymously, select its checkbox in the
Allow anonymous column. When you select this checkbox, the Name field is not required
when the website user registers for the event unit.

In the Price (gift amount) and Receipt amount columns, data from the Prices tab of the
event record appears and is disabled. You cannot change this information on the website.
To change the price or receipt amount, edit the event record offline.
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g. Under Attributes, select the participant attributes to appear on the event registration page.
To display a participant attribute, select its checkbox in the Display column.

Tip: Constituent attributes are not available for use with the Event Registration Form. You can only
select to include participant attributes.

Attributes
Select the participant attributes to display.
Display Attribute Required Caption
FI Special Requests FI Special Requests
F] Dietary Preference F] Dietary Preference
F Source F Source
F] Partner Request F] Partner Request

One-per-record participant attributes with a type of Date, Text, Number, Currency, and
Yes/No can be used on the Event Registration Form. Table type attributes are available
without being marked as one per record. Fuzzy Date and Constituent Name type attributes
are not available for the Event Registration Form.

To make a selected participant attribute required, select its checkbox in the Required
column.

To change the text of the participant attribute on the registration page, in the Caption field,
enter the text to appear.

Note: When you download an event registration, the “Online registrant” status defaults on the
registrant record. On the event record, this status also appears in the Online registrant column on the
Registrants tab.

8. Under Additional Donations, to include an additional contribution field on the event registration
page, select Allow additional donations. In the field that appears, select the designation to
credit for additional donations. The gift is linked to the participant’s constituent record, but not
directly to the event record.

Additional Donations

[ allow additional donations

44 * Select a designation to assign to that portion of the event registration gift.

9. Under Payment Options, select the payment options for website users.
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a. To allow website users to pay for multiple transactions at one time, select Use payment
part. The Payment frame appears.

Payment options

® use payment part O Proceed directly to payment

Payment page: ®

<please select> - Select the page with the shopping cart to process transactions

Define the text that will be shown on the payment page after an event transaction is added.

IERE= TS e R =N ol | il A T A ©|

Ij || || || || (||| L4 || || ¢&

(B U x| EEEC AR = s EE

Format ~ || Font family |~ | Fontsize - |Af|
Path: v

In the Payment page field, select the web page to use to process event registrations. The
Payment part on the selected page determines the payment methods and merchant
account used to process event registrations. For information about the Payment part, see
“Payment” on page 120.

Note: If your payment page uses a Payment 2.0 part, the payment method for it and this part must
match. For example, you cannot select a payment page that only accepts direct debits because this
part only accepts credit cards.

In the box, enter the text to appear on the payment page after an event registration is
added. To format the content’s appearance and layout, use the HTML editor. For more
information about the HTML editor, see the Program Basics Guide.



78 CHAPTER 3

b. To require website users to pay for event registrations one at a time, select Proceed directly
to payment. Additional options appear.

Payment options

O use payment part ® Proceed directly to payment

Merchant account: #

PaulyTest1 hd

Select which merchant account to use to process event transactions

Specify whether to use the default acknowledgement page or a custom one.

® Use default confirmation screen O Use custom confirmation screen

The default acknowledgement page will be used.

In the Merchant Account field, select the merchant account to use to process credit card
transactions received through the event registration form, such as your organization’s IATS
account.

The system administrator sets up merchant accounts in Administration. For more
information, see the Administration Guide.

Select whether the default confirmation screen or a custom confirmation screen displays
the summary after a user registers for an event. If you select Use custom confirmation
screen, the HTML editor appears and displays the default confirmation screen. Customize
the default confirmation screen according to your needs. To format the content’s
appearance and layout, use the HTML editor toolbar. To include personalized information,
use merge fields.

Tip: If you customize the default confirmation screen, the customizations remain even if you later
select Use default confirmation screen. To remove your customizations for the screen, select Use
custom confirmation screen and click Restore default content. The program’s default confirmation
screen appears in the HTML editor.
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10. Click Next. The Acknowledgement Email screen appears.

MName: |[Event Registration2 Acknowledgement *

Subject: |Event Registration2 Acknowledgement *

From Address: * From Name: *
S FF AL 2B EGEE=00 %= @
= =\ T

B I U ¢ x X | =

ZA-T|EEE

Format T Fontfamly |*  Fontsize = J

Fath:

B

11. Create the email to acknowledge the registration. For information about how to design an email
acknowledgement for an event registration, see the Email Guide.

For information about event registration loop merge fields, see “Event Registration Loop Merge
Fields” on page 79.

Tip: When you edit an Event Registration Form, you can click Acknowledgement Email to access the
Acknowledgement Email screen.

12. Click Save. You return to Parts.

Event Registration Loop Merge Fields

Several merge fields output the same registration data, but in different ways. To merge all registration
data into one table without the ability to format and change labels, select the Registrations Block merge
field. To merge registration data in loops for multiple events, registrant types, and attendees, select the
Event Item loop merge fields, Pricing loop merge fields, and Attendee loop merge fields. These loop
fields merge data so you can change labels and use format options to customize the information.

For example, you create an email acknowledgement for a golf tournament that includes attendees in the
Individual and Family registrant type. When you use the loop merge fields, the program makes the
following loops to merge data.

e Event Item loop merge fields — The program first checks the number of events to include in the
acknowledgement. In this example, there is one loop because your merge includes data for just the
golf tournament event.

e Pricing loop merge fields — Next, the program merges data through loops for registrant types. In this
example, the program makes two loops, one for the Individual type and one for the Family type.

e Attendee loop merge fields — Lastly, the program loops the actual list of attendees for each registrant
type. This happens multiple times depending on the number of attendees. The program first loops
through the Individual registrant type to merge data for the attendee list. Next, the program loops
through the Family registrant type to merge data for the attendee list.
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Event registration loop fields must be nested in the order they appear in the merge field list. The nesting
order is Event Item loop fields, Pricing loop fields, and Attendee loop fields. If you list the fields out of
order, for example you list the Attendee loop fields outside of the Event Item loop fields, or as
standalone fields, the data does not merge correctly.

Event Item Loop.Begin Section »< Event Iterm Mame < Pricing Loop.Begin Section

Pricing Description > Attendee Loop.Begin Section

Attendee Name » Attendee Loop.End Section

Pricing Loop.End Section
Event Item Loop.End Section

Flash Player

With the Flash Player part, you can display dynamic, multimedia content on your website with Flash
technology. Flash files can support audio and video to add interactivity to web pages. You can use the
Flash Player part to add animation or integrate video into your website.

» Design Flash Player

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, select a Flash file under Select File.

Select file
Upload file:
Upload the Flash file to display on your website or enter the URL
or- of the file's location.
Provide URL:
http://
MName of file:

¢ To search for a file on your network or computer, click Browse. The Choose file screen appears.
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* To use a URL to point to the file, enter the location of the file in the Provide URL field.

File properties
Height:
| px ¥
Width:
px ¥
Display method:
Opaque v

2. In the Height and Width fields, enter the size for the Flash Player part. In the corresponding
fields, select a valid CSS length unit, such as “%” or “px.”

3. In the Display method field, select how to display the Flash Player.

* To display the Flash Player in a separate window, select “Window.” In Window mode, the Flash
file appears to be on the web page but is actually on a separate window above the browser
window.

¢ To display the Flash Player in the browser window with an opaque background, select
“Opaque.”

e To display the Flash Player in the browser window with a transparent background, select
“Transparent.”

4. After you select a Flash file, it appears under Preview.

5. Click Save. You return to Parts.

Formatted Text and Images

To include text and images from Image library on your web pages, such as your organization’s mission
statement and logo, use the Formatted Text and Images part. You can also use the Formatted Text and
Images part to create a footer for your website that includes your webmaster’s contact information. On
the Content tab of the Formatted Text and Images part, use the HTML editor to create and format the
text and images to appear.

On the Options tab, you can specify whether website users can copy the content from your website,
such as from a personal page, to use on another web page. For example, the site user can copy the
HTML code necessary for the content on her personal page to appear on a social networking profile
page, family website, or weblog.
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Each new and revised Formatted Text and Images part must pass a content approval workflow to appear
on your website. For information about the content approval workflow, see “Workflows” on page 96.
You can add approved Formatted Text and Images parts to each web page in Pages & templates. For
more information about how to add content parts in Pages & templates, see “Pages & Templates” on
page 5.

Warning: You cannot use HTML to embed your own form via HTML in a Formatted Text and Images
part. We recommend you put the form on a page that is not stored online but can be referenced in an
<iframe> element tag. For more information about how to include customized forms on the
website, contact Blackbaud’s Professional Services at solutions@blackbaud.com.

The Formatted Text and Images (Secured) part is the same as the Formatted Text and Images part with
the additional ability to secure the page’s content using Secure Sockets Layer (SSL). When the secured
part is on a page, the page’s URL starts with “https”. To design a Formatted Text and Images (Secured)

part type, follow the same steps as the Formatted Text and Images part.

» Design Formatted Text and Images

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, select the Content tab.

Contert | Options

O G FF -3 K LB E =2 D # e ©

4 = “

B I U:#xx|EEEE||QA-E-|=iEE

Format T || Font family |~ || Font size K :‘ﬂ

Have you ever wanted your own personal PPMC health care expert? ~

Now you can have one - just sign up today for PPMC’s free e-newsletter?

"Your Best Health” issues feature articles by the premier experts on common medical conditions and the latest
health care issues. "Your Best Health” is e-mailed to subscribers regularly.

You will also receive information on health education opportunities at PPMC! We will send you the latest
medical research studies to which you can apply. Of course, you'll always be the life of the party because you

Path: 4

2. Inthe HTML editor content area, enter the content and format its appearance and layout. For
example, you can manually enter or copy and paste your organization’s mission statement. For
more information about the HTML editor, see the Program Basics Guide.

3. To allow site users to copy and paste the content’s HTML code:
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a. Select the Options tab.

Content || Options

— Gives the web page visitor the ability to copy and paste the HTML code for
[V]Enabie HIML code publishing \T pi Fly -| 4 : 3 Lis o Pl
this piece of content
Help text:
Copy and Paste the following code Enter custom text to appear on the web page to help website visitors
where you would normally publish 'j "'“ v'“' L DR L T 30 g ey SR e ] e
HTML content. understand how

w and why to copy the HTML code

e AW L G e g gt e

. .
b. Select Enable HTML code publishing.

c. Inthe Help text field, enter custom text to appear on the web page to help site users

understand how and why to copy the HTML code. By default, the message “Copy and Paste
the following code where you would normally publish HTML content” appears.

Select the content approval workflow to use with the part and its approval status in the
workflow.

a. On the Edit Part screen, select the Content Approval tab. For information about the items
on this tab, see “Content Approval Tab” on page 28.

Content Approval

Set approval status and workflow for this part.

Approval Status: | Draft b

Workflow: | Default for FT&I * V| * denotes default workflow

Activity:

Action Version Status Status Updated On Status Updated By

1 Draft 8/26/2009 3:41:50 PM Supervisor

1 version meets selected criteria

b. If you have rights to manage workflows, the Workflow Name field appears. In this field,
select the workflow to apply to the part.

Note: When you create a workflow in Workflows, you can select whether it is the default workflow for
the selected part type. When you design a part and select its workflow in the Workflow Name field,

an asterisk (*) appears next to the default workflow. For more information, see the Administration
Guide.

¢. When you complete the design of the part and its content, in the Approval Status field,

select “Ready for Approval.” Until the part is complete and ready for approval, select the
approval status of “Draft.”

5. Click Save. You return to Parts.
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Formatted Text and Images (Secured)

The Formatted Text and Images (Secured) part is the same as the Formatted Text and Images part with
the additional ability to secure the page’s content using Secure Sockets Layer (SSL). When the secured
part is on a page, the page’s URL starts with “https”. To design a Formatted Text and Images (Secured)
part type, follow the same steps as the Formatted Text and Images part. For more information, see
“Formatted Text and Images” on page 81.

Frame

With the Frame part, you can store a live web page from another website on your site. This part is
helpful when you migrate from one website to a new one. For example, you can store pages from your
organization’s old website in a frame for your new website.

» Design Frame

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the URL field, enter the web address of the web page to appear in the
Frame part.

Frame properties
Specify the URL for the page to displayed in the frame.

URL:*

http:/f

Height:

100% Specify the height of the frame using a valid CSS length unit (for
example em, ex, px, %, in, cm, mm, pt or pc.)

Width:

100% Specify the width of the frame using a valid C5S length unit (for
example em, ex, px, %, in, cm, mm, pt or pc.)

Oinclude connection information

2. In the Height and Width fields, enter the specifications of the Frame part. Use a valid CSS length
unit, such as % or px.

3. When you select Include connection information, the program submits form data plus the REID
and DIRECTORYREID to the iFrame. REID is the logged in user’s constituent ID and
DIRECTORYREID is a value taken from the current page’s REID value in the query string.

Use Include connection information only for more complex web applications that are designed
to receive this data.

4. Click Save. You return to Parts.
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Giving Search

Create a Giving Search part to provide an online designation search for donors. Donors use the search to
find a designation and make a donation. When the search results appear, a donor clicks the designation
to navigate to the donation page. When you create the Giving Search part, you can select a query of
designations so donors do not search all designations in your database.

»

Design Giving Search

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Search Form, in the Split search fields into field, select how many
columns of search fields to include in the criteria table. You can display up to five columns.

Design | Language | Properties | Usage | Targsting & Security

Search Form
Split search fields into: |1 * | column(s).

Results
. Results per page:
Show navigation controls: | Both above and below the results v 5 &

Linked donation page: v

Fields to Include

Available Fields: B Search Form Fields:
Bl (2 Available Fields
[C]Designation
-{
Listing Fields:

2. Under Results, set up how search results appear in the giving search.

a. In the Show navigation controls field, select whether the navigation buttons appear above
the results, below the results, or both.

b. In the Results per page field, select the maximum number of funds per page in the search
results. You can display up to 50 results per page.

The giving search can return up to 200 funds that match the criteria entered by a site user.
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c. The search results link to a donation page on your website. In the Linked donation page
field, select the donation page.

3. Under Fields to Include, select the fields to use in the giving search. To move a field from the
Available Fields box to the Search Form Fields box, select the field and click the right arrow.

To move a field in the Search Form Fields box, select the field and click the Up or Down button.
The search fields on the web page appear in the same order as the fields in the box.

Note: The fields in the Search Form Fields box and the Listing Fields box do not have to match.

4. Select the fields to appear in the search results. To move a field from the Available Fields box to
the Listing Fields box, select the field and click the right arrow.

To move a field in the Listing Fields box, select the field and click the Up or Down button. It is
important to remember the following about the fields listed in the box.

e The donation automatically applies to the designation selected in the search results.
e Result fields on the web page appear in the same order as the fields in the box.
e The first field becomes a link to the donation page.

e The first field is disabled in the Designation field on the donation page. The user cannot
change it.

¢ |f included, the donation confirmation screen includes the value from the first field when the
Designation merge field appears on the screen.

Tip: You can use the link in the search results to include a URL to your donation page in an email. To
obtain the URL for the donation page, right click on the link. From the menu that appears, select Copy
Shortcut. Go to your email to paste the URL into your email message. When a recipient clicks the URL,
the donation page appears. The field selected first in the Listing Fields box, which is the link in the
search results, is disabled in the Designation field on the donation page and the website user cannot
change the information in the field. To link to a donation page this way, it is best to include fields such
as Fund ID or Description first in the Listing Fields box. These are logical fields to appear in the
Designation field.

5. Click Save. You return to Parts.

Language Selector

With the Language Selector part, you can allow website users to select language preferences for your
website. Users select their preferences from the languages available on your website. You can make
languages available in the Supported Languages section on the Settings tab in Sites & settings. The
website renders text for selected languages based on the Language tabs of the parts on your website.

Tip: For the Language Support part to be effective, you must localize text on the Language tab before
you use the part.

After users select languages, the website localizes text on the parts on your website. For example, if a
user selects Spanish as the preferred language and goes to a donation form, the Donation Form part
displays localized Spanish text from the Language tab. For more information about the Language tab and
international pages for your website, see “Add Localized Text For Web Pages” on page 26.
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Language preferences remain in place when users return to your website. For registered users, the
program associates language preference with user logins. For anonymous users, the program associates
language preferences with cookies on their machines.

Note: If you enable Multicurrency in Blackbaud Enterprise to accept multiple currencies, the Language
Selector part also translates currencies on donation forms. Users enter or select donation amounts in
your default currency, and the form displays approximate values in the currency associated with the
preferred language. To calculate values in preferred currencies, the program uses exchange rates from
Blackbaud Enterprise. However, exchange rates may change before you process transactions, so the
values on the forms are only estimates. For information about how to configure Multicurrency, see
the Blackbaud Enterprise Multicurrency Guide.

» Design Language Selector

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. Onthe Design tab, the Language Selector part does not contain design options.

Design | Language  Froperties Usage  Targeting & security  Tags

This part does not have any design-time options.

2. Select the Language tab. You can edit default text and localize text for other languages. The tab
appears on parts such as the Donation Form and Giving Search. For more information about the
Language tab, see “Language Tab” on page 25.

Design | Language | Froperties Usage  Targeting & Security  Tags

Specify any part text to be replaced with alternate text for a specific language.

Category: Language:

Form fields + | | English (United States) v
Item name Item type Default text Text
Language Caption Field label Language: My Language

3. The Category field lists the areas on the part that you can edit. For the Language Selector part,
you can only edit the Form fields category.

4. In the Language field, select the language to localize. You can make languages available in the
Supported Languages box on the Settings tab in Sites & settings.

5. In the Text column, enter text to rename the language field or localize it for other languages.

Note: The default language selection is based on the primary language for the website user’s Internet
browser. If you do not support the browser language in the Supported Languages section on the
Settings tab in Sites & settings, the default selection is based on your default language.

6. Click Save. You return to Parts.
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Membership Form

The Membership Form part includes a membership section on your website to solicit new members for
your organization. When you design the part, you can include multiple membership programs. You
select to include information such as the membership levels, types, and terms. You also select the
available payment methods for membership dues, select whether to allow website users to pay for
memberships with other transactions, and design an email acknowledgement.

Warning: In Pages & templates, we recommend you do not add more than one Membership Form
part on a page.

The Membership Form creates the Status, History, and New Membership tabs on your website. The New
Membership tab displays a series of steps for a user to sign up for a new membership.

e Step 1, Membership Program: Lists the available membership programs for a user to select from and
includes a description of each program.

e Step 2, Membership Level: Based on the program a user selects, the available membership levels
appear. A description of the membership level and the dues amount also appears.

o Step 3, Type & Term: Based on the level a user a selects, membership types and membership terms
and dues options appear for the user to select.

o Step 4, Registration: If the membership level allows for multiple members, users select to include
additional members on this step.

e Step 5, Payment: Fields appear for the user to enter biographical information. This individual becomes
the primary member. The user also selects to pay for the membership with a credit card or direct debit
and CAPTCHA security appears for the transaction.

Note: CAPTCHA security displays if you enabled reCAPTCHA in Administration. CAPTCHA is an
automated public turing test to tell computers and humans apart to help prevent automated abuse of
your website. For more information, see the Administration Guide.

If you select to use the Payment part with the Membership Form part, the Payment part determines
the payment methods and merchant account used to process memberships.

e Step 5, Review: This step displays a summary of the membership information. After the user confirms
the information is correct, he or she submits the transaction. The confirmation screen appears next
and displays the final membership information for the user.

When an existing member logs into the website, the Status and History tabs appear on the membership
web page. These tabs default membership information for the programs and levels in the part. The
Status tab displays the active and pending memberships for the member. When a membership isin a
renewal window, a Renew Now link appears on the tab. Members click the link to renew the
membership. The view only History tab displays all membership transactions for the member.

Note: When a member renews a membership online, he or she cannot upgrade or downgrade the
membership.
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» Design Membership Form
For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, to select a membership program to include in the part, click Select
Program.

Memberships to Include
Select Blackbaud Enterprise membership programs for the part. Select Program

Tip: When you add or edit membership data offline, you need to refresh the website for the
membership data to appear. To refresh, open and save the Membership Form part.
A screen appears for you to select the membership program.

a. To select the available membership levels for the website, in the Programs field, select the
program name. Next, click Select Level.

Programs: | College of Law 1
Select Blackbaud Enterprise levels for the part. Select Level

A screen appears for you to select the membership level.

b. To select the available types and terms, in the Levels field, select the level. The types, terms,
and dues for the level appear under Types and Terms.

Levels | Individual Memberhip b

Terms Types

1 year - $100.00 [¥] Class of 2000

[¥]5 years - $450.00 [class of 2001

[ Lifetime - $1,500.00 [¥] Class of 2002
[Iclass of 2003
[ class of 2004

c. Select the terms and types to include in the part.

Warning: When a website user renews a membership and selects a new membership type, the type
does not download to the offline Memberships tab for the member. To avoid this, we recommend you

include one membership type for a program.

d. To add multiple programs for the part, repeat these steps.
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2. To display all steps on the membership form, select Include steps that have just one option. To

skip steps where users cannot make selections, clear this checkbox.

[Tinclude steps that have just one option

By default, the membership form includes steps even w

malke selections. To exclude these steps, clear thi

if @ membership program only has cne membe

checkbox, the membership form skips the step where users =

3. Under Payment Options, select whether to allow website users to pay for memberships with

other transactions, such as donations or event registrations.

(

Payment Options
O Use payment part ® proceed directly to payment

a. To allow website users to pay for multiple transactions at one time, select Use payment
part. The Payment frame appears. In the Payment page field, select the web page to use to
process donations. The Payment part on the selected page determines the payment
methods and merchant account used to process memberships. For information about the
Payment part, see “Payment” on page 120.

Note: If your payment page uses a Payment 2.0 part, the payment method for it and this part must
match. For example, you cannot select a payment page that accepts pledges because this part only

accepts direct debits and credit cards.

Payment Options
® Use payment part O Proceed directly to payment
Payment
Select which payment pages to use to process svent registrations.

Payment page: | <please select> hd

Define the text that will be shown on the payment page after 8 membership transaction is added.

|B) ey S FF - Ga| 6 6 | 2 e | ©|
(= | (| |4 | (= |14 | (| ¢

[B LU s x| EEEE2 AR iziz E S|

Format ~ || Font family |~ | Font size - || A

Path:
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In the box, enter the text to appear on the payment page after a membership is added. To
format the content’s appearance and layout, use the HTML editor. For more information
about the HTML editor, see the Program Basics Guide.

b. To require website users to pay for memberships one at a time, select Proceed directly to
payment. The Merchant Account and Payment Methods frames appear. Enter the
necessary information in these frames, as described in the following steps.

4. Under Merchant Account, select the merchant account to use to process credit cards, such as
your IATS account.

—Merchant Account
Select which Internet merchant account to use fo process membership transactions.

Merchant Account: | ok

The system administrator sets up merchant accounts in Administration. For more information,
see the Administration Guide.

5. Under Payment Methods, select the payment methods to offer to website users.

FPayment Methods
Select which payment methods to make avaiiable to members on this membership form,

Credit Card
Direct Debit

6. Click Next. The Acknowledgement Email screen appears.
7. Create an acknowledgement email for website users who use the membership transaction to
join or renew a membership.

Tip: When you edit the part, you click Acknowledgement Email to access the Acknowledgement
Email screen. For information about how to design an email to acknowledge a membership
transaction, see the Email Guide.

8. Click Save. You return to Parts.
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Menu (Deprecated)

Warning: The Menu (Deprecated) part was replaced in version 6.10 with the more powerful Menu
part. The Menu (Deprecated) part type appears in Parts only if you have saved Menu (Deprecated)
parts. While the deprecated part continues to operate for backwards compatibility on your website,
you can no longer create or copy Menu (Deprecated) parts. The Menu part includes all the
functionality of the Menu (Deprecated) part. In addition, the Menu part supports standards for
Website Accessibility (WAI) and includes a number of standard style options without the use of CSS. It
also includes an import tool to help upgrade your Menu (Deprecated) parts. For more information,
see “Menu” on page 92.

Menu

With the Menu part, you can create a menu and a popup menu for your website. For example, when you
visit Blackbaud’s website and hover over the Products menu, a popup menu appears. The popup menu
includes menu items such as Fundraising, Forms, and Solutions by Industry. You can create a similar
menu for your website using Menu.

Note: Menus created using the Menu part render in Internet Explorer and Firefox browsers. Menu
also supports standards for Website Accessibility (WAI).

You create the Menu part in two steps. One step is to add the menu definitions, such as Home and
About Us. For each main menu item, you can define popup menu items. The second step is to create the
style and format for the menus using tables or an unordered list. For table-based menus, you can select
a specific color and font size to appear for a menu item when a website user hovers over the menu item.
You select standard CSS style options easily on the Edit Part screen in fields such as Border color and
Font color. You can also create custom styles if necessary. For menus based on unordered lists, you
assign the custom class for the menu.

Note: You can add Log in/Log out links to your menu. In the menu part, for the Log in link, use the
Create link to special page option to select a page that includes a User Login part. For the Log out link,
use the Create link to NetCommunity page option to select the log out version of the page that
includes the User Login part. Users will see the Log in or Log out link in the menu based on whether
they are currently logged in or out.
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» Upgrade a Menu (Deprecated) part

To upgrade a Menu (Deprecated) part for Website Accessibility and more style options, import the
part in a Menu part. When you upgrade a Menu (Deprecated) part, be aware that some style options
may not convert to Menu. Also, additional styles may be required for Menu. We recommend you
fully test a converted menu and re-create style options if necessary.

1. From the Design tab, select the Build tab. The Import Menu (Deprecated) Items frame appears.

Design | Properties | Usage || Targeting & Security

Build Style

The menu is currently empty. Click the G button to begin
adding menu items.

Use this option to import all of the menu structure items from a Menu
(Deprecated) part. All items and their existing hierarchy will be imported under
"Menu Items".

Note that Menu may require additonal styles that will not be imported.

Menu {Deprecated) part: | Sample Logout Menu v Import Structure

[JImport/Overwrite compatible styles

N ST . oaann SV JPSE N W O S N NV SR

2. Inthe Menu (Deprecated) part field, a list of the existing Menu (Deprecated) parts appear. Select
the Menu (Deprecated) part to upgrade to Menu.

3. To import CSS styles from the Menu (Deprecated) part, select Import/Overwrite compatible
styles. If you do not select this checkbox, only the menu items and structure upgrade to Menu.

4. Click Import. The Menu (Deprecated) part upgrades to Menu.

5. Select the Style tab. The Styling Options frame appears. For more information about these
options, see “Design a Menu definition” on page 93.

6. Click Save. You return to Parts.

» Design a Menu definition

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, select the Build tab.
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2. To add a menu item, click Add item. The menu item appears under the top-level parent menu
item, and the Menu item properties frame appears.

* + Add item Menu item properties

=-Menu items

Label:
MNew menu item
Tooltip:

Link:

Target window:

Tip: To move menu items into or out of parent menus, select them and click the left or right arrows. To
sort menu items within parent menus, select them and click the up or down arrows.

a. In the Label field, enter a menu item name to appear in the menu on your website.
b. In the Tooltip field, enter a description to appear when the cursor over the menu item.

c. Inthe Link field, click the binoculars to link the menu item to another web page. The Create
Page Link screen appears. For information about how to create a page link, see the Program
Basics Guide.

d. If you select to open the link in another window, the Target window field displays the name
of the window. To change the window, click the binoculars in the Link field.

3. To add an additional menu item, select its parent and click Add item. Then repeat steps a
through d. You can add as many menu items as necessary.

4. On the Style tab, select whether to style the menu with tables or with an unordered list
formatted by CSS.
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5. To style the menu with tables, select Use table-based menu.

® Use table-based menu O Use unardered list menu
Category:
General b vhether to apply style options to the entire menu,
submenus, menu items or submenu items. For example, select
"Main Menu" to apply a background color to the entire menu,
and select "Main Menu Selected Item” to apply a background
color to menu items after users select them
Crientation: Text wrap:
Vertical v Mo v
Display popup image on main menu: Display popup image on submenus:
Mo v Yes v
Static levels: Static level indent:
1 v 20px
Preview background color: Custom glyph:
Eviiii (White) x| |84
Mo image
selected
Preview: Apply changes

a. In the Category field, select a style category to apply style options. For information about
the style categories, see “Style Categories for the Menu” on page 97.

b. To create a custom class for CSS style options, select Enable custom CSS.

In the Custom class field, enter a custom class such as “.navMenultem.” You enter the CSS
for the custom class in Stylesheets. For information, see “Design a stylesheet” on page 208.

c. To select standard CSS style options, select Enable standard CSS.

The available style options depend on the style category. For information about the
standard CSS styles, see “Standard CSS Style Options for Menu” on page 96.

d. After you select style options for a style category, select another style category. The
program saves your changes.
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6. To style the menu with an unordered list formatted by CSS, select Use unordered list menu.

Build

O Use table-based menu @ Use unordered list menu

Top level clazs name:

7. In the Top level class name field, enter the custom class name. You enter the CSS for the custom
class in Stylesheets. For information, see “Design a stylesheet” on page 208.

8. Click Save. You return to Parts.

Standard CSS Style Options for Menu

Standard CSS style options vary depending on the category you select. Refer to the following tables for
standard CSS styles for each Menu category. For information about applying standard CSS style options,
see “Design a Menu definition” on page 93.

Style category: General

Orientation Display popup
image on submenus

Static levels Custom glyph

Static level indent Preview background
color

Display popup image | Text wrap
on main menu

Style category: Main Menu or Popup Menu

Background color Font size

Border color Font underline
Border style Font color

Border width Height

Bold Horizontal padding
Italic Vertical padding
Font name(s) Width
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Style category: Main Menu ltem or Popup Menu Item and Main Menu Selected Item or Popup Menu

Selected ltem

Background color

Font size

Border color

Font underline

Border style Font color
Border width Height

Bold Item spacing
Italic Width

Font (names)

Style category: Main Menu Item Hover or Popup Menu Item Hover

Background color

Font name(s)

Border color

Font size

Border style

Font underline

Border width Font color
Bold Height
Italic Width

Style Categories for the Menu

In the Category field of the Menu part, you select style categories to apply style options. Style categories

include the various menu types. This table describes the available style categories.

Style Category Description

General This applies to your entire menu. For example, Blackbaud’s menu is horizontal
at the top of every web page.

Main Menu This is your main menu. For example, Home, Products, and Services are a part

of the main menu on Blackbaud’s website.

Main Menu ltem

This is your main menu in its natural state. For example, you browse
Blackbaud’s website, but you are not currently hovering or clicking a menu

item.

Main Menu Item Hover

This applies to a main menu item when a user hovers the cursor over it. For
example, when you hover the mouse over Blackbaud’s Products menu item,
the menu button changes to a darker shade of grey.

Main Menu Selected
Item

This affects a main menu item after a user clicks it. For example, when you
click Blackbaud’s Products menu, you land on the Products page and the
Products menu button has a bright yellow background to indicate it is for the

current web page.
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Style Category Description

Popup Menu This applies to your popup menu. For example, when you hover over
Blackbaud'’s, Products menu, a popup menu appears with menu items such as
Fundraising, Forms, and Solutions by Industry.

Popup Menu ltem This is your popup menu in its natural state. For example, you hover over
Blackbaud’s Products menu to view the items on the popup menu for it, but
you are not currently clicking or hovering over a popup menu item.

Popup Menu Item Hover |This applies to a popup menu item when a user hovers over the popup menu
item. For example, you hover your mouse over Blackbaud’s Fundraising popup
menu item. When you do this, the popup menu button changes to a lighter
shade of blue.

Popup Menu Selected  |This affects a popup menu item when a user navigates to the web page for that
ltem menu item. For example, you click Blackbaud’s Fundraising popup menu item.
You land on the Fundraising page. You can select to style the Fundraising
popup menu button with a bright yellow background to indicate to a user he
or she is on the web page for that popup menu item.

Navigation Buttons

To create a navigation bar, use the Navigation Buttons part. Buttons on a navigation bar honor security.
For example, if you have a Board Members Only page, only a website user logged in as a board member
can view a button on the navigation bar used to access this page.

» Design Navigation Buttons

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Orientation field, select the orientation to display the navigation bar
on your web page.

Orientation: | Horizantal il

Preview with Stylesheet: | Systern Default M

Click on an item to edit its prapertiss,

e To display the navigation bar from left to right, select “Horizontal.”
e To display the navigation bar from top to bottom, select “Vertical.”
Tip: Use the up and down arrows to sort your navigation buttons in the order they will appear on your

web page.

2. In the Preview with Stylesheet field, select the stylesheet to use for your navigation bar. For
example, to use the default stylesheet, select “System Default.” For more information about
stylesheets, see “Stylesheets” on page 207.
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3. To add a button for your navigation bar, click Add Item. The Navigation Bar Item screen appears.

«d
Caption:
Page: M
Default Image: | [5o ==
Hover Image: | [3o Y
Selected Image: | [3o Y

4. In the Caption field, enter the information to appear in a yellow box when your website user
moves the mouse over a navigation bar button.

Warning: All images used for navigation bar buttons must be previously created and saved using
graphics software such as Microsoft Photo Editor. These images cannot be created in the program.

To not use images for a navigation bar button, add a linked heading for navigation. In the Caption
field, enter the heading to link. The heading you enter appears on your web page and is linked
automatically. To select the web page to link to, complete the next step in this procedure.

5. In the Page field, click the binoculars to select the web page where the navigation bar appears.
The Create Page Link screen appears. For information about how to create a page link, see the
Program Basics Guide.

6. In the Default Image field, view the image that automatically appears when your website user
accesses the web page, before the website user moves the mouse over or clicks the button.

To select a default image, click the Image button. The Select Image from Image Library screen
appears.

7. Inthe Hover Image field, view the image that appears when your website user moves the mouse
over the button on the navigation bar but does not click the button.

To select a hover image, click the Image button. The Select Image from Image Library screen
appears.

8. In the Selected Image field, view the image that appears when your website user clicks the
button on the navigation bar.

To select a selected image, click the Image button. The Select Image from Image Library screen
appears. For more information about how to insert an image, see Program Basics Guide.

9. To save the images for your navigation bar, click OK. You return to the Edit Part screen. On the
Design tab, the selected images appear.

Note: To cancel the addition of the images for the navigation bar, click Cancel. You return to the Edit
Part screen.

10. Click Save. You return to Parts.
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News Reader

The News Reader part type allows the system administrator to display Really Simple Syndication (RSS)
content or Atom content on your website. These are XML-based formats used to distribute web
information. For example, if your organization is health related, you can create a web page for health
tips and include a News Reader part type that includes news headline feeds from other health-related
websites. Using RSS or Atom and the News Reader part, you can include these headlines on your website
automatically.

The website supports RSS versions 0.9, 1.0, and 2.0 and Atom version .3. For more information, send an
email message to Blackbaud Support at bbncsupport@blackbaud.com.

» Design News Reader

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Source field, enter the website address that contains the XML
content to display on your website. Typically, sites that share content display orange XML icons
that are hyperlinks to their website feeds.

General

Source:#

Link target:

_blank Enter where to open linked pages. To apen links in a new
window, enter "_blank.”

2. In the Link target field, enter where to open the linked page. For example, to open the link in a
new window, enter “_blank.”

Display options
MNumber of articles to display:

0 Only the most recent articles appear. Enter "0" to display all
articles.

[pisplay |10 | articles per page
[N pisplay headlines but not articles
[¥] Display graphics associated with the feed

[¥ Display dates for postings if available

3. Inthe Number of articles to display field, enter how many articles to display. To display all recent
articles, leave the default “0” in the field.

4. To display articles on multiple pages, select Display [ ] articles per page and enter the number of
articles per page.
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5. To display article titles only, select Display headlines but not articles. Users can click links to
access articles.

6. To display any graphics associated with the website feed, select Display graphics associated with
the feed.

7. To display dates for the articles, select Display dates for postings if available.

Authentication options

Type:

MNone v Basic authentication does not encrypt the user name and
password. It sends the credentials over the network in
plaintext. Digest authentication encrypts the user name and
password. It does not send them over the network in plaintext.

8. Under Authentication options, enter the authentication information for a website that requires
authentication to access its XML content.

a. Inthe Type field, select the authentication type that the news feed provider requires.

Note: Basic authentication does not encrypt the user name and password and sends the credentials
over the network in plaintext. Digest authentication encrypts the user name and password and does
not send them over the network in plaintext.

b. In the User name and Password fields, enter your authentication information. To display
XML content that requires authentication, you must have a user name and password with
the news feed provider.

9. Click Save. You return to Parts.

Page Element Types

To add sections to a web page that are dynamic and customizable for an individual’s use, create page
element parts. The program contains multiple page element part types for the end users of personal
pages. These part types are Chapter Page Elements for chapter managers, Fundraiser Page Elements for
fundraisers or participants for a team fundraiser, and Personal Page Elements for anyone who wants to
create a personal page on your site. One example is someone who is ill and wants to create a care page
for family and friends to visit. With web pages that contain page elements, the pages have customization
parts (the page element types) for use on a personal level. For more information about these parts, see
the Chapter Management Guide, Team Fundraising Guide, and Personal Page Management Guide.

When someone has a personal page on your site, other people who support or know the individual can
visit the personal page to learn more about his relationship with your organization and make donations.
Web pages with page elements also contain static sections that are other parts. Use these sections to

create defaults for your organization to appear on every personal page. For example, use the static parts
to include your mission statement, graphics, or any other information to appear on every personal page.
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When you create a page element part, you select the type of page element to appear on a personal
page. The chart lists every page element type and the page element parts where they are available. For
example, for a Fundraiser or Personal Page Element, you can select a Comments element type. Page
element types create various forms of customizable parts for pages. For information about each page
element type, review the procedure that applies to the type.

Page Element Type |ElshCttPoBe B P8 elament | o
Action X X X
Comments X X
Directory X

Donor List X

Event Calendar X

News X X
News Reader X X
Page Links X
Photos X X X
Profile X X
Rich Text X X X
Scrolling Donor Display X

Team List X

Text X X X
Thermometer X

“Scrolling Donor Display Page Elements” on page 114

Action Page Elements

To include a Report Abuse button on a web page for a Chapter Manager, Fundraiser, or Personal Page
Manager part, you can create an Action page element type. Site visitors can click this button to report
activity that is inappropriate for your site. When a visitor clicks this button, your website administrator
automatically receives an email notification about the inappropriate activity.
» Design Action for Page Elements
For information about page element parts, see “Page Element Types” on page 101.

1. From the Design tab, select “Action” in the Display As field.

Note: You can include the Action page element in a Chapter, Fundraiser, or Personal Page element
parts.

2. In the Display Name field, enter a name for the action section on the page.
3. Inthe CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements, such as to change the text on the Report Abuse button.
CSS is easier to use than other methods, such as HTML. Unless you specify a custom stylesheet,
your website uses default stylesheets. For more information about CSS, see “Stylesheets” on
page 207.
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4. Under Details, depending on the personal page type you create, such as Chapter Page Element,
different selections appear in the Display As field. For more information about this field, review
the chart and steps.

Chapter Page Fundraiser Personal Page
Element Page Element |Element
Details frame, Display As |Chapter Console Team Page Link |Report Abuse

field

Link

Report Abuse

Report Abuse

5. In the Display As field, if you create the Action page element for a Chapter Manager part, select
“Chapter Console Link.” This creates a navigation link for content and data managers to click to
access his Home page on your chapter site. The link appears only for managers contained in a
role with rights to manage the chapter content or data. When you select “Chapter Console Link,”
a Link Text field appears. Enter the text to appear as a hyperlink on your chapter site, such as
“My Console Manager.” Managers of the site click the link to access the Home page.

If you create the Action page element for a Fundraiser part, select “Team Page Link.” This creates
a navigation link to direct the site visitor to the fundraiser’s team page. When you select this, a
Text field appears on your site for the participant to enter link text for his personal page, such as
“Click here to visit my page.” If the fundraiser is really a participant and not on a team, the link to
the team page does not appear.

If you create the Action page element for a Personal Page Manager part, select “Report Abuse”
to include a Report Abuse button on the personal web page. Additional fields appear.

a. In the Display Text field, enter the text to appear on the button on your website, such as
“Report Website Offense.”

b. In the Email field, enter your website administrator’s email address. This address does not
appear on your site. However, if a user clicks the Report Abuse button on your site, your
administrator automatically receives an email notification about the inappropriate activity.

c. Inthe Confirmation Message field, enter the text to appear for a site user who clicks the
Report Abuse button. The default text is “This page has been reported to the
administrator.”

6. Click Save. You return to Parts.

Comments Page Elements

To allow page owners to add a comments section to their personal page, create a Comments page
element type. When a personal page has this functionality, friends and family of the personal page’s
“owner” can post comments, public or private, to the page.

Note: Website users with supervisor rights can edit and delete posts for the Comments page element.
» Design Comments for Page Elements

For information about page element parts, see “Page Element Types” on page 101.

1. From the Design tab, select “Comments” in the Display As field.

Note: You can include the Comments page element in a Fundraiser or Personal Page Elements part.
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2. In the Display Name field, enter a name for the comments section on the page.
3. Inthe CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements, such as to change the text on the Post a Message
button. CSS is easier to use than other methods, such as HTML. Unless you specify a custom
stylesheet, your website uses default stylesheets. For more information about CSS, see
“Stylesheets” on page 207.

4. Under Details, in the Default Title field, enter a title for your comments box on your website.

a. In the Button Caption field, enter a label for the button that website users click to post a
comment.

b. To allow visitors to create private comments, select Allow Private Messages.

c. To display dates for comments, select Display under Date Column.
In the Caption field, enter a column header. The default header is Date.

d. To display comments, select Display under Message Column.
In the Caption field, enter a column header. The default header is Message.

e. To display the names of comment authors, select Display under Author Column.
In the Caption field, enter a column header. The default header is Author.

5. Click Save. You return to Parts.

Directory Page Elements

To allow chapter managers to access directories on chapter pages, use the Directory page element type.
This directory contains a list of the names in the Members role in the Chapter Manager part. For more
information about this role, see the Chapter Management Guide.



» Design Directory for Page Elements

For information about page element parts, see “Page Element Types” on page 101.
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1. From the Design tab, in the Directory title field, enter a name for the directory, such as “Class of

2000 Directory.”

Records to Include

Include Deceased: [

Search Form

Split search fields into: | 1

Results

Show navigation controls;
Show number of results:
Mo records found messags:
Linked profile page:
Include a page link for:

Include a send message link for:

Directory title: |Directory

Limit to query: | (All Constituents)

Include: | Both Organizations & Individuals

¥ column(s).

[JLoad unfiltered results when this part iz loaded

Both above and below the results » Results per page: | 9 hd
Do not display the number of results +
Mo directory entries match your criteria
w*
Mo Personal Page Managers Exist % | (applies to Individuals only)

< Specify User Netwaorking Manager > v (] Allow messages to non-users

2. Under Records to Include, specify the records to include in the directory search results.

a. The Limit to query field displays the selected query of records included in the directory. By
default, “All Constituents” appears.

Tip: For a query to appear as a selection, you must first create it in Blackbaud Enterprise. When you
create a query, you may need to refresh the website for it to appear as a selection. To refresh, select

View, Refresh from the menu bar.

To include information from all constituents in your database, leave the default “All
Constituents.” To select another existing constituent query to use as the directory, click
Change. The Query Search screen appears. For information about how to use the Search
screen, see “Search Screen” on page 22.

b. In the Include field, select the type of constituent records to include in the directory search

results. You can select “Both Organizations & Individuals,” “Individuals Only,” or

“Organizations Only.”

c. Toinclude deceased constituents in the directory search results, select Include Deceased.

3. Under Search Form, in the Split search fields into field, select how many columns of search
fields to appear in the criteria table. You can display up to five columns.

To process a search while the user browses your Directory part, select Load unfiltered results
when this part is loaded. When you select this checkbox, the directory search processes before
the user enters criteria and clicks Search on your website.

4. Under Results, set up how search results appear on your Directory part.

a. In the Show navigation controls field, select whether the navigation buttons should appear
above the results, below the results, or both above and below the results.
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b. The directory search can return up to 500 results that match the criteria entered by a site
user. In the Results per page field, select the maximum number of results to appear on a
page when a site user searches the directory. You can display up to 50 results per page.

c. You caninclude in the search results the total number of records that met the user’s search
criteria. In the Show number of results field, select whether to display the total number of
results above the results, below the results, or both above and below the results.

d. In the No records found message field, enter the message to appear if no records meet the
search criteria the user enters to search the Directory on your website. By default, the
message “No directory entries match your criteria” appears.

e. Directory results can link to a page containing a Profile Display part. In the Linked profile
page field, select the page to link to. The field you list first in the Listing Fields box becomes
the link to the page you select in Linked profile page field.

To display additional education profile information, link to a page that includes a User
Education Profile Form part under a Profile Display part. A Profile Display part contains
primary education information such as Campus, GPA, and Major. The User Education
Profile Form part includes this information for all education records.

f. To allow website users to view Team Fundraiser or Personal pages for individual
constituents included in the results, in the Include a page link for field, select the Fundraiser
or Personal Page Manager part to link to the directory results.

g. To allow website users to send personal messages to constituents in the results, in the
Include a send message link for field, select the User Networking Manager part to link to
the directory results.

Note: If constituents opt out of email in Blackbaud Enterprise, website users can send them personal
messages through the user networking site, but they cannot send them email messages.

h. To allow website users to send personal messages through the User Networking Manager
part to constituents who are not registered website users or who are registered but are not
members of the user networking site, select Allow messages to non-users.

Warning: Constituents who do not have user networking accounts receive personal messages
through email. To allow users to send email messages to these constituents, you must enable a
Directory Message Notification in Email and select the User Networking Manager part for it. Without
this notification, your users will not be able to send messages to constituents who are not registered
website users or to constituents who do not have social networking accounts. For more information
about notifications, see the Email Guide.
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5. Under Fields to Include, select the fields the user uses to search the directory, such as First
Name or Last Name. Right-click and drag the field from the Available Fields box to the Search
Form Fields box, or select the field in the Available Fields box and click the right arrow to move it
to the Search Form Fields box.

Fields to Include
Available Fields:
E1 B2, Profile Field
(B0
(] Organization
[_jPreferred Address
_JPhones and Email

CJRecord
C]5pouse

+ Search Form Fields:

[_JPrimary Business
T|En:uplo\,fment H!story
(CjPrimary Alumni
[CJ]Education History

[ Constituent Attributes

[ Primary Education Attributes

L Listing Fields:

II

[ Education History Attributes

When you integrate with Blackbaud Enterprise, do not include the Business.County or
PreferredAddress.County field in the Search Form Fields box. Blackbaud Enterprise does not
support these fields in a directory search.

Note: The system administrator selects the attributes available on the Settings tab on the Settings tab
in Sites & settings. For more information, see the Administration Guide.

To arrange the placement of a field in the Search Form Fields box, select the field and click the
Up or Down button.

Note: The fields in the Search Form Fields list and the Listing Fields list do not have to match.

6. Select the fields to appear when the search finds a match. To select a field, right-click and drag it
from the Available Fields box to the Listing Fields box. To move a field from the Available Fields
box to the Listing Fields box, you can also select it and click the right arrow.

To arrange the placement of a field in the Listing Fields box, select the field and click the Up or
Down button.

Warning: The listing field you put first for results acts as a link to the constituent record. However, if,
on the Profile Form, the field’s data is marked Privacy Editable and the user selects to hide the data,
no link exists. For example, if you select to list First name first, and the user selects to hide First name
data, no link appears.
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While you can link every field, the field you place first in the Listing Fields box automatically links
to the page you select in the Linked Page field. For example, you select to display the alumni’s
last name, first name, birth date, address, and whether the user wants to receive email. In this
case, the last name is the link. When results appear, to indicate the last name is a link, it is
underlined and changes color when you drag your mouse over it. When a website user clicks the
alumnus’s last name, the published profile information for that constituent appears.

Click Save. You return to Parts.

Donor List Page Elements

To include a list of donors on a participant’s personal web page for a Fundraiser part, create a Donor List
page element type. When you include a Donor List on a page, there is no customizable part for the
participant to edit. However, this list allows you to recognize donors on your site.

» Design Donor List for Page Elements

For
1.

Note:

5.

information about page element parts, see “Page Element Types” on page 101.

From the Design tab, select “Donor List” in the Display As field.
You can include the Donor List page element in a Fundraiser Page Elements part.

In the Display Name field, enter a name for the donor list section on the page.
In the CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements, such as colors, fonts and styles, and spacing for your
part. CSS is easier to use than other methods, such as HTML. Unless you specify a custom
stylesheet, your website uses default stylesheets. For more information about CSS, see
“Stylesheets” on page 207.

Under Details, select the order of appearance for the donor names.

a. Inthe Sort By field, select whether to sort by date or amount or in ascending or descending
order.

b. In the Name Format field, select whether to display the full first and last names or by initial
only.

c. To display comments the donor enters on the donation page, select Display Comments.
d. To display the gift donation amount, select Display Amount.

Click Save. You return to Parts.

Event Calendar Page Elements

To include a calendar on your chapter site, create an Event Calendar page element type. Managers use
the calendar to post event dates and information to a web page.
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» Design Event Calendar for Page Elements

For information about page element parts, see “Page Element Types” on page 101.

1.

From the Design tab, under General options, enter a name for the calendar in Calendar title
field.

Under Default display, select the default view of the calendar. You can select Calendar view or
List view. The website user can always select a different view when they open the calendar.

Under Uncategorized events management rights, select the roles with rights to manage any
events not associated with a category.

Under Event Categories, select the event categories to associate with the calendar. After you add
a category, click Assign rights to the category. The Event Category Security screen appears so
you can assign rights to users and roles for the event category. For example, a Soccer calendar
may have the Registration, Practice, and Games categories, and only users in the Coaches role
can add, edit, or delete events in these categories. Also, when the coach adds a new event, they
can assign its category from those you select for the calendar. For example, the coach specifies
whether the new event is Registration, Practice, or Games. You can use these categories to filter
the types of events that appear in calendar groups and calendar highlights. For example, you can
set a calendar highlights part to display only events included in the Game category. For
information about how to add event categories, see the Administration Guide.

To include a weblog for the Event Calendar part, select Enable RSS. Additional fields for the
weblog appear.

a. In the Date format field under Appearance, select a date format for the weblog.
b. Under RSS publishing properties, in the Title field, enter a title for the weblog.

c. Inthe Link URL field, enter a website address news readers can use to link to the calendar
weblog. Also, if your website has a News Reader part, add this link to your news reader so it
displays new events when they are posted. For more information about the News Reader
part, see “News Reader” on page 100.

d. In the Description field, enter a description for news readers about the types of events
posted on the calendar. For example, if your organization supports environmental
advocacy, enter “Upcoming Local and National Events Supporting the Environment.”

e. In the Copyright field, enter a copyright notice for the weblog, if you have one.

In the Editor’s email field, enter the email address for the person responsible for the
content of calendar postings.

g. To approve weblog posts before they appear on your site, select Moderated.

To add a picture to the calendar weblog, click Select Image under Image properties. The Select
Image from Image Library screen appears. For information about how to insert an image, see the
Program Basics Guide.

In the Link URL field, enter the web address to open when a user clicks the image. The link can
access another page on your site or an outside website.

Under Security rights, define the roles with post and manage rights for the published events.
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a. Inthe Post column, select the checkbox to assign post rights for users and roles allowed to
post to the weblog. This does not include rights to edit or delete postings.

Note: If the list is marked Moderated, posts are pending until a user with Manage rights approves
them. A user with Post rights views his or her pending posts, but not those of other Post users. Only

users with Manage rights view all pending posts.

b. In the Manage column, select the checkbox to assign manage rights for users and roles
allowed to add, edit, and delete weblog postings. If the list is marked Moderated, this
grants rights to approve postings.

c. Toinclude additional users and roles, select Add users and roles.

9. Click Save. You return to Parts.

News Page Elements

When you add a News page element type to a personal page, users can include news on their page. For
example, a user who is ill creates a personal page that contains a News page element part. She can write
her own news article about her sickness for the personal page, or she can include links to news articles
from other websites to create awareness about her type of sickness.

» Design News for Page Elements
For information about page element parts, see “Page Element Types” on page 101.

1. From the Design tab, select “News” in the Display As field.
Note: You can include the News page element in Chapter or Personal Page Elements parts.

2. In the Display Name field, enter a name for the news section on the page.

3. Under Details, in the Title field, enter a title for your news weblog. This name appears on the
personal page.
a. Inthe Link URL field, enter the website link that news readers such as NewsGator use to link
to your site. This link should direct the website user to your news weblog or a general
information page about your organization.

b. In the Description field, enter any additional information as required. For example, if your
organization supports environmental advocacy, enter “Check weekly for updates.” To view
the information you enter in this field, click XML for the weblog. For this example, the XML
information for your description reads “<description>Check often for weekly
updates</description>.”

c. Inthe Copyright field, enter a copyright notice for the news, if you have one.

d. In the Editor’s Email field, enter your email address or the person who is responsible for the
content of your weblog.
4. Under Image Properties, click Select Image to add a picture. The Select Image From Image
Library screen appears. For information about how to insert an image, see the Program Basics
Guide.

5. In the Link URL field, enter a link to another website so you can share valuable information from
that website with your site users.
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Under Security Rights, to assign your website members rights to edit the news weblog posts,

select Allow members to add, edit, and delete posts?

7. Click Save. You return to Parts.

News Reader Page Elements

With the News Reader page element type, you can display Really Simple Syndication (RSS) content or
Atom content on personal pages. These are XML-based formats used to distribute web information. For
example, if your organization is health related, users can create a personal page for health tips and
include a News Reader part that displays news headline feeds from other health related sites. With RSS
or Atom and the News Reader part, you can include these headlines on personal pages automatically.

» Design News Reader for Page Elements

For information about page element parts, see “Page Element Types” on page 101.

1.

From the Design tab, select “News Reader” in the Display As field.

Note: You can include the News Reader page element in Chapter or Personal Page Elements parts.

2.
3.

In the Display Name field, enter a name for the news reader section on the page.

In the Feed URL field, enter the website address that contains the XML content to display on
your website. Typically, sites that share this content display an orange XML icon that is a
hyperlink to their website’s feed.

Note: The website supports RSS versions 0.9, 1.0, and 2.0, and Atom version .3. For more information,
send an email message to Blackbaud Support at bbncsupport@blackbaud.com.

4.

In the Display only the [ ] most recent articles field, enter the number of recent articles to
display on your news reader. For example, to display five articles, enter “5.” To display all recent
articles, leave the default “0” in the field.

To display the XML content on multiple pages, select Use paged output, with [ ] articles per
page. In the field, enter the number of items per page.

If you do not select this checkbox, the articles display on one web page.
To display only the article title, select Display only the headlines in this feed.
If you do not select this checkbox, the complete article appears on the news reader.

To display the graphic associated with the website feed, select Display any graphic associated
with this feed.

To include the date the feed posts to your website, select Display the date for each posting, if
available.

For a website that requires authentication to access its XML content, enter the authentication
information under News Reader Authentication.
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a. Inthe Type field, select the authentication type that the news feed provider requires.

Note: Basic authentication does not encrypt the user name and password and sends these credentials
over the network in plaintext. Digest authentication encrypts the user name and password and does
not send them over the network in plaintext.

b. In the Username and Password fields, enter your authentication information. To display
XML content that requires authentication, you must have a user name and password with
the news feed provider.

10. Click Save. You return to Parts.

Page Links Page Elements

For users who have multiple personal pages, you can add Page Links to a personal page element to
create a list of links to the personal pages that are public.

» Design Page Links for Page Elements
For information about page element parts, see “Page Element Types” on page 101.
1. From the Design tab, select “Page Links” in the Display As field.
2. In the Display Name field, enter a name for the personal page element.
3. Inthe CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements, such as a border around an image. CSS is easier to use
than other methods, such as HTML. Unless you specify a custom stylesheet, your website uses
default stylesheets. For more information about CSS, see “Stylesheets” on page 207.

Note: You can include the Page Links page element in a Personal Page Elements part.

4. In the Default Title field, enter a default title for the list of links.

5. Click Save. You return to Parts.

Photos Page Elements

To upload graphics for a personal page, create a Photos page element. You can upload graphics for
individual use on a personal page, or you can upload a series of graphics to create a slideshow. Your
organization can upload all the graphics for personal pages and allow a user to select the images she
wants, or you can allow a user to upload an image of her choice. When you create a Photos page
element, you must select a default image to appear on the page. If a user does not upload an image to
the Photos part on her personal page, the default image appears.

» Design Photos for Page Elements
For information about page element parts, see “Page Element Types” on page 101.

1. From the Design tab, select “Photos” in the Display As field.

Note: You can include the Photos page element in a Chapter, Fundraiser, or Personal Page Elements
part.
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2. In the Display Name field, enter a name for the photos section on the page.
3. Inthe CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements, such as a border around an image. CSS is easier to use
than other methods, such as HTML. Unless you specify a custom stylesheet, your website uses
default stylesheets. For more information about CSS, see “Stylesheets” on page 207.

4. Upload each image.

a. Under Details, click Add Image. The Select From Image Library screen appears so you can
select and upload the image. For more information about how to insert an image, see the
Program Basics Guide.

b. To make the uploaded image the default image, select Default. The default image appears
when a user does not select one.

Note: You must select one default image for the page.

5. Under Slideshow Options, to allow website users to add a captions to the slideshow, select
Allow the user to add a caption to this slideshow.
6. In the Default field, enter a default caption.
7. In the Slide display interval (seconds) field, enter the number of seconds to display an image
before the next image in the slideshow appears.
Tip: The default time for an image to appear in a slideshow is five seconds.

8. Under Image Options, enter the maximum dimensions for an image in your slideshow in the
Maximum height/width [ ] px field. This defines the height and width of the boundary that
contains the image but does not directly alter the size of the images.

Warning: An image’s number of pixels cannot exceed the number you enter in the Maximum
height/width [ ] px field. For example, if you have an image that is 200 pixels and set this boundary to
500 pixels, the image does not increase to 500 pixels. Conversely, if you have an image that is 500
pixels and set the height/width size to 200, the image shrinks to fit that boundary.

9. Inthe Image Category field, select a category to store your image. You can view the category and
its associated images in Image library.

10. To add an image category to the website, enter its name in the And/or new category field. The
program saves the image in the new category.

11. Click Save. You return to Parts.

Profile Page Elements

To allow personal page owners to create profiles of the individuals who visit their personal pages, add a
Profile page element to a Fundraiser or Personal Page Element part.
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» Design Profile for Page Elements
For information about page element parts, see “Page Element Types” on page 101.

1. From the Design tab, select “Profile” in the Display As field.
Note: You can include the Profile page element in a Fundraiser or Personal Page Elements part.

2. In the Display Name field, enter a name for the profile section on the page.

3. To format the email content’s appearance and layout, use the HTML editor. For more information
about the HTML editor, see the Program Basics Guide.

4. Click Save. You return to Parts.

Rich Text Page Elements

To add a hypertext link, a remote photo hosted on another server, or formatted text to a personal page,
create a Rich Text page element. When you add include the Rich Text page element, remember that it
provides a lot of power to the owner of the page. The program automatically removes IFRAME and
SCRIPT tags from Rich Text page elements, but the potential remains for site abuse. With a Rich Text
page element, page owners can link to or display inappropriate content. However, visitors of the page
cannot edit the page element. When you use the Rich Text page element for remote photos, you can
only link to an existing image URL. You cannot upload images.

» Design Rich Text for Page Elements
For information about page element parts, see “Page Element Types” on page 101.
1. From the Design tab, select “Rich Text” in the Display As field.

Note: You can include the Rich Text page element in a Chapter, Fundraiser, or Personal Page Elements
part.

2. In the Display Name field, enter a name for the rich text section on the page.

Note: Details are not available for the Rich Text page element because it is not editable for visitors of
the personal page.

3. Click Save. You return to Parts.

Scrolling Donor Display Page Elements

The Scrolling Donor Display page element allows you to recognize donors for a participant in a Team
Fundraiser. If you include the Scrolling Donor Display page element on a personal page, the participant
accesses the scrolling list of donors (sometimes referred to as a donor wall) from the My Page button on
the participant dashboard. You can customize the list by options such as the scrolling direction, play and
pause buttons, and gift types to include
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» Design Scrolling Donor Display for Page Elements
For information about page element parts, see “Page Element Types” on page 101.

1. From the Design tab, select “Scrolling Donor Display” in the Display As field.
Note: You can include the Scrolling Donor Display page element in a Fundraiser Page Elements part.

2. In the Display Name field, enter a name for the donor list section on the page.
3. Inthe CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements such as colors, fonts and styles, and spacing for your part.
CSS is easier to use than other methods, such as HTML. Unless you specify a custom stylesheet,
your website uses default stylesheets. For more information about CSS, see “Stylesheets” on
page 207.

4. Inthe Player options frame, in the Title field, enter a name for the donor wall. This title appears
on your site.

a. In the Width/Height field, enter the maximum dimensions in pixels for the donor wall. This
setting defines the height and width of the boundary that contains the donor list.

b. In the Scrolling direction field, select whether donor names scroll in ascending or
descending order.

c. Inthe Speed field, select how fast donor names scroll in the donor wall.

d. To include play and pause buttons for the donor wall on the web page, select Display play
and pause options.

5. Under Results options, select options for the part results that appear on the web page. You can
filter the list of donors for the donor wall and enter text to appear in the donor wall.

a. In the Number of results field, select the number of donors to include on the donor wall. To
include all donors, leave the default “All results.” You can filter the list of donors to 10, 25,
50, or 100 names.

Warning: If a user’s primary browser is Mozilla Firefox 3, the donation scroll may be slower than
Firefox 2 or Internet Explorer. In addition, the more donors the list includes, the more hardware space
used. This degrades the display load time. To avoid this risk, in the Number of results field, select
“100” or lower.

b. In the Sort results by field, select how the donor list should sort. You can select Top
donations, Donor’s last name/organization name, or Most recent donations.

Warning: If you select “All results,” the part processes a maximum of 10,000 gifts. If the maximum is
met, the gifts that appear depend on the selection you make in the Sort results by field. For example,
if you select to sort by “Most recent donations,” the 10,000 most recent donations appear on the

page.

c. Inthe No results message field, enter the text to appear if the donor wall does not contain
donor names. For example, enter “No gifts found. The Fundraiser may not yet have donors.”
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6. Under Gift types and labels, select the gift types to include in the donor wall. For example, you

can include accepted gifts and pledges and exclude pending gifts and anonymous gifts. For each
gift type, enter the text to appear for the gift type in the corresponding field.

Note: The Include pending gifts in results and display as checkbox includes gifts that have not been
downloaded to Blackbaud Enterprise.

a. To include gifts from organizations, select Include gifts from organizations.
b. To include the gift amount from the donor, select Display amount of gift.

¢. Toinclude donor comments, select Display comments in results.

7. Click Save. You return to Parts.

Team List Page Elements

To include a list of team members on a participant’s personal web page, create a Team List page
element. If the participant is not a member of a team, the list does not appear on your site.

» Design Team List for Page Elements
For information about page element parts, see “Page Element Types” on page 101.

1. From the Design tab, select “Team List” in the Display As field.

Note: You can include the Team List page element in a Fundraiser Page Elements part.

2.

In the Display Name field, enter a name for the team list section on the page.

Tip: When you include a Team List page element on a Fundraiser personal page, there is no
customizable part for the participant to edit. However, you can recognize team members on your site.

3.

In the CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements such as colors, fonts and styles, and spacing for your part.
CSS is easier to use than other methods, such as HTML. Unless you specify a custom stylesheet,
your website uses default stylesheets. For more information about CSS, see “Stylesheets” on

page 207.

4. Click Save. You return to Parts.

Text Page Elements

To allow users to enter general content text on a personal page, create a Text page element.

» Design Text for Page Elements
For information about page element parts, see “Page Element Types” on page 101.

1. From the Design tab, select “Text” in the Display As field.

Note: You can include the Text page element in a Chapter, Fundraiser, or Personal Page Elements part.

2.

In the Display Name field, enter a name for the text section on the page.
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In the CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements such as colors, fonts and styles, and spacing for your part.
CSS is easier to use than other methods, such as HTML. Unless you specify a custom stylesheet,
your website uses default stylesheets. For more information about CSS, see “Stylesheets” on
page 207.

Under Details, in the Maximum Length field, enter the maximum number of characters for the
customizable text.

In the Default box, enter any default text to include in the part, such as a welcome message. The
maximum number of characters count includes the text you enter in this field.

Click Save. You return to Parts.

Thermometer Page Elements

To allow fundraisers to include a thermometer graphic on a Fundraiser personal page, create a
Thermometer page element. The thermometer visually shows progress toward the fundraiser’s goal.

» Design Thermometer for Page Elements

For
1.

Note:

information about page element parts, see “Page Element Types” on page 101.

From the Design tab, select “Thermometer” in the Display As field.
You can include the Thermometer page element in a Fundraiser Page Elements part.

In the Display Name field, enter a name for the thermometer section on the page.
In the CSS box, enter Cascading Stylesheet (CSS) text to override the default style of this element.

Use CSS text to create unique elements such as colors, fonts and styles, and spacing for your part.
CSS is easier to use than other methods, such as HTML. Unless you specify a custom stylesheet,
your website uses default stylesheets. For more information about CSS, see “Stylesheets” on
page 207.

Under Details, in the Type field, select the style of thermometer to display.

5. In the Default Color field, select a default color for the thermometer.

Click Save. You return to Parts.
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Page Sharing

To allow website users to easily notify others about content on a web page, such as events and team
fundraising opportunities, add a Page Sharing part to a layout or template. Using this part, website users
can use content sharing services such as Digg or delicious to send a link to a web page to others and help
promote your website. On your website, the website user selects the sharing service from the page
sharing caption and enters information about the sender and recipient and a personal message for the
recipient.

Warning: To prevent website users from sharing content that recipients may not be able to view, we
recommend you not add the Page Sharing part to pages that require specific security or contain
dynamic content such as Directory part search results.

Note: To help prevent automated abuse of your website, the Page Sharing part requires a completely
automated public turing test to tell computers and humans apart (CAPTCHA). Visit
http://recaptcha.net/ to obtain free CAPTCHA functionality with reCAPTCHA. When you sign up for
reCAPTCHA, you receive public and private keys, which you must enter on the Settings tab in Sites &
settings. For more information, see the Administration Guide.

» Design Page Sharing

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Content sharing services, select each social networking method,
such as Facebook, that website users can use to share content on the web page.

Content sharing services
Select the content sharing services you want to include on the page.

Facebook
Digg

O pelicious
Ovahoo!

O nNewsvine

Page Sharing caption

Caption: #

Share By default, this caption is hidden. To change this, edit the
PageSharingLink class in the Stylesheet Editor. For
information, see Page Sharing Caption Stvles.
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2. Under Page Sharing caption, enter a caption to appear with the links that website users click to

share the web page.

Note: By default, the page sharing caption is hidden. To display the caption, you must edit its classes in
Stylesheets. For information about how to style the caption, see “Page Sharing Caption Styles” on
page 119.

3. Click Save. You return to Parts.

Page Sharing Caption Styles

By default, the page sharing caption is styled to be invisible on your website. To display a caption that
website users can expand to display the selected sharing services, you must edit its classes in
Stylesheets. In Stylesheets, you can also specify whether the services appear horizontally or vertically.

» Adjust the stylesheet to display the page sharing caption

1.
2.

From Site explorer, click Stylesheets. Stylesheets appears.

Under Filter List By, in the Name field, enter the complete or partial name of the stylesheet to
edit.

3. Click Go. The grid lists the stylesheets that meet the name criteria entered.

In the Action column, click Click here to edit this stylesheet next to the stylesheet to edit. The
stylesheet appears.

In the tree view list, click the plus sign beside Parts. The parts list expands.
Click the plus sign beside Page Sharing. The page sharing list expands.
Enter the styles to display the caption users can expand and collapse.
a. Inthe tree view list, select .PageSharingLink. The tag information appears.
b. Under Page Sharing-.PageSharingLink, enter display:block.
c. Inthe tree view list, select .PageSharingLinklmage. The tag information appears.
d. Under Page Sharing-.PageSharingLinkimage, enter display:block.
e. Inthe tree view list, select .PageSharingList. The tag information appears.
f. Under Page Sharing-.PageSharingList, enter display:none.

By default, when website users expand the list at the caption, sharing services appear
horizontally. To display the sharing services vertically:

a. Inthe tree view list, select .PageSharingListltem. The tag information appears.
b. Under Page Sharing-.PageSharingListitem, enter Float:none.
c. Inthe tree view list, select .PageSharingListitemLinklmage. The tag information appears.

d. Under Page Sharing-.PageSharingListitemLinkimage, enter
float:none;display:inline.

To apply your changes, click Apply. The styles apply to all layouts, templates, and web pages that
use the stylesheet.
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10. To save your changes, click Save. You return to Stylesheets.

Payment

Note: The Payment part is deprecated and has been replaced with the more powerful Payment 2.0
part. The Payment part still exists for backward compatibility of your website, but Blackbaud
encourages you to use the Payment 2.0 part. The new part allows users more flexibility to edit items
in their shopping carts, and it collects user information on secure payment pages to help you comply
with the Payment Card Industry Data Security Standard (PCI DSS). For more information, see
“Payment 2.0” on page 124.

With the Payment part, website users can pay for multiple transactions with a single charge. For
example, when a user registers for an event, makes a donation, or renews a membership, the program
adds the transactions to a payment page. If the user leaves the website without paying, the transactions
remain on the payment page. To clear unpaid payment pages that have not been modified within a
specified time period, you can set an expiration date.

Note: Anonymous website users can create payment pages. When an anonymous user adds a
transaction to a payment page, the page remains after the user leaves the website. To identify
anonymous users, the program uses cookies. To access a payment page, an anonymous user must use
the same computer used to add the transactions. If multiple anonymous users add transactions from
the same computer, the program adds the transactions to the same payment page.

You can use a payment page with the Donation Form, Event Registration Form, and Membership Form
parts. Before you can add a payment page to these parts, you must add a Payment part to a web page.
To add a payment page to these parts, you select a web page with the desired Payment part. For
information about the Donation Form part, see “Donation Form” on page 52. For information about the
event registration form, see “Event Registration Form” on page 71. For information about the
membership form, see “Membership Form” on page 88.

When you add a payment page to a donation form, event registration form, or membership form, the
user does not proceed directly to payment. Instead, the program adds items to the payment page. When
the user clicks Continue on the form, the payment page appears with the new item. The Payment part
determines the available payment methods and the merchant account. To provide a link on your
website for users to access payment pages without adding items, use the Payment Summary part. For
information about the Payment Summary part, see “Payment Summary” on page 123.

Note: To design, style, and test a part on your website without creating transactions, generating
emails, or communicating in any way with Blackbaud Services or Blackbaud Enterprise, select Test
Mode on the Properties tab. For example, you can complete the fields on a Payment form to ensure
the confirmation page is styled and working properly. Although you submit the payment and receive a
confirmation, a transaction does not appear on the NetCommunity page in Blackbaud Enterprise. Use
Test mode to verify the user’s experience, not to test data processing. Test mode does not validate
credit card numbers and merchant accounts. Only users with supervisor rights can view parts in Test
mode.

» Design Payment

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under General, set an expiration date for payment pages.
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* To clear unpaid payment pages that website users have not modified, select Clear unpaid
transactions and enter the number of days to wait before you clear the pages.

¢ To keep all payment pages regardless of when last modified, select Never clear unpaid
transactions.

General
Select whether to automatically clear unpaid transactions after an expiration period.

® Clear unpaid transactions |30 days after the transaction group was last modified

O Never clear unpaid transactions

When viewing the pending transactions, the payment form can be displayed immediately or after clicking 'Checkout'.
@® Display the payment form after clicking 'Checkout’

O Display the payment form immediately

Specify whether to send a summary acknowledgement email.

® Send the acknowledgement email defined for Donations, Event Registrations, Memberships or eCards that use this payment part

O Send summary acknowledgement email

2. Select when to display the payment form for users to enter payment information.

e To display the payment form on the payment page, select Display the payment form
immediately.

* To display the payment form on a separate page, select Display the payment form after
clicking ‘Checkout’.

3. You can determine if a donor receives a summary email to acknowledge one or more payments
made with this Payment part or individual acknowledgement emails for each payment.

¢ To send a summary acknowledgement email for donations, event registrations, and
memberships a donor pays for with this Payment part, select Send summary
acknowledgement email.

Note: From a Donation, Event Registration, or Membership part, you can choose to always send the
acknowledgement email defined for the part. If you add a Payment part with Send summary
acknowledgement email selected to one of these parts, the donor receives the acknowledgement
email you designed for the donation, event registration, or membership payment, as well as the
summary acknowledgement email you defined for the Payment part.

¢ To send donors an acknowledgement email for each payment, select Send the
acknowledgement email defined for Donations, Event Registrations, or Memberships that
use this payment part.
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4. Under Required Fields, select the checkbox for each donor field to make required on the
payment page. To ensure you download complete constituent information, we recommend that
you make all these fields required.

Required fields

Specify whether the following fields are required.

[CFirst name
CrTitle

[IPhone

5. Under Payment Methods, select the payment methods to offer to website users.

Payment methods
Select which payment methods the user will be allowed to choose from at checkout.

Credit card

Merchant account:
<please select> w Select which internet merchant account to use to process donation transactions.

6. Under Merchant Account, select the merchant account to use to process credit cards. For
example, select your IATS account. The system administrator sets up merchant accounts in
Administration. For information, see the Administration Guide.

7. Click Next. The Acknowledgement Email screen appears.

Name: test Acknowledgement *
Subject: [test Acknowledgement *
From Address: * From Name: *
Reply Address:
Motifications are to be sent to the following address
Failures: []
E = 2 Y [ R = e o e A TR I @
1= 5| | | | | ||| T | || ¢¢
(B 7 U x| EEZSTE|LA == E
Format = || Font family |~ || Font size - 28
Daar First Name > =

Thank you for your contribution of . 24MMary GiftAmaunt > o o\ 5 oznization. The advancements we have made can be attributed in many ways to peaple like

you who have generously supported our mission. We sre grateful for your generosity and hope that you vill tske great pride in the important difference that your
contribution makes.

Below is a summary of your contribution:

Donation.Begin Section Gift Information: Donation Begin Loop

Gift Amount
Designation

Amount:

Designation:
Recurring Information.Begin Section

Frequency

Path:

RN
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8. Create an acknowledgement email for website users who make a payment with this Payment
part. You can use the default text provided or enter different text. For information about how to
design an email acknowledgement, see the Email Guide.

Note: You must select Send summary acknowledgement email under General for donors to receive
the summary email you create for the Payment part. For information about how to send both a
summary and individual acknowledgement emails, see the Email Guide.

The summary acknowledgement email includes loop merge fields for donations, memberships,
and event registrations. For information about how to use loop merge fields, see “Event
Registration Loop Merge Fields” on page 79.

Tip: When you edit a Payment part, you can click Acknowledgement Email to access the
Acknowledgement Email screen. For information about how to create this email message, see the
Email Guide.

9. Click Save. You return to Parts.

Payment Summary

With the Payment Summary part, website users can view useful information about their payment pages.
The payment summary can display the number of items on a payment page and the total cost for the
items. It can also provide a link to view the payment page and pay for transactions. When you add a link
and place the summary on a page template, a website user can access the payment page from any web
page that uses that template. You can also use merge fields to create two versions of the summary: one
for an empty payment page and one for a page with transactions.

When you create a payment summary, you select a Payment part to connect to the summary. For
information about the Payment part, see “Payment” on page 120.
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» Design Payment Summary

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Payment part field, select the Payment part to connect to the

summary.
Payment part: #
<please select> v Select a Payment part on which to base this summary.
Design the payment summary. You can use merge fields to include a link to the payment page and to display important data such as the number
of transactions and the total cost.
Bagm ST A% 0B HHE=0 L & ©
= = “
B I Uk %|EESEEE||CA-E-|iz=E
Format = Fontfamly |~ | Fontsize - || A3 J
Path: A

2. Under Display text, enter the text to appear in the payment summary. You can use merge fields
to display the number of transactions on a website user’s payment page and the total cost, as
well as to provide a link to the page. You also can use merge fields to create conditional
statements that appear according to whether the payment page contains transactions. To format
the content’s appearance and layout, use the HTML editor.

For more information about the HTML editor, see the Program Basics Guide.

3. Click Save. You return to Parts.

Payment 2.0

With the Payment 2.0 part, website users can pay for multiple transactions with a single charge. For
example, when users register for events, make donations, or renew memberships, the program can add
the transactions to their shopping carts. If users leave the website without paying, the transactions
remain in the shopping carts.

Note: Website users who do not log in to your site can still add items to shopping carts. To identify
these anonymous users, the program uses cookies. To return to their shopping carts, users who did
not log in must use the same computer as when they added transactions. If multiple users add
transactions from a computer without logging in, the program adds all the transactions to a single
shopping cart.
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The Payment 2.0 part shopping cart can process transactions from Donation Form, eCards, Event
Registration Form, Membership Form, and Sponsorship Form parts. For information about these parts,
see the individual part descriptions. The shopping cart cannot process transactions from other areas in
the program, such as eStore and Forms.

After you place the Payment 2.0 part on a web page, you can edit the payment settings for parts such as
the Donation Form and Event Registration Form parts to route transactions to the shopping cart. The

parts then send users to the shopping cart during transactions, and the Payment 2.0 part determines the
available payment methods and the merchant account. After users add items to the shopping cart, they
can click links to edit individual transactions. When users pay with credit cards, the program collects user

information on secure payment pages to help you comply with the Payment Card Industry Data Security
Standard (PCI DSS).

» Design Payment 2.0

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under General, enter how long to maintain shopping carts for users who
add transactions but do not log in to your website.

General

Days to keep anonymous carts:
30 Enter how long to maintain the cookies that identify shopping
carts for anonymous users

Warning: If you enter “0” in the Days to keep anonymous carts field, the program does not maintain
cookies to identify users who are not logged in. If one of these anonymous user adds items to a
shopping cart and does not check out, the user cannot return to the cart later. Depending on the
browser, the cart is cleared either when the browsing session times out or when the user closes the
browser.

For registered users on your website, the Payment 2.0 part maintains shopping carts until they
process the items in their carts. However, the program can remove individual items such as event
registrations and sponsorships when the parts place time limits on how long the items can
remain in shopping carts.
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2. Under Confirmation screen, design the payment summary that appears after user check out in
the shopping cart.

Confirmation screen

Design the confirmation screen that appears after users check out.

| Load Confirmation Template |

| ey S F - 44 ¥ Ca @A=L B e

|
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Format * | Fontfamily |~ Fontsize - | |ad{ |

Dear First Name .

Thank you for your contribution of M to our organization. The advancements we have made can
be attributed in many ways to people like you who have generously supported ocur mission. We are grateful for your

generosity and hope that you will take great pride in the important difference that your contribution makes.

Below is a summary of your contribution:
Total: <.Summary Gift Amount
Date: - Gift Date

Summary:

Receipt Grid

Path:

In the HTML editor, enter content for the payment summary and format the appearance and
layout. To include personalized information, use merge fields. To remove the changes you make
to the default confirmation screen, click Load Confirmation Template.

For more information, see the Program Basics Guide.

Under Required Fields, select the checkbox for each field to make required on the payment

form. To ensure you download complete constituent information, we recommend that you make
all these fields required.

Required fields

Specify whether the following fields are required.

[First name
Oritle

Orhone




PARTS 12

4. Under Payment methods, select the payment methods to offer to website users. You can allow
users to pay with credit card and direct debit, or to make pledges to pay later.

Warning: If you do not select Credit card, the Payment 2.0 part cannot process event registrations
because the Event Registration Form part only accepts credit card payments. Likewise, if you only
select Pledge (bill me later), the part cannot process memberships because the Membership Form
part does not accept pledges. In these scenarios you must either select additional payment methods
or direct event registration and membership transactions to other Payment 2.0 parts.

Payment methods
Select the payment methods to offer users when they check out.

Merchant account:*
<please select> w Select the Internet merchant account to process credit card
transactions.

Credit card

[Jrledge (Bill me later)

[ birect debit

Note: To help you comply with the Payment Card Industry Data Security Standard (PCI DSS), the
Payment 2.0 part directs users who pay with credit cards to the secure payment page to process
payments. It does not direct users to this page when they make pledges or pay with direct debit. For
information about the secure payment page, see “Blackbaud Secure Payment” on page 129.

5. In the Merchant account field, select the merchant account to use to process credit card
transactions. For example, you can use your organization’s IATS account. The system
administrator sets up merchant accounts in Administration. For more information, see the
Administration Guide.

Warning: If you create multiple Payment 2.0 parts for your website, you should use the same
merchant account for each part. If you use multiple merchant accounts and users purchase items
through more than one Payment 2.0 part, the program processes all items with the merchant account
for the last item. If you set up merchant accounts for different currencies, this means users may pay
for some items with the wrong currency.
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6. Click Next. The Acknowledgement email section appears.

Acknowledgement email
Design the acknowledgement email to send users after they check out.

Name: |Mew Acknowledgement *
Subject: *
From Address: * From Name: *

Reply Address:
Motifications are to be sent to the following address

Failures: []
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Dear ~First Name . -

Thank you for your contribution of M to our organization. The advancements we have made can
be attributed in many ways to people like you who have genercusly supported ocur mission. We are grateful for your
generosity and hope that you will take great pride in the important difference that your contribution makes.

Below is 8 summary of your contribution:

Summary Gift Amount
Date: “.Gift Date

Summary:

Total:

Confirmation Block

Path: Y

7. Enter a name for the acknowledgement, a subject, and an address and name to include in the
From field of the email message.

8. To receive responses from recipients at a different email address than the one you use to send
the message, enter the return address in the Reply Address field.

9. Under Notifications are to be sent to the following addresses, select Failures to receive failure
messages for email messages that are not delivered. In the field beside the checkbox, enter an
email address to receive failure messages.

Note: Failures are email addresses that do not receive the acknowledgement email. Failures can also
be called non-delivery receipts, bouncebacks, UnDeliverables, or Delivery Status Notifications (DSN).

10. Inthe HTML editor, enter content for the acknowledgement email message and format the
appearance and layout. To include personalized information, use merge fields.



PARTS 12

For more information, see the Program Basics Guide.

Note: You design acknowledgement messages for each part that routes transactions to a shopping
cart. To include all these acknowledgements messages in the email message you design for the
Payment 2.0 part, use the Acknowledgement Block merge field. For example, you can add the merge
field to a Payment 2.0 part acknowledgement email message and then route transactions to the part
from Donation Form and Membership Form parts. After website users check out, they receive a single
Payment 2.0 acknowledgement email that includes acknowledgment messages from the Donation
Form, and Membership Form parts. You can also use this merge field on the Payment 2.0 part’s
confirmation screen.

11. Click Save. You return to Parts.

Blackbaud Secure Payment

To help you comply with the Payment Card Industry Data Security Standard (PCI DSS), the program uses
Blackbaud Secure Payment to process biographical billing information and payment information for the
Payment 2.0 part. Users enter the information on a secure payment web page that is hosted on a
separate Blackbaud server from your website.

Note: Whether you host your site or Blackbaud hosts your site, the secure payment page on the
hosted Blackbaud server processes all credit card payments for the Payment 2.0 part.
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When a user submits a credit card payment using the Payment 2.0 part, the user navigates through a
series of pages. For example, a user first enters the amount to donate and biographical information on
your site. When the page is complete, the user clicks Check out.

Home = My Account > My Shopping Cart WAYS TO GIVE

Empty Cart Update Cart Donate MNow!

Tribute Gifts

= 5 3 2 Host a.Special Event
Description Quantity Price Total Participate in an Event
Volunteer
Donations
Where it is needed most 1 ‘_25.0'0 2500 Remove
o —

T — —=—y
Payment Type | Credit Card [_\:J
Total: 25.00
Personal Information

Titte: | B2

First name: I

Last name: I *

Country: | United States (v

Address lines:

. [
city: | e
state | <Please Selects 3] =

zie: | *

Phone: |

Email: | *

D Use this as my billing address
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The secure payment page on the hosted Blackbaud server appears.

[(] Blackbaud Secure Payments

Transaction

Description: Sales Order Cart
Amount: £22.00 (UsD)
Cardholder

Country: United States

Address:

o [

City:

State: v
ZIp:

Phone:

Email:

Cardholder's Mame:

Card Type: w
Credit Card Mumber:

Card Security Code: What Is This?

Expiration: E

Continue Cancel

On this page, the user enters billing information and payment information, such as credit card details. To
complete the transaction, the user clicks Continue.

Note: Blackbaud Secure Payment uses Blackbaud Payment Service to transmit the users’s information
and process the credit card transaction. For more information about Blackbaud Payment Service, see
the Payment Application Data Security Standards Implementation Guide.

Warning: Your code tables in Blackbaud Enterprise for countries and their subdivisions, such as states
and provinces, must follow the International Organization for Standardization’s ISO 3166 standards.
Blackbaud Secure Payment uses ISO 3166-1 for countries and ISO 3166-2 for subdivisions such as
states. If your code tables do not match these standards, Blackbaud Secure Payment changes
selections to the closest abbreviation when it processes transactions, and this can lead to incorrect
address information. For example, if your countries table includes “United Kingdom,” Blackbaud
Secure Payment changes this to the United States abbreviation “US” because it is the closest
abbreviation to “Un.” In ISO 3166-1, the abbreviation for the United Kingdom is “GB,” and your code
table must match this. For information about how to edit your code tables in Blackbaud Enterprise for
countries and their subdivisions, see the Administration Guide.
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The user returns to your site and your confirmation page appears.

Home > My Account > My Shopping Cart WAYSTO GIVE

Donate Now!
Tribute Gifts
Host a Special Event
Participate in an Event
Thank you for your contribution of 525.00 to our organization. The advancements we have made can be Wolunteer
attributed in many ways to people like you who have generously supported our mission. We are grateful for your

generosity and hope that you will take great pride in the important difference that your contribution makes.

Below is a summary of your contribution:

Total: $25.00
Date: 4/2/2010

Summary:

Description Quantity Price Total
Donations

Where it is needed most 1 52501

[
ey
=]

525.00

Total: 325.00

On behalf of our entire organization, thank you again for your generous contribution.

Payment Summary 2.0

Payment Summary 2.0 part works with Payment 2.0 parts to provide website users a summary view of
their payments. The payment summary can display the number of items on a payment page and the
total cost for the items. It can also provide a link to view the payment page and pay for transactions. You
can also include a summary grid that lists the items added to the cart and provides a brief description of
each. When you add a link and place the summary on a page template, a website user can access the
payment page from any web page that uses that template. You can also use merge fields to create two
versions of the summary: one for an empty payment page and one for a page with transactions.

When you create a payment summary, you select a Payment 2.0 part to connect to the summary. For
information about the Payment 2.0 part, see “Payment 2.0” on page 124.
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» Design Payment Summary 2.0

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Payment 2.0 part field, select the Payment 2.0 part to connect to the
summary.

General options

Payment 2.0 part: #
Payment 2 v Select a Payment 2.0 part on which to base this summary.

To include a summary grid that lists the items in the
[l Include shopping cart summary grid shopping cart, select this option. The grid appears below
the payment summary content.

Payment summary content
Design the payment summary. You can use merge fields to display important data such as the number of
transactions and the total cost.
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Number of items in eart - —3't Summary Fields.Item count

Total: . —art summary Fields.Total cost - Cart Summary Fields.Begin content for no pending transactions

No Pending Tranastions - ~2t Summary Fields.End content for no pending transactions

Cart Summary Fields.Begin content for pending transactions

T Cart Summary Fields.End content for pending transactions

Pay now

Path: v

2. Toinclude a summary grid that lists the items in the shopping cart, select Include shopping cart
summary grid. The grid appears below the payment summary content.

3. Under Payment summary content, enter the text to appear in the payment summary. You can
use merge fields to display the number of transactions on a website user’s payment page and the
total cost, as well as to provide a link to the page. You also can use merge fields to create
conditional statements that appear according to whether the payment page contains
transactions. To format the content’s appearance and layout, use the HTML editor.

For more information about the HTML editor, see the Program Basics Guide.

4. Click Save. You return to Parts.
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Poll

Use the Poll part to create a simple poll or survey. A poll may ask a trivia question or who users predict to
win a race. After a website user submits an answer, the program calculates the poll results and displays
them on the site.

With the Poll part, you can enter your poll or survey question, the text to display on the submit button,
whether to use a pie chart or bar chart to display the results, and, if required, the possible answers for
the poll or question. To prevent skewed polling results, these fields are disabled after a website user
responds to a poll.

» Design Polls

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Title field, enter a title for the poll.

General

Title: Question: *

Poll

Submit button text:*® Chart type:

Submit Pig Chart 4

Chart image width (px):
If a width is not specified, the chart image will be set
automatically.

Poll answers
At least two answers are required in order to use this part.

Answer: Add

2. In the Question Field, enter the question for the poll.

3. In the Submit button text field, enter the text to appear on the button users click to submit their
answer.

4. In the Chart type field, select “Pie Chart or “Bar Chart.”

5. Poll responses are limited to 255 characters. If you expect long poll answers, we recommend you
enter a pixel (px) size in the Chart image width field. If you enter an image width less than a poll
response, the response is truncated in the image. To correct this, adjust the pixel size in the Chart
image width field.

6. Under Poll answers, for each answer for the poll response, enter the answer in the Answer field
and click Add. The box displays the answers entered for the poll response.

7. Arrange the order of the answers as they should appear on your website.
* To adjust the position of an answer in the order, select it and click Move up or Move down.

¢ To remove an answer from the box, select it and click Remove.
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8. Click Save. You return to Parts.

Profile Display

Use the Profile Display part to create a read-only user profile that displays information specific to the
user who uses the part. You select the fields to include in the profile. For example, for an individual
constituent, you can display biographical, address, and contact information about the user. You can
create separate Profile Display parts for individual constituents, organization constituents, and user

networking groups.

Note: For more information about how to create an editable profile display form, see “Profile Form”
on page 137.

You can use the Profile Display part to display information for only the logged-in user or to link to a
directory so it displays information for any person or organization selected in the directory. For more

information about directories, see “Directory” on page 42.

Warning: You cannot use HTML to embed your own form via HTML in a Profile Display part. Consider
putting the form on a page that is not stored in your database, but can be referenced in an IFRAME
tag. Contact Blackbaud’s Professional Services at solutions@blackbaud.com for more information

about customized forms.

» Design Profile Display
For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.
1. From the Design tab, in the Source field, select the profile type to appear when the website user
clicks the link.

Source: ¥

v Select the profile type to appear for a website user. "Current
user” displays the profile for the logged-in user. "Directory™
displays on a page that links from a directory.

Current user

e “Current User” — Select this to display the profile for the logged-in user.

e “Directory” — Select this if this profile part is added to a page linked to a directory. When a
profile is linked to a directory, users can click a field in the directory to display the profile for
the selected person. For more information about directories, see “Directory” on page 42.
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2. Select whether to create Profile Design part content for an individual or organization constituent
or for a user networking group.

Individuals Crganizations MNetCommunity group
R dem ST -3 X 00 0 EE=-2 L ® ©
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Bio.Name

Specialty: Constituent Attributes.Medical Specialty

Address: Preferred Address.Formatted Address

Work Phone: i Phones and Email.Business Phone

Email: Phones and Email.Preferred Email

Mickname: Bio.Nickname

User Fields.Begin Section = Role Block 2 User Fields.End Section

Path:

Note: You create Profile Design part content for individual and organization constituents separately.

* To design content to appear for an individual constituent, select the Individuals tab.
¢ To design content to appear for an organization constituent, select the Organizations tab.

* To design content to appear for a group on your user networking site, select the
NetCommunity group tab.

3. To enter and format the profile content’s appearance and layout, use the HTML editor. For more
information about the HTML editor, see the Program Basics Guide.

e When you design content to appear for an individual or organization constituent, you can add
merge fields for personalized information to appear.

* When you design content to appear for a user networking group, you can add merge fields for
personalized information from the User Networking Manager part to appear.

Note: On your website, email address merge fields on a Profile Display part appear as links users can
click to send an email message to the address.

4. Click Save. You return to Parts.
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Profile Form

With the Profile Form part, you can create profile forms for constituents and organizations to update
their biographical, address, and contact information. For example, Jane Compton is a member of the
Class of 1988. When she visits your website, she navigates to the user profile page and enters the
information you selected to appear on the individual Profile Form part, such as her full name, current
address, and spouse information. You can download the information she enters on your website to
Blackbaud Enterprise.

You select the fields of information to appear in each section of the form. The user can select whether
profile information is public (all users can view it) or private (only the user can view it). We recommend
you use the profile form on password-protected pages only.

Note: When users update their profiles, the changes appear in profile displays or directory listings
automatically, even before the changes are downloaded.

If a user is a relationship type with appropriate rights, he or she can edit profile information for an
organization. For example, you can specify that only constituents with a relationship type of
“Administrator” or “Primary Contact” can edit their organization’s profile.

Note: To edit an organization’s profile, in addition to the relationship type set on the Settings tab in
Sites & settings, the website user must be established as a contact for the organization in The Raiser’s
Edge.
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» Design Profile Form

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Select the type of constituents to use the Profile Form, select either
Individual or Organization.

Design | Properties  Usage  Targeting & security  Tags
Select the type of constituents to use for the Profile Form.
® Individual O Organization

Profile form options
After update navigate to: #®

ic)
Profile fields
Section to edit:
Bio A
Heading of section:
Fields to include:
Include Field Edit Required EEii‘t"aw gﬁ:ode Alternate caption
O Title O O O
O Title2 O O O

st P et o TESE ’\,‘ Q= e rva._\. e dtaly L

2. Under Profile form options, in the After update navigate to field, browse to the web page to
appear after website users submit their profile information.

If you do not select a page, the profile form appears after users submit profile information.

3. If you select Organization, the Message to display when there are no organization records box
appears. In the box, enter the message to appear when website users who navigate to a page
with the profile form part do not have an organization record or are not a relationship type with
Edit Org Profile marked on the Settings tab in Sites & settings. For example, enter “There are no
organizations associated with your record.” For more information, see the Administration Guide.

4. Add each section to the profile form as required.

a. In the Section field, select the type of section to add to the form. Fields appear in the grid
for the section type you selected.

b. In the Heading field, enter the text to appear at the top of the section. For example, for the
Bio section of an individual profile, enter “Personal Information.”
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To specify the order of sections, add a number to the beginning of each section heading. For
example, if you select “Preferred Address” in the Section field and enter “2. Preferred
Address” in the Heading field, the Preferred Address section appears second in the profile.

c. Inthe Fields grid, select the fields to include in the section and options for the fields.

Note: To protect user passwords, users cannot change their user IDs, passwords, or email addresses
on profile forms unless they confirm their passwords first. When users attempt to change the
Preferred Email field in the Phones and Email section or the User ID and Password fields in the User
Login section, a field requests their current password. Users must enter their passwords so that other
users cannot change their credentials or receive email messages with their unencrypted passwords.

Option Function

Include Select the checkbox next to each field to include in the profile
display grid.

Field This column displays the fields from Blackbaud Enterprise you

can include in the section.

Edit To allow the user to edit a field, select this checkbox. If you do
not select this checkbox, the field appears in the profile but the
user cannot change its value.

Required To make a field required, select this checkbox. If you select this
checkbox, the user must select or enter a value for the field to
complete the form.

Privacy edit To allow users to hide the content of a field, select this
checkbox. For example, to allow users to hide their birth dates
on the profile display, select this checkbox for the Birth date
field. On the profile display, “{private}” appears when users
hide the field. For organizations, this column is disabled.
Note: By default, the Profile Form part uses privacy settings
from Field Options to determine whether to display content on
the form display. After you process users and they visit the
profile display, the program locks in these default privacy
settings, and future changes in Field Options do not affect
privacy settings for the users. However, users can still change
the settings for the fields where you select Privacy edit.

Use code table If a field has code table values, this checkbox appears. If you
select this checkbox, the field on the form displays the code
table values from Blackbaud Enterprise. If you do not select this
checkbox, the user must enter a value in the field.

Alternate caption To edit a field name, enter a new name in this column. For
example, you can call the Birth date field the Birth date
(mm/dd/yyyy) field.

5. Click Save. You return to Parts.

Query Results Display

The Query Results Display part displays output from Blackbaud Enterprise queries. For example, you can
display a list of volunteer events that occur in the next 2 weeks. For some query types, you can also
display different query information for different contexts. For example, you can display a
context-sensitive list of events on profile pages to allow users to view the events they participated in on
their own profile pages and the events that other users participated in on their profile pages.
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» Design Query Results Display

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1.

From the Design tab, under General options, the Query type field, select the type of query to
display.

In the Query field, select the query to display. The available queries are those saved in Blackbaud
Enterprise.

In the Maximum number of results field, enter the maximum number of results to include in the
display. If you limit the number of results, they display faster on the web page.

In the Results per page field, enter the number of results to display on a page. Select Show
pagination to include a Next button to allow users to click through the pages to view more
results. If you do not select Show pagination, only one page of results appears.

If your query contains record output fields, a Context filters section appears. This section allows
you to display different query information for different website users. For example, if an event
registration query includes the Registrants\Constituent\Constituent record field, you can apply
context filters to display registration information based on the user who accesses a page or
based on the user associated with the page. To allow context sensitivity, select “Current
registrant context” in the Registrants\Registrants record field and then select the context in the
Registrants\Constituent\Constituent record field.

e Select “Current user” to display a logged-in user's registration information. Use this option to
display data that is relevant only to the logged-in user, such as events that the user registered
for, the cost of tickets, and seating assignments. You can select this option for any type of
page..

e Select “Current constituent context” to display registration information for the user associated
with a profile display page. Use this option to display public data. For example, you can display
the events that a user participated in when other users visit that user's profile display page.
Only select this option for profile display pages because context sensitivity doesn't work for
other pages.
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6. Under Result summaries, design the query results display. Use merge fields to define the query
output to include. For certain types of queries, the text box includes merge fields by default. To
add merge fields, click Insert merge fields to open a screen where you can drag and drop fields
into the text box. To select additional merge field groups, click Advanced merge fields.

Result summaries
Design how to display the output. Use merge fields to include important information from the record.

Advanced merge fields @
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Upcoming Events.Event name
Eves

Upcoming Events.Event start date
Date:

Upcoming Events.Event start time
Time:

Upcoming Events.Registrants\Seatnumber

Path:

y
Restore default content

To format the content’s appearance and layout, use the HTML editor. For more information
about the HTML editor, see the Program Basics Guide.

7. Click Save. You return to Parts.

Quick Search

To use the Quick Search part, you must have Microsoft Full-Text Search on your web server. If you do
not, the part does not appear in Parts. This part can search other parts: Formatted Text and Images,
Formatted Text and Images (Secured), Discussion Group, Event Calendar, Job Board, and Weblogs.

Note: You can select to install Full-Text Search when you install SQL Server. For general information
about Full-Text Search, see your SQL Server documentation.

Learn About Quick Search

The Quick Search part is a text box with a search button that appears on the web page for site users to
search for information. Due to its small size, it is useful to include on a web page template to add search
functionality on pages throughout your site. The search text box has a limit of 255 characters.
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Because the part does not have room to display search results, you must select a web page for the
results to appear on. The web page must contain a Search part. This part is large enough to display
search results similar to Google. The first line is a hyperlink to the web page. The next several lines
provide a preview of the text that contains the word or phrase a user searched on. Words or phrases
used in the search appear in bold.

Note: The primary difference between the Quick Search and Search parts is how results appear on
your site. With the Quick Search part, you select a web page for results to appear on. With a Search
part, results appear automatically below the Search part. You can add a Quick Search part to a web
page template; however, we recommend you not add Search parts to a template.

The parts available for a quick search are indexed by part. For example, a Formatted Text and Images
part contains “boy.” On the same page, a Discussion Group part contains “scout.” If a user enters “boy
scout” in the search field, results do not appear because the same part does not contain both words.

Warning: When the Quick Search part performs a search, it includes all pages on your website that
contain a searchable part. Therefore, the potential exists for search results to return unfinished web
pages. To prevent this, establish security to restrict the users who can view unfinished pages.

The Quick Search part uses “stem” search. When a user enter a word in the search field, the search
results include the word plus its plurals and verb tenses. For example, if a user searches for “run,” the
search results return parts that contain the words “run,” “ran,” and “running.” The search also accepts
certain operators and wildcards in the search text box. You can use the asterisk, quotation marks, and
the minus sign in the Quick Search part.

Operator Function

Asterisk (*) Begins with (For example, enter “donat*” to return
results such as donate, donating, donation.)

Quotation marks (“”) Whole phrases (For example, “Become a Member Now”

returns results that contain the entire phrase.)

Minus ( -) All words in search box minus preceding word or words
(For example, “event registration -form” searches for
“event” and “registration,” but excludes results that
contain “form.”)

When a site visitor performs a search with the Quick Search part, security is upheld. For example, a web
page contains the Formatted Text and Images part with the phrase “Board Member Personal Addresses.”
Only users in the Board Member role with the applicable task rights can access this page. When other
users search for “board member + addresses,” the page is not returned.

For information about security, see the Users & Security Guide.

» Design Quick Search

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Results page browse to the web page to display search results.
2. In the Search button caption field, enter the text to appear on your search button, such as “Go.”

If you do not enter text for the button in the field, the button does not appear on your site. To
process search results, site users press ENTER on the keyboard after they enter search information
in the text field.

3. Click Save. You return to Parts.
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Search

To use a Search part, you must have Microsoft Full-Text Search on your web server. If you do not, the
part does not appear in Parts. This part can search other parts: Formatted Text and Images, Formatted
Text and Images (Secured), Discussion Group, Event Calendar Job Board, and Weblogs.

Note: You can select to install Full-Text Search when you install SQL Server. For general information
about Full-Text Search, see your SQL Server documentation.

Learn About Search

When you add a Search part to your web page, a field name, text box, and search button appear on the
page for site users to search for information on your website. Results appear below the Search part
similar to Google. The first line is a hyperlink to the web page. The next several lines provide a preview of
the text that contains the word or phrase a user searched on. Words or phrases used in the search
appear in bold.

Note: The primary difference between the Quick Search and Search parts is how results appear on
your site. With the Quick Search part, you select a web page for results to appear on. With the Search
part, results appear automatically below your Search part. You can add a Quick Search part to a web
page template; however, we recommend you not add a Search part to a template.

The parts available for a search are indexed by part. For example, a Formatted Text and Images part
contains “boy.” On the same page, a Discussion Group part contains “scout.” If a user enters “boy scout”
in the search field, results do not appear because the same part does not contain both the words.

Warning: When the Search part performs a search, it includes all pages on your website that contain a
searchable part. Therefore, the potential exists for search results to return unfinished web pages. To
prevent this, establish security to restrict the users who can view unfinished pages.

The Search functionality uses “stem” search. When a user enters a word in the search field, the search
results include the word plus its plurals and verb tenses. For example, if a user searches for “run,” the
search results return parts that contain the words “run,” “ran,” and “running.” The search also accepts
certain operators and wildcards in the search text box, such as asterisks, quotation marks, and minus
signs.

Operator Function

Asterisk (*) Begins with (For example, enter “donat*” to return
results such as “donate,” “donating,” “donation.”)

Quotation marks (“ ") Whole phrases (For example, “Become a Member Now”

returns results that contain the entire phrase.)

Minus ( -) All words in search box, minus preceding word or words
(For example, “event registration -form” searches for
“event” and “registration,” but excludes results that
contain “form.”)

When a site visitor performs a search through the Search part, security is upheld. For example, a web
page contains the Formatted Text and Images part with the phrase “Board Member Personal Addresses.”
Only users in the Board Member role with the applicable task rights can access this page. When other
users search for “board member + addresses,” the page is not returned.

For information about security, see the Users & Security Guide.
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» Design Search

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Search properties, in the Title field, enter a name for your Search
part. This title appears on your site.

Search properties
With the Search part, you can search other parts on your website including the Discussion Group, Event
Calendar, Formatted Text and Images, Formatted Text and Images (Secured), Job Board, and Weblog parts.

Title:
Enter a title. If you can leave the field blank, no title appears on
the page.

Description:
Enter a description. When you leave the field blank, no
description appears on the page.

Search button text:
Search Enter the text to appear on the search button. When you leave
the field blank, the button text defaults to "Search”.

2. In the Description field, enter additional text to appear for users to read, such as “Search Job
Postings.”

3. Inthe Search button caption field, enter the text to appear on your search button, such as “Go.”

If you do not enter text for the button in the field, the button does not appear on your site. To
process search results, site users press ENTER on the keyboard after they enter search information
in the text field.

4. When you host multiple websites, Select the sites to search appears. Use these options to
choose the sites to search with this part.

Tip: For more information about multiple websites, see the Administration Guide.

e To return results from all of your sites, select All sites.

Select the sites to search
You can select the sites to search with this part. Only pages from the site specified display in search results.

@ all sites This option returns search results from all sites.

O Current site

OSpeciF'_w sites
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e To only return results for the site the user is on, select Current site.

Select the sites to search
You can select the sites to search with this part. Only pages from the site specified display in search results.

Q Al sites To only return results for the site the user iz on, select Current site.

@ Current site

O Specify sites

* To select specific sites to search, select Specify sites. A list of your sites appears for you to
include the sites to search.

Select the sites to search
You can select the sites to search with this part. Only pages from the site specified display in search results.

All sites From the list below, select the sites to include in the search.
Current site ] Site
9 Specify sites SlltE 17/
Site 2

5. Click Save. You return to Parts.

Slideshow

To include a slideshow presentation of graphics on your website, you can create a Slideshow part. The
slideshow can present graphics in a specified or random order. You can add navigation buttons so
website users can start and stop the slideshow and move forward and backward between pictures. If the
image has an assigned caption, it appears below the image and above the navigation buttons.

» Design Slideshow

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Slideshow options, to display images in the slideshow in random
order, select Random display order.

2. Toinclude buttons below the slideshow, select Show navigation buttons. This table includes the
navigation buttons available for the Slideshow part.

This table includes the navigation buttons available for the Slideshow part.

Button Function
E' Play

@ Pause
lE' Forward
lE' Back
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Button Function

(]

Stop

3. To display captions with the images in the slideshow, select Show image caption.

Note:

To enter the maximum dimensions for an image in your slideshow, select Fixed width and height
for all images and enter the number of pixels in the Number of pixels field. This setting defines
the height and width of the boundary that contains the image but does not directly alter the size
of the images.

An image’s number of pixels cannot exceed the number you enter in this field. For example, if
you have an image that is 200 pixels and set this boundary to 500 pixels, the image cannot
increase to 500 pixels. Conversely, if you have an image that is 500 pixels and set the
height/width size to 200, the image shrinks to fit that boundary.

There is no limit to the number of photos you can include in a slideshow.

In the Slide display interval (seconds) field, enter the number of seconds to display an image
before the next image in the slideshow appears. The default amount is five seconds.

Under Add images, click Add image. The Select Image From Image Library screen appears. For
information about how to insert an image, see the Program Basics Guide.

To change the order or remove images in the slideshow, click the up and down arrows or the red
“x” buttons.

Click Save. You return to Parts.
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Sponsorship Form

Use the Sponsorship Form part to design the form that appears on a web page when a sponsor selects
an opportunity from the search results. The form includes several features. You can use the HTML editor
to design a section that contains additional information about the opportunity such as a picture or
biographical information. You can also define the payment options available when website users
purchase a sponsorship. For example, you can allow users to purchase sole sponsorships or sponsorships
as gifts for others. You can also define the schedules available for sponsorship payments.

Additional Information

How did vou find out about us?| | ¥

Billing Information

SpnneorNo'.'.'l
[ Sole sponsorship
[ Pay by check

' Veekty
™ Monthty
i Annualty

On: | Sunday L
Un:Dayh_ of every| One % || month(s)
On: | January v ’1_
Start Date:
End Date:
[ Make an additional donation.
[ Make this spanzorzhip a gift
Next
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After sponsors complete the basic payment information, they click a link that takes them to a page that
contains a shopping cart where they make the final payment transaction for the sponsorship. An email
acknowledgement is sent to the sponsor when the payment transaction is complete.

Empty Cart Update Cart
Description Quantity Price Total
Sponzership
Sponzer a Gulf Coast US Child - Amy M. Messinger
Payment Schedule: Recur every 1 weeki(z) on Sunday 25.00 £25.00 Remove
Next installment: 4/4/2010

Sponser a Mative American US Child - Jane S. Doe
Payment Schedule: Recur every 1 weeki(z) on Sunday 50.00 20.00 Remove
Next installment: 4/18/2010

Payment Type | Credit Card
Total: 525.00

Personal Information
Title: ¥

First name: |Super-.'i30r

S e
Surname: |Uaer *

Country: | United States |

Address lines:
*

ciy: | -
State: | «Please Select> W [+

zZP: | -
Phone: |

Email: | =

W Use this as my biling address

Check out

Sponsorship and donation information downloads to Blackbaud Enterprise on the NetCommunity
Transactions screen. For more information, see the Blackbaud NetCommunity and Blackbaud Enterprise

Integration Guide.

After users purchase a sponsorship, they can access a page that contains a Sponsorship Status part to
view information about their current sponsorships. For more information about this part, see
“Sponsorship Status” on page 161.

Sponsorship information integrates from Blackbaud Enterprise. For more information, see the
Blackbaud Enterprise Sponsorship Guide.
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» Design Sponsorship Form

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Opportunity Display, select whether the display is for a child or
project opportunity. In the HTML editor, design the display that appears when a sponsor selects
an opportunity from the search results. You can select the fields to appear and format content
appearance and layout. For information about the HTML editor, see the Program Basics Guide.

Opportunity Display
Design the display that appears when a sponsor selects an opportunity from the search results. You can select
the fields to appear and format content appearance and layout,

Child Opportunity ~||  Load Defautt HTML |

B &y S P -5 K G @ = s | @|
== [ o || |2 £ | [[ 66 |
|2 A -2 -||i= i |25 5|

[P I me et 2 || = =

Format ~ | Font family |~  Fontsize = ||A3 (g

MName

Location: Mame

Date of birth: Birth Date

Picture Thumbnail

Path: Yy

2. Under General Payment Options, in the Constituency field, select a constituency to assign to
sponsors.



150 CHAPTER 3

For more information about constituencies, see the Program Basics Guide.

General Payment Options
Constituency:

3 Select the constituency to apply to sponsors.

Offer sole sponsorship:
O Offer sole sponsorship of opportunities that allow multiple
sponsorships.

Attributes

Select the revenue attributes to include on the donation form.
Attribute Display Caption Required Validation Message
Sponsorship - Child O

Sponsorship - How'd You Hear 0
About Us

Sponsorship - Project O

3. To offer sole sponsorship for opportunities with multiple sponsorships available, select Offer
sole sponsorship. If a sponsor chooses to be the sole sponsor, he purchases all sponsorships for
that opportunity.

4. Under Attributes, select revenue attributes to associate with the sponsorship page.

a. Select Display for the attributes to include in the Additional Information section of the
display.

b. In the Caption column, enter the text to appear for the attribute on the website. If you do
not enter a caption, the attribute name appears on the website.

c. To make the attribute fields required, select Required.
d. In the Validation Message field, enter a message to display a message when the user fails to
enter a value for a required attribute field.

Tip: The revenue attributes that appear in this frame are created in Blackbaud Enterprise. After you
process a donation transaction, the attributes you select appear on the Attributes tab of a revenue
record.

5. Under Sponsorship Gifts, select Allow sponsors to purchase sponsorships as gifts to add an
option that allows sponsorship gifts.
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6. If you select Allow sponsors to purchase sponsorships as gifts, the Allow sponsors to send
eCards when they purchase sponsorships as gifts option appears. Select this option to allow
sponsors to send eCards when they purchase sponsorships as gifts. Additional options for eCards
appear.

Sponsorship Gifts

[¥] Allow sponsors to purchase sponsarships as gifts. Enable sponsors to create gift sponsorships.

Allow sponsors to send eCards when they purchase sponsorships

[l allow eCards .
as qgifts.

Available eCards
Select which eCard templates from each category will be available to website users.

J[No category] - O templates
JCat One - 1 template

JCat Three - 1 template
JCat Two - 1 template
JSponsorship - 2 templates

Display options
e SRl s aemalat il e selgghvantiten 3 iV o v % osige ar ™ o eagiia |

a. Under Available eCards, select the eCard templates that sponsors can use.

b. Under Display Options, select how the selected eCard templates appear on the part’s
Choose screen on your website.

To display all the eCard templates together, select Display the templates in a single listing.

To display the eCard templates by category, select Display the templates in separate
listings by category. When you select this option, your website users can browse for a
template by its category.

c. Select whether the personal message field on the part’s Personalize screen on your website
generates plain text or rich text.

Note: All email applications can easily read the plain text format, but they do not allow users to adjust
the text’s color, font, or format. With rich text, users can adjust the text’s format and embed pictures
and links, but not all email applications can easily read the rich text format. Applications that do not
support the rich text format convert the text to the plain text format.

d. In the Maximum height and Maximum width fields, enter the maximum size, in pixels, of
the thumbnail preview image of each template.

e. Under Sender and Recipient options, determine the maximum number of eCard recipients
and whether to provide first and last name fields for senders and recipients.

f. In the Maximum recipients field, enter the maximum number of recipients for an eCard.
You can allow website users to send eCards to a maximum of 100 recipients.
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. To provide one name field for the sender and one name field for recipients, select Display
all as single fields. To display First name and Last name fields for both the sender and
recipients, select Display all as separate first and last name fields.

7. Under Additional Donations, to include an additional contribution field on the sponsorship
page, select Allow sponsors to make additional donations. Designation options appear.

Additional Donations

[l allow sponsors to make an additional donation.
Define the designations available to sponsors who make additional donations. Click Add Designation to add a new

designation. Enter a display name and select the fund to associate with the designation. Select which designation to use as
the default when the donor does not select one.

0

Display Name Fund Default
*  Opportunity's designation ®

Minimum Donation Amount:

Enter the minimum donation a sponsor can contribute. Enter 0" or leave
this field blank for no minimum amount.

a.

The ability to credit the opportunity’s designation with an additional donation defaults in
the first row. In the Display Name field, enter text to appear for the option a user selects to

apply the donation to the opportunity. For example, enter “Make a special cash gift to your
child”.

Tip: If you do not want a user to be able to make an additional donation for an opportunity, click
Remove beside this row. The Allow additional donation to opportunity button enables for you to
include this at a later time.

b.

To include other designations to credit for additional donations, click Add Designation. A
row appears with a binoculars icon for you to select a designation. Click the binoculars to
search for a designation.

. After you select a designation, in the Display Name field, enter the name of the designation

as you want it to appear on the website.

. If the sponsor does not select a designation, select the checkbox in the Default column for

the designation additional gifts should apply to by default.

For each additional designation to make available on the page, click Add Designation.
Another row appears in the grid for you to include another designation. When you add
multiple designations, you provide a list of designations for sponsors to select from.

In the Minimum donation amount field, enter the minimum donation a sponsor can
contribute. Enter “0” or leave this field blank for no minimum amount.
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8. Use the options under Appeals to manage how sponsors learn about sponsorships through the
website.

Appeals

You can include a field asking how sponsors heard about yvour website. Define the sources available, such as
"TV Commercial” or "Magazine Ad". Enter a display name and select the appeal to associate with the source.
Select the appeal to associate with the source. Select which source to use as the default when the donor does
not select one.

Display Name Appeal Default Display

Add Appeal

a. Toinclude an appeal, click Add Appeal in the Appeal column. The Appeal Search screen
appears so you can select an appeal.

Tip: When you select source information, a How did you hear about our site field appears on the
donation page. In this field, users can select from the appeals you select in this step.

b. In the Display Name field, enter the name of the appeal as it will appear on the website. By
default, the text entered in the Appeal Name field on the appeal record in Blackbaud
Enterprise defaults in the Display Name field.

c. In the Default column, select the checkbox for the appeal to use when the user does not
select an appeal.

d. To hide an appeal from the How did you hear about our site field, clear the checkbox for
the appeal in the Display column.

When you do this, you can add source information to the end of a URL in an email that
navigates the recipient to your donation page. For example, create a link to your donation
page in an email message. At the end of the URL, add &source=camp. When the recipient
clicks the link, the How did you hear about our site field does not appear on the page. The
appeal stores automatically based on the source information in the URL.

If the Display checkbox is selected for the appeal and a user navigates to the donation page
via a URL without source information, the How did you hear about our site field appears on
the page.

Note: The source information must include the appeal ID from Blackbaud Enterprise. For example, if
the appeal ID in Blackbaud Enterprise is Annual2008, add &source=Annual 2008 to the end of the

URL. If the appeal ID includes a space, replace the space with a %20. For example, if the appeal ID is
CAMP LETTER add &source=CAMP%20LETTER.

To add additional appeals, click Add Appeal. Another row appears in the grid for you to
select another appeal.
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9. Under Payment Schedule select the payment options for recurring gifts.

Payment Schedule
Select recurring gift options.
O General Select payment frequency options for the sponsorship form.
® specific
Weeklv

e on: | Sunday v
C Manthly
O-—l'\nnuall'y-

[J Allow sponsors to enter an ending date for recurring payments.

e General — If you select this option, sponsors enter the payment frequency when they
purchase the sponsorship.

¢ Specific — If you select this option, you can select the payment frequencies available to
sponsors. Click Add Frequency to add the option to the form. Select Allow sponsors to enter
an ending date to allow sponsors to enter an ending date for recurring payments.

10. Under Payment Setup, select the payment options for website users.

Payment Setup

Payment page:
<please select= v Select which Payment part page to use to process sponsorship
payments.

Payment method:
[ pirect Debit
[Ocheck

Select payment methods sponsors can use.

Payment page expiration limit:

0 Enter the number of minutes an opportunity can remain in the
shopping cart before the transaction times out. If the shopping
cart times out, the hold on the opportunity is removed. For no
expiration limit, enter a value of 0.

Sponsorship page expiration limit:

0 Enter the number of minutes an opportunity selected from the
search results page can remain on hold before the transaction
times out. If the sponsorship page times out, the hold on the
opportunity is removed. For no expiration limit, enter a value of 0.

a. In the Payment page field, select the web page to use to process donations. The Payment
2.0 part on the selected page determines the payment methods and merchant account
used to process donations. For information about the Payment 2.0 part, see “Payment 2.0”
on page 124.
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b. In the Payment method box, select the payment methods available to sponsors. Credit card
is included by default so it does not appear as an option.

c. Inthe Payment page expiration limit field, enter the number of minutes an opportunity can
remain in the shopping cart before the transaction times out. If the shopping cart times out,
the hold on the opportunity is removed. For no expiration limit, enter a value of 0.

d. In the Sponsorship page expiration limit field, enter the number of minutes an opportunity
selected from the search results page can remain on hold before the transaction times out.
If the sponsorship page times out, the hold on the opportunity is removed. For no expiration
limit, enter a value of 0.

11. Click Next. On the screen that appears, design the email acknowledgement sent when a sponsor
completes the sponsorship payment transaction. You can select the fields to appear and format
content appearance and layout.

Design the email acknowledgement sent when a sponsor completes the sponsorship payment transaction. You
can select the fields to appear and format content appearance and layout.

[ Load Default HTML |
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Format T || Font family |~ || Fontsize ~ |43 _1

Name

Location: Name

Program:

Amount: Amount

Path:

For information about how to design an email to acknowledge an sponsorship payment, see the
Email Guide.

12. Click Save. You return to Parts.
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Sponsorship Search

Use the Sponsorship Search part to create a search section on your website for users to find available
opportunities to sponsor. You can provide two levels of search — a simple search and an advanced
search. For example, you can provide the advanced search so users have the option to refine their
search criteria for more precise results. The sponsorship data that appears in search results integrates
from Sponsorship in Blackbaud Enterprise. Users select a child or project to sponsor from the search
results.

SIMPLE SEARCH FIELDS

Gender:| — Greatest Need — v | ADE| - Sreatest Need — +

Advanced Search

ADVANCED SEARCH FIELDS

Disability/lliness:| — createst Need — |»

First Mame: Johnny
Last Mame:Lincoln

Age: 9

Sponsor le This link directs the userto a page that
=Densore contains a Sponsorship Form part.

When you add the part to a web page, the search criteria appears at the top of the page and search
results appear at the bottom of the page. After users find an opportunity to sponsor, they click a link to a
page that contains a Sponsorship Form part. The sponsorship page includes information about the
opportunity, as well as payment options for the sponsorship. For more information about the
Sponsorship Form part, see “Sponsorship Form” on page 147

Sponsorship information integrates from Blackbaud Enterprise. For more information, see the
Blackbaud Enterprise Sponsorship Guide.
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For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see

“Create and Edit Parts” on page 19.

1. From the Design tab, under Search Fields, drag and drop fields into the Simple Fields or
Advanced Fields box. Website users enter criteria in the fields to filter search results. You can
provide two levels of search — a simple search and an advanced search. For example, you can
provide the advanced search so users have the option to refine their search criteria for more

precise results. To change the order of fields, drag the field to its new position.

Search Fields
Select fields to use as search criteria. On the sponsorship search form, website users can use the criteria to
search for sponsorship opportunities.

4 Child #| Simple Fields:

First Name

Last Name
Middle Name
Birthdate

1Is HIV Pasitive
1s Orphaned
Disability/Tlness
=5

Gender

a4 Child Attributes
delete me 2
Hobbies Advanced Fields:

4 Group v
Group Mame
Sole Sponsorship

Sponsors Per Opportunity

Sponsors Per Opportunity Unlimited

Opportunity Type

4 Location
Location Name

Note: The available search fields and attributes default from the sponsorship opportunity query in

Blackbaud Enterprise.

Note: To customize the text to appear on the web page for information such as the simple search and

advanced search fields, select the Language tab.
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2. Under Search Configuration, select search criteria information for the part.

Search Configuration
Opportunity query:

Select a query b Select an opportunity query from Blackbaud Enterprise

Render results as:

Table 3 Select the design standard to render search results. Table-based
layouts organize search results into tables for consistent
appearance. DIV and C55 taags achieve a similar result but these
tags separate content from visual presentation and bring the
pages closer to web standards. This can reduce markup code

and speed up page downloads.

Display search fields in [] columns:
1 b Enter the number of columns for search fields. You can display

search fields in up to 5 columns.

Search automatically when page
loads:

|

Select this option to automatically return search results for all
available sponsorships when a user access the web page.

Show navigation controls:
Both above and below the results |+ Define the location of the paging controls with respect to the
results displayed for a search.

a. In the Opportunity query field, select the query of opportunities to include in the search
results. The available queries integrate from Blackbaud Enterprise. If you do not select any
search fields in the Available Fields List, the search results include all records in the selected
query.

If you cannot find the query but know it is exists, make sure the query type is Sponsorship
Opportunity - CMS. To improve search results, we recommend you save the query
properties as a dynamic selection. To do this open the query and select File, Properties. On
the Options tab, select Create a Selection, Create a dynamic Selection.

b. In the Render results as field, select “Table” to display search criteria in a default table.
Select “DIV” to display search criteria in a table you customize with stylesheets. For more
information, see “Stylesheets” on page 207.

c. Inthe Display search fields in [] columns field, enter the number of columns to use to
display search criteria fields.

Note: Both table options in the Render results as field contain the search criteria columns. When you
select “Table,” the table automatically resizes when you change the number of columns. When you
select “DIV” and change the number of columns, you must update your stylesheet data according to
the number of columns.

d. To return search results for all available sponsorships when a user accesses the web page,
select Search automatically when page loads.

e. In the Show navigation controls field, select whether the navigation buttons should appear
above the results, below the results, or both above and below the results.



3. Under Search Results, specify how search results appear on the web page.

Search Results
Select how to display search results, and design the appearance of the sponsorship opportunities that

appear.

Results per page:

2 Enter the number of sponsorship opportunities to included on

each page of the search results. The maximum number is 50.

Design standard for rendering
results: This value determines the HTML design concept for rending

Tahle v results.

Number of columns:

1 - The number of columns for displaying search results.

Results per session:

5 Enter the number of search results that a website user can view

during a browser session.

Design the display for the search results. You can select the fields to appear and format content appearance

and layout.

[ Load Default HTML |
(EREN= RS A R =Y e | e A T A

| el | {3 | L | || <€
=@ A - -i=s

&

(=l {| -

111
At
]l

B I U s x x| =

Format ~ || Font family | =  Font size - |zl

Opportunity Name
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a. In the Results per page field, enter the maximum number of results to appear on a page.

You can display up to 50 results per page.

b. In the Design standard for rendering results field, select “Table” to display results in a
default table. Select “DIV” to display results in a table you customize with stylesheets. For

C.

more information, see “Stylesheets” on page 207.

In the Number of columns field, enter the number of columns to use to display results.

Note: Both table options in the Design standard for rendering results field contain the results
columns. When you select “Table,” the table automatically re-sizes when you change the number of
columns. When you select “DIV” and change the number of columns, you must update your

stylesheet data according to the number of columns.

d. In the Results per session field, enter the number of results a user can view during a

browser session.

Note: The number in the Results per page field should be less than the number in the Results per
session field. If the number is greater, you display more results on a page than a user can view.
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4. Under the Load Default HTML button, enter the text to appear on the search results. To
customize fields on the page and format the content’s appearance and layout, use the HTML
editor. For information about the HTML editor, see the Program Basics Guide.

To use the program’s default search results display, select Load default HTML.

Note: You can include the <Sponsorship Link Begin> and <Sponsorship Link End> merge fields in your
search results to link the user to the sponsorship form page. These merge fields do not appear in the
final results, but they create a link for the content in between the merge fields. For example, you can
enter “<Sponsorship Link Begin>Sponsor this child<Sponsorship Link End>.” On the web page, this
displays “Sponsor this child” as hyperlink to the page that contains the sponsorship form part. Users
click the link for more information about the sponsorship.

5. To provide security for unsponsored opportunities, such as children, select Use a masking image
to include a generic photo for the opportunity until checkout is complete. Additional fields

appeatr.

[#lUse a masking image

When you enable this option, a user will not see actual images of opportunities during search. Only
when the user sponsors an opportunity will the actual image of the child or project be displayed on the
web page. You must select a query that contains such opportunities and a mask image from the Image
Library.

Select a query v
* Select an opportunity query from Blackbaud Enterprise.

Choose an image to display
*
Select an image to be used as mask photo for opportunities
#h returned in the search.

a. Inthe query field, select the query of opportunities to apply the image to.

If you cannot find the query but know it is exists, make sure the query type is Sponsorship
Opportunity - CMS.

Note: The image you select appears only for opportunities that exist in this query and in the query you
select in the Opportunity query field. In addition, when an opportunity exists in this query but not in
the previous query, it does not appear in search results. For example, in the Opportunity query field,
you select the “All opportunities” query. In this query field, you select “All US children.” The masked
image appears only for the US children in both queries in your search results. Other opportunities in
the “All opportunities” query display the default photo for the opportunity. Other opportunities in the
“All US children” query do not appear in search results.

b. In the Choose an image to display field, click the binoculars to select a masking image for
the opportunities. The Select Image from Image Library screen appears. For information
about how to insert an image, see the Program Basics Guide.
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6. Under Sponsor Form Setup, select a page that contains a sponsorship form part. The
sponsorship page includes the display that appears when a sponsor selects an opportunity from
the search results, as well as payment options for the sponsorship. When users click the link
created with the Sponsorship Link Begin/End merge fields, they are directed to this page
automatically. For more information about the Sponsorship Form part, see “Sponsorship Form”
on page 147.

Sponsorship Form Setup
Sponsorship Form Page:
Please select a sponsorship form page |+

Select a page that contains a Sponsorship Form part. The
sponsorship page includes the display that appears when a
sponsor selects an opportunity from the search results, as well
as payment options for the sponsorship.

7. Click Save. You return to Parts.

Sponsorship Status

The Sponsorship Status part provides a dashboard for website users to view information about their
current sponsorships. When you create the part, you select the features to include in the dashboard.

The Sponsorship Status contains two tabs. On the My Sponsorships tab, sponsors view documentation
items about their sponsorships, such as videos or newsletters. If you allow email, sponsors can send an
email to their sponsorship. The email is “blind” so the recipient does not view the sponsor’s email
address.

MY SPONSORSHIP OPPORTUNITIES

Thank you for your generosity that allows us to continue our shared mission.

Sponsorship information

My Sponsorships H Payment Information

Your sponsorship is ... | Nicole Regan “

Soonsorship | |

Information

Hotes Location: South Carolina
Date of birth:  &/1%2001

Attachments

Media Links

Send Email
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On the Payment Information tab, sponsors can view their recurring gift payments made for active and
expired sponsorships.

My Sponsorships H Payment Information ‘

ctive
Histo

Date Range:l,c._” dates 4

DESiEI“G“'3”93IF~.II designations | v
Apply

) ; ; Gift Lookup Gift
Date w  Gift Type Amount Designation 0 Subtype
- Sponsorship _
g 4/8/2010 $5.00 0001 rey-10000039

recurring gift

Account Type: Checking
Account Mumber Ending In: 51558
Financial Institution: Wachovia: Wach
Last Payment Amount. $5.00
Last Payment Date:  4/9/2010

Sponsorshi
g 372010 z ) .p $25.00 Purpose 1 rey-10000011
recurring gift

Account Type: Checking
Account Number Ending In: 5155
Financial Institution: Wachovia

Sponsorshi
g 322010 repcurring giﬂp $5.00 Purpose 1 rev-10000008

3

e AP ENI I . gl B gmtemngtnns, el

Sponsorship information integrates from Blackbaud Enterprise. For more information, see the
Blackbaud Enterprise Sponsorship Guide.
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For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see

“Create and Edit Parts” on page 19.

1. From the Design tab, under Programs, select the opportunities from sponsorship programs to
include. Select Include all sponsorship programs or Include selected sponsorship programs to

select specific programs to include.

Programs
@ Include all sponsorship programs

O Included Selected Sponsorship programs

|Thi5 option displays all sponsarship programs.

| || = (| - aR2 L= 0= &
| B F O s x| = (|2 A -2 ~||i=i= £

Format T || Font family |~ || Fontsize ~ |43 _1

Name

Location: Name

Date of birth: m

Picture Thumbnail

Path:

HTML Editor:
Design the sponsarship status content. You can select the fields to appear on the page and format content appearance and
layout
Child Opportunity  ~ || Load Default HTML |
[Fadm ST -4 % LdEHEH=0 2= 05 - e
|EEE | | I ||| 2 I |[ ¢

2. Under HTML Editor, enter the text to appear for status information. To customize fields on the
page and format the content’s appearance and layout, use the HTML editor. For information

about the HTML editor, see the Program Basics Guide.

3. Under Notes Types, Attachment Types, and Media Links Types, select the documentation items

that users can view to learn more about their sponsorship opportunity.

Motes Types
® Use all notes types
O Filter notes types
O pon't display notes types
|AII notes types will be displayed.

Attachment Types
® Use all attachment types
(O Filter attachment types
O pon't display attachments
|AII attachment types will be displayed.

Media Links Types
® Use all media links types
O Filter media links types
O pon't display media links
|AII media links types will be displayed
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* To allow users to view all documentation types associated with the sponsorship opportunity,
select Include all types.

¢ To filter the list of items that users can view, select Include selected types. In the list that
appears, select the documentation types to include. Website users view the items you select.

e If you do not want the documentation type to display on the web page, select Do not include
types.
Documentation types integrate from Blackbaud Enterprise. If you do not see the documentation

information you need, create it in Blackbaud Enterprise. For more information, see the
Blackbaud Enterprise Sponsorship Guide.

4. Under Email, select Allow sponsors to send email to their sponsorships to allow sponsors to
email their sponsorships. Several options appear:

Email

Select the programs that allow email from sponsors.
[ sponsor a Gulf Coast US Child

[Ispensor a Hurricane Victim Child
DSponsor a Micronesian Child
[Ispensor a Middle Africa Child
DSponsor a MNative American US Child
[Jsponsor a Polynesian Child
DSponsor a Project

Enter the maximum number of characters for the email message and signature. |0

Select the interaction category for email. 4

Select the interaction subcategory for email. | ¥

Select the contact method for email. | Event 3

Enter the default email address to use for sponsorships with no field office assigned.

Select the interaction category for emails sent to the default address >

Select the interaction subcategory for emails sent to the default address | %

Create templates for sponsor emails
Template Name

Add Email

a. Select the programs that allow email from sponsors — Select the programs from
Blackbaud Enterprise that allow sponsors to email their sponsorships.

b. Enter the maximum number of characters for the email message and signature — Enter
the maximum number of characters sponsors can use in messages and signatures.

c. Select the contact method for email — Select the contact method to use on the sponsor’s
Interactions page in Blackbaud Enterprise for emails sent to sponsorships.

d. Select the interaction category for email — Select the interaction category to use on the
sponsor’s Interactions page in Blackbaud Enterprise for emails sent to sponsorships.

e. Select the subcategory for email — Select the interaction subcategory to use on the
sponsor’s Interactions page in Blackbaud Enterprise for emails sent to sponsorships.

f. Enter the default email address to use for sponsorships with no field office
assigned — Enter the default email address to use for sponsorships with no field office
assigned in Blackbaud Enterprise.
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g. Select the interaction category for emails sent to the default address — Select the

interaction category to use on the sponsor’s Interactions page in Blackbaud Enterprise for
emails sent to sponsorships that use the default address.

. Select an interaction subcategory for emails sent to the default address — Select the

interaction subcategory to use on the sponsor’s Interactions page in Blackbaud Enterprise
for emails sent to sponsorships that use the default address.

Create templates for sponsor emails — Click Add Email to create an email template for
sponsors. You can add multiple templates. Use the email editor to design the appearance
and include any text and merge fields for the message. Sponsors can add text to the
template they choose to personalize their message. The email editor includes the Message,
Signature, Opportunity ID, and Sponsor ID merge fields:

Message — Inserts a text area where sponsors enter their message.
Signature — Inserts a text area where sponsors enter their email signatures.
Opportunity ID — Inserts the opportunity’s name.

Sponsor ID — Inserts the sponsor’s name.

For information about how to create an email message, see the Email Guide.

In the Transaction Manager frame, you can customize the recurring gift information that
appears on the Active and History tabs. These are the same options that appear in the
Transaction Manager part for recurring gifts. For more information about options in the
Transaction Manager, see “Transaction Manager” on page 180.

.\v’_"‘.xi"\: *.‘_#MA‘---\-—’H\_\‘J""\, ‘ﬁ«"\ "'\0'“ Y e I-‘\‘ \\%g_____‘.-r\ o salat

Transacticn Manager

Configure results
Select the maximum number of gift records to appear in the Transaction Manager. You can display up to
100 records per page.

Results per page:
25 v

Choose the columns to display
You can customize the appearance and content of the Transaction Manager. You can add and remove
columns, and you can rearrange the order. To rename the column headings, use the Language tab.

@ Default This option displays the default Transaction Manager configuration.

To customize the columns, select Custom.
OCustcm

Date Gift Type Designation Amount

6. Click Save. You return to Parts.
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Suggested Content

With the Suggested Content part, you can create recommendations for website users to visit other areas
of your website. For example, you can use the part to direct users to articles or donation forms that are
related to the content on the pages they visit. The part displays short summaries about suggested
content and links to the pages with the content.

The Suggested Content part uses tags and user interests to determine the content that it recommends.
When you create parts for your website, you associate tags and users interests with them and select
whether to make the parts eligible for Suggested Content parts. Then when you create a Suggested
Content part, you select the tags and users interests to use to generate recommendations. If you assign
tags to designation records in Blackbaud Enterprise, you can also use this part to suggest designations to
users.

Note: For the Suggested Content part to be effective, you must associate tags and user interests with
the parts on your website. If you do not maintain these tags and user interests, the Suggested Content
part cannot recommend the most relevant content or keep recommendations up to date. To associate
tags and user interests with parts, use the Tags tab. For more information, see “Tags Tab” on page 30.

When a user visits a page that includes a Suggested Content part, it recommends other parts that most
closely match its tags and user interests. As you update the content on your website, the part
automatically updates its recommendations to reflect the changes. For example, when you add new
parts or edit the tags and interests associated with existing parts, the Suggested Content part updates its
suggestions to take these changes into account.

To determine the content to recommend, the Suggested Content part assigns point values to the tags
and user interests that it includes. It then assigns point values to all parts on the website that are eligible
for the Suggested Content part. When the Suggested Content part creates its recommendations, it
selects randomly from all eligible parts but emphasizes the parts with the most points. This allows the
part to avoid recommending the same content repeatedly and still focus on the most relevant content.
After the part selects the parts to recommend, it organizes the items to display the most recently edited
or created first.

To assign point values, the Suggested Content part performs several calculations.

» For tags associated with the Suggested Content part, the part assigns points based on user history.
When website users visit your website, the program tracks the content they view. For each part that a
website user views, the Suggested Content part assigns points to the tags associated with that part.
The number of points depends on how often and how recently the user viewed the part. For each
view, tags receive five points, but this decreases to one point during the course of seven days.

* For user interests associated with the Suggested Content part, the part assigns 20 points for each
match to a user interest in a website user’s profile.

e For parts that are eligible for the Suggested Content part, the part adds the points from all the tags
and user interests associated with the parts and then subtracts points for each time a user viewed the
parts. The number of points it subtracts depends on how recently the user viewed the part. For a
recent view, the part subtracts 25 points, but this decreases to 5 points during the course of seven
days.
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» Design Suggested Content

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Content source, in the Types of content to suggest field, select the
source for content. If you select “Parts”, the program creates recommendations for parts based
on their associated tags. If you select “Designations” the program creates recommendations for
designations based on tags associated to designation records in Blackbaud Enterprise.

Content source
Type of content to suggest:

Parts 4 The Suggested Content part creates recommendations for parts
or designations. To identify parts to sugaest, it uses the tags
you associate with parts on your website. To identify
designations to suggest, it uses the tags you associate with
designations in Blackbaud Enterprise.

2. If you selected “Designations” as the content type, under Designation summaries, design the
suggested content display. Use merge fields to include information about recommended
designations. The text box includes the Public Name, Purpose Description, and Designation
Tags List merge fields by default. If you need other merge fields, click Advanced merge fields to
select additional field groups. After you select field groups, the Insert merge fields button
appears so you can add the additional merge fields to the display.

To format the content’s appearance and layout, use the HTML editor. For more information
about the HTML editor, see the Program Basics Guide.

Tip: To include an Add to cart link, insert the Desigation.BeginAddtoCart and
Designation.EndAddtoCart merge fields. Users can click this link to add designations in the search

results to their shopping carts.

Designation summaries
Design how to display the output. Use merge fields to display important data such as designation names and descriptions.

Advanced merge fields @
pen= pouape et N |RVRRERNR NIl IV E e MNP S
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Designation Fields View.Designation Public Name

Designation Fields View.Purpose Description

Begin Loop (Designation Tags List) > Designation Tags List.Description > < End Loop (Designation Tags List)

Tags:

Path: v
Restore default content
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3. Under Layout options, in the Number of items to display field, select how many suggestions to
display. You can recommend up to 30 items.

4. In the Orientation field, select whether to display suggestions in a horizontal or vertical list.

Layout options
Mumber of items to display:

1 M The part displays up to 30 recommendations to other parts on
your website, It includes a link and summary for each suggested
item.

Orientation:
® Horizontal Select how to display suggestions. You can place them side by
O Vertical side or one on top of the other.

5. Under Tags to include, select the tags and interests to include in the suggested content. By
default, the partincludes all eligible tags and interests.

Note: If you selected “Designations” in the Types of content to suggest field, you select tags for
designations rather than parts.

Tags to include

Select the tags that designate suggested content. The part searches for these tags on other parts. It displays
summaries of the closest matches along with links to the web pages with the content.

Include: Exclude: Include all Remove all
buttons Friends(1) Hi(1) Links(1)

Advocacy ¥ || Arts ¥ || Athletics X
Basketball » || Biking X | | Botanical x

Cards ¥ | | Community ¥

Contemporary art ¥ || Cooking X || Cricket X
Design X || Donate X || Education X

Events ¥ | | Fishing ¥ | Football X

Gardening X || Get Involved X | | Giving %

e To remove a tag or interest, click Remove tag for it in the Include box. To remove all tags and
interests, click Remove all. The tags and interests you remove appear under Exclude.

e To add a tag or interest back to the part, click it under Exclude. To return all tags and interests,
click Include all.

Note: Tags are keywords or phrases that describe the content on parts and allow you to link to similar
content. User interests are attributes associated with constituent records. For the Suggested Content
part to be effective, you must associate tags and user interests with parts throughout your website. If
you do not maintain these tags and user interests, the part cannot recommend the most relevant
content or keep its suggestions up to date. For information about how to associate tags and user
interests with parts, see “Tags Tab” on page 30. For information about how to capture user interests
for website users, see “User Interests Form” on page 191.
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6. Click Save. You return to Parts.

Survey

With the Survey part, you can create surveys to learn more about your website users. After users submit
responses, you can use buttons on the Edit Part screen to view a summary of responses, view response
details, clear responses, and refresh the survey results.

You can download survey responses to offline records. Only responses from users who log into the
website download to Blackbaud Enterprise. After you download survey responses, you can view the
responses of a specific website user from the user’s constituent record. On the constituent’s record,
select Tasks, More information, Surveys from the menu bar, or click Surveys under More information
on the explorer bar. The Surveys page for the constituent appears. From this page, you can view the
surveys completed by the constituent and the responses entered for each.

Users with supervisor rights can print survey results to a PDF or export them to a .csv file. The print and
export options appear when accessing the survey part on a page.

After you close a survey and report on its results, you can click Clear Responses on the survey part to
remove the responses from respondent records. Also, you cannot edit survey questions after a user
submits a response. If you need to edit the questions but have already downloaded a response, you can
click Clear Responses to make the questions editable. When you click Clear Responses, an additional
transaction appears in the responses count on the NetCommunity page and is included in the total
download count after you process the transactions. Survey responses do not clear from records until
you process this transaction, but you can edit survey questions immediately after you click Clear
Responses.

For more information about how to download survey transactions, see the Blackbaud NetCommunity
and Blackbaud Enterprise Integration Guide for Blackbaud Enterprise.

You can add several types of survey questions in multiple formats.

Choice - One Answer (Vertical) — Select this to ask a question that allows respondents to select an
answer from a vertical list. To allow respondents to enter an answer that is not provided, you can add an
Other selection.

Choice - One Answer (Horizontal) — Select this to ask a question that allows respondents to select an
answer from a horizontal list.

Choice - One Answer (Dropdown) — Select this to ask a question that allows respondents to select one
answer from a drop-down list. To allow respondents to enter an answer that is not provided, you can
add an Other selection.

Choice - Multiple Answers (Vertical) — Select this to ask a question that allows respondents to select
multiple answers from the vertical list. To allow respondents to enter an answer that is not provided, you
can add an Other selection.

Choice - Multiple Answers (Horizontal) — Select this to ask a question that allows respondents to select
multiple answers from a horizontal list.

Matrix - One Answer Per Row — Select this to ask a question and arrange possible answers in columns.
The respondent can select one answer per row.

Matrix - Multiple Answers Per Row — Select this to ask a question with possible answers arranged in
columns. The respondent can select multiple answers per row.

Matrix - Multiple Answers Per Row (Dropdown) — Select this to ask a question with possible answers
arranged in columns. The respondent can select multiple drop-down answers per row.
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Open Ended - One Answer — Select this to ask a question that allows one text answer no longer than a
single field. You can define the maximum number of characters a respondent can use in his answer.

Open Ended - Multiple Answers — Select this to ask a question that allows multiple text answers no
longer than a single field. You can define the maximum number of characters a respondent can use in his
answer.

Open Ended - Essay — Select this to ask a question that allows a text answer longer than a single field.
You can define the maximum number of characters a respondent can use in his answer.

Open Ended - Constant Sum — Select this to ask a question that requires a numerical answer. You can
define an amount all answers must total.

Open Ended - Date — Select this to ask a question that requires a date as an answer. The respondent
can enter the date in the field or click the calendar button to select the date.

Presentation - Text — Select this to add text to the survey, such as a message to thank the respondent
for taking the survey.

Presentation - Image — Select this to add an image with text to the survey. The text can describe the
image, or you can leave the text box blank and add questions that refer back to the image.

Presentation - Page Break — Select this to add a page break between survey questions.

» Design Survey

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, under Survey status, select the survey’s current status.

Survey status:

O Test mode @ open O Closed Select the survey's current status. Test mode allows you to test
survey without recording survey responses. Open allows
respondents to take the survey. Closed closes the survey.

* In Test Mode — Select this to test the survey. The program does not record survey responses
entered during Test mode.

* Open — Select this to allow respondents to take the survey.

* Closed — Select this to close the survey. If you select Allow users to view survey results, a
Show Survey Results button appears instead of questions.

2. In the Title field, enter a name to appear on your web page for your survey.

Title:
Enter a survey name to appear on the web page.

Subtitle:
Enter additional text about the survey for website users to
read.

3. In the Subtitle field, enter additional text about the survey for website users to read.
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4. In the Submit button text, Next button text, and Previous button text fields, enter the text to

appear for these navigation buttons. You can use the default values or enter different text for
each button.

Submit button text: *

Submit Enter text to appear for the navigation buttons. You can use the
default values or enter your own text for each button.
Next button text: *

MNext ==

Previous buttan text: *
<< Previous

5. In the On submit message box, enter a message that appears when the user clicks Submit.

On submit message:
Enter text to appear after a user submits survey.

Survey closed message:
Enter text to appear when the survey is closed.

6. Inthe Survey closed message box, enter a message to appear to notify users when the survey is
closed.

7. To add a Display Results button after the user submits his response, select Allow users to view
survey results.

O allow users to view results Select to allow users to view results after completing survey.
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8. Under Survey questions, to add a question, click New Question. The Add Survey Question
screen appears.

Add Survey Question

Question Sample
AWMl Choice - One Answer (Vertical) v
. Select an answer
Question:
O Answer 1
OAnswer 2
O Other

Answers
Enter each answer on a separate line.

O Display in random order

Select Other to include an Other field. This allows a respondent
to enter a different answer than the ones you provide.

Oother

Limit answers to characters (max 255)

Maximum guestion length: 255 characters
O Skip auto numbering

D Answer required

Note: When you select a question type, a sample appears under Sample.

a.

Warning:

b.

C.

Under Question, in the Type field, select the type of question to add. The options that
appear in the Question and Answers frames depend on the selected question type.

After a user submits a response, you cannot edit questions for a survey.

In the Question field, enter the question to ask.

To not have the program automatically number the survey questions, select Skip auto
numbering.

To require respondents to answer the question before they can submit the survey or move
to the next page of a multi-page survey, select Answer required.

. Under Answers, enter possible answers on separate lines. Enter the first answer choice in

the box and press ENTER on your keyboard. On the second line, enter the second answer
choice and press ENTER. Continue until you have entered all possible answers.

To display answers in random order, select Display in random order.

If you select a choice question type, Other appears. To add Other as an answer choice with
a text field for respondents to enter their response, select this checkbox and, in the Limit
Answers to [ ] characters field, enter the maximum number of characters a respondent can
enter in his answer.

If you select an open-ended question type, in the Limit answers to [ ] characters field, enter
the maximum number of characters a respondent can enter in his answer.
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i. If you select a matrix question type, the Answer columns frame appears. Enter answer
column names on separate lines.

Answer columns
Enter each answer column name on a separate line.

j. If you select a “Matrix - Multiple Answers per Row (Dropdown)” question type, in the
Number of columns field, select the number of columns to appear. In the Heading fields,
enter a heading for each column. In the Choices box, enter answer choices for each column

on separate lines.

Answer columns

Number of columns: | 1 b

Heading

Choices

k. If you select a “Presentation - Text” question type, in the Text box, enter the text to appear.

Question
Type: |{MESaUE R A
Text:

Maximum guestion length: 255 characters

OJ Skip aute numbering
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I. If you select a “Presentation - Image” question type, in the Question box, enter the text to
appear. To insert an image, click Add image. The Select Image from Image Library screen
appears. For information about how to insert an image, see the Program Basics Guide.

Question
Type: | Presentation - Image v
Question:

Maximum question length: 255 characters

O Skip auto numbering

[ add image ][ Remove image ]

m. Click OK. You return to the Edit Part screen and the new question appears at the bottom of
the screen.

9. To generate a print preview of the survey, click Print preview.
10. To export results into a . csv file, click Export results.

11. Click Save. You return to Parts.

Tag Display

With the Tag Display part, you include words or phrases related to a page’s content as hyperlinks on the
page so users can quickly access similar content on your website. You can also display all tags in use in
the program so users can navigate to specific areas of your site. When a user clicks a tag, a search results
page appears. The search results include all pages with the selected tag. Users can also search for a
specific tag. Enter “tag:” followed by the exact tag name in a Search field to view all pages that contain a
matching tag.

When you include a tag display, you provide website users a more precise way to locate information
because you assign tags to only relevant parts. For example, you add the tag “Tournament” to Event
Registration Form parts you create for different golf tournaments your organization hosts. When a user
views a page with this tag and clicks the Tournament link, the search results include links to all pages
that contain a part with the “Tournament” tag. If a user entered “Tournament” in a Search field, the
search results may include pages that contain the word “Tournament” but are not directly related to
your organization’s events.

You can create and apply tags to parts from the Tags tab on the Edit Part screen. When you build a page,
each part you add may contain its own list of tags. From the Edit Part screen, you can choose to display
only the tags assigned to the parts on the page or all tags used on your site. For information about how
to add tags to a part, see “Tags Tab” on page 30.
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» Design Tag Display

The tag display is linked to a search results page, so you must create this page before you add a Tag
Display part. For information about how to create a search results page, see “Learn About Search” on
page 143. For information about how to create or edit a part, as well as the tabs on the Edit Part
screen, see “Create and Edit Parts” on page 19.

1. From the Design tab, in the Results Page field under General, browse to the page to display
search results on.

Design

General

This part will display tags as hyperlinks that navigate to a search results page. You must specify a Results
Page that contains a Search Part, which will render the results.

Results Page: =
it}

Display

Select whether to display the tags assigned to the parts on the current page or all tags in the system.
You determine how tags appear on a page in the Stylesheet Editor. The default style for all tags in the
system is different than the default style for tags from parts on the current page. These styles can be
changed separately in the stylesheet editor.

¥ Display tags for parts on the current page

 Display all tags in the system

Save Cancel

Note: Only pages you added a Search part to appear on the Select a Page screen. The page grid does
not include pages based on templates that contain a Search part.

2. Select the tags to include in the tag display.

» To display only tags defined for parts on the page, select Display tags for parts on the current
page. When you add this part to a page, only tags assigned to other parts on the page appear.

* To display all tags in use, select Display all tags in the system. You can use this option to create
a tag display that includes all tags on your website. This provides another layer of navigation
because users can navigate your site based on types of content.

Note: By default, the tag display appears with a “Tags:” header and a comma separates each entry in
the list. You can edit this heading and delimiter from the Language tab. For information about how to
edit the Language tab settings, see “Language Tab” on page 25.

Note: Each display option has a default format. If you select Display tags for parts on the current
page, when you add the part to a web page, the tag display appears as a horizontal line of text with
each entry separated by a comma. If you select Display all tags in the system, the tags appear as a
vertical list, with each entry on a separate line. To change the appearance and orientation of the tag
display, you can apply custom styles to tag elements for the appropriate stylesheet. For information
about how to manage style elements, see “Stylesheets” on page 207.

3. Click Save. You return to Parts.
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Targeted Content

With a Targeted Content part, you can target information or features on a web page to different users
based on roles or the individual user. For example, you may want Major Donors to see a donation form
designed specifically for them, but you want all other users see the standard donation form. Use a
Targeted Content part to attach both donation forms on the same web page. When a major donor
accesses the page, the first donation form appears. When other users access the page, the second
donation form appears.

Show Me: Watch a video tutorial about creating a targeted content part.

» Design Targeted Content

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, create a part or add an existing part.

When a user visits a8 page with targeted content, the first part that has targeted Roles that match the user's group membership will
be displayed. If the user's membership does not match any of the Roles in the parts below, nothing will be displayed.

Drag and drop the parts to reorder them. Parts with 3 stFfeethrsugh part name will never be displayed.

Part Name Targeted Roles
| HHHHE A 4§ | Community Health - Members | Major Givers; Members; |
| HHH 7 X | Community Health - Nonmembers | Everyone; |
[ AddMewPart |[ Add Existing Part |

* To create a part to appear on the web page for a targeted audience, click Add New Part. The
New Part screen appears.

* To select an existing part for a targeted audience, click Add Existing Part. The Select a Part
screen appears.

a. Select the part for the targeted audience, such as “Major Donor Donation Form.”

b. Click Select. You return to the Design tab. The Targeted Roles and Users column displays
the roles and users associated with the selected part. This determines who sees the
targeted content on the web page with the Targeted Content part.

To display a complete list of roles and users associated with a part, hover over the row in
the Targeted Roles and Users column.

Note: The first part in the list appears first on the web page for the roles and users associated with the
part. For example, the Major Donor Donation Form you selected has view rights for the Major Givers
role. When users in this role log into the website and access the donation page, they see a form
designed specifically for them that other user roles do not see.


http://www.blackbaud.com/files/support/guides/demo/targcont.htm
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2. Create additional parts or include existing parts as necessary for the targeted content. You can
include as many parts as you want. For example, you can include the “Healthcare Donation
Form” for users in the healthcare profession and the “Simple Donation Form” for the rest of your
donors.

Note: When a user accesses a page with a Targeted Content part, the first part in the list that includes
that user or the user’s role appears. For example, Mark Adamson is a member of the Board Members
role. When he accesses the donation page, he does not view the Major Donor Donation Form or
Healthcare Donation Form parts because those parts are not associated with the Board Members
role. Mark views the Simple Donation Form part because he is a user in the Board Members role. If
the users or user’s role is not included in any parts on the Targeted Content part, nothing appears in
that area on the web page.

3. On the Design tab, the first column displays three action buttons.

a. To move a part in the list, click and drag the dotted button on the far left.

Tip: If you move a part, remember that users with multiple roles see the first part in the list that is
associated with one of their roles. For example, Renee Wilson is a major donor, cardiologist, and
board member. When she accesses the donation page, she views the Major Donor Donation Form
because that part is listed before the other parts on the Design tab.

b. To edit a part, click Click here to edit this part. For example, to add a role to view the
targeted content, click this button to access the Targeting & Security tab for the part.

For information about users and roles, see the Users & Security Guide.

c. Toremove a part from the Targeted Content part, click Click here to remove this part.

Tip: If a part in the list appears in red with a strikethrough, it never appears on a web page because all
roles and users are included in previous parts in the list. This occurs if you include the Everyone role,
which includes all users, in a part that is not last in the list for the targeted content.

4. Click Save. You return to Parts.
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Targeted Content On a Web Page

In Pages & templates, when you include a Targeted Content part on a web page, the part appears with
Page part and Edit part buttons.

b/FS Targeted Content Donation Form Palmetto Pointe Medical Center

Page Designer Welcome Supervisor Usar

E‘Page Properties gpreview mTemplata Designer # Edit Stylesheet 53 Copy Page XDe\ete @Return

wiew As:| < Page Designer > ¥ on date: | Elco

MEDICAL CENTER

By o PR e RSN g

¥ om0 Home Page patient cane healthcare professionals research foundation Donate

e = ]

X Targeted Content

A Targeted Content

Fd Wajor Donor Danation Form (Conation Form)

rd Simple Purchase Farm {Donation Farm)

PALMETTO POINTE

To edit the Targeted Content part, click Page part. This button appears as a blue flag icon. To edit a part
included in the Targeted Content part, click the Edit part button. This button appears as a pencil icon.
For more information about Pages & templates, see “Pages & Templates” on page 5.
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When a user accesses a page with a Targeted Content part, the first part in the list that includes that
user’s role appears. Using the examples in “Design Targeted Content” on page 176, the following
donation page appears for users in the Major Givers and Site Administrator roles.

MEDICAL

A
logout Home Page
My Profile

Events Calendar
Staff Intranet
Health Headlines

Bridge Run Dashboard

patient care

CENTER

healthcare professionals

research foundation

Donate

My Language IEnglish (United States)

Major Donor Donation Form

Amount:

s ¢

Shoppin s .
LTy Additional Information
Staff Directory
Frequency: IOna time 'I
Volunteer
Ways I can Help Corporate: " This donation is on behalf of a company
Anonymous: [ prefer to make this donation anonymously

Take Action

Current Alerts

PALMETTO POINTE

Bilfing Information

=

|Supervisor

Title:

First name:

Last name: |User

z’u}m&w R
mnmxwm Country: United States =
o~
Py ‘r" Address = *
Zy Lines: x

=

For users in the Cardiologists and Medical Staff roles, the following donation page appears.

MEDICAL

P,
ij._\-L o S l

logout Home Page

My Profile
Events Calendar
Staff Intranet
Health Headlines

patient care

CENTER

healthcare professionals research foundation

Donate

My Language |Eng|ish (United States)

Healthcare Donation Form

Amount:

 Bronze Donor $50.00
Bridge Run Dashboard P
Shopping Silver Donor $100.00
Staff Directory © Gold Donor  $500.00

Yolunteer
Ways I can Help
Take Action

Current Alerts

© Platinurn Donor $1,000,00

b3
Designation: |Area of Greatest Need =

Additional Information

 other

Frequency: IOne time
PALMETTO POINTE -
MIDICAL CERTIR Corporate: This d tion i behalf of
?; % Is donation Is on beha of a company
fﬁ Anonymous: [ prefer to make this donation anonymously

=
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For users in roles such as Board Members and Everyone, the following donation page appears.

MEDICAL CENTER

logout Home Page

patient care healthcare professionals research foundation Donate

My Profile

My Language |Er|g|ish (United States) LI
Events Calendar

Staff Intranet Simpie Donation Form

Health Headlines

5 Amount: k3 I *
Bridge Run Dashboard
Shopping

Staff Directory

Additional Information

Frequency: IOne tirne =

Billing Information

Take Action Title: j'

Current Alerts

VYolunteer

Ways I can Help

First name: |Supervisor
Last name: |User
Country: United States =
PALMETTO POINTE
MEDICAL CENTER Address - "
ey o i Lines: | j
( — City:
. e *
/‘,‘-‘ r s 4 State: <Please Select> vl

Transaction Manager

With the Transaction Manager part, you can create and display a giving history for donors. When a
website user logs in to your website, the Transaction Manager part uses the user’s login information to
filter his donor information and display it as a customized giving history. With this part, users can view
their offline and online gifts, as well as any pending online transactions that have not been processed.

On the website, the Transaction Manager part displays the user’s giving history on two tabs. The Active
tab displays current recurring gifts, pledges, event registration fees.

] Active | History
Date Range: |AII dates e
Apply
Gift Pay Installment Installment
Date - T Amount Method Balance Freq v ccheadul
single Installments
= 11/20/2006 Pledge £1,000.00 Cash $1,000.00 Instaliment due on
(Pay) 11/20/2006
Balance Remaining: %1,000.00
Page 1 of 1
. Remaining
Currency Gift Total Pledge Total Pledge Total
Usp 30.00 $1,000.00 $1,000.00
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The History tab displays all gifts the user made to the organization for the selected time period or
designation. Users can also select how transactions are grouped in the grid. For example, they can group
by date or payment method.

Active | History
Date Range: All dates w
Apply
. Pay Installment Installment
Date w Gift Type Amount Method Balance Frrrire Schedule
11Ad Credit Single
11/14/2008 Cash $5,000.00 Card Installment
o Credit Single
4/8/2007 Cash $500.00 Card TEE TET:
- single Installments
11/20/2006 Pledge $1,000.00  Cash %$1,000.00 Installment due on
(Pay) 11/20/2006
s Personal Single
10/29/2006 Cash $200.00 Check TEE TET:
P Single
6/15/2006 Cash $25.00 Cash Installment
F Credit Single
2/1/2006 Cash $10,000.00 Card TEE TET:
Page 1 of 1
. Pledge Pending Remaining
L Total Total Pledge Total
$23,427.50 $1,000.00 30.00 $1,000.00

On the Transaction Manager part’s Edit Part screen, you select the gifts to include in the giving history.
You can include all gifts, filter gifts by gift type or purpose, or use an offline gift query to filter gifts. The
giving history includes a donor’s original gift, but it does not include any matching gift from the donor’s
employer. In addition to your filtering criteria, you can select whether to include recognition credits, also
called soft credits, and pending online transactions in the giving history. When you include pending gifts,
the gifts appear regardless of any filtering criteria you apply.

You can also choose whether to allow website users to make payments from the giving history toward
outstanding pledges. This option is available for donors who select the Pledge (Bill Me Later) payment
method or donors for whom you enter a pledge offline. If you allow pledge payments and the pledge will
be paid in installments, a Pay link appears in the Amount column with the pledge entry on the Active
and History tabs. The user clicks this link to view a donation form for the pledge and make a payment
online. The Pay link also appears for unpaid event registration fees. For recurring donations, links appear
so users can make payments, edit payments, edit payment details, or make additional donations for
sponsorships.

Tip: The Pay link does not appear if a pledge installment or recurring gift is pending, if the total pledge
balance is zero, or if the donor submitted credit card or direct debit payment information at the time
the pledge was created.
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Note: Pledges and pledge payments appear as separate entries on the History tab. From a pledge
entry, you can view the remaining balance and the most recent payment. From a pledge payment
entry, you can view the date, amount, and balance of the pledge. However, pledge payments include
pledge information only when the pledge appears in the giving history. If you filter gifts and exclude a
pledge, payments do not include information about the pledge. For example, you can use a gift query
to exclude gifts before a certain date. If a pledge is made before that date, the giving history shows
subsequent pledge payments but not the pledge details.

If you allow donors to edit recurring gift information, links appear on both the Active and History tabs of
the customized giving history. The settings you select from the Recurring gift details section determine
if donors can change the gift amount and payment schedule, as well as make changes to the credit card
or direct debit account associated with the recurring gift.

To customize the appearance and content of the giving history, you can select the columns to display for
the donor, edit column headings, and add or remove columns. You can also add a gift summary section.

» Design Transaction Manager

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. Under Configure results on the Design tab, in the Results per page field select how many gifts to
include on each page of the giving history.

Design | Language Properties Usage  Targeting & Security  Tags

Configure results
Select the maximum number of gift records to appear in the transaction manager. You can display up to 100 records per page.

Results per page:
25 v

“‘-\-A-mm.'-\\_h.rﬂ- «m\\_\_’:‘ ‘M\\AJ\..-’-_\_EWJ-‘"\\\ .._\ RPN HAJ-\___ ‘\__‘r*ﬁ"\__._,\

2. Under Choose the gifts to display, select the gifts to include in the giving history.
¢ To include all gifts, select All gifts.

Choose the gifts to display

You can include all gifts in a constituent's transaction manager or filter gifts to meet your criteria. To filter gifts, enter the
criteria here or use a Blackbaud Enterprise guery.

This option displays all gift types, designations and appeals for all gift dates.

O Custorn filtering criteria To filter the gifts, select Custom filtering criteria.

Oaitt query

R LAY SN S Sy N N SNSRI S Y R e
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* To filter the gifts on the Transaction Manager part, select Custom filtering criteria.

Choose the gifts to display

You can include all gifts in a constituent's transaction manager or filter gifts to meet your criteria. To filter gifts, enter the
criteria here or use a Blackbaud Enterprise query.

Q Al gifts This option filters gifts by gift type, designations and appeals.
(D = Ty miers To display all gifts, select All gifts.
Gift Types:

Ot query All Types E

e P Designation hierarchises

g

Appeals:

All Appeals EC)

R i ’ﬁ"\\_\‘ N J \*\J"“M—MJ"-\_'-.,‘M\‘"" M\\I«—m

To select the gift types, designations, or appeals to include in the giving history, click the
binoculars. On the screen that appears, select your filter criteria.

* To use a gift query from Blackbaud Enterprise to filter gifts, select Gift query.

Choose the gifts to display

You can include all gifts in a constituent's transaction manager or filter gifts to meet your criteria. To filter gifts, enter the
criteria here or use a Blackbaud Enterprise gquery.

Q Al gifts This option uses a query from Blackbaud Enterprise to filter gifts.
© Custorn filtering criteria To display all gifts, select All gifts.
® Gift query Gift Query: None | *

one N i tin o T e i, it R .- J‘~ ckadl™ j "\.‘AM\.‘M

To select a query, click the binoculars. On the search screen that appears, select a query. For
information about the search screen, see the Program Basics Guide.

¢ To include recognition credits, select Include revenue recognition.

Note: By default, recognition credits appears with the label “(Revenue Recognition)” in the giving
history. You can enter a new label in the Revenue Recognitions field under the Transaction Manager -
Item Flags category on the Language tab. For information about recognition credits, see “Recognition
Credits in Blackbaud Enterprise” on page 241.

If you include revenue recognition, the total gift amount may
excead the amount given by the user because revenue
recognition acknowledges multiple donors for a single gift. For
information about revenue recognition, click here.

Oinclude revenue recognition

If you include pending transactions, the Transaction
Manager displays gifts you receive on your website that

O1nclude pending online transactions have not yet been processed. These online transactions
appear regardless of any filters you apply to the
Transaction Manager data.

If you include unpaid event registrations, the Transaction
Manager displays information about events for which the
fees have not been paid and allows the user to pay the
associated fees

[ include unpaid event registrations
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¢ To include pending transactions from your website, select Include pending online
transactions.

Note: For pending online transactions, only the gift amount, payment method, and gift date appear in
the giving history. Other details do not appear until you process gifts.

¢ To include unpaid event registration fees, select Include unpaid event registrations. When you
select this option, the Configure event fee payment field appears.

3. Under Choose the columns to display, select the columns to include in the giving history.

e To display the default Date, Type, Designation, and Amount columns, select Default.

Choose the columns to display
You can customize the appearance and content of the transaction manager. You can add and remove columns, and you can

rearrange the order. To rename the column headings, use the Language tab.
QD This option displays the default transaction manager configuration.

O custom

To customize the columns, select Custom.

Date Gift Type Designation Amount

T g— r""\_\ " .‘j" N _M.x___\_r__“ww\‘r i M\\I«_m

Note: The Gift Type column includes pending transactions. To avoid redundancy, you can exclude the
Pending column if you include the Gift Type column.

e To include specific columns, select Custom.

Choose the columns to display
You can customize the appearance and content of the transaction manager. You can add and remove columns, and you can
rearrange the order. To rename the column headings, use the Language tab.

This option allows you to customize the appearance of the transaction manager page. You can remove columns

O Default
add columns to display additional information, and reposition columns.

® custom
Pay Method Balance Receipt Date

Date Gift Tvpe Amount
+ Add Column

“""‘“""‘\‘wﬁ\r‘.\-\_‘ ‘j‘ “‘\\"__‘___._A '\.x_-_\_r___‘w 'An_\‘.r'-m\\j_w
Click Add Column and select each column to include in the giving history. To edit a column,
click the column title in the list that appears. You can reposition the column or delete it from
the giving history.

Note: An Export button appears on the web page so a user can export his active gifts and his giving
history. The columns you select to display from this option are the columns that appear in the export

output.
4. Under Choose the summary information to display, select Include gift totals section to include
a summary section that displays gift totals.
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Additional options appear so you can select the columns to include in the summary section.

This option adds a summary section for gift totals. The date range

Include gift totals section ) S ) )
o < and designation filters also apply to this section.

This option adds a column that displays all currencies the

[Mlinclude currency types ;
\8iE constituent used.

This option adds a column that displays the total gift amount.
[ include gift total This excludes all pending gifts, pending pledged gifts, and
non-pending pledged agifts.

This option adds a column to display the total revenue

[l Include revenue recognition total .
recagnition amount.

This option adds a column to display the total donation
[ include donation amount total amount. This total excludes pending gifts, pledges, and
revenue recognition.

This option adds a column that displays the total pledged gift

[Vl include pledged gifts total
M HEEE amount.

This option adds a column that displays the total pending gift
[l Include pending gifts total amount. You cannot select this option if vou did not select
include pending online transactions.

This option adds a column that displays the total

[l Include remaining pledge balance total .
remaining pledge amount.

Tip: The Include recognition credits total and Include donation amount total checkboxes appear
when you select Include revenue recognition under Choose the gifts to display.

5. To allow website users to make payments against outstanding pledges, under Configure pledge
payment, select the web page that contains the donation form to use for pledge payments.

Configure pledge payment
Select a page that contains a Donation Form for your online donors to use to pay outstanding pledges. The selected page
must allow either credit card or direct debit transactions.

Daonation - Payment 2.0 x| |

- gttt gt ‘n-\_\_“ J il el s sl Y LY N r‘ S—

Warning: You must select a donation form that includes credit card or direct debit payments. You
should not select a donation form that requires only the Pledge (Bill me later) payment method
because website users cannot pay a pledge with another pledge. For information about how to create
a Donation Form part, see “Donation Form” on page 52.

6. To allow website users to pay event registration fees from the transaction manager, under
Configure event fee payment, select the page that contains a Payment 2.0 part to use for event
fees. This option appears only if you selected the Include unpaid event registrations option
under Choose the gifts to display.
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7. To allow website users to make recurring gift payments from the transaction manager, under

Configure recurring gift payment, select the page that contains the donation form to use for
recurring gifts.

8. Under Recurring gift updates, select the gifts and gift details a donor can update online.

Recurring gift updates

Select which recurring gifts in this Transaction Manager can be updated.

@ Al gifts This option displays all designations and appeals for all gift dates.

© Custom filtering criteria To filter the gifts, select Custom filtering criteria.

O Revenue gquery

A T N 'V SR P SR N

e To include all recurring gifts, select All gifts.
¢ To limit the recurring gifts a donor can update, select Custom filtering criteria.

To select the designations or appeals to include in the giving history, click the binoculars. Then,
select your filter criteria on the screen that appears.

¢ To use an offline gift query to filter gifts, select Revenue query.

To select a query, click the binoculars. On the search screen that appears, select a query. For
information about the search screen, see the Program Basics Guide.

[ Allow amount updates This option allows a donor to make updates to the amount of
existing recurring aifts.

Minimum Gift Amount: . L .
Specify the minimum amount that a donor must give. Enter
0 0 or leave blank for no minimum amount.

e M—J\ L _a% J“*‘ “‘“A'-”J\ T 0""“"\\.’—*““*‘-‘—' g u”"‘\"‘--"\ J

Note: When you select Allow amount updates or Allow frequency updates, an Edit Gift Details link
appears under the recurring gift entry on the donor’s giving history.



PARTS 18

¢ To allow the donor to determine the frequency of the updated recurring gift, select Allow

frequency updates.

[v] allow frequency updates

" General

g Specific

Set the method to determine options for recurring agifts.

By N s P gl b, g et oyl b

This option allows a donor to make updates to the frequency of
recurring gifts.

First select the frequency settings, then click the Add Frequency button to add the
option to the edit form.

® weekl v
O Monthly
(] annually

on: | Sunday b

Add Frequency

D Allow donor to enter ending date

If you select General, donors can determine the schedule for the recurring gift payment.

Note: If you previously allowed donors to create payment schedules for recurring gifts, you may want
to select the General option so donors may continue to customize their schedules. If you define
multiple payment schedules for donors to select from, they will not have this flexibility.

Select Specific to define recurring gift schedules for donors to select from. You can select
“Weekly,” “Monthly,” or “Annually” as the frequency. In the On field, select a day or date
donors can choose to schedule the gift. To make this frequency update available to donors,

click Add Frequency.

Note: To add multiple frequency options to the donation form, enter each custom schedule and click
Add Frequency to add the new schedule to the list.

Select Allow donor to enter ending date if donors can specify when the recurring gift ends.

* To allow donors to update credit card or direct debit account information, select Allow

payment updates.

[Jallow payment updates

This option allows a donor to make updates to the credit card
and direct debit information for existing recurring gifts.

B Y e ST SNSRI N N N Sy S S

Note: When you select Allow payment updates, an Edit Payment Method link appears under the
recurring gift entry on the donor’s giving history.

9. Click Save. You return to Parts.
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Unformatted Text

Use the Unformatted Text part to embed HTML text or scripts on a page. For example, you can paste in
the embed code provided by YouTube to display a video. You can also use this part to enable Google
Analytics E-Commerce tracking features.

For more information about how to configure the program to use Google Analytics, see the
Administration Guide.
» Design Unformatted Text

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, enter the HTML code or script in the box.
2. To select additional options for the code, select Show advanced options.

3. In the Placement in HTML field, select where to place the code in the page’s HTML. You can
place it in the <head> tag, at the bottom of the <body> tag, or within the <body> tag according
to where you place this part on the page.

Design | Properties Usage  Targeting & security  Tags

Enter the HTML and/or script for the page. Click here for code examples you can use with this part.

if(LOGGEDIN)<{

_gag.push{['_setCustomVar', 1, 'userName’, LOGGEDIN, 2]);
Telse{

_gaq.push(['_setCustomVar', 1, 'userName’, 'Visitor', 2]);

Placement in HTML:
In the <body= tag with the pat  +

Save Cancel

4. Click Save. You return to Parts.
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User Email Preferences Form

If your organization uses Newsletters, users can subscribe or unsubscribe from newsletters from the
User Email Preferences Form. Web pages created with the User Email Preferences Form enable
nonmembers and members who are not logged in to click a link and update their subscription
preferences.

The User Email Preferences Form appears for users who access it from a link in an email, regardless of
whether they are members or log into the site. However, if a user accesses the form from the website, it
appears only if he is a logged-in member.

Warning: In each email you send, you must include a link to the page of your website that contains
this form. For more information, see the Email Guide.

When a website user selects the “global” opt-out checkbox on this form, Blackbaud Enterprise adds the
“Do not email” message on his constituent record when it processes the user profile update. If, on a
subscription page, a website user selects to receive two email subscriptions but not the other three
subscriptions available on the page, he “opts out” of the other three subscriptions. This applies only to
subscriptions presented together in the same content part on a web page.

To have at least one web page where users can subscribe or unsubscribe from newsletters, you must
allow the Everyone user role edit and view rights for at least one User Email Preferences Form you
create. You can also create other User Email Preferences Form parts that do not have Everyone security
set and require a login, but you must set at least one part for everyone.

Note: Subscriptions derive from newsletters. The website sends subscription email to all constituents
on the assigned lists, plus additional subscribers and minus explicit unsubscribers and users with the
“Do not email” message in their user profile. The program prevents a duplicate email to the same
record in Blackbaud Enterprise. It does not prevent duplicate emails when the Blackbaud Enterprise
guery contains duplicate records or when two records have the same email address.

» Design User Email Preferences Form

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Title field, enter a title to appear on the web page for email
preferences.

General

Title:
User Email Preference Enter a user email preferences title to appear on the web page.

After update navigate to:
3 Select the page to appear after a website user updates the
subscription.

2. In the After update navigate to field, browse to the page to appear after website users update
their subscription information.

If you do not select a page, the page selected as the Home Page on the Settings tab in Sites &
settings appears for the website user.
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3. Under Titles, enter the text to appear on your website in the title bar of your opt-out section for
email.

Titles

Chapter email list title:
Enter the text to appear for chapter email.

Email list title:
Enter the text to appear for regular email.

Notifications title:
Enter the text to appear for notifications.

¢ In the Chapter email list title field, enter the text to appear for chapter email, such as
“Chapter List Subscriptions.”

¢ In the Email list title field, enter the text to appear for regular email.

The program automatically configures email lists under the opt-out section. Blackbaud
NetCommunity groups “Chapter Manager part name - Chapter name List” for the list. For
example, “Alumni Chapter Manager - San Diego List” is the Chapter Manager part named
(Alumni Chapter Manager) - Chapter name (San Diego) List.

¢ In the Notifications title field, enter the text to appear for a notification email. For more
information about notification email, see “Notifications” on page 58.

¢ In the Notifications title field, enter the text to appear for a notification email. For more
information about notification email, see the Email Guide.

4. Under Opt-out checkbox, customize the instructions that appear for the opt-out section of the
User Email Preferences form. In the Opt-out checkbox label field, enter the text to appear for
the global opt-out checkbox on the website, such as “To no longer receive email from us, select
the checkbox.”

Opt-out checkbox
The opt-out checkbox on the email preferences form allows website users to indicate that they do not want
to receive email messages from your organization.

Opt-out checkbox label:*
Check this box to indicate that Enter a label for the checkbox to opt out of email messages.

vou do not wish to receive
future email communications
from us.

For verification purposes, if a user selects to opt out of a newsletter, the user is asked to enter his
or her email address. If the email address is not registered with the program, the user cannot opt
out of the newsletter.

Note: Even when a user selects the global opt-out checkbox on the website, he or she continues to
receive requested notifications and acknowledgement emails.
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5. Under Subscriptions, customize the instructions that appear for the subscriptions section of the
User Email Preferences form. In the Subscribe instructions field, enter the text to appear for the
subscription checkboxes for the multiple newsletters on the website.

Subscriptions

Customize the email subscriptions text that is presented to users. Users can use this option to specify which
subscriptions they want to receive.

Subscribe instructions: ®

Please select the ~ Enter the instructions for the subscriptions.
communications you would like

to see from us. Your current

subscriptions are already

checked. Uncheck the box for #

6. To customize additional messages that appear for the part, select the Language tab. For
information about the Language tab, see “Language Tab” on page 25.

7. Click Save. You return to Parts.

User Interests Form

With the User Interest Form part, you can create a web page that captures a website user’s interests.
You can download the information website users select on the User Interests Form. You can use this
information to raise funds and create awareness for your organization. For example, if many website

users select Wine Tasting on your User Interests Form, you can host a wine-tasting event in your
community.

Note: To download the website users’ interests, you must select the attribute from Blackbaud
Enterprise to map to for downloads in the Interests Attribute field on the Settings tab in Sites &
settings. For more information, see the Administration Guide.

» Design User Interests Form

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Title field, enter a name to identify the User Interests Form part.

Title:

Help message:

2. In the Help message field, enter the message to appear on the website page, such as to provide
instructions for site users.
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3. Under Interests to include, select the interests website users can choose from on the User
Interests Form.

Interests to include:

[Basketball
[JBiking
[cards
O Contemporary art
[Jcooking
[ Cricket
OFishing
[OFootball

UD Gardening

Note: The interests that appear default from table attributes in Blackbaud Enterprise. For example,
you can have a constituent attribute called “Interests” with a data type of “table” in Blackbaud
Enterprise. This attribute appears on the User Interests Form.

4. Click Save. You return to Parts.

User Login

To control the areas users can access on your website, you can create a User Login part. When a user
logs in, the user login determines the roles that the user belongs to and the features that the user has
security rights to access. You can create separate login parts for any subsites you create. For example,
you may have a subsite for chapters or schools. The Fundraiser part has its own user login. For
information about how to create the user login for a Fundraiser, see the “Step 6: User Login Form”
procedure in the Team Fundraising Guide.

You can add forms to the user login for new user registrations, forgotten passwords, and forgotten user
IDs. You can also create email that users receive to acknowledge their registration or that contain their
forgotten password or user ID.

Multiple users can use the same email address when they sign up for your site. This makes it easy for an
entire family to sign up for a fundraiser or other event. If a family shares an email address and one user
forgets his password or user name, the reminder email sent to the shared address contains all user
names associated with the email address separated by semicolons, with passwords masked with
asterisks.

Note: When you have multiple websites, create multiple login pages to provide access to each site.
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Design User Login

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1.

From the Design tab, under Captions and properties, select whether to include forms for new
registrations, forgotten passwords, or forgotten user IDs. To include a form, select its checkbox in
the Enabled column.

Note: To change the caption for a form, select the Language tab. For information about the Language
tab, see “Language Tab” on page 25.

We recommend you clear New User Registration if you import records from Blackbaud
Enterprise into the website. Imported users are registered automatically, so they do not need to
register a second time with the User Login part. For information about how to import users, see
the Users & Security Guide.

Note: After you create a login page with the User Login part, select it in the Member Login Page field
in the Registration and Login Options frame on the Settings tab in Sites & settings. For more
information, see the Administration Guide.

2.

In the Constituency field, select a constituency to assign to users who use this form on your
website. For more information about constituencies, see the Program Basics Guide.

Under Navigation, select the web page to appear after users log in, log out, or register.

e By default, the Login, Logout, and New user registration forms are set to the default home
page you selected on the Settings tab in Sites & settings.

* To clear the web page selected for a form, click Remove page for that form. If you do not select
a page, users are directed to the page selected for the login form.

Under Additional fields, select the biographical fields to include on the new user registration
form.

Additional fields

Select which additional fields will be displayed during the user registration process.

Field Include Required
Title O O
Address block O

Home Phone O O
Gender O

Maiden name O O
Class of o (I
Birth date O O
Lookup ID ] O
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5.

10.

a. Inthe Field grid, select Include for each field to include on the form. To make a field
required, select Required. When you select Include for the Address block and Gender
fields, they are automatically required.

b. In the Attribute grid, select Include for each attribute to include on the form. To make the
attributes required, select the checkbox in the Required column.

Blackbaud Enterprise provides these constituent attributes. To add a new attribute for your
part, create it in Blackbaud Enterprise. For example, you can use a constituent attribute to
track t-shirt sizes for participants. To track this information, create a t-shirt size attribute. If
you know an attribute exists, but do not see it online, check the Settings tab in Sites &
settings to verify the attribute is available.

Under Role assignment, select Member for each role to assign to users who sign up through this
User Login part.

Role assignment
Select which role to assign to users registering or joining on this page.

Role Member
Content Authors O
Members
Site Administrators O

To create a reminder email to send to members who click Forgotten Password/User ID, click
Forgotten Password/User ID Email on the action bar. The Forgotten Password/User ID Email
screen appears. You can use the default text provided or enter different text. Use the merge

fields to include the password, reminder phrase, and/or the user ID.

To create an email to send to new users after they register, click New User Registration Email on
the action bar. The New User Registration Email screen appears. You can use the default text
provided or enter different text. Use the merge fields to include the password, reminder phrase,
and/or user ID.

For information about how to create an email, see the Email Guide.

To create instructions to appear on the Login, New User Registration, and Forgotten Password or
User ID screens of the part, select the Helplets tab. For information about this tab, see “Helplets
Tab” on page 27.

To customize the messages and labels that appear for the part on your website, select the
Language tab. For information about the Language tab, see “Language Tab” on page 25.

Click Save. You return to Parts.
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User Photos Form

With the User Photos Form part, you can allow website users to select images from Image library to post
on their profile pages. For example, you can allow alumni to include photos in their website profiles.
Website users can upload images to Image library and use the User Photos Form part to post the images
on their profile pages. For information about Image library, see “Image Library” on page 261.

Tip: On the Settings tab in Sites & settings, you can require approval before the program allows users
to post uploaded images. Under User Image Options, select Require approval for all images
uploaded by users. When you include the User Photos Form part on a profile page and users upload
images, you must approve the images in Image library before users can post them on your website. In
Sites & settings, you can also limit the number of images users can upload, set a maximum size for
images, and select a default category for uploaded images. For more information, see the

Administration Guide.

» Design User Photos Form
For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, click the binoculars in the Image category field to associate an image
category from Image library with the user photos form. The Select Category screen appears.
After you select a category, it appears in the Image category field.

Users must select from images in this image category when they use the user photos form to
display images on their profile pages.

Image category:#

(no category selected) 38 Select an image category to associate with images that use this

part. An image category can only be used by one User Photos
Form part.

2. In the Default caption field, enter a caption to appear with images when users do not enter
captions.

Default caption:
Enter a caption to appear if the user does not enter one for the

photo.
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3. In the Max height/width for thumbnails field, enter a size limit for the thumbnails that appear
on profile pages.

Max height/width for thumbnails: #
px Enter the maximum thumbnail height and width for uploaded
photos.

Max height/width for full-size
Image: Enter the maximum display height and width for uploaded
pix photos.

4. In the Max height/width for full-size image field, enter a size limit for how to display images
when users click thumbnails. If you leave the field blank, no image appears when users click
thumbnails.

5. In the After update navigate to field, browse to the page to direct users to after they select
images on the user photos form.

After update navigate to:

6. Click Save. You return to Parts.

Weblog

With the Weblog part, you can collect or share information on your website that pertains to your
organization. This can range from your organization’s news to appeals sent to your alumni to links to
other related websites. Given the appropriate rights, your program users and website users can update
the Weblog part.

» Design Weblog

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Date format field, select a date format for the blog.

2. Under RSS Publishing Properties, in the Title field, enter the title of your weblog, such as “Best
Solicitation Practices for Fundraising.”

Note: The Title field is optional. However, to save a weblog, you must either enter a title or enter
description information in the Description field.

a. In the Description field, enter any additional information, such as “Check weekly for
updates.”

b. In the Link URL field, enter your website link that news readers such as NewsGator use to
link to your site. This link should direct the website user to your weblog or a general
information page about your organization.
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To view the information you enter in this field, click XML for the weblog on your site. For the
example, the XML information for your description reads “<description>Check
often for weekly updates</description>.” In addition, news readers use the
weblog description information to provide general information about the contents of the
weblog. For more information about the News Reader part, see “News Reader” on

page 100.

c. Inthe Copyright field, enter a copyright notice for your weblog, if you have one.

d. In the Editor’s Email field, enter your email address or the person who is responsible for the
content of your weblog.

e. To approve weblog posts before they appear on your site, select Moderated.

3. Under Image Properties, click Select Image. The Select Image From Image Library screen
appears. For information about how to insert an image, see the Program Basics Guide.

4. To share valuable information from another website with your site users, in the Link URL field,
enter the address of the website to link to the weblog.

5. Under Security Rights, specify the roles with post and manage rights for the weblog.

a. Inthe Post column, select the checkbox to assign post rights to users and roles. This does
not grant rights to edit or delete postings.

b. In the Manage column, select the checkbox to assign manage rights to users and roles. This
grants rights to add, edit, and delete postings. If Moderated is selected, these users and
roles can approve postings.

c. Toinclude additional users and roles, select Add users and roles.

6. Click Save. You return to Parts.

Web Traffic Reports

Using the Report (Web Traffic) part, you can create reports with statistics about your website’s traffic.

Warning: To create a Web Traffic report, you must run Microsoft SQL Server Agent. If you are unsure
whether you run this program, consult your system administrator.

You can add several types of Web Traffic reports:

Site Usage Report — The Site Usage Report displays the total number of hits each page on your website
received and the percentage of total hits compared to other pages on your site. Web pages are
hyperlinked so you can open them directly from the report.

Page Rank Report — The Page Rank Report is a small bar graph that displays the number of hits a page
received and its overall rank compared to other pages on your website. You can place this graph on any
page. We recommend you grant view rights to only to those who need to see the statistics.

Page View Summary — The Page View Summary displays the total number of page views, the average
number of page views, and the average number of page views per visit for all pages in the website.
Website users can filter the report results by date range and group the results displayed in the bar graph
by day, week, or month.
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Page Overview Report — The Page Overview Report displays the total number of page visits and views
for each page viewed. It also includes a bar graph that displays the total number of page visits and views
for each page ID. You can filter the report so it includes only pages with the top 10 number of views or
visitors, the bottom 10 number of views or visitors, or all pages that had views or visitors. Web pages are
hyperlinked so you can open them directly from the report.

Visit Summary — The Visit Summary displays statistics for website visits during the specified period of
time. The summary includes the total number of visits and average number of visits per day. It also
includes the total length of time visitors spent on the website and the average visit length per visitor. To
calculate the average visit length, the program divides the total length of time of all the visits by the total
number of sessions (individual visits).

Visitor Summary — The Visitor Summary displays statistics including the total number of website
visitors, the number of unique visitors, the number of one-time visitors, the number of repeat visitors,
and the average number of visits per visitor. The summary also includes the total number of program
visitors and the number of unique program visitors. Website users can filter the report results by date
range.

Note: In the Visit Statistics section, Total Visits is the total number of users (everyone who accessed the
website, logged-in or not.) In the NetCommunity Users section, Total Visits is the total number of
logged-in users that visited the website. For example, here are the Visitor Summary results for a website:

Visit Statistics

- Total Visits: 13,301

- Unique Visitors: 13,265

- Average Visits per Visitor: 1.00
- One Page Visits: 12,941
NetCommunity Users

- Total Visits: 72

- Unique Users: 36

- Average Visits per User: 2.00

What this means — The website was viewed 13,301 times by 13,265 unique visitors. 36 views were from
visitors who had previously viewed the website during this period.

Of those 13,265 unique visitors, 36 of them logged into the website a total of 72 times among them.

Web Traffic Reporting Terms

This table explains the items included in Web Traffic reports.

Hits Number of times a page was accessed

Views Number of times visitors viewed a page

Visits Number of times users logged into the website

Unique visitors Number of logged-in users and anonymous visitors (those not logged

into the website) who visited the website. These are counted only once,
even if they visit multiple times during the report’s date range.

Return Visitors Number of unique users who visited the website more than once while
logged in. (This excludes return visits by those not logged in.)
Only Visited once Number of logged-in users and anonymous visitors (those not logged

into the website) who visited the website only once
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Unique Hosts Number of different IP addresses that accessed the website

Unique Users Number of different logged-in users that accessed the website

» Design Web Traffic Report

For information about how to create or edit a part, as well as the tabs on the Edit Part screen, see
“Create and Edit Parts” on page 19.

1. From the Design tab, in the Report Type field, select the type of report to create.

To view a pop-up preview of the report, click on the report type. For information about report
types, see the introduction to “Web Traffic Reports” on page 197.

2. In the Report Title field, select the report title.

e To use the report name as the title, select Default.

e To use a custom title, select Other and enter the report title in the field.
3. To display the name of the report, select Show Report Title.

4. Click Save. You return to Parts.
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The layout for your template is crucial for your web pages. Layout is the design and placement of
important panes and elements for your web page. Panes determine where you place parts, graphics,
and navigation buttons. Web page layouts can look similar, such as a Programs page and a Projects page,
or they can look different, such as a Login page and a Volunteers page. Make sure you know your
audience when you select panes and elements for a layout. It is important to understand what an
audience expects and wants from a web page. The layout of a web page is vital to its success.

Create Layouts

When you design a page layout, a key element is to include similar characteristics from the rest of your
website so that the end result — the web page — is recognizable as one of your organization’s pages. For
example, include buttons, links, images, fonts, and colors that are consistent with the rest of your
website. You can use Cascading Stylesheets (CSS) information to make most of these customizations for
the layout in Stylesheets. For information about stylesheets, see “Stylesheets” on page 207.

Warning: We strongly recommend that your organization only assigns full Supervisor rights for
Layouts to a select group of users. Any change can affect multiple web pages. We recommend that
only users knowledgeable in all areas of website design and the program perform tasks in Layouts.

» Create a layout
1. From Site explorer, click Layouts. Layouts appears.

2. Click New layout. The New Layout screen appears.

New Layout (New layout)

Layout Mame:

Description:

Select Stylesheet from site: Blank Client Site

Stylesheet: | System Default v

Next Cancel

3. Inthe Layout Name field, enter a name for the layout. The name is for internal use and does not
appear on the website. It helps identify the file in Layouts.
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4. Inthe Description field, enter any additional information about the layout, such as “Use for
President’s page and Profiles page.”

Note: After you save a layout, the Layout Properties screen includes a Templates/Pages using this
layout box with the templates and pages that use the layout. If it is not in use, “This layout is not

being used” appears.

5. In the Stylesheet field, select a stylesheet for the layout. For example, to use the default
stylesheet, select “System Default.” For information about stylesheets, see “Stylesheets” on

page 207.

6. In the DOCTYPE field, select whether to use XHTML 1.0 Transitional (DOCTYPE) code for the
pages and templates that use the layout.

The DOCTYPE field only appears if you initially installed Blackbaud NetCommunity 5.0 or earlier.
The field does not appear in later versions because XHTML 1.0 Transitional (DOCTYPE) code is
used automatically for layouts in version 5.0 and higher.

7. To save the layout, click Next. The Layout designer screen appears. For information about how to
design a layout, see “Design a layout” on page 203.

» Edit a layout’s properties
1. From Site explorer, click Layouts. Layouts appears.
Warning: We strongly recommend that your organization only assigns full Supervisor rights for

Layouts to a select group of users. Any change can affect multiple web pages. We recommend that
only users knowledgeable in all areas of website design and the program perform tasks in Layouts.
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2. Select a layout and click Click here to view/edit this layout’s properties. The Layout Properties
screen appears.

Sample Layout (Layout Properties)

Layout Mame: [Sample Layout

Description: Sample Layout

Select Stylesheet from site: Blank Client Site

Stylesheet: | Sample Stylesheet (v

Templates/Pages using this layout: ] g Blank Client Site
El * Sample Layout & site
E ™ sample Template - Layout
|« Donation Form “ Template
| Form Display

7| P
i Sample Authorization Failed Page i) Mage

i Sample Default Page

i Sample Email Forwarding Page
Sample Login Page

5 Sample Privacy Policy Page

il Sample User Email Preference
i Sample User Profile Form

test

Fr

w. e

wE e

Save Cancel

In the Layout Name, Description, and Stylesheet fields, edit the entries as necessary.

4. Inthe DOCTYPE field, select whether to use XHTML 1.0 Transitional (DOCTYPE) code for the
pages and templates that use the layout.

The DOCTYPE field only appears if you initially installed Blackbaud NetCommunity 5.0 or earlier.
The field does not appear in later versions because XHTML 1.0 Transitional (DOCTYPE) code is
used automatically for layouts in version 5.0 and higher.

5. In the Templates/Pages using this layout box, you can view the templates and web pages that
use the layout.

6. Click Save. You return to Layouts. For information about how to design a layout, see “Design a
layout” on page 203.

» Design a layout
1. From Site explorer, click Layouts. Layouts appears.
Warning: We strongly recommend that your organization only assigns full Supervisor rights for

Layouts to a select group of users. Any change can affect multiple web pages. We recommend that
only users knowledgeable in all areas of website design and the program perform tasks in Layouts.
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2. Select a layout and click Click here to edit this layout. The Layout designer screen appears.

= Properties . Edit stylesheet

Sample Layout (Layout designer)

@.

S PR K R EGE=0 0 %
= ][4 || - «

B I U= x|EEES|2A &=

C55 Class - | Format - || Font family |~ | Font size

Menu Blackbaud NetCommunity

E

Path:

B

Save Cancel

3. Inthe HTML editor content area, enter the content and format its appearance. For example, you
can manually enter or copy and paste your organization’s mission statement.

For information about the HTML editor, see the Program Basics Guide.

4. To add panes for parts to the layout, click Insert content placeholder on the toolbar. A yellow
icon appears as a placeholder for a pane. When you create templates and web pages, a pane
contains multiple parts. You select the parts to appear in the pane. The end results is a page on
the website. For more information, see “Website Overview” on page 1.

Note: When you update a layout, it is important to include similar characteristics from the rest of your
website. This provides a uniform look for your website as users move from page to page. For example,
include buttons, links, images, fonts, and colors that are consistent with the rest of your website. You
can use Cascading Stylesheets (CSS) information to make most of these customizations for the layout
in Stylesheets. For information about stylesheets, see “Stylesheets” on page 207.

5. To edit the stylesheet for the layout, click Edit stylesheet. The Edit stylesheet screen appears.
After you edit the stylesheet, click Apply. The changes appear in your page design

Warning: When you edit a stylesheet, you change the style for any layouts, templates, or web pages
that use it. If a layout uses the default stylesheet, the Edit stylesheet button does not appear because
you cannot edit the default stylesheet. For more information, see “Stylesheets” on page 207.

6. Click Save. You return to Layouts.



LayouTs 20

» Copy a layout
1. From Site explorer, click Layouts. Layouts appears.

2. Select a layout and click Click here to copy this layout. The Copy Layout screen appears.
3. In the New Layout name field, enter a name for the copy.
4

. Click Save. You return to Layouts.
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Stylesheets create unique elements such as colors, font types and size, and spacing for your website.
Stylesheets, written in Cascading Stylesheet (CSS) format, are easier to use than other methods such as
HTML. Unless you specify a custom stylesheet, your website uses the default stylesheets. You can create
custom stylesheets in Stylesheets that override a default style. When you override elements in
stylesheets, we recommend you make changes only once to update the pages that use the stylesheet.
This saves time and helps eliminate mistakes when you update your website. You use stylesheets when
you create layouts in Layouts. In Layouts, you link a stylesheet to the layout. For more information, see
“Create Layouts” on page 201.

Design Stylesheets

When you design and customize your website, we recommend you test the rendering of your site in
multiple browsers. For example, if your primary browser is Internet Explorer, also test your site with
Mozilla Firefox. If your site renders differently, we recommend you modify your stylesheets so your site
has a similar look and feel in all browsers you test.

For information about part types and their corresponding style elements, see “Part Type Element Details
for Stylesheets” on page 210.

Warning: We strongly recommend your organization assigns full Administrator rights to only a select
number of users for Stylesheets. General users should not have access to stylesheets. Any change can
affect multiple web pages. We strongly recommend only users knowledgeable in all areas of website
design and the program perform tasks in Stylesheets.

» Create a stylesheet
1. From Site explorer, click Stylesheets. Stylesheets appears.
2. Click New stylesheet. The New Stylesheet screen appears.

3. Inthe Stylesheet Name field, enter a name for your stylesheet, such as “Index Page Stylesheet.”
This name helps program users quickly identify the file in Stylesheets. This name is for internal
use and does not appear on your website.

4. In the Description field, enter any additional information about the stylesheet, such as “Created
for index web page.”
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5. To assign security rights for users and roles for the stylesheet, select the Targeting & Security tab.
Note: Stylesheets must be applied in Layouts. For more information, see “Layouts” on page 201.

6. Click Next. The Edit stylesheet screen appears. For information about stylesheet design, see
“Design a stylesheet” on page 208.

» Edit stylesheet properties

In the Name field, enter a partial name to search for an existing stylesheet.

1. From Site explorer, click Stylesheets. Stylesheets appears.

Warning: We strongly recommend your organization assigns full Administrator rights to only a select
number of users for Stylesheets. General users should not have access to stylesheets. Any change can
affect multiple web pages. We strongly recommend only users knowledgeable in all areas of website
design and the program perform tasks in Stylesheets.

2. Forthe stylesheet to edit, click Click here to view/edit this stylesheet’s properties under Action.
The Stylesheet Properties screen appears.

3. In the Stylesheet Name and Description fields, make the required changes.

4. To assign security rights for users and roles for the stylesheet, select the Targeting & Security tab.

5. Click Save. You return to Stylesheets. For information about how to design a stylesheet, see
“Design a stylesheet” on page 208.

» Design a stylesheet
In the Name field, enter a partial name to search for an existing stylesheet.

1. From Site explorer, click Stylesheets. Stylesheets appears.

Warning: When you design and customize your website, we recommend you test the rendering of
your site in multiple browsers. For example, if your primary browser is Internet Explorer, we
recommend you also test your site with Mozilla Firefox. If your site renders differently, we
recommend you modify your stylesheets so your site has a similar look and feel in all browsers you

test.
2. Select a stylesheet and click Click here to edit this stylesheet under Action. The Edit stylesheet
screen appears.

If you create a stylesheet, first save the stylesheet properties. For information, see “Create a
stylesheet” on page 207.

3. To create custom CSS options:

a. Inthe tree view list on the left, select Custom CSS. The Custom Styles box appears on the
right.

b. In the box, enter the custom class and CSS for style options for a web page. For example,
enter “.pagecolor” for a custom class and “background:#FFBA58;” for the CSS.

Tip: Custom styles apply to a web page after the part and tag styles.
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If you create a custom class for a Menu 2.0 part, you must enter the custom class and the
CSS for the class in this box. For information about creating a custom class for Menu 2.0, see
“Menu” on page 92.

4. To define the default CSS for an HTML tag on the stylesheet:
a. Inthe tree view list on the left, click the plus sign beside Tags. The tag list expands.

b. Select the HTML tag to define, such as ADDRESS. The tag information appears on the right
side of the screen.

c. Inthe box on the right, enter the default style for the tag, such as “font-family: Arial,
Helvetica, sans-serif; font-size:12px; display: inline;”.

5. To override the default stylesheet:
a. Inthe tree view list on the left, click the plus sign beside Defaults. The default styles list
expands.

Note: The Defaults styles apply to common elements throughout your web pages that use the
stylesheets you select, such as Form Titles and Textboxes.

b. Click an element, such as .BBFormTable. The Cascading Stylesheet (CSS) information
appears on the right side of the screen, such as “border:1pt solid buttonface;”.

For information about part types and their corresponding style elements, see “Part Type
Element Details for Stylesheets” on page 210.

c. Inthe box on the right, enter CSS text to override the default style of this element.
6. To override a specific style class:

a. Inthe tree view list on the left, click the plus sign beside a style class, such as Job Board. The
list expands.

b. Click an element, such as .JobBoardPostLink:link. The CSS information appears on the right
side of the screen, such as “color:06C;text-decoration:none;”. If you override the
.BBFormTable stylesheet in Defaults, your CSS text information appears here as well.

c. Inthe box on the right, enter CSS text to override the style class.
7. To create custom styles and classes:
a. Click Custom CSS.

b. In the Custom Styles frame, enter your CSS text for the stylesheet. For example, you can
customize the body of an HTML Document part type or define classes to use throughout the
website.

8. To apply your changes, click Apply. The styles apply to all layouts, templates, and web pages that
use the stylesheet.

9. Click Save. You return to Stylesheets.

» Copy a stylesheet
You can copy stylesheets to quickly reuse or modify existing CSS styling.

1. From Site explorer, click Stylesheets. Stylesheets appears.
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2. Select a stylesheet and click Click here to copy this stylesheet under Action. The Copy Stylesheet
screen appears.

3. In the New Stylesheet name field, enter a name for the copy.

4. Click Save. You return to Stylesheets.

Part Type Element Details for Stylesheets

This section includes part types and their corresponding style elements. The graphics have meaning in
the way the part type and element appear. For example, if you see dashed lines around an element, this
indicates the styling applies to what is inside that element. For example, the Documents part has a
dashed box around the list of documents. The style BBDocumentDisplayTable applies to the entire list of
documents, not to each item in the list.

Warning: We strongly recommend your organization assigns full Administrator rights to only a select
number of users for Stylesheets. General users should not have access to stylesheets. Any change can
affect multiple web pages. We strongly recommend only users knowledgeable in all areas of website
design and the program perform tasks in Stylesheets.

For each part, styling appears one time for objects that have similar styles. For example, the Documents
part has an <HR> element between each listed document. The styling BBDocumentDisplaySeparator
appears on one <HR>; however, the styling applies to all. Default styles appear first. For example, this
graphic specifies that the element has two CSS classes applied to it — BBFormTable and
BBDocumentFormTable.

BBEFormTakle
BBDocumentt orm T akle

BBFormTable applies first, followed by BBDocumentFormTable. Most elements inherit styling from the
program default styles.

Warning: When you design and customize your website, we strongly recommend you test the
rendering of your site in multiple browsers. For example, if your primary browser is Internet Explorer,
also test your site using Mozilla Firefox. If your site renders differently, we recommend you modify
your stylesheets so your site has a similar look and feel in all browsers you test.

Each graphic appears using a small scale. For better viewing, access this section in the help file under
Stylesheets. Graphics appear as a thumbnail in the help file. For a full screen viewing, click the
thumbnail. To print the graphic, select File, Print from the Internet Explorer menu. To print the full
graphic, change your print setting to landscape.
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Directory
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Discussion Group- discussion
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Discussion Group- post reply
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Donation Form- billing information
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eCards - Choose your eCard screen
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eCards - Personalize your eCard screen
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eCards - Preview screen
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Email Forwarding Form
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Event Calendar- calendar view
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Tu Thy Fri ,
2 | CalendarViewCalendarContainer
< f i CalendarViewDay
<+
H I CalendarviewEvent I
i I CalendarViewToday |
|GalendaNlewToday |——} iToday (Th i
H Y . Fma Tl h H IC N
i : g [zeay (ds1+]: Long T | Calendary llcons

| CalendarVlewTodayText |

Event Calendar- event list

BBEFormTable
ListViewContainer

I BEFormTable I
| EventCalendarMame I

EventCalendarButtonBar

| BBFormTextbox I

EventCalendarButtons

List\iewTopRight

ListviewDatelabel

ListViewTopleft

EventCalFilter_Show
CalendarFilterContainer

41'1—' CalendarFilterSaveButton |
i
i

ListViewEventTima

:’—' ListViewEventTopGap
I List\ViewEventltemContainer
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Event Calendar- event details

|BBFnrmTabIe | |DeLa\lCapﬁonConLainer | |EventCalendaﬁ'artConlamel|

EventCalendarName | EventCalendarButtons

e

Upcoming Events -
| DetailCaption |—~‘

DetailEventTitle

EventCalendarButtonBar

DetallEventSubtitle

i EBFieldControlCell
BBFieldControlCell
DetailDateTime

i BBFisldControlCell

DatailEventDeatails

!

BBFieldCaption
DetailLeft

BBFieldControlCell (
DetailRight

CalendarEditButlons

|

BEFormButtonCell
CalendarEditButtonCell
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Event Calendar Group

BBFormTable
CalendarviewCon

BBEFormTable I

| CalendarViewTopMiddle |

EventCalendarButtonBar

| EventCalendarButions |

| CalendarV/

wTopRight |

EventCalendarMame »Upcoming Events - -
i

Il Calendary YearLabel

CalendarViewToplLeft CleseF '|

EventCalFilter_Show
CalendarFillerContainer

CalendarFilterSaveContainer

| CalendarFitersaveBut |

CalendarViewDayHeader -_
CalendarViewOtherMonthDay

CalendarView\WeekendDay

2 I CalendarViewCalendarContainer |

i CalendarViewDay

b

ViewToday

CalendarViewEvent |
:l

|GalandaNlewToday |——]» E’...-_. Thursday, Febr
s

CalendariewBottomlcons

| CalendarViewTodayText



STYLESHEETS 22

Event Calendar Highlights

| UpcomingEventContainer

| UpcomingEventTitle

! HighlightEventTitle |

| HighlightEventDate

i HighlightEveniTime |
MareEventURL
Event Registration Form
BBFormTitle BEFormTable EventProgressCelFuture |
| BEFieldCheckboxCaption | ‘ EventitemTitleName EventltemsTable ‘ T

< BEFarmTable
EventTable

EventPrograssCell
EventSectionHeader
Afternoon

|BBFnrmTI1le ] We will be meeting at the Playground Site for a brief meeting and introduction.
EventitemTitleDescription _ | We will then be taking the shuttle to Cobblestone House for tea and desserts.

BBFomTitle i 24 June 2006 at 14:00
EventltemTitleTime =

Alta Tennis Tournament

. H .
Full day tennis tournament BBListOddRowStyle

02 June 2007 at 07:30

Register Finish

S

wa)
£
w
§

BBFarmSubmitButton
EventSubmitButton

BBFarmButtonCell
EventButtonCell
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Event Registration Form- registration details

|EventhgressGeIlPast I IEventProgressCeIl

I I EventProgressCellFuture I

BBFormTable
EventTable

Step I: - Step 3: Step 4: Step 5:
Start Attendees Register Finish
')Ulmm[ty and Pricing
Ever jeader | " |
— {Agacaonh Lea { g .
[Eventtemsselecsoncic | e s Aduit Attendees. 4 } £75.00 ea, -
0 = Child Attendees: 4 £50.00 ea. ILJ_‘%
N q[-—| BBListEvenRowStyle |
BBFor ist
T e R iy G000 521

EventliemsSelectionGrid

>

Previous | I!exl|
-~ A

BEFigldConirolCell

EvertlitemRegistrationControlCeliDescription

FieldCanirolCell
EventltemRegistrationControlCellNumParticipants

Event Registration Form- participant information

| BBFormSubmitBution I

I EventProgressCellPast

I I EventProgressCell

I EventProgressCellFuture I

BBFormTable
EventTabla

EventSectionHeader

Ever id

| SummaryGridEventTitle I

EvertltemRegistrantsEventhame |—

| EventltemRegistratsHeadar |—

Step 1: Step 2: Step 4: Step 5:
Start Prices Register Finish
pAttendees
-~ — — — — II EvertTicketsHeaderCell |
_i i i i 1 Ever urrent
f
Event/ uture

‘! | EventAttendeesOverallTotal

—-Afternoon Tea

§

| Ever tControlC

'!‘r' T —| BBListEvenRowStyle |
I
i
I

BBLisEvenRowStyle I

i
:t-——| BBLIstOddRowStyle |

BBFieldControlCell
EventltemRegistrationControlCellPrice

[ BBFieldCantrolCell

| EventltemRegistrantContralCell

| BBListEvenRowStyle I

BBListOddRowStyle I
| BBFisldCaption

BBFormSelecilist
| EventltemRegistrantSeleciList

. —Hi»! Attendee 14 <Please Select <
|—} ! Attendee 2: |<Please Select =
Attendee 3: | < =l \_
Attendee 4: |< =
o) 1Child
Attendee 1: | < |-
Attendee 2: [< 7]
Attendee 3: | < =l
] »Attendee 4: | <Please Select> =

Previous | Next

BBFormSubmitButton
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Event Registration Form- summary
[EvertProgressCeliPest | EventProgressCell | | EyentProgressCellFuture I
Step 1: Step 2: Step 3: Step 5:
Start Prices Attendees Finish
’E’dyln(tm
|SummawGlidEuemTiﬂe '—‘__’ s
Eor id ! Alts Ten: ‘ : ¥ v v IEventTicketsHeaderCell I
A 4 * EventTicketsBodyCell

First name: |

Surname: |

IEvcu tAttendessOverall Total
Billing Information

Title: -

Billing Information uses
the same class information
as the Donation part

Facebook Profile Link

Would you like to link yvour online account to vour Facebook account?
No, I do not have a Facebook account

Yes. link mv account to my Facebook account

BBMameLink

Click here to contimie

Form Display

Form Display — form list

BBFormDisplayliem

T Sm.l;...._‘.._.,_.,_...._..‘ BBFormDisplayMewFormListOddRowStyle I
§ Wil 1

H BBFormDisplayMewFommListEvenRowStyle ‘

____________________________________________________ B _:'\{ BBFormDisplayNewFormList ]

BBFormDisplayFormDisplayMame

My Forms

BEFormDisplayStariedForm
Log Out

You are logged in as Bryani23

BEFarmDisplayDeletelink

|
el etete Frint | ,_ e f s oSt |
: _p_r Nt Yiew sta

1 BEFormDisplayStartedFormStatus |
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Form Display — form

| BBEFormDisplaySequenceMapFutureStep

’ BBFnrerIspIaySequenoeMapPrevlwsSlepl | BBFormDisplaySequenceMapFutureStepltem

| BBFormDisplaySequenceMapFirstStep BBFormDisplaySequenceMapCurrentStep |

BBFormDisplaySequencaMapCurrentStepltem |»

1
i \Applicant} |
\

s;J Parent/Guardian 1 | | Parent/Guardian 2 Sibli
1
7

=

———

BBFormDisplaySequenceMapStepLink rm;ui.:.e : Bavie L,/IBBFnrerlsplaySequenoeMapLastSlep |
1

Address

BBFormDisplaySectionLabel

City

P |

Country [W

Applicant Contact Information

Home Phone |

-
|
1
]
]
1
]
1
]
]
d BBFormDispla
State | <Select> v |
]
]
1
]
1
]
]
1
]

[ N
BEFormDispl
Cell Phone | | SSrermHisniy

| | BBFormDispl quencelMaphlavigationPreviousButton

ionButton | ]BBFnrerIspIaySequenoeMapComent

_____ e

BBFormDisplaySequenceMapOptionalContainer |

| BBFormDisplaySequenceMapMavigationContainer [
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Form Display — fields

‘_/I BBFormDisplayTextContainer
]

BBFormDisplaylmageContainer
1

BEFormDisplayRequiredFieldMissing Text |

|BBFnrmDI9pIayTax|hnx |
'/IJBBFnrerIspIayRaqulredFleldh.iarket |

i e
BBFormDisplayFieldCaption i~ " _}_RE q'u"e{j"- --I :4—| BBFormDisplayTextboxContalner |
- LTE'XI field 1| i

—

Text area |

)
1
1
1
: BBFormDisplayTextArea 1
! 1
\

' . .

! Radio button list |
1

! | BBFormDisplayRadioButtonList |_.|

. !

! [

1
1
|¢—| BBFormDisplayRadicButtonListContainar |
1

1
BEFormDisplayHelpContainer LI
== Y

“l‘/l BBFormDisplayDropdownContainer |
)

I

: H BBFormDisplayCheckboxContainer |
1 J

f I3 | ‘I

1 o T |

H Checkbox list | [ jrepq o BBFormDisplayChackist !

: : . ! L/IBBForerispIayCheckboxLileomainer |
I I O tem2 1 I

1 1 ] :

1

1 \ J

T

1

!

Ry
1
p—' BBFormDisplayEmailContainer |
1
-

Applicantinio

=

= (EW

company application f
Pending Interview with one or both parents

Complete 1152007

Transcript received Pending Needed only if student is transferring from another school
Invited to enrol Pending

ChecklistltemList

Fundraiser
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Fundraiser - Activity Log

FRBullonTextAclive | FREullonText [ FRParicipaniName | [ FRGoalText |
% @ Michael C] Andrews
My My Send Address  Offiine
Home  Activity Log Web Page Thanks Book Donations
BEFor ist

ormTitle
FRFomTitle

:

[FROashBoardsectionHeading |—H People
.

FRFieldSetCaption

-

S8FormTable

FRDashBoardSection B unopened email

|

7=

r 1
88FormTable H : i
FREarmTable . SamuejllOgmiJene $50.00 i
i :
- Vi k4 Offtine Donatidn 6/3 /2005 $50.00 ol
i H Sent Appeal 6/3 /2005 Opened: 6/8 /2005 View Email L
i 4 Sent Thank Yo 6/3 /2005 Not Opened View Email i
e s R S — ? __________ ? _____ .
FRDashCaptions Message FarmReadonlyValue | FRDashLink I
FRActivityReportName | ’-EEMessage FRText

Fundraiser - Home page

= @ Q

[ FRParticipantiame | [FRTeamName |

Michael C. Andrews

Team A

$60.00 FRGoalTaxt

n My Send Send Address  Offfine
FRButtonTexiActive Home Activity Emal Thanks Book Donations -:
== 1 BBFormValidatorSummary
e e ! FR\alidat nmary

BBFarmTite
FRFarmTithe

| FRDashBeardSectionHeading Tl:l Do
i
h

FRT i : i
[ FRToDoNewDonationsText HI-P.” have 1 new donation
FRToDolmgCell Y nd Than Em

FRDashLink .
FRDashBoardSection &

[
r

My Web Page

My Details
1. & 17E T BBFormSubmitButton
soal: §175.00 | Update FRSubmitButton
Raised: $ 60.00

] FRDashLink

FRTeamGraphFooter Number of Visits:
Date Last Visited:

6/
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Fundraiser - Join Options screen

| FRProgressCellPast | FRProgressCell FRProgressCellFuture

L}
FRPragressindicator . 5‘!11 1 |- Step 2: Step 3: Step 4: Steph: Step 6: Step 7: E
Register Join Event Attendees Payment Confirmation My 1
D H

Options Options

BEFormTitke BOoi
LoginFormTile oin
Set Individual GOJ‘

FRSectionHeader I

Individual Goal:
k

M,
N

$in Options%

(minimum: $250.00)

BBFormTexthax
LoginFormTextbox

® Join as an individual
O Join an existing team

O Create a new team

ey

)

BBFormTable

LaginFormTable BEFialdCaption

LaginFieldCaption

Fundraiser - Search for Participant screen

BBFormTitle BBFormSubmitButton
FRFormTitle FRSubmitButton

Y
BBFieldSet - |Andrews
F rehFleldSet — Hame: Search
BBLsingHeading | s B i
FRListingHeading CompanyTeam Team :
L]
-------------------------------------------------------------------- L)
BELisOddRowStyle _ | r———
FROddRoWStyle e Debbie Andrews { | BBFormSubmitBution
BBListEvenRowStyle | o Tamie Andrews Nucor Join | Product Dev
FREvenRowStyle

Fobin Andrews Join | Blackbaud [ 3ein | Products

PagedListFooter
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Fundraiser Dashboard

BBFormTille
FRManagerFormTitle

FRManagerDashCaptions | BBFormTable

fionToolbar |

FRManagerDashBoardSectionHeading

BBFormTable
FRManagerDashBoardSection 79

EE’SUUIOU‘-

egate Goal:
Fund Goal: £1,500,000.00

|§:::n:;:t:g’ashw dSection |_; Donations: received: 9 £265.00
Online: received: 5 £85.00

Offline: received: 4 £180.00

kaverage Donation: £29,44!

i1 Largest Single Donation: £100.00

Donor who gave the largest donation:

Valerie Andrews

'!C-eciuteci with the largest donation:

Michael C. andrews i

22

Total Personal Page Hits:

BN raised [ goal [ raised over goal
Giving History
BBListingTabla Bor Tl BEMessage
st HE " ormTitle

G'mgH'Emrius"mTah'& GivingHistoryFormTitle | GivingHistoryMessage I
: ¥
! Y
| Giving History
|
i
|04 as| ersonal ec ,000.004 T—

09/29/2004 Cash Credit Card $6,000.004 GivingtiistoryOddRowsiyle

i 09/29/2004 Cash Credit Card $6,000.00
i 09/28/2004 Pledge Cash $1,000.00 BBListEvenRowStyle
109/20/2004 Cash Credit Card 45,000.00 GivingHistoryEvenRowStyle
i 09/20/2004 Cash Credit Card $5,000.00
106/15/2004 Cash Cash $75.00
i 06/15/2004 Cash Personal Check $50.00
06/06/2004 Cash Cash $2,000.00
E 02/02/2004 Cash Personal Check $25.00
111/14/2003 Cash Personal Check $100.00
i 06/25/2003 Cash Cash $50.00
106/13/2003 Cash Personal Check $300.00
i 02/02/2003 Cash Personal Check $50.00
10171572003 Cash Personal Check 4100.00
i 05/30/2002 Cash Personal Check $100.00
o1/25/2002 Cash Cash $1,000.00
E 1171672001 Cash Cash $100.00
1108/01/2001 Cash Cash $250.00
i 06/27/2001 Cash Cash $100.00
|
|
i
|
I

PagedListFooter PagedListFooterLink

Giving Search
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Giving Search - search screen

BBEFormTable
GivingSearchFormTable BBEFormTitle GivingSearchFormTitle GivingSearchForm

y
E BEFieldControlCell
H GivingSearchFieldControlCell
BBFieldCaption = H
GivingSearchFieldCaption —I—Hj Fund ID i H
H (]
: H
BEFormSeleciList ! i
Givi earchFormSeleciList N v
nes i i Category ; Y =5 HEH _/
! H e e ) HEH
H i
1 1 Type = i
0 ]
i | Start Date | 4_5_5_ BBFormTextBox
[ i 1 | GivingSearchFormTextBox
i i
i 1 End Date | i
! H i
i | Campaign Descriptions: | i
I ]
b | ]
! i
BEFormButtonCell : ! | BBFormSubmitButton
GivingSearchFormButionCell ! : GivingSearchFormSubmitButton
H
i

______________________________________________________________ i
BBFormTable : [BBListingTable |

:
NewsReaderFormTable :' Wearch Results

GivingSearchPagingButtons |

BEFormSubmitButton
GivingSearchPagingBution

2003 Anmal Fund
Anmual
01/01/2003

2003 Membership Fund

Membership i

01/01/2003

GivingSearchResullFieldMame |

: 2004 Membership Fund
i Membership

01/01/2004

2005 Anmual Fund

01/01/2005

H Annual

HTML Editor
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Copy and Paste the following code where you would normally publish HTML content checkbox

BEFieddCaption
HTMLPublishingHelpText

Copy and Paste the following code where you would normally publish HTML content. |
<hl=Community == :
Health</hl=<hr/=< |* ;

BBEFormTaxtArea
HTMLUPublishingTextArea

MatchFinder
MatchFinder- only if you use MatchFinder Online

€ | Matching Gifts - Microsoft Internet Explorer - J|Ld

i
ﬂ[{‘ Matching Gifts e -
BBFarmTable :
MatchFinderFormTable
BBEMessage .
MatchFindarMessaga

BBFormTexthox
DonationCaptureTextbox > —

[ w— T__ _______________________

|BBFOrmSubrritBuﬂon I T ’T ----- - ninilntetiniuintelietelnieledeinletstinietistntetetedietntel ittt
; diching Gitt data provided exclusively by BBFormTable

MatchFir MatchFinderFormTable
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MatchFinder- only if you use MatchFinder Online

! €] Matc hing Gifts - Microsoft Internet Explorer Tiﬁ I

=

@ Matching Gifts

BBFormTable - —— ! BBListOddRowStyle
. "1 General America Distributors, Inc -+ X
MatchFinderFormTable i (General American Insurance Compan H MatchFinderOddRowStyle
i (General American Life Insurance Company i
i iGeneral Atomics Technologies Corporation (GATCO -+ { BBListEvenRowStyle
H General Cinema Beverages, Inc. MatchFinderEvenRowStyla
1

MatchFinderResultsList

General Dynamics Corporation

General Dynamics C4 Systems

General Electric Company

General Electric Capital

General Electric Capital Auto Lease Inc.
iGeneral Electric Capital Services, Inc.
General Electric International, Inc.
General Energy Corp

General Farebox Service of Atlanta, Inc.
(General Foods Credit Corporation

PagedListFoctar
PagedListFooterLink

BBMessage
MatchFinderMessage

| DonationCaptureLink i

MatchFinder- only if you use MatchFinder Online

&1 Matc hing Gifts - Microsoft Internet Explorer g@

@ Matching Gifts
@ :[ ‘Y es, this is my company ]

BBFormTable e T
MatchFInderFormTable “t Matching Gift Details for Norfolk Southern Corp. (as of 521/2004)
- - Min. Gift: 50.00 Match Ratio: 1:1
::E::ﬁ:::’;:mscﬂmm Fhlax. per Gift: 25,000.00 Deadline: 90 days after receipt of gift
Max. per Employee: 25,000.00 Web Address: hitp://'www.nscorp.com
BEFormReadOnlyValue N ies, performing arts groups, botanical and zoological societies are also
MatchFinderDetails\Value ehgitte—toreceive matching gifts. Retirees gifts are capped at $10,000 per year.

For more information, please contact:

Name: JK Group
Paosition:
Phone Number: 866-237-1465
Fax Number:

i
1
1
i
1
i
1
1
i
1
i
1
1
i
1
i
|
1
Gifts by check {not cash) are matched. $10,000 for retirees is the maximum i
i
1
i
1
1
i
1
i
1
1
i
1
i
|
1
Syqiftsiareasymatch.com i

i

DonationCaptureLink
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Membership Form
Membership Form - step and page sections

BBSequenceMapCurrentStep
MembershipSequenceMapCurrentStep

BBSequenceMapStep
MembershipSequenceMapStep

BBSequenceMap
MembershipSequenceMap

Py

BBSequenceMapContertHeader
MembershipSequencelMapContentHeader

venceMapContent
MembershipSequenceMapCaontent

Program Zoo

venceMapContentContainer

Music Hall of Fame MembershipSequenceMapCantentCantainer

State Museum

BBSeq eMapCommandContainer
MembershipSequenceMapCommandContainer

BBSequenceMapMavigationLink
MembershipSequenceMapMavigationLink

Membership Form - select a program

MDHeader
MDHeaderTxt

il‘.‘]embership Program

E Library Membership}

—i MDSeaction |

MOSelectorContainer e e i MOF ist
I f | MDLI
MDDescriptionContainer :

MDDescripti !

MODescriptionTxt |

N
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Membership Form - select a level

[ vaTop —

MDHeader
MDHeaderTxt

MDStepiumber |

MDSteplink

MDStepMame

MDStep

MDStepContainer

MDSteps

MDHeader WizardProgressionButtons
MDSectionMame WizardStepMext
BBWizardScrollContainer : WizardProgression
MDSelectorContainer B "i—

MDHeader . t a MODescriptionContainer
MOHeaderText i

MDDescriptionText

j Patron -$10,000.00 L MDDescription
MDLI1 . ) _

Student - $100.00

15 Patron of the L

Visitor

( MOLevelsList
A occasional visitor and supporter of the Librar

WizardScroller
MDSection

¥ ! WizardProgressionButtons

P | et

Membership Form - select types and terms

Types & Terms

MDDescription
MDDescription Txt

R |7y

MDHeader
MDHeaderTxt
MDTypesList

MDLI1
MDSelectorContainer

MDHeader
MDHeaderTxt

| MDSelectorContainer

2 years - $150,000.00 MDTesmsList

Lifetime - $300,000.00
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Membership Form - registration

Registration

Registration

F 3

4—| ReghddiUsers

F 3

I RegAddiUsersList

I RegCaptureBioFields

Previous

Hext

Membership Form - payment

Pay

| MDSection I

B8FormTable .
DonationCaptureFormTable ¥

BBFormSelecilist
DonationCaptureSelectList

BB0NFieldCaption
DCFieldCaption

BBDwListingHeading
DCListingHeading

= BBRequiredMarker

| DonationCaptureFormTable e

BBFormSelectList
DonationCaptureSelectListNamow

-3

BBFomTextbox
DonatiorCapture TextboxWide

BBFomSelectlist
DonationCaptureSelecilist

| DonationCaptcha :

BBFieldCaption

DonationCaptureFieldCaption
DonationCaptchaCaption

DonatiorCaptureFarmTable
| S

| DonationCapichaControlCell |

| BBFom Textbox

| DonationCaptureTextbaxWide




Membership Form - review

STYLESHEETS 24

Review

Review

<—| MDSection

I MDConfirmationData

| MDConfirmationText |

I MDConfirmationLabel |

Membership Form - confirmation

Library Membership

Confirmation

MembershipDisplayConfirmationData

:

'Y

MembershipDisplayConfirmationHeader I—:—/ e
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Membership Form - Status tab

MDStatusList

———
MDStatusLIContainer

| Ui-tabs-salectad

Ui-tab: t

e ]

Ui-tabs-nav
I A

-«

— == " " |
MDHeader

MDStatusHeader

“_|' Ui-tabs-panel

MDStatusinforLl
—
MDStatusinfol bl

| il

| MDStatusinfoTxt

MDHeader Txt
MDStatusHeader Tat

MDSiatusLIOdd |
I MDStatusinfoContainar

« Library Membership - Scholar

I MDStatusinfolist

Membership Form - History tab

I MDStatusLIEven

MDHistoryLIContainer

MOHistoryList

Ui-tabs-selected

Ui-tabs-unselect |

L

leader |
MOHistoryHeader |

o T p—

MDHistorylnforL|

MDHistorylnfolbl

MDHistorylnfaTxt |

MDHeaderTxt
MDHistoryHeaderTxt

[MDHisiaryLIodd |

[ MOHsoryInfoContaner

« Library Membership

Patron

| MDHistorylinfoList

« Library Membership

Scholar

My Friends

MyFriends_Fieldset

MyFriends_ContainerDiv -

MyFriends_llemStyle
MyFriends_FriendltemPaneal

]

’ 7
] H

i 5
Photo Photo Photo H Photo
i Unavailable Unavailable Unavailable i

i H

i i
i i

' . i i R
i_.\'ﬁchacl User B}'IEC_IEI._E;SCT _____ Tom I_,_s_er__ ;

! MDHistoryLIEven

MyFriends_OnlineStatus

IMyFriends_Fmﬂlelrnage |

i MyFriends_MNameText |
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Modals
Use CSS to edit dialog windows.
[BBModalDialogContent

| BBFormValidatorSummary |

Turn your I

Vacations
info
Donations

Norfolk Marr...

: BBFieldCaption |

Browse._..

[ BBMeodalBackground | [ BEMedalDialog |

Page Sharing

| BEMedalDialagButton |

| BBFormRequiredFieldMarker |

SEFieldControlCall |
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Page Sharing - web page display

Nate:!
The PageSharingLink hyperlink is styled to
display:nons by default.

PageSharingLinkimage PageSharingContainer
PageSharingLinkText

PageSharingList
PageSharingLink

PageSharingListitemLink PageSharingListitemLinkText |
PageSharingListitam

PageSharingListitemLinklmage |

Page Sharing - Share by Email screen

BEModalDialog

BEModalDialogTitle

:t‘&f.!l L e e cc e ccc e e m e e e e e e el e ——— ——

[l Share by Email

PageSharingContrelCell

BBFormRequiredFieldMarker ]

PageSharingFleldContainer

PageSharingControlHelpText ]

PageSharingFormTextArea

e ———————

} PageSharingCaptchaActionLinkContainer

______________________________ - PageSharingCaptchaActionLink ]

PageSharingMadalActions

PageSharingCancelButton
PagaSharingSubmitButton
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Payment

PaymentPart Grid PaymentPanGrd_Header PaymentPanGrd EvenRows | | PaymentPanGrid_OddRows

Donatior] (2002 Membership Fund) -- $500.00 has been added to your pending transactions.
-‘r- -

:- ------------------ L
FaymentParClearLink Clear transactions CheckoFl

BBFormSubmitbutton
PaymentParSubmitBution
BBFormTable
DonatlonCapturaFormTable
BEFormRequiredFieldMarker
l DonaticnCaptureRequired FieldMarkar
BBListingHeading mmm e mm e e e e mme e mmm—m—m——e—— = —me—m e ——emmm e mm—————mm—me———— - ———————
DonationCapturelListingHeading Billing Information
BEFieldCaption T T R
DonationCaptureFieldCaption il I
BBFisldControlCel Eirst namg3{Supenisor !
DanationCaplureFieldContraiCell | .I P H
-y
Last name: [User g

i E United States '|§

BEFormTaxtArea . ~
DonationCapture TextArea -

BEFormTextbox Citv: L
DonationCapturaTextbox sl
BEFormSeleciList S‘IaI!"F Please Select> ¥ |
DonationCaptureSelectList ZIP: I

Phone: |

BBFormTextbox I Eenail- [
DonationCaptureTextboxWide | =

Payment Information

Payment Method: & Credit Card © Bill me later

Cardholder's Name: [Supenisor User

Credit Card Number: |
Card Type: v |

BBFormSelactlist R H ]

DonationCaptureSelectListNarrow —Ciﬁﬁpmﬁ-l—_h I j i

1)

Fﬂnﬂmm ’——Gard—StemGodﬁ[» ?

DonationCaplureTextboxMNarraw

gzmldcmdmmapm" | o My company will match my gift

nationFieldCheckboxCaption |
5 _Pay now |
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Payment Summary

| PaymentPartGrid | | PaymentPartGrid_Header || PaymentPartGrid_EverRows || PaymentPartGrd_OddRows |

Amount|i
................. I
M $260.008
Y ST5.008
_______________ i
TOTAL : $335.001i
BBFormTable oy .
PaymentPartPaymentTable B:.ﬂmg I BBFomR oty VRIS
BBListingHeading Title: s “ DonationCaptureRaadOnkyValue
DonatiomCaptureListingHeading First name: .
BBFieldCaption
DonationCaptureFieldCaption i
Pl pi »

BBFigldControlCall
DonationCaptureFieldControlCall

Payment Information

Payment Option: credi: Card

Cardholder's Name: so: smic

Credit Card Number: sssssasssssassajjj)
Card Type: riza

Poll
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Profile Form - User Login section
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Report (Email)
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Scrolling Donor Display
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Survey- questionnaire

BBMessage
SurveyAnswerRequiredMessage

BBFormTable
| SurveyTitle | | [BEFormTite | | SurveyFormTable _}

A J

BBFormTable
SurveyQuestionTable

BEFormTextbox
SurveyOpenEndedAnswerTextbox

BBFormTextArea
>
SurveyOpenEndedEssayTextArea

BBFormTable !

SurveyAnswerTable } ] X
i S ———

| SurveyanswerTabloHeagerRow M Furniture Textiles Pottery

| SurveyAnswerColumnHeading I i *

ITECT L g w L

Furniture Textile Pottery Building

BBListOddRowStyle
SurveyAnswerTablaOddRowStyle

BBListEvenRowStyle
SurveyAnswerTableEvenRowStyle

BEFormSubmitButton
SurveyButton




252 CHAPTER 5

Survey- response
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Suggested Content
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Transaction Manager - Edit Gift Details Form
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User Interests Form
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User Photos Form - display page
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In Image library, you can upload and store images for your website. After you upload an image, you can
use it repeatedly on your website. For example, you can upload an image of volunteers at work on your
latest project. You can then use the image on your Welcome page, Volunteers page, and What'’s
Happening page.

Upload Images

When you upload images to Image library, the program stores them in a category folder. The Images
folder is the root folder on the Categories tab, and it contains all subfolders. You cannot edit or delete
the Images folder. To add a folder, click Click here to create a new category on the Categories tab. You
can also add a folder to Image library when you upload or edit images.

After you upload images, you can display them throughout the website. You can also allow website users
to upload images.

Note: On the Settings tab in Sites & settings, you can require approval before the program allows
users to post uploaded images. Under User Image Options, select Require approval for all images
uploaded by users. When you select this checkbox, you must approve the images that users upload
before the users can post them on your website. You can also limit the number of images users can
upload, set a maximum size for images, and select a default category for uploaded images. For
information, see the Administration Guide.

» Addimages to Image library

1. From Site explorer, click Image library. Image library appears.
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2. Click Add images. The Add images screen appears.

Select images for upload Image options
Add images = Category:

Osample

[D1internal

DProfiIes

[Crersonal pages

x d

|:|H0me page

MNew category:

Add

Approve

3. Click Add images. An upload files screen appears.

Note: If you do not allow Flash files in your browser, five Browse buttons appear in place of the Add
images button. When the browser does not allow Flash files, you must select images one at a time,
and you can only upload five at a time.

4. Select images from your hard drive or computer network. Thumbnails appear under Select
images for upload.

Tip: Images must be *.bmp, *.gif, *.ico, *.jpeg, *.jpg, or *.png files. In addition, each file must meet
the size limit for images. The web.config file limits images to 4 megabytes, but administrators can
further restrict the maximum size on the Settings tab in Sites & settings.

5. To add more images, click Add images again. You can upload images from multiple locations.

6. Under Image options, select a category folder to store the images. You can select multiple
folders. If you do not select a category, the program stores the images in the root Images folder.

7. To create a category folder, enter a name in the New category field and click Add. A checkbox for
the folder appears. When you upload images, the folder appears on the Categories tab.

8. To approve the images for your website, select Approve.

Note: If you select Require approval for all images uploaded by users on the Settings tab in Sites &
settings, you must approve the images that website users upload. Until a system supervisor approves

images, they are only visible to the user who uploads them. To other users, they appear as “Photo Not
Available” graphics.
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Click Next. The Edit images screen appears.
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Select image properties

MName:

Blue hills.jpg

Caption:

URL: http://vm-prs-625/view.image?Id=4250

MName:

Sunset jpg

Caption:

URL: http://vm-prs-625/view.image?Id=4851

10. In the Name fields, enter names for the images. The names are for internal use and do not

appear on your website

11. In the Caption fields, enter captions to appear with the images on the website.

Note: The URL field displays a link to the web page that stores the image. The image ID is at the end

URL.

12.

Click Save. You return to Image library.

Edit Image Properties

After you upload an image to Image library, you can edit its properties as necessary. You can replace the
image, change its name, write a caption, select a different category folder, and change the approval
status. You can also preview a larger version of the image and change targeting and security. If you
include an image on multiple web pages, changes in Image library affect all instances.

» Edit an image’s properties

1.
2.

From Site explorer, click Image library. Image library appears.

In the gallery, locate the image. To search for an image, select the Search tab.

¢ To search by name, use the All or part of the image name field.

e To search by ID, enter the ID in the Image ID field.

Tip: The ID is at the end URL for the web page that stores the image. You can view the ID in the URL
field on the Edit images screen when you upload images or on the Properties tab of the Image
Properties screen when you edit an image.

e To search for an image contained on a specific part type, use the Type of image field.

* To search by approval status, use the Approval status field.

* To search by category folder, select the folders under Selected image categories.
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Click Search. The gallery displays the images that meet your search criteria.

3. Under the image, click the Edit button. The Image properties screen appears. Under the image
thumbnail, the program displays the dates when the image was uploaded and last modified, the

user who uploaded it, and the category folder where it is stored.

Tip: From the Image Properties screen, you can access user records for website users who upload
images. On the Properties tab, click the user’s name under the thumbnail. The User editor page in

Users & security appears.

Image properties

Sunset.jpg

Created: 6/17/2010

Updated: 6/17/2010

Cwner: Supervisor User

Album: Site Images

Properties | Preview  Targeting & security

URL: http://vm-alg-bbec/vm-alg-bbec/view.image?id=398

Approve

Mame: Caption:

Sunset. jpg

Photographer: Date:

Category:

D Home page
[Ointernal
[JPrersanal pages
[ erofiles

D Sample

Mew category:

Add

Choose a different image:

riginal file: Syn<et. ing

Browse...

4. The URL field displays a link to the web page that stores the image. To preview the image, click

the link. You can also click the thumbnail or select the Preview tab.

5. To approve the image for your website, select Approve. To restrict the image from your website,

clear the checkbox.

Note: When you select Require approval for all images uploaded by users on the Settings tab in Sites
& settings, you must approve the images that website users upload. Until a system administrator
approves images, they are visible only to the user who uploaded them. To other users, they appear as

“Photo Not Available” graphics.

6. In the Name and Caption fields, edit the name and caption.

7. In the Photographer and Date fields, enter a source for the image and when it was created.
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8. In the Category field, edit the category folders that store the image. You can include images in
multiple folders.

9. To create a category folder, enter a name in the New category field and click Add. A checkbox for
the folder appears. When you save the image, the folder appears on the Categories tab.

10. To replace the image, click Browse beside the Choose a different image field. An upload files
screen appears. Select an image on your hard drive or computer network.

Tip: Images must be *.bmp, *.gif, *.ico, *.jpeg, *.jpg, or *.png files. In addition, each file must meet
the size limit for images. The web.config file limits images to 4 megabytes, but administrators can
further restrict the maximum size on the Settings tab in Sites & settings.

11. To preview the image, select the Preview tab.

12. To enter security settings, select the Targeting & security tab. For information about this tab, see
“Targeting & Security Tab” on page 22.

13. Click Save. You return to Image library.

Photo Albums on Your Website

Depending on their user roles on your website, users may be able to post photos on some pages on your
website. In areas where users can post photos, they use albums to manage photos and to select them
for your website. The areas where users can manage photos include personal pages, the user
networking site, user photos forms, and slideshows.
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On personal pages, user photos forms, and slideshows, users can only upload photos to their photo
albums and select images to display on the website.

Insert Image

My Albums > Album #1 Upload to Album

~ Please select an image.

4 photos meet selected criteria

Page 1% |of 1

Cancel

Note: When you select Enable Photos for a User Networking Manager part, security options appear
when a member creates an album. The member can make the photos viewable by everyone, friends
only, or just the user (private). Aloum security applies to all areas where the photos are used in the
website, including slideshows, personal pages, fundraiser personal pages, and profile displays.
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On the user networking site, users can also create and delete albums, designate default alboums, and
select whether to allow other website users to view images in the albums. In addition, they can enter
captions and other data for the images, copy or move images to other albums, select images as album
covers and profile pictures, and delete images in their albums.

Home Messages Friends Groups Photos Preferences

Photos

Create Hew Album =/ My Photos

Album #1

Photos: 4 Edit Album
Created:
4/9/2009 Last Updated:
4/13/2009

View Album

album meets selected criteria Page 1 % |08 1

Note: If you integrate your website with Facebook, users can integrate user networking and Facebook
accounts. For users who integrate the accounts, an Add Photos from Facebook link appears when
they upload photos to your website. Users can click the link to import photo albums or individual
images from Facebook. This feature applies to all areas of the website where users can access photo
albums. For information about how to integrate with Facebook and the features that appear on your
website, see the User Networking Guide.
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As your organization and your users add pages to your website, the Uniform Resource Locators (URLs),
or web addresses, to those pages can become long and unfriendly for your website users. With Friendly
URLs, you and your website users create URLs for pages on your website that are short and user friendly.
For example, if you support user networking on your website, a website user can create a profile page
for her user networking account. When she creates the profile page, she can create a link to it that is
easy for her and other users to remember, type, and verbalize to other users. In Friendly URLs, you can
create friendly URLs for pages and manage the links created by your organization and website users.

Create a Friendly URL

You can create friendly URLs for promotional reasons. For example, reunion is approaching and you
need to mail reunion brochures. You can create a friendly URL, such as
“www.domain.org/reunion2009,” to promote in the reunion brochure.

You can also create friendly URLs to link to another website. For example, you can create a friendly URL
to link to an elected official’s website. When you create a friendly URL, we recommend you keep it short,
simple, and easy for users to remember and verbally communicate. Friendly URLs are constructed as
extensions of your website’s domain. For example, a friendly URL to a web page about your
organization’s annual walkathon could be “www.domain.org/walkathon.”

Note: The domain name entered in the Site URL field on the Settings tab in Sites & settings
determines the domain that appears in friendly URLs for your website. For more information, see the
Administration Guide.
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» Create a friendly URL

You can define a friendly URL for any page on your website. You can also create friendly URLs for
pages in Pages & templates. Website users create friendly URLs for personal pages for the Chapter
Manager, Fundraiser, Personal Page Manager, or User Networking Manager parts.

1. From Site explorer, click Friendly URLs. Friendly URLs appears.

Friendly URLs

4+ Mew friendly URL @ Help

Define and edit Friendly URLs available for this site. A Friendly URL can be defined for any page
Filter by Site: Filter by Friendly URL:
& BB # Filter
Action Friendly URL Creator/Owner
7 K http: AAwww blackbaud.org/netcormrmunity/walk athon Supervisor
P httpffwww blackbaud.org/netcommunity/walk athon/donate Supervisor

1 Friendly URL meets selected criteria

Target URL

Ewalkathon
Wwalkathon

2. Click New friendly URL. The New Friendly URL screen appears.

New Friendly URL

Specify the friendly URL.

Specify a page for the friendly URL.

(@ site page O Text Link

http/dwew. blackbaud, comy/ netcornrmuanityy’ Check Availability

3. Under Specify the friendly URL, the domain entered in the Site URL field on the Settings tab in
Sites & settings appears. In the field, enter the remainder of the URL for the friendly URL. For
example, for a web page about your organization’s annual walkathon, enter “walkathon.”

When you create friendly URLs, you can define the site architecture. For example, you can create
a friendly URL of “www.domain.org/walkathon” for a web page with general information about

your walkathon and “www.domain.org/walkathon/donate” or

“www.domain.org/walkathon/donate.html” for the Donation Form associated with the event.

Warning: The disabled part of the URL remains in the friendly URL. A “friendly” URL is defined by the
URL information you enter in the field. If “/netcommunity/” appears in the disabled part and you want
to remove it from URLs, you must uninstall and reinstall the program. Additional technical steps are
also required. For more information, visit www.blackbaud.com and access BB529196 in
Knowledgebase.

4,

To verify the friendly URL entered is available, click Check Availability next to the field. If the link

is available, a success message appears.

If the URL is not available, adjust the link entered as necessary.

Under Specify a page for the friendly URL, select the web page for the friendly URL.
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* To search for the web page, select Site Page and browse to the page to associate with the link.

¢ To enter the target URL for the web page, select Text Link. A field appears for you to enter the
full URL.

Tip: If you are creating a friendly URL to link to an external website, select Text Link and enter the
external target URL in the field that appears.

6. Click Save. You return to Friendly URLs. In the grid, the new friendly URL appears.

Edit a Friendly URL

After you create a friendly URL, you can adjust it, such as to correct a typographical error or associate it
with a different web page.

» Edit a friendly URL
1. From Site explorer, click Friendly URLs. Friendly URLs appears.

Friendly URLs

4 New friendly URL @ Help

Define and edit Friendly URLs available for this site. A Friendly URL can be defined for any page

Filter by Site: Filter by Friendly URL:

&) BB & Filter

Action Friendly URL Creator/Owner Target URL
P http i ffwww blackbaod.org/netcommunity/walk athon Supervisor Ewalkathon
P http i ffwww blackbaod.org/netcommmunity/wallk athon/donate Supervisor Walkathon

1 Friendly URL meets zelected criteria

2. Inthe grid, find the friendly URL to edit and, in the Action column, click Edit. The friendly URL
appears.

3. Edit the URL or web page associated with the link. For information about how to create a friendly
URL, see “Create a Friendly URL” on page 269.

Warning: Under Specify the friendly URL, the disabled part of the URL remains in the friendly URL. A
“friendly” URL is defined by the URL information you enter in the field. If “/netcommunity/” appears
in the disabled part and you want to remove it from URLs, you must uninstall and reinstall the
program. Additional technical steps are also required. For more information, visit
www.blackbaud.com and access BB529196 in Knowledgebase

4. Click Save. You return to Friendly URLs.

Delete a Friendly URL

You can delete a friendly URL from your website, such as to remove a link for a web page that no longer
exists.
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» Delete a friendly URL

1. From Site explorer, click Friendly URLs. Friendly URLs appears.

2.
3.

Friendly URLs

= New friendly URL @Help

Define and edit Friendly URLs available for this site. A Friendly URL can be defined for any page
Filter by Site: Filter by Friendly URL:
&) BB i Filter

Action Friendly URL

Creator/Owner
& K http i /fwwww blackbaud.org/netcommunity/walk athon Supervisor
# ¥ httpi/fwww blackbaud org/netcammunity/walk athon/danate Supervisor

1 Friendly URL meets selected criteria

Target URL

Ewalkathon
walkathon

In the grid, find the friendly URL to delete.

In the Action column, click Delete. A confirmation message appears.

4. To delete the friendly URL, click OK. You return to Friendly URLs.
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In Approvals, you can view information about all Formatted Text and Images and Formatted Text and
Images (Secured) parts that are under construction or pending approval. The grid displays the name,
type, owner, and approval status of each part. You can filter the draft parts that appear in the grid by
workflow or part name. From Approvals, you can access a draft or pending part, such as to approve its
content and adjust its approval status to “Published.”

Content Approval: Process Overview

To create and approve content that appears on your website requires several steps in different areas of
the program:

Step 1 — In Users & security, designate users for your workflow management roles. For more
information, see “Approval and Workflow Task Rights” on page 275.

Step 2 — Designate users for your content approval roles. For information, see “Content Approval Roles”
on page 274.

Step 3 — In Workflows, the user with rights to manage workflows creates the content approval
workflows for the Formatted Text and Images and Formatted Text and Images (Secured) parts on your
website. When you create a workflow, you select whether it is the default workflow for its part type.

Step 4 — In Notifications, you create the part approval notifications for the workflows. You can create
notifications to alert users when a part is ready for approval, published, or rejected. When you create a
notification, you select the workflows that it applies to.

Step 5 — In Parts, the content author creates or revises a Formatted Text and Images or Formatted Text
and Images (Secured) part. When the user begins to design the part, the program automatically assigns
the part an approval status of “Draft.” If the user does not have rights to manage workflows, the
program applies the default workflow for the part type. If the user can manage workflows, he can select
another workflow for the part, such as to have different users approve it.

Step 6 — When the content author completes the design of the part, on the Content Approval tab of the
part, he changes the approval status to “Ready for Approval.” If you create a part approval notification
for the Ready for Approval status, the users in the content approval role receive a notification to alert
them that the part requires approval.

Step 7 — In Pages & templates, the web designer creates web pages and templates that contain the
part.
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Step 8 — In Approvals, the user in the content approval role views the parts that require approval. The
user can view all pending parts or only those that use a specific workflow. From Approvals, the user can
access the pending part in Parts for review and approval.

Step 9 — In Parts, the user in the content approval role can review the content of the pending part. On
the Content Approval tab, the user can send an email message to the author to discuss the content or
select whether to approve or reject the content.

* To approve the content, the user in the content approval role changes the approval status to
“Publish.” If you create part approval notification for the Published status, the content author receives
a notification to alert them of the approval status change. The program automatically updates the
pages and templates that contain the part with the approved content.

* To reject the content, the user in the content approval role changes the approval status to “Reject.” If
you create a part approval notification for the Rejected status, the content author receives a
notification to alert them of the approval status change. The program automatically saves the rejected
version with a status of “Rejected” and creates a new version with a status of “Draft.” In Parts, the
content author can resume the approval process at step 4 to revise the content in the Draft version
until the user in the content approval role agrees to publish the content.

Step 10 — On the Content Approval tab of a part, the program automatically saves each version of the
part’s content. In Parts, the user in the content approval role can restore a part to its content from a past
version from the Content Approval tab. When the user restores the version of a part, the program
automatically creates a new version of the part with the restored content.

Content Approval Roles

You create multiple roles for users in the content approval process. Blackbaud suggests three main roles:
Content Author, Content Approval, and Web Designer.

Content Author

Content authors are the users who create content for the Formatted Text and Images and Formatted
Text and Images (Secured) parts on your website. In Users & security, you can select whether these users
also have rights to manage workflow tasks. For information about these task rights, see “Approval and
Workflow Task Rights” on page 275.

When a content author completes the design of a part, he submits it for approval by users in the Content
Approval role. If the Content Author has rights to manage workflows, he can select whether to submit it
to the users in the Content Approval role associated with the default workflow or those associated with
another workflow.

Content Approval

In Roles, you must create roles for the users who review the content generated by Content Authors. You
can create multiple Content Approval roles based on the content the users review. In Task groups, you
select task rights to manage workflow tasks. You then use security assignments to associate the Content
Approval roles with the Content Approval task groups to apply security for approvals. For information
about these task rights, see “Approval and Workflow Task Rights” on page 275.

When you create a workflow in Workflows, you assign approval rights to roles. When the Content
Author creates a part that uses the workflow, a user in the Content Approval role must review and
approve the content before it appears on your website. The user selects whether to publish or reject the
content of the part.
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Web Designer

The Web Designer designs and creates the web pages and templates that contain the parts with the
content created by the Content Authors and published by the users in the Content Approval role. In Task
groups, you grant rights to manage workflows. You then use security assignments to associate the roles
with the task group to apply security for workflows. For information about these task rights, see
“Approval and Workflow Task Rights” on page 275.

Approval and Workflow Task Rights

When you create a workflow, you assign task rights to users by role. Before you create a workflow, you
must create security in Users & security for the users who create and maintain the workflows. You can
assign workflow task rights to users in another group, such as Content Approval. Under Approval and
Workflow Tasks, select the checkbox for the task rights for users in the role group.

Note: To publish or reject content for a part in a workflow, the user must also have rights to edit the
part. For information about how to assign Edit rights to a part, see “Targeting & Security Tab” on
page 22.

e Full rights — To allow users in the role full security rights in Workflows, Approvals, and on the Content
Approval tab of parts, select this checkbox. Users assigned these rights can manage your content
approval workflows, assign workflows to parts, and publish or reject parts in a workflow. For users
assigned these rights, the Workflow field appears on the Content Approval tab.

Note: By default, users with Supervisor rights automatically have all Approval and Workflow related
rights.

e Approval workflow rights — To allow users in the role to publish or reject parts in a workflow, but not
assign or manage content approval workflows, select this checkbox. Users assigned these rights can
access Approvals and select an approval status of “Publish” or “Reject” on the Content Approval tab of
a part.

e Assign workflow rights — To allow users in the role to assign a workflow to a part from the Content
Approval tab and manage content approval workflows in Workflows, but not publish or reject parts,
select this checkbox. For users assigned these rights, the Workflow field appears on the Content
Approval tab.

Manage Draft and Pending Parts

In Approvals, you can view and access all Formatted Text and Images and Formatted Text and Images
(Secured) parts with the approval status of “Draft” or “Pending.” You can also filter the grid to view parts
by workflow or name.
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» View or adjust the approval status of a part from Approvals

1. From Site explorer, click Approvals. Approvals appears.

? Help
Filter List By
Workflow: | Default workflow (Secured) % | Any part of Name: dGo
Action Part Name Part Type Owner Status
ﬂ Sample secured Formatted Text and Images (Secured) supervisor Draft

2. To filter the grid, enter your criteria for the parts to view or adjust.

¢ In the Filter by Workflow field, select the workflow of the part. To view all parts regardless of
workflow, select “All.”

e In the Filter by Name field, enter the complete or partial name of the part.
3. Click Filter. The grid displays the draft parts that meet your criteria.
4. Inthe grid, the name, type, and owner of the part appear, along with the current approval status.

e An approval status of “Draft” indicates a user created the part but did not submit it for
approval. For example, the user may still need to finish the design. “Draft” is the default
approval status for newly created or updated Formatted Text and Images or Formatted Text
and Images (Secured) parts.

e An approval status of “Pending” indicates a user designed the part and selected an approval
status of “Ready for Approval” but that a user in the Content Approval role has not yet
approved its content.

5. To adjust the approval status of a part, such as to submit it for approval or publish its content on
your website, click Click here to set the approval status for this version under Action. The edit
Part screen appears. For information about how to edit the approval status on the Content
Approval tab, see “Content Approval Tab” on page 28.

6. To exit Approvals, navigate to another area of the program.
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