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g What Is In This Guide?

In the Address Validation Guide for Australia, you learn to update and certify
addresses in your database to qualify for discounts on your mailings and ensure
they reach the intended recipients. You can also learn about the following.

» “Understanding Address Validation Footnote Flags” on page 5

* “Accessing Address Validation Data Files” on page 6

» “Setting a Country’s Availability for Address Validation” on page 11

* “Creating an Updated Address Report” on page 20

* “Correcting Addresses from a Record” on page 54

» “Postcode Lookup with Address Validation” on page 59

» “Using Address Validation with Batch” on page 64

» “Establishing a Business Rule to Automatically Update Addresses” on page 69

@ How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics,
and conceptual information. Side margins contain notes, tips, warnings, and space
for you to write your own notes.

To find help quickly and easily, you can access the Raiser’s Edge documentation
from several places.

User Guides. You can access PDF versions of the guides by selecting Help,
User Guides from the shell menu bar or by clicking Help on the Raiser’s
Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, Documentation,
User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all
cross-references are hyperlinks. For example, click the page number by any
heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by
accessing the help file in the program. Select Help, The Raiser’s Edge Help
Topics from the shell menu bar or press F1 on your keyboard from anywhere
in the program.

Narrow your search in the help file by enclosing your search in quotation
marks on the Search tab. For example, instead of entering Load Defaults,
enter “Load Defaults”. The help file searches for the complete phrase in
quotes instead of individual words.
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Icons

The following icons are used in the side margins to denote additional information
such as notes, warnings, time-savers, or definitions. You can also use these
margins to write your own notes.

3

The notepad symbol designates a note or tip related to the information in the main text
column.

e

The traffic light indicates a cautionary note. Generally, we use this icon to point out a step
that may have unwanted results.

V‘

The clock symbol designates a shortcut or timesaving action.

©

The dictionary symbol designates the definition of a frequently used term.
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o) CHAPTER 1

Mailings are important to your work as a nonprofit organisation or charity. The
address correction service Address Validation checks, corrects, and certifies the
addresses in your database to ensure your mailings reach the intended recipients.

With the Address Validation data correction service, you can easily search for and
apply address corrections and validate addresses right in your database. You will
receive CDs from Blackbaud quarterly that contain every deliverable mailing
address in Australia. You must install the data files onto your computer. You can
use the installed data files as often as necessary to validate your mailing list. You
can update addresses with missing or misspelt information, correct missing or
incorrect postcodes, and standardise street addresses to qualify for postal
discounts.

With Address Validation, you can choose to correct and validate addresses for
All Records, Selected Records, or One Record. You can also print an Updated
Address Report and the required Address Matching Summary (AMAS) report
that must accompany mailings qualifying for discounts. You can also use Address
Validation with other parts of The Raiser’s Edge Enterprise to look up, correct,
and validate addresses when entering constituents in Batch, from the address
screen of a constituent record, and from the PreSort tab in Mail, if you also use

PreSort.
@ For more information For more information about Australia Post addressing requirements, we
about PreSort and recommend you see the Australia Post publication, Address Presentation
PreSort discounts, see the Standards. To order this or any other Australia Post publication or to find
PreSort Guide for Australia. Customer Service Centres in your State, call 13 13 18 or visit the Web site at

www.auspost.com.au. For more information, contact the Australia Post Customer
Service Centre at +61 3 9299 4405, or send an email message to
dlvicccemgmt@auspost.com.au.

Frequently Used Terms

To effectively use mail tasks for your organisation’s fundraising efforts, you
should have a basic understanding of common mail terms. If you find an
unfamiliar term when reading this or any guide in The Raiser’s Edge
documentation, search the online glossary in the help file.

Address certification. Address certification is a process used by Australia Post
to ensure a specific level of quality in a mailing list. The objective of address
certification is to increase the accuracy of the street names, street numbers,
suburb names, State abbreviations, and postcodes in addresses on your
mailing list. The Address Validation subscription service corrects and certifies
addresses in your database.

Address format. Correct Australia Post-required address formatting is as
follows:

Mrs Angela Lessing
27 Stokes Street
TOWNSVILLE QLD 4810

Address Presentation Standards. The Address Presentation Standards
publication, put out by Australia Post, details addressing requirements for
postal discounts. We recommend you refer to this guide. To obtain a copy,
visit the Australia Post Web site at www.auspost.com.au or contact the
Australia Post Customer Service Centre at +61 3 9299 4405.
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Address Matching Summary Report. The Address Matching Summary
Report prints from Address Validation and must be submitted with a mailing
as proof it qualifies for postal discount rates.

AMAS. AMAS stands for Address Matching Approval System. Software
approved by this system of Australia Post adds barcodes to mailing pieces.
Blackbaud’s Address Validation is AMAS-approved for address certification
and qualifying your mailings for postal discounts. The AMAS system is
designed to improve address quality on mailings in the Australia Post system.
Addressing your mailings appropriately cuts costs to your organisation and
assures they reach their intended recipients quicker.

Barcode. Barcodes are required to be printed on mailing pieces in order to be
eligible for postal discounts, as of July 2002. The Postcode and the Delivery
Point Identifier (DPID) combined create the Address barcode. For more
information, see the entry for DPID.

DPID. DPID stands for Delivery Point Identifier. A DPID is an eight-digit
barcode assigned to each delivery point, or address. Blackbaud’s Address
Validation module applies a DPID to each address, assuring your mailings
reach their intended recipients quickly. Applying a DPID to your mailings
also qualifies you for further PreSort discounts. For more information about
Australia Post PreSort discounts or Blackbaud’s PreSort module, see the
PreSort Guide for Australia or contact Blackbaud Sales at
solutions@blackbaud.com.au.

Lodge. Lodge means to post a mailing from a postal facility, usually in bulk,
sorted in trays, and meeting the particular service requirements.

PAF. The Postal Address File, or PAF, is a national reference file containing all
addresses in the Australia Post delivery area and their associated unique
Delivery Point Identifier (DPID). Australia Post releases an updated PAF
each quarter. With Address Validation, you receive the PAF file in the form of
Address Validation data files on CD from Blackbaud quarterly. To keep your
addresses current and correct, install the files from the most recent CD onto
your computer.

Postcode. The postcode is a coding system that identifies the post office or
metropolitan area associated with an address. The postcode is a vital part of
all addresses in Australia. A postcode is a four-character number included as
part of each address which indicates a particular delivery location.

3
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Navigating in Address
Validation

To access Address Validation, click Admin on the Raiser’s Edge bar and click the
Data Enrichment Services link.

#% The Raiser's Edge
File Edit ¥iew Go Favourtes Tools

4 Back & Forward‘ Open in separate windaw

System Statistics
Impart

Globally &dd
Records

Globally Change
Records

Globally Delete
Records

Globally trite Off
Pledges

Post to General
Ledager

Duplicate
Constituents

Duplicate
Receipts

Merge
Constituents

Validate
Database

Drop Lapsed
Members

Security
=B

‘welcome to The Raiser's Edge 7

- [=]x]

Help

=1RE=Ih]e

b System Statistics b Duplicate Receipts

b Impart b Merge Constituents

b Globally Add Records » Drop Lapsed Mermbers

b Globally Change Records b Security

b Globally Delete Records b Queue

b Globally Write Off Pledges » Data Enrichrment Services

b Post 1o Gereral Ledger
b Duplicate Constituents

System Statistics

Provides you with & count of the records in your database. For more information about System Statistics,
see the Program Basics chapter of the Program Basics Guide.

o I | |
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The Data Enrichment Services page appears with the Address Validation service
highlighted.

#% The Raiser's Edge [_[5]x]
Fle Edit Yiew Go Favouites Tools Help

4 Back & Forward| Open in zeparate window

Administration | Updated Address Report. Update Addresses

Spstem Statistics ;l

Impart

seaess || Address Validation

Records

Globally Change
Records 2 A ddre:

Glohally Delete: 42 Blackbaud Analytics
Fecords

Globally \write Off
Pledges

Post to General
Ledger

Duplicate
Constituents

Duplicate
Receipts

terge
Constituents

Yalidate

Database LI
Dirop Lapsed Address Validation is a data correction sewvice provided by Blackbaud. You can update
Members migsing or misspelt address information, add or correct Postcodes, add Delivery Point

Securily It!ent\ﬁer (DPIDY information to an address, and standardise addresses to qualify for presort
. ll digcounts.

‘wWelcome to The Raizer's Edge 7 -

Understanding Address Validation
Footnote Flags

When addresses are processed and updated by Address Validation, addresses that
create exceptions are flagged with footnotes to indicate the reason why the
address could not be certified. An exception prevents the program from updating
the address in your database. For example, an address with the footnote flag “E”
has a street number and street name that do not match Australia Post’s list of
existing addresses. Because a matching street name and number are not found, an
exception is created to alert you that a problem exists. You can store these
footnote flags as address attributes on the Attributes tab of the Address screen on
the constituent record. The following footnote flags are used with Address
Validation.

Footnote Flag. Meaning.
Unknown error with address.

Unable to match Locality and Postcode.

Unable to match or correct Locality.

Unable to parse Street or PDT from address.

Unable to match House Number in Street.

Unable to match Postal Delivery Number.

Q|1 o gl Ol w >

Unable to parse Unit Number from address.
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Accessing Address Validation
Data Files

Australia Post updates Address Validation data files quarterly. You will receive
CDs in the mail every few months that contain the most recent information for all
addresses in Australia. To access the information in the Address Validation data
files, you must install the data files from the CD on your computer. If you work on
a network, you can install the data files on the server or in a shared folder on any
computer all users can access. Then, you must link the files to The Raiser’s Edge
by entering the path to the data files in User Options.

» Accessing Address Validation information

1. Place the latest Address Validation CD into the CD drive on your
computer. The InstallShield Wizard appears to guide you through
installation.

InstallShield Wizard [ x|

Welcome to the InstallShield Wizard for Address
¥alidation D atafiles

Thisz program will install the data files required for The
Raizer's Edge ¥ Address Walidation.

< Blanck

Cancel |
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2. Click Next. The Choose Destination Location screen appears.

InstallShield Wizard

Choose Destination Location

Select folder where Setup will inztall files.

Setup will inztall Address Y alidation D atafiles in the following folder.

To install to thiz folder, click Mest. To install to & different folder, click Browse and select
another falder.

" Destination Folder

C:AProgram Filez'Address VW alidation D atafiles Browse. .. |

| rstallEield

< Back

Cancel |

3. In the Destination Folder frame, the default location to install the
Address Validation data files appears. If you do not want to install the
data files in the default location, click Browse to select a different
location. The Choose Folder screen appears.

Choosze Folder

Flease chonze the inztallation folder.
Path:
D:ARETAAdDdiess Validation D atafiles

Directories:
| |
----- 1 EFTDI
-] Help
-] Hetml
-] Mitk LI

Ok I Cancel |

4. Inthe Path field, enter the location for the data files or select a location in
the Directories frame by opening the folder in which you want to install
the data files. You can install the data files where you have The Raiser’s
Edge installed and create a new folder. For example, you can name this
folder “Address Validation Datafiles”. If you work on a network, you can
install the data files on the server or in a shared folder on any computer all
users can access.
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You can click Cancel
@ at any time to stop the
installation. If you do so, the
data files will not be
installed or usable, no matter
what percentage is displayed
on the status bar. You must
start the installation process
again to successfully install
the data files.

5. Click OK. You return to the Choose Destination Location screen. The
location you selected for the data files appears in the Destination Folder
frame.

6. Click Next. The Setup Status screen appears. The status bar indicates the
percentage of the installation process completed.

InstallShield Wizard
Setup Status

Address Y alidation D atafiles Setup is performing the requested operations.

Australia

Installing:  Instaling Address Walidation data files
DARE PubustialiaD ataFiles\DATAFILE DAT

T T

When the status bar reaches 100%, the Address Validation data files are
successfully installed. The InstallShield Wizard Complete screen appears.

Inztall5Shield Wizard

InstallShield Wizard Complete

Setup has finizhed inztaling Address Validation Datafiles on
Your computer.

7. Click Finish.
8. Open The Raiser’s Edge.
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9. From the shell menu bar, select Tools, User Options.

The Raiser’s Edge

File Edit View Go Favourtes | Tools Help

4 Back # Fomwaid| Openinsep  Action Tracks 12
Organise/Create Defaults
B¢ Visual Basic for Applications
Customize H =] Befresh LCancs|
— Bun Macio j — —
-
Guick Find © & f—
] Favou
Unlack Add-on Modules
Write 2 Install Samples ent--Fire Prevention {4 Procedures
Send arreeTar T reparts--All Members (names only) ' Mail-- Label
{7 Queries and Records {7 Documents " Mail-Donor Acknowledgement Letters
B Query--volunteers _ Mo Avallable Options B! Export--Notepad Infarmation
E Query--Donors 'This Monkh' {4 Internet Resources E Export--Address/Phone List
8 Dr. Robert C. Hernandez o Go to Blackbaud, Inc. - Welcome
@ Event--Walk-4-Thon @ User Guides

@ Search the Knowledgebase

[ Action Reminders

Fodow-

fish Complete  Date  Category  Action Type  ConstRuent/Eventifopes! £ Reeier ’?;;Fﬂ
& - 03/04/2002 Mailing Planning Meeting Robert Hernandsz thernandez@net. com

=

mare information, please email golutions@blackbaud. corm or call 1-800-466-8996.

‘welcome to The Raizer's Edge 7

The Options screen appears.

General | Home | Becords | Huery
Admiristration | Caolour | Frinting

i

» Toucah chooze the default file locations when exporting files from the syster.

| HBDDI!S' Hail | Batch
File Locations Membership Scanning

File Type I Location
‘Word Processing DocumentsiLetters Di
Crystal Reports Database o
Address Yalidation Data Files
Export/Impart Data Files o
Exrel Spreadsheets o
ICWerify Data Path
General Ledger Workfile

|Cverify ztation 1D: I

Reset to System Defaults | Ok I Cancel Apply |

10. Select the File Locations tab.

11. On the Address Validation Data Files row, place your cursor in the
Location column. An ellipsis appears.

Blackbaud's Sample Database contains functionality that is only available when The Raiser's Edge® Optional
Modules are present. You can learn more about Blackbaud's Optional Modules by wisiting our ¥eb site. For

9
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12. Enter the path to the Address Validation data files you just installed or
click the ellipsis to browse to the location. If you click the ellipsis, the
Browse for Folder screen appears, so you can locate the data files.

Browse for Folder EHE |

Fleaze chooze the directory where the Address
Walidation Data Files are located.

[ ]

s 3% Floppy [
e (]
e (D)
-y dudin CD [E:)

13. Once you locate the data files, highlight the folder and click OK. You
return to the User Options screen. The path to the files appears in the
Address Validation Data Files row.

Options
General | Home | Becords | Query | Export | Feports | Mail | Batch
Administration | Colour | Brinting File Locations Membership Scanning

ﬁa r'ou can choose the default file locations when exporting files from the spstem.

File Type I Location

“Word Processing DocumentsiLetters Dl

Crystal Reports Database o

{alidation Data Files ation D at

Export/Import Data Files

Excel Spreadsheets
ICWerify Data Path
General Ledger Post File

|Cverify station 1D: I

HesettoSystemDefauIt&l (n] 4 I Cancel | Apply |

14. To set the path, click Apply.
15. To save the path you entered, click OK. You return to the shell page in
The Raiser’s Edge.
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You are now ready to begin correcting, updating, and certifying
addresses.

Setting a Country’s Availability
for Address Validation

Access a country record through the International page of Configuration.

Australia
File Edit Country Help

ESaveandEluse'|u 'X‘ 4 }| 2. |
‘ Hame Im j Abbreviation: Ir

Cumency: ID.:.IIars j 1000 separatar; I_

Exchange rate: IW Decimal zeparator: I_

Swembaol: |$_ Decimal digits: |2_
Blacemert; Im Leading zero: & 9 (¢ 09

v Addresses with this country are eligible for address validation

Uz the fields below ta build the addrezs block far this country. Select the countiy to
dizplay the awvailable address fields, then use the fields to customise the address block.

Dizplay available figlds for thiz country IAustraIia j
Awailable figlds: Address block:

Address lines Address

Subuwb Suburb

State * State Postcode
FPoztocode

Country _I<

Country abbreviation

|z the commands below ta ingert symbols, ines, and spaces into the addrez= block.

] ] Newine | space |

The Addresses with this country are available for address validation
checkbox is visible only if you have Address Validation. Ticking this checkbox
means that addresses for this country are available for validation through the
service.

The checkbox defaults to ticked for your country and unticked for all other
countries. If you tick the checkbox for another country, you need to obtain the
Address Validation version for that country (if one is available) in order to
validate addresses in it.

If you set the business rule to automatically attempt to validate any address you
edit, Address Validation will attempt to validate only addresses in countries with
this checkbox ticked. For more information, see “Establishing a Business Rule to
Automatically Update Addresses” on page 69.

You may need to close
6 out of The Raiser’s
Edge and reopen it or restart
your computer to get
maximum performance from
newly-installed data files.
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If you have not entered
@ a data file location in
User Options, a message
appears when you click one
of the links on the Data
Enrichment Services page.
You can enter a path to the
data files on the message.

Selecting an Address Type

When you use Address Validation, you need to select whether to update all
address types or a specific address type for the constituents you select. For
example, you can choose to validate every address entered on the Addresses tab of
a constituent record or you can update a specific address type, such as the
Preferred address.

From the Data Enrichment Services page, click the Update Addresses link.

#% The Raiser's Edge [_[5]x]
Fle Edit Yiew Go Favouites Tools Help

4 Back & Forward‘ Open in separate window

Administration | Updated Address Report. Update Addresses

System Statistics ;l

s Address Validation

Globally Add
Records

Globally Change
Recards

Globally Delete
Records

Globally trite Off
Pledges

4 Blackbaud Analytics

Post to General
Ledger

Duplicate
Constituents

Duplicate
Receipts

Merge
Constituents

Validate
Databaze LI

Do Lapssd Address Validation is a data correction sewvice provided by Blackbaud. You can update

tembers migsing or misspelt address information, add or correct Postcodes, add Delivery Point

e Identifier (DPIDY infarmation to an address, and standardise addresses to qualify for presort
—

digcounts.
‘Welcome to The Raizer's Edge 7 -

The Update Addresses screen appears.

Update Addresses

1: General |2: Frocess Dptionsl K3 Footnotesl 4 Summar_l,.ll

All records

—Addreszes ta Certify

Include... | All addreszes

' Fegardless of when last certified

" Mot cerlified using current subscription data

= Mot certified using previous subscription data

[ Create exception query

< Back | Mest » | Cancel Update Maw
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Click the first Include button at the top of the screen to include either All records,
Selected records, or One record for which to update addresses.

In the Addresses to Certify frame, click Include to select which address types
listed on a constituent record to update. You can update all or specified address
types by selecting All Addresses or Selected Addresses from the submenu that
appears. For example, you can update just the Preferred address, Primary business
address, and First address in list. If you choose Selected Addresses, the
Customisation Options for Addresses to Include screen appears, so you can select
the address type you want to update for each constituent. This screen has an
Individuals tab and an Organisations tab.

Individuals Tab

Once you click Include in the Addresses to Certify frame on the Update
Addresses screen and choose Selected Addresses, the Customisation Options for
Addresses to Include screen appears. On the Individuals tab of this screen, you
need to select the address type to update for each individual constituent. The
program selects an address for each individual using four steps and considers
seasonal addresses, address attributes, and specific address types. When the
program cannot find a valid address for an individual, you can select an alternate
address to update. It is important to indicate your preferences in each of the four
steps on the Individuals tab, so the program can select the best address to update
for each individual.

Customization Optionz for Addresses to Include I

2 Organizations |

| Select which addrezses will undergo certification for individuals that are included in this process.

Step 1:Indicate if zeasonal addreszes should be conzidered. The first valid seazonal address will be uzed.

¥ Consider addresses with seasonal dates as of Ingay j

Step 2:Specify, in the arder of importance, the addrezses to congider if a walid seazonal address i not found,
Addreszes: Addrezzes to uge:
Preferred address

First address found i’
Frimary business ﬂ

Spouze primary buginess _I £
-

Crmmiimm memborrmd o Ademnn

Step 3:7ou may check for zpecial requirements by first considering addresses with the specified attribute(s).

Address Attributes... | <Mo address attributes specified:

Step 4:Specity what happenz if no address iz found: IIncIude Freferred address j

QK I Eancell

The addresses of each individual constituent in the mailing list are processed
using the four steps on the Individuals tab. For example, you have three individual
constituents in your mailing list: Larry Smith, Melvin Thomas, and Cindy Harris.
When the program selects an address for each of these constituents, it begins with
the first constituent in the list. To find an address for Larry Smith, the program
compares Larry’s addresses with the information you entered in steps 1 through 4.
After the program finds a valid address for Larry, it uses steps 1 through 4 to find
a valid address for Melvin Thomas.

Addresses other than

Australia-formatted are
included in processing, but
fail the first test and are not
considered for further
processing against the
exception rules. Only
addresses formatted like
Australian addresses are
included in the final
processing. Foreign
addresses appear in an
exception query.

The Individuals tab is

used to find addresses
for individual constituents in
your database. To select
organisation addresses to
update, use the
Organisations tab.
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Because the address used for each constituent is selected individually to find the
best address on the constituent record, different address types may be selected for
constituents in the mailing list. For example, according to the information you
entered on the Individuals tab, the Preferred Address may be selected for Larry
Smith; the Business Address may be selected for Melvin Thomas; and the
Summer Home address may be selected for Cindy Harris.

Step 1. In Step 1, indicate whether seasonal addresses should be selected for the

address update by ticking the Consider addresses with seasonal dates as of
checkbox. When you tick this checkbox, you need to select a date, such as
Today, Yesterday, or <Specific date> in the corresponding field. When you
select <Specific date>, the Date field appears, so you can enter a date, such as
01/01/2007. The date information you enter is used to determine whether a
seasonal address is valid. If seasonal addresses are considered, the program
selects the first valid seasonal address it finds. If a valid seasonal address is
not found, the program uses your selections in Step 2.

Step 2. In Step 2, specify the address types to consider if a valid seasonal

address is not found in Step 1, or if you chose not to include seasonal
addresses in the update. To select the address type to update, highlight an
address type in the Addresses box and click the single right arrow to move it
to the Addresses to use box. If you list multiple address types in the
Addresses to use box, you need to sort the address types in the order of their
importance. To move an address type within the Addresses to use box,
highlight the address type and click the up or down arrow, as necessary. For
example, you can include the Preferred address and the Primary business
address types by highlighting them in the Addresses box and clicking the
single right arrow to move them to the Addresses to use box. If a constituent
has both addresses in his record, you want to update the Preferred address.
Because the program selects the address to update based on its position in the
Addresses to use box, you need to use the arrows to move the Preferred
address to the top of the list.

Step 3. In Step 3, you can use attributes to choose the address type to update by

clicking the Address Attributes button. When you click Address Attributes,
the Address Attributes to Consider screen appears.

Address Attributes to Consider |
—Address Attnbutes to Conzider for this Report

Seazonal addreszes will be checked for one of the attributes below. I no valid address
iz found then addresses in the ‘Address to use' list will be checked for the attibute[z].If
nio address is found, the process is repeated disregarding the attribute criteria,

Cakegory I Descripkion Short Desc |

I Special Mailing Info j

QK Cancel




ADDRESS VALIDATION 15

On this screen, you can select an attribute category and description that must
be present on an address record in order for the address to be considered for
the update. For example, to update addresses with the attribute Category of
Mailing Address and a Description of Lost Address, select the information on
this screen. For information about entering attributes, see the Attributes,
Notes, Media, and Appeals chapter of the Constituent Data Entry Guide.
When you finish entering address attributes, click OK. A display appears to
the right of the Address Attributes button and lists the attributes you
selected. When you do not specify any attributes, the label displays <No
address attributes specified>.

Step 4. In Step 4, you need to select what the program should do if it cannot find
an address for the organisation or contact meeting your selections in Steps 1
through 3. You can select to include the preferred address, the first address
listed on the Address tab of a constituent record, the primary business address,
the primary spouse business address, or all user-defined address types.

Organisations Tab

Once you click Include in the Addresses to Certify frame on the Update
Addresses screen and choose Selected Addresses, the Customisation Options for
Addresses to Include screen appears. On the Organisations tab of this screen, you
need to select the address type to update for each organisation constituent. The
program selects an address for each organisation using four steps and considers
seasonal addresses, address attributes, and specific address types. When the
program is unable to find a valid address for an organisation, you can select an
alternate address to update. It is important to indicate your preferences in each of
the four steps on the Organisations tab, so the program can choose the best
address to update for each organisation.

The addresses of each organisation constituent in the mailing list are processed
using the four steps on the Organisations tab. For example, you have three
organisation constituents in your mailing list: Baldwin Entertainment, City
Insurance Company, and Outside Investments. When the program selects an
address for each of these constituents, it begins with the first constituent in the list.
To find an address for Baldwin Entertainment, the program compares Baldwin
Entertainment’s addresses with the information you entered in steps 1 through 4.
After the program finds a valid address for Baldwin Entertainment, it uses steps 1
through 4 to find a valid address for City Insurance Company.

Because the address used for each constituent is selected individually, to find the
best address on the constituent record, different address types may be selected for
constituents in the mailing list. For example, according to the information you
entered on the Individuals tab, the Preferred Address may be selected for Baldwin
Entertainment, the Business Address may be selected for City Insurance
Company, and the Mailing Address may be selected for Outside Investments.

Ellipses appear at the
end of the display if the

attributes you selected do
not fit in the area provided.

3

The Organisations tab
is used to find

addresses for organisation
constituents in your
database. To select
individual addresses to
update, use the Individuals

tab.
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Step 1. In Step 1, indicate whether to update the address of an organisation’s
contact or the address of the organisation. Your selection in Step 1 affects the
rest of the steps on this tab. If you select Print only the organisation, the
Organisations tab appears as shown below.

Customisation Options for Addreszes to Include

T:Individuals

Select which addresses will undergo certification for organisations that are included in this process.

Step 1:Indicate if this report will print the contacts for the organisation or the organization itzelf.
(" Print contacts % PFrint only the arganization
Step 2-Specily, in the order of impartance, the addresses to conzider. The first walid address will be used.

Addresses: Addresses to uze:
First address found il Preferned addiess
RE 7.50 Address Conversion
Shipping £
. ||

Step 3: vou may check for zpecial requirements by first congidenng addresses with the specified attibute(z).

Address Attributes... | <Mo address attributes specifieds>

Step 4:Specify what happens if no address is found: | Include Organisation's prefenred address ﬂ

] | Cancel |

If you select Print contacts, the Organisations tab appears as shown below.

Customisation Options for Addresses to Include

T:Individuals
Select which addreszes will undergo certification for organizations that are included in thiz process.
Step 1:Indicate if thiz report will print the contacts for the organization or the arganization itzelf.

* Print contacts " Print only the organization

Step 2:Specify the contact types to consider for this report by selecting contact types or address attributes.

Cantact Infarmation ‘ <Al contact types>
Contact Address Attributes. . ‘ <Mo contact address attributes specified:
Step 3J: Specify what happens if no contact iz found:| Prefered address ﬂ

Ok, | Cancel |

Step 2. If you select in Step 1 to update only the organisation’s address, move
the address types you want to update from the Addresses box to the
Addresses to use box.

To select the address type to update, highlight an address type in the
Addresses box and click the single right arrow to move it to the Addresses to
use box. If you list multiple address types in the Addresses to use box, you
need to sort the address types in the order of their importance. To move an
address type within the Addresses to use box, highlight the address type and
click the up or down arrow, as necessary. For example, you can include the
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Preferred address and the Primary business address types by highlighting
them in the Addresses box and clicking the single right arrow to move them
to the Addresses to use box. If a constituent has both addresses in his record,
you want to update the Preferred address. Because the program selects the
address to update based on its position in the Addresses to use box, you need
to use the arrows to move the Preferred address to the top of the list.

If you select in Step 1 to Print contacts, in Step 2:

a. You can specify the contact types you want to include by clicking
Contact Information in Step 2. When you click this button, the
Contacts to Print screen appears.

Contacts to Print
v Include Selected Contact Tupes Only oK |
Specify, in the arder of impaortanice, the contact type ta print
Contact types to include: Cancel |
>
>>
Corporate Donations ﬂ
Board <<
" olunteer Coordinator j

*|¥]

[+ Brint contact name

b. You can include all contact types or choose selected contact types.
To select specific contact types, tick the Include Selected Contact
Types Only checkbox. If you do not tick this checkbox, all contact
types are considered for the update. To select the contact type you
want to use, highlight the contact type in the Contact types box and
click the single right arrow to move it to the Contact types to
include box.

c. If you list multiple contact types in the Contact types to include
box, you need to sort the contact types in the order of their
importance. To move a contact type within the Contact types to
include box, highlight the contact type and click the up or down
arrow, as necessary. For example, some of your organisations may
not have a matching gift coordinator. You can include the contact
types Matching Gift Coordinator and Corporate Donations in the
report by highlighting them in the Contact types box and clicking
the single right arrow to move them to the Contact types to include
box. If an organisation has both contact types on its record, you want
to update the address for the Matching Gift Coordinator. Because the
program selects the contact type based on its position in the Contact
types to include box, you need to use the arrows to move the
Matching Gift Coordinator to the top of the list.

d. Tick the Print contact name checkbox to print the contact name
with the address on the mailing pieces.

e. Click OK. A display appears to the right of the Contact
Information button listing the contact types you selected. If you did
not specify any contact types, the label displays <All contact types>.

17



18 CHAPTER 1

Contact Address

Attributes entered on
the Attributes tab of the
Address screen of the
contact’s relationship record
are considered for filters,
instead of regular attributes
entered on the
Attributes/Notes tab of the
relationship record. Access
the Address Attributes tab
by clicking the Address
button on the General tab of
the contact’s relationship
record. If a contact’s address
does not qualify for the
mailing because of the
address attribute filters, the
contact is removed from the
mailing.

g Ellipses appear at the
end of the display if the

contact types you selected
do not fit in the area
provided.

f. Ifyou selected in Step 1 to Print contacts, you can include or
exclude contacts’ addresses based on address attributes by clicking
the Contact Address Attributes button in Step 2. When you click
Contact Address Attributes, the Contact Address Attributes to
Consider screen appears.

Contact Address Attributes to Consider E

— Caontact Address Attributes to Consider for this Mailing

Include Contacts with one of these address attibutes, no address attributes, or different address
attibute categonies
£ Only consider Cantacts with one of these address attributes

I If an Organization does not have a valid Contact with one of these address attributes, consider
Contacts with no address attributes or different address attibute categonies

Category | Descripkion | Shork Desc
Special Mailing Info Menwesletter

Click here for help and examples

Ok I Cancel |

g. You can select an address attribute category and description that
must be present on an address to be considered for the update. For
example, if you want to include addresses with the address attribute
category of Mailing Address and a description of Lost Address, enter
the information on this screen. For more information about entering
address attributes on a record, see the Attributes, Notes, Media, and
Appeals chapter of the Constituent Data Entry Guide. When you
finish entering contact address attributes, click OK. A display
appears to the right of the Contact Address Attributes button and
lists the attributes you selected. When you do not specify any address
attributes, the label displays <No contact address attributes
specified>.

For detailed information about how to use contact address attributes,
see the Mail Guide or click the help link on the screen.

Step 3. If you select in Step 1 to update only the organisation’s address, click the

Address Attributes button if you want to include or exclude addresses based
on attributes. For more information about address attributes, see the
Biographical Information chapter of the Constituent Data Entry Guide. When
you click Address Attributes, the Address Attributes to Consider screen
appears.

On this screen, you can select an attribute category and description that must
be present on an address record in order for the address to be considered for
the update. For example, to update addresses with the attribute category of
Mailing Address and a description of Lost Address, enter the information on
this screen. For more information about entering attributes, click Constituent
Records, Managing Attributes on the Contents tab of the help file. When
you finish entering address attributes, click OK. A display appears to the right
of the Address Attributes button and lists the attributes you selected. When
you do not specify any attributes, the label displays <No address attributes
specified>.
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If you select in Step 1 to Print contacts, in Step_3, select what the program
should do if it cannot find an address for the contact meeting your selections
in Steps 1 or_2.

Step 4. In Step 4, you need to select what the program should do if it cannot find
an address for the organisation or contact meeting your selections in Steps 1
through 3. You can select to include the preferred address, the first address
listed on the Addresses tab of a constituent record, the primary business
address, the primary spouse business address, or all user-defined address

types.

Updated Address Report

The Updated Address Report compares address information from the Address
Validation files with the addresses in your database. We recommend you run this
report before you update addresses in your database to keep a record of the
addresses that were updated and changed. It also may be helpful to keep track of
what the former address was.

The Updated Address Report includes the constituent name and 1D, current and
updated address, address type, and additional information about the address
update. For each address, the report also includes the footnotes assigned by
Address Validation.

Blackbaud
Updated Address Report

Sample Report

Ho. Records: 455 Ho. Updates:
Data Service: dddress Validation Ho. Exceptions:
Elapsed Time: 00:01:

Hame/Constituent 1D Current Address Information  Updated Address Information Footnotes Change

Een Bexeom / 3 Tearingtm B4 Tes
Brome
Mo 2024
Australia

7 37953 Macpherson S
S trathfield

Mo 2135

Australia

U5 39 fubum St
Lewrisham

Hawr 2161
Anstralia

A rdvew Freeman / 103 Calliope St Tes Heare
Sntharland

The Updated Address

Report does not make
any changes to the addresses
in your database.
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> Creating an Updated Address Report
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

File Edit “iew Go Favouites Tools Help

4 Back & Forwa|d| Open in separate window

A
ration ;I
e b Systern Statistics b Duplicate Receipts
o b Irnport b Merge Constitlents
b Globally Add Records ¥ Drop Lapsed Members
Globally Add
Frosiit » Globally Change Records ¥ Security
el e b Globally Delete Records b Quele
Records b Globally wirite Off Pledges » Datz Enrichiment Services
Globally Delete b Post to General Ledger
Records b Duplicate Constituents
Globally ‘write Off
Pledges
Post to General
Ledger
Duplicate
Constituents
Duplicate
Receipts
Merge
Constituents
Walidate
Datahase ;I
Diop Lapsed System Statistics =
M embers
4 Provides you with & count of the records in your database. For more information about System Statistics,
Security ;I ) see the Program Basice chapter of the Program Basics Guide. _I
TV
‘welcome to The Raiser's Edge 7 v

2. Click Data Enrichment Services. The Data Enrichment Services page
appears. Address Validation is highlighted.

The Raiser's Edge HEE
File Edit “iew Go Favouites Tools Help

4 Back & Forwa|d| Open in separate window

Administration | | Updated &ddiess Report. Update Addresses

Sustem Statistics ;I

Import

sae || Address Validation

Records

Globally Change
Records = pddre dation

Glohally Delete: 42 Blackbaud Analytics
Recards

Globally ‘write Off
Pledges

Post to General
Ledger

Duplicate
Constitusnts

Duplicate
Receipts
Merge
Constitugnts
Validate B
Database —I
Diop Lapsed Address Validation is a data correction service provided by Blackbaud. You can update
tembers missing or misspelt address information, add or correct Postcodes, add Delivery Paoint
T ldentifier (DPID) information to an address, and standardise addresses to qualify for presort
;I discounts.

e

‘wielcome to The Raiser's Edge 7 A
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3. On the action bar, click Updated Address Report. The Updated Address

Report screen appears.

Updated Address Report

1: General |2: Folmatl A Summaryl

o —Addresses to Certify

Include... | All addreszes

* Regardless of when last certified

Mot certified using cument subscription data

Mot certified using previous subscription data

Report options: & Preview ¢ Frint
[ Create exception query

< Black | Hest > | Cancel |

Create Report Mow

4. To select the constituents whose addresses you want to update, click
Include at the top of the screen. You can include All Records, Selected

Records, or One Record. If you choose Selected Records, the Open

Query screen appears, SO you can select a query containing the

constituents whose addresses you want to update. If you select One
Record, the Open screen for constituents appears, so you can locate the
constituent whose address you want to update.

For more information about creating a query, see the Query chapter of the
Query & Export Guide. For more information about using the Open

screen for constituents, see the Program Basics chapter of the Program

Basics Guide.

5 If you include all
constituents, “All

records” displays to the right
of the Include button. If you
include selected
constituents, “Selected
constituents” appears to the
right of the Include button.
If you include one
constituent, the constituent’s
name appears to the right of
the Include button.
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3% If you include selected
address types, only one
address type is updated on
each constituent record
processed by Address
Validation. When you
include all address types,
every address type is
updated on each constituent
record processed by Address
Validation.

5. To choose whether to compare all or selected address types for the

10.

constituents you selected, in the Addresses to Certify frame, click
Include. If you choose Selected addresses, the Customisation Options
for Addresses to Include screen appears, so you can select the address
types you want to compare in the Updated Addresses Report. For more
information, see “Selecting an Address Type” on page 12.

Customization Options for Addreszes to Include E

2 Organizations I

| Select which addreszes will undergo certification for individuals that are included in this process.

Step 1:Indicate if seazonal addiesses thould be congidered. The first valid seazonal address will be uzed,

[ Consider addresses with seazonal dates as of IToday j
Step 2: Specify. in the order of importance, the addresses to conzider if a valid seasonal address is not found.
Addiesses: Addresses to uze:
First address found - Freferred address
Primary buzines:
Spouze primary business <
Crmitmm membmermd —Addemnn LI

Step 3:ou may check for special requirements by first congidering addreszes with the specified attribute(s).

Address Attributes... | <M address attributes specified:

Step 4:Specify what happens if no address is found: ||nC|ude Preferred address j

ak. I Cancel |

After selecting a specific address type to update, click OK. You return to
the Updated Address Report screen. If you include all address types, “All
addresses” displays to the right of the Include button. If you include
selected address types, “Selected addresses” appears to the right of the
Include button.

. In the Address to Certify frame, select the addresses in your database to

validate, based on when they were last certified. The available options are
as follows.

* Regardless of when last certified - any addresses, regardless of when
they were last certified

* Not certified using current subscription data - those addresses that
have not yet been updated using the data files from the most recent CD

* Not certified using previous subscription data - those addresses that
were not certified using the data files from the CD you received just
prior to the current CD

. In the Report options ficld, select whether you want to Print or Preview

the Updated Address Report. If you select Preview, a preview screen of
the report appears when the process finishes so you can review it before
printing.

To create a static constituent query containing the names of the
constituents whose addresses could not be certified, tick the Create
exception query checkbox. We strongly recommend you tick this
checkbox so you can correct the addresses or mark them as a lost address.

Click Next. The Format tab displays fields and checkboxes you can use to
format the report.



11.

12.

13.

14.

15.

16.

17.

18.
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From the list on the left, select Headings. The Format tab displays
options available for the headings of the Updated Addresses report.

In the Title field, enter a name for the report. For example, you can enter
“Address Validation Updated Address Report”.

In the Subtitle field, you can enter a secondary or subtitle for the report.
For example, you can enter “June Address Update”.

In the Align field, select how you want the titles aligned on the page. For
example, you can choose to align Centre.

To print your organisation’s name in the report heading, tick the Print
Organisation name in header checkbox.

To print page numbers in the report, tick the Print Page Number in
heading checkbox. Then select “Page 1” as the Format and Align the
page numbers Right.

To print the date you are running the report at the top of the page, tick the
Print Report Date in Heading checkbox. Format the date as either
Short Date or Long Date and choose how you want to Align the date on
the page.

To print the report heading on every page of the report, tick the Print
report heading on each page checkbox.

Updated Address Report E=

1: General 3 Summary I

B Headings: —Heading Fornat
Enter.la Title: IUpdated address Feport
Dietail

Subtitle: IS ample Report
Aligre I Centre j

W Frint Organisation name in header

Page Foater
Report Footer
Calour scheme

¥ Frint Repart Date in Heading ——
Format: IShort Date j

Aligr; I Left j

W Piint Page Mumber in Heading
Forrat: IF'age 1 j

Align: | Right =

W Frirt report heading on each page

< Back Mest » | Cancel | Create Report Mow

3@ If you include the page
number in the heading
of the report, you must tick
the Print report heading on
each page checkbox so the
page number prints at the
top of every page in the
report.
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19. From the list on the left, select Criteria.

Updated Address Report [ x|

1: General 2 Format |§: Summaryl

—Iv Print Beport Criteria

1= Cili=it Criteria to print:
Deetall Saved report name
Fage Footer Record(z] to include
Repart Footer Cutput queny name/type
Colour zcheme Filters

Aftributes

Include on:  (# A separate page " First page of report

< Back | Hest » | Cancel |

Create Report Mow |

20. To print the parameters, or settings, you established for this report to keep
for your records, tick the Print Report Criteria checkbox. After you tick
this checkbox, select the criteria you want to print by ticking the
checkbox next to the criteria name. For example, to print the filters used
to create this report, tick the Filters checkbox. If you print report criteria,
select whether you want to print this information on the first page of the
report or a separate page.

21. From the list on the left, select Detail.

Updated Address Report [ x|
1: General 2 Format |§: Summaryl
Headings Include Address Capitalization—————
Criteria " Changed Addresses * Proper case addiess
' Pane Footer " Exceptions " Capitalise entire address
Report Footer & Bath

Calour scheme

¥ Include current address information

< Back | Mest » | Cancel Create Report M ow




22.

23.

24.

25.
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In the Include frame, select whether to include Changed Addresses,
Exceptions, or Both in the Updated Addresses report. If you select
Changed Addresses, the report includes only addresses that have been
modified in the address update. When you select Exceptions, the report
includes only addresses that generated exceptions and were unable to be
corrected. If you select Both, changed addresses and exceptions appear in
the Updated Address Report.

In the Address Capitalisation frame, you can choose whether to
capitalise the entire address or to use proper case. When you choose
Proper case entire address, Address Validation uses upper and lower
case in the appropriate places. Mailings with standardised addresses are
eligible for discounts offered by Australia Post. It is strongly recommend
the last line is printed in all capital letters. For more information, see the
Australia Post publications, Address Presentation Standards and the
PreSort Letter Service Guide. To obtain copies, call 13 13 18 or visit the
Web site at www.auspost.com.au.

To print the address information currently stored on a constituent record,
tick the Include current address information checkbox.

From the list on the left, select Page Footer. On the right, you can enter a
page footer, page number, or date that prints at the bottom of every page
in the report.

Updated Address Report E
1: General | & Sumrnar_l,ll
Headings — Page Footer Text
Criteria Teut: [pay 2002 Address Update
Detail

B Page Footer
Fieport Footer

Calour scheme

Aligre I Centra

=

— v Firint Fage Mumber in Foater

Format; IF'age 1

=

Aligre I Right

=

[ Frint Report Date in Footer

Formnat: I Short Date

=

Align: I Left

=

< Back Hest »

Cancel

Create Report Mow

25
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26. From the list on the left, select Report Footer. On the right, you can enter
text that appears at the bottom of the last page in the Updated Addresses
report. In the Align field, select whether the program should align the text
to the Left, Right, or Centre.

Updated Address Heport [ x|

1: General 2 Format |§: Summaryl

Headings Report Footer Texst
Criteria Text [annual Mailing
Dretail
Page Footer
‘B Report Fooker "
i Align: | Centre hd
Colour scheme 2 J
< Back | Hest » | Cancel | Create Report Mow

27. From the list on the left, select Colour scheme.

Updated Addrezs Heport [ x|

1: General 2 Format |§: Summaryl

Headings ~[~ Apply a Colour Scheme

5] Criteria

Detal Jl Column heading back colour R;pt:;:'t r\(.ljame
:age F'U:Uter I_ Column heading fore colaur ubheading

‘B Calour I_ Group heading back colour

Group Headings

M| Gioup heading fore eoloul | eport data veport data report data report
data report data report data report data
Hesetito System Hefaults | report data report data report data report d)

< Back | Mest » | Cancel Create Report M ow
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28. To add colour to the headings of the report, tick the Apply a Colour
Scheme checkbox. To select a colour, click the colour box next to a
heading type. The Colour screen appears.

Colovur EH |

Basic colours:

LCuztam colours

[ 1
FREEEE. N

Define Custom Colours > |

0K I Cancel |

29. Click the colour you want to use and click OK. You return to the Updated
Address Report screen. Select colours you want to use for the column
heading background and foreground colour and the group heading
background and foreground colour.

Updated Address Report [ |
1: General 2 Format |§: Summaryl
Headings W Apply & Colour Scherme
5] Criteria
Detsil [ Column heading back. colour Report Name

Page Footer
Report Footer

W Column heading fore colour SUbheadlng

. Group heading back colour Group Headings

[ Group heading fore colour | report data report data report data report
data report data report data report data
Rezet to Syztem Defaultz | report data report data report data report d

< Back | Mest » | Cancel Create Report Mow




28

CHAPTER 1

30. Click Next. The Summary tab displays a summary of options you
selected for the Updated Address report. If the options listed in the
summary are not correct, click Back to change the options selected.

Updated Address Report [ x|

1 Generall 2 Format 3 Summary |

Summary of Options

Action to perform; Updated address report
P Data zervice: Address Yalidation

Canstituants to include: All records
/ Addresses to include: &l addresses
o Y 4 Certification date; Fegardless of when last certified
2 Targut Evtabe Bie
lidson, SC??“I{IE

Create erception queny: Yes
Include: Changed Addiesses
Include current address information: Mo

< Back | TR |

Create Report Mow |

31. To begin processing the report, click Create Report Now. While the
program compiles the report, a progress indicator appears. You can click
Cancel to stop the report processing.

I Updated Address Report =Bl

Preparing report 'Updated Addressz Report’

Cancel

32. Ifyou ticked the Create output query checkbox on the General tab, the
Save Static Query screen appears.

33. Inthe Query name field, enter a name that describes the contents of this
query. For example, you can enter “Exception Addresses”.

34. In the Description box, further describe the contents of this query. For
example, you can enter “Exception addresses from the Updated Address
Report for the 2007 annual mailing”.

Save Static Query E3
Ouery name: IEHCEDtiDn Addresses | Save I
Description: [E=ception addresses from the Updated ;I C |
Addrezs Report for the 2007 annual mailing ElieE
=
Query format; IStatic v| Query Type: Constituent
¥ Other users may execute this queny Created From: Reparts - Exception
addresses
W Other users may modify this query




35. In the Query format field, the program defaults to “Static” and disables
the field. Output queries must be static because they do not change. For
more information about static queries, see the Query chapter of the
Query & Export Guide.

36.

37.

38. To close the preview screen, click the “X” in the top right corner. You

To allow other users to use or change this query, tick the Other users
may execute this query and Other users may modify this query
checkboxes. It may be helpful for others to have access to the queries you

ADDRESS VALIDATION

create for possible use in the future.

Click Save. If you selected to preview the Updated Address report, the
report previews on screen. You can print this report by clicking Print at
the top of the preview screen.

Ho. Records: 455

Data Service: Address Validation

Blackbaud
Updated Address Report

Sample Repart

Ho. Updates: 442
Ho. Exceptions:
Elapsed Time: 00:01:2

Hame/Constituent 1D Current Address Information Updated Address Information Footnotes Change

Ben Bersem |

Aydrew Freemman f

If you selected to print the Updated Address report, it prints to your

default printer.

3 Tovington R
Brorde

e 20124
Australia

27 Wictorda St
Guildford
Hoer A48
Anstralia

07 37983 Macphersem 5t

Strathfield

Hewr 2135

Anstralia

U5 39 dubum St

Levrisham

Hewr 2161

Australia

105 Calliope St Tes

Cartherland

return to the Data Enrichment Services page.

Updating Addresses

Updating Addresses Using Batch Mode

Once you verify the information on the Updated Address Report, you are ready to
update constituent addresses. You can either update addresses one record at a time
using Interactive mode or as a group using the Batch mode.

You can verify all addresses in a mailing list at one time using the Batch mode.
When you use Batch mode, you select preferences for address certification that
apply to all addresses in the mailing list. The program updates all the addresses
without any further data entry.

29
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> Updating addresses in the database using Batch mode
1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

File Edit “iew Go Favouites Tools Help

4 Back & Forwa|d| Open in separate window

A
ration ;I
e b Systern Statistics b Duplicate Receipts
o b Irnport b Merge Constitlents
b Globally Add Records ¥ Drop Lapsed Members
Globally Add
Frosiit » Globally Change Records ¥ Security
el e b Globally Delete Records b Quele
Records b Globally wirite Off Pledges » Datz Enrichiment Services
Globally Delete b Post to General Ledger
Records b Duplicate Constituents
Globally ‘write Off
Pledges
Post to General
Ledger
Duplicate
Constituents
Duplicate
Receipts
Merge
Constituents
Walidate
Datahase ;I
Diop Lapsed System Statistics =
M embers
4 Provides you with & count of the records in your database. For more information about System Statistics,
Security ;I ) see the Program Basice chapter of the Program Basics Guide. _I
TV
‘welcome to The Raiser's Edge 7 v

2. Click Data Enrichment Services. The Data Enrichment Services page
appears. Address Validation is highlighted.

The Raiser's Edge HEE
File Edit “iew Go Favouites Tools Help

4 Back & Forwa|d| Open in separate window

Administration | | Updated &ddiess Report. Update Addresses

Sustem Statistics ;I

Import

sae || Address Validation

Records

Globally Change
Records = pddre dation

Glohally Delete: 42 Blackbaud Analytics
Recards

Globally ‘write Off
Pledges

Post to General
Ledger

Duplicate
Constitusnts

Duplicate
Receipts
Merge
Constitugnts
Validate B
Database —I
Diop Lapsed Address Validation is a data correction service provided by Blackbaud. You can update
tembers missing or misspelt address information, add or correct Postcodes, add Delivery Paoint
T ldentifier (DPID) information to an address, and standardise addresses to qualify for presort
;I discounts.

e

‘wielcome to The Raiser's Edge 7 A
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3. On the action bar, click Update Addresses. The Update Addresses screen
appears.

Update Addresses E

1. General |2: Process Dptionsl 3 Footnotesl 4 Summaryl

All records

Addreszes to Cerhify

Include. .. | All addreszes

* Regardless of when last certified

" Mot certified using curment subscription data

" Mot certified using previous subscription data

[~ Create exception query

< Blank | Mest » | Cancel | Update Mo |

4. To select the constituents whose addresses you want to update, click
Include at the top of the screen. You can include All Records, Selected
Records, or One Record. If you choose Selected Records, the Open
Query screen appears, so you can select a query containing the
constituents whose addresses you want to update. If you select One
Record, the Open screen for constituents appears, so you can locate the
constituent whose address you want to update.

For more information about creating a query, see the Query chapter of the
Query & Export Guide. For more information about the Open screen, see
the Program Basics chapter of the Program Basics Guide.

5. Inthe Addresses to Certify frame, click Include to choose whether to
compare all or selected address types for the constituents you selected.

@ If you include all
constituents, “All

records” displays to the right
of the Include button. If you
include selected
constituents, “Selected
constituents” appears to the
right of the Include button.
If you include one
constituent, the constituent’s
name appears to the right of
the Include button.
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3@ If you include selected
address types, only one
address type is updated on
each constituent record
processed by Address
Validation. When you
include all address types,
every address type is
updated on each constituent
record processed by Address
Validation.

If you choose Selected addresses, the Customisation Options for
Addresses to Include screen appears, so you can select the address types
you want to compare in the Updated Addresses Report. For more
information, see “Selecting an Address Type” on page 12.

Customization Options for Addreszes to Include E

2 Organizations I

| Select which addreszes will undergo certification for individuals that are included in this process.

Step 1:Indicate if seazonal addiesses thould be congidered. The first valid seazonal address will be uzed,

[ Consider addresses with seazonal dates as of IToday j
Step 2: Specify. in the order of importance, the addresses to conzider if a valid seasonal address is not found.
Addiesses: Addresses to uze:
First address found - Freferred address
Primary buzines:
Spouze primary business <
Crmitmm membmermd —Addemnn LI

Step 3:ou may check for special requirements by first congidering addreszes with the specified attribute(s).

Address Attributes... | <M address attributes specified:

Step 4:Specify what happens if no address is found: ||nC|ude Preferred address j

ak. I Cancel |

6. After selecting a specific address type to update, click OK. You return to
the Update Addresses screen. If you include all address types, “All
addresses” displays to the right of the Include button. If you include
selected address types, “Selected addresses” appears to the right of the
Include button.

7. Inthe Address to Certify frame, select the addresses in your database to
validate, based on when they were last certified. The available options are
as follows.

* Regardless of when last certified - any addresses, regardless of when
they were last certified

* Not certified using current subscription data - those addresses that
have not yet been updated using the data files from the most recent CD

* Not certified using previous subscription data - those addresses that
were not certified using the data files from the CD you received just
prior to the current CD

8. To create a static constituent query containing the names of the

constituents whose addresses could not be updated, tick the Create
exception query checkbox. We strongly recommend you tick this
checkbox, so you can correct the addresses or mark them as lost
addresses.
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9. Click Next. The Process Options tab displays options you must specify
before you can update the addresses.

Update Addresses [ x|

Footmotes | 4 Summary I

— Processing Mode

Address Capitalization Reporting Options
(¢ Batch mode ' Proper case address [~ Print AMAS form

" |nteractive mode " Capitalise entire address [ Cieate contal repart 5 Freview © Frint

Mate all fields belows that are left blank will be copied from the Original Address.

— Add the Fallowing to Mew Certified Addresses——————— (T~ Save Old Address in Constituent Address List ——
Address type: I j Address tppe: I j
Info sounce: I j Info sounce: I j

Drate from: |31 /0572007 ﬁl Date fram: I HI
D ate to: I ﬁl D ate bo: |3‘I 0542007 ml
Send mail to this address: I vl

< Back | Hest » | Cancel | Update Mow |

10. In the Processing Mode frame, select Batch mode. When you choose
Batch mode, the program updates all the addresses at one time. If an
address cannot be updated, an exception query is created.

11. Inthe Address Capitalisation frame, choose whether to capitalise the
entire address or use proper case. When you choose Proper case address,
Address Validation uses upper and lower case in the appropriate places.
Mailings with standardised addresses are eligible for discounts offered by
Australia Post. It is strongly recommend the last line is printed in all
capital letters. For more information, see the Australia Post publications,
Address Presentation Standards and the PreSort Letter Service Guide.To
obtain copies, call 13 13 18 or visit the Web site at www.auspost.com.au.

12. To print the AMAS Report to confirm the addresses are correct and
certified, in the Reporting Options frame, tick the Print AMAS form
checkbox. The AMAS Report is required to accompany your mailing to
qualify for postal discounts. The AMAS Report proves to the post office
the software you used is AMAS-certified and also details the percentage
of certified addresses in your mailing.

13. To create a report containing information about the updated addresses, in
the Reporting Options frame, tick the Create control report checkbox.
If you tick this checkbox, select whether to Print or Preview the report. If
you select Preview, a preview screen of the report appears, so you can
view it before printing.

The control report contains the constituent name and ID, address and
type, report date, and an exception code where applicable for each
constituent processed by Address Validation. We recommend you print a
control report, so you can have a record of the addresses that were
updated.

When you use a mail

task in Mail, you can
tick the Print mailing in
ALL CAPS checkbox on
the Format tab if you want to
modify the case for a
specific mailing without
changing the capitalisation
of the addresses entered on
the constituent record. For
more information, see the
Mail Guide.
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3@ Any information you
enter in the Add the
Following to New Certified
Addresses frame and the
Save Old Address in
Constituent Address List
frame is added for all
addresses processed in the
update.

When updating all

addresses for a
constituent in Batch mode,
we strongly recommend you
do not enter information in
the Address type field in the
Add the Following to New
Certified Addresses frame.
All addresses for the
constituent are changed to
the type you select.

14. In the Add the Following to New Certified Addresses frame, enter the

15.

Address type, Info source, Date from, and Date to information you
want to add in the corresponding fields in the Address Information
frame on the Address screen of a constituent record. You can leave any of
the fields in this frame blank if you do not want to update the information
for an address on the constituent record. For more information about the
address screen of a constituent record, see the Biographical Information
chapter of the Constituent Data Entry Guide.

If you want to save the original address on the Addresses tab of a
constituent record, tick the Save Old Address in Constituent Address
List checkbox. When you tick this checkbox, enter the Address type,
Info source, Date from, and Date to information for the old address.

Update Addresses E

1: General 2 Process Optiohs |§: Foottotes | 4 Summar_l,Jl

— Processing Mode
% Batch mode

Address Capitalization Reporting Optiohs

' Proper case address ¥ PFrint AMAS form

" Interactive mode " Capitalise entire address [V Create contol report % Preview € Print

Mate all fields below that are left blank will be copied from the Original Address.

— Add the Following to Mew Certified Addresses W Save Old Address in Constituent Address List ——
Address bype: ICertified Address j Address ype: Iold address j

Info sounce: IAddress W alidation j

Date from: |31 A08/2007 El
Date to: |31 J0B/2007 El

Info sounce: IAddress W alidation j

D ate from: Iﬂ
Drate bo: |3‘I A05/2007 ﬁl
Send mail to this address: IND vI

< Back | Mest » | Cancel | Update Mow |

You can leave any of the fields in the Save Old Address in Constituent
Address List frame blank if you do not want to change the information
entered for the original address. For example, if an address has “Personal
friend” entered in the Info source ficld, you can leave the Info source
field in the Save Old Address in Constituent Address List frame blank
if you do not want to update the information.
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16. Click Next. On the Footnotes tab, you can specify the footnote flags you
want to add as address attributes.

Update Addresses [ x|

1: Generall 2 Process Optiong

4 Summary I

Select which footnote flags you would like o add as address attributes.
Awailable Footnote Flags

Unknown enor with address.

Unable to match Locality and Postoode,
Unable to matzh or comect Locality.

Footnote Flags to Add az Address Attributes

Unable to parse Street or POT from address. ﬂ

Unable to match House Mumber in Street, ﬁ

Unable to match Postal Delivery Murmber.

Unable to parge Unit Murnber from address. ﬂ
«

Date to uge for attibutes: IToda_l,l's date ‘I
Comment: I g

< Back | Hest » | Cancel |

Update Mow |

17. To select a footnote flag to add as an address attribute, highlight the

footnote flag in the Available Footnote Flags box and click the single

right arrow to move it to the Footnote Flags to Add as Address
Attributes box.

To move all footnote flags at once, click the double right arrow. We
recommend you use all possible footnote flags in your address update.

The footnote flags appear as address attributes on the Attributes tab of the
address record with the Category of Address Validation Footnote and a
Description of the specific footnote flag that applies to the address. After
you finish certifying addresses, you need to locate all addresses with an
attribute Category of Address Validation Footnote and correct any

problems with them. After correcting an address, we recommend deleting
the attribute.

If an attribute with the

Category of Address
Validation Footnote already
exists on a constituent’s
address, the existing
attribute is not updated, but
the additional attribute is
added to the grid.
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Addresses other than

Australian-formatted
are included in processing,
but fail the first test and are
not considered for further
processing against the
exception rules.

18.

19.

20.
21.

22.

If you add any footnote flags as address attributes, enter a date to
associate with the attribute in the Date to use for attributes field. When
you select <Specific date>, the Date to use ficld appears, so you can enter
a date, such as 31/05/2007. In the Comment field, enter any comments
you want to associate with the attribute. For example, you may want to
add the comment “Footnote flag from address update on 31/05/2007.”

Update Addresses E

1: Generall 2 Process Optiohs 3 Footnotes |ﬂ: Summar_l,Jl
Select which footnote flags wou would like to add az address attributes.

Awailable Footnote Flags

Unable ta match or comect Locality.

ﬂ Unable ta parse Street or PDT from address.
ﬂ Unable ta match House Murmber in Street,
Unable ta match Postal Delivery Mumber.
ﬂ Unable to parse Unit Mumber from address.

«

Date to uge for attibutes: IToda_l,l's date ‘I

Comment: |Ma_l,' address update for Annual Mailing g

< Back | Hest » | Cancel | Update Mow |

Click Next. The Summary tab displays a summary of options you
selected. If the options listed in the summary are not correct, click Back
and make your changes.

Update Addresszes (x|

1 Genelall 2 Process Dptionsl 2 Footnotes 4 Summary I

Summary of Options

Action ta perform;  Update addrezses
Drata zervice: Address Validation

Constituents to include: Al records
/ Addreszes to include: All addresses

.. ¥ 4 Certification date: Fegardless of when last certified
4 Targut Epute B0
g SCBRRE (e ate exception query: No
-~ Proper case address

Create control report: Yes [Preview)

Add the following to new addresses:
Address tppe: Certified Address
Infio source: Address Validation
Doate from: 31./05/2007

¢ Back | Hewts | Update Mow |

To begin updating the addresses in your mailing list, click Update Now.

If you ticked the Create exception query checkbox on the General tab,
the Save Static Query screen appears.

In the Query name field, enter a name that describes the contents of this
query. For example, you can enter “Exception Addresses”.
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23. Inthe Description box, further describe the contents of this query. For
example, you can enter “Exception addresses for the 2007 annual

mailing”.
Save Static Query E3
Query name: IEHCEDtiDr‘I Addreszes | Save I
Description: [Erception addresses for the 2007 annual ;l C |
mailing ElEE
[ |
Clueny format: IStatic v| Guery Type: Canstituent
W' Other users may execute this query Created From: Reports - Exception
Addrezzes
W Other uzers may madify this querny

24. In the Query format field, the program defaults to “Static” and disables
the field. Output queries must be static because they do not change. For
more information about static queries, see the Query chapter of the Query
& Export Guide.

25. To allow other users to use or change this query, tick the Other users
may execute this query and Other users may modify this query
checkboxes. It may be helpful for others to have access to the queries you
create for possible use in the future.

26. Click Save. The Updating Addresses message appears.

Updating Addresses E3

Updating Addreszesz. Please wait._ ..

27. When the program finishes updating addresses in your database, a
summary screen appears, displaying the results of the update.

Update Addresses E3

Process Complete!

Total addreszes processed: 29
Mumber of updates: 3
Murnber af exceptions: 19
Murmber zkipped: 0

28. To close the summary screen and complete the address update, click
Close.
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Updating Addresses Using Interactive
Mode

When you choose to update addresses in your database using Interactive mode,
the Address Validation screen appears for each address you choose to validate.
From this screen, you can change all or part of the address entered in your
database with the certified address.

If there is enough valid address information for the program to automatically
update and validate the address, the Address Validation screen appears. For
example, if you are missing the postcode, but all other address information is
correct, the Address Validation screen appears with the updated postcode. You do
not need to search for the entire correct address on the Postcode Browser screen.

If an address cannot be certified, the Postcode Browser screen appears over the
Address Validation screen, so you can search for a correct address. Once you find
and select an address to use on the Postcode Browser screen, you return to the
Address Validation screen so you can update the address permanently in your
database. For more information, see “Address Validation Screen” on page 38. For
information about searching for correct addresses, see ‘“Postcode Browser Screen”
on page 40.

Address Validation Screen

From the Address Validation screen, you can update the corrected address in the
database.

Address Yalidation E3

Current Address Information

Constituent D
Addiezs Tepe: Home
Addrezs: U 3 7333 Macpherzon St

Suburb: BROMTE
State: Mew FPostoode: 2024 DFID 82154396

Choose the 1pdate Address’ buttan to update the current addrezs information showvn abowve with the validated
addrezs dizplayed below.

Address: (1) 3 79-83 Macpherson St ™| Addlfocthote 55 an addiess attibute

Suburk: Iante

SlateilNSW vl Date Ta USB:W
Postoode: |2D24 DFID |821 54336 Cornment: I g
[Eertify |

[~ Copy oniginal address ta altemnate

pdate Addre&&l Skip | Auta... I Cancel |

Current Address Information. The Current Address Information frame
lists the address information currently entered on the constituent record.
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Address, Suburb, State, Postcode. The address fields on the left of the
screen contain the updated address information you select on the Postcode
Browser screen. Or, if the address cannot be updated, these fields contain the
same information entered on the constituent record. This information also
appears in the Current Address Information frame above.

DPID. DPID stands for Delivery Point Identifier, which is an eight-digit code that
Address Validation adds to your address, when available. A DPID included on
mail pieces qualifies your mailings for further postal discounts and gets them
to their intended destinations sooner.

Add footnote as an address attribute. Tick the Add footnote as an
address attribute checkbox to copy a footnote flag to the constituent record
as an address attribute. If you are not able to validate an address, footnote
flags indicate the reason the address cannot be validated. The footnote flag
appears as an address attribute with the Category of Address Validation
Footnote and a Description of the footnote flag.

Footnote flag field. The field below the Add footnote as an address attribute
checkbox contains the reason, or footnote flag, an address cannot be
validated. For example, it may say Invalid address. If you tick the checkbox
above, this footnote is recorded on the address record as an address attribute
so you can track it or do further research later.

Address for Geoffrey Pinnock B
File Edit Wiew pAddesz Help
ESaveandCIose'UX|‘ }|—P'| ? -8 ‘

Address  Attributes |

Category | Description | Short Desc, I Date I Comments
Address Walidation footnotes| Unknown enrar with address. 04,/06/2007 | American wha has a busines

Date To Use. When you add an address attribute for an address, in the Date To
Use field, select the date you want to enter in the Date field of the attributes
grid.

Comment. In the Comment field, enter any comments you want to associate
with the attribute. For example, you may want to add the comment “Footnote
flag from address update on 01/01/2007”.

Validate. Click Validate to validate the address in the address fields in the frame
at the bottom of the screen, making it eligible for discounts. An address can be
validated only if it is correct and is entered in proper case. If the address that
appears is validated, or certified, the Validate button is disabled.

Copy original address to alternate. Tick this checkbox if you want to add
the old address to the Addresses tab on the constituent record with an
Indicator of Alternate.

Update Address. Click Update Address to update the address in your
database.

Skip. Click Skip to skip updating the current address on the screen. You go to the
next address. The Process Complete screen at the end of the address update
tells you how many records were skipped.
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Auto. Click Auto to switch to updating addresses using Batch mode. Once you
change from Interactive mode to Batch mode, you cannot switch back again.

Cancel. When you click Cancel, a message appears asking if you are sure you
want to cancel. If you click Yes, the Process Complete screen appears,
summarising the records processed so far. When you close that screen, you
return to the Data Enrichment Services screen.

Postcode Browser Screen

Before you can update an address on the Address Validation screen, you need to
use the Postcode Browser screen to search for the correct address. The Postcode
Browser screen appears when the address is invalid or when you click Validate
on the Address Validation screen for an address that cannot be certified.

The bottom portion of the Postcode Browser screen lists all available street names
for the criteria entered in the address fields in the Find Criteria frame on the top
right of the screen. The address entered on the constituent record or in the batch
defaults into the address fields in the Find Criteria frame.

Postcode Browser [ |
Search: Enter wour address criteria in the fislds below, then click "Find"
Original Address ————————— Find Criteria
236 KEILLOR ROAD For ] v pdate
NIDDRIE viC Locality Line: INIDDFHE YIC
Cancel

Street/Delivery Mame: |238 KEILLOR ROAD Clear |

Updated Address

326 Keilor Rd
Middrie %/IC 3042

Fiesults: Select a result address below and click "Update" to zend the address back.

Unit | Floor [ Mumber | LotMumber | Building | Buiding 2 | Point Indicater [ 1D | =]
Toh Fel TR i
A 183 o ool
320 Resl 51504312
330 Feal 38452551
3300 56499304
332 Feal 67472883
3328 38285053
334 Phartom 78757184
U1 334 42664250
U10 334 52231818
1111 334 R133481 LI

Original Address. The Original Address frame lists the existing address on
the constituent record.

Find Criteria. The Find Criteria frame includes all address fields. Enter
information in these fields to search for the correct address to use. The
existing address information defaults into these fields. Delete information in
one or more fields to broaden your search for better results.

Locality Line - contains the Suburb and associated State/Territory and
Postcode

Street/Delivery Name - contains the street name and number

Update. Click Update once you find and select the address to use from the list
on the bottom of the screen. You return to the Address Validation screen.
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Cancel. Click Cancel to cancel the address find. You return to the Address
Validation screen.

Clear. Click Clear to remove all information from the fields in the Find Criteria
frame.

Update Address. Click Update Address when you find the correct address to
update in the database and return to the Address Validation screen.

Unit. A Unit represents a unit at a particular address, such as an apartment.
Example: U 1.

Floor. Floor specifies a certain floor number in an address, when applicable.
Number. Number refers to the street number in the address.

Lot Number. A lot number refers to a property before there has been a street
number officially assigned to the address. The Lot number appears before the
street name, when applicable. Example: LOT 17 Skye Avenue.

Building 1 & Building 2. These columns represent lines one and two,
respectively, of a building number in an address, when applicable.

Point Indicator. The Primary Point is an individual street address that contains
no secondary information, although it may have associated secondary address
information. Primary Points are flagged as either Real or Phantom, which
appears in the Point Indicator column in the grid.

A Real Primary Point is an existing physical delivery address without
secondary information (although it may have associated secondary address
information). An example Real Primary Point address is 3122 ELM ST. Real
Primary Points are considered address records in their own right.

A Phantom Primary Point is a delivery point that does not physically exist or
will not legitimately have mail sent to the primary address. Phantom Primary
Points have associated secondary address information, such as UNIT 1,
(suffix) A, or FLOOR 5. Phantom points assist in the address matching
process. Phantom Primary Points are not considered address records in their
own right.

ID. The ID column contains the DPID for the particular address.
Example: 38285053.
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> Updating addresses in the database using Interactive mode

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

File Edit “iew Go Favouites Tools Help

4 Back & Forwa|d| Open in separate window

A
ration ;I
e b Systern Statistics b Duplicate Receipts
o b Irnport b Merge Constitlents
b Globally Add Records ¥ Drop Lapsed Members
Globally Add
Frosiit » Globally Change Records ¥ Security
el e b Globally Delete Records b Quele
Records b Globally wirite Off Pledges » Datz Enrichiment Services
Globally Delete b Post to General Ledger
Records b Duplicate Constituents
Globally ‘write Off
Pledges
Post to General
Ledger
Duplicate
Constituents
Duplicate
Receipts
Merge
Constituents
Walidate
Datahase ;I
Diop Lapsed System Statistics =
M embers
4 Provides you with & count of the records in your database. For more information about System Statistics,
Security ;I ) see the Program Basice chapter of the Program Basics Guide. _I
TV
‘welcome to The Raiser's Edge 7 v

2. Click Data Enrichment Services. The Data Enrichment Services page
appears. Address Validation is highlighted.

The Raiser's Edge HEE
File Edit “iew Go Favouites Tools Help

4 Back & Forwa|d| Open in separate window

Administration | | Updated &ddiess Report. Update Addresses

Sustem Statistics ;I

Import

sae || Address Validation

Records

Globally Change
Records = pddre dation

Glohally Delete: 42 Blackbaud Analytics
Recards

Globally ‘write Off
Pledges

Post to General
Ledger

Duplicate
Constitusnts

Duplicate
Receipts
Merge
Constitugnts
Validate B
Database —I
Diop Lapsed Address Validation is a data correction service provided by Blackbaud. You can update
tembers missing or misspelt address information, add or correct Postcodes, add Delivery Paoint
T ldentifier (DPID) information to an address, and standardise addresses to qualify for presort
;I discounts.

e

‘wielcome to The Raiser's Edge 7 A
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3. On the action bar at the top of the Data Enrichment Services page, click
Update Addresses. The Update Addresses screen appears.

Update Addresses E

1. General |2: Process Dptionsl 3 Footnotesl 4 Summaryl

All records

o, - Addresses to Certify

Include. .. | All addreszes

* Regardless of when last certified

" Mot certified using curment subscription data

" Mot certified using previous subscription data

[~ Create exception query

< Blank | Mest » | Cancel | Update Mo |

4. To select the constituents whose addresses you want to update, click
Include at the top of the screen.

You can include All Records, Selected Records, or One Record. If you
choose Selected Records, the Open Query screen appears, so you can
select a query containing the constituents whose addresses you want to
update. If you select One Record, the Open screen for constituents
appears, so you can locate the constituent whose address you want to
update.

For more information about creating a query, see the Query chapter of the
Query & Export Guide. For more information about the Open screen, see
the Program Basics chapter of the Program Basics Guide.

@ If you include all
constituents, “All

records” displays to the right
of the Include button. If you
include selected
constituents, “Selected
constituents” appears to the
right of the Include button.
If you include one
constituent, the constituent’s
name appears to the right of
the Include button.
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If you include selected

address types, only one
address type is updated on
each constituent record
processed by Address
Validation. When you
include all address types,
every address type is
updated on each constituent
record processed by Address
Validation.

5. Inthe Addresses to Certify frame, click Include to choose whether to
compare all or selected address types for the constituents you selected. If
you choose Selected addresses, the Customisation Options for Addresses
to Include screen appears, so you can select the address types you want to
compare in the Updated Addresses Report. For more information, see
“Selecting an Address Type” on page 12.

Customization Options for Addreszes to Include E

| Select which addreszes will undergo certification for individuals that are included in this process.

Step 1:Indicate if seazonal addiesses thould be congidered. The first valid seazonal address will be uzed,
[ Consider addresses with seazonal dates as of IToday j

Step 2: Specify. in the order of importance, the addresses to conzider if a valid seasonal address is not found.

Addiesses: Addresses to uze:
First address found - Freferred address
Primary buzines:

Spouze primary business <
Crmitmm membmermd —Addemnn LI

Step 3:ou may check for special requirements by first congidering addreszes with the specified attribute(s).

Address Attributes... | <M address attributes specified:

Step 4:Specify what happens if no address is found: ||nC|ude Preferred address j

ak. I Cancel |

6. After selecting a specific address type to update, click OK. You return to
the Update Addresses screen. If you include all address types, “All
addresses” displays to the right of the Include button. If you include
selected address types, “Selected addresses™ appears to the right of the
Include button.

7. Inthe Addresses to Certify frame, select the time period you want to use
to determine whether the program should validate an address. You can
choose to validated addresses based on when they were last certified.

8. To create a static constituent query containing the names of the
constituents whose addresses could not be updated, tick the Create
exception query checkbox. We strongly recommend you tick this
checkbox so you can correct the addresses or mark them as lost addresses.
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9. Click Next. The Process Options tab displays options, checkboxes, and

fields you must specify before you can update the addresses.

1: General 3: Footmotes | 4 Summar_l,.ll
— Processing Mode Address Capitalization Reporting Options
(¢ Batch mode ' Proper case address [~ Print AMAS form
" |nteractive mode " Capitalise entire address [ Cieate contal repart 5 Freview © Frint

Mate all fields belows that are left blank will be copied from the Original Address.

— Add the Fallowing to Mew Certified Addresses——————— (T~ Save Old Address in Constituent Address List ——
Address type: I j Address tppe: I j
Info sounce: I j Info sounce: I j

Drate from: |31 /0572007 ﬁl Date fram: I HI
D ate to: I ﬁl D ate bo: |3‘I 0542007 ml
Send mail to this address: I vl

< Back | Hest » | Cancel | Update Mow |

10. In the Processing Mode frame, select Interactive mode. When you

11.

12.

13.

select Interactive mode, you can view each address before accepting the
changes.

In the Address Capitalisation frame, choose whether you want to
capitalise the entire address or use proper case. When you choose Proper
case address, Address Validation uses upper and lower case in the
appropriate places. Mailings with standardised addresses are eligible for
discounts offered by Australia Post. It is strongly recommend the last line
is printed in all capital letters. For more information, see the Australia
Post publications, Address Presentation Standards and the PreSort Letter
Service Guide.To obtain copies, call 13 13 18 or visit the Web site at
WwWw.auspost.com.au.

To print the AMAS Report to confirm the addresses are correct and
certified, in the Reporting Options frame, tick the Print AMAS form
checkbox. The AMAS Report is required to accompany your mailing to
qualify for postal discounts. The AMAS Report proves to the post office
the software you used is AMAS-certified and also details the percentage
of certified addresses in your mailing.

In the Reporting Options frame, tick the Create control report
checkbox to create a report containing information about the updated
addresses. If you tick this checkbox, select whether to Print or Preview
the report. If you select Preview, a preview screen of the report appears,
so you can view it before printing.

The control report contains the constituent name and ID, address and
type, report date, and an exception code where applicable for each
constituent processed by Address Validation. We recommend you print a
control report, so you can have a record of the addresses that were
updated.

When you use a mail

task in Mail, you can
tick the Print mailing in
ALL CAPS checkbox on
the Format tab if you want to
modify the case for a
specific mailing without
changing the capitalisation
of the addresses entered on
the constituent record. For
more information, see the
Mail Guide.
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When updating all

addresses for a
constituent, we strongly
recommend you do not enter
information in the Address
type field in the Add the
Following to New Certified
Addresses frame because all
addresses for the constituent
are changed to the type you
select.

14.

15.

16.

17.

In the Add the Following to New Certified Addresses frame, enter the
Address type, Info source, Date from, and Date to information you
want to add in the corresponding fields in the Address Information
frame on the Address screen of a constituent record. You can leave any of
the fields in this frame blank, if you do not want to update the information
for an address on the constituent record. For example, in the Address
type field, select “Home”.

For more information about the Address screen, see the Biographical
Information chapter of the Constituent Data Entry Guide.

The Info source field notes where you got your address changed
information. In the Info source field enter “Address Validation”. When
you leave the field, the following message appears.

The Raizer's Edge

® Do pou want to add ‘Address Yalidation' to the Addiess Info Sources table?

To add this selection to the table, click Yes.

Because you are updating addresses now, today’s date defaults into the
Date from field.

In the Date to field, enter through when you want this address update to
be valid. For example, your organisation updates addresses regularly
every three months to keep your database current and correct, enter the
date “31/08/2007”.

Update Addresses
1: General |
— Processing Mode Address Capitalization Reporting Options
" Batch mode &' Proper case address ¥ Print AMAS form
&' |nteractive mode " Capitalise entire address ¥ Create contral repart % Preview € Print

Mote all fields below that are left blank will be copied fram the Onginal Address.

—&dd the Following to Mew Certfied &ddresses (T Save Dld &ddiess in Corstituent Sddress List ——
Address tupe: IHome j Address bype: I j
Info gource: IAddress Walidation j Infio gource: I j

Drate from: |3'| /052007 ﬁl Date from: I ﬂl
Date to: |3‘I A08/2007 ﬁl [rate to: |3‘I A05/2007 EI
Send mail ta thiz addrass: I vl

< Back | et s | Catcel | Update Mow |

The frame on the right is disabled when you select Interactive mode.
When using Interactive mode, you make these selections on the Address
Validation screen.



18.
19.

20.

21.

22.

23.
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To begin updating the addresses in your mailing list, click Update Now.

If you ticked the Create output query checkbox on the General tab, the
Save Static Query screen appears.

Save Static Query
Huemy name: IEMception Addreszes | Save I
Description: [Erception addresses for the 2007 annual ;I C |
railing ance
J |
Guery format; IStatic v| Query Type: Constituent
V¥ Other users may execute this query LCreated From: Reports - Exception
addresses
W Other users may modify this query

In the Query name field, enter a name that describes the contents of this
query. For example, you can enter “Exception Addresses”.

In the Description box, further describe the contents of this query. For
example, you can enter “Exception addresses for the 2007 annual
mailing”.

In the Query format field, the program defaults to “Static” and disables
the field because output queries must be static. For more information
about static queries, see the Query chapter of the Query & Export Guide.

To allow other users to use or change this query, tick the Other users
may execute this query and Other users may modify this query
checkboxes. It may be helpful for others to have access to the queries you
create for possible use in the future.

Addresses other than

Australian-formatted
are included in processing,
but fail the first test and are
not considered for further
processing against the
exception rules.
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24. Click Save. The program begins to validate addresses. The Address
Validation screen appears for each address in the list.

Address Validation E2

Current Address Information

Constituent 1D
Addresz Type: Home
Address: 3 Boondall St

Suburk: BOOMDALL
State: Oue Postcode: 4034 DFID 54407312

Chooze the 'Jpdate Address’ button to update the current address information shown above with the wvalidated
addrezs displayed below.

Address: [ Bondal St [} feddlfootnote &5 an addiess attibute

Suburty IEgnda|

State: IQLD vl Date To Use: IToda_l,l's date: 'I

Posteade: |4034 CDPID |544D?9‘I 2 Comment; I g

Walidate |

[~ Copy oniginal address bo alkemnate

| polate Sddress | Skip | At I Cancel |

25. Click Validate. If the existing address cannot be certified, the Postcode
Browser screen appears, so you can search for a correct address. The
existing address information defaults into the fields in the Find Criteria

frame.
Postcode Browser (%]
Search: Enter your address criteria in the fields below, then click ''Find".

Original &ddress ———————— Find Criteria
3BONDAL 5T | e (TSRS - A3 Find
BONDAL GLD 4034 Laocality Line: |5 il QLD 403 :

Cancel
Street/Delivery Mame: |3 BOMDAL ST Tar
Updated Address

Resultz: Select a result address below and click "pdate to send the address back.

Locality | State | Postoode
BOOMDALL QLD 4034
BOOMDALL HEIGHTS QLD 4034

If the Postcode Browser finds a possible correct address, it appears in the
Updated Address display.
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27.

ADDRESS VALIDATION

If no possible addresses matching the criteria in the Find Criteria frame
appear at the bottom of the screen, you need to adjust your criteria to
broaden your search for possible correct addresses. The less criteria you
enter, the broader your search results.

Highlight the row in the grid at the bottom of the screen that matches the
address information entered in the Locality Line and Street/Delivery
Name field. For the example below, the address was spelled incorrectly
when it was entered in the database and that is why it could not be found
or certified. Double-click the first row in the grid to correct the Locality
Line of your search criteria. The updated address information fills in the
Locality Line.

Postcode Browser [ X]
Search: Enter your address criteria in the fields below, then click ''Find".
Original &ddress ———————— Find Criteria
SBONDAL ST T Find
BONDAL GLD 4034 Lacality Line: IBDDNDALL GILD 4034 ;
LCancel

Street/Deliveny Mame: IS BOMDAL ST

Clear
Updated Address

Resultz: Select a result address below and click "pdate to send the address back.

Delivery Tvpe | Street Name | Street Type | Street Sulfix |
EOONDALL ST

Highlight the street name closest to the one you are looking for in the grid
at the bottom of the screen and click Find. All possible addresses for that
street appear in the grid.

Postcode Browser (%]
Search: Enter your address criteria in the fields below, then click ''Find".
Original &ddress ———————— Find Criteria
SBONDAL ST [ e Update
BONDAL LD 4034 Locality Line: IBDDNDALL QLD 4034 :
LCancel
Street/Deliveny Mame: IBDDNDALL 5T Tar
Updated Address
3 Boondall 5t
Boondall QLD 4034
Resultz: Select a result address below and click "Update” to send the address back.
|wnit | Foor [ Mumber | LotMumber [ Buiding? | Buiding2 [ PaintIndicater | ID [
K} £ a0
5 Real 51509565 b
7 Real 3E161694
9 Real 54407912
10 Real 44367780
1 Real 96304712
12 Real 39426790
13 Real EBET1636
14 Real 78986042

1R Real SR311R j
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The fields at the bottom

of the screen are
editable. You can enter or
change address information
in these fields and then click
Validate to validate the
address information you
enter.

28. Scroll down and highlight the address in the grid for which you are
searching. You can reference back to the Original Address display to see
the original address that was entered in the database.

Postcode Browser

Search: Enter your address criteria in the fields below, then click ''Find™.

Original Address Find Criteria
SBONDAL ST i ] fovmo Update
BONDAL GLD 4034 Lacality Line: |BDDNDALL GLD 4034 ;
Cancel

Street/Deliveny Mame: |BDDNDALL 1) Tar

Updated Address

9 Boondall 5t
Boondall QLD 4034

Rezultz: Select a result address below and click "Update"” to zend the address back.

Urit | Floor [ Mumber [ LotMumber | Buldingl [ Buiding2 [ Point Indicatar | 1D e
3 Feal 33161430
5 Feal 51509565
7 Feal 6151694
g Rzl EAATI79] 2
10 Real
11 Feal 96304712
12 Feal 39426750
13 Feal EEG11695
14 Feal 78905042
1R Reral 9FR34111R ﬂ

29. Click Update. The Address Validation screen appears with the updated
address information you selected on the Postcode Browser screen.

Address Yahdation

Current Address Information

Caonstituent 1D
Addrezs Tope: Home
Address: 9 Boondall St

Suburk: BOOMDALL

State: Que Postcode: 4034 DFID G4407512
Choosge the 'Update Address' button to update the current address information shown above with the validated
address displayed below.
Address: [9 Baondall 5t r

Suburb: |Eoondall

State: |QLD « | HBuesnsland Date To Use:

Postoods: [4034 DPID 54407512 Camment: | 4]

I

[~ Copy original address to altermate

Update Address Skip | Auto... | Cancel




30.

31.

32.

33.

34.

ADDRESS VALIDATION

If you are not able to validate an address, tick the Add footnote as an
address attribute checkbox on the Address Validation screen. The field
below contains a footnote flag to indicate the reason the address could not
be certified. The footnote flag appears as an address attribute with the
Category of Address Validation Footnote and a Description of the
footnote flag on the Attributes tab of the Address screen accessed from
the constituent record. You can later search for addresses marked with
these address attributes that could not be certified and research them
further.

If you add any footnote flags as address attributes, enter a date to
associate with the attribute in the Date to Use field. When you select
<Specific date>, the Date to Use field appears, so you can enter a date,
such as 31/05/2007.

In the Comment field, enter any comments you want to associate with the
attribute. For example, you may want to add the comment “Footnote flag
from address update on 31/05/2007”.

To update the address on a constituent record, click Update Address. If
the Update Address button is disabled, the address entered in the
Current Address frame is not a certifiable address.

The next address in the database appears on the Address Validation
screen.

Continue following these steps for each address to be processed. If you
cannot validate an address for a constituent, click Skip.

If you want to switch from certifying addresses using Interactive mode
to certifying addresses using Batch mode, click Auto. When you switch
to Batch mode, Address Validation goes through and certifies addresses
automatically. You do not see each screen or have access to manually
change the addresses from the address update. For more information
about Batch mode, see “Updating Addresses Using Batch Mode” on
page 29.
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35. When you finish updating addresses, if you selected to Preview or Print a
control report in the Reporting Options frame on the Process Options
tab, an Update Address Report preview screen appears. The Update
Address Report lists the addresses you updated and the available
footnotes. If you select Preview, a preview screen of the report appears,
so you can view it before printing.

12 Update Addresses H=] 2

Blackbaud
Update Address Report

No. Reoordc: 457 Mo. Updabc: 470
Cots Beruwos: Addim: Ydidmos Mo. Exospionc: 3%

Mamexon cluenti o Currsntoddre oo Intirmadon Updaied oddrecsinkrmadon Foohokc* Chanoe

i Albau 74 Drley S0 4 Duley Rd i
HILDFORD

HILDFORD
AWl AT 2l
Auzunin Auzudin

Allo Doioiby ¢ | Bnbbenlubc 50 I0Ebbmlube A
SUTHERLAND SUTHERLAND
MET 223 MATY it
duaudio Auzudio

ol Aad ¢ 39 Caliope S U2 30 Callinpe 50
ALY ALY
I 2005 MIW eE
Auzudin Auzudin

Jom Aadizea ¢ 15 Aubuo 50 105 dubuin S0

Auzudio #Auaudin

Ercdbber ¢ FO 3o FO 3o |51
HEEMACRE RESMACRE
AT 2190 METY 2190
duaudio Auzudio

Andicw Johy 4 Syl mua 24 Splvooua 51
MERREDA MERREL

36. To print the Update Address Report from the preview screen, click Print
on the toolbar.

37. To close the Update Address Report preview screen, click the “X” in the
top right corner.
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38. If you ticked the Print AMAS form checkbox in the Reporting Options
frame on the Process Options tab, the AMAS report prints to your default
printer. The AMAS report needs to accompany your mailing to prove a
certain percentage of your mailing has certified addresses, in order to

qualify for postal discounts.

AMAS Address Matching Processing Summary Report

A. AMAS Software Details

1. AMAS Certified Company Name
Satori Software, Inc

. Software Name

MailRoom ToolKit

3. Software Approval Date
28/5/2007

Software Version

21

B. Database/List Owners Details

1. List Processor's Name

. Date List Processed

June 03, 2007

3. Processed Against PAF Version
V2002_3

. Name of Address List

Blackbaud

C. Processing Results

1. Records Matched & DPID Appended
14

Records Amended & DPID Appended
426

3. Records Not Matched
12

. Total Records Processed

452

D. Signature of Compliance

1. Name, Address, & Phone number of mailer

Blackbaud

| Certify that this information is true and accurate-

2. Signature of Mailer

3. Date Signed

39. When you finish certifying addresses in your database and printing
reports, if you selected to do so, the Process Complete screen appears,

displaying the results of the update.

Update Addresses E

Process Complete!

Total addresses processed: 29
MHurmber of updates: 9
Mumber of exceptions: 19
MHumber skipped: 0

40. To close the summary screen and complete the address update, click
Close. You return to the Data Enrichment Services page.
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You can access

Address Validation
from constituent,
participant, relationship, and
address records.

Correcting Addresses from a Record

You can look up and correct a specific address directly from a constituent,
participant, relationship or address record using Address Validation. When you
update an address from a record using Address Validation, the corrected address is
AMAS certified, qualifying your mailing for discounts.

You can access the address lookup screen from a record in several places: from
the Constituent, Address Validation menu on the constituent record; through the
Address, Address Validation menu on the Address screen of a constituent
record; or by clicking the Address Validation button on the toolbar of the record.
You can correct and validate the primary address or any other address type on the
constituent record.

> Correcting an address from a constituent record
1. On the Raiser’s Edge bar, click Records.
2. Click the Constituents link. The Constituents page appears.

#% The Raiser’s Edge

File Edit “iew Go Favouites Tools Help

4 Back & Forwa|d| Open in separate window

=
Gift;
e Constituents

Actions

Campaigns _ .~

Funds B ey incivicud 'F Open a Constituent

Appeals _

T D ey Qrganisation

Jobs

T Recently Accessed Records Quick Find

=&

-] |

‘wielcome to The Raiser's Edge 7

RS
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3. From a constituent record, select the Bio 1 tab.

w Doris Richardson

File Edt View Constituent Letter Favouwrtes Tools

E Save and Cloze -

Help

S =« || =-

C )l =T - M AR

Media I Actions I Honourtemorial

Wolunteer |
Bio 2 I v Addiesses I Addressees/S alutations I v Relationships I Appeals I Motes I Gifts | Attributes

— Bingraphical

Surname: IFlichardsnn

Aliages |

First name: IDoris

Middle name: I

Titles: IMrs

=

Suffixes: I

=

Mickname: IDot

Maiden name: I

ID: 235

Gender: IFemaIe j D2 I

Birth date: IDSH 4/1950 El Age: 54

" Deceased?

Date: I El

Marital status: IMarried

=

Spouse “Gar_u Richardzon

Solicit code: IEnd of year mailing only

Frospect I Membership I Events I

— Preferred Address - Home
Country: IUnited States

j ol pare...

Address lines: | 236 Keillor Road ;I
[
City: [NIDDRIE
State: m Wictaria
2IP:| OPC:|
Phones{EmailfLinks
Type Nurnber/Email Address I Shared?

Horme: 041-855-3801 Mot Shared

— This constituent
I lzinactive

™ Iz a solicitor [Vetas:

[ Gives anonymously I Haz no valid addresses

I~ Requests no email

Eduzation | Business | Eank |

4. In the Preferred Address frame on the right, click More. The Address

screen appears.

Address for Doris Richardzon
File Edit “iew Address

[ 5ave and Close '|u )(| 4 & |—' '|

Help

|2

v Address | Aftributes |

Country: IM

Address lines: | 236 Keilor Road

L] L

Suburb: [NIDDRIE

State: IVIE vl ictoria
Postcode: I ﬁl

DF'ID:I

r—&ddress Information

Address type: |Home j
Info saurce: | =]
cony | =]
Aegon| =

D‘-\.F!T:I

¥ Send mail to this address

Phones|ErmailfLinks [ Get this add - e add
Tvpe | Mumber/Email Address | Shared? | SIS AURIESSD WiE UElElee JuH 25
| |Home 041-835-3501 Mat Shared | —alid Dates [ Seasonal Address ——
| | Date from: I I Seasonal from: I
D ate to: I I Seasonal bo: I
Address block:[236 Feilor Foad =]
MIDDRIE
T

Press F7 for table lockup, F8 for address validation

To correct and validate

the primary address on
the Bio 1 tab, you can select
Constituent, Address
Validation from the menu
bar of the constituent record.
To validate any other
address, open the address
record from the Addresses
tab and select Constituent,
Address Validation from
the menu bar of the Address
screen.
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To correct an address,
O you can also click the
Address Validation button
on the toolbar or select
Constituent, Address
Validation from the menu
bar of the constituent record.

Addresses other than

Australia-formatted are
included in processing, but
fail the first test and are not
considered for further
processing against the
exception rules. For
example, you cannot update
from the Address Validation
data files a constituent’s
address if it is a United
States address.

5. On the toolbar, click the Address Validation button. You can also select

Address, Address Validation from the menu bar of the Address screen.

Address for Donig Richardson

236 Keillar Road =

VE =
= -

| | Tvpe | Mumber/Email Address | Shared? |

|— Harme 041-855-3801 Mok Shared

If the address cannot be certified, the Postcode Browser screen appears.

Postcode Browser

Search: Enter your address criteria in the fields below, then click. ' Find".
Original Addregs ———— Find Criteria

236 KEILLOR ROAD T IE
NIDDRIE WG Locality Line: INIDDHIE WIC
LCancel
Street/Delivery Mame: |238 KEILLOR ROAD Clar
Updated Address
326 Keilor Rd
Middrie WIC 3042
Results: Select a result address below and click “Update” ta send the address back.
Lnit Floor MNurnber Lot Murnber | Building 1 Building 2 Paoint Indicator | 1D -
38 Real
330 Real 38482551
330C 56499804
332 Real B7472883
3324 38285083
3 Phantam 7E7ET184
U1 3 42664260
u1o 3 52231818
1111 334 F1334831 LI

The address entered on the constituent record defaults into the address
fields in the Find Criteria frame at the top right of the screen. The frame
at the bottom of the Postcode Browser screen lists all possible street
names falling within the parameters you define in the Find Criteria
frame.

If the Postcode Browser finds a possible correct address, it appears in the
Updated Address display.
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6. Scroll through the list that appears in the grid at the bottom of the screen 6 You can remove all

until you find the address you need. information in these
.. . fields by clicking the Clear
To broaden your search, remove some search criteria from the Find button on the right.

Criteria frame.

7. When you find the correct address, highlight it and click Update. The
Address Validation screen appears.

AddressValidation

Current Address Information

Constituent 1D
Addrezs Tope: Home
Address: 236 Kaeilor Road

Suburb: MIDDRIE
State: WIC Postcode: DRID

Choose the 'pdate Address’ button to update the current address information shown above with the validated
address displayed below.

Address: [326 Keilor Rd I | &dd fantnate as am address athitiute
Suburby: [Niddrie
State: IVIE vl Wictoria Date To Use: IToday's date 'I
Posteade: | 3042 DFID [34385645 Comment: | 2]

aldate |

Update Address | Cancel |

The original address entered on the constituent record, before you
searched for the correct one, appears for viewing purposes only in the
Current Address Information frame at the top of the Address
Validation screen.
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Address information

will not validate if it
does not meet Australia Post
standards. For example, the
second last line of an
address must contain the
number and name of the
street. Australia Post also
strongly recommends the
last line be printed in all
capital letters. You can still
update an address on a
constituent record if it is not
certified. However, to
qualify for the greatest
discounts on your mailings,
we recommend you use
certified addresses. For
more information about
addressing standards, see the
Australia Post publications,
Address Presentation
Standards and the PreSort
Letter Service Guide. To
obtain copies, call 13 13 18
or visit the Web site at
WWW.auspost.com.au.

The updated address information you selected on the Postcode Browser
screen appears in the editable address fields at the bottom of the screen.
You can change information in these fields, such as capitalisation, if you
want. Because this information is taken directly from the Postcode
Browser screen, it is already certified. Therefore, the Validate button is
disabled.

To update the address on the constituent record, click Update Address.
You return to the Address screen with the updated and certified address
information filled in the appropriate fields.

Address for Dons Richardzon
File Edit VWiew Addiess Help

E]Saveandclose '|u )(| 4 b |—D -

el 2 - -

¥ Address | Attributes I

- r—&ddress Information
Country: IAustlaIla ﬂ

Address lines: | 236 Keior Foad ;l Aadess e IHDmE j
;I Infion source: | j

Suburb: [NIDDRIE County: | [

=l

State:IVIE 'l‘v"ictoria Flegion:l
Postcade: [3042 @  DFID:[34385645 CART:

¥ Send mail to this address

Phones/EmailjLinks _
4
[ | Number (Emal Address | chared? | [¥ | Getthis address to the prefered addiess
| |Home 041-855-3801 Mot Shared | —Valid Dates I Seasonal Address ——
| | Date from; I I Seagzonal from: I
D ate to: I I Seasonal bo: I
Address block: | 236 Keilor Road ;I
MHIDDRIE
T

[ |

| Press F7 for table lookup, F8 for address walidation |

Notice how the address will appear on mailings in the Address block at
the bottom of the screen.

On the toolbar, click Save. If the address is linked to another address, a
message appears telling you so.

Address Links

Thiz address is shared with at lzast one other record.

+ Change this address on all records that share this address

= Change the address on this record only [this address will not be shared with any ather
records]

ak. LCancel Show Shared Addresses >
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10. To update the address, make your selection and click OK. You return to
the Address screen with the Address block updated. For more
information about linked (shared) addresses, see the Constituent Mailing
Information and Relationships chapters of the Constituent Data Entry

Guide.

Address for Donig Richardson

NIDDRIE
VIC =

ECC

| | Tvpe | Mumber/Email Address | Shared? |

|— Harne 041-855-3801 Mak Shared

Address block: | 236 Keilor Road
MIDORIE
WIC 3042

11. To save the changes and close the address record, click Save and Close
on the toolbar. You return to the Bio 1 tab of the constituent record.

12. To save the changes and close the constituent record, click Save and
Close on the toolbar.

Postcode Lookup with Address Validation

With the data correction service, Address Validation, in addition to address
correction, you can look up postcodes. The address lookup feature provides a
quick and easy way to match a correct suburb, state, and postcode for an address.
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If you need to look up only the suburb, state, or postcode for an address on a
constituent record, you can easily access the Address Lookup screen by clicking
the binoculars in the Postcode field on the Address screen of a constituent record.

Address Lookup E3 |

Open I
Cancel |

Arcadia South WIC I6A

Search criteria;

City: |ﬁF|E.&DIﬁ Firnd Mo |
State: I'\-"IE vI Yictonia

2P [
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> Looking up a Postcode from a constituent record 6 The Australia version
of The Raiser’s Edge
E ; — . - - can only look up Australian
You work in the fundraising office of a listener-supported radio station. address fields.

You are creating constituent records for all new sponsors who donated
during your last fundraising drive. Create a new constituent record for Skye
Adams and enter the following address information: 3305 Main Street
Sydney, NSW. However, you are not sure of her postcode. Use the
Postcode lookup to locate her correct postcode, so that you can include her
in the thank-you letter mailing.

1. Create a new constituent record for Skye Adams. For more information
about creating a constituent record, see the Constituent Data Entry Guide.

=i Skye Adams | _ (O] x|

File Edit Yiew Constituent Letter Favouwites Tools Help
[ Save and Close ~ u|§'&‘@'| H 4 » H | o | - P E||| ?'|&'|a'| '|

Media I Actions I Hanour/tMemarial I Walunteer | Prozpect I temberzhip I Events I
v Binl | Bio 2 I v Addesses I Addressees/S alutations I v Relationzhips I Appeals I HMates I Gifts | Attributes

— Biographical — Preferred &ddress - Home
Surname: IAdams Aliazes | Country: IAustraI\a j Fare...
First marne: ISkye Address lines: | 3305 E. Main Street ;I
Middle name: I LI
Titles: IM[S j I j Suburb:ISYDNEY SOUTH
Suffizes: I j I d State: INSW 'l New South YW ales
Mickname: I Postcode:l nl DF'ID:I
Maiden name: I Phones{EmailfLinks
o |23B Type I Nurnber/Email Address I Shared? I
Gender: IFemale j ID2:| N
Biith date: IDBM 441369 El Age: 35
[T Deceassd? Date:l El
barital status: IMarried j - This c.:onst?tuent o -
™ lzinactive ™ Iz a soliciter Details
ﬂ"Palnck s [™ Gives anonymously I Has no valid addresses
Solicit code: I I Requests no emai
Education | Business | Bank |

| Press F7 for address lookup, F8 for address validation |

2. Inthe Address lines field, enter the address information you know. For
this example, enter “3305 E. Main Street”.

In the Suburb field, enter “Sydney”.

4. In the State field, click the arrow and select or enter “NSW” for New
South Wales.
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5. In the Postcode field, click the binoculars. The Address Lookup screen

appears.
: Cancel |

Sydhey M 5w 1126

Sydney M54 1125

Sydney M5 1124

Sydrey M5 1123

Sydhey M5 1122

Sydney M5 1M _Ij

4 3

Search criteria:

City: |SYDNEY

State: INSW vI MHew South Wales

ae [

Find Mow |

6. Scroll down the list until you find the Postcode you recognise as hers.

Address Lookup
City | State zZP [ open |
Sydrey South M5 1234 Cameel
Sydney South WS 2000 —I
Sydhey South
Sydhey South

Sydney South

ydiey South

KN

Search criteria;

City: |SYDNEY

State: INSW vI Hew South Wales

e [

Find Mow |
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7. Highlight the Postcode you want to use and click Open. You return to the
constituent record. The chosen Postcode automatically fills in the
Postcode field and any other matching address information, such as the

Suburb, updates.

File Edit Yiew Constituent Letter Favouwites Tools

W&-E--« « » 0|+ |2

[ Save and Close ~

Help

L AiE)

= 7% G o

Media I Actions I Hanour/tMemarial

I Walunteer
v Biol | Bio 2 I v Addreszes I Addressees/S alutations I v Relationships I Appeals I Motes I Gifts | Attributes

| Prozpect I temberzhip

— Biographical

Surname: IAdamS

Aliazes |

I Events I

— Preferred &ddress - Home

Country: IAustraI\a

j e,

Birth date: IDB/‘I 4/1363 El Age: 35

[T Deceassd?

[ ate: I El

Marital status: IMarried

I~

Spouse | IF'alrick Adams

Solicit code: I

First name: [Skye Address lines: [3305 E. Main Strest =
Middle name: I LI
Tilles: [Mrs = =l Subur: [SYDNEY SOUTH
Suffires: | = =] State: [N5 ¥ | New South Wales
Mickname: | Postcode: lm DPID:I—
Maiden name: Phanes{EmaijLinks
ID: |25 Type | NumherjEmail Address | Shered? |
Gender: IFemale j ID2:| I

— This constituent
™ lzinactive
I Gives anonymaoush

I Requests no emai

™ Iz a solicitor Details

I Has no valid addresses

Educallonl Business |

Bank |

| Press F7 for address lookup, F8 for address validation

8. In the Preferred Address frame, click More. The Address record screen

appears.

Address for Skye Adams
File Edit “iew Addiess

E]Saveandclose *|u )(| 4 b |—b s

Help

? -8

v Address | Attributes I

Country: IM

Address lines: | 3305 E. Main Street

I
[
K

Suburb:lSYDNEY SOUTH

State: INSW vl Mew South Wales
Postcode: |1233 ﬁl

DF'ID:I

Phones/EmailiLinks

Type

|Number,|'EmaiI Addressl Shared? |

—&ddress Information

Address type: IHome

EAF!T:I

¥ Send mail to this address

=l

Info source: I ﬂ
County: | j
Region: I j

¥ | St this address ba e piefened|addiess

r—Walid Dates

Date from: I I
D ate to: I I

I Seasonal Address ——

Seasonal from: I
Seazonal to: I

Address block: 3305 E. fain Strest
SYDMEY SOUTH
MSWw 1233

Press F7 for table lookup, F8 for address walidation
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If you want to add

footnotes as address
attributes, you must select
Address validation
footnotes attribute
description, Address
validation footnotes
attribute date, and Address
validation footnotes
attribute comment fields
when setting up your Batch
(select under Constituent
Information, Address,
Attributes). If you do not,
the Add footnote as an
address attribute checkbox
on the Address Validation
screen will not become
enabled and the footnote
will not be recorded as an
address attribute.

10.
11.

View the correctly formatted address in the Address Block at the bottom
of the screen.

Click Save and Close. You return to the constituent record.

Click Save and Close to save the information and close the constituent
record.

Using Address Validation with Batch

In The Raiser’s Edge, Batch provides an avenue for fast and easy data entry. You
can enter multiple new constituents or gifts into your database at one time. With
Address Validation, you can look up or correct addresses as you enter them in
Batch, for even more efficient data entry.

Accessing Address Validation in Batch should not be confused with updating
addresses in the database using batch mode. For more information about updating
addresses using batch mode, see “Updating addresses in the database using Batch
mode” on page 30.

> Looking up and correcting a constituent address in Batch

E You received a phone call from Amanda Le Bon, requesting information

A T

about your organisation. You want to enter her in your database as part of a
batch you are creating for all new constituents. Verify the address
information you wrote down is correct while entering it in Batch.

. Create a new constituent batch containing the fields, “Surname”, “First

name”, “Address”, “Suburb”, “State”, and “Postcode”. For more
information about Batch, see the “Adding Constituents in the Data Entry
Grid” section of the Constituent Batch chapter of the Batch Guide.

On the Batch screen, in the Surname column, enter “Le Bon”.
In the First Name column, enter “Amanda”.

In the Address column, enter “12 Arthur Place”.

In the Suburb column, enter “Adelaide”.

In the State column, enter “SA”.
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7. In the Postcode column, enter “5000”.

¥ Batch 1 M=l
File Edit “iew Constituent Favourtes Tools Help

ESaveandClose‘|u = |§'&'||Ej|m|| ?-

key Indicator I Surname I First Mame I Address Suburb State
Individual

| |individual Le Bon Amanda 12 Arthur Flace ADELAIDE Sh

KN 2
|F'ress F7 far table lookup |Constituent1 of 1 | /ﬂ

8. From the menu bar, select Constituent, Address Validation.

% Batch 1 M=l E3

File Edit ‘iew | Constituent

Favourites Tools Help

E Save and Cloz Duplicate Search for Amanda Le Bon ?-
Duplicate Search for Batch
key Indicat: I Address Suburb State I
Individual
| JIndividual 12 &rthur Place ADELAIDE S
4] | 2
|F!eady. Constituent 1 of 1 i
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The Postcode Browser screen appears.

Postcode Browser 1]

Search: Enter your address criteria in the fields below, then click. "Find".

Original Address

12 ARTHUR PLACE
ADELAIDE 54

Updated Address

Find Criteria
Locality Line: |'& E
Lancel
Street/Delivery Name: |12AF|THUFE FLACE Clear

Fiesults: Select a result address below and click ''Update” ta send the address back.

Locality I State I Postcode
ADELAIDE SA 5000
ADELAIDE SA 5001
ADELAIDE SA 5800
ADELAIDE SA 5E88

9. Because you know Amanda’s address is in the 5000 postcode area,
double-click the first row in the grid. The street options appear in the grid.

Postcode Browser

Search; Enter your address criteria in the fields below, then click. ' Find".

Original Address

12 ARTHUR PLACE
ADELAIDE SA

Updated Address

4 Arthur PI
Adelaide 54 5000

Find Criteria
Locality Line: IADELAIDE S& 5000 II
LCancel
Street/Delivery Mame: IAF!THUF! FL Cleear

Results: Select a rezult address below and click '"Update’ ta send the address back.

Delivery Type

| Street Mame | Street Tupe | Street Suffix |

ARTHUR PL
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10. Highlight the ARTHUR PL row in the grid and click Find.

Postcode Browser

Search: Enter your address criteria in the fields below, then click ''Find™.
Orginal Address ————————————  Find Critena

12 ARTHUR PLACE i ] fovmo Update
ADELAIDE 54 Lacality Line: IADELAIDE SA BOOO ;
Lance

Street/Delivery Marne: IAHTHUH PL Clear |

Updated Address

4 Arthur Pl
Adelaide 54 5000

Rezultz: Select a result address below and click "Update"” to zend the address back.

Uit Floor Mumber Lot Mumber | Buiding 1 Building 2 Faint Indicatar | 1D

The only possible street number that appears for Arthur Place is “4”. You
are looking for “12”.

11. To broaden your search, delete “PL” in the Street/Delivery Name field.
Only “Arthur” remains. Another possible street name appears in the grid
at the bottom, “Arthur Street”.

12. Highlight the Arthur St row and click Find. The possible street numbers
matching the criteria appear in the grid.

Postcode Browser E3
Search: Enter your address ciiteria in the fields below, then click “'Find".
Original Addrese ————— Find Criteria
12 ARTHUR PLACE b [ e Update
ADELAIDE Sé Locality Line: IADELAIDE 54,5000
LCancel
Street/Delivery Mamne: |AF|THUF| ST Clear
Updated Address
12 Arthur 5t
Adelaide 54 5000

Results: Select a result address below and click "Update” to send the address back.

Uit Floar Mumber Lot Mumber | Building 1 Building 2 Paint Indicatar | 1D

7 [=]
14 Real 48127312
18 Real 50353102
17 Real 33060113
18 Real 83220629
19 Real F1Z59643

20 Real T70E4724
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If you want to add

footnotes as address
attributes, you must select
Address validation
footnotes attribute
description, Address
validation footnotes
attribute date, and Address
validation footnotes
attribute comment fieclds
when setting up your Batch
(select under Constituent
Information, Address,
Attributes). If you do not,
the Add footnote as an
address attribute checkbox
on the Address Validation
screen will not become
enabled and the footnote
will not be recorded as an
address attribute.

For more information
5 about committing and
validating batches, see the
Batch Guide.

13. You realise the street type was simply entered wrong and the correct
address should be “12 Arthur Street”, not “Place”. To update the address,
highlight the “12” row in the grid and click Update. The Address
Validation screen appears

Address Validation
Current Address Information

Constituent 1D:
Address Type: Home
Address: 12 Arthur Place

Suburb: ADELAIDE
State: 54 Postcode: DFID

Choose the 'pdate Address' button to update the current address information shown above with the validated
address dizplayed below,

Address: [12 arthur St 2

Suburb: [ delaide

Stater |58 - | SouthAustralia Date To Use:
Pastoode: |5EIDD DRID |498991 ] Comment: | J
Update Address | Cancel |

14. To update the address in Batch, click Update Address. The corrected and
certified address appears in the batch.

¥ Batch 1 [=1 E3

File Edit “iew Constituent Favourtes Tools Help
i save and Close - | [ S o @ = E T

Key Indicator 1 Surname 1 First Mame 1 Address 1 Suburb 1 State 1
Individual

| amanda 12 Arthur 5t |ADELAIDE

| Ready. | Constituent 1 of 1|

15. Continue with data entry. To save the information and close the batch,
click Save and Close.
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Establishing a Business Rule
to Automatically Update
Addresses

On the Business Rules page of Configuration, under General, the Automatically
attempt to validate the address checkbox appears if you have Address
Validation. Tick the Automatically attempt to validate the address checkbox if
you want to see if an address meets Address Validation standards whenever you
edit an address.

If you tick this checkbox, each time you leave a Postcode field or save a record
where you have added or changed an address, Address Validation automatically
runs. The correct and certified address fields automatically fill in.

#% The Raizer's Edge HEE
File Edit “iew Go Favouites Tools Help

4 Back Forwald| Open in separate window

IEtIH-‘ Harme
-
= Configuration =
rﬁ Fecards iEnerd When saving a constituent or gift, if credit card number is invahid...
5 Gieneral @ Duplicates " Do nat allow record to be saved
0 Tables Ha Celnad' i = Display warning
IEFRES & Save record anywa
edald : RiGazations vihen editing pisdiom
SR Bl W @utomatically attemnnt b mI date the address
Abtributes @ Nare display =1 x4l 3
- - |Z] Membershi
Financial " ¥ Mallings
Institutions Generate D¢ B A
Batch options e Peports
General Ledger =30 Gift options W Exports
Letters General op?ions wWhen ing the Pref A dd to an Al A
International A.CtMt"" opt.lons (* Usze address tupe from Prefered Address
@ Constituent aptions
as i [ Gereral options {7 Use this default address type'IHDmB ¥ -
e f Deceased options
= Alumni options
Ehatmber_shlp 3 Membership options
R General oplions
Taxes - |Z] dctivity options

Ewvent options

e User defined rules =
ol R
4] | »

Business Rules

Custom Yiews

Apply predefined and customised validstion rules to records in The Rafser's Fdge

‘weloome to The Raiser's Edge 7 ]

Only addresses in countries for which you have ticked the Addresses with this
country are available for address validation checkbox are included. For more
information, see “Setting a Country’s Availability for Address Validation” on
page 11.

If you do not want to
6 set the business rule to
auto-validate each time you
edit an address, you can still
press F8 on your keyboard
or click the Address
Validation button on the
toolbar of a constituent,
relationship, participant, or
address record to run
Address Validation.
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Index

A

accessing, see navigating
address
correcting a constituent address in Batch 64
format 2
looking up a constituent address in Batch 64
looking up a ZIP Code from a constituent record
61
presentation standards 2
selecting an address type 12
updated address report 19
updating addresses
correcting addresses from a record 54
using Address Validation with Batch 64
using batch mode 29
using interactive mode 38
address certification, defined 2
address matching approval system 3
address matching summary report 3
address record, updating addresses from 54
Address to Certify frame 22
Address Validation
accessing data files 6
correcting a constituent address in Batch 64
data files 6
defined 2
footnote flags 5
looking up a constituent address in Batch 64
opening Address Validation information 6
selecting an address
individuals tab 13
organisations tab 15
setting a country’s availability for 11
updated address report 19
updating addresses
correcting address from a participant record 54
correcting address from a relationship record
54
correcting address from an address record 54
correcting address from the constituent record
54
using Address Validation with Batch 64
using batch mode 29
using interactive mode 38
address validation
auto-update business rule 69
Address Validation screen 38
AMAS report 45
AMAS, see address matching approval system
automatically updating addresses 69

INDEX 71

barcode, defined 3
batch mode 29
Batch, using Address Validation with 64
business rules
auto-validation 69

C

constituent record
Postcode, looking up 61
constituent record, updating addresses from 54

D

data files, accessing 6
delivery point identifier 3
DPID, see delivery point identifier

I

individuals tab 13
interactive mode 38

L

lodge 3
looking up a Postcode from a constituent record 61

N

navigating in Address Validation 4

o

opening Address Validation information 6
organisations tab 15

P

PAF, see postal address file

participant record, updating addresses from 54
postal address file 3

postcode browser screen 40

postcode, defined 3

Postcode, looking up from a constituent record 61
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R

records, updating addresses from 54
relationship record, updating addresses from 54
report, statement of accuracy 45

reports, address matching summary 3

S

standards, address presentation 2

U

updated address report 19
updating addresses 29
automatically
business rule 69
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