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Why are Contact Reports important?

History: Prospects are assigned to Development Officers, but the
information yielded from those prospects 1s proprietary to the
University of Arkansas. Contact Reports allow the University to
keep a historic record of the communications between
Development and its prospects.

Visibility: Contact Reports provide crucial information for the
senior leadership of the University.

Performance: Contact Reports provide valuable information that

facilitates professional growth opportunities for all Development
Officers.



Viewing Contact Reports

An entity’s Contact Reports can be viewed on the Entity
Overview screen.

There are additional ways to view Contact Reports, but this 1s the

best way to ensure you are viewing all existing Contact Reports
for that entity.




Perform a Lookup for the Entity.

Access the Entity Overview screen.

ocal Storage (TMS) | Purge Cache  Chrris Farris [Logoff]
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0 - Entity x

1. Choose a template (optional) Bic - Entity r
2. Select results format™ | Entity Lookup List r |
3. elect output type™ | Display results v

4, Select additional criteria from page tres (optional)
5. Enter criteria below and click Search

| view Criteria || Clear |

1D Lookup (F0037)

| 'Sounds Like’
Last/Org Name Begins with ¥ |
First Begins with ¥ | |
Middle Begins with ¥ | |
Name Type | Equal v | qan v
Record Status | Equal v | (an v |
Primary Record Type | Equal v | fan M
School [ Equal v | (an) v
Class Equal bl |
Solicit Cntrl | Equal D] "]
Lookup | Equal v | am Y|
Affiliation Code | Equal v [ () Ml
Affiliation Status | Equal v | (an v |
Deleted | Equal ¥ | hot Deleted v |
vip | Equal v | an Ml
Person or Org | Equal v | (al) v]




Contact Report List for Entity will appear
beneath the Prospect Summary section on the
Entity Overview page.

Report #
| 150708
[oe] [148353
[oee] |139200

Entity Overview

42831

Recog Credit
Gifts
10,650.00
813,298.12
823,348.12

Contact

Token of Appreciation

Phone Call

Pars Scheduled Visit/Me . Stewardship

Degree BSIE 1262 Enginesring Morz...
PM Manager
AAA
|£| Chaneallor E
|£| Distinguished Profzssors
[eea| |Emeritus

Primary Credit Giving Summary (100010)

Credit Hard Credit Deferred
Gifts Gifts

Annual Fund 10,550.00 0.00
By Unit 453,514.54 1,501,262.50
Total 474,164.534 1,501,262.50

Deferred
Gifts
0.00
1,611,762.50
1,611,762.50

Contact Report List For Entity (90529} (1/28)

Alumni (1962 Enginesring), Faculty, Mare...

50860 (FR)

Achions  Help
Outstanding Outstanding Total
Pledges Bequests
0.00 0.00 10,550.00
0.00 0.00 1,564,777.34
0.00 .00 1,975427.34

Last Transaction: $100,000.00 Cther Irrev Planned Gift on Mar 06, 2018
Associated Credit Giving Summary (100011)

Achons  Help
Qutstanding Qutstanding Total
Pledges Bequests
0.00 .00 10,650.00
0.00 0.00 2,425,060.62

0.00

Purpose Date
Stewardship 04/20/2018
Stewardship 02/01/2018

01/11/2017

Actbons  Pnnt
ES ttﬂpttt
12/05/1935 (78)

Morthwest Arkansas Chapter
Towers Old Main Accephed ( )]

0.00  2,435,710.62

Mew Achionz Help
Author




Report & Contact
150708 Token of Appreciation

148353 Phone Call

> | H]E ]

135100 Pers Scheduled Visit/Me.

Contact Report List For Entity (90529) (1/28)

Purpose Date
Stewardship 04/20/2018
Stewardship 02/01/2018
Stewardship 01/11/2017

M.
Cr.
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Mew Achions Help

Author
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Click ellipsis button to view detail of Contact Report




Viewing Contact Reports

Lab #1 1n Contact Reports Workbook



Questions?
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Adding Contact Reports

Use Contact Reports to record any interaction (phone calls, visits, etc.)
with an Entity or Prospect.

$ O




You can ascertain whether or not a Prospect
Record exists by checking the Prospect
Summary form on the Entity Overview screen.

If no Prospect Record exists for the Entity, then
the Prospect Summary section will be blank.

Entities that require Prospect Records should be

requested immediately from Jason Selle at
selle@uark.edu.

Note the (0) Prospect
Records.

Entity Overview

12/28/1990 (27)

Prospect Summary (50104) ()

HNew Achons Help



mailto:selle@uark.edu

To record a Contact Report for
an Entity, select the “New”
button on the Contact Report List
on the Entity Overview screen

Entity Overview

Achions

Print

12/28{1950 (27)

Prospect Summary (50104) (0)

Affiliations (50103) (0)

Primary Credit Giving Summary (100010}

Credit

Annual Fund
By Unit
Total

Hard Credit

Gifts

0.00
20.00
20.00

Recog Credit

0.00
20.00
20.00

Deferred
Gifts

Deferred

0.00
0.00
0.00

Last Transaction: $20.00 Qutright Gift on Apr 08, 2014
Associated Credit Giving Summary (100011)

0.00
0.00
0.00

Contact Report List For Entity (90529) (0)

Outstanding

0.00
0.00
0.00

New  Acbons

Hew  Acbons

Total

0.00
20.00
20.00

Total

0.00
20.00
20.00

Help




All Contact Reports are visible at the Entity level

because all Contact Reports must contain an Entity ID.
NOTE*** “Joint” is checked by default but may be
changed at your discretion.

The presence of a Prospect ID associates this Contact
Report with the Entity’s Prospect Record.

Sometimes Contact Reports are added for an Entity
before that Entity is identified as a Prospect; thus, in
the earliest record of contact, there would have been no
Prospect ID on the Contact Reports.

If this happens, the number of Contact Reports
appearing on the Entity Overview screen vs. the
Prospect Overview screen may differ.

v

Contact Report (20086)

Report ID 0 Date™ |i|
Contoced 10 [z A
¥ Joint
Sosed [ Q) [
ContactType™ ||
upose” <]
Unit o [ university
Development
Author® | Q=]
Description® |
Text

R

ProspectID 357

Ql - =ville Campus
Proposal TD -
Name* Or.

Sort Name*® |
Title/Addr




Adding Contact Reports

Contacted ID defaults to current entity ID/Name.

The Date field 1s used to record the actual date of
contact. NOTE: It will default to today’s date and will
remain that way unless it is edited.

Enter a Contact Type (Personally Scheduled, Letter,
Phone Call, etc.)

Enter the Purpose of the contact.

If this is the first time any Director of Development
(DOD) has contacted this entity on U of A business,
select “1%t Time Contact” from the drop-down on the
Purpose field.

Report ID 0 Date™ 08/09/2018 [
Contacted 0 351 o I
¥ Joint
SpouseID (150360 Q| mr= E
P
Contact Type® |5 ¥ | Pers Scheduled Visit/Meeting
Purpgee— || ¥ istTimeCnt >
Unit UDE ™| University
Development
Author® i'{ -
Description™
Text
Program -
Prospect ID 7557 CI:;L ~ I F-ticvile Campus
Proposal ID C',‘;L -
Name® o [
—

Title/Addr




Enter the ID of the DOD who made the contact in the Author
field (additional staff persons can be recorded after the Contact
Report has been saved).

Be as specific as possible in the Description.

Try to answer the following in Text:

* Who

*  What
e When
*  Where
* Why

Link the contact report to Proposal, if applicable.

Enter Contact Reports no later than the 5 of the next month.

—

Program
Prospect ID
Proposal ID

Name*
Sort Name™
Title/Addr

Contact Report (80086)

ReportID 0 Date™
Contacted ID (52351 QO
| Joint

Spouse 1D 150860 Q| v
ContactType®™ |5 | =] pors scheduled Visit/Mesting
Purpose™ T =] smmecnt
O T g

Development
Muthor  [eerssz Q=
Description™ ||'~'Iaeljng to discuss Campus Bounce Houses

Save  Achons

Help

1 met I 5t McDonalds to discuss the recent Bounce Houss initiative...

Qli=
Q=]

Fayettaville Campus

Outright Gift

Fayetiaville Campus - -

[ =

2562

113408

r |

Al




After saving your Contact Report, the
navigation tree will contain links that
enable you to record additional
information.

(

Contact Report

Contact Report

Pers Scheduled VisityMesting (Aug 08, 2013)
1st Time Cnt

Contact Type
Purpose

Add details to this Contact Report, following the guidelines provided below.
s ‘fou can attach a Document to a Contact Report.
« You can enter Staff Credit details to identify who gets credit for this activity,
« Identify those on the Distribution List for receiving a copy of this Contact Repaort.
« ‘You can tie one or more follow-up Tasks to this Contact Report,
s |Js= Entity Update to record updated biographic information for contacted entities,

) Save completed successiully

Contact Report (80086)

Save MNew Achons
Report ID 151354 Date*®
Connaredin |ooears R —
" Joint
Spouse ID | q|

Contact Type® |5 ||| porc scheduled Visit/Mesting
Purpose™ L = s Timecnt
_—

Help




If more than one DOD
should receive credit for

this contact report, then °

click on the Staff Credit

link in the navigation tree
to add the other Directors
of Development.

Contact Report

Detail
Staff Credit 1
Tasks

Contact Report
Mr. 56303

Contact Type Pers Scheduled Visit/Meeting (Aug 05, 2018)
Purpose 1=k Time Cnt

Add details to this Contact Report, following the guidelines provided below.
s ‘fou can attach a Document to a Contact Report.
« You can enter Staff Credit details to identify who gets credit for this activity,
« Identify those on the Distribution List for receiving a copy of this Contact Repaort.
« ‘You can tie one or more follow-up Tasks to this Contact Report,
s |Js= Entity Update to record updated biographic information for contacted entities,

) Save completed successiully

Contact Report (80086) Save Mew Achions  Help
Report ID 151854 Date®
Contact=d 10 [0 R v
" Joint
Spouse ID | q|

Contact Type® |5 ||| porc scheduled Visit/Mesting
Purpose™ L = s Timecnt
_—




Select “New” on the
Contact Report Credit form. e—

Contact Report Credit

Mr. N 36303
Contact Type Pars Scheduled Visit/Maeting (Aug 09, 2018)
Purpose 1=t Time Cni:

Contact Report Credit (20080} (1/1)

Person Credited Author Credit
i Rauthor
Staff* 67652 Q=] vrs. I

CreditType™ 3 [iv] yvigis
e —

Unit
Comment

[ =

Actions

Save Mew  Achbons  Help

Participation

C Author




Select the DOD or other staff
person who should receive credit

for this contact from the drop-

down menu on the ‘Staff’ field. <C

Select a Credit Type and
Participation code.

Click ‘Save’ on the form header.

Person Credited

v I

Contact Report Credit
Mr N #686303

Contact Type Pers Scheduled Visit/Mesting (4ug 03, 2018)
Purpose 1=k Time Cnt

B awithor

Staff* |

Qi

isits

Credit

Credit Type®
Participation
Unit
Comment

{none)

32}

54004)

(599300)

Actions

Participation




Adding Contact Reports

Lab #2 in Contact Reports Workbook
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Reports & Tricks
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Contact Reports at the
Entity Level

Access the “Contact Report™
hyperlink in the Nav Tree \
under Prospect Tracking at
the Entity Level.

Change the results format
defaults to “Contact
Report Lookup List.”

Fhil Affnty
Program
Proposal
Proposal Purpose

Security

Contact Report

Actions

1. Chooss a template (optional)
2. Select results format™

3. Select output type*

4, Select additional criteria from page tres {optional)
&, Enter criteriz below and click Search

| View Criteria || Clear |

| Entity Lookup List
| Dizplay results v |

Contact Report (30048)
Contacted | Equal v || QI
Name | Contains v |
Contact Type | Equal v | an) |
Purpose | Equal v | (an) |
Unit | Equal v | (an) |
Contact Credit ID | Equal v | QHE
Program | Equal v | (am Y]
Author | Equal r | QJE
Joint | Equal v | () v
2nd 1D | Equal l ]
Contact Date | Equal v




Contact Reports at the
Prospect Level

To search for all Prospects
you have contacted:

1. Change “Choose a
Template (optional)” to
Prospect — Contact Report

2. Change “Select Results
Format” to Prospect
Lookup List

3. Enter your ID in the
“Contact Credit ID” field
of the search

Lookups

1. Choose a template (optional)
2, Select results format™®

| Proposal Lookup List

Achions

| Dizplay results

Contact Type | Equal v | (al) Y
Purpose | Equal v | (al) ll
Unit | Equal v | (al) ll
Contact Credit ID | Equal v IEE]"ES?_ [:H -

Contact Start Date®™ | Greater Than | ¥ | |

Contact End Date |LE:95ThanEqLT| |

Contact Credit Unit | Equal v | (al) v |

Assignment Lookup (70100)

Assignment Type | Equal v [ (al) il
Assign Status | Equal v | (al) ll
Assign ID | Equal v [‘_'HE

Priority | Equal v | (AN Y
Unit | Equal v | (al) v |




Reports & Tricks

Crystal Reports also allows you to pull a list of all of your Report of Contacts

_ - University of Arkansas Advance System Report Auqust 03, 2017
A R K A N K; § Report of Contacts by DOD Reports
Contact ID and Name Contact Date Contact Description Top Contact Type Call Report Summary Page 1 of 4
Name PM Manager PrspStage Rpt Purpose AS GS

O00220193 M. . 0022016 Meeting in Dallas N Pers Scheduled Visit Wants stronger |Hum
Mrs. valzs ™ [ Active Cullivati  Cultivation

Dean Waller ang View - New - Organize = Send - More Actions =  Details

helped with Jeb 5
My Documents Title ~ Type
Ieamu_&d that the - e e L
finds it's worth th st Lodu Proceaures ~| & | UA- Blitz Report v2 Crystal Reports
T find ¢ _— .
SMOiouesstin Monitoring Report Sample » | UA - Endowment Position Holders.| Crystal Reports
MULN Mullin's Library Folder » | UA- Entity Brief Bio Crystal Reports
OLLI Osher Lifelong Learning Institute »| | UA - Entity Profile—Recent Version Crystal Reports
» | UA - Event Brief Bio Crystal Reports
PCI Directory Project
» | UA-PMD Qutput Crystal Reports
Platform Search Scheduling
» UA Active Account Balances Crystal Reports
. . Probes » | UA Committee Member Report | Crystal Reports
. .
Located in: Reporting Outputs Folder of Crystal. 3| 0n e syt vl s
Report Samples » | UA Entity Detail Report Crystal Reports

Report Name: UA Monthly PS Personally -
Schedule Contacts

Search

SRR 2K 2R 2

Report Samples - Copy (1) u UA Monthly PS Personally Schedul{ Crystal Reports EI

UA Parent Giving Receipts with Da| Crystal Reports
UA Pledge and Cash Flow Analysis| Crystal Reports
UA Primary Manager Assignments | Crystal Reports
UA Radius Proximity Report Crystal Reports

Jar|
Dedd

Jul

Aug
Api
Ser
Aug
Sey
Sey

Jul
Jurf

Sef




Reports & Tricks

Lab #3 in Contact Reports Workbook
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DOD Metrics Summary Reports

are delivered to Development

Leadership every month on the
6th

Contact Reports provide the
information necessary to track
DOD activity

Print Date: 6/6/20'

Active Prospects are Reported

As are Wealth Engine Possible
Prospects

And...the Contact Reports
Entered

And...finally...the Proposals
Entered

s like IBM. He discussed changes

rtunities, and he asked me to send

ollege and his travels across the

cultivation. He should meet Dean

of Dr. Williams, and he shared

@very year, and we should try to

PROSPECT PORTFOLIO
GIVING
PROPOSAL DETAILS
Ask Amount Granted Amt Description
C Fiscal Year
WE Da'l.ﬂ ~ Level 1
— F VPR 500,000.00 500,000.00 papz/2016 ub
JIT PROSPE b wce 800,000.00 0.00 1211412016
To E D wcB 100,000.00 0.00 pae2017
Alurmni b wce 1,500,000.00 0.00 pri082016
Friend F VPR 100,000.00 100,000.00 papnz/2016 ub
5 wce 50,000.00 0.00 porzarz01  Fl
Former Parg E F wcB 25,000.00 25,000.00 10/14/2016
Staff E D WCB 100,000.00 0.00 0370812017 rship
Former Stafi E S5 WCB 200,000.00 0.00 pajorreoir T Scholarship
Former Faci 3,375,000.00 625,000.00 Active Cultivation
Alumni No-g 23869 F WCB 12,000.00 12,000.00 pe/01/2016 p. 2017
23735 F WCB 12,000.00 12,000.00 10/M18/2016
JIT PROSPE! 23665 F VPR 10,000.00 10,000.00 07/27/2016 nding
- ] Iting, LLC 23740 F WCB 12,000.00 12,000.00 10182016
M 23804 F WCB 12,000.00 B.000.00 po/01/2016 p
Excellent Logistics 23708 F  WCB 10,000.00 10,000.00 11/10/2016 rch Center, FY2017
Above Avery 68,000.00 64,000.00
23742 F WCB 10,000.00 10,000.00 11M10/2016 rch Center, FY2017 hot dentify with the indusiry,
23356 F WCB 25,000.00 25,000.00 o7/01/2016 17
23389 F WCB 10,000.00 10,000.00 p7iov/2016 | Institute, FY2017
23745 F WCB 10,000.00 10,000.00 11M10/2016 rch Center, FY2017
JIT PROSPE 23859 F WCB 10,000.00 10,000.00 11M10/2016 rch Center, FY2017
. | 65,000.00 65,000.00 Active Cultivation
Giving Cp 3,508,000.00 754,000.00
$5MM+ Previous Years outstanding as of 07/01/2016
$1MM - $5l Level 1
$500K - STMM 55 “STOTHES TN TS e OGNS &0 TR T TETOT T TS 10T TTTS” TETS ST TGO T TATTTE VAT TITS Ty WK T G0es =g
get him with Dean Waller/Gary Peters when he is in town. He has given the same amount to all three of his institutions, so it may be likely that he would not commit to giving to one without giving to the others.
$300K - $500K 83 Great stewardship visit.

Mr. Sam Pittman
Mrs. Missy Pittman

BIZ3Z01T

Visit in Dallas

Pers Scheduled Visit / Meeting

General Cultivation

due to the bond market in Texas. He has not yet sold his lake house. Next step: Ask him to make his annual gift to Molly Rapert

Planning
a pocket gift for All in for Arkansas

Sam is still struggling




Chris

Farris

479-575-4135
cmfarris@uark.ed
u

IENe]
Selle

(479) 575-2372
selle@uark.edu

Natalie

Shew

(479) 575-3389
nbshew@uark.edu
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