CONTACT RECORDS
November 8, 2011
1. Starting in the Contacts tab of Gifts, search for last name.  

2. Review the list of same last names now on your screen and find the one you are looking for by identifying the first name.

3. Double click to open the record.  
4. Here you can make any changes needed as relates to this person.
5. Basic information on Page 1 is self-explanatory:  

A. Last name: 

B. First name:

C. Middle:

D. Prefix:

E. Suffix:

F. Email:

G. Title:

H. Primary organization:

a. If a primary organization address has not already defaulted, or you need to select a different organization because perhaps the contact moved to another organization, click on the binoculars in the contact’s “Primary Organization Affiliation” field to search for the organization’s name.  From the list that appears, select the name of the organization this person is affiliated with or hit the “escape” key to create a new organization.  [See Organization Records]
6. Proceed to the contact’s address tab.

A. You may want to simply change a phone number – go ahead, but know that when you close, the 
system will ask you if you want to also change the phone number of the organization; answer accordingly.
B. Occasionally, a contact is affiliated with more than one organization or prefers to be contacted at home.  When you click on the “address” tab at the top of the contact record, you will see the organization’s address has defaulted as the office address (middle tab on the left).  If “use organization’s address” is checked that address will stay; if deselected, the current address is gone and you may enter an address specific for this person, and by selecting “omit organization name” from bottom right of the screen, the person’s address will not automatically include the organization’s name.   This is particularly good in the case of large universities, where a variety of addresses may be used for the same organization.  If you re-select the “use organization’s address” box, the organization’s primary address will again appear in that field.  
C. Notice the additional tabs of “home” and “alternate” on the left.  Enter the home information if available.  

D. Another field available is the alternate tab used in the event of a secondary organization or alternate, perhaps temporary, address.  The alternate address might be used in case the contact prefers to be reached at a business address or a temporary “in care of” address is preferred.  Here you would enter the address, but start with the company name (if there is one), followed by the address etc.  
E. Be sure to select which tab is the preferred address for this person by selecting the “use as primary mailing address” found at the bottom of all three address screens.  The primary address will now have a blue dot on its tab.

F. In addition to the “use as primary mailing address,” the office address tab also allows you to select “use organization’s address” and/or “omit organization’s name from label” select any or all according to your needs.

G. Any of these three addresses may be selected to use with a request when you edit the request’s affiliations tab and choose which to use address to use with the request.  (More on that with “Affiliations.”)
7. On Page 2 of the Contact record:
A. The left side of the screen is seldom used, but if this information is available it can be recorded here.
B. The right side contains the mail list; click on “assign” and check all of the boxes required for this person, then “okay” the screen.
C. Also on the right side of the screen are three varieties of salutation that the system created for you; editing is seldom necessary but the option is there if you need it.
8. On the Education tab, only the “discipline” field on the right side of the screen is used, mostly for Bradley Fellowship Professors.

A. Click on “assign” to select a discipline and choose boxes by clicking on them to select and deselect; okay the screen
B. To delete a discipline, highlight the item on the list and select “remove”

9. On the Code tab, nothing to do at this point.  The only field used (rarely) is the Ethnicity field, which refers to the various stages of Bradley Prize nominees and would be used during the Bradley Prizes process only.
10. Nothing needs to be recorded on the Affiliations tab.
WHEN A CONTACT NEEDS TO BE REPLACED

(Has Retired, Died, or Changed Organizations)
When a contact of a grantee organization is replaced by a new person, the new person’s name and contact information is entered into Gifts as affiliated with the grantee organization.  If he becomes the primary contact of the organization, that won’t change the prior person’s affiliation with any grant requests.  Here’s where the procedure needs to be changed.  

The prior contact is most likely affiliated with one or more requests of the organization.  We need to look at all of the organization’s requests that have any payment outstanding, which of course would mean we will have future correspondence relating to the grant.  Each of those grants will need two changes made:  the affiliation of the prior contact should be changed to “original requestor” in the affiliations tab, and the new contact needs to be entered as the primary contact (on page 1) so any correspondence will go to the new employee of the grantee organization.

We need to be aware, even when a new proposal is sent in and the contact name is different from the previous grant’s contact person, the new person’s name must replace the previous person in each of those unpaid records.  Grants completely paid would not need the update because any report that would need to be acknowledged would be addressed to the person sending in the report.

SEARCH TIPS FOR FINDING CONTACTS
1. Search name:  Weinstein (3 addresses)-(when affiliation added to a request, designate which of the three addresses should be used for this particular request)

2. Search mailing list

3. Get searches…. Prize winners; BP professors
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