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Roman Catholic Foundation 

Instructions for Extracting and Assessing Planned Giving Donors 
 

This document includes instructions for extracting information from Servant Keeper 7 and analyzing 
the data using a 2013 or 2016 Microsoft Excel spreadsheet.  The process is based on the Roman 
Catholic Foundation’s Scoring Metric and includes all data EXCEPT the ‘Engagement With Your 
Organization’ category. 

To ensure an accurate assessment of the donors, please review the Servant Keeper file and verify that 
all fields contain valid data for registered parishioners.  Pay particular attention to the Age (which 
requires a birthdate to be entered) and Marital Status fields.  

The assessment parameters include visitors.  Visitor files normally do not include birthdates, marital 
status or children, therefore, scores for those families will be low. 

Please direct questions regarding the procedure to Sally Serbus, Parish Support Manager, at 
314.792.7716 or sallyserbus@archstl.com. 

 

Creating the Donor List in Servant Keeper: 
1. In the Servant Keeper Membership module, click on ‘Groups Keeper’. 

 
  

2 – To create the new group, click on ‘Add Group’. 

 

mailto:sallyserbus@archstl.com
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 3 – Enter ‘Donor List’ for the ‘Group Name’; select ‘Individuals’ under ‘Show’; select ‘Show 
Individual Fields’ under ‘Show Field for:’. 

 4 – Enter the criteria as shown below.  Add additional Member Status values as needed.  Be sure 
to include () around the Member Status criteria and change all ‘ANDS’ to ‘OR’ within the parentheses. 

 5 – Click on ‘Select Fields’. 
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 6 – Add the following fields to the ‘Fields Displayed in Order’.  The fields MUST appear in the 
following order.  Note whether the field is an Individual field or a Family field. 
  Last Name (Individual) 
  First Name (Individual) 
  Mailing Name (Family) 
  Salutation (Family) 
  Address (Family) 
  City (Family) 
  State (Family) 
  Zip (Family) 
  Home Phone (Individual) 
  E-mail (Individual) 
  Age (Individual) 
  Marital Status (Individual) 
  Children (Family) 
  
 

 

 

SEE ADDITIONAL EXAMPLE BELOW.  USE SCROLL BAR TO SEE ALL SELECTED FIELDS.  
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 7 – Click ‘Save’. 

 

 8 – Click ‘Save As’ after the group detail appears. 
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  9 – Enter ‘Donor List’ as the file name and save in the preferred folder. Click ‘Save’. 

 

 

This completes pulling the data from the Membership module. 
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Creating the Donor History in Servant Keeper: 
1. In the Servant Keeper Contribution module, click on ‘Listings’ then ‘List Individual’s

Contributions’.

2 – Change the ‘Date Range’ to include the last 10 full calendar years, ex. 01/01/2006 – 
12/31/2016. 

3 - Untag all accounts and select ‘General Fund’ (or the accounts used to track offertory gifts). 

4 – Click on ‘Select Fields’.  
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5 – Add or remove fields as needed so that only the Last Name, First Name and Batch Date are 
included in the ‘Fields Displayed in Order’ box.  The fields MUST appear in the given order.  Click ‘Save’. 

6 – Click ‘Find’ to complete the report.  (This may take quite a few minutes depending on the file 
size.) 



8 

7 – Once the report populates, Click ‘Save As’. 

8 – Select ‘Save as Microsoft Excel File (.xls)’. 
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9 - Enter ‘Donor History’ as the file name and save in the preferred folder. Click ‘Save’. 

This completes pulling the data from the Contribution module. 
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Instructions for using the Calculate Potential Donor Scores Excel Workbook: 

1. Import Parishioner Data
a. Open your respective ‘Donor List’ sheet that was exported from Servant Keeper
b. Select cell “A1” (See Figure 1.)

Figure 1 Donor List Imported from Servant Keeper 

c. Press “Ctrl + A” to select the used range of this worksheet
d. Press “Ctrl + C” to copy the selected data range
e. Open the ‘Calculate Potential Donor Score’ Excel Workbook and select the ‘Donor

List’ tab located at the bottom of your screen (See Figure 2.)

https://rcfstl.org/wp-content/uploads/2018/03/Calculate-Potential-Donor-Scores-Excel-Workbook.xlsm
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Figure 2 ‘Donor List’ tab located on the 'Calculate Potential Donor Scores' Workbook 

f. Select cell “A1” and press “Ctrl + V” to paste the copied data: (See Figure 3.) 

 

Figure 3 Cell "A1" located on the Donor List tab in the 'Calculate Potential Donor Scores' Workbook 

g. Minimize the ‘Calculate Potential Donor Scores’ Workbook 
h. Open the ‘Donor History’ Workbook that was exported from Servant Keeper 
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i. Select cell “A1” and Press “Ctrl + A” to select the used range of this worksheet (See 
Figure 4.) 

 

Figure 4 Selected Used Range from the Donor History exported from Servant Keeper 

j. Press “Ctrl + C” to copy the selected data range 
k. Open the ‘Calculate Potential Donor Score’ Workbook and select the ‘Donor History’ 

tab located at the bottom of your screen (See Figure 5.) 

 

Figure 5 'Donor History' tab located in the 'Calculate Potential Donor Scores' Workbook 
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l. Select cell “A1” and press “Ctrl + V” to paste the copied data (See Figure 6.) 

 

Figure 6 Cell "A1" located in the 'Donor History' tab in the 'Calculate Potential Donor Scores' Workbook 

  



14 
 

m. Ensure that the  ‘Calculate Potential Donor Scores’ workbook has both the ‘Donor 
List’ and ‘Donor History’ data that was exported from Servant Keeper (See Figures 7 
& 8) 

 

Figure 7 Copied Donor List in 'Calculate Potential Donor Scores' Workbook 

 

Figure 8 Copied 'Donor History' in the 'Calculate Potential Donor Scores' Workbook 
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2. Add ‘Developer’ Tab to Microsoft Excel 
a. In the ‘Calculate Potential Donor Scores’ Workbook, click ‘File’ then ‘Options’ (See 

Figures 9 & 10) 

 

Figure 9 File tab located in the 'Calculate Potential Donor Scores' Workbook 

 

Figure 10 Options located in the 'Calculate Potential Donor Scores' Workbook 
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b. Select ‘Customize Ribbon’ and ensure that ‘Developer’ on the right hand table is 
checked, if not then click the check box to ensure that ‘Developer’ is selected. Click 
‘OK’ (See Figure 11) 

 

Figure 11 Developer option located in the 'Calculate Potential Donor Scores' Workbook 

 

c. Note that ‘Developer’ is now a tab on the Excel Ribbon located at the top of your 
screen (See Figure 12) 

 

Figure 12 Developer tab located in the 'Calculate Potential Donor Scores' Workbook 
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3. Calculate the Scores 
a. Close all other programs except for this Excel Workbook (Calculate Potential Donor 

Score) 
b. Click on the ‘Developer’ tab located on the top of your screen and then ‘Macros’ 

(See Figure 13.) 

 

Figure 13 Developer > Macro button located in the 'Calculate Potential Donor Scores' Workbook 

c. Ensure that ‘CalculateScores’ is highlighted in the Macro Window. Click ‘Run’ (See 
Figure 14.) 

 

Figure 14 Macro table 

d. *****WARNING***** 
i. This may take a LONG time and Excel may become ‘Non Responsive’ 

ii. This is OK, Excel is now automatically computing the Scores and the scores 
will post in the ‘Summary’ tab located at the bottom of the screen. (See 
Figure 15.) 
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Figure 15 Completed 'Summary' tab in the 'Calculate Potential Donor Scores' Workbook 

e. The only score that Excel cannot compute is the Engagement with your Organization 
Score which will have to be manually entered according to the Roman Catholic 
Foundation form titled ‘Assessing the Potential for a Planned Giving Donor’. 
 

4. Scoring Metric for the ‘Engagement With Your Organization’ 
a. Volunteer of Board Member     3 Points 
b. Past Volunteer of Board Member; Still Engaged   2 Points 
c. Past Volunteer or Board Member; no Longer Engaged 1 Point 
d. No History Other than as a Donor    0 Points 

 
5. Total Scoring Metric 

a. 10 – 15 Points  Best Candidates 
b. 8 – 9 Points  Has Potential, but May Need Nurturing 
c. 0 – 7 Points  Continue to Engage, but Least Likely to Consider a Planned Gift 

 


