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. Inthe Servant Keeper Membership module, click on ‘Groups Keeper’.
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2 —To create the new group, click on ‘Add Group’.
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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.
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SEE ADDITIONAL EXAMPLE BELOW. USE SCROLL BAR TO SEE ALL SELECTED FIELDS.



7 —Click ‘Save’.
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8 — Click ‘Save As’ after the group detail appears.
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¥ Brunoli Scott Mr. Scott Brunoli Scott 85 Churmnp Rd Myis PA  17721-1722 (717)555-4884 Mail@mail.com
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9 — Enter ‘Donor List’ as the file name and save in the preferred folder. Click ‘Save’.
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This completes pulling the data from the Membership module.




Creating the Donor History in Servant Keeper:

1. Inthe Servant Keeper Contribution module, click on ‘Listings’ then ‘List Individual’s
Contributions’.
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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’.
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6 — Click ‘Find’ to complete the report. (This may take quite a few minutes depending on the file

size.)
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7 — Once the report populates, Click ‘Save As’.
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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’.
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This completes pulling the data from the Contribution module.




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.)

H ©- 5 donor list - Excel ? H - I
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Get Started
T Calibri -9 - == = =F General v % Conditional Formatting = @ i
D Eg- B I U~ A 4 === - 5% EFDrmEtESTEmE‘ -
Paste Cells  Editir
- - O- A e 3= - 8 8 77 Cell Styles - . .
Clipboard = Font P Alignment m Mumber M Styles
Al - Jfr || Lastname
A B C D E F
‘ First Name Mailing Mame Salutation Address City
2 |Arnold lehn Mr. & Mrs. Jim Arnold lim 300 Front Street, Apt 1 Lock Haven
Bitner lim Mr. & Mrs. Jim Bitner lim & Tammy 202 Hogan Blwd APT1 Mill Hall
3
4 |Bitner lack Mr. & Mrs. Jack Bitner Jack & lane 4812 Hogan Blvd Lock Haven
5 |Blackstone Patty Mr. Mick Blackstone Mick 755 Maple Ave lersey Shore
Boatman Lee Leeland and Tammarah Boatman Leeland and Tammarah 44 Reed 5t Ayiz
]
7 |Bolton Michael Mr. & Mrs. Michael Bolton Michael & Barbie 1234 South 5t Maszhville
3 |Borge Victor Mr. Victor Borge Victor 147 Main Lock Haven
Bowvine Bob Bob & Elzie Bovine Bob & Elsie 130 Cowpath Rd Green Acres
9
Brady Karl Mrs. & Mrs. Karl Brady Karl & Cayte 2314 Coyote Ave. Awis
10
11 |Breadstein Sally Ms. Sally Breadstein Sally 1544 North 1st Street Linden
12 | Bruneoli Scott Mr. Scott Brunoli Scott 85 Chump Rd Avis
Cheney Caniel Mr. & Mrs. Dave Cheney Dave & Olga 346& Front Street lersey Shaore
13
14 | Chipmunk Alvin Mr. Alvin Chipmunk Alvin 939 South 5t 5t. Louis
Church First Baptist Mr. First Baptist Church First Baptist 570 Jacksonville Rd Bellefonte
15
Clean Franklin The Clean Family Franklin & Betty 123 Cactus Rd lersey Shore
16

Figure 1 Donor List Imported from Servant Keeper

c. Press “Ctrl + A” to select the used range of this worksheet
Press “Ctrl + C” to copy the selected data range

Open the ‘Calculate Potential Donor Score’ Excel Workbook and select the ‘Donor

List’ tab located at the bottom of your screen (See Figure 2.)
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https://rcfstl.org/wp-content/uploads/2018/03/Calculate-Potential-Donor-Scores-Excel-Workbook.xlsm

m Daonor History History Worksheet Yearly Worksheet Donor Worksheet Summary

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.)

H ©- =

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW Get Started

&D % Calibri -ln - E == B General - | & Conditional Formatting - iil %

- B I U- A A E==HEH- - s[4 Format as Table -

paste = 2T A A =l %% < rormatas fable Cells Editing
. oW . DA &= 3= - 0 47 (7 Cell Styles - . .
Clipboard & Font P} Alignment . MNumber Styles

Al - j], Paste Donor List Here

A B C D E

' Paste Donor List

=" VRN % B

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.)

H ©- 5 Donor History - Excel ? H
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Get Starte

==

=F General A %Cunditiunal Formatting - iil
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Clipboard Font Ta Alignment m MNumber = Styles
Al - fr, Last Mame
A B C [ E F G H
1 |Last Name First Name Batch Date =[]
2 |Arnold John 1/14f2007
3 |Arnold John 1f14f2007
4 |Arnold John 1f14f2007
E |Arnold John 1f14f2007
6 |Arnold John 1/21f2007
7 |Armold John 1/21f2007
& |Arnold John 2/4/2007
@ |Arnold John 3f4/2007
10 |Arnold John 4/15/2007
11 |arncld John 4/15/2007
17 [Arnold ~ T John IR0
12 larnald Tnhn 1117007

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.)

21
22
23
24
25
26
27

Yearly Worksheet Donor Worksheet Summary

Donor List History Worksheet

READY 95

Figure 5 'Donor History' tab located in the 'Calculate Potential Donor Scores' Workbook
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Paste Donor
1@ History Here

I.  Select cell “A1” and press “Ctrl + V” to paste the copied data (See Figure 6.)

H ©- 5 Calculate Potential Donor Scores - Excel ? H
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Get Starte
S X |Calibri -lu | BE== B F3 Conditional Formatting ~ |

- D - B I U~ A A === - § -0 9 GFormatasTable* Cell
aste . =
. N H. DA = 3= - 58 8 [E7 Cell Styles ~ -

Clipboard ra Font a Alignment a MNumber Styles

Al e j\, Paste Donor History Here

B C D E F G I

=l Ohon s W pa

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

BH S & - Calculate Potential Donor Scores - Excel
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  GetStamed
T ) + s e fre) _
& ¥ Cut Calibri -l -lA A = #- [FiWssiet General - o E Aaipr %‘W i
y Copy = : 3 : - [EFn-
. B oy - O A = S Mool Conter + % - % v %f & Conditional Formatas Cell  Insert Delete Forma Sort & Find &
. Format Painter Formatting - Table~  Styles - - . % & Clear~ Filter = Select «
Cliphoard fa Fant e Alignment t Mumber fa Styles Celis Editing
Al - Last Name
A E c 4] E F G H 1
1 Last Name l First Name Mailing Name Salutation Agdress ity State Zip Uode Home Phone
2 amold John Mr. & Mrs. Jim Arnold Jim 300 Front Sureer, Apt 1 Lock Haven Pa Vi7Tas (717) 555-1234 Jim@mail.com
3 Bitner lim Mr. & Mrs. lim Bitner fim & Tammy 202 Hogan Bivd APT1 Ml Hall ra firrs uniisted jenn@supercompure
4 Bitner lack Mr & Mo lnck Ritnes lack B lane AR1Y Hogan Riwd Lexk Havern LY fiTras (407} 555-5234 Inck@wenk com
Blackstone Pauy Mr. Nick Blackstone Nick 755 Maple fve Jersey Share PA 17740-1455 (717) 555-1322 FB_i@mail.com
5
Boatman Lee Leeland and Tammarah Leeland and 43 Reed St Avis NC 05555-3445 (215) 555-3234 Mail@mail.com
o Boarman Tammarah
Boiten Michael Mr. B Mrs. Michael Bolton Michael & Barbie 1234 South St Nashville ™ 37202-1523 (324) 5555345 MaEmmail.com
7
£ Dorge Victor Mir. Victor Borge Victor 147 Main Lotk Haven A Myrras 1555) 321-a567 email@emailcom
g Bowine Bob Bob & Lisie Bovine Bob & Lisie 100 Cowpath Rd Green Adres A "s00s (807} 555-1234 Bobb@lowFie.com
Brady Karl Mrs, & Mrs. Karl Brady Karl & Cayte 2314 Coyare Ave Avis ra 170221442 [570) 123-2123 Kralg@armisy com
10
11 Breadstein Saily M= Sally Breadstein Sally 1544 Narth 151 Street Linden ra Tz [408} 221-2232 Mall@mall cam
Brunali Scatt Mr. Scott Brunali Scott 5 Chump Rd s PA 17721-1722 (717) 555-4884 Mail@mail.cam
12
Cheney Daniel Mr. & Mrs. Dave Cheney Dave £ Olga 346 Front Street Jersey Shore PA 177401766 (717} 555-9874 Mail@mail.cam
13
14 Chigmunk Alvin Mr. Alvin Chigmunk fin 988 South 5t St Louis Mo 63123
15 Church First Baptist M. First Baptist Church First Baptist 570 Jacksonville R Bellefonte A Teuzs (H18) 555-2369 emaillg@email.com
Clean Franklin The Clean Family Franklin & Detty 123 Cactus Rd Jersey Shore A 17740-1277 (02} 5551286 felean@tir.com
16
17 Cosmo Vincent Vincent Cosmo Wincent S151'W 215t Columbus on firre7 1555) 717-4567 emali@email.com
18 Cruise Tam Mr & Mrs. Tom Cruise Tam & Michelle 155 Waods Ra Avis ra firrn (5011} 5558905 Tame@rechie ner
149 Fenosin e Mr E Mo Scort Feonotein Reont & Dia 13344 Flower Riwd Lok Haven A Firras {408} 555-3242 Mail@mail com
Fletcher 1t Mr. & Mrs. Robert Fletcher Bab & Mary 1234 Orange Ave Phoenix PA #5051-1234 (601} 555-3456 tflethcer@tubs.net
20
21 Freddderick o Manny Freddderick Manry 34 Fifth St Nazereth PA "i7568 {555} 645-2876 email@emailoom
22 Frompus A Royal & Mary Frompus Rollie & Mary 123 Main 5t Lotk Haven A Myrras (02} 555-5423 Mai@mailcom
Gestapo RO drayy Mr. B Mrs. Andrew Gestapo Andrew & Laurs 234 Pear! Street Avis A 17725-1255 (13 5 andréw@sensntpc.c
23
m Donor Histary History Worksheet Yearly Worksheet Doner Worksheet Summary @ 4

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

H ©- B Calculate Potential Donor Scores - Excel
FILE HOME ~ INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  GetStarted
foms s | & == EEWE WP E o E Iy
Fill -
Pt ompaime BT M E - oA~ EoMergeaiComer = § = 9% 5 | % 3 Condtonsl formetas Col | wet Deles fomat [ Sots fnoa
Clipboard IF] Font 1 Alignment IF} Mumber IF] Styles Cells Editing
AL - S || Lestname
A B c D E F G H 1 J K L M N o P Q R <
1 [Lastname [First Name Batch Date
5 Amed Sohn 17132007
3 |Amold John 1/14/2007
4 Amold John 1/14/2007
5 lAmad John 1/14/2007
& |Amold John 1/21/2007
7 Amold John 1/21/2007
5 Amold John 2/4/2007
g |Amold John 3/4/2007
10 Armold John /1572007
11 Armeld John 4/15/2007
12 Amold John 4/15/2007
13 Ameld John 11/11/2007
14 Amold John 1/1/2008
15 Armold John 1/1/2008
16 Armald John 1/5/2008
17 Amold John 1/13/2008
15 Armold John 1/13/2008
19 Armeld John 1/13/2008
20 |Amold John 1/20/2008
51 |Amald John 1/20/2008
55 |Amald John 1/4/2008
23 |Amald John ps
54 |Amald John os
25 |Amald John os
26 |Amald John
57 |Amald John £
g |Amald John =
Donor List, I Donor History ll History Worksheet | Vearly Worksheet | Donor Worksheet | Summary | (@ 1

Figure 8 Copied 'Donor History'in the 'Calculate Potential Donor Scores' Workbook
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2. Add ‘Developer’ Tab to Microsoft Excel
a. Inthe ‘Calculate Potential Donor Scores’” Workbook, click ‘File’ then ‘Options’ (See
Figures 9 & 10)

 H ©- S
FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW Get Started
"‘D 35 Tahoma - |8 - B = = % General - %Cunditional Farmatting - ii' i
g~ B I U~ A d E==H- - »  [[7 Format as Table ~
Pate 2| ST A A = 5% < Format as fable Cells  Editing
. W H. DA~ E3= - 5 (57 Cell Styles - - -
Clipboard Font Pl Alignment m Mumber & Styles
Al - ‘]‘1 Last Mame
Figure 9 File tab located in the 'Calculate Potential Donor Scores' Workbook
Calculate Potential Donor Scores - Excel T - 0O 3
Calculate Potential Donor Scores
Desktop
Protect Workbook Properties -
} 7 One or more sheets in this Size 187TMB
Protect workbook have been locked to Title Add a tif
Workbook ~ prevent unwanted changes to Tags Add ata
the data. Cat ) o
History Worksheet  Unprotect Fregene nages
Yearly Worksheet  Unprotect
Related Dates
Donor Worksheet  Unprotect
Last Modified Today, 1
Created 7721720
A Inspect Workbook Last Printed
= Before publishing this file, be aware
Check for that it contains:
| —— o Related People
Document properties, printer
path, author's name and Authaor
Options absolute path (
Hidden rows Add an

wa L LR ¥

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)

Excel Optians . . . . — [ ———— ™ - N &lﬂ

G | . .
EnerE E-E Customize the Ribbon.
Formulas
) Choose commands from: (i) Customize the Ribbon: (0
Proofing Popular Commands EI Main Tabs EI
Save ‘
Languad 11 All Chart Types... = Main Tabs
Borders | 3 = V] Home
Advanc Calculate Now Clipboard
o = Center Font
Customize Ribben % Conditienal Formatting k Alignrment
Quick Access Toolbar E@ Connections Mumber
‘2 Copy Styles
Add-Ine Custom Sort... | Cells '
J6 Cut = Editing
Trust Center & Decrease Font Size Inzert
[= o
@’j Delete Cells... Page Layout
>  Delete Sheet Columns
K W F |
7 Delete Sheet Rows ormuias E]
@9 Email
5 Fill Color [» E]
Y Filter m
Font 5 Developer
A Font Color |P ——
Font Size I-
Format Cells... V] Get Started
~  Format Painter Background Removal
Eﬂ Freeze Panes 4
A Increase Font Size
Insert Cells...
x Insert Function... ’ Mew Tab ] [ New Group l ’ Rename...
LU
n Insert Sheet Columns
2= Insert Sheet Rows Customizations: 'i‘-'
P Macros
=l Merne & Center i Import/Expol
< 1

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)

B H S s

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

¥lculate Potential Danor Scores - Excel

Get Started

ol L e =
BES x5 B v | E B
paie B CoPY c d' | F
aste . - - EEE=E = - - en o0 onditienal Fo
;  Format Painter B I U & - A = = = & 3= & Merge & Center $-% » S s% Formatting - T
Clipboard Pl Font F] Alignment Pl Mumber Pl Styl
Al v fr | testname

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.)

= Calculate Potential Donor Scores - Excel
OME INSERT PAGE LAYOUT FORMULAS DATA REVT] DEVELOPER Get Started
Record Macro -l&ﬁ‘ P = b/' Properties E Map Properties [ Import T
= L
3] Use Relative References i -;T =1 &3 View Code 2] Expansion Packs Export %
2 Add-Ins  COM Insert Design Source Document
! Macro Security Add-Ins - Mode Run Dialog Refresh Data Panel
Code Add-Ins Cantrols XML Maodify

Al v Jr | Lastname

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.)

Macro name:

Calculatesco res|

CalculateScores

Step Into

Edit

Delete

I I : I
1]
[=1]
—
]

Dptions..

Macros in: | All Open Workbooks Izl

Description

Cancel

Figure 14 Macro table

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
Past Volunteer of Board Member; Still Engaged 2 Points
Past Volunteer or Board Member; no Longer Engaged 1 Point
No History Other than as a Donor 0 Points

o o T

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