& TrailBlazer

Organize.Leverage. Succeed. Unlocking Contact (Voter/Donor) Records and Payee Records — Notes on How
Records get Locked and How to Avoid it

Author: Kristenson, Joel
Last Updated: 2016-11-11

Overview

If you’ve ever received a message that a contact’s (voter/donor) record card is locked, like this:
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ot Settings  Help
Application Menu < Search %, Reset |dp New |[S|E = L) O & (2| File - Edit - | & | SpInclude Other | Contacts |
Q

Favorites | #* General | Address | Household | Attribute | Canvass | Relation | Contribute | Pledge | Event | Sales | Log | Admin | sQL |

Tasks

I Dashboard
» G Organization 4 Name | Phone | E-Mail | Email Links | Profile | Work | Demographics | User, Text | User, Dates | User, Decimal | Gther |
» § Calendar/Tasks o

[ % Canvassing d
4 8 contact Individual | Last Name: Kristenson - | Tite:

) —— Searchall name parts
% i::tacts Caorporation | First'Org Name: ¥ (anywhere in field) Suffic:
resses

@ Households F Joel Anders Kristenson @ -

[ Contact Relationships Progress
[ “#p Contributions/Pledges
b % Product Sales
i @5 Logs
i s Communications
[» a Financial
i &g System Manager

EE edit | Sort [

j Contact is locked by Joel Kristenson. Do you wish to open the Contact

record on a display-only basis? i Bus Cell
Phone Fhone Phone

W| 55477 (843} 4421919 | (866) 9098700 | (654) 8975

This means another user has the record open and you can only

view it on a 'read-only' basis.
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It means that another database user has the record open, or left it open. You can still view it, but only on a read-only basis (you can’t make

changes).

This article shows how to unlock locked contact (voter/donor) records as well as payee records.

« Tip: When you’re finished working in a contact’s record card, or you’re done working for the day, make sure you close all ‘Open Windows’

before closing down the database application. If you don’t, it will sometimes leave the record in a ‘locked state’:
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) Settings
Application Menu

Help

B Dashboard
i+ &g Organization
& Ccalendar/Tasks
[» % Canvassing

» B contact

&> % Communications
[» ﬁ Financial

[» % System Manager

Open Windows

Oad&=3/cF
:5%| Start Page
4 Contacts
Kristenson, Joel Anders
Erickson, Gary Duane
Erickson, Matthew Jahn
Farnham, Dorothy Adamski

Make sure that when

you're done with a contact

record or you're done working

for the day that you ‘close

all of yqusR@emn WS ok 4

you leave contacts open, and
cloce the nroaram thav can

@ Address List
@ Household List

-iIan.n
Fl Contacts
Bank of America Foundation
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Steps to Unlock Contact (Voter/Donor) Records

Navigate to the Contact (Voter/Donor) Lock Management list under the Application Menu. Requires admin security clearance.
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o-l  Settings  Help
Application Menu

E =@

Tazks
fs Dashboard
[ % Organization
» & Calendar/Tasks
[ % Canvassing
[ % Contact
i+ 7 Communications
[» a Financial
4 g System Manager
o system Gallery
[+ [ Lists
[ Settings
F Tools
Gj Create Househaold Records
&% Export Utility
F] Record Lock Management
P Payee Lock Management
' Contact Lock Management
m Session Management

KNOWLEDGE BASE www.trailblz.com/kb 6



http://www.trailblz.com/kb

& TrailBlazer

Organize.Leverage. Succeed. Unlocking Contact (Voter/Donor) Records and Payee Records — Notes on How
Records get Locked and How to Avoid it

This list will auto-populate all records that are currently locked (opened by another user). Check the boxes in the first column for the ones you
want to unlock, and then click File > Unlock. In my example there were 7 and | selected 5 of them.
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Q
Favartes | SQL

=7 Search h,ﬂeset #New ™ H ¥ [i?‘

File -

Unlock | 3

@ I

Favorite Searches

%

- := m 1 I
FEF) Sort FF) Format ~ 53 Wrap | % Export 2 Print | [ Pivot |
Contact Lock List [ 7 records found ]

Owner
Id

Owner Contact
{holding lock)

Edit - | ik {]orrtactLockListl

Date,/Time
Locked

. Bank of America Found...

12796

Eristenson, Joel Anders

11/10/2016 2:05 PM

(¥

Alexander, Stephen Tyler

Anderson, Jenny Cathering
Erickson, Gary Duane

Admin, Admin

Admin, Admin

Eristenson, Joel Anders

11/10/2016 2:06 PM
11/10/2016 2:06 PM
11/10/2016 2:04 PM

Erickson, Matthew John

Eristenson, Joel Anders

11/10/2016 2:04 PM

Farnham, Dorothy Adam...

Eristensan, Joel Anders

11/0/2016 2:05 PM

Kristenson, Joel Anders

Eristenson, Joel Anders

11/10/2016 2:01 PM

1. Check the boxes for thé'¢oREa& s §oe™ <"/ g
want to unlock.
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Click [OK] to proceed with unlocking the records you selected.

ii All checked contacts will be unlocked. Do you wish to proceed?

|’ Cancel

Click [OK] to close the popup notification once the process is finished.
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The records will disappear from the list if they were successfully unlocked.
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< Search ¥, Reset | < New ([S|E 0 [ L) ¥ @& 2| File - Edit - | ) | Contact Lock List |

Q
Favartes | SQL

Q

%

Favorite Searches

Contact Lock List [ 7 records found ]

- 55 i i i
@Sﬂr’c @Fﬂrmat =3 Wrap | ﬁEHpu-rt &Prmt |@P|~mt |

Chwner Ohwner Contact Date/Time

S 1d (holding lock) Locked

" ICREE m

Th

Admin, Admin 11/10/2016 2:06 PM

Alexander, Stephen Tyler 1
Anderson, Jenny Catherine | 1 Admin, Admin 1140/2016 2:06 P

e unlocked records will be removed from the list.
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The next section shows how to unlock payee records, which is typically just for political customers or the few nonprofits who use our accounting
tools.

Steps to Unlock Payee Records (Typically for Political Customers)

Navigate to the Payee Lock Management list under the Application Menu.
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o-l  Settings  Help

Application Menu €

E =@

Tazks
fs Dashboard
[ % Organization
» & Calendar/Tasks
[ % Canvassing
[ % Contact
i+ 7 Communications
[» 5 Financial
4 g System Manager
o system Gallery
[+ [ Lists
[» Settings
F Tools
Gj Create Househaold Records
&% Export Utility
F] Record Lock Management
1 ) Payee Lock Management |
P Contact Lock Management
m Session Management

This list will auto-populate all payee records that are currently locked (opened by a database user). Select the ones you want to unlock, and then
click File > Unlock. In my example there were 3.
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<3 Search W, Reset | = New |[B|E 0= | 1) o & (& |[File +| Edit - | & | Payee Lock List |

@ | Unlock I 3

9
%

Favonte Searches

- By & i i
B Sort EEF| Format -~ S3Wrap | 9% Export 2 Print | ) Pivot |

Paves Lnrk List [ 3 records found |
) Owner Owner Contact Date/Time
el SR Id (holding lock] Locked

Company Mame
Schlossberd Eli Admin, Admin 11,40,/2016 2:20 P

Life Through Art Founda... Admin, Admin 1120/2016 2:20 PM
Admin, Admin 11/10/2016 2:20 PM

Trail Elazer Campaign Ser...

1. Check the boxes for the payees you want to unlock.

Click [OK] to proceed.
14
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ii All checked payees will be unlocked. Do you wish to proceed?

Click [OK] again once the process has finished.

The records will disappear from the list if they were successfully unlocked.
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Q Settings  Help
Application Menu < Search Y. Reset | <+ New |B|E 0= ) o & & | File - Edit - | ) | Payee Lock List
Q

Favortes | SQL
Q

% | Favorite Searches

[ system Gallery
b Lists
I Settings
4 = Tools
@ Create Household Records fF) Sort FF) Format ~ =3 Wrap | &% Export {2 Print | ) Pivot |

B% Export Utility
F F. Berord | o

3 AN ACSTNEN]
Payee . Owner Contact Date,/Time
A7 Payee Lock Management D I Company Name First Name Meilding lnck) Locked

Payee Lock List [ 0 records found |

The related resources below link to a variety of similar articles and videos on this topic.
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0009

g

Trail Blazer

- YouTube Channel
- Knowledge Base Articles
- 3rd Party Resources

Related Resources
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Article: During the Day Best Practices

Article: How to Enter a New Payee

Article: How to Enter an Invoice for a Payee

Article: How to Enter a Payment for an Invoice

Video: Getting Started Installing Trail Blazer

Video: Enter Invoice and Make Immediate Payment

Video: Getting Started 101 — Orientation to the screen

Video: Getting Started 103 — Adding a Contact Record

Video: Getting Started 106b — Entering Contributions (POLITICAL ONLY)
Video: Getting Started 106a — Entering Contributions (NON PROFIT ONLY)
Video: Getting Started 105 — Queries with an AND condition

Video: Getting Started 102 Beginning Queries - Political

Video: Getting Started 102 Beginning Queries - Nonprofit
Video: Getting Started 107 — Writing Contribution Thank You Letters
Video: Getting Started 104 Queries with wildcards

Trail Blazer Live Support

© Phone: 1-866-909-8700
® Email: support@trailblz.com
[ §| Facebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
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B Twitter: https://twitter.com/trailblazersoft

* As a policy we require that you have taken our intro training class before calling or emailing our live support team.
Click here to view our calendar for upcoming classes and events. Feel free to sign up other members on your team for the same training.

* After registering you’ll receive a confirmation email with the instructions for how to log into the GoToMeeting session where we host our live

interactive trainings.

* This service is included in your contract.
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