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Overview

This article will teach you how to query for a list of contacts (Donors/Voters) in your database and then set an attribute for the entire list at once.
In this particular example | set an attribute called “VIP Donor” to any donor that gave over $10,000 at one time, using this mass update utility.

IMPORTANT! This article assumes you already know how to create Attribute Folders, and Attribute Items. If you've never created attributes
before, it’s covered in our free weekly intro training class which can sign up for here.

¢ Tip: Using this process you can perform a wide variety of tasks such as: Tracking which contacts have received certain mass mailings such as
Christmas Cards, Appeal Letters, Pledge Letters, etc.
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Steps

Navigate to the Contacts (Voter/Donor) list.
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Tasks
- § Calendar/Tasks
=-&g Contact

CDI’I‘tEICtS ‘F

-8 Cortact Relationships
(-4 Contributions./Pledges
I:I;“; Product Sales

<> Logs

-5 Communications

1-¢ik Financial

w-g System Manager

=l...-[%]

Build and run your search query. In this example | queried for everyone who’s given over 10k dollars at one time, which populated 16 contact
records as shown in the image below.
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Build and run your search query.

nReset |k New [S|E 0 | L) o ¢ | File - Edit | ) | SpInclude Other | Contacts

# Contribute | Marketing Netion

® QD

~ Date Range: [dmstam according to dates below:= v] Luwaiting Thank-You Letters
1= Bie O [ [ Awaiting Thank-You Phone Call
Cycle: <ignore: ﬂ Payment Method: |~ﬂgnnre:=- |E||

Event <ignore> [=] [ Single Contribution
Amount Range: 10000 » to  maximum -

Allocation Fund: | <ignore: |z||

=& Edit | % Include % Exclude [ Sort B Format - |DE Export &Print | Summary [D E |P‘i‘-f0t |

|Cnnlads [ 1& records found ]

|
|
| Favorites | General | Address | Household | Attribute | Canvass | # Contribute | Pledge | Event | Log | Admin | QL |

ast Address Address
. nd 1D Te po% 4 Fist Name M focress  address eSSy

Cargill Yok 1000 Mcgirty Rd Minnetonka

Ford Foundation 17760 Ballartrae Cir Eden Praire

State ggd s Home Phone

55305 | |

Some Grant

If you don’t want to set your attribute for certain contacts in the list you can uncheck their records from the Include column. In my example |

unchecked two from my list of 16 giving me a final count of 14.

KNOWLEDGE BASE www.trailblz.com/kb



http://www.trailblz.com/kb

& TrailBlazer

Organize, Leverage. Succeed.

=8 Edi - | B i = i = Pi
8 Edit | % Include % Exclude | R Sort B Format - | ﬁExport &F‘rmt | Summary ED B |P|l.rot |

omta b records found

ind 1D Te % 4 it Name M #ﬁgf“ Address Address State 2P, Home Phone
5248 Cangill Warlk 1000 Meginty Rd Minnetonka MN 5h305
10089 Ford Foundation Work 17760 Ballantrae Cir Eden Prairie MM a7
You can uncheck 5314 Some Grart
Certain contal:ts 5280 Townra Bank Work 123 E Main . Morfolk VA 23510
i Chaput Victoria Work 400 Selby Ave Suite ¥ | St Paul MN 55102
from the ‘Include' =
column if you don't 5260 Gore Paul Michael | Home | 1311 Cleveland Ave N St Paul MN  |55108 |(651) 646-8894
want to set the 9263 Green Lymn
a“ribute for them‘ 9429 Heneagar Takara 1 Home 2670 Emerson Ave Minneapolis MMN bb408 | (612) 123-5939
5253 Keohane Kaaren Evehn | Home 1735 Orchid Dr N Morth Mankato | MN 56003
12756 | Mr. Kristenson Jogl Home 5110 Golden Valley Rd Apt 10 Golden Valley | MN oh42y
10964 McSpadden | Laur Marie Home: 604 College Ave Mew Paris IN 46553
9378 Ms. | Miner Kris Ann Home 276 Helen St River Falls Wi 54022 | (715) 220-5658
9473 Walters Barbara Home: E876 Monroe St Minneapolis MM bh432 | (123) 454-6666
12823 Wiliams Susanna Home 3000 4h 5t NE Renton WA 98056 | (425) 3334123
5468 Ms. | Withey Jessica Work 424 Main 5t E Edmore Mi 48829 | (155) 5555555
B 14

Click the Edit drop-down menu from the search tool strip, follow Set, and select Set Attributes.
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=7 Search Eﬂﬂet |%New | ™ |H =* & | File = | Edi | 7] |ﬁ|.IncIude[]'ther | Contacts
= -
@I P ||=%  Set Attributes...

L

]

Fix r 5et Events...

L5

|Fami&alﬂaﬂd|Mdﬂs|Hmmdﬂd|Me|Cmvass|)’C°m'ﬁa
G+ Assign

AR

Set Fields... Set or Clear Attributes from Contacts l

A Contribute | Marketing Notion

% QD

~ Date Rangs:

RAA

Infer/5et Gender

Make Contact Type Ind if not set

000 OO0 DOE OO0 6O

AL ARG

Set Contact Type...

| [<custom, accordingto datesbelow> v | [ Awaiting Than
| Bite | E) .ﬁ.waitingThanJ
Cycle: <ignore: ﬂ Payment Method:
Event: <ignore E Single Contribution

Amount Range: 10000 v to maximum h Allocation Fund: |¢ignnre> |E||

=

Create Lawn 5ign Records...

SEEdit | % Include % Exclude B Sort B Format - | &% Export /& Print |@ Summary [[] = | [E Pivot

Contacts [ 16 records found ]
Last Address

Incl 1D Title . First Name Address City 4 Home Phone

Type
9243 Cargill Wor 1000 Meginty Rd Minnetonka
10089 Ford Foundation Waorlc 17760 Ballantrae Cir Eden Prairie

Mame

If necessary, expand the folder that contains the attribute you would like to assign en masse. In this example | chose an attribute called “VIP Donor
(over 10k at-one-time)”.
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=7 Search Eﬂﬂet |%New | ™ |H =* & | File = | Edi | 7] |ﬁ|.IncIude[]'ther | Contacts
= -
@I P ||=%  Set Attributes...

L

]

Fix r 5et Events...

L5

|Fami&alﬂaﬂd|Mdﬂs|Hmmdﬂd|Me|Cmvass|)’C°m'ﬁa
G+ Assign

AR

Set Fields... Set or Clear Attributes from Contacts l

A Contribute | Marketing Notion

% QD

~ Date Rangs:

RAA

Infer/5et Gender

Make Contact Type Ind if not set

000 OO0 DOE OO0 6O

AL ARG

Set Contact Type...

| [<custom, accordingto datesbelow> v | [ Awaiting Than
| Bite | E) .ﬁ.waitingThanJ
Cycle: <ignore: ﬂ Payment Method:
Event: <ignore E Single Contribution

Amount Range: 10000 v to maximum h Allocation Fund: |¢ignnre> |E||

=

Create Lawn 5ign Records...

SEEdit | % Include % Exclude B Sort B Format - | &% Export /& Print |@ Summary [[] = | [E Pivot

Contacts [ 16 records found ]
Last Address

Incl 1D Title . First Name Address City State ggde Home Phone

Type
5248 Carngill Waork 1000 Mcginty Rd Minnetonka MM 55305
10089 Ford Foundation Waorlc 17760 Ballantrae Cir Eden Prairie MM heHT7

Mame

Click [OK] to proceed. You’ll be prompted with a warning message showing how many contacts are about to be updated, click [OK] again to begin
the update.
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@ Set Attributes

@ Pssion selected =] Atributes
= attributes to contacts -- Contact Type
-- Custom Form Check Boxes and Radic Buttons

= mﬂ::&ﬁ:ﬂ erts -- Database Cleanup
~ from cortacts Donor Rating

E WVIF Donar {over 10k at-one-time)
#-|  Ewvent Attribute Folder #1

-

Warning

ii 14 Contacts may be updated. Do you wish to proceed?

o 2

I | Cancel |

@ ok ||@cancel ||}

When the process is complete (which could take a bit of time if you’re updating 100k+ contact records) it will display the results.
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To query for people tagged with your attribute, open a new contact list, check the corresponding attribute box under the Attribute tab, and click
[Search]. In my example | searched by the same attribute used in previous steps, which populates the 14 people who are now part of that category.
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st Help

4

Application Menu

Elttd

Tasks

- By Canvassing
- Eg Contact

-[i Contacts e 1
..... @ Addresses

..... @ Households

-[8[ Contact Relationships
-4 Contributions/Pledges
Efl"fgc\-" Product Sales
i Logs

-5 Communications

[3..3 Financial

[3...{*& System Manager

Cpen 'Windows

Cadals ck

“F» Search

2

Reset |4 New |B|E 0 | L) ¥ & File~ Edit + | & | pInclude Other | Contacts

—
H.;,.m—,oki A Btrbute |

' Favorites | Genersl | Address | Canvass | Contibute | Fledge | Evert | Log | Admin | SQL |
A Indude | Exclude
Q
% ';' In precisely Pitribute fes Date From
'j_?:' In at least =) Custom Form Check Boxes and Radio Euttons i
:Z: :: :IHQE F-= Database Cleanup "]
- H— Denor Rating [¥]
|-l E" to |'|:II | b %E VIP Donor {over 10k at-one-time)
of 1 selected [ Event Atrbute Folder #1 i O
G- Hidden Attribyte for Clistom Get Pret |5 Fam 3 s
=& Fdit Include Exclude @ Sort @ Format -~ E& Export & Print IE Summary ED E Pivot |
ind 1D Tile por Egﬁﬁ Wi #fgf“ h Gy G afde
3 f q q d
10085 Ford Found... Waork 17760 Ballantrae Cir Eden Prairie MN | 55347
5280 Towne Bank Waork 123 E Main Morfolk VA [ 23510
N Chaput Victoria Worl 400 Selby Ave St Paul MN | 55102
5260 Gaore Paul M.. | Home 1311 Cleveland Ave N || 5t Paul MM | 55108
3263 Green Lynn
5429 Heneaar Takara | | Home 2610 Emerson Ave Minneapolis MN | 55408
5253 Keohane Kaaren E...| Home 1735 Orchid Dr M Morth Mankato | MN | 56003
12756 Mr. | Krstenson Joel Home 5110 Golden Valley Rd || Golden Valley | MM | 55427
10964 Mz Spadden Laur M.. | Home 04 College Ave Mew Paris IM 46553
9378 Ms. | Miner Kris A...| Home 876 Helen 5t River Falls Wi hd0x2?
5473 Walters Barbara Home &876 Monnoe St Minneapolis MN | 55432
12823 Williams Susanna Home 3000 4th St NE Renton WA | 58056
2468 Ms. | Withey Jessica Work 424 Main St E Edmore Ml 48829
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You’re now finished with these steps. The related resources below discuss similar features in the program, there’s also a link to an article on rolling
back transactions if something goes awry during your mass updates.

« TIP: There are a lot of other mass updates you can perform from the Edit menu on the different lists throughout the system i.e. Addresses,
Households, and the Voters/Donors. Another popular application of this utility would be to *remove* attributes from a particular list of contacts.

Trail Blazer

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

Article: How to Set an Attribute for All Members of a Household En Masse

Article: Creating an Attribute Folder and Attribute Items

Article: Adding Log Notes, Mass Log Notes, and Reminders
Article: Rollback

Video: Attributes — Adding New

Video: Attributes — Assign En Masse

Trail Blazer Live Support

© Phone: 1-866-909-8700

® Email: support@trailblz.com

Bl racebook: https://www.facebook.com/pages/Trail-Blazer-Software/64872951180
E1 Twitter: https://twitter.com/trailblazersoft
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* 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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