Crimson — Fundraising Codes — Source Code

Crl mso n Creation and Import

Every gift must be assigned to a Source Code for data entry and that Source Code must exist in Crimson
before the gift can be entered. So, before you begin data entry or import gifts, you should first focus on
entering your codes.

If you have not already, please take a minute to review the Crimson: Fundraising Codes guide on
the HelpDesk for more information on fundraising codes. It will define several terms in this document.

Entering Source Codes One at a Time

If you have a single Source Code, or just a handful, it is easiest to enter them manually one at a time.
Each Source Code must be linked to an Initiative Code, so begin by confirming which initiative will be
linked or create a new one if necessary. **Each Initiative Code must also be linked to a Program so that
all three codes are linked to one another.

1. To add a new Initiative, go to the Fundraising Dashboard, and click the Settings ¢ button in the
top right and the Initiative tab. From there you can search for an existing initiative or create a new

one by clicking m

Program Initiative Source Fund Channel Account Campaign

Initiative Search@ | “

Filters Output Fields Result

Description Program Mail Date #Mailed Last Cage Date

unn HOUSE2 HOUSEFILETEST  Housefile 0 11/1/22
a n n EVENT EVENTS Event 96 9/23/22

WEB WEB GIFT Internet 51 122
(x| @]

2. Enter the Code you want to use and then add a Description. Use the drop-down menu under the
description to select the appropriate Program. You may also select an Initiative Type, Sub-Program,

and enter a Note, but those fields are not required. Then click ﬂ
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3. Anew Initiative window will appear with options. If you are entering a single source code and you
would like to name it the same as the initiative code you just created, click on the Create a Single
Source Code button that appears after you have created the new initiative. You can also Edit
Initiative and Import Source Codes.

Initiative: Q123EVENTS - Quarter 1 2023 Events ;i‘;‘"ge Date: ©
Program: Event ’ .
Number of Gifts: o]
Fundraising Source Codes
I First $0 Days v

Mo data series to display. Select another date range.

4. Otherwise, you can begin adding Source codes by clicking the Add Source button under the Source
Codes tab in the initiative window or you can go back to the Fundraising Settings section and click
on the Source tab.

5. Creating a new source code is very similar to creating a new initiative, click m, enter your
Code and Description and select the linked Initiative from the drop-down menu. In this window you
can also link to an event by entering an Event Code in the Post $ to Event field. Additionally, there is
the option to place cost details, date, and quantities if you want to track mailing information for this
Source Code. Then click Save.
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Add Source Code
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6. To edit an existing source code, go to the Source tab and click the . button on the left-side of
the source code. You will then have the ability to Edit Source Code, Edit Budget, and Merge.

Source Code: 5KRUN - Summer 5k Run Event
Initiative: EVENT - EVENTS
Event: Fall 5K Run - Fall 5K Run
Total Raised Total Cost Net Raised Gifts Average Gift
$125 $0 $125 2 $62.5
Edit Source Code: Edit Budget m
Dashboard Transaction Mail Data
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ER
38
P2 25 w2 T Ombe MnQ Wei  Fi@7  OmG) Tl Tail SmIn MnD Weels FAll  Om2 T2 TnZ SN2 MemSeme TR0 SHOS  MnD We0r Pl NwD Tl Tai7 SmI Mandt Wesz
P —
o
P —_
SeeZ5 Tl T Ooete Muni BOT OOy Tl TuD SkiS Monil Wels BAZ O TS T 5223 Matbbemse TGS SwO  Moendd Wedth Rt Neell Tl Tl S5 Mool Wee

Importing Source Codes

Start by entering your source codes and descriptions into your import template. If you have not already,
please download the Source Code Import Template (see attachment below) from the HelpDesk. The

required fields are Source Code and Source Description. Confirm that the correct linked Initiative has
already been entered into Crimson. If not, please follow the directions above for creating an initiative.

1. Be sure to only have a single Source worksheet in the excel file and delete any unnecessary

worksheets.
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file:///C:/hc/article_attachments/115005676766/Import%20Source%20Code%20Template.xlsx

A B C D E| F G H [ J K L M
1 |[Code  Description 1 iDescripon 2  Description 3 @ iList# |MailDate  # Mailed ; Prod Cost [List Cost iPost Cost |
2 |TST1601 Y2016 $5-59.99 Direct Mail A 1 1/15/2016 2545 0.215 0.150 0.340
3 |TST1602 Y2016 $10-519.99 DirectMail A 1 1/15/2016 3232 0.215 0.150 0.340
4 |TST1603 Y2016 $20-$49.99 DirectMail A 1 1/15/2016 2224 0.215 0.150 0.340
5 |TST1604 Y2016 $50-339.99  DirectMail A 1 1/15/2016 2344 0.215 0.150 0.340
6 \TST1605 Y2016 $100-5499.99 DirectMail A 2 1/15/2016 123 0.215 0.150 0.340
7 |TST1606 Y2016 5500-5999.99 DirectMail A 2 1/15/2016 100 0.215 0.150 0.340
§ |TST1607 Y2016 51,000+ Direct Mail A 2 1/15/2016 50 0.215 0.150 0.340
9 -
10|
| sowrce | @
2. Next, go to Settings from the ¢ button on the Fundraising Dashboard’s Navigation Bar. Click

V4
the . button to open the Initiative that you want to link these source codes to. Click the

Import Source Codes
button within the Initiative’s window.

1

L —.. ]
e InStep 1: Upload File, click the Cheeseafileordragithere. b tton and select the file you want to

import.

Import Source Codes

(EVENT - EVENTS)

Step1 Step2 Step3
Upload File Mapping Validate and Import

Choose afile ordragit here.

3

Choose one from worksheet list

Source

Code  Description 1

Description2  Description3 @ List# Mail Date

DM1  Direct Mail 2023 $5-59.99 Direct Mail A1
DM2  Direct Mail 2023 $10-$19.99 Direct Mail A1

11/23/2022
11/23/2022

#Mailed ProdCost ListCost PostCost

2981 0.215 015 0.34
3045 0.215 015 0.34

e In Step 2: Mapping, click the Auto Mapping or Load Mapping button to map the fields or
manually match the columns in the file to those in the database.

Validate And Import
e In Step 3: Validate and Import, click and either the source codes will

be imported or a list of errors will appear for you to view. If you have errors, you will need to
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correct the errors in the excel and then begin the upload process again with the updated
worksheet.
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