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GREATE A CONSTITUENT



CREATE A CONSTITUENT

Let's walk through how to create a
Constituent. It should be noted that an
organization record layout is similar. There
are, however, some changes in fields but the

structure is almost identical.



CREATE A CONSTITUENT

1. On your homepage, click the drop-down arrow next to the Constituent tab, then click New Constituent.
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CREATE A CONSTITUENT

2. Inthe pop-up window, fill in the required fields of constituent’s first and last name, constituent type, data source. You may also fill out any other relevant
information you have at the time of creation. Click Save.
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MODIFY A CONSTITUENT RECORD

1. Search for the constituent whose record you're modifying in the global search bar. Click on their record.
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MODIFY A CONSTITUENT RECORD

2. You will be redirected to the constituent’s record page. From here, there are a few ways to modify their Biographic and Demographic information. The first
way is to click Edit in the constituent card feature.
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MODIFY A CONSTITUENT RECORD

3. A popup will appear and should look familiar because it's the same screen as the popup that appears when creating a new constituent. To add or change
information, simply enter or change information in the relevant fields and press save.
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MODIFY A CONSTITUENT RECORD

4. The second way to modify a constituent’s Bio Demo information is to click the pencil button next to any field in the Overview section of their record page.
Clicking the pencil will make the fields on the Overview page editable. Simply enter or change the information in the relevant fields, then press Save.
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MODIFY A CONSTITUENT RECORD

5. The last way to modify a constituent’s Bio Demo information is to click into the Constituent Details tab on the constituent’s record page. From there, select
the tab related to the information you'd like to add or modify.
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MODIFY A CONSTITUENT RECORD

6. Once you're in the correct subtab within the Constituent Details tab, you can either add new data to the record page or edit current data. To add new data,
click New. Note: “Names” lists all current, former, formal, informal, and nicknames that a constituent has.
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MODIFY A CONSTITUENT REGORD

7. A popup will appear. Complete the required fields (they have a red arrow next to them) and fill out any additional details you have at the time. Click Save.
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MODIFY A CONSTITUENT RECORD

8. To modify data that is already in the system, navigate to the Constituent Details tab, then select the subtab related to the data you want to modify. Then,
click on the pencil icon next to the data you want to modify.
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MODIFY A CONSTITUENT REGORD

8. A popup will appear. Add or edit information in the relevant fields, then click Save.
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MANAGE PROFILE PICTURE

1. Navigate to the constituent’s record page, then click the dropdown arrow in the constituent card feature.
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MANAGE PROFILE PICTURE

2. Click Manage Profile Picture in the dropdown.
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MANAGE PROFILE PICTURE

2. A popup will appear. Upload the appropriate file from your desktop, then click OK.
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NAVIGATE A CONSTITUENT RECORD PAGE

VIEW GRITICAL INFORMATION

If there is need-to-know information that is needed before communicating with a constituent, the View Critical Information icon will be red, and the alert may

appear at the top of the constituent’s record page. Notices flagged as critical will make the View Critical Information button turn red. Notices flagged as an alert

will show up at the top of the constituent’s record page.
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NAVIGATE A CONSTITUENT RECORD PAGE

CONSTITUENT INDICATORS

Constituent Indicators are a quick way to tell the constituent’s type, if they attended (or are attending) UCR, or if they are a special donor.
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NAVIGATE A CONSTITUENT RECORD PAGE

SERVICE INDICATORS

Service Indicators will quickly tell you if there is any special handling needed when communicating with a constituent.
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NAVIGATE A CONSTITUENT RECORD PAGE

CONSTITUENT CARD

The constituent card is an easy way to see the constituent’'s phone number, email address, and Primary Relationship Manager (Relationship Coordinator).
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NAVIGATE A CONSTITUENT RECORD PAGE

TRUSTEE INVOLVEMENTS

Highlights when the constituent is listed as a trustee on the UCRAA Board of Directors, Parent Philanthropy Ambassadors, or UCRF Board of Trustees
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NAVIGATE A CONSTITUENT RECORD PAGE

ONSTITUENT GIVING - TOP DESIGNATIONS

Highlights the funds that the constituent has donated to most frequently.
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NAVIGATE A CONSTITUENT RECORD PAGE

OVERVIEW

A summary of the constituent’s Bio Demo information.

@ saibe|Sgnin x

cia §E Attsin Parners Shar.. & BDCI

fee ion-8112- dborlightning force.com/lightning/r/Contact/003D500001 212mglAview

chuterBox @) Adobe Acrokst

Lux  Home Constiwents v Omganzations v  Sessions v Opportunities - Repots v

CONSTITUENT INDICATORS

E Scotty Highlander

| 4 rolow || edit | odete | wanage Housshaid

cunt Name
Scotty Highlander Household
Emai

Linkedin URL

03 Dubron Rabb

Addresses

Sandbox: OA | Leg.out

Alerts

10f 1item
Comment ~ | Start Date

Scotty is allergic to peanuts Mar 5, 2025

Overview  Constituent Details Prospect Management  Our UCR  Chatter

2] Trustee Involvements

TRUSTEE INVOLVEMENT START DATE

END DATE

Showing 0 to 0 of 0 record(s)

Constituent Giving - Top Designations

Frys—

Mame Scotty Highlander d < Name Overridden

Recognition Name Scotty Highlander, b.D. 5 Recognition Name

He/Him

MD.

Married

Heidi Highlander
Salutation Preference. Joint

Degree Information

Preferned Class Year Type Eariest Degree Year

Degree Yesr Degree Count
it of D

Additional Information

Donor 1D 00940386 Scotty Highlander Household
Alumni - Degreed
Constituent Alumni - Degreed

Student Type

Student

Student Level

 Feadiness

Has Cantact Information




NAVIGATE A CONSTITUENT RECORD PAGE

CHATTER

The Chatter is a collaborative feature that allows for in-app and real-time communication between Lux

@=
LUX

see
H- Lux Home  Constituents “  Organizations v  Sessions

View Critical Information

[Z] cONSTITUENT INDICATORS

E Scotty Highlander

[ + Follow H Edit ‘ Delete Manage Household |vl

Donor ID Account Name

00940386 Scotty & Heidi Highlander Household

Phone Email

Opportunities

[ Q, Scotty Highlander ]

Reports ~  Cases v  *Recently Viewed | Work ~ X

Alerts
1 of 1item
Comment v | Start Date

Mar 5, 2025

Our UCR

Scotty is allergic to peanuts

Overview Constituent Details Prospect Management

users.

*[- @ 2

End Date

Post ‘

l Share an update...

Sort by:

Most Recent Activity

@ Phane Call — Jennifer Best created a task.
July 28, 2025 at 6:40 AM

Phone Call

View more details

1l Like ® Comment

Q, search this feed...

@ [ Write a comment...

@ Follow up — Josh Carter created a task.
June 10, 2025 at 4:37 PM

- Follow up




CONSTITUENT DETAILS



CONSTITUENT DETAILS

GIVING DETAILS

A summary of the constituent’s lifetime giving. Click on any record hyperlink to access that gift's record page.
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CONSTITUENT DETAILS

NAMES

A list of all current and former names that the constituent has used. Note: maiden names are considered former names in ascend.
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LI L]
eee Lux Home  Constituents Organizations Sessions v Opportunities v Reports Cases v rd

Overview Constituent Details Prospect Management Our UCR Chatter

Giving Details Salutations Addresses Phones Emails Social Media Affiliations More

n Names
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E Scotty Highlander Ful MyUCR -
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01903304 Scotty Highlander Household - Showing 1 to 1 of 1 record(s).

Phone Email
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m Trustee Involvements
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INVOLVEMENT

Showing 0 to 0 of 0 record(s).




CONSTITUENT DETAILS

SALUTATIONS

A list of all of the ways that we can address the constituent when communicating with them. Different salutations will be used for different circumstances.
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m Trustee Involvements
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INVOLVEMENT

Showing 0 to 0 of 0 record(s).




CONSTITUENT DETAILS

ADDRESSES

A list of all current and former addresses associated with the constituent. If an address is marked preferred, we will also use that record as the mailing

address.

A seasonal address is one that a constituent uses for part of the year. We can mark the time that a constituent is using their seasonal address and the system

will mark that address preferred for the time that the constituent is there.
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Showing 0 to 0 of 0 record(s).
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CONSTITUENT DETAILS

PHONES

A list of all current and former phone numbers associated with the constituent. If a phone number is marked ‘Suspect’, we have not been able to confirm that

the phone number is associated with the constituent. If a phone number is marked ‘Bad’, we have determined that the phone number is not associated with
the constituent and should not be used.

LUX 86220
&

wes
H Lux Home Constituents v Organizations Sessions v Opportunities Reports v Cases v

Overview Constituent Details Prospect Management Our UCR Chatter

Giving Details Names Salutations Addresses Phones Emails Social Media Affiliations More
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E Scotty Highlander

NUMBER SEATRS PREFERRED PHONE SOURCE DATE ACTIONS

Showing 0 to 0 of 0 record(s).
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Showing 0 to 0 of 0 record(s).



CONSTITUENT DETAILS

EMAILS

A list of all current and former email addresses associated with the constituent. If an email address is marked ‘Suspect’, we have not been able to confirm that
the email address is associated with the constituent. If an email address is marked ‘Bad’, we have determined that the email address is not associated with the

constituent and should not be used.
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CONSTITUENT DETAILS

SOCIAL MEDIA

A list of all current and former social media handles associated with the constituent.
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Showing 0 to 0 of 0 record(s).
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CONSTITUENT DETAILS

AFFILIATIONS

A list of all of the organizations that the constituent is linked to. Affiliations are reciprocal, which means that if you enter an affiliation on the constituent’s
record page, the affiliation will also appear on the organization’s record page.
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CONSTITUENT DETAILS

RELATIONSHIPS

A list of all of the other constituents in Lux that the constituent is linked to. Relationships are reciprocal, which means that if you enter a relationship with a
constituent on one constituent’s record page, it will show up on the other constituent’s record page, too.
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CONSTITUENT DETAILS

FUNDING INTERESTS

A list of topics that the constituent has expressed interest in. To see all of the funding interests in the system, type ‘Funding Interest Values' into the App
Launcher, then select the ‘All Funding Interest Values' list view.
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CONSTITUENT DETAILS

DEGREE INFORMATION

A list of all degrees, both from Riverside and other institutions, that a constituent holds.
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CONSTITUENT DETAILS

STEWARDSHIP

To learn more about this tab, see the Stewardship and Membership Training!
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CONSTITUENT DETAILS

INVOLVEMENTS

A list of connections that the constituent has with Riverside in a club, association or committee capacity. To see all of the involvements in the system, type

‘Involvement Values' into the App Launcher, then select the ‘All Involvement Values' list view.

LUK

Lux Home

[ Q, Search.. ]

see
see
see

Constituents ~  Organizations Sessions W Opportunities Reports Cases

A@e?2ea @

K4

Overview Constituent Details

Prospect Management

Our UCR

Chatter

Giving Details Names Salutations Addresses Phones

Emails

Involvements

View Critical Information

CONSTITUENT INDICATORS

m Involvements

INVOLVEMENT
CODE
DESCRIPTION

INVOLVEMENT
TYPE

START

ROLE DATE

E Scotty Highlander

[ + Follow H Edit ‘ Manage Household v}

Donor ID Account Name

01903304 Scotty Highlander Household

Phone Email
rtbobo@attainpartners.com

PRM LinkedIn URL

0 Richard Bobo

m Trustee Involvements

TRUSTEE
INVOLVEMENT
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CONSTITUENT DETAILS

SERVICE INDICATORS

A list of all special handling we must consider when communicating with the constituent. You may also see the service indicators on the constituent record
homepage.
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CONSTITUENT DETAILS

MEMBERSHIPS

To learn more about this tab, see the Stewardship and Membership Training!
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CONSTITUENT DETAILS

CONTACT MATCHES

If the constituent’s record matches another constituent record closely, that potential match will be listed here. If it is determined that the records are the
same, they can be combined.
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No constituent duplicates found.

2] CONSTITUENT INDICATORS ) i ) ,
We found no potential duplicates of this Constituent.

. No duplicate rules are activated. Activate duplicate rules to identify potential duplicate records.
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CONSTITUENT DETAILS

KNOWTIFY COMMENTS

A list of all Knowtify comments and alerts that have been added to the constituent’'s record page. You can also see Knowtify alerts at the top of the
constituent’s record page and by clicking “‘View Critical Alerts’ on the record’s homepage.

Knowtify Comments

Scotty Highlander

Constituent Type
Friend

D Comment Start Date End Date Critical Action

[] test Aug 4, 2025 v v E]

Showing 1 to 1 of 1 record(s).

Bio Demo

Phone

Phone Number




CONSTITUENT DETAILS

CASES

A list of all cases that have been submitted on behalf of the constituent.
To create a new case, click New.

© Scribe] Signin X @ Scotty Mighlander | Comtituer X 4
« © % fow-innovation-8112--ga sandboxkightaing fores.com/Tightning 1/ContaeyD03DSH0001212maglAA view e @D 2 8
B W e M Gl WA L e & wa P Ducd kR

HE Lux  weme  Coms v Opiemiens v Sesons v Oppornies v Raperts v Caes v AGNessss v Al iehemens oes v X

Alerts

10t 1 #em
Comment End Date

Scotty is allergic o peanuts

Prospect b ent  Our UCR

Constituent Datails

Phones Emails Social

Names Salutations Addresses Deductions

Giving Details Relationships  Funding Interests  Degree Information Memberships

Wiew Critical Information

9 cases

[l cOMSTITUENT INDICATORS

CASE NUMBER CASE TYPE SUBJECT STATUS ACTIONS

Showing 00 0 o 0 recordis)

] scotty Highlander

Highlander Hous

[ Trustee Invalvements.

TRUSTEE INVOLVEMENT ROLE START DATE END DATE

Showing 010 0t O

Constituent Giving - Top Designations




CONSTITUENT DETAILS

CASES

Select the type of case that you want to submit, then click Next.

New Cases




CONSTITUENT DETAILS

CASES

Based on the type of case you select, you will be prompted to fill out different fields. Complete the required fields (indicated with red asterisks) and add any

other information you have, then click Save.
The case will be sent to the team that can help you with your request. To check in on your case, you can access its record page at any time. Once the case has

been resolved, you'll receive a notification.

@ saibelSignin X @ Scony Highiander | Comttuer X+
®% 83 3 @ :

« ¢ = B112 ghtning/r/Contact/003L

Chent Fies - Go @9 AtainSF [l luod A Riersde Confluence (B RachsterBox @) Adobe Acrobat

3 | @ pare

New Case: Research Request

Research - Due ige
Research - Research e,

Research - Research p..




CONSTITUENT DETAILS

CAMPAIGN HISTORY

A list of all campaigns that the constituent has been part of.

LK (o seme @e2aa

aee
2 Lux Home Constituents Organizations v Sessions W Opportunities Reports Cases v 4

Overview Constituent Details Prospect Management Our UCR Chatter

Giving Details Names Salutations Addresses Phones Emails Campaign History More ~

View Critical Information

2] CONSTITUENT INDICATORS
E Scotty Highlander

{ + Follow H Edit ‘ Manage Household v]

Donor ID Account Name

01903304 Scotty Highlander Household

Phone Email
rtbobo@attainpartners.com

PRM LinkedIn URL

0 Richard Bobo

m Trustee Involvements

TRUSTEE
INVOLVEMENT

Showing 0 to 0 of 0 record(s).




CONSTITUENT DETAILS

MATCHING GIFTS

A list of all gifts that a constituent has made and their employer has matched

LUK [ Q search. Aimae 200 @

LX)
s Lux Home  Constituents v Organizations v Sessions v Opportunities v Reports Cases W

Overview Constituent Details Prospect Management Our UCR Chatter

Giving Details Names Salutations Addresses Phones Emails Matching Gifts More ~

g Matching Gifts

MATCHING GIFT ID AMOUNT AMOUNT PAID TO DATE MATCHING ORGANIZATION

View Critical Information

CONSTITUENT INDICATORS

E Scotty Highlander

Showing 0 to 0 of O record(s).

[ =+ Follow H Edit ‘ Manage Household v}

Doner ID Account Name

01903304 Scotty Highlander Household
Phone Email

rtbobo@attainpartners.com
PRM LinkedIn URL
3 Richard Bobo

m Trustee Involvements

TRUSTEE
INVOLVEMENT

Showing 0 to 0 of 0 record(s).




CONSTITUENT DETAILS

DIRECTORY SETTINGS

Directory Settings are where a portal users settings are managed. They will always be auto-created and will only be updated by a Portal User when they change
settings in My Information.

LU X | Q search. ] @2 222 0

*ee
- Lux Home Constituents QOrganizations Sessions Opportunities  ~ Reports Cases v K4

Overview Constituent Details Prospect Management Our UCR Chatter

Giving Details Names Salutations Addresses Phones Emails Directory Settings More

View Critical Information Directory Setting Details

CONSTITUENT INDICATORS @ ks rested recor

SCOtty Highlander [ Search Directory Settings...

[ + Follow H Edit ‘ Manage Household v]

Directory Settings (0)

Donor ID Account Name

01903304 Scotty Highlander Household
Phone Email

rtbobo@attainpartners.com
PRM LinkedIn URL
B Richard Bobo

Trustee Involvements

TRUSTEE
INVOLVEMENT

Showing 0 to 0 of 0 record(s).




CONSTITUENT DETAILS

ZONE MEMBERSHIPS

Zone Members = Memberships to alumni Regional Networks or Affinition Groups. Zones are the actual Clubs (Los Angeles Regional Network), and the Zone
Members is the junction object associating a Constituent to the Zone (club).

LUK (o sorn. @222

LR X}
H Lux Home Constituents Organizations v Sessions Opportunities v Reports Cases k4

Overview Constituent Details Prospect Management Our UCR Chatter

Giving Details Names Salutations Addresses Phones Zone Memberships (Clubs) More v

View Critical Information

2] CONSTITUENT INDICATORS
E Scotty Highlander

a Zone Memberships (0)

[ + Follow H Edit ‘ Manage Household v]

Donor ID Account Name

01903304 Scotty Highlander Household

Phone Email
rtbobo@attainpartners.com

PRM LinkedIn URL

E Richard Bobo

m Trustee Involvements

TRUSTEE
INVOLVEMENT

Showing 0 to 0 of 0 record(s).




CONSTITUENT DETAILS

BI0 DEMO UPDATE REQUEST

1. Navigate to the Cases object. You can select the App Launcher, and search for and select ‘Cases’.

Q. Scotty Highlander |E‘ -ﬁ 9 13( -!- 6

Constituents ~  Orgapizations “  Sessions v  Opportunities »w  Reports v  Cases v * Recently Viewed | Work ~ X ra

Home

App Launcher

Alerts

l Q Cases %] .
10of 1 item

Apps
No results

Comment | Start Date

Scotty is allergic to peanuts Mar 5, 2025

Items

Cases

Qverview Constituent Details Prospect Management Our UCR

View All

View Critical Information

Share an update...

[E) cONSTITUENT INDICATORS

Sort by:

Most Recent Activity Q search this feed... I

6 Phone Call — Jennifer Best created a task. E]
July 28, 2025 at 6:40 AM

':/E Phane Call

View mare details

1l Like ® Comment

You can also use Global Search or find

) scotty Highlander © [ Cases under the Support Requests tab
[ <+ Follow H Edit ‘ Delete | Manage Household ‘ - ] o ]Ef;{_t]‘:\:j:yfb;iﬁ?ﬁ:fﬁ[m?ﬂ‘EdafBSk under a SpeCIfIC ConStItuent OI'

Donor ID Account Name O rgan ization.

00940386 Scotty & Heidi Highlander Household Follow up

Phane Email




CONSTITUENT DETAILS

BI0 DEMO UPDATE REQUEST

3. Select Bio/Demo Update Request from the list, then select Next.

New Case

Select a record type

Stewardship Processing Request
Alumni Engagement Request

Annual Giving Request
Appeal codes, giving forms, and user access

CMT Request
Salesforce related issues, maintenance, and updates

Gift Admin & Bio/Demo Requests
Constituent record additions and management

Prospect Management

Research Request

[ Cancel




CONSTITUENT DETAILS

BIO DEMO UPDATE REQUEST

5. You will be redirected to the new Case record.
®= \
LUX [ sen- | ee20a 0

sen
HH Lux Home Constituents »  Organizations Sessions “  Opportunities Reports Cases * Recently Viewed | Work ~ X

Case

Age Change

ﬂ Case Details

Case Number Case Owner
00001168 3 AuiHughes
Status Priority
Submitted £ Medium

Subject Log a Call

Age Change 4 )
Description | Recap your call... ‘ m

Records indicate that he was born in 1987, but he was born
in 1988 (confirmed on phone).

+ Follow H Ed

Feed Related Details

New Task New Event Post

Most Recent Activity w Q, Search this feed...

E Constituent Details —
Alli Hughes Just now| ¥ |

Case created

MName
Scotty Highlander
Title

Subject: Age Change
edium

: Submitted
Number: 00001168

Account Name

Scotty & Heidi Highlander #°

s Comment

The Status of the case shows at the
bar on the top of the record. Here will
can see the Status highlighted as
‘New.



MANAGE HOUSEHOLD



MANAGE HOUSEHOLD

Households are made up of married constituents or constituents in a domestic partnership who reside at the same home address. To manage a household,
click Manage Household in the Household Card. (You may also click Manage Household from the household members’ record pages!)

® Scotty Highlander Household | X + - o X
€« C % flow-innovation-8112--qa.sandbox lightning.force.com/lightning/r/Account/001D500001RZ9y DIAT fview aQ & e O [ %)
28 @) Parent Connect/Pa.. M Gmail W Unanet Q% UKGHR > Egencia QB Attain PartnersShar.. & BD Client Files - Go.. @ AttainSF [ Lucid A Riverside Confluence (@ Rochster Box @ Adobe Acrobat

Sandbox: QA | Log out

Ly X [ serc | @e22a 0

231 Lux  Home Constituents »  Organizations w  Sessions Opportunities Reports ~  Cases v  Addresses “ * Expedited Gift Processing (.. “ X

Overview Household Details Prospect Management Chatter

Account Name Scotty Highlander Household 4 Primary Constituent Scotty Highlander

Number of Househeld 1 Is Primary Constituent @
Members Logic Overriden

Receipt Type 4 Is Household Name
Overridden

Gives Ananymously

Additional Information

. Danor 1D 00940387 Wealth Rating
Scotty Highlander Household

Stage of Readiness s Description

| + Follow || Edi ‘ Dclc(cl Manage Household Iv\ PRM [ pubron Rabb
Primary Constituent r Work Plan @

Scotty Highlander

lifetime Fundraising Campaign Total Cash Giving Summary Information (Overall)

Total Campaign Fundraising Amount of Most Recent Gift Lifetime Fundraising @ Total Campaign °

Fundraising

Lifetime Cash @ Campaign Total Cash @

m Trustee Involvements

Giving Summary Last Has Planned Gift? @
Updated
TRUSTEE START

CONSTITUENT INVOLVEMENT Planned Gifts @

Giving Summary Information (Pledges

Showing 0 ta 0 of 0 recordls). 9 v (Fledges)
Date of First Pledge Appeal of First Pledge
Amount of First Pledge Unit of First Pledge

Designation of First
Pledge




MANAGE HOUSEHOLD

You will be redirected to the Manage Household screen. From here, you can add constituents to a household, remove constituents from a household, apply

soft credit for gifts, and change the household’s name.

® Aura x  +
flow-innovation-8112--ga.sandbox.lightning.force.com/ucinn_ascendv2/ManageHouseholdApp.app?hhid=001D500001RZyDIAT Q (o] & .

Wh Unenet B8 UKGHR > Egencia Q¥ Attain Partners Shar.. & BD Client Files- Go.. @ AttainSF [ Lucid A Riverside Confluence [ Rochster Box @ Adobe Acrobat

HOUSEHOLD > SCOTTY & HEIDI HIGHLANDER HOUSEHOLD

¢« > @

a8 @ Parent Connect / Pa.. M Gmail

m Manage Household
HOUSEHOLD MEMBERS [ Q, Find a Constituent or add a new Constituent to the Household

[ AN mermbers receive Soft credit?

Scatty Highlander x Heidi Highlander x
900 North Foint Street RELATIONSHIPS

San Francisca, CA 34109

Unfted States Scotty Highlander, Spouse

Raceive Household Soft Credit?

EXCLUDE FROM:

RELATIONSHIPS:

Heid| Highlander, Spouse
Ecward Wilkam Scissorhands Jr, Manager
Household Name

) Receive Household Soft Credit?
EXCLUDE FROM:

O Household Mame

HOUSEHOLD DETAILS

Household Name*
Scotty & Heidi Highlander Household

[ O arganzer |



MANAGE HOUSEHOLD

If two constituents get married or move in together after they both have records in the system, you can merge their households when you are adding their
relationship record. You must only add the relationship to one constituent’s record, as relationships are reciprocal and will be added to both constituents’
records. Once finished, click Save.

& Scotty Highlander | Constituer: X + - a ®

€ 5 € % flow-innovation-8112--qasandbox.lightning.force.com/lightning/r/Contact/003D500001212mglAA view aww O 0 & 0 :

28 @ ParentConnect /Pa.. M Gmail WA Unanet BE UKGHR > Egencia RN Attasin Partners Shar.. & BD ClientFiles- Go.. 4 AttainSF [ Lucid A Riverside Confluence (@ RochsterBox @ Adobe Acrobat

New Relationship

*= Required Infermatisn

Information

* Relationship Name [ [Default Name]

*Constituent

lﬁmuwe«

Related Constituent Information

*Related Constituent Reiated Constituent I Spouse

[ [E] Heiai Highiander ® e ©

‘Apaly Soft Credit MergeOpton @ [ Merge Household




DUPLICATE RECORDS



DUPLICATE RECORDS

If there are constituent or organization records in the system that are close matches, you will see the potential matches in the Contact Matches subtab under
the Constituent/Organization details tab. The score compares the names, email addresses, phone numbers, and various other data points to show how close
of a match the records are. To review the potential match, click View Duplicates.

® Scotty Highlander | Constituer: X+ a X

€ G % flow-innovation-8112--qa.sandboxlightning.force.com/lightning/r/Contact/003D500001212mglAA /view aeAa" OO0 G ©

a8 ©) Parent Connect /Pa.. M Gmail W\ Unanet QN UKGHR > Egencia e Aftain PartnersShar.. & BD ClientFiles- Go.. @ AttainSF [ Lucid g Riverside Confluence ([ RochsterBox @) Adobe Acrobat

NN NN NN NN\ NN\ NN N NN NN N N"\NuIMmMmNSN N\ """ """\ " T vTaswwaswNY
LUX [ sarh. ] Fime25a @

83 Lux  Home Constituents v Organizaions v  Sessions v  Opportunities v Reports » Cases  Addresses v *Expedited Gift Processing (.. v X

Alerts
1of 1item
Comment v | Start Date End Date

Scotty is allergic to peanuts Mar 5, 2025

Overview I Constituent Details I Prospect Management Qur UCR Chatter

IS

Giving Details Names Salutations Addresses Phones Emails Social Media Affiliations Relationships Funding Interests Degree Information Stewardship Involvements Contact Matches

View Critical Information

Possible Duplicates

a CONSTITUENT INDICATORS CURRENT DONOR  CURRENT NAME  CURRENT PHONE  CURRENT EMAIL  CURRENT MAILING ZIP POSSIBLE MATCH ID POSSIBLE MATCH NAME POSSIBLE MATCH PHONE POSSIBLE MATCH EMAIL POSSIBLE MATCH MAILING ZIP SCORE
H 00940386 Scotty Highlander 24109 00040382 Scotty Highlander 80
We found 1 potential duplicate of this Constituent. | View Duplicates

E Scotty Highlander

+ Follow ” Edit | Delete | Manage Houschold |v |

Donor ID Account Name
00940386 Seatty Highlander Household
Phone Emai

PRM Linkedin URL
0 pubron Ratb

@ ors=iz= pe Involvements



DUPLICATE RECORDS

A popup will appear. Select the records you wish to compare by checking the boxes next to the constituents’ names, then click Next.

® Scotty Highlander | Constituer: X+

« c 25 flow-innovation-8112--qa.sandbox.lightning.force.com/lightning/r/Contact/003D500001212mglAAview

a8 @) Parent Connect/Pa.. M Gmail W Unanet QN UKGHR > Egencia s Attain Partners Shar...

To merge duplicates, choose up to 2 constituents. Then click Next and choose the fields to keep.

+ Constituents (2)
O Mame

Account Name Primary Affiliation

fcotty Highlander Scotty Highlander Household

cotty Highlander Scotty Highlander Household

O ergoriz=-

& BD Client Files - Go..

& Attain SF

PRM

Dubron Rabb

A Lucid

A Riverside Confluence

& RochsterBox @ Adobe Acrobat

Potential Duplicate Records

View Duplicates

Preferred Address Preferred Class Year

900 North Point Street
San Francisco, CA 94109
United States

Primary Constituent Type

Alumni - Degreed

Faculty - Current




DUPLICATE RECORDS

Review the data shown on the screen and select the data points that are correct and should appear on the merged record. If one record is fully correct, you
can check Select All at the top of the column. Click Next.

® Scotty Highlander | Constituer: X+ - 8 x

<« G % flow-innovation-8112--qa.sandboxlightning.force.com/lightning/r/Contact/003D500001212mglAA /view aeAa" OO0 G ©

a8 ©) Parent Connect /Pa.. M Gmail W\ Unanet QN UKGHR > Egencia e Aftain PartnersShar.. & BD ClientFiles- Go.. @ AttainSF [ Lucid g Riverside Confluence ([ RochsterBox @) Adobe Acrobat

Potential Duplicate Records

Compare constituents

When you merge, the principal record is updated with the values you choase, and relationships to other items are shifted to the principal record.

Scotty Highlander Scotty Highlander
Select All Select All
PRINCIPAL RECCRD @ ® Use as principal O Use as principal
RECOGNITION NAME Scotty Highlander, M.D. O Scotty Highlander
He/Him O lempty]

) Man O [empty)
PROFESSIONAL DESIGNATION MD. O [empty]
RACE/ETHNICITY ® Other O [empty]
MARITAL STATUS Married O [empty]
SPOUSE Heidi Highlander O lempty]
SALUTATION PREFERENCE ® Joint O Individual
DONOCR ID 00940386 O 00940382
ACCOUNT NAME ® Scotty Highlander Household O Scotty Highlander Household
PRIMARY CONSTITUENT TYPE Alumni - Degreed O Faculty - Current
CONSTITUENT TYPE Alumni - Degreed O Faculty - Current

PRM ® Dubron Rabb O lempty)

O ergoriz=-



DUPLICATE RECORDS

To ensure we are not accidentally merging records that are not the same, you will be asked to confirm the merge. If you wish to proceed, click Merge.

® Scotty Highlander | Constituer: X+

<« c 25 flow-innovation-8112--qa.sandbox.lightning.force.com/lightning/r/Contact/003D500001212mglAAview
@ Adobe Acrobat

BS Attain Partners Shar.. & BD ClientFiles - Go... 4 AttainSF [ Lucid A Riverside Confluence (@ Rochster Box

a8 ©) Parent Connect /Pa.. M Gmail M\ Unanet R UKGHR > Egencia

Potential Duplicate Records

Confirm merge

We're ready to merge these records

You're about to merge these constituents. You can't undo merging.




DUPLICATE RECORDS

If successful, you will notice a popup at the top of the record page that confirms the merge.

® Scotty Highlander | Constituer: X+ - 8 x

« G % flow-innovation-8112—ga.sandbox.lightning.force.com/lightning/r/Contact/003D500001212mglAA/view a A @ O (X1 0

28 @) Parent Connect /Pa.. M Gmail W\ Unanet UKGHR > Egencia Qg® Attain Partners Shar.. & BD Client Files - Go.. @ AttainSF [ Lucid A Riverside Confluence [ RochsterBox @ Adobe Acrobat

NN NN NN NN\ NN\ NN N NN NN N N"\NuIMmMmNSN N\ """ """\ " T vTaswwaswNY
LUX [ sarh. ] rl@me 202

Lux  Home Consttuents v Orgamizafions ~  Sessions v Opporfunities ~  Repors v  Cases v Addresses ~  * Evpedited Gift Prof

Constituent "Scotty Highlander" was merg you selected.

Alerts
1of 1item
Comment ~ | Start Date End Date

Scotty is allergic to peanuts Mar 5, 2025

Overview Constituent Details Prospect Management Our UCR Chatter

Name Scotty Highlander E Is Name Overridden

View Critical Information Recognition Name Scotty Highlander, M.D. d Is Recognition Name
Overridden

CONSTITUENT INDICATORS Fronours He/im Gender
Professional Designation M.D. E Race/Ethnicity
E Marital Status Married E Religious Preference
Spouse Heidi Highlander Deseription
Salutation Preference Joint
Is Ancnymous

Brimary Affiiation @

Restricted Party Scresning Alert

Extend Bell Tower Society
Membership

E Scotty Highlander Degree Information

I + Follow H Edit ‘ Delete ‘ Manage Household | v l Preferred Class Year Type 4 Earliest Degree Year
Degres Year Degree Count (School)

Donor ID Account Name
00940386 seoth Highlander B
Phone Email

Freferred Class Year List of Degress @
Class Year 1

PRM Linkedlin URL Class Year 2

(¢

Class vear 3

' Additional Informa

© s be Involvements



DUPLICATE RECORDS

If the systems senses a duplicate record while you're creating a new constituent, you will receive a notification in the new constituent screen as soon as the
match hits a certain score. To review the potential match, click View Duplicates.

& New Constituent: Constituent | X+

<« c 25 flow-innovation-8112--ga.sandbox.lightning.force.com/lightning/o/Contact/new?count=38&recordTypeld=012Hs000001dUrTIAUBinooverride=1&defaultFieldValues=&tbackgroundContext=%2Flightning%2F o %2FContact % 2Fnew%3 FinContextOfRef%3D1.ey)0eXBlljoic3RhbmRhecmRX25hdkIDZW1QYWdlliwiYXROcmlidXRlIcyl6eylh...  §@ & & W e O (x4 a

28 @) Parent Connect /Pa.. M Gmail W% Unanet B8 UKGHR > Egencia QN Aftain PartnersShar.. & BD ClientFiles- Go.. & AttainSF [[] Lucid A Riverside Confluence ([ RochsterBox @ Adobe Acrobat

LUX . Hme20a @

New Constituent: Constituent

Home Constituents +  Organizafions v  Sessions »  Opporfunities v Repors v  Cases w  Addresses v g

* = Required Information

-
2 Is Name Overridden

Salutation

First Name:

Scotty

Middle Name

*Last Name
I Highlander

Suffix

Recognition Name Is Recognition O
Name Overridden

Pronouns Gender [ —None—

Professional Designation Race/Ethnicity

Available Available Chosen

Ay
cw Black/African American .

CPA Asian

DDs American Indian
—

. _‘itiVE —
.

Marltal Status This record laoks like an existing record. Make sure 1 2% [ ~-None--

to check any potential duplicate records before
saving.
View Duplicates

Description

A | conce Save & New




DUPLICATE RECORDS

To see if there is already a record for the constituent you're trying to create, click Open This Constituent and enter any new information into the existing
record.

& New Constituent: Constituent | X+ - a X

<« c 25 flow-innovation-8112--ga.sandbox.lightning.force.com/lightning/o/Contact/new?count=38&recordTypeld=012Hs000001dUrTIAUBinooverride=1&defaultFieldValues=&tbackgroundContext=%2Flightning%2F o %2FContact % 2Fnew%3 FinContextOfRef%3D1.ey)0eXBlljoic3RhbmRhecmRX25hdkIDZW1QYWdlliwiYXROcmlidXRlIcyl6eylh...  §@ & & W e O (x4 a

28 @) Parent Connect /Pa.. M Gmail W% Unanet B8 UKGHR > Egencia QN Aftain PartnersShar.. & BD ClientFiles- Go.. & AttainSF [[] Lucid A Riverside Confluence ([ RochsterBox @ Adobe Acrobat

New Constituent: Constituent

2

View Duplicates

Scotty Highlander
Constituent

Name: Scotty Highlander

Account Name: Scotty & Heidi Highlander Household

Primary Affiliation:

PRM: Dubron Rabb

Email:

Phone:

Preferred Address: ‘900 North Point Street
San Francisco, CA 84109
United States

Preferred Class Year:

Primary Constituent Type: Alumni - Degreed

Donor ID: 00240386

Open This Constituent

This record looks like an existing record. Make sure
4o check any potential duplicate records before

saving.
View Duplicates

Is Anonymous [m] A | Concel || Save&New -
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MOBILE APP



MOBILE APP

The Salesforce mobile app is available for all Lux users to download. Please refer to the Mobile App 101 training in the LMS for more detail.

Q, Salesforce ©® Cancel

Salesforce

. Business Get SaIESforce

* %k ok ok 327K

&= Business Social (2] salesforce.com

Username

Access your Salesforce
records on the go

Password

(O Remember me

Forgot Your Password? Use Custom Domain

© 2025 Salesforce, Inc. All rights reserved. | Privacy
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