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Contact Records:
A compilation of data about a particular individual or organization.

You can enhance this robust picture of your contacts by adding additional
iInformation and customizing your view.

Your contact record holds all the information that will enable strong returns
on your outreach efforts.

Individual/Person and Organization are the two types of contact records in your database.
They largely function in the same way; however, some information is unique to each type of

record.

 |Individual/Person contact records contain fields for First Name and Last Name

it ¢ Organization records contain fields for Primary Contact and Official Name
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Organization Contact Records

Organization contact records are created the same way Individual m
contact records are created. ®s0000
You will see the option to create the Organization contact record on any of rrYrryY Y-

our Add New Contact screens.

You will notice a few differences from typical individual records when you look at Organization
contact records. These records have two new page sections named Primary Contact and (if you
have a development package) Grants.

 Primary Contact is one person in the organization, but you can add relationships to link other
individuals to the organization’s contact record

« Grants can be viewed and edited from the Grants Section of the organization's contact record
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Contact Record Layout-All Details

v

EB  Quick Look
You can access the Contact Records through many ]

redirection points in the database, but the QLU is the easiest O Quick Add New Contact
way to quickly find an individual contact record. Using the
iInput boxes and filters, there are countless ways to identify

your contact record search with ease. —
Gary Test 01 \ﬂ

[® (555)555-1212 (Home)
. . . E test@sink.sendgrid.net (Personal)
Once your record 'S found’ you WI” See a record overview 32Ctl' Landoverit Alexandria, VA l22305—1944 Us (Home)
at the tOp of your screen. s 4721 Rosedale Ave Bethesda, MD 20814-3748 US (Home)

Underneath the contact overview, you will see a wide

range of titled drawers that organize your contact records Contact History

iInformation. These drawers are visible based on the ContactedBy  Committee  Type Result input

preset user profiles and roles assigned, so one user may caom Vendor DigialAds  Seecsd ik

not see the same information as another user. VI DigialAds  Seleced  uk
?51?0 f& Vendor VAN Digital Ads ~ Selected Bulk

Some common drawers include Activist Codes, Contact . . o

History, and Contributions.
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Contact Record Layout-
ew Contact Recor

Concrete & Organization
persistent facts specific information
Facts that are rwe outaide of s org. IVOrmation IS s Oy reledvant 10 e oy
About Most important Insights &
affiliations
History & Feeds
Home / Abigail Adams @ Customize view
i i $750 Middle 40% Top 10%
Abigail Adams ® Total contributions Likely to donate Giving potential Activist Codes >
s Ml (Donor TsvsTramina1621)
VANID 113751803 + Pinned notes (1) : TravisTraining111821
+ ¥ August 14, 2019 Tags >
Add Schedule More Il rel I ichelle winning by ;
A new poll released last week shows Michelle winning by just 2 points.
: Created on August 14, 2019 by Danielle Brown
Addresses > ” Ask Supporter insights @
50 Main St No supporter insights
Q Search for a page Wome | GucklookUp | AbigaiAdsms | Al Detais Somerville, MA 02145-1438
Activi Fil ial Not:
o- 2 Abigail Adams | + roion | u s mance et Disclosure Y >
ome # Preferred I Disclosure
Main Menu Home* - .
Leslie for DC Finance Report
B undeaising Management Filt
B— " e e P
By crestea List Phones > OVERDUE Individual
n My Folders VANID (201) 555-1234 ) Pledge 875000 s overdie by 1212 days Leslie for MA Non-Depository and Municipal
nITsI0S | Ge X
g Quick Look U ';Prefe}rvr;d 'mcD\Sdosw? Whoville State Democratic Party Individual Type
P [} Ukely Nots Cell = Home December 31, 2019 . Individual
¥ ENGAGEMEN SMS unknown
Y 4 audiences ' Name . Salutation Leslie for Maryland Finance Report
B soomstion Prefic | hacs. Email addresses > Incividual Type
O eventiist Individual
B event Panticipant List Mame  Abigail Midc aadams@adams.org UPCOMING Next:30 days v
State-provi
B eemreques @ . | # Preferred No upcoming activity in the next 30 days e < PayeelD
B} oniine Actions Personal ==
B stories Nickname | Abby Subscribed Occupation Code
B rogeted e Pronouns  She/Her/Hers Y NOVEMBER 2021 N
. v FUNDRAISING . i
B o n t e r r a View all details Activist Code applied “Donor: TravisTraining111821 (Public)” :";""’y“ Information: Requestad
3 o o alse
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Contact Records Features
@ Gary Test 01
The About section of the contact record is on the left side and r
houses all of the factual data about the contact, including their name, Ad Sehedue
phone number and email address.
Email addresses

Select the Add button under the name to add additional information tst@sinksendoridnet
to the contact record. erred

sral =
Mot subscribed

test01@sink.sendgrid.net

Select the Schedule button to add a follow up. o
Select the three dots will allow you to add additional basic
iInformation, print a call sheet, generate a letter, merge a contact, or

Phones

(555) 555-1212

even delete a contact. ferred T Discl
[bLk Not a Cell * Home

Selecting the arrows open the drawers for features where you can (301) 956-7382

add or edit information. e

View all details

¢¥ Bonterra.



Contact Records Features

The Middle Column focuses on the contact records activity and financial history. This section is broken into two
parts. Important statistics are listed at the top along with pinned notes. The three stats listed are customizable in
the Customize section. The bottom section highlights the contact’s activity history, their financial history, and any
notes that have been pinned to the record.

< 2
January 12, 2016 0 July 17, 2017
First gift da ! Years of consecutive giving Last personal contact
$10.0K $2.7K $13.6K
Highest contribution Average contribution Total contributions Activity Financial Notes
> Pinned notes (1)
Activity Financial Notes
No notes
Y Filters Keep track of important information about this contact with notes

JANUARY 2023 <4+ Add a note

Targets was mailed

DD

s
Contacted: contributed via phone January 12, 2016 0 July 17, 2017
First gift date Years of consecutive giving Last personal contact
Subscribed 1o "Email Interests: Newslettr (Indigo Main Test Committee)* Activity Financial Notes
lg, Activist Code applied "CC Target Universes: Direct Mail Survey (Indigo Main Test Committee)”
i B, 7 Contribution summary Y Filters
™ Showing summary for all designations

¢¥ Bonterra.

Highest previous contribution
February 26, 2016

Most recent contribution
July 17, 2017

First contribution
January 12, 2016
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Contact Records
Features

The Insights column is on the right side of the
page. This section provides information on a
contact record that is relevant to your

organization, such as Activist Codes and Tags.

Just like the About column, you can open a
drawer to edit the information listed in the
Insights column.

Some features you can quickly add include:
* Applying an Activist Code

* Assigning staff for contact management
« Adding Planned Giving dedications

¢¥ Bonterra.

Activist Codes

Mo Activist Codes

Membership

This contact did not automatically qualify for any

membersnip

Tags

Planned giving

Mo planned giving plan started

WealthEngine

No WealthEngine data

Contact management

Assigned staff

Get data




Contact Records Customization

When you select the Customize view button, you will be

taken to the customize view contact page.

To the left of the page is a menu that corresponds with the

columns for your contact records page.

Customization options include:

« Hiding information from the contact record be
deselecting the checkbox next to the name.

« Reordering the way information is presented in
each section by grabbing the information bar and
moving it up and down.

« The cogwheel indicates additional customization
options.

(¥ Bonterra.

About

Activist Codes

Mo Activist Codes

Membership

This contact did not autol

@& Customize view

About

Stat bar

Email addresses

Phones

Addresses

Financial

Planning & insights

Reset contact
record config

‘ config

Reset overview
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Q&A
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Additional Resources
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Support

« Contact your System Administrator
 Email help@EveryAction.com
« Call (202) 370-8050

« Submit a Support Request Ticket from the Main Menu of the
EveryAction CRM
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mailto:help@EveryAction.com

Help Center Resources

« Contact Record Overview - e

 Understanding Your Contact Record Tutorial

 Finding Contact Records

e Contact Records Updates Workshop
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https://help.everyaction.com/s/article/2926632-contact-record-overview
https://help.everyaction.com/s/article/EveryAction-NGP-Understanding-Your-Contact-Record-Tutorial
https://help.everyaction.com/s/article/1669181-find-a-contact-record-quick-look-up
https://help.everyaction.com/s/article/2969152-everyaction-notifications-of-changes-to-contact-records-feature-workshop

Additional Training

« Bonterra Academy:

https://help.everyaction.com/s/article/Bonterra-Academy-Self-
Signup

* Foundational Webinar Series

« Upcoming initiatives

* Videos in Bonterra Academy
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https://help.everyaction.com/s/article/Bonterra-Academy-Self-Signup
https://help.everyaction.com/s/article/Bonterra-Academy-Self-Signup
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