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Adding New Document Link

There are three functional areas where to add new document link in CADENCE,

1. Constituents under Data Steward Tab
2. Support & Training
3. Analysis under the Information Library section

Documentation Library

Documentation Library (7) @ Add | [Z]| More~
[search | @ columns~ bl save list @ Open list &7 Clear all flters
Description URL Team Name

A Connection Score is a data-based model that quantifies the affinity con... https://forever.clemson.edu/document.doc?id=2452

Acts as tactical representatives for their domain/functional area within De... https://forever.clemson.edu/di/cadence/data-stewards

Data Governance Methodology is the framework for implementing data ...  https://clemson.sharepoint.com/sites/DG/_layouts/15/guestaccess.a...

Process document for importing a spreadsheet of Interactions in bulk https://forever.clemson.edu/document.doc?id=1552 uoT

Request a New Appeal Code and Adding An Appeal https://forever.clemson.edu/document.doc?id=2557 Annual Giving
US News https://forever.clemson.edu/file/cadence/PaperSave.pdf Annual Giving
US News (duplicate for error trapping) http://usnews.com Annual Giving

Click Add button and input the following information for each document

Add a record to the documentation library

Document Title:

Description:

URL:

Point of Contact:

P

Functional Area: | |V

Date Last Reviewed: | mm/dd/yyyy |E
Document Type: |V
|v

Team Name:

Document title

URL link to the document or where it is stored
Functional area from the dropdown

Data Steward Responsible

Date Last Reviewed or Created

Document Type from the dropdown

Team Name

PN AWN =
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Description to summarize the purpose and content of the document

Functional Area

Prospects

BBIS (Blackbaud Internet Systems)
BBIS (Blackbaud Internet Systems)
Interactions
Marketing/Communications
Constituents Bio/Address
Constituents Bio/Address
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Edit Existing Documentation Library Record
Click the chevron button to expand the document details then click Edit button:

Documentation Library

Documentation Library (261) @ Add | [£]1/ More~

|Search | @ Columns™ kd save list & Open list «
Document Title Des
A Gift Acceptance Guide Gift

" Edit _E?Delete

Document Title: Gift Acceptance Guide

Description: Gift Acceptance Guide
URL: forever.clemson.edu/di/gac/policies-procedures
Functional Area: Revenue/Recognition

Point of Contact: ~ Mrs. Blake L. Jones 2009

Date Created: 1/1/2022
Document Type: Policy/Business Rule
Team Name: Gift Management
Date Created: 1/10/2022

Date Last Changed: 1/26/2022

Update details example when the document was reviewed Data last reviewed field will be
updated manually and click save button.

Document Title:

Description: | Gift Acceptance Guide |
URL: | https://forever.clemson.edu/di/gac/poli |
Functional Area: | Revenue/Recognition |"

Point of Contact: | Mrs. Blake L Jones 2009 |P

Date Last Reviewed: | 1/1/2022 |E
Document Type: | Policy/Business Rule |"

Team Name: | Gift Management |"

| Save ‘ | Cancel |
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Filter Document Record
Each column can be filtered example below type search word then click apply.

Documentation Library

Documentation Library (7)

© Add

2] More~

[search
Description
AC Scoreisa ‘Requesd |
Acts as tactical represent:
Data Governance Method | Clearfilter | | Apply || cancel |

Process document for i

P

Request a New Appeal Code and Adding An Appeal

US News

US News (duplicate for error trapping)

Sample result below:

Documentation Library

Documentation Library (1)

© Add

Z1| More~

[search

Description

Request a New Appeal Code and Adding An Appeal
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| @ Columns> bl save list @ Open list #F Clear all filters

URL

https://forever.clemson.edu/document.doc?id=2452
https://forever.clemson.edu/di/cadence/data-stewards
https://clemson.sharepoint.com/sites/DG/_layouts/15/guestaccess.a...
https://forever.clemson.edu/document.doc?id=1552
https://forever.clemson.edu/document.doc?id=2557
https://forever.clemson.edu/file/cadence/PaperSave.pdf

http://usnews.com

| © Columns= kel Savelist 51 Open list &7 Clear all fiters
Y | URL

https://forever.clemson.edu/document.doc?id=2557

January 26, 2022

—
Team Name Functional Area
Prospects
BBIS (Blackbaud Internet Systems)
BBIS (Blackbaud Internet Systems)
upT Interactions
Annual Giving Marketing/Communications
Annual Giving Constituents Bio/Address
Annual Giving Constituents Bio/Address
»
—
Team Name Functional Area
Annual Giving Marketing/Communications
»
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How to upload and edit file in Development Intranet (BBIS)

1. Go to the file repository

& Development Intranet - CADENC X 4

<« C & for

r.clemson. e/file-repository

1 Apps Clemson  Getting Started Imported Bookmarks bar

CLEMS@N

Blackbaud  §§ Campus Map | Cle.

@ Best Program Mana

DEVELOPMENT INTRANET

£ Mychart - Login Pa

STAFF DIRECTORY

Bible Triviall! | Othe. »

Other bookmarks

Clemson University Home

3 = a X

w @ :

[E Reading list

Contact Us

UNIVERSITY PHONEBOOK

FILE REPOSITORY BY TEAM

- ADVANCEMENT SERVICES

« ALUMNI RELATIONS

- ANNUAL GIVING

- CORPORATE FOUNDATION RELATIONS
- DONOR RELATIONS

- FINANCE

- FUND AND GIFT MANAGEMENT

- IPTAY

- MARKETING, COMMUNICATIONS & EVENTS
- PLANNED GIFTS AND PRINCIPAL GIFTS
- PROSPECT DEVELOPMENT

- RECORDS MANAGEMENT

2. Select the corresponding team example annual giving

@ Development Intranet - CADENC X +

«>c

& forever.clemson.edu/di/cadence/file-repository/ag

£ Apps Clemson @ Getting Started Imported Bookmarks bar

CLEMS@N

orever

Blackbaud §$ Campus Map | Cle...

Best Program Mana.

DEVELOPMENT INTRANET

&3 MyChart - Login Pa...

STAFF DIRECTORY

Bible Triviall! | Othe... »

Clemson University Home

¥

Other bookmark:

Contac

UNIVERSITY PHONEBOOK

Name

Leadership Circle Members by College FY2022
Leadership Circle FY2022 Summary

Leadership Circle Fund and Member Totals FY 2022
Leadership Circle: FY 21 Members by College
Current Fiscal Year Interactions Report

Leadership Circle: Fund and Member Totals by Year
Leadership Circle: FY 21 Summary

Third Party Gift Import

Third Party Gift Import Template

Hard Credit Template File

CADENCE complex revenue transaction batch for offline entries (Graduation Template).

Gift Management - Gift Imports
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Owner

Kelli L. Moore

Kelli L. Moore

Kelli L. Moore

Kelli L. Moore

Ashley L. Young

Kelli L. Moore

Kelli L. Moore

Ashley L. Young

Amy C. Craft

Amy C. Craft

January 26, 2022

Date

10/11/2021 2:11:24 PM

10/11/2021 2:11:06 PM

10/11/2021 2:10:46 PM

9/30/2021 9:34:40 AM

8/27/2021 3:21:19 PM

7/23/2021 1:20:09 PM

7/23/2021 1:19:50 PM

6/15/2021 9:34:27 AM

6/14/2021 4:26:11 PM

6/11/2021 2:46:38 PM

Add document

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Edit

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete

Delete



https://forever.clemson.edu/di/cadence/file-repository
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3. Click Add document then it will ask you for Name and Description then choose file to
upload then click UPLOAD.

* Name:

Description:

* File:

Choose File No file chosen

UPLOAD CANCEL

4. Next stepisto
Page.

5. While to replace the existing file with updated version click Edit button

CLE o‘c“N DEVELOPMENT INTRANET  STAFF DIRECTORY  UNIVERSITY PHONEBOOK

rever

Add document

Name Owner Date

Procedure for Interaction Imports Ashley L. Young 8/17/2021 10:42:03 AM Delete
Clemson Club Template Ashley L. Young 717/2021 4:21:46 PM Edit Delete
PDF: Staff Guide Ashley L. Young 4/28/2021 10:17:40 AM Edit Delete
Procedure for Clemson Club Gifts James L. Huff 1/5/2021 3:58:45 PM Edit Delete
Procedure for Marking Constituent Origin Attribute James L. Huff 9/21/2020 2:37:06 PM Edit Delete

This procedure covers what needs to be done after using any batch process in CADENCE that creates new constituents so that the record has a properly created constituent origin attribute.

Procedure for Marking prospects in bulk James L. Huff 9/15/2020 1:36:22 PM Edit Delete
DAR Interaction Template James L. Huff 9/15/2020 1:33:06 PM Edit Delete
Prospect Import Template James L. Huff 8/26/2020 12:38:28 PM Edit Delete
IT - Procedures Ashley L. Young 8/6/2020 8:42:20 PM Edit Delete
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6. Edit Description and choose the updated version of the file then click UPDATE button.

* Name:

Procedure for Interaction Imports

Description:

* File:

Choose File | No file chosen

Original file:
Procedure for Interaction Imports.docx

UPDATE CANCEL

Note: When editing, do not update the NAME field to avoid confusion with the initial
file name.
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Document Library Process Flow

Start by document Author

Document with
Author Name and
Date

YES: New document

Upload new
document in the

Update the intranet
with the new

version of the
document

intranet file
repository
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