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1. Learn key data entry techniques
to improve efficiency and
accuracy

2. Explore time-saving tools and

LEARNING shortcuts within your CRM

3. Understand how to maintain

O BJ ECT IVES data consistency and avoid

common errors

4. Develop habits to keep your
database clean and organized for

long-term success
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WHY?

"Garbage in, garbage out."
It’s a classic saying in the tech world that means:

If you put bad data into a system, you'll get bad results out—no matter how smart
the system is. Clean, accurate data is the foundation for everything that follows.

= =

m — 1
Think about your outcome. Enter data for a clean output, when you go to pull
reports, mailing lists, and charts...You can avoid cleaning up poor data entry.
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SEARCHING

Before you add any new data, always perform a search.

Quick Find Smart Search
DRIEIEISE SRR (NA if Smart Search is enabled) | (new option, must be enabled by org)

* Top of screen * Found within a table « Adds intelligence to your Dataverse

Search
* Broad search * Narrow search

* Interpret results based on recent

* Fast, full-text search across » Table-specific searches

multiple tables and fields . . . .
: . * Only fields included in the Quick | .4t search across multiple tables and
» Multiple categories Find View are searchable el

e (Supports 1:N, N:1, N:N

’ . * Includes nicknames, close results, and
relationships)

clues

* Includes nicknames and close
results
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DATAVERSE SEARCH

Why Dataverse?

« Multiple types of records

* Less sensitive search function
* Let's see an example!

Best Practice

To avoid duplicate entry, always begin with the Dataverse search in akoyaGO,
before creating new records!
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DATAVERSE SEARCH: EXAMPLE

akoyaGO with Accounting O cat depot X SA N D B OX Q + Q

< Search results

(R Home
® Recent . Top results ~ Constituents (19)  Payments and Requirements (17) Requests (20) GOapply Status Tracking (4)  Contacts (230) Donors & Prospects (3)  Gifts(3)  Gift Payments (3)
(O] e 5
57 Pinned v Showing 20 of 299 results for cat depot from 29 tables in akoyaGO with Accounting
Grants Management Constituents
e onstituen lame nmary Contac ress 1: City ain one lebsite ax
Dashboards Consti t N Pi Contact Add: 1: Cit M, Ph: Websitt Tax ID
& Requests B cat Depot Sarasota https://catdepot.org/ 20-0217681
W Funding Opportunities
 Payments and Requir... how more
= Scholarships
Payments and Requirements
& Interfund Grants
& Impact Investments Payment/Requirement # Request Applicant Posting Date Amount Payment Status Payee
B Cat Depot 9/11/2024 $1,500.00
Programs & Outcomes
B 0050213 Cat Depot 9/10/2024 $300.00
¢ls Program Budgets
¥ Outcomes & Gk Dypnt
E%u Cat Depot 3/12/2025 $300.00 Received
CRM
E‘} Cat Depot 9/17/2024 $20.00
3 Constituents
B Cat Depot 10/1/2024 $5,000.00 Reversed Chasing Daylight Animal Shelter

;\ Contacts
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QUICK FIND

When to use Quick Find Search?
» Searching inside just one table

* More specific

* Fewer results to sort through

* Let's see an example!

Best Practice

When using Quick Find, place an asterisk (*) before your search term to
broaden the results.
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QUICK FIND: EXAMPLE

22 Quick find

< | B8 rocusedview [F] Show Chart

Search Results ~

[]  Formal Default T+

[0  Mr.Theman
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'|' MNew ﬁ_ﬁ] Delete v

Donor Constituent v

() Refresh

1 Visualize this view [ Email a Link

Primary Contact v

Stan Theman

| % 2 Flow

Donor T... »

Individual/...

fu] run Report v

Secondary Contact v

Bratten Shanlee

I8 Excel Templates @ Exportto Excal | v

M3 Editcolumns 57 Edit filters | BrattEﬂI X |

Email Address ~ First Gif... v M Apply begins with filter on these columns:
Donor #
Donor Constituent

shanbratten+3@g... 8/22/2023 B/ Email Address

Formal Default
Primary Contact
Secondary Contact
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SMART SEARCH

What are the benefits of Smart Search?
Note: This is a 2025 feature of Dynamics 365 that must be enabled for your organization by your System Admin.

» Searching inside all tables

» Uses natural language and phrases to help search
— Ex. Donors in Ml

» Uses context-aware suggestions

— Ex. Considers recent records and synonyms
» Offers a faster search result with optimized performance
» Offers a visualization component
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SMART SEARCH: EXAMPLE

< | &% Active Ml donors B Focused view  [5] ShowChart - Mew = Genersteletters - Add To Malling List %= Merge Donors z 5 editcolumns || 0 Edit filters

Donars in MI P Status: Active X State/Province: MI X Bievinw Al-generated resuts for accurary. rscy Statement | Famdback 1o Micossh ) Q) isualize
D Formal Default T~ Primary Contact ~ Donor Constituent ~ Donor Type ¥ Total Commitm... ~ First Gift Date Most Recent Gi... ~ Donor # v Created On ~

[ 223 Foundation Inc. Sampson Odeson 223 Foundation Inc. Organization $5,000.00  9/17/2008 9/17/2008 030064 B/6/2022 5:43 PM |
D Allfance for Cuttural & Ethnic Harmony Alliance for Cultural & Ethnic Harmony Organization $1,250.00 11/16/2020 12/14/2020 051956 6/6/2022 5:53 PM

[[]  4naand Barbzra Edie Ana Edie Individual/Household §250.00  ©/3/2008 €/3/2008 011457 B/6/2022 5:47 P

|:| Analise and Melissa Polgreen Analise Polgreen Individual/Household §500.00  4/25/2013 4/25/2013 038708 6/6/2022 5:51 PM

E] Angels Among US Animal Sanctuary Inc. Deena Braunds Angeis Among US Animal Sanctuary [nc. Organization §50.00  3/12/2020 3/12/2020 041843 B/6/2022 5:51 PM

|:| Archy and Michelle Lorrain Archy Lorrain Individual/Household £100.00 6/20/2016 6/13/2021 013712 6/6/2022 5:55 PM

U Ardra and Sandra Seymour Ardra Seymour Individual/Household $30.00 27842011 2/8/2011 036752 B/6/2022 5:51 PM

[0 Ashlen Westorf Ashlen Westoft Individual/Househeld §100.00  €/14/2016 6/14/2016 042550 6/6/2022 552 PM

|:| Aubrie and Betty lzchaki Aubrie Izchaki Individual/Household $200.00 11/16/2020 11/16/2020 010203 6/6/2022 5:54 PM

[:] Audi Perrygo Audi Perrygo Individual/Household §120.00  2/15/2011 2/15/201 036779 6/6/2022 5:50 PM

|:| Automation Alley Fund Automation Alley Fund Organization §55.00 10/20/2008 10/20/2008 032856 B/6/2022 5:50 PM

[:| Barry and Laura Trays Barry Trays Individual/Househeld §100.00 10/13/2011 1041372011 037902 B/6/2022 5:58 PM
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SMART SEARCH VISUAL: EXAMPLE

E

2025

« | ®% Active Ml donors

Donors in M

Donor Commitments Over Time & Q

bo v

2,250,000.00

3,000,000.00

2,750,000.00

2,500,000.00

2.250,000.00

2,000,000.00

1.750,00000

1500,00000

Sum {Tatal Commitment) (§)

1.250,00000
1.000,000.00
750,000.00
500,000.00

250,000.00

050 -77.7|

Individual/Housshold Organization
Danar Type
®Jan 2025 ® Apr2025 @ May 2025

®un2022 @ Apr2024 @ Sep2024 @ Dec2024

[0

Al-genersted cantent may be incorrect

&K
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H Focused view

X Status: Active <

Formal Default T~

223 Foundation Inc.

Alliance for Cuttural & Ethnic Harmony
Ana and Barbara Edie

Analise and Melissa Polgreen

Angels Among US Animal Sanctuary Inc.
Archy and Michelle Lorrain

Ardra and Sandra Seymour

Ashlen Westoff

Aubrie and Betty izchaki

Audi Perrygo

Automation Alley Fund

Barry and Laura Trays

Benwick Academy Trustees

Blindcare Foundation Inc.

Blinni Geerget

EBobina and Kathleen Pellew

Boothe and Jennifer McCrae

Brose Gosneld

Bryanty Cleynman

Carolina Childrens Home

lo oo oDooDo/lDoDoDoOoOoOOoDDOOOODOoOo|O

[ show Chart

—+ MNew

State/Province: Ml

Primary Contact ~

Sampsen Odeson

Ana Edie

Analise Polgreen

Deena Braunds

Archy Lomain

Ardrs Seymour

Ashlen Westoft

Aubrie Izchaki

Audi Perrygo

Barry Trays

Frank Jodlcowski

Blinni Georgot

Bobina Pellew

Boothe McCrae

Brose Gosnold

Bryanty Cleynman

Gerhardine MclLellan

B Generate Leiters

Donor Constituent ~
223 Foundation Inc.

Alliance for Cuttural & Eth...

Angels Among US Animal...

Automation Alley Fund

Berwick Academy Trustees

Blindcare Foundation Inc.

Carolina Childrens Home

— Add To Mailing List

Bueview Al generated resuits far acuracy: Privaey Stmement | Fe

Danor Type v

Organization

Organization

Individual/Househ...

Individual/Househ...

Organization

Individual/Househ...

Individual/Househ...

Individual/Househ...

Individual/Househ...

Individual/Househ...

Organization

Individual/Househ...

Organization

Organization

Individual/Househ...

Individual/Househ...

Individual/Househ..

Individual/Househ...

Individual/Househ...

Organization

= Merge Donars

Total Co... ~

$5,000.00
51,250.00
$250.00
$500.00
$50.00
$100.00
$30.00
$100.00
$200.00
$12000
$55.00
$100.00
$50.00
§1,000.00
$20.00
$500.00
$100,00
§2,256.00
$50.00

§130,298...

5 3 edir columns

First Gif... ~

9/17/2008

11/16/2020

6/3/2008

4/25/2013

312/2020

6/20/2016

2/8/2011

6/14/2016

11/16/2020

2/15/2011

10/20/2008

104137201

T/8/2016

11/9/2020

5/24/2019

11/28/201

1041072012

6/18/2003

6/16/2016

34172021

" Editfiters
ek wo st ¢y
MostRe..~  Donor # ~
9/17/2008 030064
12/14/2020 051956
6/3/2008 011457
4/25/2013 035708
312/2020 041843
6/13/2021 013712
2/8/2011 036752
6/14/2016 042550
11/16/2020 010203
2/15/2011 036779
10/20/2008 032856
10/13/2011 037902
7/8/2016 042709
11/9/2020 046427
5/24/2013 047210
11/28/2011 008403
10/10/2012 039070
§17/2019 011146
6/16/2016 042566
4/12/2021 052345

Rows: 152
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DATA ENTRY: CONTACT

Contacts table: +New or Quick Create First Name

Required vs. Recommended fields Last Name

Parent Constituent

— Where a contact is best identified by your foundation

‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘‘

Fill out as much information as you can.

Try to fill in "Business Recommended" fields, even if not
required!

Best Practice

When creating a contact that's related to a constituent, start on the constituent record and click on the "+
New" on the contact subgrid to "Quick Create" a contact, which will prefill some data for you.

E'“POWERED akoya

2025 | USER CONFERENCE | DETROIT, Ml




DATA ENTRY: CONTACT

Reminders

« Parent Constituent should be filled on a Contact Record to represent their Primary Employer

» Capture an individual's engagement with your organization/community through various
relationships connected to the Contact Record

— Connections: Family/Friend (Contact <> Contact), Fund (Fund<>Contact), Business (Constituent<>Contact)
— Committees: Contact records can be added to Committees to capture groups of people
— Events: Event Attendee Records use Contact to connect individuals to events in akoyaGO

— Donor Summary: Donor Records must be connected to a Contact to display donor engagement

— All constituents require a Primary Contact

Best Practice

Each individual should only have one contact record in akoyaGO!
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DATA ENTRY: CONSTITUENT

e Constituent table: +New

nnnnnnnnnnnnnnnnnnnnnnn

« Required fields: Constituent pakiy iBifiack i Mok i susiseen wesiiiedin si
Name and Primary Contact o :

* Primary Contact on the
constituent should be your =~ —
organization's main contact s B
person for that constituent. e p——r

Cat Depot
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DATA ENTRY: CONSTITUENT

» Relationship between Contact and Constituent
— A constituent has one primary contact.

— Multiple contacts can share the same parent constituent.

» Parent Constituent
— Parent Constituent for Contacts should be their primary employer.
— Parent constituent for Constituents should be the "highest tier" of that organization.

= Ex. The Boys and Girls Club of Tucson is a parent constituent of the Boys and Girls Club of America

» Default Payee
— If this organization should be paid through a sponsor/fiscal agent, the Default Payee should be filled
in on the Constituent record. If the constituent should be paid directly, leave the Default Payee
blank.
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DATA ENTRY: CONSTITUENT

* GOverify
— Once the Constituent's Tax ID is filled in, GOverify will automatically run upon save.
— Data pulls from Pub. 78 (USA) / CRA (Canada).
— GOverify Exception field will display discrepancies with your data.
= Ex. Legal Names and Addresses

Best Practice
Always fill in Tax ID for constituents requesting funding.
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GOverify RUN CYCLES

« Automatically Runs:
— Constituent: On creation or update of Tax ID field
—Request: On creation of request record (unless run within the last 5 days)

— Payment: For payments due within 30 days (based on est. Grant Pay Date)

* Manually:
— On the Constituent record with the GOverify button in the action ribbon

Best Practice

GOverify automations help foundation staff complete due diligence before processing payment
to any constituents.
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Contact

* Name: Stevie Nicks

» Email address: stevie@fleetwood.com
* Job: Singer

LET'S PRACTICE! Constituent

* Name: Clearwater Marine Aquarium

Primary Contact: Dr. James “Buddy”
Powell

Job: Chief Zoological Officer
Default Payee:
Tax ID: 59-2086737

EMPOWERED akoya
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UNDERSTANDING RELATIONSHIP

HIERARCHY

* Think of akoyaGO as a house for your data
—Contacts and Constituents are the base foundation
—Added layers are built on top
—Examples: Donors & Prospects, Requests, Funds

* Important to maintain clean data

Best Practice
Establish data cleanup practices so that your "foundation" is strong!

E'"POWERED akoya
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Constituent

A company or organi;

Request
Request to the Foundation for
funding

ors & Prospects

WBNINSUCY JusIed

€— Primary Contact

Reqwrement

Contact

Gift

tribution or Pledge Amount

1200 pun4 Arwig
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DATA ENTRY BEST PRACTICES

Maintain Data
Consistency

Use standard naming
conventions (e.g., "ABC Corp"
vs. "ABC Corporation").

Leverage option sets or drop-
downs to avoid free-text
inconsistencies.

Use business rules to enforce
field formats and logic.
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Leverage Auto-Population
and Defaults

Configure default
values for fields
where applicable.

Use business rules or
workflows to auto-fill
related fields.

Duplicate Detection

Determine a duplicate
detection best
practice policy

Utilize policy to
maintain clean
records throughout
the year

Audit and Track
Changes

Enable auditing to
track who changed
what and when.

akoya



EXAMPLES OF DATA CONSISTENCY

BEST PRACTICES

FIELD TYPE PRACTICE -m DON'T

Text fields Avoid abbreviations Street
Phone Number Choose a format (999) 999-9999 9999999999
Date Fields
Option sets Encourage option Project area: Free Text
sets over free text - City/County
fields - Multiple Counties
- Statewide
Utilize labeling

ENPOWERED akoya



EXAMPLES OF AUTO-POPULATION

BEST PRACTICES

Creating New Columns/Fields with Automation
» Set a default value. Ex. Site Visit Required (Yes/No) Defaults to Yes

Business Rules for Auto-populating
* Lock a field once it contains data to prohibit accidental edits
» Tip! Set the Scope to the entity to avoid duplicative rules

* Document logic clearly for future maintenance

Starting from the Parent Record

» akoyaGO functionality will prefill fields when starting from a parent record, utilizing quick create
forms
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EXAMPLES OF DUPLICATE DETECTION

BEST PRACTICES

Active Duplicate Establish Internal
Detection Rules Policy for Frequency

Create Notifications

for Record Creation

* Same Email Address * Quarterly data analysis * Dashboard of new
. . - constituents created by
Same Phone Number Utlllge Dashbpards .to GOfund / GOapply user
. monitor data integrity
« Same Website
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EXAMPLES OF AUDIT BEST PRACTICES

Ensure auditing is enabled on all necessary tables

* Ex. If you create a new table, determine if audit history is beneficial for these records

During your data analysis, confirm that your auditing is enabled quarterly
* Remember, if Auditing is already turned on for a table, do not turn it off

Utilize these tools to trust but verify with an audit trail!
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Presented by

THANK YOU

Elizabeth Burger
Project Manager
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