
CRM User Forum

May 20, 2020

Cornelia Ellis – Don Day 



Objectives
• Review batch templates

• Review giving categories and update

• Review BSA Structure and update

• Cleaning up duplicate constituents – Person Merge

– New Report – BSA Duplicate Constituent Report

• CRM User “Tools” available on MyBSA

• Questions Answered?



Batches



Date Range: 
Blank

Sites:  All sites



Batch Temple – LC Cash/Check Payment Donation



Click on the 
“Constituent” 

field



Search for Constituent



Enter 
Constituent's 

information then 
Select the 

constituent below  



Fill in the fields



Fill in the fields 



Fill in the fields



Fill in the fields to “Reference”



Update projected totals

Validate

Save and Close



Click on chevron then Commit  



CRM Data Hygiene

• Structure

• Giving categories

• Constituents

– New Report in CRM – Analysis – BSA Duplicate Constituent Report



BSA Structure

• Review list in batch or 

– Request list from Member Care 

• Determine structure to revise or delete

• Create ticket with Member Care to have updated



Giving Categories

• Review list in batch or 

– Request list from Member Care 

• Determine giving categories to revise or delete

• Create ticket with Member Care to have updated



BSA Duplicate Constituent Report

• Customized tool that looks at the following:

– identifies constituent records that have:

• the same name and address AND

• a ‘matching’ date of birth (a missing/blank DOB is considered a match). 

– the report displays key information for each constituent record that is 
helpful in determining which record to keep and which record(s) to 
merge/inactivate.



BSA Duplicate Constituent Report



BSA Duplicate Constituent Report



BSA Duplicate Constituent Report



BSA Duplicate Constituent Report



BSA Duplicate Constituent Report

• Similar to Duplicate Persons Report in ScoutNET

– ScoutNET report ignores gender differences

– CRM Report ignores suffix differences

– CRM Report ignores middle name differences

• Each report is useful but can provide differing results



CRM User “Tools” in MyBSA

• CRM Resources

• CRM User Guide

• Learn Blackbaud CRM (self-study)























Next Forum

June 17, 2020
10:00 am & 2:00 pm CST


