Requesting Solicitor Assignment in Raiser’s Edge 

Requesting Primary Assignment
Before requesting assignment, always search the constituent record, especially the Relationships tab, to make sure the constituent, spouse and any related organization are not already assigned to a solicitor.

If a Primary Relationship Manager is already assigned, you can request to be assigned as a Secondary Prospect Manager. This would allow you to cultivate or solicit the prospect/donor provided that you coordinate and communicate all proposed cultivation efforts with the Primary Relationship Manager prior to any action taking place. Before asking to be assigned as a Secondary Prospect Manager, please communicate with the Primary Relationship Manager to verify that you can add value to cultivating the prospect and moving him/her to solicitation. If an agreement cannot be made, the issue will be brought to the Associate Vice President of Development.

Verifying Primary Assignment Eligibility
Review the Relationship Tab to see if the prospect is already assigned to a solicitor. You will also want to see if either the constituent’s spouse or related organization has been assigned.
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DO NOT ASSIGN YOURSELF AS A SOLICITOR ON THE RELATIONSHIP TAB.  You must create an assignment request.
Creating and Assignment Request

A. Click on the Actions Tab within the prospect’s constituent record, choose New Actions, and on the General Tab, fill out the following fields:

- Category: Mark the appropriate option [Task/Other].  
- Action Type: Selected from the drop down menu [Assignment Request]
- Action Date: Enter the date that the action occurred or will occur.

- Start Time/End Time: optional - not required.

- Click Solicitors:  A solicitor must be indicated in the Action. The Solicitor is the person who interacted or will interact with the prospect. Multiple solicitors can be assigned to the Action if they each are involved.  If you do not complete this step, no one will get credit for this Action.
- Priority: Mark the Normal option. The category option was neither a High nor Low priority. A priority of Normal is the system default.

- AVP Only field: DO NOT SELECT 
- DO NOT Mark the Action completed on checkbox – Development Research Only
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- Mark the Auto-Remind checkbox. Click Notify.  The Action Notification screen appears.


- In the Users box, select “anmaddox, kwalker13,  nnewtonrosario, ” and click the single right arrow.  
This moves the Development Research team names over the Notify the users box.  This means the 
users will be reminded automatically of this action when they log into Raiser’s Edge.  You can also 
add yourself.
- On the bottom of the Action Notification screen, select Raiser’s Edge reminders. 
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B. Complete assignment request Notepad by selecting the Notes Tab, clicking on New Notepad, and filling out the fields:
- Type: Mark the appropriate option [Solicitor Assignment Request Notes]. 

- Description: Complete with a short description of the action (i.e. Rationale for Assignment)

- Title: Optional (i.e. Assignment Request – Nedra Newton-Rosario)
- Text box section: In order to process your request the Notepad must be informative and complete. 
Place your cursor in front of the section and press F5 on your keyboard. Your login name and current date appear before that section of text.
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Click Save and Close. You return to the Notes tab of the action record. The note appears in the grid.

Click Save and Close again to close the Action window.

Finishing the Assignment Request

You will receive a return Action stating whether your request has been completed or if it requires the attention of the Associate Vice President. The Action will show on your Raiser’s Edge Home Page in the Action Reminders panel. 
- Do not click on the Complete check box

- Open the Action by clicking on the Date. Read the Notepad as it will indicate whether the prospect has been assigned to you or if it requires the attention of the Associate Vice President.

- Do not click on Action Completed Box  

- Save and Close.
Releasing Assignment Request

A development officer may request release from an assignment for a variety of reasons including lack of interest, lack of capacity, or, in the case of a foundation, the grant has been completed and the necessary reports filed.
In order to release an assignment, you would also create a new actions, following the steps described above - fill out the General Tab fields as indicated above including the notifications for the research staff under the Notify button's Action Notification screen. 

Once all required fields in the General tab have been entered, the Notepad must be completed. Please keep in mind that Actions will often include information of a confidential and sensitive nature that will be shared with Foundation President, Associate Vice Presidents of Development and any donors who request to see their profile. With that in mind, use discretion and common sense when entering information. 
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Click Save and Close. You return to the Notes tab of the action record. The note appears in the grid.

Click Save and Close again to close the Action window.

Finishing the Assignment Release Request

You will receive a return Action stating whether your request has been completed or if it requires the attention of the Associate Vice President. The Action will show on your Raiser’s Edge Home Page in the Action Reminders panel. Do not click on the Complete check box.
- Open the Action by clicking on the Date

- Read the Notepad as it will indicate whether the prospect has been assigned to you or if it requires the attention of the Associate Vice President.

Save and Close.
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