Yearly Staff
Evaluation Questions

Razor’s Edge
Instructions




Included in this manual are basic instructions on
how to navigate Razor's Edge to answer certain
questions in your Yearly Staff Evaluation.

If the reports and lists mentioned in this manual are
not under your RE profile, please follow the
additional instructions in the back. These additional
instructions will guide you in creating these lists and
reports for future reference.

page 1



Yearly Staff Evaluation Questions

How many total names are in your database?

e STEP1:LogintoRE
o STEP 2: On the left side, drop the “Portfolio” menu down and select "Work

Center”
o STEP 3: The number to the right of "Portfolio”is the total names in your
database.

Example Below:

& Portfolio ~ Updates
| Work center
What's new
PI’OSpE‘Ct insights 6/24/2025
Action lists (To view what's new for you, s

Raiser's Edge NXT Home  Fundraising *  Lists

eve BU[dle Change fundraiser

Overview Portfolio 1140

ifts 8,779 Actions 3 Unassigned 0

eeds attention

AN, Terry Adami

Image A

In this example, Steve has 1,140 names in his database
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How much of increase or decrease since last year?

The only way to calculate this number is to compare it to the number on your
previous years' Staff Evaluation. You cannot pull this number from RE.

Howv many total donors gave in the
current fiscal year?

e STEP1:LogintoRE
o STEP 2: Drop the "Constituents” menu down, and select “Constituents List

Example Below:

7 Home Work Center for Steve

(33 Constituents ~

i
| Constituent/lists

],367 Constituents List updated 20 mii

Data health
il Q

Duplicate management

& Gifts . Filters: = 2 filters set Cle

Image B
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o STEP 3: Then click on the list called "Who Has Given This Fiscal Year™. The
total amount of donors who gave this fiscal year is on the top left and side
once that list populates.

Constituents

L glonors X Who Has Given This Calendar Year X Whe Has Given This Fiscal Year % g =
138 constituents List updated W0 minutes ago

E)Save » = Shag

@ Export Add/Exclude - a4 More Find in this fist Q @D T

Filter: |Fundraiser: Steve Burdick X || Latest gift: Greater than $0.00 % || Gift date: This fiscal year %

Image C

*If you do not have this list under your RE profile, please see page 7 for
instructions on how to set it up

How much of increase or decrease since last year?

There are a couple ways to calculate this number.

First, if you filled out a Staff Evaluation last year, simply compare this number
to last years'. If you don't have that number handy, you'll have to run another
list (How many donors gave last fiscal year”) in RE and then compare the two
numbers. To run that list:

STEP 1: Navigate to the “Constituents List” tab as shown above in Image B

STEP 2: Click on the tab labeled "Who Gave Last Fiscal Year”

STEP 3: Again, once the list populates, the total number of donors who gave will
be on the top left. SEE BELOW.
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Example Below:

Constituents
Donors ® Hon-Don o ‘Wha Has Given This Calendar Year* 3 Who Has Given This Fisca x Who Gave Last Fiscal Year X [+]
175 Canstituents List updatedgfout ane minute ogo

[DExport  AddfExclude ~  ==More  Find in this fist Qll@llT

ArE

Image D

What is your donor retention rate?

The "Donor Retention Rate” is how many of your current donors gave last fiscal
year and this fiscal year. To find this number:

STEP 1: Drop the "Analysis” menu down, then select ‘Fundraising Dashboards”

Example Below:

a Vv iy Liss e N,
|~ Analysis ~
Filters: = 1filter set
Query
Profile pi... Constit
Standard reports e SSCEEE
o see Brenda J'
| Fundraising dashboards BJ 5724 Mo
_ Maryville,
Dashboard builder 4629
johnstonk

Ca? Cmbdimme L
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STEP 2: Select the "Retention” Tab at the top

Reportlng As of 3 holpgago

Funds X Recapture X Retention X Acquisition X o

STEP 3: Look towards the top of the report, under the “Year to date retention”
section. The ‘retained donors”is the amount of people who gave last year and
also this year. Make sure the Fundraiser is filtered by your namel

Repﬂrtlng As of 3 howrs aga

Funds X Recapture X m Acquisition X [+

Burdlick -~

Campaign categary Fun catogary Auppeal categany Prieriary conatituent coda

Funiraisar ot e Ty P

zar to date retention o

103 61.68% $206,341 - 10.96% 64

In this example, 103 or 61.68% is the "Retention Rate”

*If you do not have this list under your RE profile, please see page 9 for
instructions on how to set it up

page 5



Howv many donors gave last year but
unfortunately not this year (LYBUNT)?

To find out who gave Last Year, But Unfortunately Not This year, you are
looking for the_LYBUNT number. It's in the same "Retention” report as
mentioned above.

STEP 1: Go back to the “Retention” tab. In the same “Year to date retention”

section (towards the top of the report) you'll see on the right hand side, your
LYBUNT number.

Example Below:

Reporting as of 2 hous ago

Funds X Recapture X w Acquisition X Q

Campaign categony Fund categary Appeal category Primary constituent code

Year to date retention o

103 61.68% S2UE,+

you click on this number, a list will generate on the right hand side. Those

are the donors Steve is referring to in the question.
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Additional Razor’s
Edge Instructions

to Create
Lists and Reports




Fiscal Year Lists

The first list we need to set up in RE is the "Who Gave This Fiscal Year” list. If you
don't already see this tab under your account, follow these instructions to add

it:

STEP 1: Under the dropdown menu ‘Lists’, select “Constituents” see Image B

“w

STEP 2: Click the + to add a new list

Example Below:

Constituents

186 constituents List updated 4 minutes ag

Save ¥ @ Columns * Share @ Export - Add/Exclude ~ - More v Find in this list
Filters: Y Address radius: Selected~  Clear all values

Profile pi... Constituent summary * Assigned to Constituent codes Lifetime giving First gift

Mitch Akbiyikian Pace Johnson
AAA ,m,......y. SU

STEP 3: Select "Build a New List"
STEP 4: Click "Any Gift"

Example Below:

Constituents

New list1* % mm (+]

Latest gift Greatest gift Las

Ne

D Constituents

Save ¥ @ Colurmns * Share L Export = Add/Exglude = = More Find in this list

filters: T Constituent cdde ~ Any gift = Fha

gt type > Addressv  Tags~
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A menu will pop up.From here, we are going to select a few filters and then save
the list for future reference.

STEP 1: Under "Amount’, make sure it says “Greater than or equal to” and type in
$1. Click Apply.

Amount

Greater than or equal to

Apply Clear Cancel

STEP 2: Next, click "Date” and from the drop down menu, select ‘This Fiscal
Year”. Click Apply.

Date

Select a date range

v At any time r_‘
Yesterday
Today

Last week

This week

Last month

This month

Last quarter

This quarter

Last calendar year
This calendar year
Last fiscal year
This fiscal year
Specific range
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STEP 3: Lastly, click Fund” and select your last name from the menu. Click
Apply.

STEP 4: Once you have those 3filters selected, click "‘Apply” one more time. This
will run your report. Go back to page 3 Image C to find your donor number.
STEP 5: Save this list by clicking Save on left hand side. Save it as a new List and
label it "Who Gave This Fiscal Year”,

You will repeat this process to create the list for "Who Gave Last Fiscal Year”
butin STEP 2, be sure to select the appropriate date range from the drop down
menu.

Retention Tab

If you don't have the Retention Tab under your profile, here's how you set it up:
STEP 1: Go to the "Reporting” Tab as outlined on page 4.
STEP 2: Click the "+"sign to add the Retention Tab

Re po rting As of 2 hours ogo @

Overview X Campaigns X Funds % Acquisitior, %

* Unsaved View ~

PAIGN CATEGORY FUNDCATEGORY AP EAL CATEGORY

A window will pop up. Simply scroll down until you see the check box for

‘Retention”,
STEP 3: Check the box and click open
STEP 4:From there, select your name from the ‘Fundraiser list
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REpOI’tIng As of 2 hours ago @

O

Campaigns % Funds Acquisition X ()

* Unsaved View ®=

CAMPAIGN CATEGORY FUND CATEGORY APPEAL CATEGORY PRIMARY CONSTITUENT CODE
Al W Al W Al v
FUNDRAISER REVENUE TYPE
Travis Waalf Ry red ol

Select all - Clear

() Andre Garcia

00 Avbony Moams $419,775 136.59% 30

O Bred Payne d revenue Revenue retention rate LYBUNT donors
[ Bryce Mewton

[[) Caden Christopherson

[ Casey Ruff

[[) David Gannen

[[) Davis Baxter

STEP 5: Click Apply
The numbers that populate will help answer the questions regrading your
retention rate (page 4) and LYBUNT (page é).

To save this report, click on “unsaved view" in the upper right hand and “save
current view". Label it however you'd like.

Report'ng As of 2 hours ago ©

Overview X Campaigns % Funds x Acquisition % [+] /\

* Unsaved View ®

CAMPAIGH CATEGORY FUND CATEGORY APPEAL CATEGORY PRIMARY CONSTITUENT CODE
All ~ Al w Al w Al v
FUNDRAISER REVENUE TYPE
Travis Woalf ~ Received w
Seare
Select all - Clear

[[) Andre Garcia

O Anthony Marzets $419,775 136.59% 30

O Brad Payne Retained revenue Revenue retention rate LYBUNT donors
[) Bryce Newton

) Caden Christopherson

[ Casey Ruff

[ David Gannon

() Davis Baxter
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