Adding, Modifying & Deleting a Smart Group
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Donor Management System

This article covers adding and modifying Smart Groups. You can alsoadd and modify (regular) Groups.
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Adding a Smart Group

To begin adding Contacts to a Smart Group, leverage your Advanced Search for Contacts tosegment your Contact
list by your desired criteria for the Smart Group.

Example Scenario: organize all Contacts that have donated over $100 in the last calendar year.

1. Visit the Contacts Tab and select Advanced Search to expand the search filters

‘ \ Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~

Search by contact name or email Q Advanced Search

Actions ~ @ 0 Selected Records Only O All 173 Records All contacts ~ Advanced Actions v AddContact ~
O Name City Province Phone Email Date Created Last Modified
O & AAmadu Toronto ON amadua@canadahelps.org Jul13th, 2022 5:12PM Feb 24th, 2023 2:57 PM
O & A. L. Kostenko Toronto ON angelakostenko88@gmail.com Jul 7th, 2022 11:53 AM Feb23rd, 2023 1:21PM
O B Accessibility Foundation Nov 24th, 2022 6:05 PM Feb 14th,202311:17 AM
O & aine@ainemcglynn.com aine@ainemcglynn.com Jun 24th, 2022 10:09 AM Oct 26th, 2022 2:17 PM

Select Advanced Search

2. Scroll down and select the Contributions subsection
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Aven Settings | Help
‘ ‘ venue Dashboard Contacts  Contributions ~ Campaigns  Opportunities ~ Reports ~ DMS Mail
DMSCADMSCA ~

~ Edit Search Criteria
v Display Settings

v Contacts

v Address Fields

v Custom Fields

v Activities

~ Demographics

v Notes

v Change Log

x
DATE RECEIVED CONTRIBUTION STATUS CURRENCY
CONTRIBUTION AMOUNTS PAYMENT METHOD FUND

From o Any - All Contributions -
TRANSACTION ID INVOICE NUMBER GL ACCOUNT
Transaction ID Invoice Number Any -
CAMPAIGN GROUPS CAMPAIGN SOURCE

- Any - Contribution Source -

THANK YOU SENT CONTRIBUTION RECEIPTED PREFERRED COMMUNICATION METHOD

Any - Any - Any -

Expand the Contributions subsection

3. Select the following:

e Date Received: either search for “calendar year” or scroll the list to find the Previous calendar year option.

e Contribution Amounts: to filter for amounts over $100, add “100” only on the From field.

v Notes

v Change Log

~ Contributions ®
DATE RECEIVED CONTRIBUTION STATUS CURRENCY
‘© Previous calendar year - - Any -
CONTRIBUTION AMOUNTS PAYMENT METHOD FUND
100 To Any - All Contributions -
TRANSACTION ID INVOICE NUMBER GL ACCOUNT
Transaction ID Invoice Number Any -
CAMPAIGN GROUPS CAMPAIGN SOURCE
v Any v Contribution Source v
THANK YOU SENT CONTRIBUTION RECEIPTED PREFERRED COMMUNICATION METHOD
Any - Any - Any -

Advanced Search Contributions subsection

4. After making these selections select Search to reveal your search results at the bottom of the screen. If needed,
you can edit your search parameters by selecting Edit Search Criteria at the top.



‘ ‘ Avenue

~ Edit Search Criter

v Display Settings
v Contacts

v Address Fields
v Custom Fields
v Activities

v Demographics
v Notes

v Change Log

v Contributions

~ Mailings

v Opportunities
fesetform

Actions ~

O Name

[J & ALKostenko

[J & AexFerge

[J & AndersonAda

[J & AngelaNoemail
[J &  Arnold Schwarzeneighger
[J & BenjaminFranklin
[J & Bernadettelove
[J & BillKostenko

(J & BridgetJones

(J & CNangy

[J & CaraMiley

]

&  Carrielim

Dashboard

Contacts

@ OSelected RecordsOnly (O) All48 Records

City

Toronto

London

Burlington

Toronto

Burlington

Ottawa

Saskatoon

Brampton

Ottawa

Toronto

Montréal

Richmond Hill

Contributions

Province

ON

ON

ON

ON

ON

ON

ON

ON

ON

Qc

ON

Campaigns

Phone

5145216699

333-555-8888

647-555-5555

012-345-6789

905-458-5447

6476889561

Opportunities

Reports DMS Mail

Email

angelakostenko88@gmail.com

jubino+woodcoaster@canadahelps.org

anderson.a@test.com

arnolds@email.com

celinaabernalq_321@gmail.com

bernielove@hotmail.com

bkostenko@test.com

celinaabernalg@gmail.com

nancyc@canadahelps.org

caramiley!@hotmail.com

carriel@canadahelps.org

Results of the Search

5.Select all Records on the page, and then select the Actions menu

Advanced Actions  ~

Date Created

Jul 7th, 2022 11:53 AM

Apr 20th, 2022 12:46 PM

Oct 21st, 2021 11:52 AM

Nov 1st, 2022 7:15 AM

Sep 18th, 2022 3:42 PM

Jul 21st, 2022 11:00 PM

Sep 30th, 2021 11:00 PM

Nov 10th, 2022 4:44 PM

Jul 27th, 2022 11:00 PM

Jun 6th, 2022 1:35 PM

Jul 19th, 2022 11:00 PM

Apr 12th, 2022 10:38 AM

Settings | Help

DMSCADMSCA ~

Add Contact +

Last Modified

Feb 23rd, 2023 1:21 PM
Feb 27th, 2023 1:23 PM
Feb 24th, 2023 1:40 PM
Feb 3rd, 2023 1:33PM
Feb 24th, 2023 2:37 PM
Feb 28th, 2023 1:38 AM
Jan 26th, 20232:12 PM
Jan 1st, 2023 12:58 AM
Jan 1st, 2023 12:58 AM
Feb 27th, 2023 3:59 PM
Feb 9th, 2023 2:53PM

Jan 1st, 2023 12:58 AM




v Demographics

v Notes

v Change Log

v Contributions x
v Mailings

v Opportunities

fesetrom

Actions ~ (O 0Selected Records Only All 48 Records Advanced Actions ~ Add Contact
O Name City Province Phone Email Date Created Last Modified
O & AL .Kostenko Toronto ON angelakostenko88@gmail.com Jul7th, 2022 11:53 AM Feb23rd, 2023 1:21 PM
O &  AlexFergie London ON 5145216699 jubino+woodcoaster@canadahelps.org Apr 20th, 2022 12:46 PM Feb 27th, 2023 1:23 PM
[J & AndersonAda Burlington ON 333-555-8888 anderson.a@test.com Oct 21st, 2021 11:52 AM Feb 24th, 2023 1:40 PM
O &  AngelaNoemail Toronto ON 647-555-5555 Nov 1st, 2022 7:15 AM Feb3rd, 2023 1:33PM
O &  Amnold Schwarzeneighger Burlington ON 012-345-6789 arnolds@email.com Sep 18th, 2022 3:42 PM Feb 24th, 2023 2:37 PM o

I

Select All Records

6. Either type “smart group” in the Actions search bar or scroll the list to find theAdd Contacts to Smart Group

v Change Log
v Contributions x
~ Mailings

v Opportunities

fesetorm

Actions « () OSelected Records Only (@ All48 Records Advanced Actions  ~ Add Contact ~
Q
. city Province Phone Email Date Created Last Modified
Add Activity
> Toronto ON angelakostenko88@gmail.com Jul 7th, 2022 11:53 AM Feb 23rd, 2023 1:21PM
‘Add Contacts to
Group
London ON 5145216699 jubino+woodcoaster@canadahelps.org Apr 20th, 2022 12:46 PM Feb 27th, 2023 1:23PM
‘Add Contacts to
SoiERI) Burlington ON 333-555-8888 anderson.a@test.com Oct 21st, 2021 11:52 AM Feb 24th, 2023 1:40 PM
Add Tag
~ il Toronto ON 647-555-5555 Nov 1st, 2022 7:15 AM Feb 3rd, 2023 1:33PM
(J & AmoldSchwarzeneighger Burlington ON 012-345-6789  arnolds@email.com Sep 18th, 2022 3:42 PM Feb 24th, 20232:37 PM
) & BenjaminFrankiin Ottawa ON celinaabernalq_321@gmail.com Jul 21st, 2022 11:00 PM Feb 28th, 2023 1:38 AM o

Add Contacts to Smart Group

7.You will be directed to the Smart Group creation page with the following fields and information:

e Group Title: the name of the Group.

e Group Description: optional description of the Group.

e Group Type - Mailing List: select if you wish to use the group for Bulk Emails

e Parent Groups - Add Parent: add this new Smart Group to be under an existing Group to help organize your

Group list. The Group parent/child relationship can be filtered on new Advanced Searches and Reports.


http://charityhelp.knowledgeowl.com/help/bulk-emails

8. After adding all the necessary information, select Save Smart Group

‘ ‘ A Settings | Help
wvenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~

Advanced Search
Smart Group

This smart group will stay up-to-date with all contacts who meet the search criteria.

Date Received is Previous calendar year (between Jan 1st, 2022 12:00 AM and Dec 31st, 2022 11:59 PM)
Contribution Amount - greater than "100"

(Learn more...)

GROUPTITLE™ 2022 Donations over $100

GROUPDESCRIPTION  Donations over $100 previous Calendar Year (2022)

GROUPTYPE Mailing List

Parent Groups
ADD PARENT

Cancel °

Build Smart Group

Modifying & Deleting a Smart Group

1. Go to the Contacts Tab

2. Select Advanced Actions on the top right corner of the screen and then Manage Groups

n Settings | Help
Avenue Dashboard Contacts Contributions Campaigns Opportunities Reports DMS Mail
DMSCADMSCA ~
Search by contact name or email Q Advanced Search

Actions ~ © 0Selected Records Only O All 174 Records All contacts ~ Add Contact ~

Merge Duplicate

O Name City Province Phone Email Date Created Individuals

0 & AAmadu Toronto ON amadua@canadahelps.org Jul 13th, 2022 5:12F zfgrf:faﬂ::te 3:59 PM

O F-) AAmadu amadua@canadahelps.org Feb27th, 2023 4:4:

O F-) A.L. Kostenko Toronto ON angelakostenko88@gmail.com Jul 7th, 2022 11:53#  (BETA) Search Builder ~ 1:21PM

(] B Accessibility Foundation Nov 24th, 2022 6:05  BulkImportContacts 44,47 Ap

O a aine@ainemcglynn.com aine@ainemcglynn.com Jun 24th, 2022 10:09 AM Oct 26th, 2022 2:17 PM

O a Alex Fergie London ON 5145216699 jubino+woodcoaster@canadahelps.org Apr 20th, 2022 12:46 PM Feb 27th, 2023 1:23 PM

O a Alicia Mitre Mississauga ON amitreeatwell@outlook.com QOct 19th, 2022 2:01PM Feb 24th, 2023 2:39 PM
Manage Groups

3. On the Manage Groups Page, you will see the following fields and actions:



‘ ‘ Avenue

Manage Groups

© Add Group

Dashboard

Show 25 | ~ entries

Name

1
<$1000 Donors -
All Time
(Smart Group)

$500and Above
(Smart Group)

Count

unknown

unknown

Created By

John Bonjovi

John Bonjovi

Contacts

Contributions Campaigns Opportunities Reports DMS Mail

Description Group Visibility
Type
2
d User and
User Admin
Only
Donors who have made donations more User and
than $500 Mailing  User Admin
List, Only

Settings | Help

DMSCADMSCA -

Update Smart Group Counts @
First Previous 1 2 3 4 Next Last

Mailchimp Sync

Contacts

5
4 Settings More}

Contacts

Settings More i

Modify Groups 5 ways

1) Hover your cursor to be able to edit the Smart Group Name.

2) Press on the “pencil icon” to edit the Group Description.

3) See a list of all Contacts in the Smart Group.

4) Change the Group Settings. You will also be able to add or remove aParent Group associated with the

Group.

5) Press on "More" to Delete the Smart Group.



