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11.2 Procedure for Uploading Media Items to the Raiser’s Edge

* Please put all media items in Papersave instead of the media tab (see 11.9)

The following steps will save media items in the Raiser’s Edge so that all UA Advancement
and Development staff members can open and view each other’s media items. Note that
rights to add media to RE must still be requested and granted. Also note that if you are
attaching a multiple page document, only the first page will show up in the media item.
Double click the media item to open the full document.

1.

2.

Copy the media item you wish to upload to RE

Open My Computer

Open the share drive founddevshare on “chinook\vol2’

Open the folder RE Documents

Open the folder Media Items

Open the folder appropriate to your Major Administrative Unit (MAU)
SW for Statewide

UAA for University of Alaska Anchorage

UAF for University of Alaska Fairbanks
UAS for University of Alaska Southeast

oo

Paste the media item into the folder

Open the Raiser’s Edge (RE)
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9. Click on Records, then Constituents, then Open a Constituent
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10. Depending on where you want to attach the media item, find and open the appropriate
constituent by their name, SSN, Constituent 1D, etc.

=

p 1 0o |
Cancel |

Find: IConstituant j Search using query: |<Defaull>

Constituent Mame

i':-:l-zrn_ [ Pairier

at meet these criteria:

Find Canstituenta

i Y Add New |
Options |
ddress lines: I vl
City:

I j'
State: I - @ Find Now |
ZP: - Mew Search |

Class of: I 'l Previous Search |
dit card no.: I j Q

Lazt/Org

First Barne: IMalc vl
Canstit@ent ID:I vl

S5M: -

Members8in ID'I vl

spouse name | Exactmatchonly [ Check nickname

Check aliazes [~ Check contact name Expand Results |

¥ Display deceased conshite?

|1 record found

11. Click on the Media tab at the top of the file

= Marc D. Poirier o =]}

File Edit ‘iew Constituent Letter Favorites Tools Help

I Save and Close = '@'l&]' H 4 » N|4‘2'|?S||‘ ?"ﬁ'|'
W Attribut | Media | tions | Honor/hd emarial | Wolunteer | Piospect | Membership | Ewents |
w Biol | i fiesses | v Addieszees/Salutations | v Relationships | Lppeals | Moles | Gifts |

Preferred? | Linked? | Send Mail?

v ]

City/State
Anchorage, AK

Address
2315 W Tudor Rd Apt 6

Address Type Indicator

Preferred
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12. Click on New Media in the mid-to-upper left portion on the file

~= Marc D. Poirier =lal x|

File Edit Wew Constituent Letter Favoribes Tools Help

E]Saveandmnse'|n|é [&- ) - |K 4 » b||%|z |?B||| ? - “a| |

w Biol I v Bin2 | v Addresses I v Addressees/S alutations I + Relationships | Appeals | Hotes I Gifts |
Athiby Media | Actions | Honor/Memarial | Volunteer | Prospect | Membership I Events |

N | Description I Date I Added By I

& Create New

A 7.0 Do L=l
; Cancel
B Create fom Fin ¥ Media Clip
Microsot E quatian 3.0

Microzoft Graph Chart

Microsoft MapPaint Morth American b
Microsaft Dffice Excel Chart

Miciosolt Office Excel Worksheet ]

™ Display A lcon

Result
Inserts a new Adobe Acrobat 7.0 Document

( Eﬂ@ abjeet into your document,

14. Click on Browse...

" Create New
File: Cancel

& Create from File
i
I~ Display s lcon

Fesult
Inserls the cantents of the file as an object inta
your dacument 5o that you map activate it using
the program which createdit

15. Open My Computer in the lower left portion of the window

16. Open RE Documents on ‘chinook\Founddevshare’

17. Open Media Items

18. Open the appropriate folder for your MAU (SW, UAA, UAF, or UAS)

19. Open the media item
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20. Click on the checkbox Link

oK
" Create New

File: Adabe Acrobat 7.0 Cancel

% Create from File |H Media ltemst\ULAS\Brews Brothers [3

o

™ Display &5 Icon

Result

Inserts the contents of the file a3 an object into

P B your document so that pou may activate it using
M e s M

21. Click OK

22. Use the dropdown menu to enter an appropriate Type (e.g. Constituent Bio if the media
item is a magazine article about the constituent)

'E' New Media for Marc D. Poirier o ][4 |

File Edit View Media Help

E]Saveandﬁlose"|u )(| 4 » |Ig'| ? - ‘

Iitle:l
Author; |Marc Poirier j
. |Constituent Bio
S g Canstituent Letter
e |Gift Agreement
" |Picture [Constituent] ﬂ

Publizhed Media [about Constituent
Fieport [from Constituant] —
Report [to Constituent)

q Responze Letter il

3 N

Futures with your Ge

23. Enter an appropriate Title and Description
24. Click Save and Close in the upper right portion of the window

25. Click Save and Close in the upper right portion of the file
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