Procedure for Adding New Employees in Raiser’s Edge

*Must have access to Colleague/Datatel.

Check in Raiser’s Edge for new employee. If not in Raiser’s Edge, will need to enter a “new individual” record.

If new employee record is already in Raiser’s Edge, verify that the data is entered in all the fields indicated below.

1. Bio 1 Tab: Most biographical information can be found in Datatel’s NAE record (name and address entry).

2. Bio 2 Tab: Enter the constituent code(s), i.e., if the employee is a graduate of Widener University, enter the constituent code Alumna(us) on the first line and constituent code Faculty/Staff on the second line. *Datatel’s SASM records (student academic record) will list the employee’s academic history.

3. Addressee/Salutation: Enter the addressee and salutation data for the employee.

4. Attributes: Enter the first category as “Main Campus/Faculty/Staff Type” (or whatever is applicable) and the description as “Staff”, “Faculty”, etc, or whatever is applicable. Enter the second category as “Faculty/Staff Status” and the description as applicable.
5. Click back on the Bio 1 tab to enter Business information. Click on the “Business” tab at bottom right of the screen. Search organization name for Widener University. Choose the appropriate location. Most common is C0061327, Chester Campus. Enter the employee’s position. Relationship as Employer and Reciprocal as Employee. Enter start date. Save and Close.
6. Go back to the Addresses tab. Open the business address and remove the check mark in the “send mail to this address” box. (Do not want to send mail to the business address. Also, enter the employee start date. Click Save and Close.

