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Entering Your Data 
Tips and Guidance for Clean Entry



You can only get data 
out of the system 

based on data that you 
put into the system.



How does data get messy?

● Importing Data Across 
Multiple Systems 

● Sta Turnover

● Inconsistent Entry 

Data Cleanliness



Quantitative Data $ £



Qualitative Data



                .
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She/Her

Lauren Si Siegel
Consultant

She/Her



Translate Spektrix 
Data Fields to 

Accounting Data 
Fields 

Goal Setting



Funds

● General Operating - Individual 

● General Operating - Board

● General Operating - Foundation

● General Operating - Government

Discovery



WHEN? WHO? HOW?

Ex: financial 
years, project 
timeline

Ex: Individuals, 
Government

What categories of 
donors do we want 
to track?

Ex: EOY Appeal, 
Corporate 
Memberships

What time period 
will you be raising 
for/reporting on?

CAMPAIGN SUB-CAMPAIGN SUB-SUB-
CAMPAIGN

What work did 
we do to raise 
those funds?



CAMPAIGN SUB-CAMPAIGN SUB-SUB-
CAMPAIGN



Campaign Summary Report



“Spektrix is not just a tool for your fundraising 
and marketing teams, but a database that your 
finance team should also be comfortable with, 
too. 

Geing clarity on how they look at data will help 
with your reconciliation, keep data organized, 
and improve communication.”

Weston Ganz
Head of Research

Discovery



Funds

● General Operating
● Education
● New Works
● Events
● Production Support
● Capital 

Campaigns

● FY25
○ Board Dues
○ Events
○ Gala
○ Individual Giving
○ Institutional Giving

■ Foundation Grants
■ Government Grants
■ Matching Grants

Action



● New Fiscal Year

● Beer Spektrix / Finance 
connection

● Ability to track success 
and progress

Timing & Results



Thank you to our partners at Donorly for 
sharing their story. Scan the QR code to 
connect with them!

Weston Ganz
Head of Prospect 
Research and Strategy
she/her

Lauren Si Siegel
Consultant
she/her

QR code

Thank You



Cleanup Tips
Based on your capacity



● Audit Existing Custom Reports

● Audit Existing Customer Lists

● Add Descriptions to:
○ Reports
○ Tags
○ Aributes 

One Hour



● Assess Data Entry Paths
○ Customer Creation
○ Donation
○ Opportunities
○ Activities 

● Consolidate tags

One Day



● All of the above PLUS

● Flag Potential Duplicates 

● Audit your Fund & Campaign 
Structure

●  Engage with other teams

● Document Your Practices

One Week





Understanding 
Your Toolbox



What are they? 

● A tool to segment your customers

● Filter your customers  based on demographic and purchasing behaviour

What are Customer Lists?



● Bulk adding / removing tags

● A quick count of customers

● CSV list of customer information

When to use Customer Lists



● Run through a report

● Send a Mailing

When to use Customer Lists



Reports
Reporting is a way of extracting data from your Spektrix system. 

Data can be filtered based on Criteria and output into a document 
or spreadsheet.

 

Provide data that isn’t limited to individual customers and include 
calculations for analysis.



Report Types



When to use Reports



When to use Reports



If you need to identify your customers, for example prospective donors - Use 
a customer list

If you want to output data on their behaviours, for example donation 
amounts - use a report

Recap



Customer Lists combined with reports



Unformatted Reports



Formatted Reports



Key Differences 

UNFORMATTED 
REPORT

FORMATTED 
REPORT

Fixed Layout

Complex Calculations

Ready to Share

Do Your Own 
Calculations

No Styling

Easy to Manipulate

Same Data



Understanding your Toolbox



Pulling Your Data
Asking the Right Question



● You enter data into your system so 
that you can pull that data out of 
the system

● Spektrix provides dierent tools to 
arrange that data in dierent ways

● What do we need from this data 
anyways?

The Prep to Pull



Crafting an Ask

Develop a clear idea of…

● What you want out of your ask

● How to best communicate your 
ask to this prospect (or report)

● What the likely outcomes of 
your ask will be



Who do we want to know about?

What do we want to know about them? 

How are we going to use that information?

1

2

3

What’s in an Ask?



Can you pull a 
report of our 

$1,000+ donors?

The Ask in Practice



● Time period?
● Single donation 

amount or 
cumulative?

● Excluding funds 
or campaigns?

Who?

● How much they gave 
total?

● How much each 
individual gift was?

● Contact info?

What?
● Asking donors to 

renew?
● Aaching benefits?
● Program 

listing/crediting 
donors?

How?

Can you pull a report of our $1,000+ donors?



Donors who have 
cumulatively given 
us $1,000 or more 
in the last year

Who?

First name, last name, 
email address

What?
Send personalized 

invites to our opening 
night reception to 

cultivate 
relationships with our 

higher level donors

How?

What are the names and emails of our donors who have cumulatively 
given us $1,000 or more in the last year, 

(excluding their donations to the gala fund)?



UNFORMATTED 
REPORT

CUSTOMER 
LIST

FORMATTED 
REPORT

Asking Which Tool to use



“Asking open-ended questions 
is a great way to make hidden
assumptions visible.”

KEVIN HANEGAN
Chief Learning Oicer of Qlik
& Chair of Data Literacy Project Advisory Board



Challenging Your Data
What story is your data really telling? 



Data doesn’t tell a story, humans tell stories based 
on data

Humans are prone to assumptions! 

Assumptions can lead to wrong conclusions…

1

2

3

Why Challenge?



Model by Chris Argyris (1923-2013)

The Ladder of Inference



This survey shows 
100% of ticket 

buyers weren’t asked 
for a donation. You 
should change this!

OBSERVATION ACTION

Were you asked for a donation when 
booking your tickets?
Yes 0
No 3
Not Answered 89

Jumping to Conclusions



Donation Analysis Report



Average Donation: £2,746.87

% Donation Conversion Phone: 71%

Top Cashier for Donations: Jane Smith

Donation Analysis Report



All transactions processed through the system

Who do large donations typically come from? 

Do we process grants payments into the system? 

What customer 
transactions are 
included in this 
report? 

Who?

Donation Analysis Report



What are the outputs 
in this report and 
what are they telling 
me?

What?

Donation Analysis Report



How am I going to use 
this report? 

How? Top level overview

Assessing all donations processed through 
the Spektrix system

Donation Analysis Report



What are the names and emails of 
our donors who have given us 
$1,000 or more in the last year, 

excluding their donations to the gala 
fund, so I can email them an invite

Continue the Ask



Donors who have 
cumulatively given 
us $1,000 or more 
in the last year

Who?

Details of donation 
history

What?

Inform 1:1 
conversations at an 

event

How?

Continue the Ask



Donor Giving History Report



Donor Giving History Report



Have I chosen the right data to look at, is 
my “ask” complete?

Is there any missing data? Have I 
considered all sources of the data?

What other meanings could there be? 

1

2

3

4 Seek out other perspectives!

How can I Challenge?



Key Takeaways

Your Spektrix toolbox can help you arrange your data to tell a story

You can only get out of your system what you put into your system

Challenge biases when interpreting your data

Ask specific questions to get specific answers



“The data speaks for itself. 
Asking for Donations is an 
excellent way to educate and 
build confidence among 
seasonal members of the 
ticketing team..”

SEBASTIAN KING
Individual Giving Manager
Edinburgh International Festival

After the Asking For 
Donations Workshop, 
Edinburgh International 
Festival grew their one-o 
donors in the first year by

45%

Asking for Donations



Philanthropy
Series Webinar
October 29, 2025 / 12pm EDT / 4pm GMT



A.R.T. New York Spring Summit:  4 April (New York, New York)

PACTcon: 21-25 May (Halifax, Nova Scotia) 

League of American Orchestras Conference: 11-13 June (Salt Lake City, Utah)

UK Theatre Conference: 24 June (London, United Kingdom) 

Upcoming Events

AMA Conference 2025: 9-11 July (Edinburgh, United Kingdom) 



Friday, 30 May Monday, 2 June Wednesday, 4 June



US & Canada

Coming Soon!



Thank You!


