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Introduction

The Next Steps process is designed to help you plan and maintain momentum with every prospect in your
pipeline. Consistent follow-up is the backbone of fundraising success; Windshield ensures no detail is lost
amidst a busy schedule.

To accommodate different workflows, Windshield offers two ways to manage this data: Express and
Advanced.

Choosing Your Method

Review the table below to determine which workflow fits your current campaign needs.

Feature Express Method Advanced Method

Speed & Simplicity History & Depth
Minimal Detailed

No Yes

No Yes

Yes Yes

No Yes

1. The Express Method
Best for: Quick updates where you only need to track the current stage of a prospect.

e How it works: Simply update the "Stage" directly on the campaign record.
¢ Benefits: Faster data entry with no need to manage dates or historical logs.

¢ Note: These are categorized as "Stages” in the Maintenance section to differentiate them from the
Advanced module.

2. The Advanced Method
Best for: Comprehensive tracking, team collaboration, and data-driven reporting.

The Advanced method uses a dedicated module to plan, document, and track every interaction. This is the
preferred method for teams that require ACS (Annotated Core Strategy) and KPI reporting.



How to Manage Advanced Next Steps

1. Select a Prospect: Within your campaign, locate the prospect and click the Pencil Icon to edit.

2. Access the Module: In the dialog box, select "Next Steps” to view history or "Add Next Step" to
create a new entry.

Key Data Fields

e (Caller: The team member responsible for the action.

e Date: The scheduled date for the next interaction.

e Purpose: A brief objective of the step.

¢ Notes: Context and details of the interaction.

e Stage: The current phase of the asking process (labeled "Next Step Stages” in Maintenance).
e Completed: Check this once the task is done.

o Best Practice: Keep only one uncompleted next step at a time. Add the next step only after the
previous one is marked complete.

Reporting & Analysis

Advanced Next Steps can be exported to Excel for deep-dive analysis. From the main campaign screen, click
"Download Report" to access:

e ACS Export (Annotated Core Strategy): Contains all uncompleted next steps. Use this for
planning upcoming cultivation efforts.

o KPI Export (Key Performance Indicator): Contains all completed next steps. Use this to evaluate
past performance and strategy effectiveness.

Cultivation Basics: Stage Definitions

Windshield follows the standard cultivation process provided by The FOCUS Group. While these can be
customized in the Maintenance section, the default stages are:

1. Informal Conversation
2. Tour

3. Presentation of the Case
4. The Ask

Note: We recommend following the cultivation process with a dedicated stewarding process to maintain donor
relationships.
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