
Strategic Scorecard 

 

The Strategic Scorecard provides an overall view of Muse Machine.  Used 

internally by staff and confidentially by the Board of Trustees (BoT), the 

scorecard is updated by program areas, finance, and development.  

Development is often asked to update the scorecard multiple times throughout 

the month.   

The scorecard is located at \Muse Shared\Reports-Dashboard for Committee-

Board\20XX-20XX.  Within the appropriate year folder, there is a Previous 

Versions folder.  The naming standard for the Strategic Scorecard is 2018-19 

Muse Machine Strategic Scorecard_20190807-v2, with “-v2” being added only 

if there is more than one version made on the same day.   As the scorecard is 

updated the name of the file should be updated using the naming standard and 

the previous version should be moved into the Previous Versions folder. 

Scorecard Process 

 

The Strategic Scorecard has been formatted to allow for autofill options to help to 

eliminate data entry errors.  Development has a tab dedicated to each section 

with built-in pivot tables to help with data analysis. 

- Dev- Grants tab contains all information for current fiscal year grants. 

o Run the Salsa Advanced Query Annual Grants 

▪ Go to Reports→Queries→Advanced Query Wizard 

 

▪ Choose the Annual Grants query 



 

▪ Check that the Campaign ID is for the appropriate year.  If the 

year needs to be changed, double click Campaign ID and 

choose the appropriate year. 

 



▪ Click Next 

▪ After the results have populated, click Convert to Spreadsheet 

 

▪ The raw data that comes out of Salsa will need to be 

manipulated. 

• Move data in Fund Name2 into the Fund Name column. 

• In the Donation Amount Column Convert to Number 

• If there is a number in the Installment ID column, 

change the Donation Type from Donation to Pledge 

Payment 

▪ Copy the data and paste into the table in the Scorecard, 

replacing the former data. 

▪ Refresh both pivot tables. 

▪ Ensure that the Summary data table total matches the All 

Grants pivot table total.  

- Dev- Sponsorships tab contains all information for current fiscal year 

sponsorships. 

o Run the Salsa Advanced Query Annual Sponsorships 

▪ Go to Reports→Queries→Advanced Query Wizard 



 

▪ Choose the Annual Sponsorships query 

 

▪ Check that the Campaign ID is for the appropriate year.  If the 

year needs to be changed, double click Campaign ID and 

choose the appropriate year. 



 

▪ Click Next 

▪ After the results have populated, click Convert to Spreadsheet 

 



▪ The raw data that comes out of Salsa will need to be 

manipulated. 

• Move data in Fund Name2 into the Fund Name column. 

• In the Donation Amount Column Convert to Number 

• If there is a number in the Installment ID column, 

change the Donation Type from Donation to Pledge 

Payment 

▪ Copy the data and paste into the table in the Scorecard, 

replacing the former data. 

▪ Refresh both pivot tables. 

▪ Ensure that the Summary data table total matches the All 

Sponsorships pivot table total.  

- Dev- Circle of Friends tab contains all information for all gifts related to 

the Circle of Friends campaign. 

o Run the Salsa Advanced Query Circle of Friends 

▪ Go to Reports→Queries→Advanced Query Wizard 

 

▪ Choose the Circle of Friends query 



 

 

▪ Click Next, after the results have populated, click Convert to 

Spreadsheet 

 



▪ The raw data that comes out of Salsa will need to be 

manipulated. 

• In the Donation Amount Column Convert to Number 

• If there is a number in the Installment ID column, 

change the Donation Type from Donation to Pledge 

Payment 

▪ Copy the data and paste into the table in the Scorecard, 

replacing the former data. 

▪ Refresh the pivot table. 

▪ Ensure that the Summary data table total matches the pivot 

table total.  

- Dev- Unrestricted tab contains all information for current fiscal year 

unrestricted gifts. 

o Run the Salsa Advanced Query Annual Unrestricted Individual 

Giving 

▪ Go to Reports→Queries→Advanced Query Wizard 

 

▪ Choose the Annual Unrestricted Individual Giving query 



 

▪ Check that the Campaign ID is for the appropriate year.  If the 

year needs to be changed, double click Campaign ID and 

choose the appropriate year. 

 



▪ Click Next 

▪ After the results have populated, click Convert to Spreadsheet 

 

▪ The raw data that comes out of Salsa will need to be 

manipulated. 

• In the Donation Amount Column Convert to Number 

• If there is a number in the Installment ID column, 

change the Donation Type from Donation to Pledge 

Payment or Recurring Payment 

▪ Copy the data and paste into the table in the Scorecard, 

replacing the former data. 

▪ Refresh the pivot tables 

▪ Ensure that the color coding is applied appropriately, and the 

Summary data table total matches the pivot table total.  

- Dev- Restricted tab contains all information for current fiscal year 

individual gifts restricted to a particular program area. 

o Run the Salsa Advanced Query Annual Restricted Individual Giving 

▪ Go to Reports→Queries→Advanced Query Wizard 



 

▪ Choose the Annual Restricted Individual Giving query 

 

▪ Check that the Campaign ID is for the appropriate year.  If the 

year needs to be changed, double click Campaign ID and 

choose the appropriate year. 



 

▪ Click Next 

▪ After the results have populated, click Convert to Spreadsheet 

 

▪ The raw data that comes out of Salsa will need to be 

manipulated. 

• Move data in Fund Name2 into the Fund Name column. 



• In the Donation Amount Column Convert to Number 

• If there is a number in the Installment ID column, 

change the Donation Type from Donation to Pledge 

Payment 

▪ Copy the data and paste into the table in the Scorecard, 

replacing the former data. 

▪ Refresh both pivot tables. 

- Dev- Social & Show tab contains all information for current fiscal year 

Social & Show gifts and event fees. 

o Run the Salsa Advanced Query All Annual Social & Show Gifts 

▪ Go to Reports→Queries→Advanced Query Wizard 

 

▪ Choose the All Annual Social & Show Gifts query 

 



▪ Check that the Fund Items Fund ID and Pledge Fund Items 

Fund ID is for the appropriate year.  If the year needs to be 

changed, double click each and choose the appropriate year. 

 

▪ Click Next 

▪ After the results have populated, click Convert to Spreadsheet 



 

▪ The raw data that comes out of Salsa will need to be 

manipulated. 

• In the Donation Amount Column Convert to Number 

• If there is a number in the Installment ID column, 

change the Donation Type from Donation to Pledge 

Payment 

▪ Copy the data and paste into the table in the Scorecard, 

replacing the former data. 

▪ Refresh the pivot table. 

▪ Ensure that the Summary data table total matches the pivot 

table total.  

- Dev- Benefit Dinner tab contains all information for current fiscal year 

Social & Show gifts and event fees. 

o Run the Salsa Advanced Query Annual Benefit Dinner 

▪ Go to Reports→Queries→Advanced Query Wizard 



 

▪ Choose the Annual Benefit Dinner query 

 

▪ Check that the Fund Items Fund ID and Pledge Fund Items 

Fund ID is for the appropriate year.  If the year needs to be 

changed, double click each and choose the appropriate year. 



 

▪ Click Next 

▪ After the results have populated, click Convert to Spreadsheet 

 

▪ The raw data that comes out of Salsa will need to be 

manipulated. 



• In the Donation Amount Column Convert to Number 

• If there is a number in the Installment ID column, 

change the Donation Type from Donation to Pledge 

Payment 

▪ Copy the data and paste into the table in the Scorecard, 

replacing the former data. 

▪ Refresh the pivot table. 

▪ Ensure that the Summary data table total matches the pivot 

table total.  

 


