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chapter iii

What Is In This Guide?

In the Gift Records Guide, you learn to add, edit, and delete gifts, adjust gift records, schedule pledges, and use
matching gifts. You can also learn about the following.

e “Splitting a gift between two funds” on page 64

e “Adjusting a gift for the first time” on page 94

¢ “Paying a pledge for another constituent” on page 168

¢ “Globally writing off pledges” on page 188

e “Creating an amendment for a recurring gift” on page 221

e “Skipping a recurring gift transaction” on page 238

o “Defining business rules for matching gifts” on page 256

¢ “Paying multiple matching gift pledges at the same time” on page 279

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information.
Side margins contain notes, tips, warnings, and space for you to write your own notes.

To find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

User Guides. You can access PDF versions of the guides by selecting Help, User Guides from the shell menu bar
or by clicking Help on the Raiser’s Edge bar in the program. You can also access the guides on our Web site at
www.blackbaud.com. From the menu bar, select Support, User Guides.

In a PDF, page numbers in the Table of Contents, Index, and all cross-references are hyperlinks. For example,
click the page number by any heading or procedure on a Table of Contents page to go directly to that page.

Help File. In addition to user guides, you can learn about The Raiser’s Edge by accessing the help file in the
program. Select Help, The Raiser’s Edge Help Topics from the shell menu bar or press F1 on your keyboard
from anywhere in the program.

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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Note: Certain fields, for example Social Security Number and insurance policy number, are masked and
encrypted in the database for security purposes. If you see asterisks in this field, you do not have rights to view
the data. For more information, consult with your System Administrator.

A gift record contains detailed information about a donation given by a specific constituent. This information
includes the gift date, amount, and type; the solicitor responsible for obtaining the gift; and the campaign, fund,
appeal, and package to which the gift is designated. Gift records are designed to store all information relating to a
single gift in one place. Each gift donated to your organization has a separate gift record. For example, Mary
Sanders donates $25 toward your 2005 Annual Fund. Later in the year, Mary decides to donate an additional $50
to the same fund. Each time you receive a gift from Mary, you need to add a new gift record to the database.
Later, you can use other parts of The Raiser’s Edge to create reports describing your fundraising progress. You
can also create thank-you letters and receipts for the gifts you received.

This chapter introduces you to the different types of available gift records and explains how to use and enter
information on a gift record. All other chapters in this manual build on the information presented in this chapter.
Before reading other chapters in the Gift Records Guide, make sure you read and understand the information in
this chapter.

After you master basic gift entry, you can learn about entering gifts in Batch. Batch is simply another way to add
constituents and gifts to your database. With Batch, you can add and update constituent and gift records quickly
because you do not need to open each individual record to add or update information. The spreadsheet format
Batch provides makes it easy to use and has the look and feel of Microsoft Excel. You can also use the Gift
Barcode field in a gift batch to scan information from phonathon cards or appeal cards. For more information
about Batch, see the Batch Guide.

Frequently Used Terms

This section defines words and phrases you need to know as you work with the Gift Records Guide and gift
records. If you come across an unfamiliar term when reading this or any chapter in The Raiser’s Edge
documentation, make sure you check the online glossary in the help file.

Acknowledge. When a constituent donates a gift, you can use the Acknowledge field to track whether you sent a
letter thanking a constituent for his gift. In this field, you can select Acknowledged, Not Acknowledged, or Do
Not Acknowledge. For example, if you handwrite a thank-you letter to a constituent, you can select
Acknowledged in the Acknowledge field.

If you use the Donor Acknowledgement Letters mail task in Mail to print your acknowledgement letters,
select Not Acknowledged in the Acknowledge field and do not enter a reference date. After you create an
acknowledgement letter for this gift in Mail, the program can automatically update the Acknowledge field to
Acknowledged and enter the date you printed the letters. When you select Acknowledged or Do Not
Acknowledge, Mail does not create an acknowledgement letter for the gift. For more information about
creating acknowledgement letters in Mail, see the Mail Guide.

Adjustment record. An adjustment record is a record you create to track any changes made to the gift amount
and funds to which the gift is designated. This includes reversing a gift. Adjustment records are posted to the
General Ledger so you can maintain a record of any changes to the gift amount or the distribution of
incoming funds. If an adjustment has not been posted to the General Ledger, it is referred to as Pending. Only
one pending adjustment can exist for each gift record. After posting a pending adjustment to the General
Ledger, you can make another adjustment to the gift record.

Appeal. An appeal is a solicitation that brings in your gifts. Appeals can include auctions, direct mailings, and
phonathons. Because some of your gifts can be unsolicited, you do not have to associate an appeal with every
gift. You can set goals for your appeals and run reports showing how close you are to reaching those goals.
Additionally, you can create packages to track historic and statistical information for different facets of an
appeal on the Package tab of an appeal record.
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Benefits. Membership benefits are gifts your organization gives to constituents, depending on the level of
membership they agree to join or the dues they decide to pay. For example, when a constituent donates a gift
to your organization, you may want to give certain benefits, such as a free shirt or newsletter, as thanks for
the donation. You can itemize the benefits a constituent receives and calculate the total cost of these benefits
to your organization. For example, when you give a T-Shirt and two Membership Pins to a donor, the cost to
your organization may be $21.

Campaign. A campaign is your overall objective for raising money. For example, a museum can have a New
Building Campaign with the objective of raising money for a new facility. Of campaigns, funds, and appeals,
campaigns are the broadest type of record. Campaigns act as an umbrella over funds and appeals.

A single campaign can have any number of funds and appeals under it. For example, the museum can have
both a Moving Fund and a Computer Equipment Fund under the New Building Campaign. The overall
objective is to raise money for the new building. Within this objective, gifts to the specific funds go toward
covering expenses for moving and toward purchasing computer equipment to use in the new building.
Another example is a Disaster Relief Campaign for the National Red Cross. Within the overall objective of
raising funds to assist victims of all types of disasters, the National Red Cross can have a Flood Relief Fund and
the somewhat broader General Relief Fund. If your organization has many designated purposes for gifts, you
can have numerous funds with only a few campaigns.

Constituent code. A constituent code identifies why a constituent is in your database. Perhaps he is a friend,
board member, trustee, or volunteer. On the Miscellaneous tab of a gift record, in the Constituency field, you
can select a constituent code to explain why the constituent gave a gift. When you click the arrow in the
Constituency field, the program displays a list of all the constituent codes entered on the Bio 2 tab or Org 2
tab of the donor’s constituent record. For example, Board member and Volunteer are the constituent codes
listed on an individual’s Bio 2 tab. When this constituent donates a gift, you can track in the Constituency
field, whether the gift was given because of the constituent’s Board Member status or Volunteer status. We
strongly recommend you add a constituent code to every gift in the database to track why gifts are given to
your organization.

Fund. A fund identifies where you should record gifts and pledges for financial purposes. Funds are key to
managing your gifts. Because funds are so closely linked with gifts, the Fund field is required when you enter
gifts. On the fund record, you can specify the bank or financial accounts to which you want gifts associated
with the fund to apply.

Gift code. Enter a Gift code to track various characteristics about a gift. For example, if your organization
recognizes certain constituents for their gifts by placing their names on a plaque, you can add a gift code of
“Donor Wall” to gifts that meet the requirements. Because you are tracking whether a constituent should be
included on the donor wall, you can use this information to create a query or a mailing for individuals who
qualify for the donor wall.

Gift ID. A Gift ID is a unique number you can assign to each gift in the database. The Gift ID can contain both
alphabetical and numerical characters and can have a maximum length of 50 characters. The Raiser’s Edge
can automatically create a Gift ID when you save the gift record.

Gift record. A gift record contains detailed information about a donation given by a specific constituent. This
information includes the gift date, amount, and type; the solicitor responsible for obtaining the gift; and the
campaign, fund, appeal, and package to which the gift is designated. Gift records are designed to hold all
information relating to a single gift in one place. Each gift donated to your organization has a separate gift
record.

Gift subtype. A Gift subtype is a way you can further define your gifts. For example, if your organization receives
frequent donations of computers, you can select Gift-in-Kind in the Gift type field and enter a Gift subtype of
Computers.

The Gift subtype field can be used to define a GL Distribution. The GL Distribution is the financial account
numbers associated with the Gift type, Gift subtype, and Fund you select on a gift record. For example, you
can specify all gifts with a subtype of Computers to be allocated to your Education fund.
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Gift type. When entering a gift into The Raiser’s Edge, you must enter a gift type based on the nature of the gift.
For example, Sidney Prescott donates 10 computers to your organization. Because a donation of computers is
a form of a gift-in-kind, enter Gift-in-Kind in the Gift type field of the gift record. Gift types are classified as
Cash, Pledge, Gift-in-Kind, Stock/Property, Other, Recurring Gift, and Planned Gift (if you have the optional
module PlannedGiftTracker).

Package. A package gives you the ability to track and analyze the profitability of different solicitations within a
single appeal. For example, if you have a Summer Phonathon in which low-level donors are called with a
prerecorded message while major donors are contacted personally, you can create a separate package for
each. By doing so, you can run and break down your summaries to pinpoint the effectiveness and expense of
each type of call, instead of running a single summary for the entire phonathon. Packages let you analyze the
effectiveness of your appeals in a precise manner. Packages can be analyzed during or after an appeal.

Receipt. A receipt is a written or printed statement acknowledging that goods or money have been received.
When a constituent donates a gift, you can use the Receipt field on a gift record to track whether you sent a
receipt for a gift. In the Receipt field, you can select Receipted, Not Receipted, or Do Not Receipt. In the field
to the right of the Receipt field, enter a reference date, such as the date you print the receipt. For example, if
you handwrite a receipt for a gift, you can select Receipted in the Receipt field and enter the date you sent
the receipt to the donor in the date field.

If you use the Receipts mail task to print the receipts, you can select Not Receipted in the Receipt field and
not enter a reference date. After you create a receipt for the gift in Mail, the program can automatically
update the Receipt field to Receipted and enter the date you print the receipt. When you select Receipted or
Do Not Receipt in the Receipt field, Mail does not create a receipt for this gift.

Reference. In the Reference field on a gift record, you can enter up to 255 characters of free-form text
information about a gift. For example, you can add “Gift donated to support volunteer dinner.” You can also
enter information about stock gifts, such as “40 shares of XYZ Company”.

When you create certain types of gift records, the program automatically inserts information when the
Reference field is blank. For example, when you apply a cash gift record to a pledge, “Ins of 02/05/2006”
appears in the Reference field on the cash gift record. This message indicates the gift record is applied to the
pledge installment due on 02/05/2006.

Soft credit. A soft credit allows more than one constituent to share credit for a single gift without adding
duplicate gift records to the database. On reports and mailings, you determine whether the donor, the soft
credit recipient, or both should receive credit for the gift. When you soft credit constituents for a gift, you can
decide whether to split the credit evenly among all soft credit recipients, give each recipient full credit for the
gift, or define your own credit distribution. You can soft credit as many constituents as necessary as long as
each soft credit recipient is a constituent in your database. A single constituent cannot be soft credited with
an amount greater than the gift amount.

Solicitor. A solicitor is a member of your organization assigned to seek donations from constituents. Solicitors play
a vital role in your fundraising efforts. Your solicitors can have duties ranging from calling, visiting, and dining
with prospective donors, to organizing campaigns and funds. In The Raiser’s Edge, your solicitors must be
entered in the database as constituents.
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Navigating in Gifts

From the Gifts page, you can create new gift records for the gift types of Cash, Pledge, Gift-in-Kind,
Stock/Property, Recurring Gift, Other, and Planned Gift (if you use the optional module PlannedGiftTracker). You
can also open existing gift records in the database. To access the Gifts page, click Records on the Raiser’s Edge
bar, then click the Gifts link.

The Raiser's Edge [ O]

File Edit View Go Favorites Tools Help

4 Back » Forward‘ Open in separate window

Constituents ;I

Gifts

Actions

Campaigns —— -
Funds E%fé Mew Gift W Open a Gift
Appeals
Memberships
Jobs

Eaiis Recently Accessed Records Quick Find

04/25/2007 Cash $575.00 - David M, Korbin M
10f17/2007 Cash $500.00 - Roger B. Langley
01/19/2007 Cash $5,000.00 - Roger B. Langley
11)23)2007 Cash $1,000.00 - Roger B. Langley
04)24)2007 Cash $250.00 - Roger B. Langley
08/03/2007 Pledge $1,000.00 - David M. Korbin
08/02/2002 Pay-Cash $100,00 - David M, Korbin
02/18/2007 Cash $250,00 - David M, Karbin
01f13/2006 Cash $450,00 - Robert . Hernandez
12{01 /2006 Planned Gift $2,500,000,00 - Rabert .
Hernandez

E

‘welcome to The Raiser's Edge 7 4

The Gifts page also contains a list of recently accessed records. You can open any gift record in this list by clicking
the gift description. To quickly find a gift donated by a constituent, enter the constituent’s name in the Quick Find
field and click the binoculars to display a list of all gifts donated by the constituent.

Accessing a Gift Record

Once you add a gift record to the database, you can open the record from the Records page or the donor’s
constituent record. You may need to open a gift record to view information entered on the record or add
additional notes about the gift. This section explains both ways to open a gift record.

» Opening an existing gift record from the Records page
1. On the Raiser’s Edge bar, click Records.

Note: When MatchFinder is installed on your computer, a MatchFinder button appears on the Records page.
A MatchFinder button appears on the Org 1 tab of an organization record and on the General 2 tab of all
organization relationship records. Also, if a constituent’s matching gift is linked to a MatchFinder record, a
MatchFinder button appears on the Matching Gifts screen of the Matching Gifts tab of the gift record. For
more information, see the MatchFinder Guide.
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2. Click the Gifts link. The Gifts page appears.

& The Raiser's Edge

Eile Edit Wiew Go Favorites Iools Help

4 Back # Foued | Openin separate window

Constiluents [
Gifts
Actions
Campaigns o] —
Funds E% New Gift I‘iF Open a Gift
Appeals
Memberships
Jobs
Bl Recently Accessed Records Quick Find
04/25/2007 Cash $575.00 - David M, Karbin l— Iy
104172007 Cash $500,00 - Roger B, Langley
01j19/2007 Cash $5,000.00 - Roget B, Langley
11)23/2007 Cash $1,000,00 - Roger B, Langley
04242007 Cash $250,00 - Roger B, Langley
0/03/2007 Pledge $1,000.00 - David M. Korbin
08/02/2002 Pay-Cash $100.00 - David M. Karbin
0218/2007 Cash $250.00 - David M, Karbin
01/13/2006 Cash $450,00 - Robert C, Hernandez
12{01 {2006 Planned GiFt $2,500,000.00 - Robert €,
Hernandez
|
Welcome to The Raiser's Edge 7 J_‘I

[H[=] E3

Note: All the fields, checkboxes, and buttons on the Open screen are discussed in detail in the Program Basics

Guide.

3. Click Open a Gift. The Open screen appears so you can search for the gift record you want to open.

ii, Open

Find: | Gitt

j Search using queny: |<Default>

&

Find Giftz that meet these criteria:

& e

Cancel

“]add New

Options

iy i i

Last/Org name: I

First narne: I

Canstituent 10: I

SSN:I

[¥ Display inactive constituents

[T Display deceased constituentz

[™ | Check spouse name I~ Exact match anly
7| Chesk Aliases ™| Check nickname Expand Results

ﬂ Mew Search

Previous Search

[ HRE BE LN

Note: In the Find Gifts that meet these criteria frame, you can enter the first few letters or characters in the

criteria fields if you do not know the correct spelling or number. For detailed information about how to use
these fields, see the Program Basics Guide.
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4. Inthe Find Gifts that meet these criteria frame, decide what criteria you want to use to search for the gift
and enter the information in the appropriate fields. You can search by an individual’s first or last name,
organization name, constituent ID, Social Security Number, and gift type.

i, Open

Find: IGift j Search using queny: |<Default>

&

Sl Open

Cancel

‘] Add New

Optiong

Find Giftz that meet these criteria:

(g

@ Find Mow
Lagt/Org name: IT ay j Tupe: [(M8 Pledge New Search
First narne: -
I J PFrevious Search
Canstituent 10 I j
SSM: I j
[¥ Display inactive constituents [~ Check spouse name I~ Eract match only
[~ Display deceased congtituentz [~ Check aliases ™| Check ricknams Expand Results

Warning: We recommend you search by one or two of the most helpful criteria types because the results that
appear in the grid must match all the criteria you enter. Adding too much criteria information in the Find Gifts
that meet these criteria frame can actually prevent you from finding a gift.

5. Click Find Now. If the search criteria you entered matches a gift in the database, the gift lists in the grid.
More than one gift may appear if the criteria you entered matches multiple gifts.

Find: IGift j Search using queny: |<Default> ﬂlgg
Constituent Mame vy Open |
Cancel |
Toy World, Inc. 07062001 MG Pledge $100.00 Matural Di
Toy World, Inc. 09/14/2000 M Pledge $175.00 Building F
Toy World, Inc, 07/12{2000 M Pledge $150,00 2000 Anni
Tow world, Inc. 0704f2000 Mz Pledge $300.00 2000 Anni
") dadd New |
Options |
KIN i
Find Gifts that meet these criteria: @ Eind Now |
Last/Org name: ITo_p j Type: I MG Pledge j New Search |
First nanne: -
I J Previous Search |
Constituent 1D: I j
SsN: | | Q
v Display inactive constitugnts [~ Check spouse name I~ Exact match anly
[T Display deceased constituents [~ Check aliases ™| Chech nickname Expand Results |

|5 records found.

6. Inthe grid, select the gift record you want to open.
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Note: If the gift has been posted to Blackbaud’s General Ledger, all fields on the gift record are disabled. You

can change the information on the gift record using the Adjust option. For more information, see “Adjusting a
Gift” on page 91.

7. Click Open. The gift record appears.

gﬁi[l for Toy World, Inc. - Matched for Samantha K. Hart M= =
File Edit “iew Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§'|ﬂ i« » N|—" R | ?'l&' |
v Gift | v Miscellanzous | Soft Credlt | Trbute | Attibutes | Pledge Pagments | Splt Gift |
‘ Canstituent: IToyWorId,Inc. QI ID: 141
Gift bype: |MG Pledgs =l Reference: |Samantha K. Hart 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Pledged on: [[17/06,/2001 ] teter [T <[E)]  Benefis |
Pledge amt: [$10000 gl Recaipt: [Not Receipted = =
Campaigr: IDisaster Relief Campaign jﬁl Receipt amt/no.: |$1DEI,EIU ﬂl I
Furd: INaturaIDisaster Relief Fund jﬁl F Send reminders Histary |
Appeal: I.t’-‘mnual ewsletter ﬂﬁl Status/date: IActive j I EI
Package: I jﬁl
Solicitors || jﬁl
Pay method: [Cash 52 |l = mourtbils: [s000 @]
Ref no. /date: I I EI Amount coing: Im
|Date added: |Balance: $100.00
| Press F7 for table lookup |

Note: While in the gift record, if you ever need to view the batch number a gift was posted through, select
File, Properties on the menu bar. The Batch number appears on the Gift Properties screen.

8. After you enter or edit the appropriate information, click Save and Close on the toolbar to save your
changes and close the gift record.

» Opening an existing gift record from the donor’s constituent record

1. Open the constituent record for the donor of the gift. For more information about opening a constituent
record, see the Introduction to Constituent Records chapter of the Constituent Data Entry Guide.
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2. Select the Gifts tab.

== Elizabeth A_ Ashton

File Edit “iew Constituent Letter Favortes Tools Help

ESaveandClose'|n|§'&'@'|N 4 » N|—’|2'|?E|

EXE R

v Attibutes | Media I v Actions I Honor/kemaorial I Walunteer I v Frozpect I v Membership I
v Biol I v Bin2 I v Addresses I v Addreszess/S alutations I v Relationships I v &ppeals I v Motes
i £ bt -
Date Fund Amount Balance Reference
Annual Fund
04/01 /2004 CashEvent Matural Disaster ... 450,00
01/18/2004 Cash 1999 annual Fund $25.00
06/01/2003 Cash Botanical Garden. .. $7,500,00
03172003 Cash 2003 Annual Fund 4$5,000,00
04}30f2002 CashiMem 2002 Membershi. .. 450,00
03f1zf2002 Cash Annabelle Johns... $75.00
0zj15f2002 Cash Botanical Garden. .. $500,00
11/14/2001 Pay-Cash Building Fund $575.00
04/30/2001 CashiMem 2002 Membershi. .. $100.00
0540172000 Pay-CashMem 2000 Membershi, .. $20.00 Ins of 4f28/2000
041042000 Pledge Building Fund $1,000,00 $425,00
0z}28/2000 Pay-CashMem 2000 Membershi, .. $20.00 Ins of 2{28/2000
0zj28/2000 PledgeMem 2000 Membershi. .. $100.00 $60.00

3. Inthe grid, select the gift record you want to open.
4. Click Open on the action bar. The gift record appears.

% Gift for Elizabeth A Ashton HE =
Fie Edit View Gt Favortes Tools Help
[ 5ave and Cloze - U|§-@-|N i« » N|—" R | ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Constiuent: [Elizabeth Ashton |2
Gift type: Icash j Reference: I g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [03/17/2003 3] v Letter |[ArrualGiving Th = [B]  Benefits |
Amaunt: $5,000.00 o] Receipt [NatReceipted 7] | =]
Campaign: [4nnual Campaign s Ressipt amt/na.: [$5,000.00 1= |
Fund: |2002 Annual Fund =[]
Appeal [Unsalicited =[8]
Package: | =[4]
Soliciars | [ =)
Pay method: |Fersonal Check =l EERT Check no. /date: [1555 031772003 =
Bark | —
|Date added:
| Press F7 for table lookup |

5. After you enter or edit the appropriate information, click Save and Close on the toolbar to save your
changes and close the gift record.
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Gift Record Toolbar

The toolbar contains buttons representing common commands for a gift record. You can use these buttons as
alternatives to menu commands to save time during data entry.

[ save and Close -

Save and close the record (Save and New can be accessed from the down arrow beside Save and Close. Use Save and New to
save the record, close the saved record, and open a new record.)

(]

Save the gift record

4]

Print a receipt, acknowledgement letter, pledge reminder, label, or envelope for the current gift record

(&~

Preview a receipt, acknowledgement letter, pledge reminder, label, or envelope for the current gift record

Execute a Word merge in Mail

H

[q]

o to the first gift listed on the donor’s constituent record

[+]

o

o to the previous gift listed on the donor’s constituent record

[+]

o

o to the next gift listed on the donor’s constituent record

=]

o

o to the last gift listed on the donor’s constituent record

[+]

[q)]

o to the records associated with the current gift record

Note: If you use the optional modules Membership Management, Event Management, or Prospect Research
Management, you can link a gift to a membership, event, or proposal record, respectively.

Apply the gift record to a pledge or recurring gift

Link the gift record to a membership, event, or proposal

Add this gift record to your favorites list
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Open the Gift Properties screen

[2-]

Access help contents

Create and edit macros to create shortcuts for functions you perform repeatedly in The Raiser’s Edge. This toolbar button is
available only if you use the optional module VBA for Advanced Customization.

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on the workstation you
are using. User options are login-specific, which means that if you log into any workstation using your password,
your preferences are active on that workstation. When you log off that workstation, your preferences are not
active for any other user. You can establish user options by selecting Tools, User Options from the menu bar on
the shell of The Raiser’s Edge. The Options screen appears so you can establish certain user options that apply to
gift records. For more information about user options, see the User Options chapter of the Program Basics Guide.

» Defining user options

This procedure explains how to define user options specific to gift records. For complete information about
user options, see the User Options chapter of the Program Basics Guide.

Note: You can also establish user options by selecting Tools, User Options from the menu bar of a gift or
constituent record

1. From the menu bar of the Shell for The Raiser’s Edge, select Tools, User Options.
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2. From the Options screen, select the General tab.

Tip: To save time, you can right-click and Deselect All or Select All the checkboxes.
3.

Adriniztration I Calor I Printing I

Generall Home I Records I Cluery I

Optons |

File Locations I tMemberzhip Scanning
Export I Feparts I Hail I Batch

2 'ou can usze these optiohs to set perzonal preferences that ocour spztem wide,

Start the Raizer's Edge on this page:

7

Mizcellaneous:

(7 Save Messages
[T Show save message when a record is saved

7 Data Entry

W Automatically complete table entries
) Display

[ Show toaltips

[ Show icons in the Raiger's Edge bar
¥ Shaow background page graphics
7 Code Tables

¥ Use long description for display and data entoy

Fezet Al \Warning Meszages |

Fieset to System Defaults |

0k I Cancel | Spply |

The General tab contains user options that affect many aspects of The Raiser’s Edge. In the

Miscellaneous box, select whether you want a message to appear when you save a record and whether
the program displays a description or ID in code tables.

Select the Records tab.
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5. On the Records tab, select Gifts from the tree view on the left side of the screen. Options for gift records
appear on the right side of the screen.

Options E
Adrninistration | Calor | Printing | File Locations | Memberzhip Scanning
General I Home Records | Huem I Export I Reports I kil I Batch

e
I“L ~ *You can use these options to set personal preferences for each record type.

Individuals Ciefault tab:
" Individual title bar . -
Orgarizations IGIH j

i Organization title bar Check these tabs for data:

HE]] t:: Gifts

Actions 7 Gift -
Campaighs ¥ Mizcellaneous [
Funds

h [+ Saft Credit

-+ GL account numbers W Installments/Payments ll
Appeals
Memberships
Jobs
Events

. Seating
Participantz
Mizcelaneous

HesettoSystemDefaultsl 0k I Cancel | Spply |

6. In the Default tab field, select the tab that first appears when you open a gift record. For example, if you
want the Gift tab to appear when you open a gift record, select Gift tab in the Default tab field.

7. Inthe Check these tabs for data box, mark the checkboxes next to the tabs you want the program to
search for data. When the program finds data on these tabs, it places a red check mark on the tab so you
know data has been entered on that tab.

8. Click OK to save your changes to user options.

Gift Business Rules

Business rules are preferences that affect how The Raiser’s Edge works on all workstations. Many business rules
affect gift records. For example, you can set a business rule to receive a message when you add a gift for a
constituent who has a pledge with an outstanding balance so you can apply that gift to the pledge. Gift business
rules are divided into two sections: General options and Activity options.

In General options, you can define rules to determine who is credited for matching gifts and soft credits on
reports and in mailings, queries, and exports.

Hands-on experience is the best way to learn, so we encourage you to practice the Display the word “Gift” as
business rule with your sample database.

Also, you have the option to change the word “gift” in the program. If your organization does not use the term
“gift,” you can customize it to reflect your business needs. The name you enter appears in the program where the
term “gift” currently appears. The term “gift” does not change in all areas of The Raiser's Edge when you edit this
business rule. The following terms and areas do not change.

¢ Gift-in-Kind

¢ Planned Gift
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¢ Gift of Membership
¢ In Dashboard, the Giving Summary by Constituency and Giving Clubs panels

¢ Existing queries, exports, reports, batches, and custom views
¢ In Configuration, General Ledger, the GL Distributions screen

e Data Health Center
o Web Services

e NetSolutions

¢ Blackbaud NetCommunity

e Electronic Funds Transfer

¢ The object name in AP/

¢ Workplace Giving
¢ The User Guides
¢ The Help Topics

For more information about changing the word gift, see the Configuration chapter of the Configuration and
Security Guide.

- Intemational

. Fields

Membership
- Categories

 Interfund Entries
Custom Views

| Reporting

- Hierarchigs

(&3 Constituent options
General options

Deceased options

Email options

Alurmni options

(&3] Membership options

General options

Activity options

Ewent options

Queue Dptions

3] |zer defined niles

e ]

i =] General < e
| Ganeral &8 Duplicates When creating a new report. mailing. query or export...
' Tables {23 Criteria Default credit for matching gifts to...
N - [ Individuals O Corstitisnt

onstituen

| Addres_sees ! Organizations
- Salutations =] Options (¢ Matching gift arganization
| Aftributes (3 Marne display  Both
| Financial __. tembership 3
| Institutions genilate IDs Default soft credits to...
8 atch ophions

ng_eral Ledggr (3 Gift options 9 Dipor
] Le&e[s.,. — : General optiond € Soft credit recipient IUse distribution on gift 'l

5] Activity optiens  Bath IUse distribution o gift 'l

Dizplay the word 'Gift' as:

Short description: IGift
Long description: IGift

| v

Business Rules

Apply predefined and customized validstion rules to records in The Raiser's Edge
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In Activity options, you can establish rules for warnings to appear when users add new gifts and change gift and
receipt amounts. You can also establish rules for soft crediting matching gift pledges, linking matching gifts to
proposals, matching gift and receipts amounts, and minimum gift amounts you allow to be saved. In addition, if
you have the optional module PlannedGiftTracker and integrate with GiftWrap, you must select the gift attribute
for which you want the GiftWrap Gift Key to save as before you link GiftWrap gifts to Raiser’s Edge planned gifts.
For more information, see the Planned Gift Tracking Guide.

[ The Raiser's Edge
Fle Edi Yiew Go Favortes Tooks Help

[ O[]

% Bock # Fovsand | Openin ssparate window

g_j Export

General When adding a gift warn if constituent has...
General &4 Duplicates "
¥ Outstanding pledge balances
Tables (&3 Criteria
" Iliicuals ¥ Dutstanding recuring gifts
Addressees / Drganizations W Dutstanding registration fees
Salutations | Options W Lapsed memberships

Attributes

Financial Institutions
General Ledger
Letters

International

Fields

Membership
Categories

Interfund Entries
Custom Views

Reporting Hierarchies

‘welcome ta The Raiser's Edge 7

R Name display

i |Z] Membership
Generate Ds
Balch oplions
& Gift options

- [E] General options

gy
|63 Constituent aptions
General options
i 2] Deceased options
Email options
Alumni options
29 Membership options
- & General options
Activity options
Ewent aptions
Gueue Options
e User defined rules
- |=] Constituent
-2 Gif
- & Action

When changing "gift amount’ automatically update...
W Receipt amaunt

[ Cunency gift amount
When changing ‘receipt amount’ automatically update...
] Curnency receipt amaunt

¥ Autamatically apply soft credit to matching gift pledge

[¥ Do not allow receipt amount' to exceed 'gift amount!

[~ Do not allow gifts to be saved that are less than =2
Message: | =

When linking a Giffwrap gift to a Raiser's Edge gift record...

[ Save the Giftw'rap Gift Key as this Gift Attrbute categony: I vI

@R2 Business Rules

sy LBl

For more information about gift business rules in The Raiser’s Edge, see the Configuration chapter of the

Configuration & Security Guide.
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Gifts Tab on a Constituent Record

When you select the Gifts tab on a constituent record, you can view all gifts donated by that constituent. For
example, when you open Julie Bach’s constituent record and select the Gifts tab, you can view all the gifts she
donated to your organization.

== Julie M. Bach

File Edit “iew Constituent Letter Favortes Tool: Help
ESaveandClose‘|u|§' [&- '| H 4 » H | = | }."'|? E| | ?'|§'| =- |

v Attributes | Media | v Actions | Honor/Memorial I Wolunteer | v Prospect | v Membership I w Ewents I
v Biol | v Bin2 | v Oddresses | v Addressees/S alutations | v Relatiohships | v Appeals | Moates

s el = =

Balance Reference

5 oo

ninual Fund

Pay-Cash Camp Kids Schola, .. $9,000,00 Ins of 10/30/2003
06/01/2005 Cash Smith-Brown Sch., .. $10,000,00
04/03/2004 Cash President's Dewvel. .. $7,500.00
0zf10fz004 Cashlem 2004 Membershi... $50.00
08/30/2003 Pay-iZash Camp Kids Schola... 41,000.00 Ins of 07}30/2003
0713002003 Fledge Camp Kids Schola... $10,000.00 $0.00
03042003 Cash Smith-Brown Sch... $500.00
06/27 /2002 Cash International Reli. .. 43,000.00
03f12/2002 CashEvent Annabele Johns... $250.00
11/19/2001 CashMem 2002 Annual Fund $50.00
07/0e/2001 Pay-Cash Camp Kids Schola, .. $350,00 Ins of 07/01/2000
06/25/2001 Cash 2001 Annual Fund $15.00
12/01j2000 Pay-CashiMemn Camp Kids Schola, .. $50.00
06/06,2000 MG Pledge Acquisition Fund $200.00 $200.00 Matching Gift Pledge F...
0606 2000 Fledge Camp Kids Schola... $1,000.00 $0.00
07}16{1992 Cash Acquisition Fund $100.00 EFT 000ZEMO7/ 151999

The Gifts grid displays the Date, Type, Fund, Amount, and Reference for each gift donated by the constituent. If
the gift is a pledge, the program also displays the remaining Balance due. From the action bar, you can add a new
gift, open or delete an existing gift in the grid, or sort the items in the Gifts grid if you have security rights.
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On the Gifts tab, you can click Show on the action bar above the grid to determine what you want to view in the
grid. You can select to view Pledges and Payments, Pledges and Installments, Recurring Gifts, By Gift Type, By
Campaign, By Fund, By Appeal, or By Solicitor. To view all gifts the constituent has given, simply select <All gifts>.

ulie M. Bach

File Edit %iew Constituent Letter Favontes Tools Help

[ save and Close - U|§'|§"|N LI N|—'|2'?U||| ?-¥-5- |
W Attributes I Media I v Actions I Haonor/Mernorial | Wolunteer I v Prospect I v Membership | w Ewents |
v Biol I v Bio2 I v Addieszes I v Addreszees/Salutations I v Relationzhips I v Appeals | Motes v Gifts

Balance Reference
0z, 06 Cash
10/30/2005 Pay-Cash 0 Ins of 1043002003
06012005 Cash Smith-Ero 0
04/03/2004 Cash President' ~ [0
02102004 CashMem 2004 Membershi... $50.00
03/30/2003 Pay-Cash Camp Kids Schala, .. $1,000.00 Ins of 07/30/2003
07/30/2003 Pledage Camp Kids Schola, .. $10,000,00 $0.00
03042003 Cash Smith-Brown Sch.,. $500,00
06/27 12002 Cash Inkternational Reli... $3,000.00
03f12/2002 CashEvent Annabele Johns... $250.00
11f19jz001 Cashlem 2002 Annual Fund $50.00
0706 2001 Pay-iZash Camp Kids Schola... $950,00 Ins of 070112000
06/25/2001 Cash 2001 Annual Fund $15.00
12f01 2000 Pay-CashlMemn Camp Kids Schola. .. $50.00
06/06,2000 MG Pledge Acquisition Fund $200.00 $200.00 Matching Gift Pledge ...
06/06,2000 Pledge Camp Kids Schaola, .. $1,000.00 $0.00
07f15/1999 Cash Acquisition Fund $100,00 EFT 0D0ZBMO7(18/1999
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You can further filter what appears in the Gifts grid by clicking Filters on the action bar and filling in the

Campaign, Fund, Appeal, Date, From, or to fields on the Filters screen that appears.

ulie M. Bach

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ"|N i b N|"|2'|?E| || ?'|§'|'

v Attributes | Media | v Actions | Honor/Memorial I Wolunteer | v Prospect | v Membership I w Ewents I
v Biol | v Bin2 | v Oddresses | v Addressees/S alutations | v Relatiohships | v Appeals | Moates

& fn0pen .

AMmoL

I o I - 1

&nnual Fund {Filters ]
10/30/2005 Pay-Cash Camp Kids Schola... | il
06/01/2005 Cash Smith-Brown Sch... || e | |
04/08/2004 Cash President's Devel,.. : Fund: | =]
0zf10fz004 Cashlem 2004 Membershi... Appeal I j
08/30/2003 Pay-iZash Camp Kids Schola... ‘
07/30/2003 Pledge Camp Kids Schala... §! Date: | =
03/04/2003 Cash Smith-Erown Sch. .. Fram: | = | [
06/27 /2002 Cash International Reli. .. :
03f12/2002 CashEvent Annabele Johns... Cancel |
11/19/2001 CashMem 2002 Annual Fund
07/0e/2001 Pay-Cash Camp Kids Schola, .. $350,00 Ins of 07/01/2000
06/25/2001 Cash 2001 Annual Fund $15.00
12/01j2000 Pay-CashiMemn Camp Kids Schola, .. $50.00
06/06,2000 MG Pledge Acquisition Fund $200.00 $200.00 Matching Gift Pledge F...
0606 2000 Fledge Camp Kids Schola... $1,000.00 $0.00
07}16{1992 Cash Acquisition Fund $100.00 EFT 000ZEMO7/ 151999
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You can select optional columns to display on the Gift tab. For example, you want to view the Pay method field
on the Gift tab of the constituent record. The Raiser’s Edge does not automatically display this information on
the Gift tab, but it is available as an optional column to display. To select the Pay method field, right-click over
any column heading (such as Amount). A sub menu appears.

== Mark D. Adamson

File Edit “iew Constituent Letter Favaortes Tools Help

[ save and Close - U|§'|§"|N LI N|—'|2'?U||| ?-¥-5- |
W Attributes I v Media I v Actions | Honor/kermarial | w Wolunteer I v Prospect | v Membership | « Events |
v Biol I w Bio 2 I v Addiesses I v Addreszess/S alutations I v Relationships I v Bppeals I w Motes
] e % -

Date Type Fund Amount I mele——- I Reference
06/15/2006 Acquisition Fund Pl (| Open _
02/02/2005 Cash 2005 Annual Fund  Delete...
1z2fo1fz004 CashEwvent 2004 Annual Fund ﬂ Find... & Prevention
06/15/2004 CashEvent 2004 Annual Fund
06/06/2004 Cash Inkernational Reli, . 42, L Export Gift Grid..

04/25/2004 CashEvent International Reli, . 45, (28] Export Gift Grid to Excel nation to Yolunteet..,
02f10/z004 CashMem 2004 Membershi,., 2, & Print
11/14j2003 CashMem 2003 Membershi.. . .
06/25/2003 Cash 2003 Annual Fund i= Legend
0z{02/2003 Cash Smith-Brown Sch... thnys .
01f15/2003 Cash Acquisition Fund § Froperties
05/30/2002 CashEwvent 2002 Annual Fund $TO0.OT
01f25/2002 Cash Annabele Johns... $1,000.00
06/27 /2001 Cash 2001 Annual Fund $100.00
07/20/1999 CashMem 1999 Membershi... $250.00
05/01/1999 CashEvent 1992 Annual Fund $125.00

|

Select Columns. The Columns screen displays.

|Jge theze fields o indicate which columng should display in the selected grid.

LColumns: Dizplay theze columns:

it sybt Date :l
Campaign Type

Appeal Fund ll
FPackage 3 | Amouint

Solicitor names Balance

Acknowledge z | Reference

Acknowledge date

Letter code

Fieceipt

Feceipt date

Feceipt amaount

Feceipt rumber

Send reminders ;I

@ Find... |
Fieset to System Default&l QK I Cancel |

Note: Other tabs, such as the Transactions tab and the Installments/Payments tab, also have optional columns
you can select.
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Select “Pay method” from the Columns box. Click the single right arrow to move the field to the Display these

columns box. Click OK. Pay method displays on the Gift tab.
= Mark D_. Adamzon =] 3

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ"|N i b N|"|2'|?E| || ?'|§'|'

w Attributes | v Media | v Actions I Honor/tMemarial I w Yolunteer | v Prospect I v Membership I w Events I
v Bio1 | v Bio2 | v Oddreszes | v Addrezzees/S alutations | v Relationships | v Appeals | w Motes v Giftz

) e = <
Balance Reference Pay method

r Fund
Cash 2005 Annual Fund $25.00 Personal Check
CashEwvenk 2004 Annual Fund $75.00 Fire Prevention Cash
CashEwvenk 2004 Annual Fund $50.00 Personal Check
Cash International Reli. .. $2,000.00 Cash
CashEwent International Reli. .. 45,000.00 Dionation to Yolunteer... Personal Check
Cashldem 2004 Membershi,.. $2,500.00 Personal Check
CashMem 2003 Membershi... $100.00 Personal Check
Cash 2003 Annual Fund $50.00 Cash
Cash Srith-Brown Sch... $50.00 Personal Check
Cash Acquisition Fund $100.00 Personal Check
CashEwvenk 2002 Annual Fund $100,00 Personal Check
Cash Annabelle Johns. .. $1,000.00 Cash
Cash 2001 Annual Fund $100,00 Cash
CashMem 1999 Membershi. .. $250.00 Cash
CashEwent 1999 Annual Fund $125.00 Cash
KN _ 2l

Understanding the Gift Record

Note: The Tribute tab appears only if you use the optional module Honor/Memorial Tracking.
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A gift record helps you easily access a large amount of information by breaking down the gift data into separate

tabs. When you create a new gift record, the record contains the Gift, Miscellaneous, Soft Credit, Matching Gifts,
Tribute, Attributes, and Split Gift tabs.

%7 Mew Gift for Mark D. Adamson M= E3
File Edit “iew Gift Faveortes Tool: Help
[saveandCliose~| [l | - [&- 8] W 4 » W |- | @@ 2 B ‘
v Gi | Miscellanecus | Soft Credit | Matching Gifts | Tribute | Attributes | Spit Gitt |
| Constituent: |1k & darison | o 3
Gift type: [{Rs Heference:l g
it subtype: | =l Acknowledge: |Not Acknowledged |7 | =l
Gilt date: [03/01 /2004 | Leter |[[ =)  Benefis |
Ameurt: [$0.00 = Receipt: |Not Receipted =l =l
Campaian: | |~ || Recsipt amt/ne.: [$0.00 =)
Fund: | ~|aa]
Apped: | |~ ||
Package: [ =
Solicitors_|[ ~|da]
Pay method: [Cash =] rler Amountbils: [s000 g
Ref o fdate: | | = Amourtcoins: [$0.00 @
|Date added:
| |

Note: If you mark checkboxes in the Check these tabs for data box on the Gifts screen of the Records tab in

User Options, a red check mark appears on tabs containing information. For more information about user
options, see “User Options” on page 13.

As you begin to add information to the record, more tabs may appear when necessary. When you create a pledge
gift, the Installments/Payments tab appears so you can define an installment schedule for the pledge. If you make
an adjustment to the gift, the Adjustments tab appears so you can track the adjustments made to the gift. On a

gift record for a matching gift pledge, the Pledge Payments tab appears so you can track payments made toward

the matching gift pledge. For recurring gifts, the Transactions tab appears so you can track all recurring gift
transactions made by the constituent.

One of the most important aspects of The Raiser’s Edge is consistency in your data entry. When you enter gifts
and other information consistently, you can easily retrieve accurate information from the database. We strongly
recommend discussing the different gift types and their use with everyone who adds gifts to the database. If

members of your organization are not consistent with data entry, you will have difficulty producing reliable
reports.

For example, several donors give computers to your organization and David and Kate enter these gifts in

The Raiser’s Edge. Kate classifies the computer gifts as Gifts-in-Kind and David classifies the gifts as Other.
Because the computer gifts are not classified consistently, you will have difficulty obtaining accurate reports for
the computer gifts. For more information about data entry conventions, see the Program Basics Guide.
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Understanding Gift Types

When entering a gift into The Raiser’s Edge, you must enter a gift type based on the nature of the gift. For
example, Cindy Melvin donates $100 to your organization using a personal check. Because a personal check is a
form of Cash, enter Cash in the Gift type field on her gift record.

Gifts can be classified as Cash, Pledge, Gift-in-Kind, Stock/Property, Other, Recurring Gift, and Planned Gift (if you
use the optional module PlannedGiftTracker). Because gifts affect many parts of The Raiser’s Edge, including
reports, acknowledgements, and constituents’ giving histories, it is important to understand the available gift
types so you can classify gifts accurately and consistently. This section explains the uses for each gift type.

Cash. A Cash gift is a gift paid by any form of cash including currency, personal or business check, credit card,
and direct debit. For example, if a constituent donates $50 using her credit card, classify this gift as Cash. You
can record the type of cash received in the Pay method field on the Gift tab of a gift record.

Note: A pledge gift record is sometimes called a master pledge.

Pledge. A Pledge is a promise to make a future donation and can be paid in single or multiple payments, called
installments. For example, a constituent may pledge to give your organization $100. Later in the month, the
constituent sends a check for $100 to pay the pledge. This pledge was paid in one payment, or installment.

Note: When you select Pledge in the Gift Type field on a gift record, the Installments/Payments tab appears
on the gift record.

When you create a gift record for a pledge, you should define a payment schedule on the
Installments/Payments tab of the gift record. When you receive a pledge payment from the constituent, you
must create a separate gift record for the pledge payment and apply the payment toward the pledge to
reduce the balance. Gift records of all gift types, except pledge, can be applied toward a pledge to reduce the

balance. For example, a constituent may pay $100 pledge with a Gift-in-Kind of a computer printer valued at
$100.

Stock/Property. When a constituent donates stock or property, such as land, estate, or stock certificates, you
can classify the gift as Stock/Property. When you receive a stock/property gift, your organization may choose
to keep the gift or sell the stock/property to benefit the goals of your organization. When recording the value
of a stock/property gift, you should enter the gift’s value as of the date it is transferred to your organization.
If you decide to sell the stock/property gift, you can use the Sell Stock/Property option to record the sale
amount. For more information, see “Stock/Property Gifts” on page 76.

Gift-in-Kind. A Gift-in-Kind is a donation of goods or services for which you can easily assign a monetary value.
Some examples of Gifts-in-Kind include furniture, computer equipment, and time donated by an accountant.
When you add a gift record for a Gift-in-Kind, you can record an estimate of the value of the gift.

Other. Other gifts are miscellaneous donations that do not fall under one of the previous gift types. You may
want to classify legacy or insurance gifts as Other gifts.

Recurring Gift. A Recurring Gift is a template used to create cash gift records at regular intervals. For example,
a constituent may agree to donate $20 to your organization from his paycheck until he retires. Recurring gifts
can occur for a specified or unspecified length of time. When scheduling a recurring gift, you do not need to
specify the date the constituent plans to end the gift. After the constituent retires and stops sending gifts,
you can edit the gift record and enter the end date for the recurring gift. For more information about
recurring gifts, see “Recurring Gifts” on page 193.

Planned Giving. If you use the optional module PlannedGiftTracker, you can create gift records for your
organization’s planned giving, including information specific to numerous types of planned gift vehicles. You
can record both the initial gift value and the gift’s remainder value, store basic payout information for
applicable gift vehicles, and keep track of multiple beneficiaries and relationships for a planned gift. In
addition, when a planned gift consists of one or more assets, such as stock or property, you can itemize the
assets. For information, see the Planned Gift Tracking Guide.



24 CHAPTER

Understanding the Tabs on a Gift Record

To ensure the information on a gift record is easy to access, the gift record has been divided into several tabs. To
access the information on a tab, click the tab name at the top of the gift record. This section explains all the tabs
and options on a gift record. For more information about adding information to a gift record, see “Working with
Gift Records” on page 68.

Gift Tab

Note: If you add a gift record from the Gifts tab of a constituent record, the program automatically enters the
name of the constituent in the Constituent field.

The Gift tab contains key gift information, including the name of the constituent who donated the gift, the gift
amount, and the fund to which the gift is designated. When adding a gift, you first need to enter the name of the
constituent who donated the gift in the Constituent field. All other fields on the gift record remain disabled until
you enter the name of the constituent who donated the gift.

¥ Gift for Dustin 5. Andrews M= E3

Fil= Edit “iew Gift Fawortes Tool: Help

B saveandCiose~ | [l [ S~ (B 0] W« » M| =D | 2|2l 2 8- ‘
¥ Gift |¢ Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attributes | Split Gift |
| Constituent: [Dustin Andrews #| o: 180
Gift type: |Cash j Fieference: | g
Gift sublype: [Event =] Acknowledge: [acknowledged 7] [07/04/2005 =]

Gift date: [07/02/2005 =] v Letter ||F=eliefThanch-uv- Benefits |

Amount: |+100.00 i< Receipt: [Receipted =] [o7#0472008 @]
Campaign; |Disaster Fislief Campaign ~[d| Reseipt amt/no: [100.00 |
Fund; [Natural Disaster Relief Fund || |
Appeal: Jannual Exhibi ~[a]
Package: I jﬁl
v Solicitors ||Anne Sinclair ﬂﬁl

Pay method: | Personal Check Check no./date: (2173 06/29/2005 |

[«
E:

Bank: IFirst Federal of linois

|Date added: 11/13/2007

| Press F7 for calzulatar

Gift Types and Subtypes

Note: Gifts can be allocated to specific funds based on the Gift type you select. For more information, see the
Campaigns, Funds, & Appeals Data Entry Guide.
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After entering the name of the constituent donating the gift, you need to enter the type of gift in the Gift type
field. You can select Cash, Pledge, Stock/Property, Gift-in-Kind, Other, Recurring Gift, and Planned Gift (if you use
the optional module PlannedGiftTracker). Each Gift type is explained in detail in “Understanding Gift Types” on
page 24. The gift type you select determines the fields and options available on the gift record. For example,
when you select Stock/Property in the Gift type field, the Issuer field and Details button appear below the
Receipt amt/no. fields so you can enter specific details about the stock or property. Once you enter a gift type
and save the gift record, the Gift type field is disabled.

You can further define a gift by entering a subtype in the Gift subtype field. For example, if your organization
receives frequent donations of computers, you can select Gift-in-Kind in the Gift type field and enter a Gift
subtype of Computers.

Note: Any subtype can be used with any gift type you select. The subtype Computers is also available to select
if you select Stock/Property or any other gift type.

The Gift subtype field can be used to define a GL Distribution. The GL Distribution is the financial account
numbers associated with the Gift type, Gift subtype, and Fund you select on a gift record. For example, you can
specify all gifts with a subtype of Computers to be allocated to your Education fund. Because subtypes can be
included in the GL Distribution, you may choose to record the payment method, such as cash or check, in the Gift
subtype field if your organization arranges its funds by a donor’s method of payment.

Regardless of whether you choose to record the payment method in the Gift subtype field, you must record the
constituent’s method of payment in the Pay method field at the bottom of the Gift tab. The program uses the Pay
method field to process reports, mailings, and electronic fund transfers. For more information about GL
distributions, see the Campaigns, Funds, & Appeals Data Entry Guide.

You can add new gift subtypes if you have appropriate security rights. To add subtypes, enter them directly in the
field or add new entries to the Gift SubType table using the Tables option of Configuration. For more information
about adding table entries in Configuration, see the Configuration chapter of the Configuration & Security Guide.

Gift Dates and Amounts

When adding a gift record to your database, you must enter the gift amount and date you receive the gift on the
gift record. The names for the Gift date and Amount fields change depending your selection in the Gift type field.
The following table explains the gift amount and date fields for each gift type you can select in the Gift type field.

After you save the gift record for the first time, the program tracks the date you added the gift to the database in
the Date Added display on the bottom left corner of the gift record.

Note: It is very important to be consistent with the type of information you enter in The Raiser’s Edge. For
suggestions about data entry conventions, see the Data Entry Protocol chapter of the Program Basics Guide

If you change the gift amount entered on a gift record, the program does not update the soft credit distribution;
the credit assigned to solicitors; the matching gift amount; the pledge installment schedule; the split gift
distribution; or the amount linked to a membership, event, or proposal. If you change the gift amount, you need
to update these entries to reflect the new gift amount.

Gift Type Field Name |Comments

Cash Gift date Enter a date to associate with the gift. To make
the Gift date field meaningful, you need to
decide on a convention, such as entering the
date your organization received the gift.

Amount Enter the total monetary amount for the gift. You
must enter an amount for the gift. However, you
can enter zero for the gift amount, if necessary.
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Gift Type

Field Name

Comments

Pledge

Pledged on

Enter the date the constituent pledged to donate
the gift.

Pledge amt

Enter the total amount the constituent agreed to
give. For example, if a constituent pledges to give
$50 each month for the next year, enter $S600 in
the Pledge amt field. When you define the
installment schedule, the program divides this
amount to create twelve installments of $50. You
can enter SO in the Pledge amt field, if necessary.
For example, if a constituent agrees to make a
pledge but does not know how much he can give
at this time, you can enter $0 in the Pledge amt
field. When the constituent donates a gift, you
can update the Pledge amt field to reflect the
actual amount of the gift.

Stock/Propert
Yy

Gift date

Enter the date you want to associate with the
gift. To make the Gift date field meaningful, you
need to decide on a convention, such as entering
the date your organization received the gift.

Value

Enter the monetary value of the stock or
property on the day you received it. You can
enter SO in the Value field, if necessary. For
example, if you are adding a Stock/Property gift
of 10 acres of land, you may not know the value
of the land until it has been appraised. When you
sell stock or property, you can convert the
corresponding gift record to a cash gift using the
Sell Stock/Property option. For more
information about this option, see “Selling a
Stock/Property Gift” on page 81.

Gift-in-Kind

Gift date

Enter the date you want to associate with the
gift. To make the Gift date field meaningful, you
need to decide on a convention, such as entering
the date your organization received the gift.

Value

Enter the monetary value of the gift on the day
you received it. If you do not know the exact
value of the gift, make an estimate for tracking
purposes. You must enter an amount for the gift.
However, you can enter SO in the Amount field, if
necessary. For example, if you are adding a
Gift-in-Kind of 10 computers, you may not know
the exact value of the computers.

Other

Gift date

Enter a date to associate with the gift. To make
the Gift date field meaningful, you need to
decide on a convention, such as entering the
date your organization received the gift.

Amount

Enter the total monetary amount for the gift. If
you do not know the exact value of the gift, make
an estimate for tracking purposes. You must
enter an amount for the gift. However, you can
enter SO in the Amount field, if necessary. For
example, if you are entering a legacy gift, you
may not know how much the gift is worth at this
point in time.
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Gift Type Field Name |Comments

Recurring Gift |Gift date Enter the date the constituent agreed to donate
the gift. To make the Gift date field meaningful,
you need to decide on a convention, such as
entering the date your organization received the
gift.

Amount Enter the amount the constituent wants to pay
at a recurring interval. For example, if a
constituent wants to donate $20 each month,
enter $20 in the Amount field. For more
information about creating and scheduling
recurring gifts, see “Recurring Gifts” on page 193.

Planned Gift (if |Gift date Once a constituent commits to a planned gift,

you use the enter the date the constituent agreed to the

optional commitment in the Gift date field.

module Amount Enter the amount the constituent donates to

PlannedGift establish the planned gift. You can enter $0 in the

Tracker) Amount field if the planned gift amount is not
known.

Remainder |The amount in the Remainder value field should
value/as of |reflect the expected income amount for your
organization once all the conditions for a planned
gift are met. Use the as of date field to track the
last date the remainder value amount has been
updated.

For more information about the gift type of Planned Gift, see the Planned Gift Tracking Guide.
Campaigns, Funds, Appeals, and Packages

Warning: You can add a new campaign, fund, or appeal from a gift record. However, we recommend adding
the campaign, fund, or appeal from the Records page so you can properly set up the record and define
fundraising goals.

When you begin to raise funds, you specify a purpose for the funds you intend to raise, define a monetary goal to
achieve, and develop a structured plan to realize your goals. Before you begin adding gifts to the database, you
must define this structure and set your goals in The Raiser’s Edge. Then, when you begin to receive gifts, you can
track your progress and evaluate the cost-effectiveness of your efforts. To define the structure of your
fundraising plan, you must set up campaign, fund, appeal, and package records.

Campaign. Overall purpose for raising money.
Fund. Specific financial purpose for a gift.

Note: When you enter campaigns, funds, and appeals on the gift record, you can select in User Options
whether to display the description or ID in the Campaign, Fund, and Appeal fields on a gift record. For more
information about selecting to enter data by ID or description, see the User Options chapter of the Program
Basics Guide.

Appeal. Methods your organization uses to generate gifts.
Package. Different mediums of solicitation within a single appeal.

To learn how to set up campaign, fund, appeal, and package records, see the Campaigns, Funds, & Appeals Data
Entry Guide.
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When you receive gifts donated in response to your fundraising efforts, you can specify on the Gift tab of a gift
record the campaign, fund, appeal, and package to which the gift belongs. In the Campaign and Fund fields,
specify how you plan to use the gift. In the Appeal and Package fields, select the appeal and package used to ask
the constituent to donate the gift. It is important to enter this information for each gift so you can develop
statistics to determine the campaign’s financial progress and the cost-effectiveness of your appeals and
packages.

To select a campaign, fund, appeal, or package on the gift record, click the binoculars to search for the record or
click the down arrow to select from a list.

Note: Your entry in the Fund field can affect the GL Distribution for the gift. For more information about GL
Distributions, see the Campaigns, Funds, & Appeals Data Entry Guide.

You can also select a campaign, fund, appeal, or package by typing the name directly in the field. However, we
recommend searching for the field entry or selecting the field entry from the list so duplicate campaigns, funds,
appeals, or packages are not added.

Entering Multiple Campaigns, Funds, Appeals, or Packages on a Gift Record

On the Gift tab, you can select only one campaign, fund, appeal, and package. However, you can divide a gift
among multiple campaigns, funds, appeals, and packages on the Split Gift tab of a gift record. For example, you
send a newsletter containing information about two of your campaigns to a group of prospective donors. One of
the constituents sends a gift to your organization and requests the gift be divided evenly between your two
campaigns. You can divide the gift between the two campaigns on the Split Gift tab. For more information about
splitting a gift, see the “Split Gift Tab” on page 64.

Assigning Defaults for Campaigns, Funds, Appeals, and Packages

Tip: Defaults are guidelines you can set up to simplify data entry. When the program enters a default in a field,
you can change it by selecting the text and typing over it with the correct entry.
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When you set up a campaign, fund, appeal, or package record, you can set defaults to appear on the gift record.
For example, if the campaign you select has default funds, appeals, or solicitors entered on the campaign record,
the program enters these defaults automatically in the Solicitors, Fund, and Appeal fields when you tab through
the Campaign field. The program adds defaults only to blank fields. For example, if you add Cole Hensley as the

default solicitor for the Annual Campaign, Cole’s name appears in the Solicitors field when you select Annual
Campaign in the Campaign field.

¥ New Gift for Julie M. Bach

File Edt ‘iew Gift Favoites Tools Help
[ saveandCiose~ | b | Sh- (&) W 4 » M| > - | @262 2 B ‘
v Gift | Miscelansous | Soft Credit | v Matching Gifts | Tribute | Attibutes | Spit Gitt |
| Constiuent; - 6 -ch L
Gift type: ICash j Fieference: | g
Gift subtype: | =] Acknowledge: [Not Acknowledged 7] | =]
Git date: [05/10/2004 1] Letter _|[fving Thark You »]®]| | Bensfis__|
Amournt: [$100.00 JE=| Receipt: [Not Receipted =] =)
Campaigr: [Annual Campaign =) Reseipt amt/no.: [$100.00 |
Fund: |2004 Annul Fund |~ [za]
Appeal; [Direct Mailing |~ ||
Package: | ||
+ Salicitars “Eole Herley =8|
Pay method: | Credi Card |=| " EFT? Card o, fewp; [=ssmeses 9933 |2r2012
Card type: [MasterCard =l Auth code: [ases7es |
Cardhalder: |Jule Bach
| Date added:
| |

If you enter Mary Smith in the Solicitors field before you select Annual Campaign in the Campaign field, the
program does not add Cole Hensley’s name in the Solicitors field because you already entered Mary Smith. When
you enter multiple default funds, appeals, or solicitors on a campaign record, the program splits the gift as you
specified on the campaign record. For more information about adding defaults for campaigns, funds, and
appeals, see the Campaigns, Funds, & Appeals Data Entry Guide.

Accessing Campaign, Fund, Appeal, and Package Records from the Gift tab of a Gift Record

Note: To view package information, open the corresponding appeal record and select the Package tab.

After entering a campaign, fund, or appeal on the Gift tab, you can open the corresponding record directly from
the gift record. You may want to open a campaign, fund, or appeal record to verify information entered on the
record or determine the progress of your fundraising efforts.

» Opening a campaign, fund, or appeal record from the Gift tab
You can access a campaign, fund, or appeal record from the Gift tab if you have not split the gift. If you split

the gift, you can access the campaign, fund, or appeal record from the Split Gift tab.

Warning: If the shortcut menu does not appear, make sure you selected a campaign, fund, or appeal in the
appropriate field. If the Go to option on the shortcut menu is not present or is disabled, you may not have
security rights to open the campaign, fund, or appeal record.
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1. From the Gift tab of a gift record, right-click in the Campaign, Fund, or Appeal field. When the shortcut
menu appears, select Go to.

gNew Gift for Mark D. Adamson M= B3
File Edit ‘iew Gift Favorites Tool: Help
[, Save and Close - u|§'|§'|ﬂ LI N|—" ER ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Canstituent: IMark.&damson QI ID: 3
Gift bype: ICash j Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI

Gift date: IDSH 072002 EII

Amount: |$1 00.00 Z;j]l

=TTl sl Campaign

Letter | I 4 - Eenefits |

Receipt: INot Receipted j I EI

|

[

h

nﬂl:eipt amt/no.: |$‘IDU.UU

Fund: n
o I (v Ga To Annual Campaign
Appeal: I ]
Package: I '| Hl
Solicitors | I ~[ ]
'ay method: | Cazh - BRI mount billz: |$0.00 ol
F. hod A bill:
Rief no./date: I I EI Amount coing: |$D_DD 3]]'
|Date added:

Note: Because a package’s information is stored in the Packages tab of an appeal record, you cannot view
package information this way. To select a package, use the drop down arrow or click the binocular button in
the Package field.

2. When the record appears, you can view or edit the information on it.

=10 x|

™ Annual Campaign

File Edit “iew Campaign Favortes Tools Help

[ 5ave and Cloz= - n|ﬁ'|3,'|li 4 » N|—" }."'|||Q' ? - & ‘
v General |v Giving Hierarch}ll v §olicitors| v AQpeaIs' v .&ttlibgtes' Events'
Campaign 1D |ANNUAL
Descriphion; IAnnuaI Campaign [ Campaign is inactive
Start date: |mm1 41330 EII Campaign categany: |Annual =l
End date: |12;31 22010 EII Overall goal: I$2,UUD,DDD.DD @I
Mates: |The Annual Campaign iz the program through which alumni and friends of the organization ;I
contribute to continued excellence and new opportunities each year. Annual gifts can be
unrestricted or dezignated for a specific department or program to enhance our mizsion of tkeaching,
research, and public service.

3. Click Save and Close on the toolbar to save your changes and return to the gift record.
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Crediting Solicitors for a Gift

Note: When you credit multiple solicitors for a gift, the program does not require the total distributed credit
to equal the gift amount. However, a single solicitor cannot be credited for more than the gift amount.

When your organization receives a gift because of work performed by a solicitor, you can credit the solicitor on
the gift record for the full or partial gift amount. For example, during your annual phonathon, Mary Smith, a
solicitor, called John Riley asking for a donation of $1,000. If John decides to donate a gift, you can give credit to
Mary in the Solicitors field on John’s gift record. You should give credit to solicitors on gift records so you can
track the overall performance of your solicitors. For more information about solicitors, see the Solicitors chapter
of the Constituent Data Entry Guide.

» Crediting single and multiple solicitors for a specific amount or percentage of a gift

You can use this procedure to credit multiple solicitors for a single gift or adjust the amount of credit due to a
single solicitor.

Scenario: On 03/04/2003, you received a $500 gift from Julie Bach for your Smith-Brown Scholarship
Fund. You already added this gift record to the database. Now, open Julie’s gift record and credit Ellen
Crenshaw and Earl Hunter as solicitors for this gift. Ellen and Earl should split the credit for this gift.

Warning: When you change the gift amount entered on a gift record, the gift amount you credit a solicitor is
not updated. If you change the gift amount, you need to verify the credit you assign the solicitors is correct for
the current gift amount.

1. From the Gifts tab of Julie Bach’s constituent record, select her $500 gift with a gift date of 03,/04/2003.
For more information about opening a constituent record, see the Introduction to Constituent Records
chapter of the Constituent Data Entry Guide.

=i Julie M. Bach

File Edit “iew Constituent Letter Favortes Tools Help
ESaveandClose'|n|§'&'@'|N 4 » H|—’|2'|?E|| ?'|&'|' |

W Altributes | Media I v Actions I Honor/kemaorial I Wolunteer I v Prospect I v Membership I v Events I
v Biol I v Bio2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes v Gifts

[ e Gt &) bat %

Date I Type I Fund Amount I Balance I Reference
02{04/2006 Cash 2002 Annual Fund 4$5,000,00
10/30/2005 Pay-Cash Camp Kids Schola... $9,000,00 Ins of 10/30/2003
06/01/2005 Cash Srith-Brown Sch. . $10,000,00
04/0872004 Cash President's Devel. .. $7,500,00
0zj10f2004 CashiMem 2004 Membershi... 450,00
0a/30/2003 Pay-Cash Camp Kids Schola... $1,000,00 Ins of 07/30/2003

07}30f2003 Fledge Camp Kids Schola... $10,000,00 $0.00
03 . 450000
06/27i2002 Cash International Reli. .. $3,000,00

03f1zf2002 CashEvent Annabelle Johns... $250,00

1171972001 CashiMem 2002 Annual Fund 450,00

07/06/2001 Pay-Cash Camp Kids Schola... $950,00 Ins of 07/01/2000
06/25/2001 Cash 2001 Annual Fund $15.00

12/01/2000 Pay-CashMem Camp Kids Schola... 450,00

06/06/2000 M Pledge Acquisition Fund $200,00 $200,00 Matching Gift Pledge F...
06/06/2000 Fledge Camp Kids Schola... $1,000,00 $0.00

07/18/1999 Cash Acquisition Fund $100,00 EFT 000ZBMO7) 151999

2. On the action bar, click Open.
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3. On Julie Bach’s gift record, select the Gift tab.

5% Gift for Julie M. Bach [_ [ x]
Fie Edt View Git Favoites Took Help
PisaveandCiose- |l | &~ [&- T 0« » | > B[ @@ 2|82 |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Constiuent: [Juiz 6=ch H| D6
Gift type: IEash ﬂ Reference: | g
Gift subtype: | =] Acknowledge: [Not Acknowledged | 7] | =
Git date: [[13/0472003 3| v Letier |[General Thark Y w[mn1] | Benefis |
Amourt: lm Feceipt: IND[ Receipted =l | =]
Campaign: [3cholarship Campaign ~|aa| Fieceipt amt/no.: [$500.00 Iz ||
Fund: |SmithBronn Soholarship Fund |~ [ |
Appeal: | =l
Package: | =
Soliciars | | sl
Pay method: [Personal Check =] I Efre Check no./date: [3566 03/02/2003 3|
Barkc | — =
|Date added:
| Press F7 for table lookup |

Warning: You can also search for a solicitor by clicking the drop-down arrow, by clicking the binoculars that
appear in the Solicitors field, or by pressing F7 on your keyboard. The solicitor names listed in the drop-down
list are the donor’s assigned solicitors from her Relationships tab.

4. Click the Solicitors button. The Solicitors Credited for this Gift screen appears.

Flease enter the solicitors who should receive credit far thiz gift.

Gift armount; $800.00 Enter by ¢ Amount © Percent

Solicikar I Amount |

ok | Cancel | Di$tribute...|

5. In the Enter by field, select whether you want to credit solicitors based on the amount or percent of the
gift. For this example, select Percent. In the grid, the Amount column changes to the Percent column.
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6. To enter the name of the first solicitor, click the first cell in the Solicitor column. When you place the
cursor in this field, the binoculars appear. Click the binoculars to search the database for Ellen Crenshaw.
When you locate Ellen Crenshaw in the database, her name appears in the first row of the Solicitor
column on the Solicitors Credited for this Gift screen.

Solicitors Credited for this Gift

Pleaze enter the solicitorz who should receive credit for this gift,

Gift amount: $500.00 Enter by € Amount €= Percent

Siolicitor I Percent

Ellen Crenshaw 100,000

ak Cancel Distribute. ..
| | - |

Note: If you want to credit solicitors for the full amount of the gift, leave the default of “100” in the Percent
column.

7. In the Percent column, enter “50”.

Solicitors Credited for this Gift

Fleaze enter the zolicitors wha should receive credit for thiz qift.

Gift arount: $500.00 Enterby: ¢ Amount % Percent

Silicitor | Percent
Ellen Crenshaw 50,000

QK | Cancel | Distribute. .. |

Tip: Itis not necessary to type a % symbol in the Percent column. The program automatically formats the
percentage when you leave this column.

8. With the cursor in the Percent column on the first row, press the Tas key on your keyboard to create a
second row in the grid.

9. Inthe second row of the Solicitor column, click the binoculars to search for “Earl Hunter”. For more
information about the Open screen, see the Program Basics Guide.

Tip: If you use the Distribute button, it is not necessary to enter any numbers in the Amount or Percent

column. Simply tab through the Amount or Percent column and enter the name of the next solicitor in the
Solicitor column.
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10. Click Distribute and select Distribute Evenly from the submenu. When you select Distribute Evenly, each
solicitor receives the same amount of credit for the gift. Because you entered two solicitors, each solicitor
receives credit for 50% of the gift. If necessary, you can credit each solicitor listed on the Solicitors
Credited for this Gift screen for the full amount of the gift by selecting 100% to All.

Solicitors Credited for this Gift

Pleaze enter the solicitors who should receive credit for this gift,

Gift arount: $500.00 Enter by: ¢ Amount £+ Percent

Siolicitar I Percent I
|| Ellen Crenshaw 50,000
| |Hunter, Earl

ok Cancel

ibute Evenly
Full Asmaunt to Al

Note: Click Solicitors if you want to edit any solicitor information.

11. Click OK to return to the Gift tab on the gift record. The names of the solicitors appear in the Solicitors
field separated by semicolons.

% Gift for Julie M. Bach [_[E]x]
File Edit Yiew Gift Favorites Tools Help
ESaveandClose'| u|§' [&- | H 4 + H | -+ '|%'|§'|| ?'l&' |
v Gt | Miscellaneous | Soft Credit | Matching Gitts | Tribute | Atiibutes | Split Git |
‘ Constituent: [Jic Each | e
Gift type: IEaSh d Reference: I ‘g
Gt subtype: | =l Acknowledge: [Not Acknowledged | 7] | o
Git date: [[13/04/2003 3| v Letter |[Gereral Thark Y w81 | Benefts |
Amount; lm Receipt: INot Fieceipted =l I o
Campaign: |3 cholarship Campaign =[sa| Rieceipt amt/no.: [$500.00 JET ||
Fund: [Smith-Erown Scholarship Fund = [ |
Appeal: | ﬂﬁl
Package: I ﬂﬁl
v Soicitors | [Elen Crenshaw: EarlHunter >[4
Pay method: |Fersonal Check 5 =R Check no./dale: [3565 03/02/2003 E|
Bank: I j_uj
| Date added:
| Press F7 to zoom

12. On the toolbar, click Save and Close.



GIFT RECORD BAsics 35

13. If one or more solicitors you enter in the Solicitors field are not entered on the Relationships tab of the
donor’s constituent record, the program displays a message.

The Raiser's Edge E2

Orne or more of the solicitors you have entered on this gift do not exist on the constituent's
record az assigned solicitors. Would you like to add those solicitors to the constituent's
record az azsigned zolicibars now?

14. Click Yes to add the solicitor to the Relationships tab of the donor’s constituent record. The New Solicitor
Assignment screen appears so you can enter details about the assignment. If you click No, the program
credits the solicitors listed on the gift record but does not add the solicitors to the Relationship tab of the
donor’s constituent record.

Mew Solicitor Azzignment for Mr. Mark Daniel Adamszon, Il

| Salicitor; IHunteL Earl L] 1D: 8824

Solicitar type: I j Mates:

Date from: I ml
D ate ta: I ml
Amaunt: |$2ED,DU ﬁl

Campaign: I 'I NI
Fund: I 'I NI
0K | Cancel |

15. Add the necessary information about the solicitor on the New Solicitor Assignment screen. For more
information about the New Solicitor Assignment screen, see the Solicitors chapter of the Constituent Data

Entry Guide.
Mew Solicitor Azzignment for Ms_ Julie Marie Bach
| Solicitor: [Hunter. Eail o] 1D: 10
Solicitor type: ISlaff j Motes:

Date from: |U3HD4H2DUU m[
Diate to: I ﬁl
Amount; |$2EU.UU El

Campaigr: ISchDIalship Campaign v| nl
Fund: ISmith-Emwn Scholarship Fu v| nl

0K | Cancel |

16. Click OK. The solicitor is added to the Relationships tab of the donor’s constituent record and the gift is
saved.

Opening a Solicitor’s Constituent Record from a Gift Record

When you credit a solicitor on a gift record, you may need to open the solicitor’s constituent record to verify or
update information. For example, you may want to add a note about the solicitor’s performance on the Notes tab
of the solicitor’s constituent record.
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» Opening a solicitor’s constituent record from the Gift tab of a gift record

Before you can access a solicitor’s constituent record, you must enter the names of one or more solicitors in
the Solicitors field. You can open the constituent records only for solicitors associated with the gift.

Warning: If the shortcut menu does not appear, make sure you entered a solicitor’s name in the Solicitors
field. If the Go to option on the shortcut menu is not present or is disabled, you may not have security rights to

open the solicitor’s constituent record.

1. From the Gift tab of a gift record, right-click in the Solicitors field. For more information about opening a
gift record, see “Accessing a Gift Record” on page 7. When the shortcut menu appears, select Go to and

the solicitor’s name.

!a Gift For Orla A. McGrann [_ ]
File Edit “iew Gift Faworites Tools Help
ESaveandClose'| u|§' [&- | H 4 + H | -+ '|%'|§'|| ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Conztituent: IDrIa MeGrann ﬂ 1D 20
Gift type: IEaSh ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Gift date: Im v Letter | Eenefits |
Amount; lm FReceipt: INot Receipted =l I =
Campaigr: IAnnuaI Campaign jﬁl Receipt amt/na.: |$2,DDD.DD ﬂl I
Fund: IF'resident's Development Fund jﬁl
Appeal; IYear End &ppeal jﬁl
Package: I jﬁl
v Solicitors | _yhithia b = z _H - |
Pay method: [Pereonal Check Yiew Solictlor Credit |- . — 1117200 &
Cole Hensley
Bt T ST CynthiaMillr
|Date added:

| Press F7 for table lookup
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2. When the record appears, you can view or edit information, as necessary.

# Cole Hensley

File Edit “iew Constituent Letter Favortes Toole Help
ESaveandClose'|n|§' [&- @'| H 4 » M | — | 2'|? E||| ?'|&'| =- |

Attributes I Media I v Actions I Honar/temarial I Wolunteer I v Prozpect I Membership I Ewvents I
1 v Bin2 I v Addresses I Addreszees/S alutations | v Relationships I v Appeals I HMotes I v Gifts

— Bingraphical — Preferred Address - Home
Last name: IHensIey Aliazes Cauntry: IUnited States j More.. |
First name: ICoIe Address lines: | 2600 Deenwond Trail ;I
Middle name: I LI
Titles: IM[_ j I j Eity:l[:harlotte
Suffives: I j I j State: INC Vl Morth Carolina
Nicknarme: | 2IF: [28225 o
Maiden name: I Phaones/EmailiLinks |
o |29 Type I Murnber/Email Address I
: Horme 704-364-5828
Gender: [Male =] 85M: [285-66-60R0
Birth date: ID‘I /0541964 Ell Age: 40
™ Deceased? Date:l EI
: -  Thig constituent
Marital status: [Single - .
I J [ Iz inactive ¥ s asolicitor v Details |
ﬂ“ ™ Gives anonymously I Has no valid addresses
Solicit code: I I~ Requests no e-mail

Member [11/07/2003 - |; Major Donor Prospect (071241338 - 04,/15/2000]

Education | v Business | Bark |

3. Click Save and Close to return the Gift tab of the gift record.

Reference

In the Reference field on a gift record, you can enter up to 255 characters of free-form text information about a
gift. For example, you can add “Gift donated to support volunteer dinner.” You can also enter information about
stock gifts, such as “40 shares of XYZ Company”. If a reference note is too long to view in the Reference field, you
can click the magnifying glass to expand the text box and view the entire message.

When you create certain types of gift records, the program automatically inserts information when the Reference
field is blank. For example, when you apply a cash gift record to a pledge, “Ins of 02/05/2000” appears in the
Reference field on the cash gift record. This message indicates the gift record is applied to the pledge installment
due on 02/05/2000. The following table lists the text automatically inserted in the Reference field for certain gift
types.

Gift record type Text Example

Pledge Payment Ins of {installment due date} |Insof 11/11/2001
Stock/Property Sold for {Sale amount} Sold for $1,000
(Sold)

Matching Gift {Name of constituent who Frank Rubenstien
Pledges and generated the matching gift

Payments pledge}

Acknowledgement Letters

When a constituent donates a gift, you can use the Acknowledge field to track whether you sent a letter thanking
a constituent for his gift. In this field, you can select Acknowledged, Not Acknowledged, or Do Not Acknowledge.
In the field to the right of the Acknowledge field, enter a reference date, such as the date you mailed the letter.
For example, if you handwrite a thank-you letter to a constituent, you can select Acknowledged in the
Acknowledge field and enter the date you mailed the letter in the date field.
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If you use Microsoft Word 2000 or Word XP, you can create a single acknowledgement letter from a gift record
using the Word icon in the Letter field. To create a customized acknowledgement letter from a gift record, you
can select the merge fields you want to export out of The Raiser’s Edge to use within your letter and create the
merge document from the Letters link of Configuration. Then, you can select the letter from the Letter field and
click the Microsoft Word icon on a gift record to automate the merge process. For more information about
sending an acknowledgement letter from a gift record, see “Creating an Acknowledgement Letter from a Gift
Record” on page 101.

Note: If you enter a date in the acknowledgement date field before you use Mail to print an acknowledgement
letter, the program still updates the acknowledgement date field with the date you print the letters in Mail.

If you use the Donor Acknowledgement Letters mail task in Mail to print your acknowledgement letters, select
Not Acknowledged in the Acknowledge field, and do not enter a reference date. After you create an
acknowledgement letter for this gift in Mail, the program automatically updates the Acknowledge field to
Acknowledged and enters the date you printed the letters. When you select Acknowledged or Do Not
Acknowledge, Mail does not create an acknowledgement letter for this gift. For more information about creating
acknowledgement letters in Mail, see the Mail Guide.

To view a history of acknowledgement letters related to the current constituent record, click the Letter button.
The Letters Sent screen appears.

Letters Sent to Mark D. Adamson |

Gift bype

Cash 0 I : 50
Merbership Letter 11/16/2001 Cash 11/16/2001 Mark Adarmson
Tribute Thanks 031542001 Cash 031132001 Mark Adamson
General Thank You Cash 0zj0z/z003 Mark Adarmson
Annual Giving Thank. .. Cash 05)30/z002 Mark Adamson _ILI
4 »

Cloze

The Letter code column displays all letters sent to the constituent. The Sent on column displays the date you sent
each letter. The dates entered in the Sent on column are the dates from the acknowledge date field on gift
records for the constituent for whom you are adding a gift. In addition, the Gift type, Gift date, and Constituent
name displays on the Letters Sent screen.

You can display the list of letters in ascending or descending order according to Sent on. To toggle between
ascending and descending order, click the arrow in the Sent on column title.
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In the field next to the Letter button on the Gift tab, you can select the name of the letter you want to send to
thank the constituent.

% Gift for Julie M. Bach

Fle Edt Yiew Git Favoites Tools Help
[ SaveandCiose~ | [l | S5~ (8- ) W « » M |- 3| 2|0 ‘
v Gift | Miscelansous | Soft Credit | Matching Gifts | Trbute | Atibutes | Selt Gitt |
| Constiuent; - 6 -ch W s
Gift type: ICash j Fieference: | g
Gift subtype: | =] Acknowledge: [Not Acknowledged 7] | =]
Gift date: [03/04/2003 3| v Leiter |[General Thark ¥ =[] Benefits |
Amournt: [$500.00 JE=| Receipt: [Not Receipted =] =)
Campaigr: |50h0|ar8hi|3 Campaign jﬁl Feceipt amt/no.: |$5uu,uu ﬂ |
Fund: |3mith-Erown Schelarship Fund = [ @8
Appea: | |~ ||
Package: | 2 |
Solicitors | sl
Pay methad: | Personal Check =l R Check ro./date: [3566 03/02/2003 3|
Bank | =4
| Date added:
| Press F7 for table lookup |

For example, you have a mail merge letter called Tribute Thanks that you send to all constituents who donate a
gift to a tribute. In Configuration, you can define the acknowledgement letters available to select. For more
information about setting up acknowledgement letters, see the Configuration chapter of the Configuration &
Security Guide.
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Benefits

Membership benefits are gifts your organization gives to constituents depending on the level of membership
they agree to join or the dues they decide to pay. For example, when a constituent donates a gift, you may send
them a free shirt or newsletter, as thanks for the donation. Membership benefits are associated with dues, in
terms of the benefit package a member receives. Though the dues are not considered payment for the benefits a
member receives, the benefits value could account for a difference between an initial gift amount and how much
of that gift actually counts, say, for tax purposes. To add the benefits due to a constituent, click the Benefits
button on the Gift tab of a gift record. When you click Benefits, the Benefits screen appears.

Benehts E

Enter goods, services, or benefitz received by the constituent,

Benefit I Count I Uit Cast I Total Benefitfalue I SentjFulfilled I Commenks I
|| |T-shirt 1 $11.00 $11.00  05/08/2000
Membership Fin z $5.00 $10,00  05/08/2000

Load Fram... | Total: $21.00

MHotes:

Flease accept a T-Shirt and two Membership Fine as a token of our appreciation for your generous gift. ;I

| -]

i Include notes on receipt

s | Cancel |

Calculating the benefits package monetary amount is important. Receipts for all gifts associated with
membership benefits should take into account the monetary value of the benefits. In the Benefits grid, you can
itemize the benefits a constituent receives and calculate the total cost of the benefits to your organization. For
example, when you give a T-Shirt and two Membership Pins to a donor, the cost to your organization may be $21.

Adding Benefits to a Gift Record

When you give benefits to a constituent in response to a donation the constituent makes, you need to record the
benefits on the donor’s gift record.
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» Adding benefits to a gift

Scenario: On 05/11/2004, Phillip Keller donated $1,500 to your 2004 Acquisition Fund. You already
added a gift record to the database for Phillip’s gift. On 05/15/2004, you sent Phillip a T-Shirt and 2 free
tickets to your museum. Now, open Phillip’s gift record and record the benefits on the Gift tab.

1. From the Gifts tab of Phillip Keller’s constituent record, select his $1,500 gift with a gift date of
05/11/2004. For more information about opening a constituent record, see the Introduction to
Constituent Records chapter of the Constituent Data Entry Guide.

= Phillip B. Keller
File Edit “iew Constituent Letter Favortes Toole Help

ESaveandClose'|u|§'&'@'|N 4 b H|—’|2'|?E||| "'|§'|

v Attibutes I Media I v Actions I Honar/kemarial I Yolunteer I v Prozpect I Membership I Events I
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I Motes p

i = b -
Type Fund Amount Balance Reference
Acquisition Fund $150.00
0571 1,1’2004 Cash Acquisition Fund $150.00
05/11/2003 Cash Acquisition Fund $1,500.00
10/11/2002 Cash Botanical Garden. .. $5,000,00

|
2. On the action bar, click Open. The gift record appears.
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3. Select the Gift tab.

:_aﬁiﬂ for Phillip B. Keller

File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 1 b N|"'|%'|§'|| ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
‘ Conztituent: IPhiIIip Keller QI ID: 43
Gift type: IEaSh ﬂ Reference: I ‘g
Gift subtype: | =l Acknowledge: [Acknowledged 7] [05/11/2004 =]
Gift date: |us;1132004 =| v Letter || w[im]]| Berefis |
Amount: [150.00 | Riecsipt: [Receipted | /|os11/2004 =1
Campaigr: IEndowment Campaign 'l Hl Receipt amt/no.: |$150.DD ﬂl I
Fund: IAcquisition Fund v| Hl
Appeal: IUnsoIicited v| Hl
Package: I 'l Hl
v Solicitors “Ellen Crenshaw jﬁl
Pay method: |Cash j [~ EFT? Amount bills: |$15u,uu 3“_1]'
Ref ho./date: I I = Ammourt coins: |$D_DD ;jjjl
|Date added:
| Press F7 for table lookup |

Note: You can add entries to the Benefits table from Configuration. On the Configuration page, click Tables
and select Benefits from the list on the left side of the screen. After you select Benefits, click New Table Entry
on the action bar to add additional benefits to the list. You can also enter a default unit cost for each benefit
through the Tables option in Configuration.

4. Click Benefits. The Benefits screen appears.

Benefits
Ember goods, services, or benefits received by the constituent.

Benefit Cc-untl Unit Cost I Tokal Benefityvalue |Sent||'FquiIIed| Conments I
/] =

Load From... | Total: $0.00

Mates:

[ Include notes on receipt

ar. | Cancel |

5. Inthe first row of the Benefit column, click the arrow and select “T-Shirt” from the list.
6. In the first row of the Count column, enter “1” to indicate you are sending one T-Shirt to the constituent.

Note: The program calculates the Total Benefit Value of each row by multiplying the Count by the Unit Cost.
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7.

In the first row of the Unit Cost column, the program defaults the amount $11 because this is the Unit
Cost entered in Configuration for a T-Shirt. It is not necessary to change the Unit Cost for the T-Shirt.
When you tab through the Unit Cost column, the program automatically calculates the Total Benefit
Value of the T-Shirt.

In the Sent/Fulfilled column, enter the date 05/15/2004 because this is the date you sent the T-Shirt to
Phillip.

In the Comments column, enter any notes about the T-Shirt. For example, you can record the color and
size sent.

Benefits [ x|
Enter goods, services, or benefits received by the constituent.

Berefit I Countl Unit Cost I Tokal Benefitalue | SentiFulfiled I Cammerks I
| |7-shirt 1 $11.00 $11,00  05/15/2004 Red, Large

Load From... | Total: $11.00

MHotes:

[~ Include notes on recsipt

akK | Caticel |

Note: You can also add a new row to the grid by clicking the gray square at the beginning of the first row in the
grid. This selects the first row of the grid. With the row selected, right click the mouse anywhere in the grid.
When the shortcut appears, select Insert row.

10.

11.
12.

13.

14.

With your cursor in the first row of the Comments column, press TAB on your keyboard to create a new
row in the grid.

In the second row of the Benefit column, select “Free Ticket”.

In the second row of the Count column, enter “2” to indicate you are sending two tickets to the
constituent.

In the second row of the Unit Cost column, the program defaults the amount $15 because this is the Unit
Cost entered in Configuration for one Free Ticket. It is not necessary to change this Unit Cost. When you
TaB through the Unit Cost column, the program automatically calculates the Total Benefit Value of the
two Free Tickets.

In the Sent/Fulfilled column, enter the date 05/15/2004 because this is the date you sent the free tickets
to Phillip.
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15. In the Comments column, enter any notes about the tickets. For example, you can indicate the type of
tickets sent.

Benefits E3
Enter goods, services, or benefits received by the constituent.
Benefit I Count I Unit Cost I Tokal BenefitValue | SentfFulfiled I Cormments I
T-Shirt 1 $11.00 $11,00  05/15/2004 Red, Large
| |Free Ticket 2 415,00 $30,00  05/15/2004 General Admis., .}

Load From... | Total: $41.00

MHotes:

[ Include notes on receipt

ar. | Cancel |

Note: The Total display shows the total value for all the benefits you entered on the Benefits screen.

16. In the Notes box, enter “We hope you enjoy the T-Shirt and free tickets!”

17. To print these notes on Standard Receipts in Mail, you must mark the Include notes on receipt checkbox.
For more information about printing receipts in Mail, see the Receipts chapter of the Mail Guide.

Benefits
Ember goods, services, or benefits received by the constituent.
Benefit I Cc-untl Unit Cost I Tokal Benefityvalue | Sent/Fulfiled I Conments I
T-Shirt 1 $11.00 $11.00  05/15/2004 Red, Large
|__|Free Ticket z $15.00 $30,00  05/15/2004 General Admis., .}

Load From... | Total: $41.00

Mates:

“we hope you enjoy the T-Shirt and free tickets! ;I

[V Include notes on receipt

ar. | Cancel |

Warning: The total benefit value cannot be greater than the gift amount.

18. After you add all the benefits the constituent should receive, click OK. If the total benefit value is greater

than the gift amount, the program displays the message “The total value of the benefits cannot exceed
the gift amount.”
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19. Receipts for all gifts associated with membership benefits should take into account the monetary value of

the benefits. Therefore, when you add any information on the Benefits screen that changes the benefit
Total, the program displays a message.

The Raiser's Edge E3

The tatal benefit walue haz changed. Do you wish to update the receipt amaount to reflect
these changes?

The new receipt amount would be $1.453.007

HNo | I:ancell

Note: The new receipt amount on the gift record is $1,459 because the total benefit value of $41 is subtracted
from the original receipt amount of $1,500.

20. Click Yes to update the receipt amount to reflect the new benefit cost. Click No to retain the original
receipt amount. You can click Cancel to return to the Benefits screen to make any necessary changes.

21. Click Save and Close on the toolbar of the gift record.

Adding Default Benefits to a Gift Record

To copy predefined benefits from an appeal, membership, or event, you can click the Load from button on the
Benefits screen. When you click Load from, a submenu appears listing the events, memberships, and appeals
associated with this gift. The submenu contains only memberships, events, and appeals having default benefits.

For information about adding default benefits to an appeal or package, see the Campaigns, Funds, & Appeals
Data Entry Guide.

Benefits

E
. Enter goods, services, or benefitz received by the congtituent.
Benefit ICUuntI Unit Cost I Tokal Benefitvalue ISent,l'FuIFiIIedI Comments I
N $0.00 $0.00
Total: $0.00

08/15/1999 - Contributar

Millenniurn Direct M ailing d
Annal Mewsletter

[ Inchude notes on receipt

[].4 Cancel
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» Adding default benefits to the current gift from a linked appeal, package, membership, or event
You can copy benefits from appeals, packages, memberships, or events linked to this gift.

1. From a gift record, select the Gift tab. For more information about opening a gift record, see “Accessing a
Gift Record” on page 7.

7 Gift for Mark D. Adamson M=
File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 1 b N|"'|%'|§'|| ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
‘ Constituent: IMarkAdamson QI D 3
Gift type: IEaSh ﬂ Reference: I ‘g
Gift sublype: | j Acknowledge: | Acknowledged j | EI
Gift date: IDB£25£2DDS Ell v Letter ”Annualﬁiving Th v- Benefits |
Amount: |$50.DD g‘ﬁjl Receipt: IND[ Receipted j I El
Campaigr: IAnnuaI Campaign 'l Hl Receipt amt/no.: |$ED_DD ﬂl I
Fund: |2DDS Anrual Fund jﬁl
Appeal; I 'l Hl
Package: I 'l Hl
v Solicitors “Audre_l,l Lorenz; Ellen Crenshaw vI HI
Pay methad: ICash j = EF7 Amnount bills: |$50,UU 3}]'
Fief no. /date: I I =] Arnourt coins: |$D_DD ;;jjl
|Date added:
| Press F7 for table lookup
2. Click Benefits. The Benefits screen appears.
Benefits E
Enter goods, services, or benefits received by the constituent.
Benefit Count I Unit Cost I Tokal BenefitValue | SentfFulfiled I Cormments I

|7 hd

Load From... | Total: $0.00

MHotes:

[ Include notes on receipt

ar. | Cancel |

Note: If you did not link the gift to any appeals, packages, memberships, or events having default benefits, the
program displays the message “This gift is not linked to any type of record with benefits.” For more
information about linking gifts and benefits, see the Membership Data Entry Guide for memberships or the
Event Management Data Entry Guide for events.
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3. Click Load From. A submenu appears listing all the record types having default benefits linked to this gift
record. In this case, two appeal records and a membership record with default benefits are linked to this
gift record. Other record types containing default benefits are events and packages.

Benefits [ x|
. Enter goods, services, or benefits received by the constituent.
Benefit I Countl Unit Cost I Total Benefitvalue I SentFulfilled I Comments I
| $0.00 $0.00
Total: 30.00

02/15,/1939 - Contributar

Motes:

Millerniurn Direct Mailing ;I
Annual Mewsletter

™ Include notes on receipt

Ok | Cancel |

4. From the submenu, select the record from which you want to copy the benefits. The default benefits
appear in the Benefits grid. You can edit these benefits as necessary.

Benefits E3
Enter goods, services, or benefits received by the constituent.
Benefit I Count I Unit Cost I Tokal BenefitValue | SentfFulfiled I Cormments I
| |Free Admission 1 $15.00 $15.00  01/01/2003
| |Free screen savers 1 $5.00 $5.00 010142003

Load From... | Total: $20.00

MHotes:

[ Include notes on receipt

ar. | Cancel |

5. Click OK to save the benefits and return to the Gift tab of the gift record. A message appears asking if you
want to update the receipt amount because the total benefit value has changed.

The Raizer's Edge E2

The total benefit walue has changed. Do wou wizh to update the receipt amount to reflect
these changes?

The new receipt amount would be $260.007

MHno | Eancell

6. To update the receipt amount on the Gift tab, click Yes. You return to the Gift tab of the gift record.

7. Click Save and Close on the toolbar.
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Receipts

When a constituent donates a gift, you can use the Receipt field on a gift record to track whether you sent a
receipt for a gift. In the Receipt field, you can select Receipted, Not Receipted, or Do Not Receipt. In the field to
the right of the Receipt field, enter a reference date, such as the date you print the receipt. For example, if you
handwrite a receipt for a gift, you can select Receipted in the Receipt field and enter the date you sent the receipt
to the donor in the date field.

Note: If you enter a date in the receipt date field before you use Mail to print a receipt for a gift, the program
still updates the receipt date field with the date you print the receipt in Mail.

If you use the Receipts mail task to print the receipts, select Not Receipted in the Receipt field and do not enter a
reference date. After you create a receipt for the gift in Mail, the program can automatically update the Receipt
field to Receipted and enter the date you print the receipt. When you select Receipted or Do Not Receipt in the
Receipt field, Mail does not create a receipt for this gift. For more information about creating receipts in Mail, see
the Mail Guide.

In the Receipt amt field, enter the monetary amount you want to print on the receipt.We recommend you enter
the tax deductible portion of the gift. For example, if a constituent donates a gift and receives a coffee mug for
the donation, the tax deductible portion of the gift is the gift amount minus the cost of the coffee mug.

Note: If you want the Receipt amt field to automatically include the amount that is in the gift Amount field,
you must set this as a rule in Business Rules in Configuration. From the Gift options in Business Rules, mark the
When changing ‘gift amount’ automatically update Receipt amount checkbox. For more information on
Business Rules, see the Configuration chapter of the Configuration & Security Guide.

In the Receipt no. field, enter a number for the receipt. If you print receipts using Mail, the program
automatically adds the receipt number in this field when you print a receipt for this gift, even if you already
entered a number in the Receipt no. field. For more information about receipt numbers, see the Mail Guide.

In Configuration, several business rules govern certain aspects of the Receipt field. When you change the gift
amount, the program can automatically update the receipt amount. Also, when you save a gift, the program can
ensure the receipt amount does not exceed the gift amount. To verify your settings in Configuration, click the
Business Rules link on the Configuration page. When the Business Rules screen appears, select Activity options
from the Gift options folder in the tree view. For more information about business rules, see the Configuration
chapter of the Configuration & Security Guide.

Additional Options for Stock/Property Gifts

When you add a Stock/Property gift, the Issuer field appears below the Receipt amt/no. fields. In this field, you
can enter a name to associate with the stock or property. The issuer is the company who issued the stock. For
example, if a constituent gives your organization five shares of stock, enter the stock name in the Issuer field. You
can click the Details button to add additional information about the transaction. When you click Details, the
Stock Details screen appears.

Stock Details |

lzzuer Lucent Techhologies

Syrnbal: ILLI
Mumber of units: I‘I 1]

Median price per unit: |$?EI.EIEI EI

Ensnrrans]

]9 | Cancel |
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On the Stock Details screen, enter the symbol for the stock, the number of units of stock you received, and the
average price per unit. If you are adding a property gift, you can add information about the value of land.

Additional Options for Pledges and Recurring Gifts

When you add a Pledge gift, the Send reminders checkbox and History button appear below the Receipt amt/no.
fields. If you want to send pledge reminders to the donor of a pledge gift, you must mark the Send reminders
checkbox. The History button appears so you can view a list of the pledge reminders sent for this gift.

Note: The Status field is available if you use the optional module Electronic Funds Transfer. For more
information about Electronic Funds Transfer, see the Electronic Funds Transfer (EFT) Guide.

When you add a pledge or recurring gift, the Status field appears below the Receipt amt/no. fields and the
Schedule button appears to the right of the Amount field. Your entry in the Status field determines whether gift
records for pledge installments or recurring gift transactions can be applied to the gift record for the pledge or
recurring gift. In the Status field, you can select Active, Held, Terminated, or Completed. When you add a gift
record for a pledge or recurring gift, you need to click the Schedule button to define the payment schedule for
the gift. For more information about gift records for pledge gifts, see “Pledges” on page 137. For more
information about recurring gifts, see “Recurring Gifts” on page 193.

Selecting the Payment Method

Note: The payment method fields do not affect the GL Distribution. For more information about GL
Distributions, see the Campaigns, Funds, & Appeals Data Entry Guide.

In the Pay method field at the bottom of the Gift tab, you need to select the method the constituent used to
donate the gift. You can select Cash, Personal Check, Business Check, Credit Card, Direct Debit, or Other. The
fields associated with the Pay method field change depending on the payment method you select.

Pay Method: Cash

Pay method: ICash vl [~ EET? Arnount bills: |$‘| ao.00 EI

Ref no./date: [512371 1041142000 | Amount cains: [$0.75 =|
| Date Added:

Note: The payment method Cash can be any type of currency, including foreign currency. You can select Gift,
Currency Exchange from the menu bar to convert the gift from a foreign currency to your monetary system.

When you select Cash in the Pay method field, you can enter the amount of money you received in bills and coins
in the Amount bills and Amount coins fields. In the Ref no./date fields, enter any special codes and dates your
organization uses to track currency gifts. For example, you can use this field to record the deposit ticket number
and deposit date for currency gifts.

Pay Method: Personal Check and Business Check

Pay method: IPBISDnal Check vl I~ BRI Check no. /date; |8452 'ID.-"1'|;’2DDDEI
Bank: IFederaI Credit Union =
|Date Added:

Tip: When you add the check date, you can click the calendar to select a date.
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For gifts donated in the form of a personal or business check, you can record the check number, check date, and
the name of the bank where the account is based. To select a bank, click the down-arrow in the Bank field and
select from the list. This list contains all banks, branches, and account numbers entered on the donor’s
constituent record.

To add a new bank or financial institution for the constituent donating the gift, click the new bank button in the
Bank field. For more information about adding a new bank to a constituent record, see the Configuration chapter
of the Configuration & Security Guide.

Pay method: ICredit Card vl [~ EFT? Card nofexp.: I ************ 9923 |2H2D12

Card type: I\,"isa j Auth. code: I
Cardhalder: |Mark 0. Adarizon

Pay Method: Credit Card 0%® s

Note: The Card exp. field formats the date as mm/yy or mm/yyyy depending on the settings you select on the
Date tab of the Regional Properties option in the Windows Control Panel.

When a constituent donates a gift with a credit card, enter the credit card type, cardholder’s name, number, and
expiration date in the Card type, Cardholder, and Card no./exp fields.

When you place the cursor in the Card type field, press F7 on your keyboard to view the Credit Card screen. The
Credit Card screen appears so you can select from the list of all credit cards entered on the donor’s constituent
record.

Credit Cards for Mark D. Adamson |

Select a credit card to uze.
Card Type I Credit Card Mo, I E:xpiraticn I Iﬂ
I'."lsa xxxxxxxxxxxxaaEE |:|4I|I2I:":|5
_EMasterCard = | 102004 -
4 I I 3
k. Cancel

To select the card you want, click the gray box on the left side of the row containing the credit card you want to
select. This highlights the row containing the credit card you want to select. After you select the appropriate
credit card, click OK. The program enters the card type, number, and expiration date in the appropriate fields on
the Gift tab. If you authorized the credit card with a processing agency, enter the authorization code in the Auth
code. field.

When a constituent donates a credit card gift, you can process the gift if you have the optional module Electronic
Funds Transfer. To process the gift using Electronic Funds Transfer, mark the EFT? checkbox. For more information
about Electronic Funds Transfer transactions, see the Electronic Funds Transfer (EFT) Guide.

The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. |f The Raiser’s Edge
cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check your Internet
connection. If you cannot restore your Internet connection, you can click the “X” in the upper right corner to
close the record without saving.

To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), the program immediately
sends new or edited recurring credit card information to the Blackbaud Payment Service when you click Save and
Close. Depending on your Internet connection, you may experience a slight delay. In your database, The Raiser’s
Edge stores the reference token used to identify the credit card number in the Blackbaud Payment Service. On
the record, the Credit Card No. field displays a masked credit card number, with only the last four digits visible.
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For one-time credit card transactions only, in the Credit Card No. field, The Raiser’s Edge displays a masked
credit card number, with only the last four digits visible. The program stores only the last four digits and sends no
information to the Blackbaud Payment Service.

Pay Method: Direct Debit

Paymethod: [Direct Debt ] ¥ EFT? Fief no./date: [512371 [10/11/2000 ]
Bank: |Federal Credit Unian = v Pre-notify | [~ Receiwved
| Date Added:

If a constituent donates a gift through a direct debit of their account, you can record the bank or financial
institution from which you will receive the direct debit; a reference number; and a reference date. To select a
bank or financial institution, click the arrow in the Bank field and select from the list. This list contains all banks or
financial institutions, branches, and account numbers entered on the donor’s constituent record.

Note: The Received checkbox is not available for pledges or recurring gifts.

To add a new bank or financial institution for the constituent donating the gift, click the new bank button in the
Bank field. For more information about adding a new bank or financial institution, see the Configuration chapter
of the Configuration & Security Guide. After you receive the direct debit from the bank, mark the Received
checkbox.

When a constituent donates a direct debit gift, you can process the gift if you have the optional module Electronic
Funds Transfer. To process the gift using Electronic Funds Transfer, mark the EFT? checkbox. When you have
Electronic Funds Transfer, you can click the Pre-notify button to schedule a prenotification transaction prior to
the actual financial transaction. For more information about Electronic Funds Transfer transactions and
prenotifications, see the Electronic Funds Transfer (EFT) Guide.

Pay Method: Other

Pay method: IDther vl = [ EETZ Ref no.Adate: |512371 ‘IEI.:-'1‘I£2EIDEIEI

| Date Added:

When a payment method does not fit any of the other payment categories, select Other. For example, if your
organization receives a Gift-in-Kind of computers, you can select Other as the payment type. In the Ref no./date
fields, enter any reference information your organization uses to track gifts with this method of payment.
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Status Bar

At the bottom of a gift record, the status bar displays a variety of information about the gift. The information in
the status bar depends on your selection in the Gift type on a gift record.

|| Date added: 11.13/2001

Status Bar for Cash, Gift-in-Kind, Other, and Recurring Gifts

Note: The Date Added is not affected by the date you enter in the Gift date field.

For gifts classified as Cash, Gift-in-Kind, Recurring Gift, and Other, the program displays in the status bar the date
you added the gift record to the database.

| Date Added: 07/03/2000

Status Bar for Pledges and Matching Gift Pledges

In the first panel of the Status Bar for pledges and matching gift pledges, the program displays the date you added
the gift record to the database. The second panel displays the balance due for the pledge or matching gift pledge.
The balance accounts for any write-offs made to the pledge. For example, a $175 pledge is scheduled to be paid.
If you write off $75, the balance section of the Status Bar displays $100 because you still expect the constituent to
pay the remaining amount.

|Date Added: 03/07/2000 |Balance: $40.00

Status Bar for Stock/Property Gifts

Note: To sell a Stock/Property gift, select Gift, Sell Stock/Property from the menu bar. For more information,
see “Adding a Stock/Property gift” on page 77.
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In the first panel of the Status Bar for stock/property gifts, the program displays the date you add the gift record
to the database. The second panel displays the Sale Amount for the stock/property gift. If you have not sold the
stock property gift, a second panel does not appear in the Status Bar.

| Date ddded: 03/07/2000 |Sale Amourt: $150.00

Miscellaneous Tab

Note: The GL post status and GL post date fields always appear on the Miscellaneous tab. If you do not have
Blackbaud’s General Ledger, you can use these to track your own posting information.

On the Miscellaneous tab, you can record a variety of gift information, such as a unique identification number or
a gift code. The Miscellaneous tab also contains fields that track the posting status of the gift if you have
Blackbaud’s General Ledger and a Notes grid where you can add specific information about a gift.

Note:

ﬁﬁiﬂ: for Mark D. Adamson M=
File Edit WYiew Gift Favorites Tools Help

| Save and Close ~ H|j' ._ﬂ'IEJ| (LI ) | —"||%' =~ EE|‘| ﬂ|33' ? - &

¥ Gift ¥ Miscellansous | Soft Credit | Matching Gifts | Trbute | Attibutes | v Spiit Gitt

Gift 1D |845188?

GL post status: INgt Posted 'I

Gift code: IDDnol w/all j GL post date: IDBH'I b/2007 I
Constitushicy: IT[ustee ﬂ Marketing source code: I
[ Gift iz anonymous M ailing 1D I
Finder number: I
a & Open -

Type £ Descripkion Motes

Large Donation

06152007 TMark plans to give us his...

Coding a Gift

There are several ways you can code a gift to make it easy to locate and to explain why it is in your database.

Gift ID

You can assign a unique number, called a Gift ID, to each gift in the database. The Gift ID can contain both
alphabetical and numerical characters and can have a maximum length of 50 characters. The Raiser’s Edge
automatically creates a Gift ID when you save the gift record. For more information about automatically
generating Gift IDs, see the Configuration chapter of the Configuration & Security Guide.
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Gift Code

You can enter a Gift code to track various characteristics about a gift. For example, if your organization recognizes
certain constituents for their gifts by placing their names on a plaque, you can add a gift code of “Donor Wall” to
gifts that meet the requirements. Because you are tracking whether a constituent should be included on the
donor wall, you can use this information to create a query or a mailing for individuals who qualify for the donor
wall.

Constituent Codes for Gifts

We strongly recommend you add a constituent code to every gift in the database. A constituent code identifies
why the constituent donated the gift to your organization. For example, a constituent may give a donation
because she is a board member. However, this constituent also regularly volunteers for your organization. In the
Constituency field, you can select Board Member so you know the constituent donated the gift because of her
Board Member status. When you click the arrow in the Constituency field, the program displays a list of all the
constituent codes entered on the Bio 2 tab or Org 2 tab of the donor’s constituent record.

ﬁﬁiﬂ: for Mark D. Adamson M=
File Edit WYiew Gift Favorites Tools Help

| Save and Close ~ H|é'._{]."£ﬂ|“ 4 b .||_p-||%.

¥ Gift ¥ Miscellansous | Soft Credit | Matching Gifts | Trbute | Attibutes | v Spiit Gitt

Gift |D: |a451 687 GL past status: |N0t Posted vl
Gift code: IDDnol w/all j GL post date: IDBH'I b/2007 I

Constituency: (i

2 u

= v

e @] 0|

Marketing zource code: I

Trustee TR 0120 /2000

WV olunteer WL 12/02/1994

Friend FR 12/02/1334

b ajor Donor D 12/02/1934 e
& Board Member BM 01./01/2000 v

Type £ Dake Descripkion Motes

Large Donation 06/15/2007 2008 Annual Fund Mark, plans to give us his, ..

Note: Although a gift may not fall within the start and end dates of the constituent code, you can still select
the constituent code for the gift.

The Constituency list displays the description, ID, and start and end dates for the constituent code. When you
select a code from the list, the description appears in the Constituency field. If the constituent code you want to
assign does not appear in the list, you can add additional constituent codes for the donor in the Constituent Code
grid on the Bio 2 tab or Org 2 tab of the donor’s constituent record. For more information about adding
constituent codes to the Bio 2 tab or Org 2 tab, see the Biographical Information chapter of the Constituent Data
Entry Guide.
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Posting Status

The program uses the GL post status field to determine whether a gift has been posted to Blackbaud’s General
Ledger. In the GL post status field, you can select from Posted, Not Posted, and Do Not Post. If you select Posted
and save the gift, all fields on the gift record are disabled. To make modifications to a gift after it has been posted,
you can adjust the gift by selecting Gift, Adjust from the menu bar. For more information about adjusting a gift,
see “Adjusting a Gift” on page 91.

Note: If “Posted” or “Do Not Post” does not appear in the GL post status field, you do not have security rights
to select these options. If you want to select one of these options, see your Supervisor. For more information
about security, see the Configuration & Security Guide.

If you interface with Blackbaud’s General Ledger, you can use the Post to GL option in Administration to post
gifts. To use the Post to GL option, select Not Posted in the GL post status field. When the program posts the gift
to Blackbaud’s General Ledger, it updates the GL post status field to Posted. If you select Posted or Do Not Post in
the GL post status field, the program does not post the gift to General Ledger.

In the GL post date field, enter a date corresponding to the post status you selected. This date determines which
accounting period the gift posts to on the specified account or project in General Ledger. If you select Not Posted
in the GL post status field, today’s date defaults in the required GL post date field. You can edit the date.

The GL post status and GL post date fields always appear on the Miscellaneous tab. If you do not have
Blackbaud’s General Ledger, you can use these to track your own posting information. For more information
about the complete process of posting to General Ledger, see The Raiser’s Edge and The Financial Edge: An
Integrated Solution for Nonprofits.

Anonymous Gifts

If a constituent requests to donate a gift anonymously, mark the Gift is anonymous checkbox. The program
automatically marks this checkbox when you mark the Normally gives gifts anonymously checkbox on the Bio 1
or Org 1 tab of a constituent record. When you print reports, you can select the format used to print anonymous
gifts. For example, you can choose to print or omit the constituent’s name from reports. For more information
about printing anonymous gifts in reports, see the appropriate reports manual for the report category you are
using.

Marketing Segment and Marketing Source Code

The Marketing Segment, Marketing Source Code, Mailing ID, and Finder Number columns capture information
related to your organization’s direct marketing fundraising initiatives. In the Marketing Segment column, for
each appeal, you can enter the marketing segment (target group) to which the constituent belongs. Marketing
Segmentation helps the effectiveness of your fundraising by enabling you to target your best prospects with the
appropriate packages (mailings for example). The main reason to use segmentation is that different groups of
donors will have different responses to appeal packages. Targeting specific groups enables you to increase the
effectiveness of your direct marketing.

In the Marketing Source Code column, for each appeal, you can enter the code associated with a package. This
code can be a series of letters and/or numbers affixed to an outgoing initiative that identifies such things as the
list, offer, package, segment, and media. In the Mailing ID column, you can enter a number that identifies the
specific mailing that generated the gift. In the Finder Number column, you can enter a number to identify a
person in the mailing.

The Marketing Segment, Marketing Source Code, Mailing ID, and Finder Number columns can be used to
receive data from Blackbaud Direct Marketing. For information about Blackbaud Direct Marketing, see the
Blackbaud Direct Marketing documentation or contact your account representative.
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Notes

On the lower half of the Miscellaneous tab, you can add notes about the gift you are adding. For example, if a
constituent donates a large gift, you can add a note concerning how you were able to convince the constituent to
donate the gift. You can add notes in many areas of The Raiser’s Edge using the same method. For more
information about adding notes, see the Attributes, Notes, Media, and Appeals chapter of the Constituent Data

Entry Guide.
59 Gift for Mark D. Adamson M= E
File Edit WYiew Gift Favorites Tools Help
|-} Save and Cloze ~ H|-é' LII."EJ| (L I | —F'||%|' = - | EE .| L||ﬁl| ? - &
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Soft Credit Tab

A soft credit allows more than one constituent to share credit for a single gift without adding duplicate gift
records in the database. On reports and mailings, you determine whether the donor, the soft credit recipient, or
both should receive credit for the gift. When you soft credit constituents for a gift, you can decide whether to
split the credit evenly among all soft credit recipients, give each recipient full credit for the gift, or define your
own credit distribution. You can soft credit as many constituents as necessary as long as each soft credit recipient
is a constituent in your database. A single constituent cannot be soft credited with an amount greater than the
gift amount.

ﬁNew Gift for Miss Sidney Prescott
File Edit View Gift Faworites Toolz Help

W |

| 2 2 -

H S 3@ - @2

v Gift] v Miscellaneous  Soft Credit | Matching Gifts | Tribute | Attibutes | v Splt Gitt |

E Save and Close -

Enter by & Amaount € Percent

Canstituent Marne I Arniounk
Taylor, Melanie 420,00

Distribute. .. |
| |

» Adding a soft credit to a gift record

Scenario: Lajuan and Renee Wilson are married and have separate constituent records in your
database. The couple sent your organization a single check for $750 and each wants to receive full
credit for the gift. If you add the $750 gift to both Lajuan and Renee’s record, you will add a duplicate
gift in your database and reports will show you have an extra $750. To credit both constituents for the
gift, without duplicating the gift, use the Soft Credit tab to credit additional donors for a gift. In this
scenario, you already entered the gift record for Lajuan Wilson. You need to soft credit Renee Wilson
for this $750 gift.

Warning: When you change the gift amount entered on a gift record, the soft credit amount assigned on the
Soft Credit tab does not change. If you change the gift amount, you need to verify the soft credits assigned to
other constituents are correct for the current gift amount.
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1. From Lajuan’s gift record, select the Soft Credit tab. For more information about opening a gift record, see
“Accessing a Gift Record” on page 7.

:_ﬁﬁifl for Mr. Lajuan Wilson, Jr.
File Edt “iew Gift Fawoites Tool: Help

ESaveandClose'|u|§'@'|“ 1i » H|"'|%'|&'|||?'|&' ‘

Matching Gifts | Tribute | Attrbutes | v Split Gift |

vl Gif_tl v Mizcellaneous

Enter by: % Amount © Percent

Constituent Mame I Amounkt I

Dislribute...l
| |
2. In the Enter by field, select whether you want to credit recipients with an amount or percent of the gift.

For Lajuan and Renee’s gift, select Amount.

3. Click in the first row of the Constituent Name column. The binoculars appear. Click the binoculars to
search for Renee Wilson in the database. When you locate Renee Wilson, the program enters her name in

the first row of the Constituent Name column.

Note: When soft crediting multiple constituents, you can use the Distribute button to assign full credit to each
constituent or split the credit evenly among all soft credit recipients. When you use the Distribute button, you
do not need to enter any values in the Amount or Percent column. The program inserts these values when you

click Distribute.
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4. Inthe Amount column, enter the amount $750 to credit Renee for the entire amount of the gift. Now,
Lajuan and Renee Wilson both receive full credit for the gift without duplicating a gift in the database.

oo Gift for Mr. Lajuan Wilson, Jr.

I_ Mrs, Renee Wilson $750.00

5. Click Save and Close on the toolbar.
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Matching Gifts Tab

You can use the Matching Gifts tab to add or view gifts donated by a business matching a constituent’s donation.
For example, Davis & Johnson Pharmaceuticals pledged to match every gift their employees donate to your

organization with a matching factor of 1 and a maximum donation of $1,000 per employee. Carlos Hernandez, a
Davis & Johnson Pharmaceuticals employee, donated a gift of $1,000. You can create a matching gift for Davis &
Johnson Pharmaceuticals from the Matching Gifts tab of Carlos Hernandez’s gift record. When you save Carlos’s
gift, the program automatically creates a matching gift on Davis & Johnson Pharmaceuticals’s constituent record.

:ﬁﬁiﬂ: for Robert C. Hernandez [_[C7] I

File Edit View Gift Favarites Tools Help
ESaveandClose'|u|§'&'lﬂj|H 4 » H|"‘|%'|§'|EE|||?'|&' ‘

v Gt | v Miscellaneous | Soft Credit v Matching Gifts |Tr_ibute| Attributes | Splt Gift |
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An entire chapter of the Gift Records Guide is devoted to adding and paying matching gift pledges. For more
information, see “Matching Gifts” on page 247.

Tribute Tab

Warning: Before you begin adding tribute gifts, you must set up the tribute on the Honor/Memorial tab of the
honoree’s constituent record. For information about creating a new tribute, see the Tribute Data Entry Guide.
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If you have the optional module Honor/Memorial Tracking, you can track detailed information about donations
given in honor, memory, or celebration of an individual or organization. With Honor/Memorial Tracking, you can
use the Tribute tab on a gift record to apply a gift to a tribute. A tribute explains the reason gifts are being
donated to your organization on behalf of an honor/memorial constituent. For example, your organization is a
church and Joseph Diresta, a member of your congregation, is being honored on his eightieth birthday. You can
set up a tribute to Joseph Diresta on the Honor/Memorial tab of his constituent record. When gifts are donated
to your church in special recognition of Joseph Diresta, you can apply the gifts to Joseph Diresta’s tribute using

the Tribute tab on a gift record.

%W Gift for Julie M. Bach = |

File Edit Wew Gift Favorites Tools Help
ESaveandElose'|U|§'@'lﬂJ| H 4 » H|—" %'|§'|EE|| L ‘
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An entire gift book is devoted to entering honor/memorial gifts. For information about designating a gift to an
honor/memorial constituent, see the Tribute Gifts Guide.
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Attributes Tab

Throughout The Raiser’s Edge, you can add attributes to track information specific to your organization. On a gift
record, you can use the Attributes tab to store additional information about a gift. For example, your organization
is a zoo with a program allowing individuals to adopt an animal for a day. When a constituent donates a gift to
adopt an animal, such as Ziggy the Zebra, you can add the name of the animal and the adoption date as an
attribute on the gift record.

®Z Gift for Julie M. Bach = E3 I

File Edit Miew Gift Faworites Tools Help

ESaveandClose'|n|§'@'lﬂ_]|H 4 » H|—P'||%|' & - |34 | ?'|&' |
v Gift| v Miscellanecus | Soft Credit | Matehing Gifts | Trbute (A ift |
-
Categary | Description | Short Desc, | Date Cariments I
I Adopt An Animal Ziggy the Zebra 01/09/2008 Julie always helps sup...
I Adopt An Animal Cliver the Black Rhino 05/10/2009 Julie is fond of the rhin...

Later, when Ziggy the Zebra becomes a mother, you can create a query of all individuals who adopted Ziggy and
send them a birth announcement.

You add gift attributes using the same method you use to add an attribute on a constituent record. For more
information about adding an attribute, see the Attributes, Notes, Media, and Appeals chapter of the Constituent
Data Entry Guide.
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Split Gift Tab

From the Split Gift tab, you can split a gift among multiple campaigns, funds, appeals, or packages. When you split
a gift, you can specify an amount or percent of the gift going to each campaign, fund, appeal, and package. After
you split a gift, the program displays the campaigns, funds, appeals, and packages you select on the Split Gift tab
in the corresponding fields on the Gift tab. Then, the program disables the Campaign, Fund, Appeal, and Package
fields on the Gift tab.

:_ﬁ'ﬁift for Sidney L. Prescott O x| I

File Edit “iew Gift Favorites Tools Help
ESaveandElose'|U|§'@'lﬂJ|K 4 » H|—"||%|' @~ ?'|§' ‘
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Enter by: ¢ Amount (&

Campaign | Fund | Appeal | Package | Percent |
| |Capital Campaign Acquisition Fund Annual Exhibit 50.000
- Annual Campaign Development Fund Millennium Direct Mailing | Millennium Letter 50,000

Distribute Evenly |

|Gifl amount: $1.000.00 Digtibuted: 100.000 Remaining: 0.000

» Splitting a gift between two funds

This procedure explains how to split a gift between two funds. You can also use these principles to split a gift
among multiple campaigns, appeals, and packages because the methods are the same.

Scenario: In response to your Annual Newsletter appeal, a constituent sent a gift for the Capital
Campaign. This constituent requests her gift be split evenly between your Acquisition and Building
funds. To split the gift as the constituent requests, enter the campaign, fund, and appeal information
on the Split Gift tab. After you enter the information on the Split Gift tab, the program displays the
information in the Campaign, Fund, Appeal, and Package fields on the Gift tab and disables those
fields.

Note: If you already entered a campaign, fund, appeal, and/or package on the Gift tab, this information
appears in the first row of the Split Gift grid.
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1. From a gift record, select the Split Gift tab. For more information about opening a gift record, see
“Accessing a Gift Record” on page 7.

:?New Gift for Ms. Julie Marie Bach

File Edt “iew Gift Fawoites Tool: Help
ESaveandClose'| U|§' [&- | M 4 » M | -+ - |- @'lhﬁ'

v Gift | v Miscellaneaus | Soft Credit | v Matching Gifts | Tribute | Attibutes v Split Gift |

?-

¥ |

Enter by: % Amount © Percent

Campaign I Fund I Appeal I Package | Amount

Distribute Evenly |

|Gift amount: $1.000.00 Distributed: $0.00 Remaining: $1,000.00

2. In the Enter by field, select whether to split the gift based on the amount or percent of the gift. For this
example, select Percent. The Amount column changes to the Percent column.

ﬁNew Gift for Ms. Julie Marie Bach

File Edit ¥iew Gift Favortes Toolz Help
ESaveandElose‘|u|§' &' @| H 4 » M | —"||%|'|@'|||g'

v Git| v Miscellaneous | Soft Credit |  Matching Gis | Tribute | Attibutes v Spit Gift |

?- 8-

Enter by: € Amount &

Campaign | Fund | Appeal | Package | Percent |

Distribute Evenly |

| Gift amount: $1.000.00 | Distributed: $0.00 |Remaining: $1,000.00

Note: We strongly recommend searching for the record or selecting from the list to avoid adding duplicate
records.

3. In the first row of the Campaign column, select “Capital Campaign”.
4. In the first row of the Fund column, select “Acquisition Fund”.
5. In the first row of the Appeal column, select “Annual Newsletter”.
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6. In the first row of the Package column, select the package you want to associate with the gift. For this
example, the appeal has not been divided into packages so you can leave the Package column blank.
Packages are a way to further define the appeal. For example, you may have a color newsletter you send
to major donors and a black and white newsletter you send to prospective donors.

Tip: Itis not necessary to enter a S or % character in the Amount or Percent column. When you leave this
column, the program automatically formats your entry.

7. In the Percent column, enter “50” to distribute 50% of the gift to the Acquisition Fund.

:?New Gift for Ms. Julie Marie Bach
File Edt “iew Gift Fawoites Tool: Help

ESaveandClose'|u|§'@'|“ 1 b H|"'|%'|&'||Q

?-8- |

v Gift | v Miscellaneaus | Soft Credit | v Matching Gifts | Tribute | Attibutes v Split Gift |

Enter by:  Amount % Percent

Campaign I Fund I Appeal I Package | Percent
_apital Carmpaign Acquisition Fund Annual Newsletker 50,000

Distribute Evenly |

|Gift amount: $250.00 Distributed: $50.00 Remaining: $200.00

8. With the cursor in the Percent column, press the TAB key to begin the second row in the Split Gift grid.

Warning: If you do not enter the Capital Campaign and the Annual Newsletter appeal again in the second row,
the Capital Campaign and the Annual Newsletter appeal are credited with only 50% of the gift because that is
the distribution you designated in the first row of the Split Gift grid.

9. Inthe second row of the Campaign column, select “Capital Campaign”. It is necessary to enter the Capital
Campaign on the second row so the campaign is credited with 100% of the gift amount.

10. In the second row of the Fund column, select “Building Fund”.

Note: When information exists on the Split Gift tab, the Campaign, Fund, Appeal, and Package fields are
disabled on the Gift tab. If you need to enable these fields, delete all but one row in the Split Gift grid on the
Split Gift tab.
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11. In the second row of the Appeal column, select “Annual Newsletter”. It is necessary to enter the Annual
Newsletter appeal on the second row so it is credited with 100% of the gift amount.

P New Gift for Ms. Julie Marie Bach

File Edt “iew Gift Fawoites Tool: Help

QSeve O |G| G 2B M 4 b M B P

v Gift | v Miscellaneaus | Soft Credit | v Matching Gifts | Tribute | Attibutes v Split Gift ]

Enter by: ¢ Amount &+ Percent

Campaign | Fund | Appeal | Package | Percent
| Capital Campaign Acquisition Fund Annual Newsletker 50,000
- Capital Campaign Building Fund annual Newsletter

Distribute Evenly

Gift amaount: $250.00 Distributed: $50.00 Remaining: $200.00

Tip: If you use the Distribute Evenly button, it is not necessary to enter any numbers in the Amount or Percent
column. Simply tab through the Amount or Percent column and enter the name of the next campaign in the
second row of the Campaign column.

12. Click Distribute Evenly to automatically divide the gift amount evenly between the funds you selected. If
you do not want to evenly distribute the gift, you can enter a distribution in the Amount or Percent
column.

P New Gift for Ms. Julie Marie Bach

File Edt “iew Gift Fawoites Tool: Help

BS.ave_a_nFl_Clo_s?'.é.u é' _1' .;"K 4 M = Y- @2

v Gift | v Miscellaneaus | Soft Credit | v Matching Gifts | Tribute | Attibutes v Split Gift ]

Enter by: ¢ Amount &+ Percent

Campaign | Fund | Appeal | Package | Percent
| Capital Campaign Acquisition Fund Annual Newsletker 50,000
- Capital Campaign Building Fund annual Newsletter 50,000

Gift amaount: $250.00 Distributed: $100.00 Remaining: $150.00

13. To save the information and close the gift record, click Save and Close on the toolbar.
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Working with Gift Records

Now that you understand the tabs and options on a gift record, you are ready to begin adding gift records to the
database. The section explains how to add Cash, Gift-in-Kind, and Stock/Property gifts.

Cash Gifts

Cash gifts are gifts paid by any form of cash including currency, credit card, personal or business check, or direct
debit.

» Adding a Cash gift

Scenario: On 10/09/2004, your organization received a check for $100 from Nicole Dustin who is a
constituent in your database. Nicole donated her gift in response to your Annual Mailing which is part
of your Annual Campaign. Angela Diresta and Anne Sinclair are the solicitors responsible for acquiring
the gift and you should credit 30 and 70 percent of the gift to each, respectively.

Note: You can add gift annotations to your gift records. For example, if you have a unique constituent that
requires specific gift data entry, you can display a message that says “Please see the Supervisor before
changing information to this gift record.” The message displays when a user opens the constituent record or
the gift record. To add an annotation, open the gift record, and select Edit, Annotate from the menu bar. The
Annotate screen appears. Enter your message in the box. Mark the Display annotation automatically
checkbox and the message appears whenever the record opens.

1. From Nicole Dustin’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry
Guide.

== Nicole M. Dustin

File Edit “iew Constituent Letter Favortes Toole Help
ESaveandClose'|n|§' [&- @'| H 4 » M | — | 2'|? E||| ?'|§'| =- |

W Altributes | Media I v Actions I Honor/kemaorial I v Volunteer I v Prospect I Membership I v Events I
v Biol I v Bio2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes v Gifts

[ e Gt &) bat %

Date I Type I Fund Amount I Balance I Reference
07j11f2005 CashEvent Botanical Garden. .. 430,00
0z/03f2005 Cash President's Devel. .. $250,00
04/0872004 CashEvent Richard Mosley M... $25.00

03/0372004 CashEvent President's Devel. .. $250,00
11/13/2001 Smith-Brown Sch... $100.00
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Note: If you make changes to a record and notice your changes are not updated automatically, click Save on
the toolbar before adding any additional information.

2. To add a gift to Nicole’s constituent record, click New Gift on the action bar. The New Gift screen appears.

Because you are adding the gift from Nicole’s constituent record, the program inserts Nicole’s name in the
Constituent field.

Once a name is in the Constituent field, you cannot change it. If you need to change the name, close the
gift record without saving and begin a new record.

% New Gift for Nicole M. Dustin HE B3
Fie Edt “iew Git Favorites Tools Help
ESaveandElose'|u|§'@'|K 4 b N|"'|%'|§' |Q|?'|&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Canstituent: [icole Dustin | o 1s
Gift type: |Cash =l Reference: | 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gt date: [10/03/2004 31| v Leter |[[T <[] Benefis |
Amourt [(000 [ Recsipt: [NotFeceiped =] | =]
Campaign: | =|sa| Rieceipt amt/no.: [30.00 = |
Fund: [ x|aa|
Appeal: I ﬂﬁl
Package: I jﬂl
Solicitors || jﬁl
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Rief no./date: I I = Amount coing: Im
| Date added:
| Press F3 for taday's date, F7 for calendar |

In the Gift type field, select “Cash”.

4. You have not defined any subtypes for cash gifts so you can leave the Gift subtype field blank.

© 0 N o

In the Gift date field, enter the date 10/09/2004 because your organization decides to record the date you
received the gift.

To be consistent, your organization needs to decide on a convention to record dates. For example, in the
Gift date field, you can enter the date you receive the payment or the date the constituent mailed the
payment.

In the Amount field, enter the amount $100, which is the amount of Nicole’s check.
In the Campaign field, select “Annual Campaign”.

In the Fund field, select “2004 Annual Fund”.

In the Appeal field, select “Annual Mailing”.
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10. In the Package field, select “Annual Mailing with Color Brochure”. Packages are a way of further defining

the appeal. Perhaps you send a full color brochure to your major donors and a black and white brochure
to your prospective donors.

'} New Gift for Nicole M_ Dustin & 3
Fle Edt ‘iew Git Favoites Tooks Help
[ 5ave and Cloze - u|§'|§'|ﬂ a0 N|—" R ||g ?'l&' |
v Gilt | Miscellaneous | Soft Credit | Matching Gitts | Tribute | Attibutes | Split Gift |
‘ Canstituent: [icole Dustin | o 1s
Gilt bype: |Cash j Feference: | g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gt date: [10/03/2004 31| v Leter |[[T <[] Benefis |
Amount: [§10000 @ Receipt: [Not Receipted =] | =
Campaign: [4nnual Campaign Rieceipt amt/no.: [$100.00 L |

Fund: |2004 Annuial Fund

5l&lE

Appeal: I.t’-‘mnual I ailing

Package: I.t’-‘mnual M ailing with Color Brochu V| Hl

Solicitors || ~[ ]

Pay method: IEash = =fERT Amnourt bills: |$n.nu ;,31[
Ref no./date: I I EI Amaount coing: |$D_DD E;JI

|Date added:

| Press F7 for table lookup |

11. To add Angela Diresta and Anne Sinclair as solicitors, click Solicitors. The Solicitors Credited for this Gift
screen appears.

Solicitors Credited for this Gift

Fleaze enter the zolicitors wha should receive credit for thiz gift.

Gift amount: $100.00 Enter by (+

Silicitor |

QK Cancel Distribute. .. |
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12. Because you want to credit the solicitors with a percentage of the gift, select Percentage in the Enter by
field. On the first row of the grid, enter Angela Diresta in the Solicitor column and credit her with 30
percent of the gift. On the second row of the grid, enter Anne Sinclair and credit her with 70 percent of
the gift.

Solicitors Credited for this Gift

Pleaze enter the solicitorz who should receive credit for this gift,

Gift armount: $100.00 Enter by € Amount €= Percent
Siolicitor I Percent I

Angela Diresta 30,000
| anne Sinclair 70,000

ak Cancel Distribute. .
| | - |

Note: If you cannot see all the solicitors in the Solicitors field, you can hold the mouse (hover) over the
Solicitors field to view a tool tip displaying the names of the solicitors.

13. Click OK to return to the Gift tab. Angela Diresta and Anne Sinclair appear in the Solicitors field. For more
information about crediting solicitors for a gift, see “Crediting Solicitors for a Gift” on page 32.

7 Mew Gift for Nicole M. Dustin

File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§' ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
Canstituent: [Hicole Dustin [ TR
Gift type: IEaSh ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Gift date: [10/09/2004 31| v Leter [ [ Bereiis |
Amount: lm Receipt: IND[ Receipted j I El
Campaign: |Annual Campaign ~|aa| Fieceipt amt/no.: |$1DD_DD JE= | |
Fund: |2004 Annual Fund ~[sa]
#ppeal [Annual Mailng =l
Package: IAnnuaI M ailing with Color Bmchujﬁl
v Solicitors | [4ingela Diresta; Anne Sinclai |~ [
Pay methad: [Cash &l =lerre Amourt bils: m
Fief no. /date: I I El Amourt cins: Im
|Date added:
| |

14. In the Reference field, enter “Electric Bill” to indicate Nicole wants her gift to pay this bill.

Note: You can generate a single acknowledgement letter from a gift record using the Microsoft Word icon in
the Letter field. For more information, see “Creating an Acknowledgement Letter from a Gift Record” on
page 101.

15. In the Acknowledge field, select “Not Acknowledged”. You plan to generate a thank-you letter through
Mail, so it is not necessary to enter a reference date. Mail automatically updates the Acknowledge field
to Acknowledged and adds the date you print the letter. For more information about generating letters
through Mail, see the Mail Guide.
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16. Inthe Letter field, select “Annual Giving Thank You”. In Configuration, you defined the letters that appear
in this list. For more information, see the Configuration chapter of the Configuration & Security Guide.

17. In the Receipt field, select “Not Receipted”. You plan to print receipts using Mail, so it is not necessary to
enter a reference date. When you print a receipt for this gift in Mail, the program updates the Receipt
field to Receipted and adds the date you printed the receipt.

18. In the Receipt amt field, enter the amount $100, which is the receipt amount for the gift. It is not
necessary to enter a receipt number in the Receipt no. field because the program can automatically add
the receipt number when you print a receipt for this gift using Mail.

¥ Mew Git for Nicole M. Dustin MmE B3
File Edit “iew Gitt Favortes Tools Help
ESaveandElose'|u|§'@'|K 1 N|—"||%|'|§' |Q|?'|&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Constituent: INicoIe Dustin QI ID: 18
Giftbype: [Cash =] Reference: [Elsctic Bil 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [10/08/2004 1] v Letter |[rrualGiving Th = [B0]  Benefits |
Amourt: lm, Receipt: INDt Feceipted =l I =}
Campaigr: IAnnuaI Campaign jﬁl Receipt amt/no.: |$1UU.UU ﬂl I
Fund: |2DD4 Anrual Fund jﬁl
Appeal: I.t’-‘mnual Mailing ﬂﬁl
Package: I.t’-‘mnual M ailing with Colar Blochujﬁl
 Saolicitars | |.t’-‘mgela Diresta; Anne Sinclair jﬁl
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Ref no. /date: I I EI Amount coing: Im
|Date added:
| Press F7 for table lookup

19. In the Pay method field, select “Personal Check”.

The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. |f The Raiser’s Edge
cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check your Internet
connection. If you cannot restore your Internet connection, you can click the “X” in the upper right corner to
close the record without saving.

If you select “Credit Card,” to help you comply with the Payment Card Industry Data Security Standards
(PCI DSS), the program immediately sends new or edited credit card information to the Blackbaud
Payment Service when you click Save and Close. Depending on your Internet connection, you may
experience a slight delay. In your database, The Raiser’s Edge stores the reference token used to identify
the credit card number in the Blackbaud Payment Service. On the record, the Credit Card No. field
displays a masked credit card number, with only the last four digits visible.
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20. In the Check no/date fields, enter the check number “549” and date 10/08/2004.

7 Mew Gift for Nicole M. Dustin

File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|‘"|%'|§'||Iﬁ' ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
Constituent: INic:oIe Diustin QI I: 16
Gift type: IEaSh ﬂ Reference: IEIectric Bil ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Giift date: |1u;usfznua Ell v Letter ”iving Thank fau v- Benefits |
Amount: |$1 00.00 g‘ﬁjl Receipt: IND[ Receipted j I El
Campaigr: IAnnuaI Campaign 'l Hl Receipt amt/no.: |$1DD.DD ﬂl I
Fund: |2DD4 Anrual Fund jﬁl
Appeal; IAnnuaI M ailing jﬁl
Package: IAnnuaI b ailing with Colar Brochu vI HI
w Solicitors “Angela Driresta; Anne Sinclair vI HI
Pay method: [Persanal Check =l ElErT Check no./date: [543 10/08/2004 =|
Barik: I ~[iAl
|Date added:
| Press F3 for taday's date, F7 for calendar |

21. To add Nicole’s gift to your database, click Save and Close on the toolbar.

Note: If a credit card number has been sent to Blackbaud Payment Service and can be used for processing
again, the masked number displays * for the hidden numbers. If the credit card can no longer be used for credit
card processing, the masked number displays a ? for the hidden numbers.

Gifts-in-Kind

A Gift-in-Kind is a donation of goods or services for which you can easily assign a monetary value. Some examples
of Gifts-in-Kind include furniture, computer equipment, and time donated by an accountant. When you add a gift
record for a Gift-in-Kind, you can record an estimate of the value of the gift.

» Adding a Gift-in-Kind

Scenario: The Computer Warehouse donated 10 computers with an estimated value of $3,500 to your
organization on 12/12/2005. Cole Hensley is the solicitor responsible for obtaining this gift. You plan to
use this gift in your Smith-Brown Scholarship Fund, which is a part of your Scholarship Campaign.

1. On the Raiser’s Edge bar, click Records.
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2. Click the Gifts link. The Gifts page appears.

ET"IE Raiser's Edge M=l B3

Elle Edit Wiew Go Favorites Tools Help

4 Back & Forwardl Open in separate window

\mli-' Home

Constituents d

Gifts

Actions

Campaigns o] -

Fuinds E% Mew Gift I‘iF COpen a Gift
Appeals
Memberships
Jobs

Bl Recently Accessed Records Quick Find

04252007 Cash $575.00 - David M, Karbin &
10j17/2007 Cash $500.00 - Roger B, Langley

01192007 Cash 45,000,00 - Roger B, Langley

11/23/2007 Cash £1,000.00 - Roger B, Langley

04242007 Cash $250,00 - Roger B, Langley
08/03/2007 Pledge $1,000,00 - David M, Karbin

08022002 Pay-Cash $100.00 - David M. Korbin
0218/2007 Cash $250.00 - David M, Karbin
01)13/2006 Cash $450.00 - Robert C. Hernandez
12/01 {2006 Planned GiFt $2,500,000,00 - Robert €,
Hernandez

E
Welcome to The Raiser's Edge 7 4
3. Click New Gift. The New Gift screen appears.
% New Gi M= e
File Edit ‘iew Gift Favorites Tool: Help
[ 5ave and Cloze - u|§'|§' ||1 4 b N|—" EN A |Ig ?'l&' |

v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]

‘ Constituent: I

Gift bype: ICash Reference: I

5]
Acknowledge: INotAcknowIedged j I EI

Gift date: I ﬂl [Letter, || 'IEH Benefits |
Amount: [¢0.00 | Receipt: [ 1ot Receipted = =

Campaigr: I Receipt amt/no.: |$U,UU EI I

Lol L 2

Gift subtype: I

Fund: I

JE T
T
Appeal: I ﬂm
G
[EET

Package: I

Slicitone | I

Pay method: IEash = =[ERT Amnourt bills: |$n.nu m[
Fief no./date: I I i Amount coins: |$D_DD ml

|Date added:

| Press F7 for Constituent Search |

4. In the Constituent field, click the binoculars to search for “The Computer Warehouse” in your database.
When you find and select this constituent, the name appears in this field. After you enter a name in the
Constituent field, the field is disabled.

In the Gift type field, select “Gift-in-Kind”.
To further define the gift type, select “Computers” in the Gift subtype field.
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7. In the Gift date field, enter the date 12/12/2005 because that is the date your organization received the
gift from The Computer Warehouse.
In the Value field, enter the amount $3,500, which is the estimated value of the computers.
In the Campaign field, select “Scholarship Campaign”.

10. In the Fund field, select “Smith-Brown Scholarship Fund”.

11. Inthe Appeal field, select “Year End Appeal”.

12. Inthis case, packages were not created for the “Year End Appeal”, so you do not need to specify one in the

Package field.
¥ Mew Gift for The Computer Warehouse HE E
File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'| u|§' (&~ | M 4 » M | -+ '||%'|§'||Ig' ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
Constituent: IThe Computer ‘W arehouze QI I0: 113
Gift type: IEaSh ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Gift date: |12;1 22005 @] Letter || w[im]]| Berefis |
Amount: |$3,EDD.DD g‘ﬁjl Receipt: IND[ Receipted j I El
Campaigr: |50h0|al8hi|3 Campaign 'l Hl Receipt amt/na.: |$3,5DD.DD ﬂl I
Fund: ISmith-Brown Scholarship Fund v| Hl
Appeal: IYear End Appeal v| Hl
Package: I 'l Hl
Solicitars “ 'l Hl
Pay methad: ICash j = EF7 Amnount bills: |$U,UU 3}]'
Ref ho./date: I I El Ammourt coins: |$D_DD EJJI
|Date added:
| |
13. In the Solicitors field, enter “Cole Hensley”. When you leave this field, the program verifies Cole is
designated as a solicitor on his constituent record. For more information about crediting a solicitor for a
gift, see “Crediting Solicitors for a Gift” on page 32.

14. In the Reference field, enter “10 computers” to indicate the number and type of computers you received.
Note: You can generate a single acknowledgement letter from a gift record using the Microsoft Word icon in
the Letter field. For more information, see “Creating an Acknowledgement Letter from a Gift Record” on
page 101.

15. In the Acknowledge field, select “Not Acknowledged”. It is not necessary to enter a corresponding date.

16.
17.

To enter a new Gift subtype, type the entry directly in the Gift subtype field. You can also add a new
subtype from Configuration by clicking the Tables link. When the Tables page appears, select Gift SubType
in the box on the left and click New Table Entry on the action bar. You can add table entries only if you
have appropriate security rights.

Later, when you acknowledge this gift using Mail, the program can update the Acknowledge field to
Acknowledged and add the date you created the letter.

In the Letter field, select “Gift-in-Kind Thank You”.

In the Receipt field, select “Not Receipted”. It is not necessary to enter a corresponding date. Later, when
you receipt this gift using Mail, the program can update the Receipt field to Receipted and add the date
you created the receipt. For more information about creating receipts in Mail, see the Mail Guide.
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18. In the Receipt amt field, enter the amount $3,500. It is not necessary to enter information in the Receipt
no. field. When you create a receipt in Mail, the program can update this field with the appropriate

information.

19. In the Pay method field, select “Other” because this gift was paid with computer equipment instead of

currency.

20. You are not tracking any reference information for this payment method at this time, so you can leave the

Ref no./date fields blank.

¥ Mew Gift for The Computer Warehouse [_[E] %]
Fie Edit View Gift Favoites Tooks Help
ESaveandElose'|u|§'@'|K 1 b N|—"||%|'|§' |Q|?'|&' |
v Gilt | Miscellaneous | Soft Credit | Matching Gitts | Tribute | Attibutes | Split Gift |
‘ Canstituent: IThe Computer 'warehouze QI ID: 113
Giftbype: [Cash =] Reference: [10 computers 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [12/12,/2005 =] Letter _|[Gitirkind Than = [6]  Benefits |
Amount: [§350000 @ Receipt: |Not Receipted =l =}
Campaign: |Scholarship Campaign =[#] Receipt amt/no. [43,500.00 |
Fund: |SmithBromn Scholarship Fund = [ |
Appeal [Year End Appeal =[]
Package: I jﬁl
Solicitors ||Eo|e Hensley ~[a]
Pay method: IDther ﬂ I~ EFT? Ref no. /date: I EI

|Date added:

| Press F7 for table lookup

21. To add the gift to the database, click Save and Close on the toolbar.

Stock/Property Gifts

When a constituent donates stock or property, such as land, estate, or 10 shares of stock, you can classify the gift
as Stock/Property. When you receive a Stock/Property gift, your organization may choose to keep the gift or sell
the Stock/Property to benefit the goals of your organization. When recording the value of a Stock/Property gift,
you should enter the gift’s value as of the date it is transferred to your organization. If you decide to sell the
Stock/Property gift, you can use the Sell Stock/Property option to record the sale amount. For more information
about selling a Stock/Property gift, see “Selling a Stock/Property Gift” on page 81.
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Adding a Stock/Property Gift

» Adding a Stock/Property gift

Scenario: Your organization is a museum and you have plans to add a new gallery for a special
exhibition. You organize a campaign, called the Endowment Campaign, to raise funds for this venture.
As part of this campaign, you send out a special appeal, called the Planned Giving Letter, to people
who own land adjacent to your museum. On 09/01/2004, Sidney Prescott donates 10 acres of land on
which the gallery can be built. The value of this land is estimated to be $1.1 million. Because of the
size of this gift, you write a personal letter on 09/02/2004 thanking Sidney Prescott for the gift. In this
letter, you include a handwritten receipt with the number 152 for the $1.1 million gift and 50 free
tickets to the museum.

1. From Sidney Prescott’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry
Guide.

= Sidney L. Prescott

File Edit “iew Constituent Letter Fawvortes Toolz Help

ESaveandElose‘|n|§'@'@'|N 1« H|—’|2'|?E||| "'|&'| ¥ |

v Attibutes | Media I v Actions I Honor/kemaorial I v Yolunteer I v Prozpect I Membership I w Events |
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes
i FalEE ¢ -

Date Type Fund Amount Balance Reference

Acquisition Fund $275.00
01122,1’2003 Cash 2003 Annual Fund $100.00

2. On the action bar, click New Gift. The New Gift screen appears.
3. Onthe New Gift screen, select “Stock/Property” in the Gift type field.
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4. In the Gift subtype field, select “Acreage”.

:_aﬂew Gift for Sidney L. Prescott
File Edit “iew Gitt Fawortezr Toolz Help

S 3

ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§' ?'l&'
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Constiuent: [5idney Prescol e
Gift type: IStockf’Property =l Reference: I 2l
Gift subtype: [Acreage | Acknowledge: [Not Acknowledged | 7] | =|
Gift date: [09/01/2004 31| teter |[ @]  Benefis |
Walue: lm Receipt: INot Receipted =l I =]
Campaigr | i8] Receiptamtsno: [50.00 =
Fund: I jﬁl lssuer: I— Detailz |
Appeal: I jﬁl
Package: I jﬂl
Salicitors “ jﬁl
Pay method: [Cash =l ElErT Amount bills: Im
Fief no. /date: I I =] Arnourt coins: Im
|Date added:

| Press F3 for taday's date, F7 for calendar

5. In the Gift date field, enter the date 09/01/2004, which is the date Sidney Prescott agreed to donate the

gift.

© N o

In the Value field, enter the amount $1,100,000.

In the Campaign field, select “Endowment Campaign”.
In the Fund field, select “Acquisition Fund”.

In the Appeal field, select “Planned Giving Letter”.
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10. This appeal has not been divided into packages so you can leave the Package field blank.

File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§' ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Conztituent: ISidney Prescott ﬂ ID: 64
Gift type: Istgck,fprgperty ﬂ Reference: I ‘g
Gift subtype: |.t’-\cleage j Acknowledge: INomcknowIedged j I EI
Gift date: Im Letter | Eenefits |
W alue: lm FReceipt: INot Receipted =l I =
Campaigr: IEndowment Campaign jﬁl Receipt amt/na.: |$‘I,1DD,DDD.DD ﬂl I
Fund: IAcquisition Fund jﬁl lzzuer: I— Detailz |
Appeal: IF'Ianned Giving Letter jﬁl
Package: I jﬁl
Solicitors || jﬁl
Pay method: ICash j = EFT Amourt bills: Im
Ref no. /date: I I = Armaunt coing: Im
|Date added:

| Press F7 for table lookup |

11. Because Sidney donated the gift in response to your letter, leave the Solicitors field blank.
12. In the Reference field, enter “10 acres of land”.

Note: You can generate a single acknowledgement letter from a gift record using the Microsoft Word icon in

the Letter field. For more information, see “Creating an Acknowledgement Letter from a Gift Record” on
page 101.

13. In the Acknowledge field, select “Acknowledged” because you wrote a handwritten thank-you letter to

Sidney. In the field to the right of the Acknowledge field, enter the date 09/02/2004 because this is the
date you mailed the letter.

14. In the Letter field, select “Personalized Thank You” to show the type of letter you mailed to Sidney
Prescott.
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15. To add the tickets you are giving to Sidney, click Benefits. Add 50 tickets as seen in the screen shot below.

When you finish adding the benefits click OK. You return to the New
about adding benefits to a gift record, see “Benefits” on page 41.

Benefits

Enter goods, services, or benefits received by the constituent,

Gift screen. For more information

Benefit ICountl Unit Cost | Taokal Benefityvalue |Sent||'FuIFiIIed| Comments

| |Free Ticket S0 $15,00 $750.00

Load Fron... |

09/02/2004 Benefits For la...

Total: $750.00

Motes:
Because Sidney made such a large donation, we decided to give her B0 tickets. ;I
[ Include notes on receipt
oK. | Cancel |

16. Select “Receipted” because you already sent a receipt to Sidney.

17. In the Receipt date field, enter the date 09/02/2004, which is the date you posted the receipt.

18. Notice the amount in the Receipt field updates automatically when you click Yes on the benefits value
message when you save the information in the Benefits screen. The new receipt amount reflects the gift
amount minus the Total Benefit Value on the Benefit screen. This is the tax deductible portion of the gift.

19. In the Receipt no. field, enter the receipt number “152”.

% New Gift for Sidney L. Prescott M= E3
File Edit “iew Gift Faworites Tools Help
ESaveandClose'| u|§' [&- | W4 k H | -+ '|%'|§'|||ﬁ ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Conztituent: ISidne_l,l Prescott QI ID: 64
Gift type: Istgck,fprgperty =l Reference: |1 0 acres of land 2
Gift subtype: [Acreage =l Acknowledge: [4cknowledged x| /|oas0z/2004 =

Gift date: IDSHD‘I;"2DD4 Ell

Letter ”alizedThankYou v- v Benefits |

Yalue: |$1 .100,000.00 J_lel

Receipt: |Receipted 7| /|oar0zr2004

=]

Campaign: IEndDwment Campaign jﬁl Fieceipt amt/no.: |$1,1DD,DDD.DD ﬂI |152
Fund: IAcquisition Fund jﬁl [P I— Details |

Appeal: IF'Ianned Giving Letter jﬁl
Package: I jﬁl
Solicitors “ jﬁl

Pay method: | Cash =l e Amount bills: m

Ref no. /date: I I = Armaunt coing: Im

|Date added:

20. Inthe Issuer field, enter “Sidney Prescott”. Because this is a gift of pro
Details button.

perty, it is not necessary to click the
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21. In the Pay method field, select “Other” because this gift was paid with land instead of currency. You are

not tracking any reference information for this payment method at this time, so you can leave the Ref
no./date fields blank.

gNew Gift for Sidney L. Prescolt M= B3
File Edit “iew Gitt Favortes Tools Help
[, Save and Close - u|§'|§'|ﬂ 1 N|—" ER ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Canstituent: ISidney Prescott QI ID: B4
Gift bype: IStock.-"F'ropelty j Reference: |1 0 acres of land g
Gift subtype: [Aereage =l Acknowledge: [Acknowledged | =] [03/02/2004 3|
Gift date: [05/01,/2004 1] Letter _|[alied Thank You = [6] v Bensfis |
Vaue: [¢T10000000 | Receipt: [Receipted =] [oeva2/2004 =]
Campaigr: IEndowment Campaign jﬁl Fieceipt amt/no.: I$1,1UU,DUU.UU ﬂI |152
Fund: IAcquisition Fund jﬁl lesuer W Bels |
Appeal: IF'Ianned Giving Letter ﬂﬁl
Package: I jﬁl
Solicitors || jﬁl
Pay method: IDther ﬂ I~ EFT? Ref no. /date: I EI
|Date added:
| |

22. To add Sidney’s gift to the database, click Save and Close on the toolbar.

Selling a Stock/Property Gift

When a constituent donates land or stock certificates, you may sell the gift to use the funds to benefit your
organization. When this happens, you need to create a gift record for the stock or property and record the value
of the gift on the day it was transferred to your organization. You can use the Sell Stock/Property option to
modify this gift record to include the sale amount of the stock or property and any fees incurred by your
organization to initiate the sale.
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» Selling a Stock/Property gift

2.

Scenario: Recently, Sidney Prescott donated 10 acres of land to benefit your museum. Your
organization decides to sell the land to raise money for an upcoming exhibit. From the sale, your
organization receives $1.5 million. The broker who assisted with the sale charges $10,000 for his
services. Before you use the Sell Stock/Property option, you need to add a gift record for the
Stock/Property gift to record the value of the gift on the day it was transferred to your organization.
This scenario uses the gift record added in “Adding a Stock/Property gift” on page 77.

From Sidney Prescott’s constituent record, select the Gifts tab. For more information about opening a

constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry
Guide.

= Sidney L. Prescott

File Edit “iew Constituent Letter Favortes Tools Help

ESaveandElnse'|u|§'@'@'|I( 4 » H|—b|2-|?ﬁ||| ?'|&'|'

v Attibutes | Media I v Actions I Honor/kemaorial I v Yolunteer I v Prozpect I Membership I w Events I
v Biol I v Bio 2 I v Addresses I v AddresseessSalutations I v Relationships I v Appeals I Hotes v [Gifts
| New Gt &dpen -
Date Type Fund Amount Balance Reference
StockfProperty Acquisition Fund $1,100,000,00 10 acres of land
07}30f2004 Cash Acquisition Fund $275.00
012212003 Cash 2003 Annual Fund $100.00

In the grid, select Sidney’s gift of $1,100,000.
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3. Click Open. Sidney’s gift record appears.

!a Gift for Sidney L. Prescott

[ (]
File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 1 b N|"'|%'|§'|| ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
‘ Conztituent: ISidne_l,l Prescott QI ID: 64
Gift type: Istgck,fprgperty =l Reference: |1 0 acres of land 2
Gift subtype: [Acreage =l Acknowledge: [4cknowledged x| /|oas0z/2004 =

Gift date: IDSHD1;"2DD4 Ell
Yalue: |$1 .100,000.00 J_fjll

v Letter ”F'ersonalizedTha v- v Benefits |

Receipt: |Receipted || nav0z/2004 =)

Campaign: IEndDwment Campaign jﬁl Fieceipt amt/no.: |$1,1DD,DDD.DD ﬂI |152
Fund: |Acquisition Fund ~[sa] Issuer: [Sivey Frescot || Detals |
Appeal: IF'Ianned Giving Letter jﬁl
Package: I jﬁl
Salicitors “ jﬁl
Pay method: | Other =l e Ref no. /date: | =

|Date added:

| Press F7 for table lookup

4. From the menu bar, select Gift, Sell Stock/Property. The Sell Stock/Property screen appears.

Sell Stock/Property E3
Date of zale: I EI
Sale amount |$D_E|D EI GL post status: INU[ Paosted j

Broker fes: [$0.00 =

Issuer: |Sidney Prescatt

GL post date: I EI
Dietails |

Mates:

Ungold amount: $1,100,000.00

|Loss: $1.100,000.00

ak. | Cancel |

Wiew GL Distribution |

In the Date of sale field, enter the date 12/12/2004. This is the date you sold Sidney’s land.
In the Sale amount field, enter the amount $1,500,000. This is the amount you obtained from the sale of

Sidney’s land.

7. Inthe Broker fee field, enter the amount $10,000. This is the fee you paid to the agent who helped you

find a buyer for the land.

8. Inthe GL post status field, select “Not Posted”.
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9. In the GL post date field, enter the date 12/12/2004.

Sell Stock/Property

Date of sale: |12.f'1 2/2004 EII

Sale amount [$150000000 | GL past status: [Not Posted =]
Broker fee: |$10.000.00 il GL post date: |12.-'12.-’EDD4 EII
lzsuer |Sidne_l,J Prescoatt Details |

MHates:

Ungold amount: $1,100,000.00 |Gain: $390,000,00

ok | Cancel | VierLDistributionl

10. Inthe Issuer field and Details button, the program defaults the information you entered in the Issuer field
and Details button on the gift record. In this case, you do not need to update this information.

Note: The status bar at the bottom of the Sell Stock/Property screen reflects the unsold amount of the land’s

worth, and the amount you gain from the sale minus the Broker fee.

11. Inthe Notes box, enter any important information about the sale. Enter “Although Sidney Prescott
originally donated this land to be used to build the new museum, she gladly agreed to the sale.”

Sell Stock/Property E

Cate of zale: I12x’1 242004 EII

Sale amount |$1,EDD,DDE|_DE| ;ﬁjl GL post ztatus: INU[ Paosted j
Broker fee: [$10,000.00 = GL past date: |12..-'12J2DD4 EII
lssuer: |Sidney Prescatt Dietails |

Mates: [Although Sidney Prescaott ariginally donated this land o be used ta build the new museun,
she gladly agreed to the sale.

Unszold amount: $1,100,000.00 |Gain: $390,000,00

0k | Cancel Wiew GL Distribution |
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12. Click OK. You return to the gift record. The entry in the Gift type field changes to Stock/Property (Sold).

File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 1 b N|"'|%'|§'|| ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
‘ Conztituent: ISidney Prescott ﬂ ID: 64
Gift type: Istgck,fprgperty [Gold) =l Reference: |1 0 acres of land 2
Gift subtype: [Acreage =l Acknowledge: [4cknowledged x| /|oas0z/2004 =
Gift date: Im v Letter | v Benefitz |
Value [$T10000000 | Rieseipt: [Recsipted =] Jos/0z/z004 =]
Campaign: IEndDwment Campaign jﬁl Fieceipt amt/no.: |$1,1DD,DDD.DD ﬂI |152
Fund: IAcquisition Fund jﬁl lssuer: IW Details |
Appeal: IF'Ianned Giving Letter jﬁl
Package: I jﬁl
Solicitors “ jﬁl
Pay methad: ID[he[ j = EF7 Ref no. /date: I EI
|Date added: 03/01/2004 Sale amount: $1.500.000.00
| Press F7 for table lookup

13. Click Save and Close on the toolbar.

Editing or Deleting a Sale of Stock Transaction

You may need to edit or delete information about the sale of a Stock/Property gift. For example, the broker could
increase the fee charged for the transaction or you may need to correct a data entry error.
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» Editing or deleting a sale of stock transaction

1. Open a gift record with the Gift type of Stock/Property (Sold). For more information about opening a gift
record, see “Accessing a Gift Record” on page 7.

!B Gift for Sidney L. Prescott M= E
File Edit ‘iew Gift Favorites Tool: Help
[ 5ave and Cloze - u|§'|§'|ﬂ i« » N|—" R | ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Canstituent: ISidney Prescott QI ID: B4
Gift bype: IStock.-"F'ropelty [Sold] j Reference: |1 0 acres of land g
Gift subtype: [Aereage =l Acknowledge: [Acknowledged | =] [03/02/2004 3|
Gift date: [05/01,/2004 1] v Letter |[alzed Thark Youz[B0] v Bensfis |
Vaue: [¢T10000000 | Receipt: [Receipted =] [oeva2/2004 =]
Campaigr: IEndowment Campaign jﬁl Receipt amt/no.: |$1,1UU,UUU.UU ﬂl |152
Fund: IAcquisition Fund jﬁl lzsuer: IW Detailz |
Appeal: IF'Ianned Giving Letter ﬂﬁl
Package: I jﬁl
Salicitars || > | #
Pay method: IDther ﬂ I~ EFT? Ref no. /date: I EI
|Date added: 03/01/2004 Sale amount: $1,500,000.00
| Press F7 for table lookup |

2. From the menu bar, select Gift, Sold Stock/Property Information. The Sold Stock/Property Information
screen appears.

Sell Stock/Property

Date of sale: |12.f'1 2/2004 EII

Sale amount |$1,EDD,DDD.DD j-ﬁjl GL post status: IN.;t Posted j

Broker fee: |$10.000.00 il GL post date: |12.-'12.-’EDD4 EII
lzsuer |Sidne_l,J Prescoatt Details |

Mates: [Although Sidney Prescatt ariginally donated this land b be used ta build the new museun,
she gladly agreed to the zale.

Ungold amount: $1,100,000.00 |Gain: $390,000,00

ok | Cancel | VierLDistributionl

3. To edit the sale information, enter the changes on the Sold Stock/Property Information screen and click
OK. You return to the gift record.

4. To delete the sale information, click Delete. A message appears.
The Raiser's Edge E2

@ Are you sure you want to delete the sale of stock information?
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5. Click Yes to delete the sale of Stock/Property information and return to the gift record. Click No to return
to the Sold Stock/Property Information screen without deleting any information.

6. From the gift record, click Save and Close on the toolbar to save the changes and close the record.

Editing a Gift Record

» Viewing or editing an existing gift from the Gifts tab of a constituent record

You can view any gift record if you have security rights. However, you can edit only gift records that have not
been posted to General Ledger. After a gift is posted to General Ledger, you can adjust the gift record if you
need to change the gift amount or the campaigns, funds, appeals, and packages to which the gift is attributed.
For more information, see “Adjusting a Gift” on page 91.

1. From a constituent record, select the Gifts tab. For more information about opening a constituent record,
see the Introduction to Constituent Records chapter of the Constituent Data Entry Guide.

<= Jason D. Campbell

File Edit “iew Constituent Letter Favortes Tools Help
ESaveandClose'|n|§' [&- @'| H 4 » M | — | 2'|? E||| ?'|§'| =- |

W Altributes | Media I v Actions I Honor/kemaorial I v Volunteer I v Prospect I v bembership I Events I
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I Motes

& (1 x -

Date Type Fund Amount Balance Reference

07/01/2004 Matural Disaster ... $2,500.00 Ins of 6/18/2000

02/10/2004 Cashiem 2004 Membershi, . $10,000,00

06/06/2003 Cash 2003 Annual Fund $500,00

03/06/2002 CashiMem 2002 Membershi. .. 450,00

11/13/2001 Pay-Cash Matural Disaster ... $2,500,00 Ins of D&/18/2001
0a/10f2001 Cash 2001 Annual Fund $100.00

06/ 18/2000 Fledge Matural Disaster ... $5,000,00 $0.00

06/02{2000 CashiMem 2000 Membershi. .. $450,00

06/18/1999 Pay-Cash Building Fund $2,000,00

04031999 Pledge Building Fund $2,000,00 40,00

Note: If the gift has been posted to Blackbaud’s General Ledger, all fields on the gift record are disabled. You
can change the information on the gift record using the Adjust option. For further details on this option, see
“Adjusting a Gift” on page 91.

2. In the Gifts grid, select the gift you want to view or edit.
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3. Click Open on the action bar. The gift record appears.

!a Gift for Jason D. Campbell [_ [}
File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 1 » N|"'|%'|§'|||?'|&' |
¥ Gift |v Miscellaneousl Soft Qreditl atching Giftsl Trjbutel Attribgtesl v Installments#Pa}gmentsI Split Giftl
‘ Constituent: [1=<cr Campbel I IR
Gift type: IPIedge ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Pledged on: Im W Letter | B enefits |
Pledge amt: lm Schedule | Receipt: INot Receipted j I EI
Campaigr: IDiSGStBI Felisf Campaign jﬁl Receipt amt/no.: |$5,DDD.DD ﬂl I
Fund: INaturaI Dizaster Felief Fund jﬁl ] S Fieem |
Appeal: IZUUU President's Breakfast jﬁl Status/date: I.t’-\cti\-'e j I EI
Package: I jﬁl
Solicitors “ jﬁl
Pay method: ICash j = EFT Amourt bills: Im
Ref no. /date: I I =] Amourt cins: Im
|Date added: |Balance: $0.00
| Press F7 for table lookup |§;&

4. Change any necessary information.
5. Click Save and Close on the toolbar.

» Viewing or editing an existing gift record from the Records page

You can view any gift record if you have security rights. However, you can edit only gift records that have not
been posted to General Ledger. After a gift is posted to General Ledger, you can adjust the gift record if you

need to change the gift amount or the campaigns, funds, appeals, and packages to which the gift is attributed.
For more information, see “Adjusting a Gift” on page 91.

1. On the Raiser’s Edge bar, click Records.
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2. Click the Gifts link. The Gifts page appears.

& The Raiser's Edge
Ele Edt Wiew Go Favaorites Tools Help

JS[=] E3

4 Back % Foniad | Dpenin separate window

\P{r‘t Home

Constituents ﬂ

S| Gifts

Actions

Campaigns

Funds E%}‘ Mewr Gift W COpen a Gift

Appeals
Memberships
Jobs

Events Recently Accessed Records Quick Find

04/25/2007 Cash $575,00 - David M, Korbin I m
10/17/2007 Cash $500,00 - Roger B, Langley
01f19/2007 Cash $5,000.00 - Roger B, Langley
11§23§2007 Cash $1,000.00 - Roger B, Langley
04/24/2007 Cash $250.00 - Roger B, Langley
(08/03/2007 Pledge $1,000.00 - David M, Karbin
08/02§2002 Pay-Cash $100.00 - David M. Korbin
02f16/2007 Cash $250.00 - David M, Korbin
0113/2006 Cash §450,00 - Robert C, Hernandsz
12/0012006 Planned Gift $2,500,000.00 - Robert ¢,
Hernandez

‘Welcome ta The Raiser's Edge 7

B

Note: If the gift has been posted to Blackbaud’s General Ledger, all fields on the gift record are disabled. You

can change the information on the gift record using the Adjust option. For further details on this option, see
“Adjusting a Gift” on page 91.

3. To open the gift record you want to view or edit, click Open a Gift and search the database for that gift.

For more information about opening a gift record, see “Accessing a Gift Record” on page 7. The gift record
appears. To edit the gift, change any necessary information.

!B Gift For Baldwin Entertainment Corporation

File Edit ‘iew Gift Favorites Tool: Help

saveandClose~ | || Sb- (& 1| 0« » m | o[- @0 @m0 20 8- |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Conshituent: |5 aldwin Entertainment Coporation #] 10 118
Gilt bype: |Cash j Feference: | g
Gift subtype: | =l Acknowledge: [Not Acknowledged | 7] | =

Gift date: |ua;nsx2no4 El[ v Letter ”GeneraIThankY v- Benefits |
Amount: [§5,000.00 | Receipt: [Not Receipted =l =

Campaigr: ICapitaI Campaign vI ﬂl Rlzeatat aniviim: |$5,UUU.UU ﬂl I
Fund: |Camp Kids Schalarship ~[#]

Appeal: IlntemetMeb Site zolicitations v| Hl

Package: I '| Hl
Solicitors || ~ 8]
Pay method: |Business Check [ =R Check no./dale: [2033 03/08/2004 |

Bark: I - | -.':1- |

|Date added:

| Press F7 for table lookup |?

4. Click Save and Close on the toolbar.
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Deleting a Gift Record

» Deleting a gift from the Gifts tab of a constituent record

If you have security rights, you can delete a gift record from the database. If you delete a pledge from the
database, gift records for payments applied to the pledge are also deleted.

Warning: We strongly recommend you make a backup copy of the database before deleting any information
from The Raiser’s Edge.

1. From a constituent record, select the Gifts tab. For more information about accessing a constituent
record, see the Introduction to Constituent Records chapter of the Constituent Data Entry Guide.

=i Jagon D. Campbell

File Edit “iew Constituent Letter Favortes Tools Help
ESaveandElose‘|n|§' [&- @'| H 4 » H | =+ | 2'|? E||| ?'|&'| El |

W Attributes | Media I W« Actions I Honor/Memaorial I v Yolunteer I v Prospect I v Membership I Events |
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes v Gifts

] &mlpen .
Date I Type I Fund Amnount I Balance I Reference
07j01f2004 Pay-Cash Matural Disaster ... $2,500,00 Ins of 6/18/2000

0z{10{2004 CashMem 2004 Membershi..., $10,000,00
ED c]
03/06/2002 CashMem 2002 Membershi. .. $50.00

2003 Annual Fund $500.00

11/13/2001 Pay-Cash Matural Disaster ... $2,500,00 Ins of D&/18/2001
08/10/2001 Cash 2001 Annual Fund $100.00

06/ 18/2000 Fledge Matural Disaster ... $5,000,00 $0.00

06/02f2000 CashMem 2000 Membershi. .. $450.00

06/18/1999 Pay-Cash Building Fund $2,000,00

04/03/1999 Pledge Building Fund $2,000,00 40,00

Note: If you are deleting a payment for a Recurring gift, it is important to take an additional step on the
Recurring gift template. After deleting the payment, open the Recurring gift record. Select the Transactions tab
and click Rollback Transaction. This resets the date for your payment schedule in the Next transaction due
field (in the lower right corner on the Transactions tab). Resetting the date is important to avoid unintentional
skipped transactions. For more information about Recurring gifts, see the Recurring Gifts chapter in this guide.

2. Inthe grid, select the gift you want to delete.
3. Click Delete on the action bar. A message appears.

The Raizer's Edge

@ Are pou zure pau want bo delete this Gifk record?

4. To delete the gift record, click Yes.
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5. Click Save and Close on the toolbar to save the changes and close the constituent record.

Adjusting a Gift

After entering a gift record in The Raiser’s Edge, you can use the Adjust option to make and track any changes to
the gift amount or funds to which the gift is designated (including reversing a gift). For example, John Smith
decides to donate a $10,000 gift to your organization. However, on the gift record, $1,000 was entered by
mistake in the Amount field. You can use the Adjust option to correct this data entry error and create a record of
the change for your auditors.

Note: If you do not have Blackbaud’s General Ledger, you can still use the procedures in this section when
adjusting a gift. However, if you want to make an additional adjustment, you need to post your gifts from the
Post to General Ledger link in Administration to remove any Pending adjustments. For more information about
the complete process of posting to General Ledger, see The Raiser’s Edge and The Financial Edge: An
Integrated Solution for Nonprofits.

You can also use the Adjust option to change a gift record when the constituent is not able to transfer funds to
your organization. For example, Mary Rodgers made a donation to your 2000 Annual Fund using a personal
check. After you added a gift record in the database for Mary’s gift, the bank informed you Mary did not have
enough money in her account to pay the check. You can adjust Mary’s gift record to show your organization did
not receive any money from the transaction.

When you use the Adjust option, you create an adjustment record containing information about the new gift
amount and funds to which the gift is designated. Adjustment records are posted to the General Ledger so you
can maintain a record of any changes in the gift amount or the distribution of incoming funds. If an adjustment
has not been posted to the General Ledger, it is referred to as “Pending.” Only one pending adjustment can exist
for each gift record. After posting a pending adjustment to the General Ledger, you can make another
adjustment to the gift record.

If a pending adjustment exists for a gift record, an Adjustment Pending display appears on the Miscellaneous tab
of the gift record. This display indicates you must post the adjustment to the General Ledger before making
additional changes to the gift record.

After you adjust a gift for the first time, the Adjustments tab appears on the gift record so you can view all the
changes made to the gift record. From this tab, you can add, edit, and delete adjustments from the gift record.

Adjustment Record

To create a record of changes made to a gift record, select Gift, Adjust from the menu bar. The New Adjustment
screen appears so you can enter information about changes you are making to the gift amount and fund
distribution. The information on this screen is divided into two tabs, the Adjustment tab and the Split Gift tab. If
you are adjusting a pledge gift record, the Installment Schedule tab appears so you can adjust the installment
schedule for the pledge. For more information about adjusting a pledge gift record, see “Adjusting a Pledge” on
page 175.

After you save an adjustment record, an “Adjustment Pending” display appears on the Miscellaneous tab if the
adjustment has not yet been posted to the General Ledger. Also, the Adjustments tab appears on the gift record
after you adjust a gift record for the first time so you can add additional adjustments for a gift and view, edit, and
delete existing adjustments.
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Adjustment Tab

On the Adjustment tab, enter information about the new gift amount, the fund to which the gift was attributed,
and notes relating to why you are adjusting the gift.

Mew Adjustment for Elizabeth A. Ashton
File Edit View Adustment Help

[Fi5ave and Cloze '|u 'X| 4 » |IQ'| ? '|§' |

v Adjustment | Spit Gitt |

Y'ou can uze adjustments to track changes to gifts. when an adjuzstment is saved, the gift iz automatically updated to
reflect the adjusted information. [F the arginal qift was posted, the adjustrment will create the appropriate reversing entries
the next time posting to the General Ledger occurs,

Entered by Supervigor

Gift subtppe; I j
Adjuztment date:
Adjusted amount: |$5,000.00 = Previous amaount: $5.000.00
Adjusted fund: |2005 Annual Fund jﬂ Previous fund(s): |2DDE Anrual Fund

Adi. GL post date/status: [02/21/2005 3| [Not Posted 7]
[~ Usze adjustment GL post date for the reversal GL post date

Reazon; IData Entry Error

Motes: |Gift amount should be $5,000 instead of $50,000.

Entered by. In the Entered by display, the program displays the user name of the last person to edit the
adjustment record before the adjustment record is posted to the General Ledger. For example, Sally added an
adjustment for a gift record. However, before this adjustment was posted to General Ledger, Mary edited the
adjustment record. Therefore, the user name “Mary” appears in the Entered by display.

Gift subtype. In the Gift subtype field, you can record a change or addition of a gift subtype. For example, a
constituent donated a Gift-in-Kind of ten computers. When you receive donations of computers, your
organization enters Computers in the Gift subtype field on a gift record. If the subtype information is
accidentally omitted, you can use the Adjust option to add a Gift subtype of Computers.

Adjustment date. Inthe Adjustment date field, the program defaults the current system date set on your
workstation. You can change this date to any date you want to associate with the adjustment.

Adjusted amount. In the Adjusted amount field, enter the gift amount you want to associate with the
adjustment. For example, you are adjusting a $120 gift to change the fund. Because the gift amount is the
same for the adjustment, enter $120 in the Adjusted amount field. If you are adjusting the gift to change the
gift amount, enter the corrected gift amount in the Adjusted amount field. For pledge gifts, enter the entire
amount of the pledge. For recurring gifts, enter the transaction amount for the gift.

Adjusted fund. In the Adjusted fund field, the program defaults the funds entered on the original gift record.
For example, if 2003 Annual Fund is entered in the Fund field on a gift record, 2003 Annual Fund appears in
the Adjusted fund field. To change the fund to which the gift is designated, enter the new fund in this field. If
the gift is split among multiple funds on the original gift record, the Adjusted fund field is disabled. You need
to use the Split Gift tab on the adjustment record to select multiple funds to which the gift should be
designated. For more information, see “Split Gift Tab” on page 93.

Note: If “Posted” or “Do Not Post” does not appear in the GL post status field, you do not have security rights
to select these options. If you want to select one of these options, see your Supervisor. For more information
about security, see the Configuration & Security Guide.
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Adj. GL post date/status. In the Adj. GL post date field, enter the date to associate with the posting status of
the adjustment information to the General Ledger. In the Adj. GL post status field, select “Posted” or “Not
Posted”. Each adjustment you make to a gift record must eventually be posted to the General Ledger;
therefore Do Not Post is not an option.

Use adjustment GL post date for the reversal GL post date. Mark this checkbox if you want to use the
general ledger post date on the adjustment record as the post date for the reversal transaction that is
generated when the adjustment is posted to general ledger. When marking this checkbox, the general ledger
post date for the reversal is the same as the general ledger post date for the adjustment. If this checkbox is
not marked, the general ledger post date for the reversal is the general ledger post date on the Miscellaneous
tab on the original gift record. For more information about reversals, see “Posting Gifts to Blackbaud’s
General Ledger” on page 119 and The Raiser’s Edge and The Financial Edge: An Integrated Solution for
Nonprofits guide.

Reason. Inthe Reason field, briefly explain why you are making an adjustment to this gift record. For example,
you can enter “Data entry error” or “Insufficient funds”.

Notes. In the Notes field, add additional information about the adjustment or further explain why you are
making an adjustment to this gift record. For example, you can enter “The gift amount should be $5,000
instead of $50,000.”

Split Gift Tab

If the unadjusted gift was split among multiple campaigns, funds, appeals, and packages or you want to split the
adjusted gift, you can enter information on the Split Gift tab of the adjustment record.

Hew Adjustment for Mrz. Elizabeth Ann Ashton E2
File Edit Yiew Adustment Help
ESaveandC_lnse'|n X| 4 b||?' |

v Adjustment v Spit Gift |

Enter by: & Amaount ¢ Percent

Campaign I Fund Appeal Package I Amounk I
Annual Carnpaign 2000 Annual Fund Annual Mewsletter $25,000.00
| |Annual Campaign Acquisition Fund Annual Mevasletter $25,000,00

| Gift amount: $50,000.00 | Distributed: $50,000.00 |Remaining: $0.00

On the Split Gift tab, you can split the gift among multiple campaigns, funds, appeals, and packages using the
same method as on the Split Gift tab of a gift record. For more information about splitting a gift, see “Splitting a
gift between two funds” on page 64.

Adjusting a Gift Record for the First Time

Note: If you need to reverse a gift, you must adjust the gift record.
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Now that you understand the tabs and options on the adjustment record, you are ready to adjust a gift record in
the database. The method you use to adjust a gift for the first time differs from when you add additional
adjustments. For more information about adding additional adjustments, see “Adding additional adjustments to

a gift record” on page 98.

» Adjusting a gift for the first time

2.

Scenario: On 11/30/2004, Emma Terrell donated $50 to your Richard Mosely Memorial Fund using a
personal check. On 12/06/2004, the bank informs you Emma does not have enough money in her
account to donate the gift. Because you already added a gift record to the database for Emma’s gift,
you need to adjust the gift record to show your organization did not receive any money from the

transaction.

From Emma Terrell’s constituent record, select the Gifts tab. For more information about opening a

constituent record, see the Introduction to Constituent Records chapter

Guide.
== Emma ¥. Temell M= E
File Edit “iew Constituent Letter Favortes Toole Help

ESaveandElnse'|u|§'@'@'|I( 4 » H|—b|2-|?ﬁ||| ?'|&'|'

of the Constituent Data Entry

Attributes I Media I v Actions I Haonor/kemorial | v Wolunteer I v Prozpect I v Membership I Ewents I
v Biol I v Bio 2 I v Addresses I v AddresseessSalutations I v Relationships I v Appeals I Motes v [Gifts

& (e x =

i Annual Fund

11/30/2004 Cash Richard Mosley M... 450,00
012372003 Cash 2003 Annual Fund $100.00
0a/09f2002 Cash Matural Disaster ... $300,00
11/13/2001 CashMem 2001 Membershi. .. $35.00
07/06/2001 Cash 2001 Annual Fund $100.00

In the grid, select Emma’s $50 gift to the Richard Mosely Memorial Fund donated on 11/30/2004.
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3. Click Open on the action bar. The gift record appears.

% Gift for Emma V. Terell M= E3
File Edit “iew Gift Faworites Tools Help

PisaveandCiose- |l | &- (8- T 10 4 » M| >3- @@ 2|82 |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Constiuent [Erors el H] 1D 8
Gift type: IEash ﬂ Reference: | g
Gift subtype: | =] Acknowledge: [Not Acknowledged | 7] | =

Giift date: |11;30;2004 Ell v Letter ”Tribute Thanks v- Benefits |
Armount: |$50_DD g‘ﬁll Receipt: INot Receipted j I EI

Campaigr: IEndowment Campaign Receipt amt/no.: |$ED_DD ﬂl I

Fund: IHichard M osley Memorial Fund

Y
Y
Appeal: |Unsolicited jﬁl
ﬂﬁl
ﬂﬁl

Package: I

Salicitors | I

Pay methad: IPe[sond Check j = EF7 Check no. /date: |332 11#30#2004@'
B arik: I -

|Date added:

| Press F7 for table lookup |

4. From the menu bar, select Gift, Adjust. The New Adjustment screen appears.

New Adjustment for Emma ¥. Temell [X]

File Edit “iew Adustment Help
[5ave and Close '|u )(l 4« » ||g'

v ddstmert | Spit Git |

? - |

Y'ou can uge adjustments to track changes to gifte. When an adjustment iz saved, the gift iz automatically updated to
reflect the adjusted information. [f the original gift was pozted, the adjustment will create the appropriate reversing entries
the next time posting to the General Ledger occurs.

Entered by Supervisor

Gift subtype: j
Adiustment date; |1 2/06/2004 I
Adjusted amount: I$5I],I]D El Previous amount: $50.00

Adjusted fund: |F|ichard b cisley bemorial Fun = | ﬂl Previous fund(s]: |Hichard Mazley Memarial Fund

Adj. GL post date/status: [12/21/2005 =] [Not Posted 7|
[~ Use adjustment GL post date for the reversal GL post date

Fleason: |

Motes:

5. In the Adjustment date field, enter today’s date, which is 12/06/2004.

6. Inthe Adjustment amount field, enter the amount $0 because you want to enter $0 in the Amount field
on the gift record instead of the $50 originally entered.
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7.

8.

10.

In the Adjustment fund field, leave “Richard Mosely Memorial Fund” because you do not need to change
the distribution of Emma’s gift.

New Adjustment for Emma ¥. Temell [X]
File Edit “iew Adustment Help

[5ave and Close '|u )(l q b|@"| ?'|§' |

v ddstmert | Spit Git |

Y'ou can uge adjustments to track changes to gifte. When an adjustment iz saved, the gift iz automatically updated to
reflect the adjusted information. [f the original gift was pozted, the adjustment will create the appropriate reversing entries
the next time posting to the General Ledger occurs.

Entered by Supervisor
Gift subtype: I j

Adiustment date; |1 2/06/2004 I
Adjusted amount: |$U_DD El Previous amount: $50.00
Adjusted fund: |F|ichard b cisley bemorial Fun = | ﬂl Previous fund(s]: |Hichard Mazley Memarial Fund

Adj. GL post date/status: [12/21/2005 =] [Not Posted 7|

[~ Use adjustment GL post date for the reversal GL post date
Fleason: |

Motes:

In the Adj. GL post date/status fields, enter the date 12/06/2004 and “Not Posted”. You plan to use the
Post to GL option in Administration to post the adjustment to General Ledger. For complete information

on the process of posting to General Ledger, see The Raiser’s Edge and The Financial Edge: An Integrated
Solution for Nonprofits.

Mark the Use adjustment GL post date for reversal GL post date checkbox if you want to use the general
ledger post date on the adjustment record as the post date for the reversal transaction that is generated
when the adjustment is posted to general ledger.

When marking this checkbox, the general ledger post date for the reversal is the same as the general
ledger post date for the adjustment. If this checkbox is not marked, the general ledger post date for the
reversal is the general ledger post date on the Miscellaneous tab on the original gift record. For more
information about reversals, see “Posting Gifts to Blackbaud’s General Ledger” on page 119 and The
Raiser’s Edge and The Financial Edge: An Integrated Solution for Nonprofits guide.

In the Reason field, enter “Insufficient Funds”.
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11. In the Notes box, enter “Bank called on 12/06/2004 to inform us Emma’s gift could not be transferred to

our account.”

New Adjustment for Emma ¥. Temell [X]

File Edit “iew Adustment Help
[5ave and Close '|u )(l 4« » ||g'

v ddstmert | Spit Git |

? -~ |

Y'ou can uge adjustments to track changes to gifte. When an adjustment iz saved, the gift iz automatically updated to
reflect the adjusted information. [f the original gift was pozted, the adjustment will create the appropriate reversing entries
the next time posting to the General Ledger occurs.

Entered by Supervisor

=

Gift subtype:

Adiustment date; |1 2/06/2004 I

Adjusted amount;

Adjusted fund.
Adj. GL post date/status:

Previous amount: $50.00

: |$D.DD El

: |F|ichard Mosley Memaorial Fun = | NI Previaus fund(s]: |Hichard tasley Memarial Fund

: [02r21/2005 =] [Mot Posted 7]
¥ Use adjustment GL post date for the reversal GL post date

Reazan; IInsufficient Funds

Motes:

Bank called on 12/06/2004 ta inform us Erma’s gift could nat be transferred to our accout,

Note: Because you are not changing the distribution of campaigns, funds, appeals, or packages, you do not
need to enter information on the Split Gift tab.

12. Click Save and Close on the action bar. You return to Emma’s gift record. The Amount field is updated to
show the gift amount entered on the adjustment record. “Adjustment Pending” now appears on the
Miscellaneous tab because the adjustment has not yet been posted to the General Ledger. Also, the

Adjustments tab appears on

the gift record so you can add additional adjustments for this gift and view,

edit, and delete existing adjustments.

!B Gift for Emma ¥. Temell M= B3
File Edit ‘iew Gift Favorites Tool: Help
[ 5ave and Cloze - u|§'|§'|ﬂ a0 N|—" R | ?'l&' |
v Gift | Miscellaneaus | Soft Credit| Matching Gifts | Tribute | Attibutes | v Adustments | Splt Gitt |
‘ Canstituent: IEmma Termel QI ID: 80
Gift bype: ICash j Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI

Gift date: |1 143042004 ﬂl
Arnourt: |$D. il Hl

v Letter ||Tribute Thanks v- Benefits |

Receipt: INot Receipted j I EI

Campaigr: IEndDwment Campaign

Feceipt amt/no.: |$U, ]

|

Fund: IFlichard M ozlzy Memarial Fund

Appeal: IUnsoIicited

Package: I

Solicitors | I

Pay method: IF'ersonaI Check

Check no./date: [332 11/30/2004 3]

Bark: I

|Date added:

13. To save the changes and close the gift record, click Save and Close on the toolbar.
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Adjustments Tab on a Gift Record

After you make an adjustment to a gift record, the Adjustments tab appears.

ﬁﬁi[t for Emma ¥. Terrell HE E
File Edit “iew Gift Faveortes Tool: Help
[ save and Close - U|§'@'|N 1 b N|—"®' §'|| ? - B ‘
v Gitt| Miscellanecus | Soft Credit | Matching Gifts | Tribute | Attributes £y |Sp_|itGift|
] & Open
Date Entered By Previous Amount Adjusted Amount GL Post Status GL Post Date

$0.00 Posted

12062004 Supervisor $50.00

From the Adjustments tab, you can add additional adjustments, as well as edit and delete adjustments listed in
the Adjustments grid. To add an additional adjustment, all previous adjustments must be posted to the General
Ledger. You can also open an adjustment to view information about a change. You can edit or delete an
adjustment only if the adjustment has not been posted to the General Ledger.

» Adding additional adjustments to a gift record

Note: If this is the first time you are adding an adjustment to this gift record, you need to open the gift record
and select Gift, Adjust from the menu bar to create the new adjustment record. For more information, see

“Adjusting a Gift” on page 91.
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You can add an additional adjustment to a gift record only if all previous adjustments have been posted to the

General Ledger. If an adjustment has not been posted to the General Ledger, “Adjustment Pending” appears
on the Miscellaneous tab on the gift record.

1. From a gift record for which you want to add an additional adjustment record, select the Adjustments tab.

% Gift for Emma V. Terell [_ [}

File Edit “iew Gift Faworites Tools Help

ESaveandClose'| u|§' [&- | H 4 + H | -+ '|%'|§'|| ?'l&' |
v Gift| Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attibutes Siplt Gitt |
i Ll bat

Entered By Previous Amount Adjusted Amount GL Post Status GL Post Date
Sup T

$50,00 $0.00

Note: If you do not have Blackbaud’s General Ledger, you can still use the procedures in this section when
adjusting a gift. However, if you want to make an additional adjustment, you need to post your gifts from the
Post to General Ledger link in Admin to remove any Pending adjustments. For more information about the

complete process of posting to General Ledger, see The Raiser’s Edge and The Financial Edge: An Integrated
Solution for Nonprofits.

2. Click New Adjustment on the action bar. The New Adjustment screen appears.

New Adjustment for Emma ¥. Temell [X]
File Edit “iew Adustment Help

[5ave and Close '|u )(l 4 b |Q‘

v ddstmert | Spit Git |

? - |

Y'ou can uge adjustments to track changes to gifte. When an adjustment iz saved, the gift iz automatically updated to
reflect the adjusted information. [f the original gift was pozted, the adjustment will create the appropriate reversing entries
the next time posting to the General Ledger occurs.

Entered by Supervisor

Gift subtype:

Adjustment date:
Adjusted amount: Im Previous amount: $50.00
Adjusted fund: |F|ichard Mozley Memarial Funﬂ Previous fund(z]: |Hichard Maozley Memarial Fund
Adj. GL post date/status: [12/21/2005 =] [Not Posted 7|
[~ Use adjustment GL post date for the reversal GL post date

=

Fleason: |

Motes:
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3. Add the information you want to adjust on the New Adjustment screen. For more information about
these fields, see “Adjustment Tab” on page 92 and “Split Gift Tab” on page 93.

4. Click Save and Close on the toolbar to save the new adjustment and return to the Adjustments tab on the
gift record.

5. To save the changes and close the gift record, click Save and Close on the toolbar.

» Viewing or editing an existing adjustment

You can view an adjustment listed in the grid on the Adjustments tab regardless of whether the adjustment
has been posted to the General Ledger. An adjustment can be edited only if it has not been posted to the
General Ledger. If you need to edit a posted adjustment, you should add a new adjustment. For more
information, see “Adding additional adjustments to a gift record” on page 98.

1. From the Adjustments tab of a gift record, select the adjustment you want to view or edit. For more
information about opening a gift record, see “Accessing a Gift Record” on page 7.

2. Click Open on the action bar. The Adjustment screen appears.

Hew Adjustment for Emma ¥. Temell
File Edit Yiew Adjustment Help

[\ Save and Close '|u )(l 4 |IQ'

v dustmert | Splt Git |

? - - |

ou can uze adjustments to track changes to gifts. When an adjustment iz saved. the gift is automatically updated ta
reflect the adjusted information. [f the original gift was posted, the adjustment will create the appropriate reversing entries
the nest time pogting to the General Ledger occurs.

Enterad by Supervizar

Gift subtype:

Adiustment date: |1 2/06/2004 I

Adjusted amount: |$0.00 = Frevious amount; $50.00

[~

Adjusted fund: |Hichard Mosley Memarial Fun '|ﬁ| Previous hund(s): | Richard Mosley Memorial Fund

Adj, GL post date/status: [02/21/2005 | [MotPosted 7]
¥ Use adjustment GL post date for the reversal GL post date

Reason; IInsufficient Funds

Maotes: |Bank called on 1220642004 ta inform us Ermma’s aift could not be transfemed o our account.

3. If the adjustment has not been posted to the General Ledger, you can edit any necessary information.
4. Click Save and Close on the toolbar. You return to the gift record.
5. To save the changes and close the gift record, click Save and Close on the toolbar.
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» Deleting an adjustment from a gift record
You can delete an adjustment from a gift record only if the adjustment has not been posted to the General
Ledger and you have appropriate security rights. If the adjustment has been posted to the General Ledger,
you need to add a new adjustment to reverse the adjustment you want to delete. For more information, see
“Adding additional adjustments to a gift record” on page 98.

1. From the Adjustments tab of a gift record, select the adjustment you want to delete. For more
information about opening a gift record, see “Accessing a Gift Record” on page 7.

!B Gift for Emma ¥. Temell M= B

File Edit “iew Gift Favortes Tools Help

ESaveandElose'| u|§' [&- | 4 4 » M | -+ '||%'|§'
W Giﬂl Miscellaneousl Saft Ereditl Matching Giftsl Tr_ibutel Attributes
] L] x

Entered By Previous Amount Adjusted Amount GL Post Status GL Post Date
$50.00 $0.00 12062004

S| | 2 -] |

2. Click Delete on the action bar. A message appears.

The Raizer's Edge

@ Are pou zure pou want to delete this Adjustment recard?

3. To delete the adjustment from the gift record, click Yes.

Creating an Acknowledgement Letter from a
Gift Record

Note: On the Letters page, accessed from the Letters link of Configuration, you can set up the letters you use
at your organization. You can create merge documents from The Raiser’s Edge, link letters you create from
Microsoft Word to The Raiser’s Edge, and edit your merge fields. For more information about the Letters link
of Configuration, see the Configuration & Security Guide.
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In The Raiser’s Edge, if you use Microsoft Word, you can create a single acknowledgement letter from a gift
record using the Word icon in the Letter field. To create a customized acknowledgement letter from a gift record,
you can select the merge fields you want to export out of The Raiser’s Edge to use within your letter and create
the merge document from the Letters link of Configuration. Then, you can select the letter from the Letter field
and click the Microsoft Word icon on a gift record to automate the merge process. For more information about
creating an export for your letter and creating the merge document in Configuration, see the Configuration
chapter of the Configuration & Security Guide.

For example, Frances Mills donates an unsolicited cash gift of $5,000 to your organization. To show your
appreciation, you want to immediately send a personal acknowledgement letter thanking Frances for her
generous gift. Instead of creating an acknowledgement letter for this one gift in Mail, you quickly generate the
letter from the Word icon on Frances's gift record.

» Creating a new acknowledgement letter from the gift record

If you use Microsoft Word, you can create an acknowledgement letter from the Word icon of a gift record. To
create a customized acknowledgement letter from a gift record, you can select the merge fields you want to
export out of The Raiser’s Edge to use within your letter in and create the merge document from Letters in
Configuration. Then, you select the letter from the Letter field and click the Microsoft Word icon on a gift
record to automate the merge process. For more information about creating your export for your letter and
creating the merge document in Configuration, see the Configuration chapter of the Configuration & Security
Guide.

Scenario: Scarlett Ray sends you a check for $75.00 on 12/07/2004 and requests that your organization
use her money for the Fire Prevention event. You recently met Scarlett at a drop-in and want to write
her a personal letter acknowledging her gift and telling her you enjoyed meeting her. From her gift
record, generate a personal acknowledgement letter using the Microsoft Word icon.

Warning: If you have a version of Microsoft Word prior to Word 2000, you can see the integration options, but
you cannot perform an integrated mail merge using The Raiser’s Edge. To take full advantage of the enhanced
features, you must have Word 2000 or Word XP installed on your computer.
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1. Open Scarlett’s 12/07/2004 gift record to generate an acknowledgement letter. For more information
about opening a gift record, see “Accessing a Gift Record” on page 7. The gift record appears.

gﬁi[l for Scarlett K. Hay HE B3
File Edit ‘iew Gift Favorites Tool: Help
[ 5ave and Cloze - u|§'|§'|ﬂ i« » N|—" R | ?'l&' |

¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt

‘ Constiuent: [Scarlett Fiay ] 1o 70
Giftbype: [Cach = Reference: [Fire Prevention 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gt date: [12/07/2004 31| v Leter |[[T <[] Benefis |
Amourt [(7500 [ Recsipt: [NotFeceiped =] | =]
Campaign: [Annuial Campaign =|sa| Rieceipt am/ne.: [$75.00 i ||
Fund: |2004 Annuial Fund =[m]
Appeal: I ﬂﬁl
Package: I jﬂl
Solicitors || jﬁl
Pay method: |Per30na| Check = =fERT Check no. /date: |125s 12/06/2004 E|
Bark | —
| Date added:
| Press F7 for table lookup |?

2. Inthe Letter field, select “Personalized Thank You”. In Configuration, you defined the letters that appear
in this list. For more information, see the Configuration chapter of the Configuration & Security Guide.

% Gift for Scarlett K. Ray M= E3
File Edit Yiew Gift Favorites Tools Help

ESaveandClose'|u|§'|ﬁ'|N 1 » H|—"||%|'|§'||

v Gift | v Miscellaneous | Soft Credlt | Matching Gifts | Tribute | Atributes | Spit Gt ]

?-|%- |

‘ Corstituent: IScarlettHa}l QI ID: 70
Gift type: IEaSh d Reference: IFire Prewvention ‘g
Gift subtype: I j Acknowledge: INotAcknowledged j I EI
Git date: [12/07/2004 31| v Leter | [ Berefts |
ATENTE Iﬁ?am ] Receipt: Mﬁllennium Thark ou = | lﬁm
Misc. Letter
Campaigh: I.t’-‘mnual Campaign VIHI Receipt amt/no.: [Fayment Thank “You I
zed Thank '
Fund: I2DD"1 Annual Fund J—Iv # Pledge Thank You
bopet | & ey =
Package: I '| Hl
Solicitors || '| Hl
Pay method: IPe[sonal Check j [~ EFT? Check no. /date: |1255 12#05!2004@'
Bank: I |
|Date added:
| Press F7 for table lookup |?

Note: You can also use the Microsoft Word icon on the gift record toolbar to generate your acknowledgement
letters.
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3. In the Letter field, click the Microsoft Word icon. Word opens and your letter appears.

ITE. BB1_38.D0OC - Letter Document for Gift for Scarlett K. Ray

JE\Ie Edit View Inzeit Fomat Tools Table Window Help il‘
ID2RgegRy | i 2nd o o QOB =8B T = 0.

JNormaI + TmesMewRaman = 12 = | B 7 O ”EEE = = ;§| 0O-& A,

J Retumn ta Gift for Scarlett K. Ray Save thiz document a3 an action |
R e——

Idrs. Scarlett K. Ray
985 Eiverbank Feoad
Burlington, K2 66835
Dear Mrs. Ray,

Thank you so much for your generons Cash gift of $75.00. This gift was given on
12/072004 for the 2004 Annual Fund

We sincerely appreciate your denation and look forward to hearing from you again in the

future! hd

£

o

Kindest regards, 5
EEEER »

[Page 1 Sec 1 i a1 Ini col1 [rec [TE BT [GVF [Englsh(D.S

Note: By selecting Tools, Spelling and Grammar from the menu bar, you can make sure you do not have
spelling mistakes in your letter. You can also search for a different word to use, with the same meaning, by
selecting Language, Thesaurus from the Tools menu bar. You can find similar Word integration on Notepad
screens in The Raiser’s Edge. On a Notepad screen, you can press F7 on your keyboard; select Tools, Spelling
from the menu bar; or click the Spelling button on the toolbar to spell check your note. You can press SHIFT + F7
on your keyboard or select Tools, Thesaurus from the menu bar to access the thesaurus.

4. Add the additional personalized information you want for Scarlett’s letter. For example, you can write “I
am so glad you were able to make it to the drop-in and | am very pleased we were able to meet! Please
contact me if you have any questions about the Fire Prevention event or about our organization.”

ITE. BB1_38.D0OC - Letter Document for Gift for Scarlett K. Ray

JE\Ie Edit View Inzeit Fomat Tools Table Window Help il‘

IDeEeeahy| i 2ad o-c APAOR=4ET = -0,

JNormaI + TmesMewRaman = 12 = | B 7 O ”EE= = = ;§| 0O-& A,

J Retumn ta Gift for Scarlett K. Ray Save thiz document a3 an action |

B e e e —
a

Idrs. Scarlett K. Ray
985 Eiverbank Feoad
Burlington, K2 66835

Dear Mrs. Ray,

Thank you so much for your generons Cash gift of $75.00. This gift was given on
12/072004 for the 2004 Annual Fund.

T am so glad you were able to make it to the drop-in, and I am very pleased we were able
to meet! Please contact me if you have questions about the Fire Prevention event or about

our organiration

“We sincerely appreciate your denation and look forward to hearing from you again in the

future!
+
Eindest regards, o
¥
EEEER »

[Page 1 Sec 1 11 (At 44 (ni19 col19  [feC [foE ET [00F [Engishus |
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5. To save the letter in an action record, click Save this document as an action on the Microsoft Word
toolbar. A message appears, stating the letter has been saved as an action.

Microsoft Word
@ "Personalized Thank You" has been added as an action For Scarlett K. Ray.

6. Click OK. Your return to the Microsoft Word letter screen.

7. To print the letter, select File, Print from the Microsoft Word menu bar.

8. Once the letter is printed, click Return to Gift for Scarlett K. Ray on the Microsoft Word toolbar. You
return to Scarlett’s gift record. The Acknowledge field automatically defaults “Acknowledged” and the
day’s date you are writing the letter on. The Letter field is disabled.

v Letter ”F‘ersonalized Thark v 'I B enefits

Receipt: I Mot Receipted j I @I

Also note the Microsoft Word and action record icons appear in the bottom right status bar.
9. To save and close the gift record, click Save and Close on the toolbar.
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» Editing merge field information from the gift record

You can edit the acknowledgement letter you created from a gift record, from the same gift record. If you
need to edit the merge fields you export for the letter, you should edit the letter in Configuration. For more
information about editing letters from the Letters link of Configuration, see the Configuration & Security

Guide.

Scenario: When you personalized Scarlett’s acknowledgement letter for her 12/07/2004 gift, you
forgot to mention that another drop-in is being held next Thursday. You have not mailed her letter yet,
so you want to edit the letter to include this information. From the gift record, open the Microsoft
Word document to edit your letter. This scenario uses the letter created in “Creating a new
acknowledgement letter from the gift record” on page 102.

1. To edit the linked acknowledgement letter, open Scarlett’s 12/07/2004 gift record. For more information
about opening a gift record, see “Accessing a Gift Record” on page 7. The gift record appears.

gﬁi[l for Scarlett K. Ray M= B
File Edit “iew Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§'|ﬂ a0 N|—" R | ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Constituent: IScarIettHay QI 1D: 70
Gift bype: ICash j Reference: IFire Prevention ‘g
it sublype: | =] Acknowledge: [4cknowledaed | |12708/2004 =
Gift date: [12/07,/2004 1] v Letier |[Personaleed Thark V2] Berefits |
Amourt [(7500 [ Recsipt: [NotFeceiped =] | =)
Campaigr: IAnnuaI Campaign jﬁl Receipt amt/no.: |$?5,DEI ﬂl I
Fund: |2004 Annuial Fund =|sa|
Appeal: I ﬂﬁl
Package: I jﬂl
Solicitors || jﬁl
Pay method: |Per30na| Check = =fERT Check no. /date: |125s 12/06/2004 E|
Bank: I - |
|Date added:
| Press F3 for today's date, F7 for calendar @ oy P

Note: To open the action record for this acknowledgement letter, click the action record icon in the same right

corner of the status bar.
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2. Click the Microsoft Word icon in the lower right corner of the status bar. Your gift acknowledgement letter
appears.

il BB1_38.DOC - Letter Document for Gift for Scarlett K. Ray

JE\Ie Edit Wiew Inset Format Tools Table Window Help ﬂ‘
DRSS/ ead v-o QDR EB|8 T 0z - B,

| Homel - TmeshewReman =12 | B 7 O |E= === lO-#2-4A-.
J Retun to Gift for Scarlett K. Flay Save this document as an action |

L]

Mrs. Scarlett K. Ray
585 Riverbank Road
Burlington, K5 6683%

Dear Mrs. Ray,

Thank you so much for your generons Cash gift of $75.00. This gift was given on
120712004 for the 2004 Annual Fund.

T am so glad you were able to make it to the drop-in, and I am very pleased we were able
to meet! Please contact me if you have questions about the Fire Prevention event or about

our organization.

We sincerely appreciate your donation and lock forward to hearing from vou again in the

future!
£
Kindest regards, o
¥
E=l= »

[Page 1 Sec 1 11 (At 44 (ni19 col19  [feC [foE ET [00F [Engishus |

3. Add the additional text to notify Scarlett of the drop-in for next Thursday.

il BB1_38.DOC - Letter Document for Gift for Scarlett K. Ray

JE\Ie Edit Wiew Inset Format Tools Table Window Help ﬂ‘
== EE A -

WO

JNormaI = TimesMNewRoman = 12 =

B 7 U|=

J Retun to Gift for Scarlett K. Flay |

EE I N N T

L]

Mrs. Scarlett K. Ray
585 Riverbank Road
Burlington, K5 6683%

Dear Mrs. Ray,

Thank you so much for your generons Cash gift of $75.00. This gift was given on
120712004 for the 2004 Annual Fund.

I am so glad you were able to malke it to the drop-in and I am very please we were able to
meet! T wanted to let vou know another drop-in will be held next Thursday, and we

would love to have you join us!

Please contact me if you have any questions about the Fire Prevention event or about our

organization!

“We sincerely appreciate your donation and look forward to hearing from you again in the ;

future | 5
E=l= »

[Page 1 Sec 1 11 (At 44 (ni19 col19  [feC [foE ET [00F [Engishus |

Note: To print the letter, select File, Print from the Microsoft Word menu bar.

4. After your changes are complete, click Return to Gift for Scarlett K. Ray on the Microsoft Word toolbar.
5. To save and close the gift record, click Save and Close on the toolbar.
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» Removing a letter from the gift record

When you remove a letter from the gift record, this must be done by deleting the linked action record. This is
because an acknowledgement letter created from a gift record is stored in an action record.

Scenario: You decide at the last minute you do not want to send Scarlett the “Personalized Thank You”
letter. Instead, you want to change the Acknowledge field to “Not Acknowledged” so you can send her
letter the next time you run the Donor Acknowledgement Letters mail task in Mail. Delete the action
record linked to Scarlett’s 12/07/2004 gift to unlink the current acknowledgement letter. This scenario
uses the letter created in “Creating a new acknowledgement letter from the gift record” on page 102.

1. Open Scarlett’s 12/07/2004 gift record to access the linked action record the Microsoft Word letter is
stored. For more information about opening a gift record, see “Accessing a Gift Record” on page 7. The

gift record appears.

:_aﬁiﬂ for Scarlett K. Ray

I B3
Fie Edit View Gt Favortes Tooks Help
PisaveandCiose- |l | &- (8- T 10 4 » M| >3- @@ 2|82 |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
Constituent: [Scaett Fiay | 1o 7o
Git ype: [Cach = Reference: [Fire Prevention 2l
Gift subtype: | =l Acknowledge: [4cknowledged [=|[12/09/2004 =
Git date: [12/07/2004 3| v Latter|[Personaliz=d Thark v 2] | Bensits |
Amaunt; lm Receipt: |Not Receipted =l =]
Campaign: [Annual Campaign Zl#|  Receiptamtno: [575.00 =
Fund: |2004 Annual Fund ~|aa|
fppeal: | s
Package: | =
Soliciars | [ |l
Pay method: [Persanal Check =l = e Check no./date: [1256 12/05/2004 E|
Bank: | =i
|Date added:
[ Press F3 for today's date, F for calendar )

Note: To open the acknowledgement letter in Word, click the Microsoft Word icon in the same right corner of

the status bar.
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2. Click the action record icon in the lower right corner of the status bar. The action record appears.

% Action for Scarlett K. Ray M= E
File Edit “iew Actioh Favortes Tool: Help
ESaveandClose'|n|§ E1|I1 L N|—'|| ? - B |
v GEeneral |.&ttlibgtes| Hotesl

‘ Mame: |5 carlett Fay 4] 1D: 70 Completed

Catzgany: © Phone Call = Meeting ™ Mailing ¢ Email " Adwocacy ' Task/Other
j [~ Autc-Femind .[:!.

Achion type: |F| E Letter Document

. [+ fifis | Mo users have been seleched
Action date: |1 2/07/2004 Ell
Set reminder for I I vI beforehand

Stark time: I End time: I
Sulicitors | Mo zolicitors hawve been assigned Fricrity: ¢ High ¢ Momal " Low
Status: I =] Campaigre I =[]
W Action completed on Im Fund: I jﬁl
Letter: I j Proposal: I ﬂl

Daocument; IPersonaIized Thank You

Wi ek Templatel
| vs

Note: You can also access the acknowledgement letter from the lower right corner of the status bar on the
action record.

3. To remove the Microsoft Word acknowledgement letter, select File, Delete Action from the menu bar.

% Action for Scarlett K. Ray HE E
File Edit ‘iew Action Favortes Tools Help

1 New Cobll | W4 b W | TR 2| |
{« Open... Chl+01

{ej Open in New Window... Chil+l
HI ID: 70 Completed

[l 5ave Ctrl+5 geting Mailing ¢ Emal ¢ Advocacy € Task/Other

fi ] Save and New Crl+wr ﬁ [~ Auto-Remind ¥¥

") Save and Close Cirl+L [H i | Mo uzers have been selected

Propesties Set reminder fior I I 'l befarehand
(1= I

b Frint
@. Preview

Recently dcceszed Actions L4

Eh assighed Prionity: ¢ High & Mommal  © Low

,l Campaigre I
n[12/07/2004 =] Fund; |
e = v- Propozal: I

D ocurnent: IPersonaIized Thank f'ou

Wiew Track Templatel

=izl
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A message appears, asking if you are sure you want to delete the action record.

The Raizer's Edge

@ Are pou sure pou want bo delete thiz Action record’?

Tes | Mo I

4. Click Yes. You return to the gift record. The Acknowledge field information remains the same, but the
Letter field becomes enabled.

% Gift for Scarlett K. Ray & 3
Fle Edt View Git Favoites Tools Help
[ 5ave and Cloze - U|§-@-|N i« » N|—"|%|' & - | ?'l&' |
v Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attributes | Spit Gitt |
| Constituent: [5carlelt Fiay [ (R
Gift type: [ Cash = Rieference: |Fire Prevention s
Gift subtype: | =l Acknowledge: |Acknowledged |+ [12/07/2003 E|
Gift date: [12/07/2003 =] v Letier|[alzed Thark Youz[m]  Berefis |
Amaunt: m Receipt: |Not Receipted j | El
Campaign: IAnnuaI Carnpaign jﬁl Receipt amt/no.: |$?5.DD ﬁl I
Fund: |2002 Annual Fund =8|
Appeal: | =8|
Package: | =] 4]
Soliciors || ~|aa|
Pay method: [Persanal Check =] = EFTz Check no./date: [1256 12/06/2003 &
Bank: I =l

|
| ®

5. So the Donor Acknowledgement Letters mail task processes Scarlett’s letter, select “Not Acknowledged”
in the Acknowledge field.

6. In the Letter field, select “Annual Giving Thank You”. You want to use this letter when you process Donor
Acknowledgement Letters in Mail.

7. On the toolbar, click Save and Close.

Posting to General Ledger

The Raiser’s Edge makes it easy for you to post gifts to Blackbaud’s General Ledger program. In The Raiser’s
Edge, you can create a file consisting of the gift transactions you want to post. This file can then be moved into
the fund accounting software using Post to General Ledger link in Administration. This section provides
information about linking and posting gifts from The Raiser’s Edge to General Ledger.
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Linking The Raiser’s Edge to Blackbaud’s General Ledger

You can establish program settings for the interface between The Raiser’s Edge and Blackbaud’s General Ledger.
These settings enable the two programs to work together so you can save time by entering gifts once for both
programs. If you have General Ledger, you must specify the location of its database and whether it is a single or
multi-user version. You can specify that General Ledger automatically check the validity of account and project
information entered into The Raiser’s Edge. You can also define journal reference fields to use in the Post to
General Ledger link of Administration for posting detailed gift transactions.

If you have Blackbaud’s General Ledger and The Financial Edge installed on the same workstation, you can enter
General Ledger information used in The Raiser’s Edge Accountability Summary. Additionally, you can specify that
a Financial Edge Transaction Code be placed on all appeal and (if you have the optional module Event

Management) event records you add in The Raiser’s Edge. That way, you can associate Financial Edge expenses

with your Raiser’s Edge appeals and events.

If you do not have General Ledger, you can still use this link to send transaction details to your accounting
software and print a report of posted transactions.

» Establishing settings for the interface between The Raiser’s Edge and General Ledger

All options for setting the interface between General Ledger and The Raiser’s Edge are located on the
General Ledger page of Configuration. The information you enter on this screen is used in gift and fund
records, queries, exports, and the Post to General Ledger option in Administration.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

Note: If you have The Financial Edge and use Projects & Grants installed on the same workstation, you can
process the Accountability Summary in The Raiser’s Edge. In addition, you must have logged into The Financial
Edge at least once. The Accountability Summary creates a report that communicates to your donors how gifts
they donate are spent or budgeted to be spent. To access the summary, select Summaries, Accountability
Summary from the View menu on a gift record. For more information about the summary, see the
Accountability Summary chapter in the Summaries Guide. For more information about The Financial Edge,
contact solutions@blackbaud.com.

2. Click General Ledger. The General Ledger page appears.

Configuration ¥ Generdl ¥ Blackbaud General Ledger present Tatal journal reference can contain up ta 50 characters.

GL Distributi
General ¥ GL Distibutiores Database ype [50 Server 7] Reference Field Hams Length

Tables Last/Org Hame 50
Server name: [[locall =l [[F]

D atabase name: [FEDATA

Financial ¥ Walidate GL information
Institutions

Addiessees /
Salutations

Aftributes

General Ledger

Letters

Intemational rAccountablity Options

Business Rules Account Attribute: hd

Fiekis 77 Show Budgeted Distibution

Meribership Budget & oanarin -

Categories

tefund Enies I Inchude Loss &ccaunts

Wl I Include Transfer Accounts

Reporting

Hierarchies -Expense Tracking and &ppeal Pasting
Transaction Code: -

[ 2ol Transacn Code assacialed wih
aitt appeal when pasting

Automatically generate Transaction Code

tabls entries for riew records of the following

bype:

I tppeals
I Everts

Figlds Reset to System Defaults

Sample: Smith

3. Inthe upper left frame, mark Blackbaud General Ledger present.
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4. In the Database type field, select the type of database your version of General Ledger uses. If you are
using General Ledger 6.x or a version of The Financial Edge prior to 7.2, select “Sybase ASA” and proceed
to the next step of this procedure. If you are using The Financial Edge 7.2 or later, select “SQL Server” and
skip to step 11.

5. You must select whether your database is accessed by many computers through a network, or by only
your computer. If you have a multi-user version of General Ledger, mark the Network option.

— W Blackbaud General Ledger present

D atabase bpe: IS_lrlhase AGA =]
i Network " Local
Server name: I
.-’-'«Iias:l

¥ Walidate GL information

Establi=h connection and enable options

6. Enter the Server name for your General Ledger database engine. This name is required because it allows
The Raiser’s Edge to establish a link with the General Ledger Sybase ASA database.

Note: Your network administrator should be able to supply you with your Server name and Alias if you do not
know it.

7. If you are using an alias for your General Ledger database, enter it in the Alias field. All computers on your
network use this name to locate the database linking The Raiser’s Edge and General Ledger.

8. If you have a single user version of General Ledger, mark the Local option.

— ¥ Blackbaud General Ledger present

Databaze type: Isybase ASA j

O Metwork & Local
Database path: [C:\Frogram Files\T he Fin. ..

v Walidate GL infarmation

Establish connection and enable options

9. The Database path to General Ledger is required. You need to enter the path to the Blackbaud database
file folder in General Ledger. If necessary, you can click the Browse button to find the path to the folder.

10. To test the connection to The Financial Edge database, click the Establish connection and enable options
link. If the connection is successful, a message appears informing you of this and the Accountability
Options and Expense Tracking Options frames appear.

After you specify your Sybase ASA database, skip to step 14 of this procedure.
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11. When you select “SQL Server” as the Database type to establish a link with The Financial Edge 7.2,
several fields appear.

— ¥ Blackbaud General Ledoer present
Databaze type: ISQL Camver j

Server name: |[Iu:u:a|] j

Database name: IFE DATA

v Walidate GL infarmation

Establish connection and enable options

Warning: If you previously linked to a Sybase ASA database with another version of General Ledger, and the
database to which you linked is still available, you must log out of The Raiser’s Edge and log back in before you

will be connected to your SQL Server database.

12. Inthe Server name field, select the server on which your Financial Edge SQL Server database resides.
Enter the name of the database to which you are connecting in the Database name field.

13. If you mark Validate GL information, The Raiser’s Edge searches the Financial Edge database to
determine whether the account and project numbers you enter in The Raiser’s Edge exist. Marking this
checkbox helps prevent errors caused by incorrectly entered numbers.

14. To test The Financial Edge database connection, click the Establish connection and enable options link. If
the connection is successful, a message appears informing you of this and the Accountability Options and
Expense Tracking Options frames appear.

The Establish connection and enable options link disappears after a confirmation message that the
connection to The Financial Edge has been made.

Total joumal reference can contain up to 50 characters

Configuration ¥ General 7 Blackbaud General Ledger present

GL Distribut
Gereral g s Databaze type: [SQOL Server - Reference Fisld Mame Length
laniss Last/0rg Mame 50
Addressess / Server name: [FE7_MGDE = —
S alutations —
Attributes Database name: [FEDATA.

Financial
Istiutions ¥ Validate GLinformation

General Ledger

Letters

International Op

Business Fles Account Attibute ~
Fiekds I Show Budgsted Distibution
MR Budget Scenaia 2
Cateaories

vt E s ¥ Includds Lass Accounts

Custom Views ¥ Inche Transfer ccounts

Risporting

Hisrarohies - Expenss Tracking and Appesl Posting

Transaction Code: [RE Events and dpr 7.

- Aepl Transaction Code associsted with
git appeal when posting

Automatically generate Transaction Code

table entries for new recards of the follawing

type:

¥ bppeds

Fields Reset to System Defaults

Sample: Smith

To run the Accountability Summary, The Financial Edge must be installed on the same workstation as
The Raiser’s Edge, and you must have logged into The Financial Edge at least once.
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15. You need to enter information in the Accountability Options frame only if you want to run the
Accountability Summary. If you intend to run the summary, you must specify information from The
Financial Edge that will be used in the Accountability Summary.

—aAccountabiliby O phions

Account Attribute; I j
[T Show Budgeted Distribution

Budget Scenario: I j
¥ Include Loss Accounts

[+ Include Transfer Accounts

In the Account Attribute field, select the attribute you established in The Financial Edge to group
accounts together. This must be a “table” type attribute. The table entry values will appear in the
Accountability Summary.

16. Mark the Show Budgeted Distribution checkbox if you want to view budget distribution information on
the Accountability Summary. When you mark this checkbox, you must select an entry in the Budget
Scenario field. Budget scenarios are established in The Financial Edge and used in the Accountability
Summary to show how a gift will be spent based on how a given project is budgeted.

A budget scenario is a single version of an organization’s budget for a given fiscal year. You can create
multiple budget scenarios if you have The Financial Edge optional module Budget Management. For
example, you can create a scenario of your original budget and also create scenarios for various revisions
of that budget.

17. If you want The Raiser’s Edge to look at transactions in Financial Edge transfer and loss accounts when it
determines how money donated to a fund is spent, mark the Include Loss Accounts and Include Transfer
Accounts checkboxes. You can mark one, both, or neither of these checkboxes.

18. The Expense Tracking Options frame is available only if you specified a SQL Server database in the
Database type field. You need to enter information in the Expense Tracking Options frame only if you
want to include Financial Edge transaction codes on new appeal and event records you add (if you have
the optional module Event Management). By including transaction codes on these records, you can use
the codes to track Financial Edge expenses for the records.

— Expenze Tracking and Appeal Posting

Tranzaction Code: |RE Eventz and .ﬁ.ppj

r .-'1‘-._|:||:-I_I,I Tranzachion D:u!:le azzaciated with
gift appeal when pozsting

Automatically generate Tranzaction Code
table entries for new records of the fallowing
ype:

v Appeals
v Ewents

Note: In The Financial Edge, a transaction code helps categorize information for reporting and closing fiscal
years. Transaction codes are available with The Financial Edge optional module Projects and Grants.

All transaction codes you established in The Financial Edge appear in the Transaction Code dropdown
list. We recommend you create a transaction code in The Financial Edge especially for your Raiser’s Edge
appeal and event records.

Mark the Apply Transaction Code associated with gift appeal when posting checkbox to post gifts for a
given appeal with the transaction code you select in the Transaction Code field.
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When you select a transaction code and mark the Appeals and Events checkboxes, a Financial Edge
Transaction Code field and View GL Expenses button become available on the appeal record
Attributes/Expenses tab and event record Expenses tab. When you save a new appeal or event, a table
entry is created in The Financial Edge for the selected transaction code. The table entry equals the name
of the appeal or event. The table entry also appears on the appeal or event record in the Financial Edge
Transaction Code field.

In The Financial Edge, you can associate General Ledger expenses with individual transaction code table
entries. You can view any Financial Edge expenses you associate with a transaction code table entry for
an event or appeal by clicking the View GL Expenses button on the Expenses tab of the appeal or event

record (if you have the optional module Event Management).

19. From the treeview on the left, select GL Distributions. The GL distributions grid displays.

ﬁ‘_ﬂnnﬁru ration~General Ledger

Configuration
General

Tables
Addisssaes /
Salutations

Letters

Intemational
Business Rules
Fields

Membership
Categories

Interfund Entrigs
Custam Views

Fleporting
Hierarchies

m I Remove pecect coae fom fnd GL ctubtions i

Gift Type:

Dehit Account ...

Debit Acct Desc

k... | Credit Acct Desc

Tnterfund | ﬂ

Cash

Pledge Pay - Cash

Matching Gift Ple...
Recurting Pay - ...

GiFt-in-Kind

Pledge Pay - Gift...
Matching Gift Ple. ..
Other Gift

Fledge Pay - Other
Matching Gift Ple. ..
Unsold Stock/Fro...
Pledge Pay - Sto...
Matching Gift Ple...
sale StockiPrope...
stock(Property G...
stockfProperty L...

Stack/Praperty B...
Fledge Pay Stack. .
Fledge Pay Stack. .
Fledge Pay Stock. .
Fledge Pay Stock. .
MG Pledge Pay 5. .
MG Pledge Pay 5. .
MG Pledge Pay 5. .
MG Pledge Pay ... Ll

If your fund has more than one project distribution, we recommend you select one project for each fund on
the GL Distributions tab on the fund record. If you do not select one project per fund, it is important to
remember that the project assigned to the gift type of Cash is applied to the fund record when posting to
The Financial Edge. If you do select one project per fund, mark the Remove Project column from GL
Distributions grid to remove the Project column from the GL Distributions tab on the fund record.

20.

21.

22.

The Remove Project column from fund GL Distributions grid checkbox displays if you have funds with
more than one project distribution (for example, a separate project distribution for each gift type for one
fund). To clean up your project distributions by designating one project per fund, mark this checkbox. This
removes the Project column from the GL Distributions tab on the fund record. Then, on this same GL
Distributions tab, you can select one project for the fund.

If you do not have more than one project distribution for each fund, the Remove Project column from
fund GL Distributions grid checkbox does not display.

In the GL distributions grid, you can establish default settings for the GL Distributions tab on a new fund
record. These defaults can be set up for each gift type in the columns of Debit Account Number, Debit
Account Desc, Credit Account Number, Credit Account Desc, and Interfund. When you add a new fund
record, any information you enter in the GL distributions grid displays automatically on the GL
Distributions tab on a new fund record. When you are creating the new fund record, you can change the
GL information on the GL Distributions tab.

When you leave the General Ledger page, the program saves the settings automatically.
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Interfund Entries

The Interfund Entries link is visible only if you have Blackbaud’s General Ledger and you have established a link
between it and The Raiser’s Edge from the General Ledger link in Configuration. You can specify General Ledger
transfer accounts and quickly access and enter them into the GL Distributions grid on fund records.

If the fund segment of a General Ledger debit and credit account are different, the General Ledger funds they
belong to are different. In this case, a transfer account must be specified. The interfund transfer ensures that
posted debits and credits associated with a gift are balanced by General Ledger fund when the debit is to one
fund and the credit to another. For example, if you post a debit to the General Ledger Playground Fund and a
credit to the General Ledger Operating Fund both from the The Raiser’s Edge General Fund, an interfund entry is
needed to create an offsetting or balancing credit to the General Ledger Playground Fund and a balancing debit
to the General Ledger General Operating Fund.

You can access account numbers directly from the General Ledger database by clicking the binoculars or pressing
F7 on your keyboard. The accounts you define here appear in the list of entries when you click the down arrow in
the Interfund column of GL Distribution grids. For more information on transfer accounts and interfund entries,
see the Configuration Guide for General Ledger 7.
» Adding an interfund entry
You can specify a transfer account to link debit and credit accounts from different General Ledger funds.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

2. Click the Interfund Entries link. The Interfund Entries page appears.

Contiguration«Inteffund Entries™

Configuration

Intetfund Entry I Source Account I Source Desc I Destination Account I Destination Desc I
General Transfer 02to 01 02-7000-02 Transfers-Development 01-7000-02 Transfers-Development
T ables Transfer 01 ko 02 01-7000-02 Transfers-Development 02-7000-02 Transfers-Development

Addressees /
Salutations

Attributes

Financial
Institutions

General Ledger
Letters
Intemational
Business Rules
Fields

Membership
Categaries

Interfund Entries

Custom Views

3. Inthe Interfund Entry column, give the entry a name of up to thirty characters. This name appears in the
list of possible entries when you click the down arrow in the Transfer column of a GL Distributions grid on
a fund record.
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4. In the Source Account and Destination Account columns, you can click the binoculars to search the
General Ledger database for account numbers. The account descriptions appear when you enter an
account number. The descriptions are defined in General Ledger and cannot be edited in The Raiser’s
Edge. The source and destination account numbers must be in different GL funds. If you select the same

account numbers, a message appears.

The Raiser's Edge [ x|

@ Source and Destination account funds must differ.

To return to the Interfund Entries page, click OK.

Note: You can select which character to use as a placeholder for any missing digits in a General Ledger
account number on the Records tab of User Options.

5. If you click the down arrow in the Source Account or Destination Account columns, a dropdown box
appears. The contents of the box break down a General Ledger account number by Segment.

Segment I Yalue I Drescription I
Fund 01 UMRESTRICTED ..,
Account Mumber | 213200

Expense Category 05 Equiprnent Repair
Department/Cost,,, 01 Administration

6. Using the above example, the Segment column breaks the account number into General Ledger fund
(first two numbers), account number (next six numbers), the expense category (the following two
numbers), and the Department/Cost (last two numbers). All the segments together make a complete
account number. When you enter a Value for a particular segment, the Description column is locked with

the description of that value entered in General Ledger.
7. When you leave the Interfund Entries page, the new interfund entry is automatically saved.

» Editing an interfund entry
You can change an interfund entry. For example, you may want to change the transfer account used between

two General Ledger funds.
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
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2. Click the Interfund Entries link. The Interfund Entries page appears.

Configuration

Inketfund Entry I Source Account I Source Desc

Destination Account

Destination Desc

General Transfer 02to 01 02-7000-02 Transfers-Development 01-7000-02

Transfers-Development

Tables Transfer 01to 02 01-7000-02 Transfers-Development 02-7000-02

Transfers-Development

Addressees /
Salutations

Altributes

Financial
Institutions

General Ledger
Letters
Intemational
Business Rules
Figlds

tembership
Categories

Interfund Entries

Cuztom Views

3. Select the entry you want to change.

4. Enter a new Source Account or Destination Account number.

5. When you leave the Interfund Entries page, your changes are automatically saved.

» Deleting an interfund entry

You cannot delete an interfund entry if it is currently in use. Deleting the information from The Raiser’s Edge

does not affect the information in General Ledger.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
2. Click the Interfund Entries link. The Interfund Entries page appears.

Configuration

Interfund Entry Source Accounk Source Desc

Destination Account

Destination Desc

General Transfer 02to 01 02-7000-02 Transfers-Development 01-7000-02

Transfers-Development

T ables Transfer 01 ko 02 01-7000-02 Transfers-Development. 02-7000-02

Transfers-Development

Addressees /
Salutations

Attributes

Financial
Institutions

General Ledger
Letters
Intemational
Business Rules
Fields

Membership
Categaries

Interfund Entries

Custom Views

3. Inthe grid, click the box on the far left of the entry you want to delete. The entire row highlights.
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4. Press DELETE on your keyboard. A verification message appears.

The Raizer's Edge

@ rou have selected 1 row for deletion. &re you sure vou want to Delete it now?

es

5. To delete the interfund entry, click Yes. You return to the Interfund Entries page. The selected entry no
longer appears in the grid.

Posting Gifts to Blackbaud’s General Ledger

The Post to General Ledger link in Administration allows you to post gifts entered in The Raiser’s Edge to
Blackbaud’s fund accounting software in a few simple steps. Once you run the automatic posting option, the
status of all gifts involved in the process automatically changes to “Posted” on the Miscellaneous tab of the gift
record.

» Running the pre-posting report

We recommend you print a pre-posting report and perform a backup of your database before posting gifts.
The Post gifts to the Financial Edge option automatically marks gifts as “Posted”. You cannot edit posted gifts.
To changed a posted gift, you must run an adjustment. For more information about adjustments, see
“Adjusting a Gift” on page 91.

1. On the Raiser’s Edge bar, click Admin. The Administration screen appears.

# The Raiser's Edge (=] ]
File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate windaw

|
System Statistics P System Statistics P Post to General Ledger
T ¥ Import b Duplicate Constituents
R b Globally Add Records b Merge Constituents
H:c;rdys b Globally Change Records b Drop Lapsed Members
Globally Change b Globally Delete Records b Security
Records b Globally wirite Off Pledges P QueLe
Globally Delete b Convert Pledges To Recurring Gifts b Data Enrichment Services
Records
Globally 'write OFf
Pledges
Canvert Pledges
To Recuring
Gifts
Fost ko General
Ledger
Duplicate
Constituents
Merge
Constituents
Drop Lapsed j
Members System Statistics =
Securty
2 Provides you with & count of the records in your databaze, For more information about System Statistics,
Y= A =ee the Program Basics chapter of the Program Basics Guide.
: — & =
‘Welcome ta The Raiser's Edge 7 4
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2. Select Post to General Ledger. The Post to General Ledger page appears, displaying the General tab.

Post to General Ledger [ ]

1. General |2: Giftsl = Folmat'

What do pou want to do?
% Run the General Ledaer pre-posting report

" Post gifts to the Financial Edge

© Wiew gifts posting to closed accounting periods

What do pou want to do with the transactions?

[~ Past ko the Financial Edge Journal Code IHaiser's Edge

=] L«

[ Create an export file |

| Past the hansactions in: IDetail j

& se default joumnal reference

 Use joumnal reference from Caonfiguration

Mizcellaneous Information -

W Group the transactions by IGifl post date "l

[ Create exception quen of gifts to be posted to closed accounting periods

¥ Create exception repott % Preview (" Frint
i ; ' Preview C Print

< Blach | Mest > | Cancel | Ere-F‘ostHeportl

3. In the What do you want to do? frame, you can mark Run the General Ledger pre-posting report to
review a report of all gifts eligible for posting. Running the report does not change the post status of the
gifts.

4. In the What do you want to do with the transactions? frame, you can mark the following checkboxes.

¢ Post to the Financial Edge — If you mark this checkbox, the program validates all gifts that will be
posted to The Financial Edge in the batch.

In the Source Code field, click the down arrow to access a list of source codes available in General
Ledger. For easier reconciliation, we recommend you select a unique source code for The Raiser’s
Edge. For information about defining a source code, see The Raiser’s Edge and The Financial Edge: An
Integrated Solution for Nonprofits.

¢ Create an export file — If you mark this checkbox, click the binoculars to enter the file name and path
for the export.

The export file is not used by The Raiser’s Edge in the pre-posting process. You can use the export file
for other reasons your organization may need or you can delete it.

¢ Post the transactions in - You can select a Detail, Summary, or Summary(Cash/AR Only) transaction
posting.

Detail. If you select “Detail”, the program creates a separate General Ledger transaction record for
each gift posted. You must then select a journal reference: mark Use default journal reference to use
last name and gift type; mark Use journal reference from Configuration to use the journal reference
defined on the General Ledger page in Configuration in The Raiser’s Edge.

Summary. If you select “Summary”, select how to summarize the gifts in the Summarize by field:

Gift Post Date — This creates a summary group based on the date specified in the Post Date field on
the gift record.

GL Fiscal Period — This creates a summary group based on the GL fiscal period the gift post date is in.
Month — This summarizes gifts for each month.

Note: Quarters are assumed based on the end of the fiscal year. You define fiscal years in Configuration in
General Ledger.
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Quarter — This summarizes gifts for each quarter.

Summary(Cash/AR Only). If you select “Summary(Cash/AR Only)”, credits are posted in detail with a
separate transaction record for each gift, but debits are summarized by gift date. This makes the
reconciliation between the deposits on your bank statement and the General Ledger cash account
much easier. You must then select a journal reference: mark Use default journal reference to use last
name and gift type; mark Use journal reference from Configuration to use the journal reference you
defined in the General Ledger link in Configuration.

For more information about selecting a Detail or Summary post transaction file, see “Selecting a Post
Transaction File” on page 132.

5. In the Miscellaneous Information frame, you can mark the following checkboxes:
¢ Group transactions by - You can select to group your transactions by Batch or Gift post date.

¢ Create exception query of gifts to be posted to closed accounting periods - The program creates a
query of the gifts posted to closed accounting periods in General Ledger. This option is enabled only if
you selected the Validate GL information in Configuration.

¢ Create exception report - This generates a report of all transactions posted to closed accounting
periods in General Ledger. The report displays Post Date, Account Number, Account Description,
Project Description, and Reference. You can select to Preview the report on screen or Print out a
hardcopy.

¢ Create control report - This generates a report displaying Post Date, Description, Created By, No. of
Trans., Total Debits, Total Credits, and Status of all gift records posted to General Ledger. You can select
to Preview the report on your computer screen or Print the report.

6. To filter the gift records you want to include in your report, click Next or select the Gifts tab.

Post to General Ledger E
1. General :

Wwhat gifts do you want to post?

Include... | All eligible gifts

r Include Gifts with these Date

Date to use: IGift Date vl
Date: Ilnclude all dates 'l Start: I m[ End: I ml

’rv The gift filkers in the grid below will be applied in addition to an critena specified above.

Filters I Filker COption Selecked Filters I
Fund Include &l <Al Funds =

< Back | Mext » | Cancel Post Mows |
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7. Click Include to select the gift records for the report.

All eligible gifts
Gifts

Selected Gifts [excludes adjustments and reversals)
el Adiustments and Reversals only

All Gifts — select this option to include all eligible gifts.

Selected Gifts (excludes adjustments and reversals) — select this option to include all gift records

meeting the criteria you select in Query (with the exception of adjustments and reversals). For more
information about query, see Query & Export Guide.

Adjustments and Reversals Only — select this option to include adjustments and reversals only.
In the Date to use field, select “Gift Date” or “GL Post Date”.

In the Date field, select the date range for the gifts you want to include for the report.

If you select “<Specific range>", Start and End fields appear. This way, you can enter exact dates you want.
10. In the Filter Option column of the funds filter grid, choose “Include All” or “Include Selected”.
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If you choose “Include Selected”, enter the funds to include in the Selected Filters column.

Post to General Ledger E

1 General  2: Gifts |§: Folmat'

Wwhat gifts do you want to post?

Include... | All eligible gifts

r Include Gifts with these D ate

Date to use: IGL Pozt D ate vl
Date; Ilnclude all dates vl Start: I ml End: I ml

?v The gilt filters in the grid below will be applied in addition to any critena specified above.

Filters I Filker Option Selected Filters I
Fund Include Selected 2003 Annual Fund; Acquisition Fund EI

< Back | Mest > | Cancel | Poszt Maow |

Note: Click Back to return to the General tab.

11. Click Next or select the Format tab.

Post to General Ledger [ X]

1 Generall 2: Gt

How do pou want your pre-post to be reported?

% Preview pre-posting report " Print pre-posting report

Display report in: | | andscape j

Sortreport by Sork Report By I Order I
|| |Reference Ascending

Anorymous gift format: | Leave name intact j

% Back | k1= | Cancel | Ere-F‘ostHeportl

12. In the How do you want your pre-post to be reported? frame, select to preview the pre-posting first on
the screen or print it.

13. If you are only running the pre-posting report, you can make report display selections. In the Display
report in field, select “Portrait” or “Landscape”. In the Sort report by grid, select the fields to use to sort
the report in the Sort Report By column:

¢ Post date
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14.

15.
16.

17.

18.

19.

20.

e Account number

Account description

Project description

Reference

Amount
For each field, select “Ascending or “Descending” in the Order column.

If you selected “Detail” in the Post the transactions in field on the General tab, in the Anonymous gift
format field, select how anonymous gifts should appear on the report. Select “Leave name intact”, “Use

m

‘Anonymous’”, or “Asterisk at end of line”.
To run the pre-posting report, click Pre-Post Report.

If you marked Create exception query of gifts to be posted to closed accounting periods on the General
tab, the Save Static Query screen appears for you to enter a name for the query.

When the report processing is complete, the pre-posting report appears or prints, displaying post dates,
account numbers, account descriptions, project descriptions, references, and debit and credit amounts.

g riew Fost To General Ledger

X 4 4 Tals b Ko [ & F @ ] [#h Tesie e e

Blackbaud, Inc.
General Ledger Pre-Posting Report

Pusled in Dalasd

FostUste  AccountMumber Account Project Debi Amount _ Credit Amount
08052001  01-100011-01-55 Pledge pay-TtochFrop 10000
CROSZ001  01-100011.0)-95 Tiedgs gap-StackiPrp $100.00
CROTE01 011000130155 Sals atackiprop

CEOMI00L  01-100013-01-69 S stethiprey

UROS00L 01100010155 5 e sbestkipry

e T T LR R 5 e atesckiprap

0808/2001  01-100014.01.55 3 wock/Prop Gain

0808/2001  01-100014.01.59 3 wock/Prop Gain

CROGE01 A1-100013-01-55 Sals atackiprep

CROGE01 O1-10001 30154 Sals atackiprop

CENHIZ001 011000150055 3 weckiProp Lews

CEOS00L 01 LO00LS00-5¥ 5 bockiBrop Lews

R0 011000130155 5 ale sbesthiprip

08/10:2001  01-100013-01.59 3 ale stochiproy

08/10:2001  01-100016-01-55 & mekiProperty Broker Fee

GRG0 A1-L00016-01-54 St Progasty Brker o

CRALE0T O1-10001301-55 Sals atackiprop

CHLLEN0L  01-100013-00-55 5 e stesthipry

CEHLLZ00L 01 LO00La00-55 5 bockiFrop Gun

CHLLZ00L 01 LO00La.005% 5 bockiFrop Gain

0841272001 01-100011-01-55 Pledge pay-TtochFrop

084122001  01-100011-01.59 Pledge pay-TtochFrop

G0N 011000160154 Sk Progasty Broker o

G0 011000170155

=

Review the report to verify the gifts that will be posted to General Ledger as a batch. Close the General
Ledger pre-posting report.

If there are any exceptions during the posting process, and you marked Create exception report on the
General tab, the General Ledger pre-posting exception report appears or prints, listing all gifts that will
not post. Review and close the exception report.

If you marked Create control report on the General tab, the General Ledger pre-posting control report
appears or prints, listing post dates, account numbers, who created the accounts, number of transactions,
total debits, total credits, and status of the account. Review and close the pre-posting control report.
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» Posting gifts from The Raiser’s Edge to The Financial Edge

If you have a network version of The Financial Edge, the Financial Edge database must be running before you
can post gifts.

Warning: To post directly from The Raiser’s Edge to the The Financial Edge, The Financial Edge must be
installed on the same workstation as The Raiser’s Edge, and you must have logged into The Financial Edge at
least once.

1. On the navigation bar in The Raiser’s Edge, click Admin. The Administration screen appears.

#% The Raiser's Edge

Elle Edit View Go Favoites Tools Help

4 Back & Folward| Open in separate window

Mrlrnini:ﬂl'_aﬂnn

£

System Statistics b System Statistics b Duplicate Constituents

rpart » Import » Merge Constituents

Globaly Add b Globally Add Records ¥ Drop Lapsed Merbers
o0al

Hegmdys b Globally Change Records b Security

Gilobally Change b Globally Delete Records ¥ Quele

Fecords b Globally Write Off Pledges } Data Enrichrment Services

Globally Delete P Post to General Leclger

Recards

Globally *write Off
Pledges

Post to General
Ledger

Duplicate
Consfituents

Merge
Constituents

Validate
Database

Drrop Lapsed
Members

Security

Queus

e Ervictm Y o

‘Welcome to The Raiser's Edge 7

RS

Note: Even if you do not have Blackbaud’s General Ledger, you can use this procedure to learn how to post to
your accounting software. The process is the same. It is important you remember where you posted the export
file, so you can use the file to import to your accounting software.
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2. Select Post to General Ledger. The Post to General Ledger screen appears.

Post to General Ledger [ ]

1. General |2: Giftsl = Folmat'

What do pou want to do?

€ Run the General Ledaer pre-posting report
¢ Post gifts to the Financial Edge

© Wiew gifts posting to closed accounting periods

What do pou want to do with the transactions?

[+ Past ko the Financial Edge Journal Code IHaiser's Edge

=] L«

[¥ Create an export file |

Fost the tranzactions in: IDetail j

& se default joumnal reference

 Use joumnal reference from Caonfiguration

Mizcellaneous Information -
W Group the transactions by W

[ Create exception quen of gifts to be posted to closed accounting periods
¥ Create exception repott % Preview (" Frint

¥ Create control repart @ Preview O Print

< Blach | Mest > | Cancel | Poszt Maow |

We recommend you print a pre-posting report and perform a backup of the database before posting gifts. You
cannot edit posted gifts. To change a posted gift, you must add an adjustment.

3.

In the What do you want to do? frame, mark Post gifts to the Financial Edge. Only gifts with a current
status of “Not Posted” in The Raiser’s Edge are included. The posting process automatically changes the
post status of the included gifts to “Posted”.

In the What do you want to do with the transactions? frame, make posting and exporting selections for
the transactions:

¢ Post to the Financial Edge — Mark this checkbox for the program to post a batch to The Financial

Edge.

In the Source Code field, click the down arrow to access a list of source codes available in General
Ledger. For easier reconciliation, we recommend you select a unique source code for The Raiser’s
Edge. For information about defining a source code, see The Raiser’s Edge and The Financial Edge: An
Integrated Solution for Nonprofits.

Note: The export file is not needed to import the gift transactions into The Financial Edge. The program
automatically creates a journal batch in The Financial Edge. You can use the export file as a backup for the
journal batch. You can also use the export file for other reasons your organization may need or you can delete

it.

¢ Create an export file — This checkbox is marked automatically in case you need a backup for the

journal batch in The Financial Edge. Click the binoculars to enter the file name and path for the export

Post the transactions in — Select the format for the transaction posting. For information about the
debit and credit rows that are created for each format, see “Selecting a Post Transaction File” on
page 132.

Detail. If you select “Detail”, the program creates a separate General Ledger transaction record for
each gift posted. You must then select a journal reference: mark Use default journal reference to use
last name and gift type; mark Use journal reference from Configuration to use the journal reference
defined on the General Ledger page in Configuration in The Raiser’s Edge.

Summary. If you select “Summary”, select how to summarize the gifts in the Summarize by field:
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Gift Post Date — This creates a summary transaction based on the date specified in the Post Date field
on the gift record.

GL Fiscal Period — This creates a summary transaction based on the GL fiscal period the gift post date is
in.

Month — This summarizes gifts for each month.

Note: Quarters are assumed based on the end of the fiscal year. You define fiscal years in Configuration in
General Ledger.

Quarter — This summarizes gifts for each quarter.
Specific date — This summarizes gifts for the date you enter in the Date field.

Summary(Cash/AR Only). If you select “Summary(Cash/AR Only)”, credits are posted in detail with a
separate transaction record for each gift, but debits are summarized by post date, batch number, and
account number. This makes the reconciliation between the deposits on your bank statement and the
General Ledger cash account much easier. You must then select a journal reference: mark Use default
journal reference to use last name and gift type; mark Use journal reference from Configuration to use
the journal reference you defined in the General Ledger link in Configuration.

For more information about selecting a Detail or Summary post transaction file, see “Selecting a Post
Transaction File” on page 132.

5. In the Miscellaneous Information frame, make grouping and reporting selections for the transactions:
¢ Group the transactions by — Select to group the transactions by batch or gift post date.

¢ Create exception query of gifts to be posted to closed accounting periods — The program creates a
query of the gifts posted to closed accounting periods in General Ledger. This checkbox is enabled only
if you marked Validate GL information in Configuration.

¢ Create exception report — This generates a report of all transactions posted to closed accounting
periods in General Ledger. The report displays Post Date, Account Number, Account Description,
Project Description, and Reference. You can select to first preview the report on screen or print a hard
copy.

¢ Create control report — This generates a report displaying Post Date, Description, Created By, No. of
Trans., Total Debits, Total Credits, and Status for all gift records posted to General Ledger. You can select
to first preview the report on screen or print a hard copy.
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6. To filter the gift records you want to include in your posting, click Next or select the Gifts tab.

Post to General Ledger E

3 Format |

1. General

Wwhat gifts do you want to post?

Include... | All eligible gifts

r Include Gifts with these D ate

Date to use: IGift Date vl
Date: Ilnclude all dates vl Shark: I ml S IT

% The gilt filters in the grid below will be applied in addition to any critena specified above.

Filters I Filker Option Selected Filters I
Fund Include all <Al Funds=

< Back | Mest > | Cancel | Poszt Maow |

7. Click Include to select the gift records for posting.

All eligible gifts

Al Gifts
Selected Gifts [excludes adjustments and reversalz)
ol Adjustments and Reversals only

All Gifts — select this option to include all eligible gifts.

Selected Gifts (excludes adjustments and reversals) — select this option to include all gift records
meeting the criteria you select in Query (with the exception of adjustments and reversals). For more
information about query, see Query & Export Guide.

Adjustments and Reversals Only — select this option to include adjustments and reversals only.

8. Inthe Date to use field, select “Gift Date” or “GL Post Date”. In the Date field, select the date range for the
gifts you want to include for posting.
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If you select “<Specific range>", Start and End fields appear. This way, you can enter exact dates for your
posting.

When posting, there are a number of important date details to remember.

o If a write-off is within the date range you select, the Pledge posts regardless of the Pledge date. This is
the same for an adjustment for a gift.

¢ If a Pledge date is within the date range you select, but a write-off for the Pledge is not, the write-off
still posts. This is the same for an adjustment for a gift.

o If a giftis marked “Do Not Post” on the Miscellaneous tab on the gift record, any write-offs or
adjustments for the gift do not post.

¢ If either the unsold or sold portion of a Stock gift are within the date range you select, both unsold and
sold portions post.

¢ If you select to post by “Gift Date”, the sold portion of a Stock gift posts based on the Date of sale field
date on the Sold Stock/Property Information screen on the gift record (not the date of the unsold
portion).

9. In the Filter Option column of the funds filter grid, choose “Include All” or “Include Selected”.
If you choose “Include Selected”, enter the funds to include in the Selected Filters column.

Post to General Ledger E

1 General  2: Gifts |§: Folmat'

Wwhat gifts do you want to post?

Include... | All eligible gifts

r Include Gifts with these D ate

Date to use: IGL Pozt D ate vl
Date; Ilnclude all dates vl Start: I ml End: I ml

?v The gilt filters in the grid below will be applied in addition to any critena specified above.

Filters I Filker Option Selected Filters I
Fund Include Selected 2003 Annual Fund; Acquisition Fund EI

< Back | Mest > | Cancel Poszt Maow |
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10. Click Next or select the Format tab.

11.

12.

Post to General Ledger [ ]
1 Generall 2: Gifts ¢

How do you want your posting to be reported? -

% Preview report after posting = Print report after posting

Anorwrnous gitt farmat | | eave name intact j

% Back | k1= | Cancel | Poszt Maow |

In the How do you want your posting to be reported? frame, select to preview the posting first on the
screen or print it.

If you selected “Detail” in the Post the transactions in field on the General tab, in the Anonymous gift
format field, select how anonymous gifts should appear on the report. Select “Leave name intact”, “Use

12

‘Anonymous’”, or “Asterisk at end of line”.

Warning: Before you post gifts to The Financial Edge, you should have a complete backup of your database in
case you make a mistake. To successfully back up your data, you must first shut down the database.

13.
14.

15.

16.

17.

To post the gifts, click Post Now.

If you marked Create exception query of gifts to be posted to closed accounting periods on the General
tab, the Save Static Query screen appears for you to enter a name for the query.

When the posting process is complete, the General Ledger post report appears or prints, listing post
dates, account numbers, account descriptions, project descriptions, references, and debit and credit
amounts. Review and close the General Ledger post report.

If there are any exceptions during the posting process, and you marked Create exception report on the
General tab, the General Ledger exception report appears or prints, listing all accounts that did not post.
Review and close the exception report.

If you marked the Create control report checkbox on the General tab, the General Ledger control report
appears or prints, listing post dates, account numbers, who created the accounts, number of transactions,
total debits, total credits, and status of the account. Review and close the control report.

Want to learn about “Running the pre-posting report” on page 119 or “Viewing gifts posting to closed accounting
periods” on page 131
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» Viewing gifts posting to closed accounting periods

Before you post gifts to The Financial Edge, you can view a list of gifts marked Not Posted with post dates in
closed accounting periods. To post gifts successfully, you can change the post dates for open accounting
periods on the Gifts to be Posted to Closed Accounting Periods screen.

1. On the navigation bar in The Raiser’s Edge, click Admin. The Administration screen appears.

@4 The Raiser's Edge

File Edit View Go Favortes Tools Help

4 Back & Folwardl Open in separate windouw

IFIH-‘ Home

=
System Statistics b Systam Statistics ¥ Duplicate Constituents

¥ Import ¥ Merge Constituents

P Globally Add Records » Drop Lapsed Members

ik P Globally Change Records » Security

|mport
Globally Add

Globaly Change b Globally Delete Records ¥ Quele
Records b Globally Write Off Pledges b Data Enrichrment Services

Globally Delete P Post to General Ledger
Records

Globally ‘write Off
Pledges

Post b General
Ledger

Duplicate
Consfituents

terge
Constitusnts

Validate
Database

Drrop Lapsed
embers

Secunty

Queue
RasErvctm Y o
]
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2. Select Post to General Ledger. The Post to General Ledger screen appears.

Post to General Ledger [ X]

1: General |2: Giftsl 3 Format'

What do you want to do? -
€ Run the General Ledger pre-posting report
" Past gifts to the Financial Edge

& Wiew gifts posting to closed accounting perinds

What do you want to do with the transactions?

™ | Eostto the Financial Edge Jouwrnal Code IAccounts Feceivabla j

™ | Create an exportfile IC:\Documents and SettingzitandpCutDesktophgifte1 3 cov QI

Post the transactions in: IDetaiI j

& [z default mum el referenee

) e joumal reference fom Confiauration

Mizcellaneous Information -

W | Griotp e bratisatins by IGifl post date 'l

¥ | Create exceptionquen of aifts to be posted fa closed aceourting perods

¥ | Ereate exception report & Freview € Fint

[¥ | Create el iepar &) Brevier € Brint
< Blach | Mest > | Cancel | Wiew Gifts |

Note: If Validate GL Information is not marked on the General Ledger page in Configuration, the View gifts
posting to closed accounting periods option is disabled. For more information, see “Establishing settings for
the interface between The Raiser’s Edge and General Ledger” on page 111.

3. In the What do you want to do? frame, mark View gifts posting to closed accounting periods.
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The What do you want to do with these transactions? frame and the Miscellaneous Information frame
become disabled. The Post Now button automatically changes to View Gifts.

The options on the Gifts and Format tab do not apply to the View gifts posting to closed accounting
periods option.

4. To generate a list of gifts marked Not Posted with posted dates in closed accounting periods, click View

Gifts. The Gifts to be Posted to Close Accounting Periods screen appears.

i Gifts to be Posted to Closed Accounting Periods
File Edit “iew Help

E]Saveandclosel = | §|

The following giftz cannot be posted because their GL post dates fall in closed accounting periods. In order for these gifts to
post successfully, you must change their GL post dates so that they will post to ah open accounting period.

I[= E3

2 |

Conskituent Marme I Gift Date | Gifk Type | Arnount | Furd I GL Post Date |
Melson, Porter O4/24/2001 Cash $45.00 2001 Annual Fund 04/24/2001
Baker, Derrick, 03/2212001 Cash $100.00 2001 Annuwal Fund  03/22/2001
Parker, Madison 04/01]2001 Cash $25.00 2001 Annual Fund 04012001

5. To post gifts successfully to open accounting periods in The Financial Edge, edit the post date in the GL
post date column.

6. Click Refresh on the toolbar. Any gift with a post date for an open accounting period no longer appears in

the grid.

After you complete your changes, click Save and Close on the toolbar. You return to the General tab.

To complete the posting process, see “Posting gifts from The Raiser’s Edge to The Financial Edge” on
page 125.

Selecting a Post Transaction File

In the Post the transactions in field on the Post to General Ledger screen, you can select to post the transaction
file in Detail, Summary, or Summary (Cash/AR Only).

Note: Even if you select “Detail” in the Post the transactions in field, the control account displays in summary

form. By definition, a control account is a general ledger account that summarizes details from a subsidiary
ledger.

If you select to post a Detail transaction file, a credit row and a debit row is created in the file. General Ledger

uses data contained in the file to post the information. These tables contain the information within the Detail
posting transaction file.

Credit Row

Field Name Description

Account number Credit account number as specified on the Fund.

Date GL Post Date from the gift.




132 CHAPTER

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘C’ for Credit

Amount

Amount of the gift credited to the GL account number.
If the amount is an even dollar amount, decimals do
not display. For example, $450.00 displays as ‘450
However, $450.56 displays as ‘450.56’ in the file.

Journal

Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference

Either the GL Reference defined in Configuration or
the default reference “Last Name/Org Name—Gift
type” based on the selection on the Post to General
Ledger screen. If the gift is a deleted posted gift, the
reference will be “Last Name/Org Name—Gift
type—DEL".

Blank field

Project as specified on the Fund. If blank, no Project is
specified.

Debit Row

Field Name

Description

Account number

Debit account number as specified on the Fund.

Date

GL Post Date from the gift.

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘D’ for Debit

Amount

Amount of the gift debited to the GL account number.
If the amount is an even dollar amount, decimals do
not display. For example, $450.00 displays as ‘450’
However, $450.56 displays as ‘450.56’ in the file.

Journal

Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference

Either the GL Reference defined in Configuration or
the default reference “Last Name/Org Name—Gift
type” based on the selection on the Post to General
Ledger screen. If the gift is a deleted posted gift, the
reference will be “Last Name/Org Name—Gift
type—DEL".

Blank field

Project as specified on the Fund. If blank, no Project is
specified.
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If you select to post a Summary transaction file, a credit row and a debit row is created for each period based on
your breakdown selection in the Summarized by field on the Post to General Ledger screen. For example, if you
select Month, a credit and debit row adds to the file for each month.

The breakdown options are Gift Post Date, GL Fiscal Period, Month, Quarter, or Specific date. General Ledger
uses data contained in the file to post the information. These tables contain the information within the Summary
posting transaction file.

Credit Row

Field Name

Description

Account number

Credit account number as specified on the Fund.

Date

Based on the option you select in the Summarized by
field:

Gift Post Date - Gift Post Date

GL Fiscal Period - Last day of the year

Month - Last day of the month

Quarter - Last day of the quarter (For example,
03/31/YYYY or 09/30/YYYY)

Specific date - Gift Post Date

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘C’ for Credit

Amount Summarizes the amount of the gift credited to the GL
account number. If the amount is an even dollar
amount, decimals do not display. For example,
$450.00 displays as ‘450". However, $450.56 displays
as ‘450.56’ in the file.

Journal Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference “Fund Description—Gift Type” or “Fund
Description—GL Reversal” (for deleted posted gifts)

Blank field Project as specified on the Fund. If blank, no Project is
specified.

Debit Row
Field Name Description

Account number

Credit account number as specified on the Fund.
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Date

Based on the option you select in the Summarized by
field:

Gift Post Date - Gift Post Date

GL Fiscal Period - Last day of the year

Month - Last day of the month

Quarter - Last day of the quarter (For example,
03/31/YYYY or 09/30/YYYY)

Specific date - Gift Post Date

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘D’ for Debit

Amount

Summarizes the amount of the gift debited to the GL
account number. If the amount is an even dollar
amount, decimals do not display. For example,
$450.00 displays as ‘450". However, $450.56 displays
as ‘450.56’ in the file.

Journal

Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference

“Fund Description—Gift Type” or “Fund
Description—GL Reversal” (for deleted posted gifts)

Blank field

Project as specified on the Fund. If blank, no Project is
specified.

If you select “Summary(Cash/AR Only)”, the program creates a General Ledger batch that summarizes the debit
side by Raiser’s Edge batch ID (Cash or Accounts/Pledges Receivable). This selection also processes credit details
(Revenues). This makes the reconciliation between the deposits on your bank statement and the General Ledger
cash account much easier. You must then select a journal reference: select Use default journal reference to use
key name and gift type; select Use journal reference from Configuration to use the journal reference you defined

in the General Ledger link in Configuration.

Credit Row

Field Name

Description

Account number

Credit account number as specified on the Fund.

Date

GL Post Date from the gift.

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘C’ for Credit

Amount Amount of the gift credited to the GL account number.
If the amount is an even dollar amount, decimals do
not display. For example, $450.00 displays as ‘450’
However, $450.56 displays as ‘450.56’ in the file.

Journal Displays the GL journal code you select in the Journal

Code field on the Post to General Ledger General tab.
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Reference

Either the GL Reference defined in Configuration or
the default reference “Last Name/Org Name—Gift
type” based on the selection on the Post to General
Ledger screen. If the gift is a deleted posted gift, the
reference will be “Last Name/Org Name—Gift
type—DEL".

Blank field

Project as specified on the Fund. If blank, no Project is
specified.

Debit Row

Field Name

Description

Account number

Credit account number as specified on the Fund.

Date

Based on the option you select in the Summarized by
field:

Gift Post Date - Gift Post Date

GL Fiscal Period - Last day of the year

Month - Last day of the month

Quarter - Last day of the quarter (For example,
03/31/YYYY or 09/30/YYYY)

Specific date - Gift Post Date

Transaction Type

‘R’ for ‘Regular’

Debit/Credit

‘D’ for Debit

Amount

Summarizes the amount of the gift debited to the GL
account number. If the amount is an even dollar
amount, decimals do not display. For example,
$450.00 displays as ‘450’. However, $450.56 displays
as ‘450.56’ in the file.

Journal

Displays the GL journal code you select in the Journal
Code field on the Post to General Ledger General tab.

Reference

“Fund Description—Gift Type” or “Fund
Description—GL Reversal” (for deleted posted gifts)

Blank field

Project as specified on the Fund. If blank, no Project is
specified.
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A pledge is a promise to make a gift in the future. For example, a constituent may agree to donate a $50 gift next
month. Because you have not yet received the gift, the constituent’s gift is a pledge. When constituents make a
pledge to your organization, they are implicitly stating support for your causes and goals.

When you receive a pledge, you need to add the pledge to your Raiser’s Edge database by creating a pledge gift
record. Pledge gift records, like all gift records, contain essential information about the gift. Each pledge gift
record is represented by a series of tabs similar to those in a file folder. Because pledge data is centrally located,
you can quickly access the information you need.

This chapter explains how to add a new pledge to the database, apply payments toward an existing pledge, adjust
a pledge, and write off a pledge. Many of the concepts used in this chapter are explained in the Gift Record
chapter. We recommend you read the Gift Record chapter before continuing in the Pledges chapter. For more
information, see “Gift Record Basics” on page 1.

Frequently Used Terms

This section defines words and phrases you need to know as you work with pledges. If you come across an
unfamiliar term when reading this or any chapter in The Raiser’s Edge documentation, make sure you check the
online glossary in the help file.

Adjusting a pledge. When you adjust a pledge, you create an adjustment record to track any changes made to the
gift amount and funds to which the gift is designated. Adjustment records are posted to the General Ledger
S0 you can maintain a record of any changes in the gift amount or the distribution of incoming funds. If an
adjustment has not been posted to the General Ledger, it is referred to as “Pending.” Only one pending
adjustment can exist for each gift record. After posting a pending adjustment to the General Ledger, you can
make another adjustment to the gift record.

Master pledge. A master pledge is a gift record containing the gift amount a constituent agrees to donate and the
installment schedule for the pledge payments. You create a master pledge by selecting Pledge in the Gift type
field on a gift record. For example, Susan McDonald pledges to donate $100 to your organization. She wants
to pay this pledge in two installments due on June 1 and July 1. To record Susan’s gift in your database, you
need to create a new gift record with a gift type of Pledge. On the Installments/Payments tab of this gift
record, you can enter the installment schedule Susan plans to use to pay her pledge.

Pledge. A pledge is a promise to make a gift in the future and can be paid in single or multiple installments. After
a constituent makes a pledge to your organization, you need to create a gift record with the gift type of
Pledge. When you receive a payment for a pledge, you create a new gift record and apply it toward the pledge
to reduce the balance. Every gift type except Pledge, Recurring Gift, and Planned Gift can be applied to a
pledge to reduce the balance. When a constituent does not pay the amount owed for a pledge, you can write
off the pledge so it does not appear as expected income.

Pledge Installment. An installment is a scheduled payment that reduces the balance of a master pledge. For
example, Susan McDonald pledges $100 to your organization. She plans to pay this pledge in two installments
due on June 1 and July 1. When you add Susan’s pledge, you set up a payment schedule on the
Installments/Payments tab. Installments can be paid on a weekly, biweekly, semi-monthly, monthly,
bimonthly, quarterly, semi-annual, or annual schedule. Installments can also be paid in one payment or on an
irregular schedule.

Pledge overpayment. Occasionally, a constituent may overpay a pledge, which means he sends in more than the
total of the pledge. When this happens, you can either create a cash gift for the difference or increase the
amount of the original pledge. If you create a cash gift, you are adding a new gift for the constituent. When
you increase the amount of the original pledge, you are changing the original pledge gift record.
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Pledge write-off. When a constituent defaults or cannot make payments on a pledge, you can write off the
pledge so the balance no longer appears as expected income. For example, a constituent pledges $500 to your
organization. He calls you six months later to inform you he is no longer employed, and cannot make any
payments on this pledge in the future. You can write off the $500 pledge so that the gift record does not have
a pledge balance. Once you write off a pledge, you can change or delete the write-off.

Navigating in Gifts

After you create a gift pledge, you can access the pledge from the Gifts page by following the same methods you
used to access other gift records. To access the Gifts page, click Records on the Raiser’s Edge bar, then click the
Gifts link.

ThE Raiser's Edge [_[O]

File Edit ¥iew Go Favorites Tools Help

4 Back & Forwa|d| Open in separate window

=

Constituents ;I
Gifts

Actions

Campaigns — "

— t% Hew Gift EF Cpen a Gift

Appeals

Memberships

Jaobs

Events Recently Accessed Records Quick Find

04/25/2007 Cash $575.00 - David M, Korbin I ﬂ

10/17/2007 Cash $500.00 - Roger B, Langley
0171972007 Cash $5,000,00 - Roger B, Langley
11232007 Cash $1,000,00 - Roger B, Langley
0df24f 2007 Cash $250.00 - Roger B. Langley
08032007 Pledge $1,000.00 - David M, Korbin
0B/02/2002 Pay-Cash $100.00 - David M. Korbin
02/18/2007 Cash $250,00 - David M, Korbin
0171372006 Cash $450,00 - Robert C, Hernandez
12/01/2006 Planned Gift $2,500,000.00 - Robert C,
Hernandez

|
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From the Gifts page, you can also create new gift records for gift types of Cash, Pledge, Gift-in-Kind,
Stock/Property, Recurring Gift, and Other. To add a new matching gift pledge, create a gift record for the gift
being matched, then select the Matching Gifts tab on this record to add a new matching gift.

The Gifts page also contains a list of recently accessed records. You can open any gift record in this list by clicking
the gift description. To quickly find a gift donated by a constituent, enter the constituent’s name in the Quick Find
field and click the binoculars to display a list of all gifts donated by the constituent.

Accessing a Pledge Gift Record

Note: A gift type represents the kind of gift you receive. The gift types available in The Raiser’s Edge are Cash,
Pledge, Stock/Property, Gift-in-Kind, Other, and Recurring Gift. For more information about gift types, see
“Understanding Gift Types” on page 24.
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A pledge gift record is created when you add a gift record and select a gift type of Pledge. You can access gift
records from the Gifts page of Records and from the Gifts tab of a constituent record. From the Gifts page of
Records, you can add a new gift record, open an existing gift record, access recently opened gift records, and
quickly search for an existing gift record. For more information about opening a gift record from the Records
page, see “Accessing a Gift Record” on page 7. From the Gifts tab of a constituent record, you can add a new gift
record, open and edit an existing gift record, and delete an existing gift record (if you have security rights). For
more information about opening a gift record from the Gifts tab on a constituent record, see the Introduction to
Constituent Records chapter of the Constituent Data Entry Guide.

Pledge Business Rules

Business rules are preferences you can set that affect how The Raiser’s Edge works on all workstations. One
business rule is specific to pledges. When adding gifts to your database, the program can warn you when a
constituent has a pledge with an outstanding balance. For more information about all business rules available in
The Raiser’s Edge, see the Configuration chapter of the Configuration & Security Guide.

» Defining the business rule for pledges

Warning: To define business rules, you must have security rights. If you do not have appropriate security
rights, the Business Rules link is not available on the Configuration page. For more information, see the
Security chapter and the Configuration chapter of the Configuration & Security Guide.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

[& The Raiser's Edge [-[O[x]

File Edt Yew Go Favortes Tools Help

4 Back % Foaid| Openin separate window

IFIH-' Home Co guratic
-
Fecards » G | ¥ International
General Ereral Hternationa
p b Tables P Business Rules
Tables
E 7 b Addressees [ Salutations ¥ Fields
Sa‘u'::ffne; b atiributes b Membership Categories
Attibutes b Financial Institutions b Interfund Entries
b General Ledger b Custom Wiews
Financial oy _
Institutions b Letters P Reporting Hierarchies

General Ledger
Letters
Intemational
Business Rules
Fields

Membership
Categories

Interfund E ntries
Custom Yiews

Reporting
Hierarchies

General

Use the General page to enter basic information, such as your organization's address and phone number

‘wielcome ta The Raiser's Edge 7

2. Click the Business Rules link. The Business Rules page appears.
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3. From the tree view on the left, select Activity options in the Gift options folder. The Business Rules page
now appears with the gift-related options.

#% The Raiser's Edge

File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate windaw

ﬁ_r onfigurations EUsiness Kules
—

General = - - - I—
e 3 Dupicates When adding a gift warn if constituent has...
A T Cier ¥ Oulstanding pledge balances
@ s Tables [l EI’::IwiduaIs [T Dutstanding recuring gifts
Addressees / - 3] Organizations [ Outstanding registration fees
-E- Export Salutations i 2] Options ¥ Lapsed memberships
o Attributes @ Marme display when changing "gift amount® automatically update...
Financial i Membership v Receipt amount
Irstitutions Generate _lDS
Batch options
General Ledger [+ Gitt optione [T Cumency gitt amount
Letters S| | options when changing 'receipt amount® automatically update...
- oplions; [T Cumency receipt amaount
(3 Constituent options
General options W Automatically apply soft credit to matching gift pledge
Fields E [IJecPTased options [ Do not allow 'receipt amount' to exceed 'gift amaunt' |
N mail options .
y;tgb:r'ise":p Alumni options [~ Donot allow gifts to be saved that are less than =]
@:Memhelshlp ﬂpl!nns Message: I g
Custorn Views i~ (2] General options

Activity options

Event options -
= -
[ | 3

Business Rules

4

@ Apply predefined and customized validation rules to records in The Rafser's Edge

‘Welcome ta The Raiser's Edge 7 4

4. Under When adding a gift warn if constituent has folder, mark the Outstanding pledge balances
checkbox if you want to be reminded when you add a gift for a constituent that has an outstanding
pledge.

5. When you make changes to business rules, your preferences are updated immediately.

Understanding Pledges

A pledge is a promise to make a donation to an organization. For example, as part of your Annual Campaign, you
sent appeal cards to all constituents who made a previous donation to your organization. Joe Smith returned his
appeal card and pledged to give $1,000 to your organization. To record Joe’s pledge in your database as expected
income, you need to create a new gift record and select Pledge in the Gift type field. This gift record is called a

master pledge because it contains information such as the installment schedule and the remaining balance due

for the pledge. When you set up a master pledge, you enter information including the gift amount; the campaign,
fund, appeal, and package to which the gift should be attributed; the payment type; attributes; and soft credits.

Pledges can be paid in single or multiple installments. Joe Smith can choose to pay his $1,000 pledge in one
payment or according to a set schedule. Regardless of whether a pledge has single or multiple installments, you
need to create a new gift record for each pledge payment you receive. In the Gift type field on the gift record for
the pledge payment, you need to select the gift type the constituent is using to pay the pledge. For example, if
Joe sends a personal check to pay his pledge, you need to create a new gift record and select Cash in the Gift type
field because a personal check is a form of cash.

Note: The program adds defaults to fields on the pledge payment gift record only when the fields are blank.
For example, if you add a campaign on the pledge payment gift record before you apply the payment to a
pledge, the program does not add a default from the pledge because the Campaign field on the pledge
payment gift record is not blank.

After you create a gift record for a pledge payment, you need to apply the pledge payment toward the master
pledge to reduce the balance. When you apply a payment to a pledge, the program defaults the Amount,
Campaign, Fund, Appeal, Package, Solicitor, Letter, and Receipt fields from the pledge gift record to the
appropriate fields on the gift record for the pledge payment. You can change these defaults as necessary.



142 CHAPTER

Tabs on a Pledge Gift Record

Differences between a pledge gift record and the basic gift record include minor changes to the Gift tab and the
addition of an Installments/Payments tab. From the Installments/Payments tab, you can schedule the due dates
for pledge installments and view payments made toward the pledge. The Miscellaneous, Soft Credit,

Matching Gifts, Honor/Memorial, Attributes, and Split Gift tabs on the pledge gift record are similar to those on
all gift records. For detailed information about these tabs, see “Understanding the Tabs on a Gift Record” on
page 25.

Gift Tab For Pledges

When you select Pledge in the Gift type field, additional features are enabled on the Gift tab of a pledge gift
record. Additions to the standard Gift tab include the Schedule button, Send reminders checkbox, History
button, and Status/date field.

% Gift for Julie M. Bach

File Edit “iew Gift Favoites Toolz Help

[ saveandCliose~ | [l | Sh- (& 8] W 4 » M| > - By @2+ @p 2 - B ‘
v Gift | v Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attibutes | v Installments/Pagments | Spit Gitt
| Constiuent; - 6 -ch L
Gift type: IF‘Iedge j Fieference: | g
Gift sublype: | =l Acknowlzdge: [Not Acknowledged 7] | =l
Pledaed on: [17/30/2003 1] v Leiter_|[Scholarship Than [ Benefits |
Pledge amt: [$10,000.00 &] Schedue | Receipt: [NotReceipted 7] | o
Campaign: 5 cholarship Campaign [l Receipt amtino: [$10.000.00 = |
Fund: [Camp Kids Scholarship =[sal W Send reminders Histoy |
Appeal [Intemetweb Site salicitations ¥ | #8)| Status/date: [active | =]
Package: | ||
Solicitors || ||
Pay methad: [Cash =] rEFT? Amountbils: [$0.00 @
Ref o /date: | | [=] Amourtcoins: [$0.00 @]
|Date added: |Balance: $0.00

| Prezs F7 for table laokup
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Scheduling Pledge Installments

On a pledge gift record, the Schedule button appears on both the Gift tab and the Installments/Payments tab of a
pledge gift record. When you click Schedule, the Pledge Installment Schedule screen appears.

Pledge Installment Schedule for Renee A. Wilson I

Lze the 'Schedule’ fields, then zelect 'Distribute’ ta help generate an installment scheduls.

r— Installment Scheduls

Gitt Armount; $2,000.00 Date | Amaunt i’
08,/012009 $200.
Erequency: |t anthl - No.lnstallments:l‘lﬂ —
| Monity [ N 074012009 £200.
& Day |1_ af eger_l,ll‘l_ manthlz] N 08012009 $200.
09/01/2009 £200, -
" The | j | j of exeryl manthiz] [ | _'I_I

Starting on: IDEH23£2DDS I

Installments due every month on the 1st day of the month

0K | Cancel |

The Pledge Installment Schedule screen walks you through the process of creating a payment schedule. You
select the payment frequency, number of installments, the date payments are due, and when payments start.
The grid displays the payment schedule according to the criteria you set up. Please note the starting on date is
not necessarily the date of the first payment. The first payment date depends on the day you determine
payments are due. For example, if you select 05/23/2009 as the starting on date and the payment due date as the
first day of the month, the first payment is due on 06/01/2009. For more information about scheduling pledge
installments, see “Scheduling Pledge Installments” on page 146.

Sending Pledge Reminders

To increase the number of constituents who pay their pledges, you may want to send a letter or card to remind
donors of pledges they have made. In Mail, you can use the Reminders mail task to print pledge reminders on
several types of forms you can order from Blackbaud. If you do not want to use these forms, you can use the mail
task to export data to the application where you created a custom form. For a donor to receive a pledge reminder
using the Reminders mail task, you must mark the Send reminders checkbox on the gift record.

Note: If you are scheduling a new pledge, the Reminders Sent screen is blank because you have not sent any
reminders to the constituent for this pledge.

When creating pledge reminders, you can choose to send either a single pledge reminder for the entire pledge or
a reminder each time an installment is due. For more information about sending pledge reminders using Mail,
see the Reminders chapter of the Mail Guide.

The History button appears beside the Send reminders checkbox. When you click the History button, the
Reminders Sent screen appears so you can view all reminders sent to the constituent for this pledge.

Reminders Sent to Ms_ Julie Marie Bach
Pledge balance: $100.00
Reminder Sent I Sent For I Inskallment Due Cn I Amounk I Reminder Balance
01/12}2000 Master Pledge 01/12j2000 $200.,00 200

Cloze
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Note: In Mail, your selection to run reminders One per pledge or One per installment affects the Installment
Due On column on the Reminders Sent screen. If you select One per pledge, the Installment Due On column
lists the pledge date as the due date. If you select One per installment, the Installment Due On column lists the
installment date as the due date. In addition, the Sent for column is affected. If you select One per pledge,
Master Pledge defaults into the column. If you select One per installment, Installment 1, Installment 2, and so
forth defaults into the column.

If you choose to send reminders to a donor, the program tracks the information about each pledge reminder you
send. This information includes the date you print the reminders in Mail, due date for the pledge or pledge
installment, amount due, and remaining amount due on the pledge at the time you sent the reminder.

Understanding the Status/date Field

On a pledge gift record, the status indicates whether you can apply gifts to the pledge to reduce the balance and
the date tracks the most recent status change. The Status/date field is available only if you have the optional
module Electronic Funds Transfer. There are five statuses you can select:

Active. The pledge is active and gift records can be applied to the pledge to reduce the balance.

Held. The pledge is temporarily inactive and you cannot apply a gift record to the pledge to reduce the balance.
You may want to change a pledge’s status to “Held” if the donor calls to tell you he cannot make payments
this month, but wants to resume donating to your organization next month.

Terminated. The pledge gift is closed and you cannot apply a gift record to the pledge to reduce the balance. A
Terminated status can have a negative connotation. Typically, a record is terminated if the constituent
chooses to stop paying the gift before paying the pledged amount. For example, if a constituent promises to
donate a pledge gift every week for the next three years, then calls after a year to tell you he will no longer
make donations to your organization, you can change the status for his pledge gift to Terminated. Once you
select Terminated in the Status field and save the pledge gift record, you cannot apply gift records toward the
pledge to reduce the balance ever again.

Completed. The pledge gift is closed and you cannot apply a gift record to the pledge to reduce the balance. A
Completed status has a more positive connotation. For example, if a constituent promised to donate a pledge
gift of $20 every week for a year, you can change the pledge’s status to Completed when the constituent
fulfills the donation and stops sending gifts. Once you select Completed in the Status field and save the
pledge gift record, you cannot apply gift records toward the pledge to reduce the balance ever again.
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Installments/Payments Tab

When you select Pledge in the Gift type field, the Installments/Payments tab appears so you can schedule pledge
payments and view payments applied toward the pledge.

:_ﬁ'New Gift for Mrz. Renee Wilson ME E
File Edit “iew Gift Favortes Toolz Help
[ 5ave and Clase - U|§'&'@|H 1 b H|—"|%|' & ||g'|?'§' |
W Gift | v Mizcelansous | Soft Credit | v Matching Gifts | Tribute
Altributes v |nztallments/FPayments W Split Gift

il Frequency: Monthly

[~ Paymentz only [~ Do not show paid installments

Inzt Mo I Date Gift Tope Amount I Balance I Constituent
1 10012000 <Installment = $100.00 $100.00
2 11j012000 <Installment > $100.00 $100.00
3 12012000 <Installment = $100.00 $100.00
4 01j0ijzo01 <Installment > $100.00 $100.00
5 0zioijzool <Installment = $100.00 $100.00
& 03j01jz001 <Installment > $100.00 $100.00
7 04j01j2001 <Installment = $100.00 $100.00
§  05/01jz001 <Installment > $100.00 $100.00
9 05/01j2001 <Installment = $100.00 $100.00
10 O7fo1/z001 <Installment > $100.00 $100.00

| Mext Instalment Due: Mone

|Recsived: $0.00

|Balance: $1.000.00

You can click the Schedule button to define the payment schedule for the pledge. After you define the payment
schedule, the pledge installments and payments display in the grid. The grid displays information including the
due date, amount due, and remaining balance for the installment.

Scheduling Pledge Installments

When you add a pledge to your database, you should establish a schedule for the payments. Pledge installments
can be made on a single (one payment), weekly (once a week), biweekly (every two weeks), semi-monthly (twice
a month), monthly (once a month), bimonthly (every two months), quarterly (four times a year), semi-annual
(twice a year), or annual (once a year) schedule. Installments can also be paid on an irregular schedule, which
means the payments do not fit into one of the regular schedules. For example, a constituent may request to make
a payment every three weeks.
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» Scheduling a pledge

You can use this procedure to schedule a new pledge gift only if you have not yet saved the gift record. If you

saved the gift record, you can reschedule the pledge. For more information, see “Rescheduling Pledges” on
page 150.

Scenario: Your organization’s New Playground Campaign is a big hit with your constituents. Mary Beth
Richardson, a solicitor, visits the president of Summerville Land & Lumber and convinces her to pledge
$6,000 to the campaign’s Building Fund. Summerville Land & Lumber plans to pay the pledge in six
monthly installments of $1,000 each.

1. From Summerville Land & Lumber’s constituent record, select the Gifts tab. For more information about
opening a constituent record, see the Introduction to Constituent Records chapter of the Constituent
Data Entry Guide.

== Summeryille Land & Lumber

File Edit “iew Constituent Letter Fawvortes Toolz Help

ESaveandElose‘|n|§'@'@'|N 1 b H|—’|2'|?E||| ?'|&'|' |

v Actions I Hanor/Memarial | Wolunteer I Prospect I Membership I Ewvents I
v Ogl I v Og2 I v Addresses I v Relationships I Appeals I Motes W Aftributes I Media
% a e P W et -
Date | Type | Fund | Amount | Balance Reference |

2. On the action bar, click New Gift.




PLEDGES 14

3. From the New Gift screen, select the Gift tab and add the information about Summerville Land &
Lumber’s gift as shown on the screen below. For more information about adding a gift record, see the Gift
Records chapter. For more information about adding a gift record with the Gift type of Pledge, see
“Adding a new pledge” on page 159.

gNew Gift for Summerville Land & Lumber M= =
File Edit “iew Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§'|ﬂ i« » N|—" R ||g ?'l&' |

v Gift |Miscellaneous| Saft Ereditl Matching Giftsl Tr_ibutel Attribgtesl Installments.-"Pa_lgmentsl Split Giftl

‘ Canstituent: ISummerviIIe Land & Lurnber QI ID: 109
Gift bype: IF'Iedge j Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI

Pledged an: |us;11£2005 El[ Letter ”F‘ledge Thark Yo v- Benefits |
Pledge amt: [$6,000.00 | Schedule | Receipt: [Not Receipted =l =

Campaigr: IF'layground Campaign jﬁl Fecsipt amt/n.: |$B,UUU.UU ﬂl I
Fund: IF'Ia_l,lground Site jﬁl ¥ | Send reminders History |
Appeal: IlntemetMeb Site zolicitations ﬂﬁl Shatus/date: IActive j |05J11J2DDSEI
Package: I jﬁl
v Solicitors | |Nicholas Wincent =[]

Pay method: IEash = =fERT Amnourt bills: |$n.nu ;,31[
Ref no./date: I I EI Amaount coing: |$D_DD E;JI

| Date added: | Balance: $0.00

| Press F7 for table lookup

4. Select the Installments/Payments tab.

ﬁNew Gift for Summerville Land & Lumber [_ (5] %]
File Edit ¥iew Gift Favortes Toolz Help

E]Saveandﬁlose‘|u|§'&'|" 1 bk “|"'|%'|&'| [ ?'|&' ‘

v Gitt| v Miscellaneous | Soft Credit | Matching Gits | Tribute | Atributes v Split Git |
Schedule | Frequency: Single Installment [~ Papments only [~ Do not show paid installments

Inst Mo, | Date | Gift Type | Arnount | Balance | Caonstitugnt |

|Next Inztaliment Due: Mone |Heceived: $0.00 |Balance: $0.00
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5. Click Schedule. The Pledge Installment Schedule screen appears.

6.
7.

10.
11.

12.

Pledge Installment Schedule for Summerville Land & Lumber

Use the 'Schedule' fields, then select 'Distribute’ ta help generate an installment schedule.

 Inztallment Schedule

Gift Amount: $6,000.00

Diate I

Amount I

Frequency:

Mo, Installments: |1

Single Installment

Single Installment

Starting on: |05£11£2005 EII

Installments due on 0541142005

05{11/2005

Distribute | Beschedulel

46,000,00

oK | Cancel |

In the Frequency field, select “Monthly”.

Pledge Installment Schedule for Summerville Land & Lumber

Use the "Schedule’ fields, then select 'Distribute’ to help generate an instalment schedule.

In the No. Installments box, enter “6”. Summerville Land & Lumber is paying the pledge in six
installments.

~ Installment Schedule

Gift Amount: $6.000.00

Diate I

Amount I

Erequency: Im Mo, Inztallments: IE_
+ Day IT of every I‘I_ monthiz]
= The I j I j of every I_ manth{z]
Starting on: m

Installments due on 05/11/2005

Distribute | Eeschedulel

ak | Cancel |

Mark The [ ] [ ] of every [ ] month(s) option. Summerville Land & Lumber pledges to make $1,000
payments on the first Tuesday of every month for the next six months.

In the first field of The [ ] [ ] of every [ ] month(s) option, select “First”.
In the second field of The [ ] [ ] of every [ ] month(s) option, select “Tuesday”.

In the last field of The [ ] [ ] of every [ ] month(s) option, enter “1”. The option now reads The First
Tuesday of every 1 month(s).

In the Starting on field, enter the date 06/07/2005. Because you are scheduling the payment on the first
Tuesday of every month, the first payment is due June 7, 2005.
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13. To update the installment schedule in the grid, click Distribute. The installment schedule grid displays the
date and amount of each pledge payment. Because Summerville Land & Lumber is paying the pledge in
six installments, the grid displays six $1,000 payments beginning on June 6, 2005.

Pledge Installment Schedule for Summerville Land & Lumber

Use the "Schedule’ fields, then select 'Distribute’ to help generate an instalment schedule.

~ Installment Schedule

Gift Amount: $&,000.00 Crate I Amount ﬂ

Erequency: IMUnthl}' vI Mo, Inztallments: IE — 06/07/2005 $1,000,

07/05/2005 41,000,

= Day I of every I manthls] 03/02{2005 41,000,
09/06{2005

$1,000,
&+ The IFirst =l ITuesday =] «f egery|1 moriths] T_I - »
Starting on: IDBJD?QUDE Ell Heschedule |

Ingtallments due on the 13t Tuesday of every month

ak | Cancel |

14. Click OK. You return to the pledge gift record.
15. To save the gift and close the record, click Save and Close on the toolbar.

Rescheduling Pledges

Occasionally, constituents make pledges and then realize they cannot pay installments according to the original
payment schedule. Rather than write off the remaining pledge balance, you can adjust the installments so the
donor is committed to another payment schedule with the intentions of fulfilling the entire pledge amount.

Note: If a pledge has already been posted, you must use the Adjust option to reschedule the pledge
installments. For more information, see “Adjusting a Pledge” on page 175.

You can add, insert, delete, and edit unpaid installments. If a donor decides to change the frequency of pledge
payments, you can redistribute the remaining balance of a pledge according to the new payment schedule.

If an installment is partially paid, the amount due cannot be changed to less than the payment previously applied
to the installment. For example, if Mark Adamson has four installments of $100 and pays $75 of the first
installment, the new payment amount cannot be less than $75.

If a new first installment is created, the date of the first payment of the pledge is also updated. If the date of the
first installment does not match the first payment date on the pledge, a warning message appears asking
whether you want to change the first payment date of the pledge to the first installment date.
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» Rescheduling a pledge

Scenario: Cole Hensley needs to reschedule the $1,500 pledge he made on February 19, 2002. Cole
already made one payment of $300. Business is a little slower than he anticipated, so he would like to
change his remaining four quarterly installments of $300 to 10 bimonthly installments of $120.

1. From Cole Hensley’s 02/19/2002 pledge gift record, select the Gift tab. For more information about
opening a pledge gift record, see “Accessing a Pledge Gift Record” on page 140.

!a Gift fFor Cole Hensley [_ ]

File Edit “iew Gitt Favorter Tools

Help

ESaveandClose'|u|§'|ﬁ'|N 1 » H|"'|%'|§'|||?-|&-

¥ Gift |v Miscellaneousl Soft Qreditl atching Giftsl Trjbutel Attribgtesl v Installments#Pa}gmentsI Split Giftl

‘ Constituent: ICoIe Hensley ﬂ I0: 29
Gift type: IPIedge ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Fledged an: Im, v Letter | B enafitz |
Pledge amt: lm Schedule | FReceipt: INot Receipted j I EI
Campaigr: IAnnuaI Campaign jﬁl Receipt amt/na.: |$1,5DD.DD ﬂl I
Fund: |2002 Annual Fund jﬁl ¥ Send reminders Histary |
Appeal; I jﬁl Statuz/date: I,.'.\C[i\.ne j I EI
Package: I jﬂl
Solicitors “ jﬁl
Pay methad: [Cash =l =l Er Amountbils: [5000 g
Ref no. /date: I I = Armaunt coing: Im
|Date added: |Balance: $300.00

| Press F7 for table lookup
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2. Select the Installments/Payments tab.

!a Gift fFor Cole Hensley [_ ]
File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 1 » H|‘"|%'|§'|||"-|&- |
v Gift] v Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attributes it Gift |
Scheduls I Frequency: Quarterly [~ Payments only [~ Do not show paid installments
Izt Mo, | Date | Gift Type I Amourt | Balance | Constituent
-1 02{19/2002 <Installment = $300,00 40,00
0z/27/2002 Pay-Cash $300.00 Cole Hensley
-z 05/19/2002 <Installment > $300.00 40,00
05/19/2002 Pay-Cash $300.00 Cale Hensley
3 08/19/2002 <Installment = $300.00 $300,00
4 11419/2002 <Installment > $300.00 $300,00
5 02{19/2003 <Installment > $300,00 $300,00
| |2
|Next|nstallmentDue: 08/13/2002 |Received: $600.00 Balance: $300.00

3. Click Schedule. The Pledge Installment Schedule screen appears.

Pledge Installment Schedule for Cole Hensley

Use the "Schedule’ fields, then select 'Distribute’ to help generate an instalment schedule.

i~ Instaliment Schedule
Gift Amount: $1.500.00 Date | Amaunt | Balance I ﬂ
Erequency: IQuarterI}l vI Mo, Installments: |5 | {02/18/2002 $300.00 $0.00
| |osi19/2002 $300,00 $0.00
& [ay I‘IS of every three months _I $300.00 $300.,00

f . ) 11/19/2002  $300.00  $300.00
! ths
ke | | =] =f ever three months | |ozrispzonz gsooon) gaooon x|

Starting on: |D2£1 /2002 El [Wistritute | Reschedule |

Ingtallments due ewvery 3rd month on the 19th day of the month

ak | Cancel |

I

4. Click Reschedule.

Note: Remember, only unpaid installments can be rescheduled.
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5. When the Reschedule Unpaid Installments Wizard appears, select the Installments/Create Schedule tab.

Reschedule Unpaid Installments Wizard

1. Ingtallments/Create Schedule |2: Mew Schedule Hesultsl

~ Inztallments ta lhclude

== Enter a date below to determine which installments to reschedule,  Installments that have
“‘;: a balance as of the current date and a due date on or after the date entered will be
rescheduled.

Reschedule installments due after: IDE£2D£2DD2 EII Wiew Installments |

Fledge balance: $300.00
Amount to redistibute; $300,00

 Create Mew Schedule

=12 Ise the fields below to reschedule this pledge.  The systern will use thiz information along
n with the current installment schedule to generate a new schedule for thiz pledge.

Erequency: | Single Installment j Nn.lnstallments:l‘l

Single Inztallment

Starting on; |E|5£2E|£2EIEI2 EII
Cancel | < Brewious | Mext > | Firngty |

Note: You can view the original installment schedule by clicking the View Installments button.

6.

In the Reschedule installments due after box, the program defaults the due date for the first installment.
Because Cole has made one payment, you need to reschedule the installments, beginning with the
second installment due on 05/20/2002. In this case, it is not necessary to change the default.

In the Create New Schedule frame, select “Bimonthly” in the Frequency field. Cole is fulfilling his original
pledge on a new bimonthly schedule.
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8. Inthe No. Installments box, enter “10” because the payment schedule for the $1,500 pledge is now $120
every two months.

Reschedule Unpaid Installments Wizard

1: Instalmentz/Create Scheduls |2: MNew Schedule Hesullsl

r Installments ta lnclude

== Enter a date below to determine which installmeants to reschedule.  Installments that have
—| abalance az of the curent date and a due date on or after the date entered will be

u’
—
rescheduled.

Rezchedule installments due after: |05£20£2E||32 Ell Wiew Inztallments |

Fledge balance; $300.00
Amount bo redistribute; $300.00

— Create Mew Schedule

=12 |ze the figlds below to reschedule this pledge. The systern will uze this information along
‘3 with the current installment schedule to generate a new schedule for thiz pledge.

Frequency: IBimDnthI}l j Mo. Installments: IF
{* Day IE of every wo months
i The I j I ﬂ of every bwo months

Starting on: |05£2D£2DD2 EII
Canicel | < BrEyTouE | et = | ek |

9. Mark The [ ][] of every two months option. Cole pledges to make $90 payments on the first Wednesday
of every two months.
10. In the first field of The [ ] [ ] of every two months option, select “First”.

11. Inthe second field of The [ ] [ ] of every two months option, select “Wednesday”. The option now reads
The First Wednesday of every two months.
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12. In the Starting on field, enter the date 05/22/2002. This is the date the new pledge installment schedule
for Cole takes effect.

Reschedule Unpaid Installments Wizard

1: Instalmentz/Create Scheduls |2: MNew Schedule Hesullsl

r Installments ta lnclude

== Enter a date below to determine which installmeants to reschedule.  Installments that have

ﬁ_ a balance az of the current date and a due date on or after the date entered will be
rescheduled.

Rezchedule installments due after: |05£20£2E||32 Ell Wiew Inztallments |

Fledge balance; $300.00
Amount bo redistribute; $300.00

— Create Mew Schedule

=12 |ze the figlds below to reschedule this pledge. The systern will uze this information along
B with the current installment schedule to generate a new schedule for thiz pledge.

Frequency: IBimDnthI}l j Mo. Installments: |1E|

" Day I of every two months

* The IFirsl j Iwednegda_p ﬂ of every bwo months

Starting on: |05£22£2DD2 EII
Canicel | < BrEyTouE | et = | ek |

Note: If you reschedule the entire installment schedule for a pledge, the Update ‘schedule’ fields upon save
checkbox appears in the lower left corner of the New Schedule Results tab. Mark this checkbox to
automatically update the fields on the Pledge Installment Schedule screen.

13. Click Next. The New Schedule Results tab appears displaying the new installment schedule, with ten $90
payments paid on the first Wednesday of every other month.

Reschedule Unpaid Installments Wizard

1. Ingtallmente/Create Schedule | 20 Mew Schedule Results I

infarmation is comect, presz "Finish". Othenwize, edit the installments below az appropriate, or

3 The grid below shows the new ingtallment schedule for the remainder of the installments. IF this
return to Step 1 and select a new frequency or # of installments.

Drake I Armounk I
I 06,/05/2002 $90.00
I 05072002 $90.00
I 10{02 2002 $90.00
| 12/04/2002 $90.00
| 02/05/2003 $90.00
I 04/02/2003 $90.00
I 06042003 $90.00
I 03/06/2003 $90.00
I 10/01)2003 $50.00
I 12032003 $90.00

| | |
Cancel | < Previous | i [ Finigh
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14. Click Finish. You return to the Pledge Installment Schedule screen.
15. Click OK. You return to the Cole’s pledge gift record.
16.

toolbar.

Split Gift Tab For Pledges

To save the scheduling changes to the database and close the gift record, click Save and Close on the

You should think carefully about splitting a Pledge among campaigns, funds, appeals, and packages when you add

gifts from Records. This can affect reporting in the future. Depending on how yo
your report calculations vary in Reports.

u enter your gift information,

For example, Otto Montgomery donates $1000 to your organization and requests that $600 go to the Building

Fund and $400 go to the 2001 Annual Fund.

:_ﬁ'New Gift for Mr. Otto Gregory Montgomery ME E
File Edit “iew Gift Favortes Toolz Help
[ 5ave and Close - U|§'|ﬁ'|" L N|—" - ¢ |Q|?'%'

W Gif;l W Miscellanenusl Snftgeditl M atching Giflsl Tr_ibutel .t’-‘-.ttlibgtesl Installments/Paymentz  » Split Gift |

Enter by: & Amaount ¢ Percent

Campaign I Fund I Appeal I Package I Amounk I
Annual Carnpaign Building Fund 2001 Direct Mailing 600,00
| pAnnual Campaign 2001 Annual Fund 2001 Direck Mailing $400,00;

Distribute Evenly |

Remaining: $0.00

|Gifl arount: $1.000.00 Distributed: $1.000.00
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The next month, Otto makes a pledge payment of $350. He requests that $100 go to the Building Fund and $250
go to the 2001 Annual Fund. After you add this information on the Gift tab and apply the $350 payment to the
split Pledge, The Raiser’s Edge automatically distributes an amount on the Split Gift tab. The amount that
automatically distributes is based upon the percent distribution of the gift on the Pledge Split Gift tab. In this
example, the Pledge split gift is 60 percent toward the Building Fund and 40 percent toward the 2001 Annual
Fund. Therefore, the payment amounts default to $210 for the Building Fund and $140 for the 2001 Annual Fund.

:_ﬁ'New Gift for Mr. Otto Gregory Montgomery ME E

File Edit “iew Gift Favortes Toolz Help
[ 5ave and Clase - U|§'&'@|H 1 » H|—"|%|' & - ||g'|?'§' |

v Gift] v Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attibutes v Splt Gitt |

Enter by: & Amaount ¢ Percent

Campaign I Fund I Appeal I Package I Amounk I
Annual Carnpaign Building Fund 2001 Direct Mailing $210.00
| pAnnual Campaign 2001 Annual Fund 2001 Direck Mailing $140,00;

Distribute Evenly |

|Gifl amaount: $350.00 Diztributed: $350.00 Remaining: $0.00




PLEDGES 15

Because Otto requested how to split his pledge payment, you overwrite the amounts the program defaults in the
Amount column to correctly apply the payment.

:_ﬁ'New Gift for Mr. Otto Gregory Montgomery ME E
File Edit “iew Gift Favortes Toolz Help

[ 5ave and Close - U|§'|ﬁ'|" L N|—" @ - ||g'|?'

v Gift] v Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attibutes v St Gitt |

Enter by: & Amaount ¢ Percent

Campaign I Fund I Appeal I Package I Amounk I
Annual Carnpaign Building Fund 2001 Direct Mailing $100.00
| pAnnual Campaign 2001 Annual Fund 2001 Direck Mailing $250,00!

Distribute Evenly |

|Gifl amaount: $350.00 Diztributed: $350.00 Remaining: $0.00

Note: Balance calculations vary depending on the selections you make on report tabs. For more information
on the Gift Detail Report options, see the Reports Guide.

In Reports, if you process the Gift Detail Report, your pledge balance calculates using the amounts that originally
default on the Split Gift tab. Note: these are not the amounts you manually overwrite on the Split Gift tab.

[_[5]x]

\@ Otto Montgomery's Pledge Information

|| rere M| S|F &= =l [ 1#h|  Tows 100 dol4

Freview
-

Gift Detail and Summary Report Pax 1

Constituert Date Fund Cash Stocks Pledge Bal MG Pledge Bal Reference
iz, Ot Crs ooy Measppanssy o4aL200 BUILDING 390 00 350 00
1 el 3ast 04110001 0LANNTAL 0000 24000
Oblloan City, OF TI114

000 BUILODNG 100 10

000 00LANTAL £270 00

Grind Toeab: 42,000 00 qoon s000 4000

2 G el
1 Dozexis ) lewd
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Using this same example, you can enter Otto’s pledge as two separate gifts. When you add his $350 payment to
the Gift tab, you can also enter this as two separate payments and correctly apply the payment to each fund.

= Otto G. Montgomery

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ"|N i b N|"|2'|?E||| ?'|§'|' |

v Aftributes I Media | v Actions | v Honor/Memarial | v Wolunteer I v Prozpect | v Membership I E I
v Biol | v Bin2 | v Oddresses | v Addressees/Salutations | v Relatiohships | v Appeals | Motes ¢
T £20pen -
Date | Type | Fund I Amount I Balance I Reference |

05/15/2001  Pay-Cash Building Fund $100.00

05/15/2001  Pay-Cash 2001 Annual Fund $250.00

04112001 Pledge Building Fund $600,00 $500,00

04/11/2001  Pledge 2001 annual Fund $400,00 $150,00

By entering the Pledge gift this way, the Gift Detail Report calculates the pledge balances using the payment
amounts that Otto requested.

Adding a New Pledge

When a constituent agrees to donate a gift to your organization in the future, you need to enter the gift into your
Raiser’s Edge database by creating a pledge gift record. For example, your organization is beginning a campaign
to raise funds for a new park in your community. Orla McGrann, one of your solicitors, contacts Northern
Industries to ask for a donation for this campaign. Northern Industries agrees to donate $5000 later in the month.
To record that you received a pledge, you need to create a pledge gift record for Northern Industries.

» Adding a new pledge

Scenario: All Track International installs playground and track equipment for schools and universities.
You just started a campaign for a new playground, so Anne Sinclair, a solicitor, contacts All Track
International and motivates them to pledge $500 toward the New Playground Campaign’s goal. All
Track International plans to pay this pledge at the end of the month and requests you send a pledge
reminder before the pledge is due.

Note: If you make changes to a record and notice your changes are not updated automatically, click Save on
the toolbar before adding any additional information.

1. On the Raiser’s Edge bar, click Records.
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2. Click the Gifts link. The Gifts page appears.

& The Raiser's Edge

Eile Edit Wiew Go Favaorites Tools Help

4 Back # Foniand | Openin ssparste window

[S[=] E3

Constiluents [
Gifts
Actions
Campaigns == __
Funds E% Mew Gift EF Open a Gift
Appeals
Memberships
Jobs
Bl Recently Accessed Records Quick Find
114/25/2007 Cash $575.00 - David M, Korbin l— &
10/17/2007 Cash $500.00 - Roger B. Langley
01/19/2007 Cash $5,000.00 - Roger B. Langley
11/23/2007 Cash $1,000,00 - Rager B, Langlesy
014/24/2007 Cash $250.00 - Rager B, Langley
05/03/2007 Pledge $1,000,00 - David M. Korbin
080212002 Pay-Cash $100.00 - David M. Korbin
02/18/2007 Cash $250.00 - David M. Korbin
011/15/2006 Cash $450.00 - Robert €. Hernandez
12/01/2006 Planned Gift $2,500,000,00 - Robert ¢,
Hernandez
|
Welcome to The Raiser's Edge 7 J_‘I

3. Click New Gift.

Note: You can add gift annotations to your gift records. For example, if you have a unique constituent that
requires specific gift data entry, you can display a message that reads “Please see the Supervisor before
changing information to this gift record.” The message displays when a user opens the constituent record or
the gift record. To add an annotation, open the gift record, and select Edit, Annotate from the menu bar. The
Annotate screen appears. Enter your message in the box. Mark the Display annotation automatically
checkbox and the message appears whenever the record opens.

4. From the New Gift screen, select the Gift tab.

% New Gift M= e
File Edit Yiew Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§' H 4 » N|—" E A ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Constituent: I ﬂl
Gilt bype: |Cash j Feference: | g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gitdate: [ 2] Lo | I =5 | i
Amount: ;000 E| Receipt: |10t Receipted = =
Campaign: | =18 Receipt amt/na.: [30.00 I |
Fund: | =l
Appeal: I ﬂm
Package: I jﬂl
Soliitors. || jﬂl
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Fief no./date: I I i Amaount coing: Im
| Date added:
| Press F7 for Constituent Search
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5. Inthe Constituent field, click the binoculars and search for All Track International in your database. When
found and selected, the name appears in the Constituent field. For more information about searching for
a constituent, see the Program Basics Guide. After you enter a name in the Constituent field, the program

disables the field.
In the Gift type field, select “Pledge”.

In the Pledged on field, enter the date 07/12/2005. This is the date All Track International pledged the gift.
In the Pledge amt field, enter the amount $500 because All Track International pledged $500 to your

organization.
!a Hew Gift for All Track International (=1}
File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 1 b H|"'|%'|§'|||§' ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Installments/Pagments | Splt Gift |
‘ Constiuent [5] T rscl Iteraton I RRE:
Gift type: IPIedge ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Pledged o [07,12/2005 31| teter |[ @]  Benefis |
Pledge amt: [$500.00 Fieceipt: [Nat Receipted =l =
Campaigr | i8] Receipt amt/no.: [¢500.00 =
Fund: | jﬁl W Send reminders Histary |
Appeal: | =l Status/date: [Active =] [o7r12/2008 =]
Package: I jﬂl
Solicitors || jﬁl
Pay methad: |Cash =l ElErT Amount bills: Im
Fief nio./date: I I = Amount coin: Im
|Date added: |Balance: $0.00
| |

9. Click Schedule. The Pledge Installment Schedule screen appears.

Pledge Installment Schedule for All Track International

Use the 'Schedule' fields, then select 'Distribute’ ta help generate an installment schedule.
 Inztallment Schedule

Gift Amourt: $500.00 Date I Armount

07f12/2005
Frequency: fef

Mo, Installments: |1

Single Installment

Single Installment

Starting on: ID?H 242005 EII

Installments due on 0741242005

Distribute | Beschedulel

500,00

oK | Cancel |

10. In the Frequency field, select “Single Installment”. When you select Single Installment, the program
automatically enters “1” in the No. Installments field and disables the field.
11. In the Starting on field, the program defaults the Pledged on date, which is 07/12/2005. Because All Track

International wants to pay the pledge at the end of the month, change this date to 07/31/2005.
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12. To update the installment schedule in the grid, click Distribute. The installment schedule grid displays the
due date and amount for each pledge payment. Because All Track International is paying the pledge in one
installment, the grid displays one $500 payment scheduled for July 31, 2005.

Pledge Installment Schedule for All Track International

Use the "Schedule’ fields, then select 'Distribute’ to help generate an instalment schedule.
~ Installment Schedule

Gift Amount: $500.00 Date I Amount I
Erequency: ISingIe Installment 'I No. Installments: |1 — 07/51/2005 $500.00

Single Ingtallment

Starting on: ID?.-"31 2005 EII

Installments due on 07/31/2005

Heschedule |

ak | Cancel |

13. Click OK. You return to the New Gift screen.

14. In the Campaign field, select “New Playground Campaign”.
15. In the Fund field, select “Building Fund”.

16. Inthe Appeal field, select “Direct Mailing”.

If a default appeal is not correct for a gift, you can use the drop-down arrow or the binoculars to select a
different appeal.

% New Gift for All Track Intemational [_ [}
File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 1 » N|"'|%'|§'|||ﬁ|?'|&' |
v Gift | Miscellaneaus | Soft Credit| Matching Gifts | Tribute | Attibutes | v Instalments/Payments | Spit Gitt
‘ Constiuent [5] T rscl Iteraton I RRE:
Gift type: IPIedge ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Pledged o [07,12/2005 31| teter |[ @]  Benefis |
Pledge amt: lm Schedule | Receipt: IND[ Feceipted j I El
Campaign: |F'Iaygr0und Campaign ~|aa| Fieceipt amt/no.: |$EDD_DD JE= | |
Fund: IBuiIding Fund jﬁl ¥ Send reminders Hiztony |
#ppeal, |Direct Maiing ~laal Status/date: [active =] fornzizoos =)
Package: I jﬁl
Solicitors “ jﬁl
Pay methad: [Cash =l =l Er Amountbils: [5000 g
Ref no. /date: I I =] Amourt cins: Im
|Date added: |Balance: $500.00
| Press F7 for table lookup |

Warning: If Anne Sinclair is not listed as a solicitor on the Relationship tab of All Track International’s
constituent record when you save the gift record, the program asks if you want to add Anne as one of All Track
International’s assigned solicitors. Click Yes and enter details about the assignment on the New Solicitor
Assignment screen. For more information, see the Solicitors chapter of the Constituent Data Entry Guide.
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17.

18.

19.

20.

Note:

Click Solicitors. The Solicitors Credited for this Gift screen appears.

Solicitors Credited for thiz Gift

Pleaze enter the salicitors who should receive credit for thiz gift,

Gift armoiat: $500.00 Enter by: & A i ) Percent
Sulicitor I Amount |
| Sinclair, Mrs, Anne C. $500,00

ak | Cancel | Distribute... |

Click the binoculars to search your database for Anne Sinclair. When found and selected, Anne Sinclair
appears in the Solicitor column.

Credit Anne Sinclair for the full amount of the gift. For more information about crediting solicitors for a
gift, see “Crediting Solicitors for a Gift” on page 32.

Click OK. You return to the gift record.

You can generate a single acknowledgement letter from a gift record using the Microsoft Word icon in

the Letter field. For more information, see “Creating an Acknowledgement Letter from a Gift Record” on
page 101.

21.

22.

23.

Note:

In the Acknowledge field, select “Not Acknowledged”. You plan to generate a thank you letter through
Mail, so you do not need to enter a reference date. Mail can automatically update the Acknowledge and
date fields after you generate the letter. For information on generating letters through Mail, see the Mail
Guide.

In the Letter field, select “Pledge Thank You” because you plan to send this mail merge letter to All Track
International. In Configuration, you define the letters that appear in this list. For more information, see
the Configuration chapter of the Configuration & Security Guide.

In the Receipt field, select “Do Not Receipt”. Because a pledge does not represent an actual gift, you do
not need to print a receipt. When you receive a payment for this pledge, you can create a receipt for the
gift. You can also leave the Receipt amt/no. fields blank.

To view pledge reminders previously sent to All Track International for this pledge, click the History

button. For more information, see “Viewing the Pledge Reminder History” on page 190.

24.

Because All Track International requested that you send a pledge reminder, mark the Send reminders
checkbox.
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25. In the Status/date field, select “Active” and enter the date 07/12/2005.

!a New Gift for All Track International (=1}
File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 1 b H|"'|%'|§'|||§' ?'l&' |
¥ Gift |Miscellaneous| Soft Qreditl Matching Giftsl Tr_ibutel Attribgtesl v Installments;’F‘a}gmentsI Sp_litGiftI
Conztituent: IAII Track International ﬂ ID: 133
Giift type: IPIedge =l Fieference: I 2
Gift subtype: I =] Acknowledge: INomcknowIedged =] I =
Pledged or: m Letter | Eenefits |
Pledge amt: lm Schedule | FReceipt: INot Receipted j I EI
Campaign: |Playaround Campaign =l Receipt amt/no.: [$500.00 L] |
Fund: IBuiIding Fund jﬁl ¥ Send reminders Histary |
#ppeal. [Direct Maiing =l Statusidate: [active =] Jo7nzr2008 =]
Package: I jﬁl
v Solicitors “Anne Sinclair jﬁl
Pay methad: [Cash =l =l Er Amountbils: [5000 g
Ref no. /date: I I =] Amourt cins: Im
|Date added: |Balance: $500.00
| Press F7 for table lookup | bavoarzo04

26. To add the gift to your database, click Save and Close on the toolbar.

Applying a Payment Toward a Pledge

Pledges can be paid with gift types of Cash, Stock/Property, Gift-in-Kind, and Other. To pay a pledge, you add a
new gift record for the pledge payment and select the gift type the constituent used to pay the installment. For
example, if All Track International sends a $500 check to pay their pledge, you need to create a new gift record
with a gift type of Cash.

We recommend you set the outstanding pledge business rule explained in “Pledge Business Rules” on page 141.
When you set this business rule and add a gift for a constituent with an outstanding pledge, the program reminds
you the gift may be a payment toward the pledge.

Constituents can make payments toward their own pledges or pledges made by other constituents. For example,
Georgia Thomas pledged $100 to your organization. Because of a change in her financial situation, she can no
longer pay the pledge. Georgia’s aunt, Lisa Haas, is also a constituent in your database. Lisa agrees to pay the

pledge for Georgia. You add the gift in Lisa’s name and apply the payment to reduce the balance of Georgia’s
pledge.

» Applying a payment toward a pledge

Scenario: On July 31, 2005, All Track International sent check number 1408 to pay the $500 pledge
made on July 12, 2005. Before you can apply a payment toward a pledge, you need to add a pledge gift
record to your database. This scenario uses the pledge added in “Adding a new pledge” on

page 159.

Note: While in the gift record, if you ever need to view the batch number a gift was posted through, select
File, Properties on the menu bar. The Batch number appears on the Gift Properties screen.
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1. From All Track International’s constituent record, select the Gifts tab. For more information about
opening a constituent record, see the Introduction to Constituent Records chapter of the Constituent

Data Entry Guide.

== All Track International
File Edit “iew Constituent Letter Fawvortes Toolz Help

ESaveandElose‘|n|§'@'@'|N 1 b H|—'|2'|?E|||

?- %3 |

Media I v Aclions I Haonor/kemorial I Wolunteer I Frozpect I Membership | w Events I
w Orgl I w Org 2 I v Addresses I v Relationships I v Appeals I HMotes v Attributes
i FalEE ¢ =

Date Type Fund Amount Balance Reference
07 0 Fledge Building Fund $500,00 $500,00

06/20/2001 OtherSoft 2001 Annual Fund $500.00

Note: This message appears if you mark the When adding a gift warn if constituent has outstanding pledge
balances checkbox in the Business Rules section of Configuration. If this message does not appear, select Gift,

Apply to from the menu bar. When the submenu appears, select Pledge.
2. On the action bar, click New Gift. The program displays a message.
The Raiser's Edge [ ]

@ Thiz constituent haz at least one outstanding pledge.

Wiould vou like ta apply thiz gift to a pledge?

Note: When a constituent has several pledges, you can specify the pledges you want to pay by marking the
checkbox in the Pay? column next to the pledge you want to pay. After you select the pledges you want to pay,

click Auto-Distribute.
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3. Click Yes to apply All Track International’s payment toward their existing pledge. The Apply Gift to

Pledge(s) screen appears.

Apply Gift to Pledge[s)
Pay outstanding pledges by selecting the pledae you wish to pay and then entering the amaunt to apply.

Paypment amont: I$EUU.DU Iﬁjl Auto-Distribute |

™ Show zem amount pledges

Yiew Installments...

Pay? | Date | Type I Fund I Reference |Pledge A, | Pledge Balance | Amount Applied I
W | 07/12/2005 Pledge  Buiding Fund 500,00 $500.00 $500,00
KIS |

Load Pledge(s] Fram... |

| &spplied: $500.00 |Remairing: $0.00

(1] 8 | Cancel |

Note:

The status bar displays the amount Applied and the amount Remaining for this pledge.

4. To automatically apply the gift to All Track International’s outstanding pledge, click Auto-Distribute.

5. Click OK. You return to the gift record. The Amount, Campaign, Fund, Appeal, Package, Solicitor, Letter,
and Receipt fields default from the pledge gift record into the appropriate fields on this gift record.

Today’s date defaults in the Gift date field.

!B Mew Gift for All Track International

M= =3
File Edit “iew Gift Favortes Tools Help
[, Save and Close - u|§'|§'|ﬂ 1 N|—" ER ||g ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Constituent: I.&IITrackIntemationaI QI ID: 133
Gift bype: lm Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [03/03/2004 1] Letter _|[i=dgs Thark You = [B]  Benefits |
Amourt: lm, Receipt: INDt Feceipted =l I =}
Campaigr: IF'Iayground Campaign jﬁl Receipt amt/no.: |$50EI,EIU ﬂl I
Fund: [Building Fund ~[a]
Appeal: IDirect tailing ﬂﬁl
Package: I jﬁl
v Solicitors ||.t’-‘mne Sinclair =[]
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Fief no./date: I I = Amaount coing: Im
|Date added:

6. In the Receipt field, select “Not Receipted” because you want to create a receipt for the pledge payment
in Mail. For more information about creating receipts, see the Receipts chapter of the Mail Guide.

7. Inthe Pay method field, select “Business Check”.
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8. In the Check no./date fields, enter the check number “1408” and the date 07/28/2005.

File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'| u|§' (&~ | M4 M | -+ '||%'|§'||Ig' ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
‘ Conztituent: IAII Track International ﬂ ID: 133
Gift type: IEaSh ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Giift date: Im Letter | B ernefitz |
Amount: lm Receipt: IND[ Receipted j I El
Campaign: |Playaround Campaign =l Receipt amt/no.: [$500.00 L] |
Fund: [Building Fund =[]
Appeal: IDirect HMailing jﬁl
Package: I jﬁl
v Solicitors “Anne Sinclair jﬁl
Pay methad: IPe[sond Check j = EETZ Check no. /date: |14DS U?.-"28.-"2UU5EI
Barik: I - [
|Date added:
| Press F3 for taday's date, F7 for calendar |

9. To add the gift to your database, click Save and Close on the toolbar.
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» Paying a pledge for another constituent

Scenario: Georgia Thomas pledged $100 on February 23, 2000. Georgia did not receive her
anniversary bonus because her employer sold his business on March 1, 2000. Determined to pay her
pledge, Georgia convinced another of your constituents — her aunt, Lisa Haas — to make the pledge
payment. You just received a $100 pledge payment from Lisa Haas. Now, you need to create a gift
record for Lisa’s payment and apply it to Georgia’s existing pledge.

1. From Lisa Haas’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry
Guide.

File Edit “iew Constituent Letter Favortes Toole Help

ESaveandClose'|n|§'&'@'|N 4 » H|—’|2'|?E||| ?'|&'|' |

W Altributes | Media I v Actions I Honar/temarial I Walunteer I v Prospect I Membership I v Events I
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I Motes
i & b -

Date Type Fund Amount Balance Reference

Annual Fund , 000,00
01/11f2005 Cash Botanical Garden. .. $300,00
12/01/2004 CashEvent 2004 Annual Fund $75.00
06082002 Cash Building Fund $10,000,00
11/19/2001 Cash 2001 Annual Fund $2,500,00
03/24/2000 CashEvent 1999 annual Fund $125.00

2. On the action bar, click New Gift.
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3. From the New Gift screen, select the Gift tab and add the information about Lisa’s gift as shown on the
screen below. For more information about adding a gift record, see “Adding a Cash gift” on page 68.

Fle Edt View Git Favortes Took Help
[, Save and Close - u|§'|§'|ﬂ 1 N|—"|%|' & ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Constituent: [Lis Haas ] (7
Gilt bype: |Cash j Feference: | g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [03/23/2000 =] v Letier |[Generai Thank =] Berefis |
Amount: [§10000 @ Receipt: |Not Receipted =l =}
Campaign: [Annuial Campaign =|sa| Rieceipt amt/no.: [$100.00 = |
Fund: |2000 Al Fund =]
Appeal: |Unsolicited ﬂﬁl
Package: I jﬁl
Solicitors || jﬁl
Pay method: |Persorial Check [ =R Check no./date: [547 03/20/2000 |
Bark: I * |53
| Date added:
| Press F7 for table lookup |

4. To apply Lisa’s gift to Georgia’s pledge, select Gift, Apply to from the menu bar. When the submenu
appears, select Pledge. The Apply Gift to Pledge(s) screen appears. The amount you entered in the
Amount field on Lisa’s gift record defaults in the Payment amount field.

Apply Gift to Pledge(s] [ x|
Pay outstanding pledges by selecting the pledge you wizh to pap and then entering the amount to apply.
Payment amount: |$1 00,00 ﬁl .&uto-DistributeI [~ Show zero amount pledges
Pay? | Date | Type | Fund | Reference | Pladge Amount | Pledge Balance I Armount nppliedl
Ki o
iew | retallments Load Pledgesz(g] from... |
|&pplied: $0.00 |Remaining: $100.00
0K | Cancel |
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5. Click Load Pledge(s) from. The Open screen appears so you can search for Georgia Thomas in your
database. When you find and select Georgia, her outstanding pledges appear in the grid on the Apply Gift
to Pledge(s) screen.

Apply Gift to Pledge(s)
Pay outstanding pledges by selecting the pledae you wish to pay and then entering the amaunt to apply.
Papment amount: I$1UU.UU Iﬁjl Auto-Distlibutel ™ Show zem amount pledges
Pay? | Date | Type I Fund I Reference |Pledge A, | Pledge Balance | Amount Applied

W | 0zf23(2000 Pledge 2000 Annual... $100.00 $100.00 100, 0o

K1 2

Wiew Inztallments... Load Pledge(s] Fram... |

| &spplied: $100.00 |Remairing: $0.00

(1] 8 | Cancel |

6. Inthe Pay? column, mark the checkbox in the row containing Georgia’s pledge made on February 23,
2000.

7. Inthe Amount Applied column for Georgia’s pledge made on February 23, 2000, enter the amount $100.
When you leave the Amount Applied column, the program updates the status bar at the bottom of the
screen to show the total amount applied is $100.

Apply Gift to Pledge(s] [ x|

Pay outstanding pledges by selecting the pledge you wizh to pap and then entering the amount to apply.
Payment amount: |$1DD_DD ﬁl .&uto-DistributeI [~ Show zero amount pledges
Pay? | Date | Type | Fund | Reference | Pladge Amount | Pledge Balance I Amount Applied I
[T o&fzzi1999 Pledge Building Fund 450,00 430,00
¥ 02§23(2000 Pledge 2000 Annual Fund £100,00 4100,00 4100,00
Ki o
| Wiew |nstallments i Load Pledges{z] from... |
|&pplied: $100.00 |Remaining: $0.00
0K | Cancel |

8. Click OK. You return to Lisa’s gift record.
9. Click Save and Close on the toolbar. Lisa’s gift is now paying Georgia’s pledge.

Overpaying Pledges

Occasionally, a constituent may overpay a pledge, which means an installment amount is greater than the pledge
balance. When this happens, you can either create a cash gift for the difference, equal the gift amount to the
applied amount, or increase the amount of the original pledge.
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» Overpaying a pledge

Scenario: On March 1, 2000, Autumn Compton pledged $50 to your organization’s Natural Disaster
Relief Campaign. Payments from her stock fund increased, so she decided to send a check for $100
instead of $50.

1. From Autumn Compton’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry
Guide.

=i Autumn L. Compton

File Edit “iew Constituent Letter Favortes Tools Help

ESaveandElnse'|n|§'@'@'|“ 4 b u|—’|2'|?E||| ?'|&'|' |

W Altributes | Media I v Actions I Honor/kemaorial I v Volunteer I v Prospect I Membership I v Events I
v Biol I v Bio 2 I v Addresses I v AddressessdS alutations I v Relationships I v Appeals I Hotes
i e bt =

Date Type Fund Amount Balance Reference

Acquisition Fund k3 1]
06/15/2005 Cash Annabelle Johns... $100.00
0z/06 2004 Cash Botanical Garden. .. $200.00
11/13/2002 Cash Matural Disaster ... $500,00
02{04/2002 Cash Building Fund 4150,00
03/01/2000 Fledge Matural Disaster ... 450,00 450,00
03f24/1999 CashEvent Building Fund $125.00

Note: This message appears if you mark the When adding a gift warn if constituent has outstanding pledge
balances checkbox in the Business Rules section of Configuration. If this message does not appear, select Gift,
Apply to from the menu bar. When the submenu appears, select Pledge.

2. On the action bar, click New Gift. The program displays a message.
The Raiser's Edge [ ]

@ Thiz constituent has at least one outstanding pledge.

Would pou like to apply thiz gift to a pledge?
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3. Click Yes. The Apply Gift to Pledge(s) screen appears.

Pay outstanding pledges by selecting the pledge you wizh to pay and then entering the amount to apply.

Payment amovint: I:BED_DD E;Jl Auto-Distribute |

™ Show zer amount pledges

Pay? | Date | Type I Fund I Reference |Pledge A, .. | Plzdge Balance | Amount Applied I
[l 03/01/2000 Pledge Natural Disa. .. $50.00 $50,00 $50,00
kI 2

Yiew Installments. ..

Load Pledge(s] Fram... |

| &spplied: $50.00

|Hemaining: $0.00

(1] 8 | Cancel |

4. In the Payment amount field, enter the total amount of $100. This is the donation amount written on
Autumn’s check.

5. Inthe Pay? column, mark the checkbox next to Autumn’s $50 pledge.

Apply Gift to Pledge(s] 1]

Pay outstanding pledges by selecting the pledge you wizh to pay and then entering the amount to apply.

Payment amount: |$1 0o.00 j_ﬁjl Auto-Distribute |

™ Show zera amount pledges

Pay? | Date | Type I Fund I Reference |F‘Iedge A, .. | Plzdge Balance | Amount: Applied I
| 03/01 /2000 Pledge Matural Disa. .. 450,00 450,00 450,00
KIS 0|

Wiew [nztallments... Load Pledge(z] From... |

|&pplied: $50.00 |Remaining: $0.00

ok | Cancel |

6. Click Auto-Distribute. The amount in the Remaining field of the lower right status bar updates to $50.

Apply Gift to Pledge[s)
Pay outstanding pledges by selecting the pledae you wish to pay and then entering the amaunt to apply.

Paypment amont: |$1 00.00 Iﬁjl Auto-Distribute |

™ Show zem amount pledges

Yiew Installments...

Pay? | Date | Type I Fund I Reference |Pledge A, | Pledge Balance | Amount Applied I
W | 03/01/2000Pledge  Matural Disa... 450,00 $50.00 $50.00
KIS |

Load Pledge(s] Fram...

| &spplied: $50.00

|Remairing: $50.00

Cancel |
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7. Click OK. A message appears asking if you want increase the original pledge amount, change the gift
amount to equal the applied amount, or create a cash gift for the remainder.

The Raiser's Edge [ X]

The payment amaount [$50.00] iz less than the gift amaunt [$100.00). Please
specify what the system should do with the remaining balance [$50.00).

" Increase the amount of the original pledge to $100.00.

" Change the gift amount to be equal to the applied amount [$50.00).

* reate a Cazh gift for the remainder

0K I Cancel |

8. To create a separate cash gift record for the remainder, select the Create a cash gift for the remainder
option.

If you increase the amount of the original pledge, you change the original pledge gift record Amount. If
you equal the gift amount to the applied amount, you change the Amount field to equal the amount in
the Amount Applied. For example, you enter $100 in the Amount field on the Gift tab and enter $150 in
the Amount Applied column on the Apply Gift to Pledge(s) screen. When you select Change the gift
amount to be equal to the applied amount, the $100 in the Amount field changes automatically to $150.
If you create a cash gift, you add a new gift for the constituent.

9. Click OK. You return to Autumn’s gift record. The program defaults information from the pledge gift
record. Note the Amount field is $50.

gNew Gift for Autumn L. Compton M= B3
File Edit “iew Gitt Favortes Tools Help
[, Save and Close - u|§'|§'|ﬂ 1 N|—" ER ||g ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Constituent: I.t’-\utumn Comptan QI ID: 12
Gift bype: ICash j Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [03/15/2000 =] v Letier |[ledos Thork You =[] Berefis |
Amourt: lm, Receipt: INDt Feceipted =l I =}
Campaign: |Disaster A elief Campaign =[#] Receipt amt/no.: [$50.00 |
Fund: INaturaI Dizaster Aelief Fund jﬁl
Appeal: I.t’-‘mnual Mewsleter ﬂﬁl
Package: I jﬁl
Solicitors || jﬁl
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Ref no. /date: I I EI Amount coing: Im
|Date added:
| Press F7 for calculator

10. In the Pay method field, select “Personal Check”.
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11. In the Check no./date fields, enter the check number 421 and the check date 03/12/2000.

File Edit “iew Gift Faworites Tools Help

PisaveandCiose- |l | &~ [&-F) 10 4 » Mo B | @@ 2| 2|22 |
v Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attributes | Spit Gitt |
‘ Constiuent: [ Complon W] D12
Gift type: IEash ﬂ Reference: | g
Gift subtype: | =] Acknowledge: [Not Acknowledged | 7] | =

Giift date: |03;1 52000 Ell v Letter ”Iedge Thark fau v- Benefits |
Armount: |$50_DD g‘ﬁll Receipt: INot Receipted j I EI

Campaigr: IDiSGStBI FRelief Campaign Receipt amt/no.: |$ED_DD ﬂl I

Fund: INaturaI Disaster Aelief Fund

|8a]
|8a]
Appeal: |Annual Mewsletter jﬁl
=[]
=[]

Package: I

Salicitors | I

Pay methad: IPe[sond Check j = EF7 Check no. /date: |421 US.-"I2.-’2DUUEI
B arik: I -

|Date added:
| |

12. Click Save and Close on the toolbar. You return to the Gifts tab of Autumn’s gift record.

=i Autumn L. Compton 19 [=] B3
File Edit “iew Constituent Letter Fawvortes Toolz Help

ESaveandElose‘|n|§'@'@'|N 1« H|—’|2'|?E||| ?'|&'|' |

W Altributes | Media I v Actions I Honor/kemaorial I v Volunteer I v Prospect I Membership I v Events |
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes v Gifts
[ tlev Gt 0 Qeena .

Date Type Fund Amount Balance Reference

| 5 k3 1]
06/15/2005 Cash Annabelle Johns... $100.00
0z/06/2004 Cash Botanical Garden. .. $200,00
11/13/2002 Cash Matural Disaster ... $500,00
02{042002 Cash Building Fund $150,00
03/15/2000 Cash Matural Disaster ... 450,00 Cash For Remainder
03/15/2000 Pay-Cash Matural Disaster ... 450,00
03/01/2000 Fledge Matural Disaster ... 450,00 $0.00
032471999 CashEvent Building Fund $125.00

13. In the Gifts grid, two additional gift records with a Date of 03/15/2000 appear in the grid. The gift record
with a gift type of Pay-Cash is the gift record applied to Autumn’s pledge. The gift record with the
reference of “Cash for remainder” is the gift record for the overpayment of $50.

14. To close Autumn’s constituent record, click Save and Close on the toolbar.



174 CHAPTER

Adjusting a Pledge

If a pledge gift record contains data entry errors, you need to adjust the pledge. Possible errors can include the
wrong pledge amount, fund, or solicitor.

You make the first adjustment to a pledge by selecting Gift, Adjust from the menu bar. Once the pledge has been
adjusted, future adjustments must be made from the Adjustments tab. For more information about the
Adjustments tab, see the Adjusting a Gift section in the Gift Record chapter.

» Adjusting a pledge

Scenario: A pledge from Melissa Elzy was entered into your database on July 30, 2002. The pledge was
entered incorrectly as $1,000 instead of $10,000. The payment schedule also needs to be rescheduled.

1. From Melissa Elzy’s $1,000 pledge gift record with a gift date of July 30, 2002, select the Gift tab. For more
information about opening a pledge, see “Accessing a Pledge Gift Record” on page 140.

% Gift for Melissa C. Elzy M= e
File Edit ‘iew Gift Favorites Tool: Help
[ 5ave and Cloze - u|§'|§'|ﬂ i« » N|—" R ||?'|&' |
v Gift | v Miscellanzous | Soft Credlt | Matching Gits | Tribute | Atiibutes | w Instaliments/Pagments | Split Git |
‘ Constituent: IMeIissa Elzy QI ID: 18
Gift bype: IF'Iedge j Reference: I g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Pledged or: [07/30,/2002 =] v Letter |[Captsl Campaign > [B0]  Benefits |
Pledge armt: lm Schedule | Receipt: INDt Feceipted =l I =}
Campaigr: ICapitaI Campaign jﬁl Receipt amt/no.: |$1,UDEI,EIU ﬂl I
Fund: IEotanicaIGarden Fund jﬁl ¥ Send reminders Higtary |
Appeal: IlntemetMeb Site solicitations ﬂﬁl Status/date: IActive j I EI
Package: I jﬁl
Solicitors || jﬁl
Pay method: [Cash 52 |l = mourtbils: [s000 @]
Ref no. /date: I I EI Amount coing: Im
|Date added: [Balance: $1.000.00
| Press F7 for table lookup
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2. Select Gift, Adjust from the menu bar. The New Adjustment screen appears.

Hew Adjustment fFor Melissa C. Elzy
File Edit Yiew Adustment Help

[\ Save and Close '|u )(l 4 D|IQ'| ?'|%' ‘

' Adjustment Iu Installment Schedulel Split Giftl

ou can uze adjustments to track changes to gifts. When an adjustment iz saved. the gift is automatically updated ta
reflect the adjusted information. [f the original gift was posted, the adjustment will create the appropriate reversing entries
the nest time pogting to the General Ledger occurs.

Enterad by Supervizar
Gift subtype: I ﬂ

Adiustment date: IDB£D1 2002 I
Adjuzgted amount; I:B‘I 000,00 ﬂl Previous amount; $1,000.00

Adjusted fund: IBotanicaI Garden Fund - | ﬁl Previous fund(z]: |Botanical Garden Fund

Adj, GL post date/status: [02/21/2005 | [MotPosted 7]
[T Use adjustment GL post date for the reversal GL post date

Fleasan: |

Motes:

3. Inthe Adjustment date field, the program defaults the date you are adjusting the gift. For this example, it
is not necessary to change this date.

4. In the Adjusted amount field, enter the amount $10,000. This is the new amount of the pledge. The
Previous amount displays to the right of the Adjusted amount field.

5. In the Adjusted fund field, the program defaults the fund from the original Fund field on the Gift tab.
Because you are not adjusting the fund, it is not necessary to change this information.

6. Inthe Adj. GL post date/status fields, leave today’s date and select “Not Posted”.

7. Mark the Use adjustment GL post date for reversal GL post date checkbox if you want to use the general
ledger post date on the adjustment record as the post date for the reversal transaction that is generated
when the adjustment is posted to general ledger.

When marking this checkbox, the general ledger post date for the reversal is the same as the general
ledger post date for the adjustment. If this checkbox is not marked, the general ledger post date for the
reversal is the general ledger post date on the Miscellaneous tab on the original gift record. For more
information about reversals, see “Posting Gifts to Blackbaud’s General Ledger” on page 119 and The
Raiser’s Edge and The Financial Edge: An Integrated Solution for Nonprofits guide.

8. In the Reason box, enter “Data entry error”.
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9. Inthe Notes box, enter “The pledge is $10,000, not $1,000 as originally entered.”

Hew Adjustment fFor Melissa C. Elzy
File Edit Yiew Adjustment Help

[\ Save and Close '|u )(l 4 » |IQ' ? '|%' ‘

' Adjustment Iu Installment Schedulel Split Giftl

ou can uze adjustments to track changes to gifts. When an adjustment iz saved. the gift is automatically updated ta

reflect the adjusted information. [f the original gift was posted, the adjustment will create the appropriate reversing entries
the nest time pogting to the General Ledger occurs.

Enterad by Supervizar
Gift subtype: I ﬂ

Adiustment date: IDB£D1 2002 I

Adjusted amount: |$1.000.00 = Previous amount; $1,000.00

Adjusted fund: IBotanicaI Garden Fund - | ﬁl Previous fund(z]: |Botanical Garden Fund
Adj, GL post date/status: [02/21/2005 | [MotPosted 7]
[T Use adjustment GL post date for the reversal GL post date

Reasan: |Data Entry Errar

MNotes: |The pledae is $10.000, not $1.000 as ariginally entered.

10. Select the Installment Schedule tab.

Mew Adjustment for Melissa C. Elzy %]
File Edit ¥iew Adustment Help

[ 5ave and Close = | [ X| 4 b |IQ'

| spit Git |

?-

- |

v Adiustrent

Installment amounts must be redistributed o that the total paid installments plus the total unpaid ingtallments equals the
adjuzted gift amount.

Adjusted amount: Frequency: Single Installment

Date | Amounk |
| 0730/2002 $1,000.00

Diistribute Evenly |

Paid Installments: $0.00 |.6«pplied: $1.000.00 Remaining: $3,000.00
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11. In the Amount column, replace the entry of $1,000 with $10,000.

Mew Adjustment for Melissa C. Elzy %]
File Edit wiew Adjustment Help
ESaveandClose-EX|1 }||Q' ? - - |

v Adiustrent ¥ [nstallment Scheduls |§plit Gifll

Installment amounts must be redistributed o that the total paid installments plus the total unpaid ingtallments equals the
adjuzted gift amount.

Adjuzted amount: $10,000.00 Frequency: Single Inztaliment

Date | Amount
07/30/2002 $10,000,00;

]| |

Installments due on 10/01/2002 Distribute | Reschedule |

|Paid Installments: $0.00 |Applied; $10.200.00 |Remaining: ($800.00]

12. Select the Split Gift tab. In the Campaign column, the program defaults “Capital Campaign” because that
is the original campaign to which the gift was designated.

13. The fund you select in the Fund field on the Adjustment tab defaults in the first row of the Fund column in
the Split Gift grid.

14. Inthe Appeal column, the program defaults “Annual Exhibit”, which is the original appeal to which the gift
was designated.

Mew Adjustment for Melisza C. Elzy
File Edit “iew Adustment Help

E]SaveandClose'|u X| 4 b |IQ' ? '|§' |

v gdiustmentl v |nztallment Schedule  Split Gift |

Enter by: % Amount © Percent
Campaign I Fund | Appeal I Package I Amount
_apital Carmpaign Botanical Garden Fund | Inkernetfweh Site sali... $10,000.00
KN i
Distribute Evenly |
Gift amount: $10,000.00 Diztibuted: $10,000.00 Remaining: $0.00
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15. To save the adjustment for this gift and close the New Adjustment screen, click Save and Close on the
toolbar. You return to the gift record. The adjusted information is immediately updated on the gift record.

File Edit “iew Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§'|ﬂ i« » N|—" R ||?'|&' |
v |nstallments/Payments I v Adiuztments I Split Gift
vGit | v Mscelanenus | SoftCredt | MatchingGits | Tibute | Atibutes
‘ Constituent: IMeIissa Elzy QI ID: 18
Gift type: IF'Iedge j Reference: I g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Pledged or: [17/30,/2002 [ v Letier|[paion Therk You =] Berefis |
Pledge amt: [510.000.00 Receipt: [Not Receipted =l =]
Campaigr: ICapitaI Campaign jﬂl Receipt amt/no.: |$‘ID,DEIU, 0o ﬂl I
Fund: IEotanicaIGarden Fund jﬂl ¥ Send reminders Higtary |
Appeal: IlnternetMeb Site solicitations jﬂl Status/date: IActive j I EI
Package: I jﬂl
Solicitors || jﬁl
Pay method: [Cash &2 |l = mourtbils: [s00 [
Ref no. /date: I I EI Amount coing: Im
| Date added: |Balance: $10,000.00

16. To save and close the gift record, click Save and Close on the toolbar.

Writing off a Pledge

When a constituent defaults or cannot make payments on a pledge, you can write off the pledge so the balance
no longer appears as expected income. Once you write off a pledge, you can change or delete the write-off.

Identifying Pledges With Write-offs from the Gift Tab

Note: For more information about Legends and User Options, see the User Options chapter in the Program
Basics Guide.
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To identify a pledge with a write-off, you can select to display the gift in a certain color, bold, italics, or with a
suffix in User Options. For example, from the Raiser’s Edge Tools menu, select User Options. Select the Color tab.
Select Legends in the tree view on the left and click View Gift Legends. The Legend screen appears.

Legend Optiong - Gifte
The order of the legend options determines which
Pap-Cash calor zetting takes precedence if a gift qualifies for
MG Pap-Cash mare than one legend option.
Fledge
Stock/Property W Cash colar
Stock/Property [Sald]
Fay-Stack/Property The bold and italic options are always applied and
MG Pay-Stock/Property zulffizes are always concatenated if a gift qualifies
Fay-Stock/Property [Sold) for more than one legend option.
MG Pay-Stock/Property [Sold]
Gift-in-Kind [CBod [T ltalic [T Suffix |
Pap-Gift-in-Kind
kG Pay-Gitt-ink.ind
Other LI Sample: Gift Type
[T
|EF|3$et to Sustem Default$§| s | Cancel |

In the Legend Options-Gifts box, select Pledges with write-offs. Mark the checkboxes you want according to how
you want to display pledges with write-offs. Click OK. Once you open a constituent record, select the Gift tab to
view your results.

<= Jennifer A. Kennick

File Edit “iew Constituent Letter Favaortes Tools Help
[ save and Close - U|§' (&~ '| H 4 » H | = | - U||| ? -3

W Attributes I Media | W Actiong | Haonor/rernorial I v Wolunteer I v Prozpect I tembership I

Events |

v Biol I v Bio2 I v Addieszes | w Addressees/Salutations I v Relationzhips I v Appeals | Motes

i £ bt -

Date Type Fund Amount EBialance Reference

2 $100.00
1ifi3z001 Cash Building Fund $50.00
03f24 2000 Cash 1999 Annual ... $125.00
03/02/1999 Cash Matural Disast. .. $200.00
07/22/1999 PledgeWw0 Building Fund 43,000.00 43,000.00
11/11)1995 Cash 1993 Member ... $75.00

05/19/1995 StockfProperty 1998 Annual ... $3,000.00
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» Writing off a pledge

Scenario: In March 1999, Gretchen Jones pledged $15,000 to your organization. She has made one
payment for the pledge, but just called to tell you she recently lost her job and is unable to pay the
pledge balance. Because the pledge has been outstanding since 1999, you decide to write it off.

1. From Gretchen Jones’s pledge dated March 2, 1999, select the Gift tab. For more information about
opening a pledge, see “Accessing a Pledge Gift Record” on page 140.

:_aﬁiﬂ for Gretchen M. Jones M= E3
File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 1 » N|"'|%'|§'|||?'|&' |
v Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attributes | v Installments/Pagments | Split Gift |
‘ Constiuent: [reichen Jores E
Gift type: IPIedge ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Pledged on: [[13/02/1535 1] v Leter [ [ Bereiis |
Pledge amt [$1500000 ] | Schedule | Rieceipt [NotReceipted 7| [ =
Campaigr |F'Iaygr0und Campaign jﬁl Receipt amt/no.: |$15,DDD.DD ﬂl |
Fund: IF'Iayground Site =l ¥ Send reminders v History |
#ppeal [Unsalicited =l Status/date: [Active = =]
Package: I jﬁl
Solicitors “ jﬁl
Pay methad: [Cash =l =l Er Amountbils: [5000 g
Ref no. /date: I I =] Amourt cins: Im
|Date added: |Balance: $14.250.00
| |

Warning: If you are entering a write off for a Pledge split gift, be aware that the write off split amount is
distributed based on the original distribution of the gift on the Pledge Split Gift tab. For example, if you enter a
$1000 Pledge split gift, and credit the Building Fund with $600 and credit the remaining $400 to the 2001
Annual Fund, the split is 60%, 40%, respectively. If you write off any of the balance for this Pledge, 60% of the
amount goes to the Building Fund and 40% goes to the 2001 Annual Fund.



PLEDGES 18

2. Select Gift, Write Off from the menu bar. The New Write-Off screen appears.

Mew Write-OFf for Gretchen N. Jones
File Edit “iew ‘wite-0f Help

ESaveandClose‘|u X| 4 » |IQ'| ?'|&'

v General | Attributes/MNotes |

Pledged on: 03/02/1939 Pledge balance: $14.250.00 Fund: Playground Site
Diate: |D4£D1£2DD1 EII GL post status: INDt Posted vl
Amount: |$n_un ;,",J[ Auto-Distibute | GL post date: |n4m1 42001 EII
Reference: I g
Pay? Date I Arnount I Balance I Wirite-Off Amountﬂ
r 06021999 475000 $750.00
[ 090z 1999 475000 $750,00
- 12(02(1999 475000 475000
[ 03{02{2000 475000 $750,00
r 06,02 {2000 4750,00 4750,00 _ILI
<| | >
| &pplied: $0.00 | Femaining: $0.00

3. Inthe Date field, enter 04/01/2001. This is the date you are writing off the pledge.

In the Amount field, enter the amount $14,250. You are writing off the entire $14,250 pledge. Notice the
original pledge balance displays at the top of the tab.

5. To automatically apply the adjusted amount to outstanding installments, click Auto-Distribute.

Note: The Reference field on the Write-Off screen is a separate and distinct field from the Reference field on
the Gift tab of the gift record. The Reference field on the Write-Off screen should explain why the amount is
being written off. The Reference field on the Gift tab should explain that a certain amount was written off.

6. Inthe Reference field on the New Write-Off screen, enter “Gretchen called on 04/01 to say she cannot pay

this pledge”.
7. Inthe GL post status field, leave “Not Posted”.

If “Posted” or “Do Not Post” does not appear in the GL post status field, you do not have security rights to
select these options. If you want to select one of these options, see your Supervisor. For more information
about security, see the Configuration & Security Guide.
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8. In the GL post date field, enter 04/01/2001.

Mew Write-OFf for Gretchen N. Jones
File Edit “iew ‘wite-0f Help

ESaveandClose‘|u X| 4 b |IQ'

v General | Attributes/MNotes |

?-| 8- |

Pledged on: 03/02/1939

Date: |D4£D1 A2001 EII

Amoint: |$1 4.250.00

Pledge balance: $14.250.00 Fund: Playground Site

GL post status: INot Posted 'l
GL post date: [04,/01,/2001 =

JE=1|

Reference: |Gretchen called on 04401 to zay she cag

Pay? I Date I Arnount I Balance I Wirite-Off Amountﬂ
v 06021999 475000 $750.00 $750
v 090z 1999 475000 $750.00 £750.
el 12(02(1999 475000 475000 £750,
v 03{02{2000 475000 $750,00 £750.
_|_||7 06/02/2000 $750,00 $750,00 $?Tl.;|
1 »

|&ppliec $14.250,00 | Femaining: $0.00

9. Click Save and Close on the toolbar. You return to the pledge gift record.
10. On the Gift tab of the pledge gift record, enter “S14,250 written off on 04/01/2001” in the Reference field.

File Edit ‘iew Gift Favorites Tool: Help
[ 5ave and Cloze - U|§-@-|N i« » N|—" R ||?'|&' |
v Gift | v Miscellanzous | Soft Credlt | Matching Gits | Tribute | Atiibutes | w Instaliments/Pagments | Split Git |
‘ Consztituent: IGretchenJones QI ID: 38
Gift type: | Fledoe =l Reference: [$14,260 wiiten off on 04/01/2001 O]
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Pledged an: m v Letter | Benefits |
Pledge amt: Im Schedule | Receipt: INot Receipted =l I =]
Campaign: |Playgraund Campaign =l Recsipt amt/no.: [$15,000.00 JE ||
Furnd: IF'Iayground Site jﬁl ¥ Send reminders v Hizstory |
Appeal: IUﬂSUliCitEd jﬁl Status/date: IActi\te j I EI
Package: I jﬁl
Salicitors “ jﬁl
Pay method: ICash j = BT Amount bills: Im
Ref no./date: I I =] Amount cains: Im
|Date added: |Balance: $0.00

| Press F7 to zoom

11. To save your changes and close the record, click Save and Close on the toolbar.
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» Editing a pledge write-off

1. Open the gift record for the pledge that has been written off. For more information about opening a gift
record, see “Accessing a Gift Record” on page 7.

2.

3.

gﬁi[l for Gretchen N. Jones
File Edit ‘iew Gift Favorites Tool: Help
[, Save and Close -

WS A8 K« -

HE

-

G| o] 7 -] -

v Gift |v Miscellaneousl Soft Qreditl Matching Giftsl Tr_ibutel Attribgtesl W Installments.-"Pa_lgmentsl Split Giftl

‘ Canstituent: IGretchenJones

Gift bype: IF'Iedge j
Gift subtype: I j
Pledged on: W
Pledge amt: [$1E00000 || Schedule

I 2

Reference: [$14,250 witen off on 04/01/2001 O]
Acknowledae: [Not Acknowledged 7] | =
v Leter |[[T <[] Benefis |

Receipt: [Not Receipted =l =
Receipt amt/ne.: [$15,000.00 JIE= ||

¥ Send reminders v History |
Statuz/date: IACti\-’e j I EI

Campaign: |Playaraund Campaign =8|
Fund: |F'Iayground Site jﬁl
Appeal: |Unsolicited ﬂﬁl
Package: I jﬁl
Solicitors || =[]
Pay method: IEaSh ﬂ I~ EFT?
Ref no./date: I I EI

Amount bills: |$D. oo EJI
Amaunt cain: |$D. oo JTJJI

|Date added:

| Balance: $0.00

| Press F7 to zoom

From the menu bar, select Gift, View Write-Offs. The Write-Offs screen appears.

Write-Offs for Gretchen N. Jones

® & Open

L Armnount GL post status

GL post date Reference

Gretchen called on 0.,

Pledged: $15.000.00 Received: $750.00

[wiitten Off: $14,250,00

Balance: $0.00

Close |

In the grid, select the write-off entry you want to edit.
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4. Click Open. The Write-Offs screen appears.

Hew Write-Off for Gretchen M. Jones
File Edit “iew ‘wite-0f Help
ESaveandClose‘|u X| 4 ¥||Q' ?'|&' |
v General |Attribgtes.f’Notes|
Pledged on: 03/02/1939 Pledge balance: $14.250.00 Fund: Playground Site

Diate: |D4£D1£2DD1 EII GL post status: INDt Posted vl
Amnouint: |$14,250.DD ﬂl GL post date: |D4£D1 200 EII

Reference: |Gretchen called on 04401 to zay she cag

Pay? I Date I Arnount I Balance I Wirite-Off Amountﬂ
v 06/02{15999 $750,00 475000 £750
v 090z 1999 475000 $750.00 £750.
el 12(02(1999 475000 475000 £750,
v 03{02{2000 $750,00 475000 £750,
_|_||7 06/02/2000 $750,00 $750,00 $?Tl.;|
1 »
|&ppliec $14.250,00 | Femaining: $0.00

5. In the Date field, enter 04/05/2001.
6. Inthe GL post date field, enter 04/05/2001.
7. Click Save and Close on the toolbar. You return to the Write-Offs screen.

Write-OFfs for Gretchen N. Jones
@ e by

¥ Amount GL post status GL post date Reference

Gretchen called on 0.,

|Pledged: $15,000.00 |Feceived: $750.00 [wiitten Off: $14.25000  [Balance: $0.00
Cloze |

8. Click Close. You return to the gift record.

9. Click Save and Close on the toolbar to save the changes and close the gift record.
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» Deleting a pledge write-off

2. From the menu bar, select Gift, View Write-Offs. The Write-Offs screen appears.

3.

record, see “Accessing a Gift Record” on page 7.

gﬁi[l for Gretchen N. Jones
File Edit ‘iew Gift Favorites Tool: Help
[, Save and Close -

WS A8 K« -

HE

%.

&.

G| o] 7 -] -

v Gift |v Miscellaneousl Soft Qreditl Matching Giftsl Tr_ibutel Attribgtesl W Installments.-"Pa_lgmentsl Split Giftl

‘ Canstituent: IGretchenJones

Gift bype: IF'Iedge j
Gift subtype: I j
Pledged on: W
Pledge amt: [$1E00000 || Schedule

I 2

Reference: [$14,250 witen off on 04/01/2001 O]
Acknowledae: [Not Acknowledged 7] | =
v Leter |[[T <[] Benefis |

Receipt: [Not Receipted =l =
Receipt amt/ne.: [$15,000.00 JIE= ||

¥ Send reminders v History |
Statuz/date: IACti\-’e j I EI

Campaign: |Playaraund Campaign =8|
Fund: |F'Iayground Site jﬁl
Appeal: |Unsolicited ﬂﬁl
Package: I jﬁl
Solicitors || =[]
Pay method: IEaSh ﬂ I~ EFT?
Ref no./date: I I EI

Amount bills: |$D. oo EJI
Amaunt cain: |$D. oo JTJJI

|Date added:

| Balance: $0.00

| Press F7 to zoom

Write-Offs for Gretchen N. Jones
® e Py
T Amount GL post status GL post date Reference

Gretchen called on 0.,

Pledged: $15.000.00 Received: $750.00

[wiitten Off: $14,250,00

Balance: $0.00

Close |

In the grid, select the write-off you want to delete.
4. On the action bar, click Delete. A message appears.

The Raiser's Edge

@ Are you sure you want ko delete this Writeoff recard?

1. Open the gift record for the pledge that has been written off. For more information about opening a gift
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5. Click Yes to delete the write-off and return to the Write-Offs screen.

‘Write-OFfz for Gretchen N. Jones
1 Gl e PALEEE
Date 'FI Amount I GL post skatus I GL post date I Reference I
Pledged: $15.000.00 Received: $750.00 |Written Off: $0.00 Balance: $14.250.00
Close |

6. Click Close. You return to the gift record. The program updates the Balance display in the status bar to
show the new amount due.

7. Remove “$14,250 written off on 04/01/2001” from the Reference field.

File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 1 » N|"'|%'|§'|||?'|&' |
¥ Gift | v Miscellanzous | Soft Credit | Matching Gifts | Tribute | Atiibutes | v Instaliments/Pagments | Split Git |
‘ Constiuent: [reichen Jores E
Gift type: IPIedge ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Pledged on: [[13/02/1535 1] v Leter [ [ Bereiis |
Pledge amt [$1500000 ] | Schedule | Rieceipt [NotReceipted 7| [ =
Campaigr |F'Iaygr0und Campaign jﬁl Receipt amt/no.: |$15,DDD.DD ﬂl |
Fund: IF'Iayground Site =l ¥ Send reminders v History |
#ppeal [Unsalicited =l Status/date: [Active = =]
Package: I jﬁl
Solicitors “ jﬁl
Pay methad: [Cash =l =l Er Amountbils: [5000 g
Fief no. /date: I I =] Amourt cins: Im
|Date added: |Balance: $14.250.00
[ Fress F7 to zom |

8. To save the changes and close the gift record, click Save and Close on the toolbar.

Globally Writing Off Pledges

Warning: Before you globally write off pledges in The Raiser’s Edge, you should have a complete backup of
your database. To successfully back up your data, you must first shut down the database.
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Using the global write off option in The Raiser’s Edge, you can write off a group of pledges without accessing each
individual record. If, for example, after a phonathon or some other large fundraising drive, you realize a number
of pledges are not going to be paid, you do not have to open each record to write off each pledge. You can simply
open Globally Write Off Pledge, complete the two parameter tabs, and press one button to reduce the total

pledge balance in your database. Any pledge included must have an outstanding balance or be a zero-dollar
pledge.

» Globally writing off pledges

Scenario: Your organization decides that at the end of its fiscal year, it wants to write off all unpaid and
partially paid pledges.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.
2. Select Globally Write Off Pledges. The Global Write-Off screen appears displaying the General tab.

1: General |2: Filtersl

Include... | All records

‘What gifts do you wish to include?

™ Exclude partialy paid gifts

¥ Include matching gift pledges

‘What gift dates do you wigh to consider? -
Gifts made on or befare: || ast day of this fiscal yr j

What do you wish to write off?-
" Unpaid instalments due on or before specified date

& Entire balance
Miscell inf

W iCreate query of gifts written of
[+ Create control report & Previews O Print

< Bach | Mext = | Cancel | WritefoNoﬂl

3. Click Include and select the gift records from which you want to write off pledges. You can select one of
the following options:

¢ All Records - The program searches all records looking for all pledges with a balance.

Note: You create gift queries in Query. For more information about creating a query, see the Query chapter in
the Query & Export Guide.

¢ Selected Records - To use this option, you must have a gift query of the records you want to include in
the write-off. When you select this option, the Open Query screen appears, and you can select the
query containing the records from which you want pledges written off. If you do not have a query
saved, you can create a new query from the Open Query screen.

For this scenario, select All records.

4. In the What gifts do you wish to include? frame, select the pledges you want written off. You can mark
the following checkboxes:

¢ Exclude partially paid gifts - The program does not include partially paid pledges even if they still have
balances.

¢ Include matching gift pledges - The program includes matching gift pledges.

For this scenario, because we want partially paid gifts included, do not mark Excluded partially paid gifts.
Mark Include matching gift pledges.
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5. In the What gift dates do you wish to consider? frame, you can define your write-off further by selecting
a gift date. Complete the Gifts made on or before field by selecting from the list. If you select “Specific

Date”, you must complete the Date field.

For this scenario, select “Last day of this fiscal yr”.

Warning: Pledges with installments occurring after the Unpaid installments due on or before <specific date>
entry are not written off. For example, if you select “Specific Date” and enter 01/01/2001 and a pledge’s last
installment is 04/01/2001, the last installment is not removed from your balance.

6. In the What do you wish to write-off? frame, you can select one of the following options:

¢ Unpaid installments due on or before <specific date > - This option depends on the date you selected
in the What gift dates do you wish to consider? frame. If you select this option, installments due on or

before the selected date are written off.

¢ Entire balance - The program writes off pledges satisfying the date requirement.

For this scenario, select Entire balance.

7. In the Miscellaneous information frame, mark the following checkboxes:

¢ Create query of gifts written off - The program creates an output query of all gift records written off.

¢ Create control report - The program generates a report displaying constituent name, gift date, fund,
amount, and reference for each gift record written off. You can Preview the report on screen or Print

out a hard copy.

8. Click Next to move to the Filters tab. On this tab you select the criteria you want the program to use when
filtering pledges to include in the write-off. You can filter pledges based on any of the following:

Campaigns, Funds, Appeals, and Gift Constituent Codes.

Global Wnte-Dff [ x|

1: General 2 Filkers |

~— =, By using the grid below, the gifts in the glabal write-off process: may be filtered bazed on the items shown in the

W’ Gelected Filters columin,

Gift Constituznt ... Al

Filkers | Include Selected Filkers
Campaigns all <Al Campaigns =
Funds all <Al Funds >
Appeals all <Al Appeals =

<Al Gift Constituent Codes =

< Back | ezt | Cancel |

ke Off Mowe |

9. In the Include column, you can select to include “All” or “Selected” campaigns, funds, appeals, or gift
constituent codes. If you choose “Selected”, in the Selected Filters column, you must enter the campaign,

fund, appeal, or gift constituent code you want to include.
For this scenario, select “All” for all filters.
10. Click Write Off Now to write off the pledges.
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11. If you marked the Create query of gifts written off checkbox in the Miscellaneous information frame on
the General tab, the Save Static Query screen appears.

Save Static Query E

Guemy nare: |20EI2 ahirual wirite-off

Description; | 7/7/2003 - Cancel |

[~
Euery farmat: IStatic "l Query Type: Gift
[V Other users may execute this query Created From: Glabal ‘write-off

[ Other users may modify this query

12. Enter a Query name and Description. You can also mark the Other users may execute this query or Other
users may modify this query checkboxes and allow others to work with this query.

13. Click Save.

14. A screen appears, tracking the write off process. When the process is complete, if you marked the Create
control report checkbox in the Miscellaneous information frame on the General tab, the report appears.

A3 Global Write-Off [_[5]

)|« Tof1+ »|v|e| B|#&| 2 =] T |#h| Tases o0z 85 of 85

Previgw |

Global Write-off Fage 1
Global Write Off Control Report

Gift date on oo befire: Last day of this finaneial v

Constitueni Name Cifi Date Fund Amouni Refk
Colin Durbar 0077141957 Development Fund £0.00

Jermifer & Kemick 07220199 1999 Armal Furd 5,000

Areela L Conmton U30L/2000 Fataral Disaster Relief Fund £0.00

Panline 1 Martin 06/1%2000 Watwral Disaster Relief Fard £2,50.0

Mark Adsmsan TS0 1998 Armal Furd £500.00

Mark ddamsen 07052000 2000 Armal Furd £50.00

Diale Green 01012001 2001 Armal Fard 00

Virginia F Morison 01202001 2001 Arual Fund #4000

Dustin§ indrews 01052001 2001 Armal Fard 29,00

Geoffrey Beclrer 01052001 2001 Armual Fund £110.00

Jascm Camhell DLOS2001 2001 Aroual Fund £1,000.00

Fhotography Museum 0072001 2001 Armal Fard £2,50.0

Lighterine Air Transoort OLCE001 1998 Armual Fund #3500 Mateking Gift Fledze ft
Wilsom Excerninating ard Pest Control OL/CE2001 2001 Armual Fund £2,000.00

Lesley M Fustin OL9E0] 2001 Armual Fard £100.00

George D Firley 011072001 2001 rual Fund o

The Chin N Din 011172001 2001 Arual Fund £25,000.00

Stock Holder's o 0171202001 2001 rual Fund £10000 Mateking Gift Pledze ft
Movica Sharp 01152001 2001 Armual Fund £400.00

Foreizn Firancial Group, Lid D402001 2000 rual Fund £19000 Mr Mark Adamsan
Exceptions:

Clanstitment Nam e Gifi Date Fund Amount_Exception Reazon hd

15. To print the report, click the print icon on the toolbar.
16. To close the report, click the X in the upper right corner. You return to the Administration page.

Viewing the Pledge Reminder History

When a pledge gift record is open, you can view a history of pledge reminders sent to the constituent for that
pledge. The pledge reminder history lists when the constituent received reminders.
» Viewing a pledge reminder history

1. From a pledge gift record, select the Gift tab. For more information about opening a pledge gift record,
see “Accessing a Pledge Gift Record” on page 140.
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2. Click History. The Reminders Sent screen appears.

Pledge balance: $100.00
Reminder Sent | Sent For I Installment Due On I Amnount I Reminder Balance
01/12/2000 Master Pledge 01/12}2000 $200.00 Z00

Cloze

3. When you finish viewing the reminder history, click Close. You return to the pledge gift record.

4. To save the gift and close the record, click Save and Close on the toolbar.
Converting Pledges to Recurring Gifts

Note: To convert a single Pledge gift record to a Recurring gift record, open the Pledge gift record. From the
Gift menu, select Convert Pledge to Recurring Gift.

You may find it necessary to convert certain Pledge gifts to Recurring gifts. For example, pledges have an
installment schedule with an end payment date and a total amount. Recurring gifts do not. If you had The Raiser’s
Edge 6, you may have added open-ended gifts to your database as Pledges (because Recurring gifts did not exist).
With The Raiser’s Edge 7, functionality has improved for this type of gift with the addition of recurring gifts. Use
the Converting Pledges to Recurring Gifts facility to convert these gifts to Recurring gifts in The Raiser’s Edge.

Before running the Convert Pledges to Recurring Gifts facility, you must create a gift query of records to use for
your conversion. By doing this, you can review your query results to make sure you have the correct gifts you
want to convert. For more information about Query, see the Query & Export Guide. For more information about
details of the conversion process, see “Converting Pledges to Recurring Gifts” on page 241.
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Note: Certain fields, for example Social Security Number and insurance policy number, are masked and
encrypted in the database for security purposes. If you see asterisks in this field, you do not have rights to view
the data. For more information, consult with your System Administrator.

When you select Recurring Gift in the Gift type field on a gift record, you are creating a template the program

uses to generate cash gifts at specified intervals. For example, John Morris gives $20 to your organization every
two weeks directly from his paycheck through his company’s payroll giving plan. You can create a recurring gift
template for this gift so a new gift record can be easily created every two weeks when John donates a new gift.

Recurring gifts are similar to pledges paid in installments because a constituent agrees to donate a specific
amount to your organization over time. For both pledges and recurring gifts, you create a separate gift record for
the payment and apply the payment to the pledge or recurring gift. Pledges can be paid with any gift type except
another pledge. Recurring gifts must be paid with cash gifts. For John Morris’s payroll gift, you should create a
recurring gift instead of a pledge because John has not set a limit for his gift. Recurring gifts have a benefit over
pledges in that you do not need to specify an ending date.

Frequently Used Terms

This section defines words and phrases you need to know as you work with recurring gifts. If you come across an
unfamiliar term when reading this or any chapter in The Raiser’s Edge documentation, make sure you check the
online glossary in the help file.

Amendment. On a recurring gift record, you can make an amendment to change information on the gift record,
such as the recurring gift amount, transaction schedule, split gifts, or solicitor information. Amendments track
previous and current information. Therefore, you know when changes occur, the type of change, and the
difference in giving when you use an amendment.

EFT. EFT stands for Electronic Funds Transfer and is a general banking system by which transactions, such as
deposits or bill payments, are made electronically to the bank.

Electronic payment method. Through Batch, if you choose an electronic payment method when using the
Automatically Generate Transactions/Payments menu option, a constituent’s money can be transferred to
your organization without using paper or hard currency.

A payment method becomes electronic when you select Direct Debit or Credit Card in the Pay method field
on a gift record and if you have the optional module Electronic Funds Transfer to receive the funds.

Non-electronic payment type. On a gift record, if you choose a non-electronic payment type, a constituent’s
money must be transferred to your organization using paper, such as a personal or business check, or hard
currency. The non-electronic payment types available in The Raiser’s Edge are cash, personal check, business
check, and other. Credit card and direct debit payment types are also considered non-electronic if you do not
have the optional module Electronic Funds Transfer to receive the funds. For more information about
Electronic Funds Transfer, see the Electronic Funds Transfer (EFT) Guide.

Recurring gift template. A recurring gift template is a gift record with the Gift type of Recurring Gift. The
program uses a recurring gift template to generate gift records with a Gift type of Cash following the schedule
you specify on the recurring gift template. Recurring gifts cannot be posted to Blackbaud’s General Ledger or
receipted because the template does not represent a tangible gift. However, you can post and receipt
payments for a recurring gift template.

Status. On a recurring gift template, the status indicates whether the program can create gifts according to the
payment schedule you specified. You can select four statuses:

¢ Active - The recurring gift is active and you can apply payments to the recurring gift template.

¢ Held - The recurring gift is temporarily inactive and you cannot apply payments toward the recurring gift
template. You may want to change a recurring gift’s status to “Held” if the donor changes banks and intends
to pay any missed payments that occur during the transition.
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¢ Terminated - The recurring gift is closed and you cannot apply payments toward the recurring gift template.
A Terminated status can have a negative connotation. Typically, a record is terminated if the constituent
chooses to stop paying the gift before paying the pledged amount. When a constituent promises to donate a
recurring gift every week for the next three years, then calls after a year to tell you he will no longer make
donations to your organization, you can change the status for his recurring gift to “Terminated.” Once you
select Terminated in the Status field and save the recurring gift template, you cannot generate recurring gifts
from this template again, unless you change the Status back to Active.

e Completed - The recurring gift is closed and you cannot apply payments toward the recurring gift template. A
Completed status has a more positive connotation. For example, if a constituent promises to donate a
recurring gift of $20 every week for a year, you can change the recurring gift’s status to Completed when the
constituent fulfills the donation and stops sending gifts. Once you select Completed in the Status field and
save the recurring gift template, you cannot generate recurring gifts from this template again, unless you
change the Status back to Active.

Transaction. A transaction is a single instance of a recurring gift. For example, if a constituent pledges to donate
$30 to your organization every week, a single $30 donation is called a transaction. Each transaction has a
separate cash gift record associated with it.

Variance. Variance is the difference between the Amount on the Amendment tab on the amendment record and
the Amount on the Amendment tab of the previous amendment, if more than one amendment exists. If only
one amendment exists, it is the difference between the Amount on the Amendment tab of the amendment
record and the Amount on the Gift tab of the of the original recurring gift. Variance is automatically calculated
and displays in the Variance column on the Amendments tab.

Navigating in Gifts

From the Gifts page, you can create new gift records for gift types of Cash, Pledge, Gift-in-Kind, Stock/Property,
Recurring Gift, and Other. After you create a recurring gift template, you can access the template from the Gifts
page by following the same methods you use to access other gift records. To access the Gifts page, click Records
on the Raiser’s Edge bar, then click the Gifts button.

The Raiser's Edge [-[O]x]

File Edt Yiew Go Favorites Tools Help

4 Back & Fnrward| Open in separate window

==

IF{ . Home
¢
iﬁ Recards Constituents :I
Gifts
Cluery Actions
B
i Campaigns —— -
Funds E% New Gift W Tpen a Gift
Appeals
Memberships
Jobs
Evaie Recently Accessed Records Quick Find
04f25/2007 Cash $575.00 - David M. Korbin #

10f17/2007 Cash $500.00 - Roger B. Langley
01f19/2007 Cash $5,000,00 - Roger B. Langley
11{23/2007 Cash $1,000.00 - Roger B. Langley
0424/ 2007 Cash $250.00 - Roger B. Langley
03{03]2007 Pledge $1,000.00 - David M., Korbin
0&(02)2002 Pay-Cash $100.00 - David M, Korbin
02{15]2007 Cash $250.00 - David M. Korbin
01/13]2006 Cash $450.00 - Robert . Hernandez
12/01/2006 Flanned Gift $2,500,000.00 - Robert C.
Hernandez

welcome to The Raiser's Edge 7

B




RECURRING GIFTS 19

The Gifts page also contains a list of recently accessed records. You can open any gift record in this list by clicking
the gift description. To quickly find a gift donated by a constituent, enter the constituent’s name in the Quick Find
field and click the binoculars to display a list of all gifts donated by the constituent.

Accessing a Recurring Gift

After you create a recurring gift template, you can open the template from the Records page and from the Gifts
tab of the donor’s constituent record. This section explains both methods of opening a recurring gift template.
» Opening an existing recurring gift record from the Records page
1. On the Raiser’s Edge bar, click Records.
2. Click the Gifts button. The Gifts page appears.

[ The Raiser's Edge =l

Flle Edit Wiew Go Favorites Tools Help

4 Back & Folward‘ Open in separate window

IE_IH—‘ Home
o

lﬁge 5 nn:liluenl: A ;I
: Gifts

Actions

Campaigns

Funds E% Newi Gift w Open a Gift

Appedls
temberships
Jobs

Events Recently Accessed Records Quick Find

04/25/2007 Cash $575.00 - David M. Korbin I— &
10j17/2007 Cash $500.00 - Roger B. Langley
01/19/2007 Cash $5,000.00 - Roger B, Langley
11/23/2007 Cash $1,000.00 - Roger B, Langley
04j24/2007 Cash $250.00 - Roger B. Langley
08/03/2007 Pledge $1,000.00 - David M. Korbin
08/02/2002 Pay-Cash $100,00 - David M. Korbin
02182007 Cash $250.00 - David M. Korbin
01)13/2006 Cash $450.00 - Robert C. Hernandez
12/01/2006 Planned Gift $2,500,000,00 - Robert C.
Hernandez

‘welcome ta The Raiser's Edge 7

&
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3. Click Open a Gift. The Open screen for gifts appears so you can search for the recurring gift template you
want to open.

i, Open

Find: IGift j Search using queny: |<Default>

&

Sl Open

Cancel

") dadd New

Options

Find Gifts that meet these criteria:

0k Eitre e
Last/Org name: I j Type: I j e ey
First nanne: -
I J Previous Search
Constituent 1D: I j
SsN: | |
v Display inactive constitugnts ™| Chesk spause name I~ Exact match anly
[T Display deceased constituents [~ Check liases ™| Chech nickname Expand Results

[ ARRE BE

Note: You can enter the first few letters or characters in the criteria fields in Find Gifts that meet these criteria
frame if you do not know the correct spelling or number. For detailed information about how to use these
fields, see the Program Basics Guide.

4. In the Find Gifts that meet these criteria frame, decide the criteria you want to use to search for the gift
and enter the information in the appropriate fields. You can search by an individual’s first or last name,
organization name, constituent ID, Social Security Number, and gift type.

i, Open

Find: IGift j Search using queny: |<Default>

&

Sl Open

Cancel

") dadd New

Options

Find Gifts that meet these criteria:

fAHEE BE

@ Find Maw
Last/Org name: |Adamson x| Tepe I =l New Search
First nanne: -
I J Previous Search
Constituent 1D: I j
SsN: | |
v Display inactive constitugnts [~ Check spouse name I~ Exact match anly
[T Display deceased constituents [~ Check aliases ™| Chech nickname Expand Results




RECURRING GIFTS 19

Warning: We recommend you search by one or two of the most helpful criteria types because the results that
appear in the grid must match all the criteria you enter. Adding too much criteria information in the Find Gifts
that meet these criteria frame can actually prevent you from finding a gift.

5. Click Find Now. If the search criteria you entered match a gift in the database, the gift lists in the grid.
More than one gift may appear if the criteria you entered match multiple gifts.

i, Open
Find: | Gitt 7| Eearch using quens: [<Defauls L
Gift Type Gift Arncunt w Open |
Cancel |
Mark D, &damson 06/06/2004 Cash $2,000.00 Intern.
Mark D, Adamson 0z/0zf2004 Cash $25.00 2001 £
Mark D, Adamsan 111512003 Cash $75.00 2003 £
Mark D, Adamsan 11/14/2003 Cash $100.00 2003 b
Mark D, Adamsaon 06/13/2003 Cash $300.00 Acquis
Mark D, Adamson 042512003 Cash $5,000,00 Inktern. 5@ Add New |
Mark D, Adamson 0z2/0z{2003 Cash $50.00 Srnith-1 Oni
ptions |
Mark D, Adamson 01/15/2003 Cash $100.00 Acquis
L TR R N W R Pl n  n tn L] ——k PR N n s ] Bl n i) l
4 I I 3
Find Giftz that meet these criteria: @ Find Mow |
Lazt/Org name: IAdamson ﬂ Type: I ﬂ Mew Search |
First narne: -
I 2 Brevious Seach|
Canstituent 10: I j
S| = A
[¥ Display inactive constituents [~ Check spouse name I~ Exact match anly
[T Display deceased constituentz [~ Check aliazes ™| Chesk micknans Expand Results |

Note: All the fields, checkboxes, and buttons on the Open screen are discussed in detail in the Program Basics
Guide.

6. Inthe grid, select the recurring gift template you want to open.



200 CHAPTER

7. Click Open. The recurring gift template appears.

!a Gift for Mark D. Adamson
File Edit Yiew Gitt Favorter Tools

ESaveandClose'|u|§'|ﬁ'|N 1 » N|"'|%'|§'|||?'|&' |

HE
Help

¥ Gift |v Miscellaneousl Soft Qreditl Matching Giftsl Trjbutel Attribgtesl Transactjonsl Amendmentsl Sp_litGiftI

‘ Conztituent: IMarkAdamson ﬂ I 3
Gift type: IFlecurring Gift ﬂ Reference: I ‘g
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Note: When you amend a recurring gift template, the changes you make also affect any ungenerated past due
transactions. For example, you amend a recurring gift template with an unpaid transaction to increase the gift
amount from $20 to $30. When you generate the overdue transaction, the program defaults $30 in the
Amount field. For more information about amendments, see “Amendments tab” on page 220.

8. You can edit or amend any information on the recurring gift template. The changes you make affect only
transactions generated after you make the changes.

9. When you finish entering or editing the appropriate information, click Save and Close on the toolbar.

» Opening an existing recurring gift template from the Gifts tab of a constituent record
1. On the Raiser’s Edge bar, click Records.
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2. Click the Constituents button. The Constituents page appears.
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3. Click Open a Constituent. The Open screen appears.
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Find: IConstituent j Search using queny: |<Default>

&

Sl Open

Cancel
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Optiong
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|
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|
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Note: You can enter the first few letters or characters in the criteria fields in Find Constituents that meet
these criteria frame if you do not know the correct spelling or number. For detailed information about how to

use these fields, see the Program Basics Guide.
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4. In the Find Constituents that meet these criteria frame, decide the criteria you want to use to search for
the constituent who donated the gift and enter the information in the appropriate fields. You can search
by the constituent’s first or last name, Social Security Number, address information, membership ID, bank
account number, credit card number, or class of information.

i, Open

Find: IConstituent j Search using queny: |<Default>

&

Sl Open

Cancel

" Add New
Find Constituents that meet these criteria;
Optiong
Last/Org name: IAdamson j Address lines: I j
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55N =] 2P| = Mew Search
tembership ID:I j Class of:l j [ R —.
Bamk acct. no.: I j Credit card no.: I j

[v Display inactive constituents [~ Check spouse name [ Exact match anly [T Gheck nickname
[ Display deceased constituents [~ Check aliases ™| Gheck contact name Expand Results

[ AHRE BE O

Warning: We recommend you search by one or two of the most helpful criteria types because the results that
appear in the grid must match all the criteria you enter. Adding too much criteria information in the Find
Constituents that meet these criteria frame can actually prevent you from finding a constituent.

5. Click Find Now. If the search criteria you entered match a constituent in the database, the constituent lists
in the grid. More than one constituent may appear if the criteria you entered match multiple
constituents.

i, Open
Find: IConstituent j Search using queny: |<Default> ﬂlgg

Constituent ID ol Open

Cancel

" Add New
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Bamk acct. no.: I j Credit card no.: I j
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Note: All the fields, checkboxes, and buttons on the Open screen are discussed in detail in the Program Basics
Guide.

6. Inthe grid, select the constituent you want to open.
7. Click Open. The constituent record appears.
8. Select the Gifts tab.

ark D. Adamson M=l 3
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9. In the Show field on the action bar, select “Recurring Gifts”. The grid displays only recurring gift

templates.

== Mark D. Adamson M=l 3
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10. In the Gifts grid, select the recurring gift template you want to open.
11. On the action bar, click Open. The recurring gift template appears.
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Note: When you edit a recurring gift template, the changes you make also affect any ungenerated past due
transactions. For example, you edit a recurring gift template with an unpaid transaction to increase the gift
amount from $20 to $30. When you generate the overdue transaction, the program defaults $30 in the
Amount field.

12. You can edit any information on the recurring gift template. The changes you make affect only
transactions generated after you make the changes.

13. When you finish editing the recurring gift template, click Save and Close on the toolbar. If you do not
want to save the changes you made, select File, Close from the menu bar.

Understanding the Recurring Gift Template

When constituents donate recurring gifts, they give a specific monetary amount repeatedly, according to a
schedule. For example, Kim Whitley, a constituent in your database, may choose to donate $40 each week to
your organization. Every time you receive a $40 gift from Kim, you need to create a new gift record so you can
track the fundraising income for your organization. When a constituent donates a recurring gift, most, if not all
the gift records, contain the same information because the constituent donates a specific amount on a recurring
basis. To automate the process of creating many similar gift records, you can use a recurring gift template to
generate identical copies of a cash gift record according to a schedule. A recurring gift template does not
represent an actual donation. However, the cash gift records it generates do represent actual donations to your
organization. You cannot post a recurring gift template to the General Ledger or create a receipt for a recurring
gift template because a recurring gift template does not represent an actual gift donated to your organization.

Warning: You cannot post a recurring gift template to General Ledger or create a receipt for a recurring gift
template because it does not represent an actual gift donated to your organization.
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A recurring gift template is much like an old fashioned newspaper printing press. To set up a printing press, you
select the text you want to appear on the page you are printing. Once you set up the press by arranging the text
on the printing plate, you can make many identical copies of the newspaper. In much the same way a printing
press prints newspapers, a recurring gift template generates identical gift records for cash gifts. When you set up
a recurring gift template, you enter information, including the gift amount; the campaign, fund, appeal, and
package to which the gift is attributed; the payment type; attributes; and soft credits. After you set up the
template, the program can create cash gift records according to the donation schedule you define on the

template. The information you enter on the recurring gift template appears on each cash gift record created from
the template.

Recurring Gift Template
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For example, Dr. Miles Yang decides to donate $25 each month to your organization’s Annual Campaign using his
credit card. To set up a recurring gift template for Dr. Yang’s gift, create a new gift record and select Recurring
Gift in the Gift type field. As you would for any other gift type, enter gift information, including the campaign,
fund, and appeal to which the gift is attributed; the solicitors who receive credit for this gift; and the payment
method Dr. Yang is using to donate the gift. After you set up Dr. Yang’s recurring gift template, you can generate
a cash gift record each month according to the schedule defined on the template. Each time a cash gift record is
generated, the program copies the information from Dr. Yang’s recurring gift template to a cash gift record. For
example, if you select Annual Campaign in the Campaign field on the recurring gift template, the program enters
Annual Campaign in the Campaign field on each cash gift record generated from the template.

Warning: If you make changes to a template with ungenerated past due transactions, the new information on
the template defaults on cash gift records generated for the past due transactions.



RECURRING GIFTS 20

If Dr. Yang decides to increase his monthly donation to $30 after he makes two payments of $25, you can easily
amend the recurring gift template to increase the amount of his monthly gift. Much like the printing press, any
changes you make to the recurring gift template only affect transactions generated after you make the change.
When you amend Dr. Yang’s recurring gift template to increase the gift amount to $30, the program does not
change the cash gift records generated for Dr. Yang’s past two payments of $25.

The Life of a Recurring Gift

When you set up a recurring gift template in The Raiser’s Edge, the program generates cash gift records from the
template according to a schedule you define. A recurring gift can last for a specified or unspecified amount of
time. For example, a constituent may agree to donate $20 to your organization each month for one year. When
the constituent fulfills his donation, the recurring gift is complete and the program will not generate additional
transactions from the recurring gift template. If a constituent chooses to donate $10 from his paycheck to your
organization until he retires, you can create a recurring gift template that does not have a specified ending date.
When the constituent retires and calls to inform you that he is no longer donating gifts from his paycheck, you
can edit the recurring gift template so the program does not generate additional transactions.

Note: You can track the reason for a status change in the Notes grid on the Miscellaneous tab of the gift
record. For more information about the Miscellaneous tab, see “Miscellaneous Tab” on page 54.

The Status/date field, located on the Gift tab of a recurring gift template, controls whether you allow the
program to generate transactions from the recurring gift template according to the schedule established on the
template. The date field contains the date of the most recent status change. A recurring gift template must have
one of the following statuses: Active, Held, Terminated, or Completed.

Active Status

When a recurring gift template has a status of Active, you can apply or generate transactions for the recurring
gift. When you generate transactions from Batch, the program checks the schedule you specified on the recurring
gift templates to determine whether it is time to generate another cash gift record. If Joe Miller currently donates
$15 a week to your organization, you can set up a recurring gift template with a status of Active. When you
generate transactions in Batch, the program checks the schedule you defined for Joe’s gift to determine whether
to generate a new cash gift record.

Held Status

Note: You can automatically generate transactions in Batch if you have the optional module Electronic Funds
Transfer. For more information about generating transactions, see “Generating a Recurring Gift Transaction”
on page 233.

A recurring gift with a status of Held is temporarily inactive, and you cannot apply or generate transactions for
the recurring gift. If a donor calls to tell you he cannot make payments this month because he is changing banks,
you may want to change the status to Held if the donor plans to continue giving a recurring gift in the following
months.

Terminated Status

Warning: Once you select Terminated or Completed in the Status/date field and save the recurring gift
template, you cannot generate recurring gifts from the template again, unless you change the Status back to
Active.
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When you change the status of a recurring gift to Terminated, the program disables the recurring gift template,
and you cannot apply or generate any further transactions for the recurring gift template. A Terminated status
can have a negative connotation. Typically, a recurring gift is terminated if the constituent chooses to stop
donating recurring gifts before fulfilling the promised amount. For example, a constituent promises to donate a
recurring gift every week for the next three years, then calls after a year to tell you he will no longer make
donations to your organization. You can change the status of his recurring gift template to Terminated to indicate
the constituent stopped donating gifts before fulfilling the three-year agreement.

Completed Status

When a recurring gift template has the status of Completed, the program disables the recurring gift template,
and you cannot apply or generate any further transactions for the recurring gift template, unless you change the
Status back to Active. A Completed status has a more positive connotation. For example, if a constituent
promises to donate a recurring gift of $20 every week for a year, you can change the recurring gift’s status to
Completed when the constituent fulfills the donation and stops sending gifts.

Tabs on the Recurring Gift Template

Note: Defaults are guidelines you set up to simplify data entry. When the program enters a default in a field,
you can change it by selecting the text and typing over it with the correct entry.

To set up a recurring gift template, create a new gift record and select Recurring Gift in the Gift type field. Any
information you enter on the template appears as a default on each cash gift record generated from the
template. For example, if you credit Joan Smith as the solicitor on the template, Joan Smith receives credit for
each cash gift record you generate from the template.

This section explains each tab on the recurring gift record and explains how the program copies the information
you enter on these tabs as defaults for cash gift records generated from the template. For a complete explanation
of the tabs and options available on a gift record, see “Understanding the Tabs on a Gift Record” on page 25.
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Gift Tab

When you select Recurring Gift in the Gift type field on the Gift tab, the program adds the Send reminders
checkbox, History button, and Status/date field below the Receipt amt/no. fields.
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You can enter data in most of the fields on the Gift tab of the recurring gift template the same way you do for
other gift types. For more information about the Gift tab, see “Gift Tab” on page 25.The next sections explain the
fields on the Gift tab that have specific significance on the recurring gift template.

Entering the Recurring Gift Date and Amount

Note: To calculate the recurring amount, you can click the calculator in the Amount field. After you calculate

the recurring amount, click Paste on the calculator, and the program displays the calculated value in the
Amount field.

In the Gift date field, enter the date the constituent agreed to donate the recurring gift. When you generate cash
gift records from the template, the program automatically defaults the transaction date in the Gift date field on
the cash gift record. For example, on March 7, Jerome Wilson agrees to donate $20 to your organization on the
first day of every month. On the recurring gift template, enter the date 03/07/2000 in the Gift date field to record
the date Jerome agrees to donate the gift. When you generate the first cash gift record on April 1, the program
automatically enters the date 04/01/2000 in the Gift date field on the cash gift record.

In the Amount field, enter the amount the constituent wants to pay at each recurring interval. For example, if a
constituent wants to donate $20 each month, enter $20 in the Amount field.
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Acknowledging a Recurring Gift

You can acknowledge a recurring gift in several ways. You can acknowledge the recurring gift when the
constituent agrees to donate the gift, you can acknowledge the recurring gift every time the constituent makes a
recurring donation, or you can acknowledge the recurring gift according to a schedule you choose. The
Acknowledge field is one of the only fields on the Gift tab of a recurring gift template that does not default to the
cash gift records generated from the template. Your selection in the Acknowledge field does not default because
you may want to acknowledge a recurring gift at the time the constituent agrees to donate a recurring gift, or you
may want to acknowledge a recurring gift each time you receive a transaction.

The Acknowledge field on the recurring gift template defaults to Not Acknowledged. If you decide to
acknowledge the recurring gift when the constituent agrees to donate the gift, you can automatically default
Acknowledged in this field. This can be done by generating a single letter from the Microsoft Word icon in the
Letter field on the gift record or by using the Donor Acknowledgement mail task in Mail. For more information
about creating a letter from the gift record, see “Creating an Acknowledgement Letter from a Gift Record” on
page 101. For more information about using the Donor Acknowledgement Letters mail task, see the Mail Guide.

When you generate cash gift records from the recurring gift template, the program defaults Not Acknowledged in
the Acknowledge field. On each cash gift record, you also need to select whether you want to acknowledge the
specific recurring gift transaction by selecting Acknowledged, Not Acknowledged, or Do Not Acknowledge and
entering a reference date.

Receipting a Recurring Gift

Note: Each cash gift record generated from the recurring gift template must be receipted separately.
However, if the constituent wants to receive only one receipt, you can combine all the gifts on one receipt by
selecting Consolidated receipts in the Receipt type field on the Bio 2 tab of the constituent record.

Because a recurring gift template does not represent an actual gift, you need to record the receipt status on each
cash gift record generated from the recurring gift template. The program defaults your entry in the Receipt field
on the recurring gift template to each cash gift record generated from the template. For example, if you create a
recurring gift template for a constituent who does not want to receive receipts for his gifts, select Do Not Receipt
in the Receipt field on the template. The program defaults Do Not Receipt in the Receipt field on each cash gift
record generated from the recurring gift template.

If you use Mail to create gift receipts, select Not Receipted in the Receipt field on the template and do not enter
a reference date. The program defaults Not Receipted in the Receipt field on each cash gift record. After you
create receipts in Mail, the program automatically updates the Receipt field to Receipted and adds the date you
printed the receipts on the cash gift record. For more information about generating receipts in Mail, see the Mail
Guide.

Sending Recurring Gift Reminders

To increase the number of constituents who pay their recurring gifts, you may want to send donors a reminder of
the commitment they have made. In Mail, you can use the Reminders mail task to print recurring gift reminders
on several types of forms you can order from Blackbaud. If you do not want to use these forms, you can use the
mail task to export data to the application where you created a custom form. For a donor to receive a recurring
gift reminder using the Reminders mail task, you must mark the Send reminders checkbox on the gift record.

Note: If you are scheduling a new recurring gift, the Reminders Sent screen is blank because you have not sent
any reminders to the constituent for this recurring gift.

When creating recurring gift reminders, you can choose to send either a single reminder for the entire recurring
gift or a reminder each time an installment is due. For more information about sending recurring gift reminders
using Mail, see the Reminders chapter of the Mail Guide.
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The History button appears beside the Send reminders checkbox. When you click the History button, the
Reminders Sent screen appears so you can view all reminders sent to the constituent for the recurring gift.

Reminders Sent to Mr. Mark Daniel Adamson. 111 E2

Reminder Sent I Sent For I Transaction Due On I Amounk I Reminder Balance
10152000 Recuring Gift 10{15/2000 $100,00 $100,00

Cloze

If you choose to send reminders to a donor, the program tracks the information about each reminder you send.
This information includes the date you print the reminders in Mail, due date for the recurring gift or recurring
installment, amount due, and remaining amount due on the recurring gift at the time you sent the reminder.

Selecting the Status of a Recurring Gift

The main function of the Status/date field is to determine whether you can apply or generate gifts from the
recurring gift template and to track the date of the most recent status change. A recurring gift template can have
a status of Active, Held, Terminated, or Completed. When a recurring gift template has the status of Active, the
program can generate cash gift records from the template according to the schedule you establish on the
Transactions tab. If a recurring gift template has a status of Held, Terminated, or Completed, the program cannot
generate cash gift records. For a detailed explanation of each status, see “The Life of a Recurring Gift” on

page 207

Entering the Payment Method for a Recurring Gift

Note: All payment methods are available on a Recurring gift record.

The payment method is a very important part of the recurring gift template because the method a constituent
uses to donate a gift affects the options available to generate transactions from the recurring gift template.

A constituent can transfer a cash gift to your organization in two ways: electronically and non-electronically. If a
constituent uses a non-electronic payment type, such as Personal or Business Check, your organization receives
the gift when you deposit the donor’s check in the bank. For gifts with electronic payment types, such as a credit
card or direct debit, you must authorize the transaction with the donor’s bank or a credit card authorization
company before you receive the gift.

Warning: To generate transmission files for credit cards, you must select either ICVerify or IATS/Other in the
Process credit cards through field in Configuration. This field is located on the Business Rules page under Batch
options. For more information see the Electronic Funds Transfer (EFT) Guide.

If you have the optional module Electronic Funds Transfer, you can create transmission files directly from The
Raiser’s Edge for credit card and direct debit gifts. A transmission file contains information necessary to authorize
a credit card or direct debit transaction. Once you create a transmission file, you can send the file to the donor’s
bank to approve the transaction, or to /ICVerify or an authorization service such as Blackbaud Merchant Services
or IATS for processing.

To process electronic credit card and direct debit gifts using Electronic Funds Transfer, you must create the gift
record for the electronic gift using Batch. If a constituent is making a pledge or recurring gift, you can create a gift
record for the pledge or recurring gift using any method. In the Pay method field on this gift record, select Credit
Card or Direct Debit. When you select either entry, the EFT checkbox appears to the right of the Pay method field.
Mark the EFT checkbox to indicate you want to process the gift if you have the optional module Electronic Funds
Transfer.
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To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), the program immediately
sends new or edited credit card information to the Blackbaud Payment Service when you leave the modified row
in the batch. Depending on your Internet connection, you may experience a slight delay. In your database,

The Raiser’s Edge stores the reference token used to identify the credit card number in the Blackbaud Payment
Service. On the record and in the batch, the Credit Card No. displays a masked credit card number, with only the
last four digits visible.

The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. |f The Raiser’s Edge
cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check your Internet
connection. If you cannot restore your Internet connection, you can click the “X” in the upper right corner to
close the batch without saving.

For more information about processing gifts using Electronic Funds Transfer, see the Electronic Funds Transfer
(EFT) Guide.

Miscellaneous Tab

All your entries in the fields on the Miscellaneous tab appear as defaults on cash gift records generated from the
recurring gift template. For example, if you add a note in the Note grid on the recurring gift template, the
program adds the note to every cash gift record generated from the template. If the note does not apply to a
particular cash gift record, you can delete the note from the cash gift record without deleting the note from the
recurring gift template.

W Gift for Julie M. Bach M= E3

File Edit “iew Gift Favorites Tools Help

USaveandEIose'H|-j';;5v|ﬂJ|N 4 b .I|—b-||%v|ﬂv Flg| °|ﬂ|b| ? v B
v Gift ¥ Miscellaneous | Soft Credit | v Matching Gitts | Trbute | Atiibutes | Spit Gitt |
Gift 1D |34893 GL post status: INDt Posted vl
Gift code: [Danar wal | GL post date: IDBH 5/2007 7|

Constituency: IProspective Danar j Marketing source code: I
[~ Giftiz anorymous Fd ailing [D: I
Finder number: I

] &1 Y =

Type ! Date Crescription Motes

Pavrall Giving 0615200 Recurring gift tramsaction payroll deduction

For complete details about the Miscellaneous tab, see “Miscellaneous Tab” on page 54.

Posting a Recurring Gift to the General Ledger

Warning: Each cash gift record generated from the recurring gift template must be individually posted to the
General Ledger. We recommend you do not enter a default in the GL post date field because each cash gift
record may be posted on a different date.
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Because a recurring gift template is not associated with an actual gift, you cannot post it to the General Ledger.
Instead, you need to post each cash gift record generated from the recurring gift template to the General Ledger
separately. The program defaults the Not Posted and Do Not Post entries in the GL post status and GL post date
fields on the recurring gift template to each cash gift record, generated from the template. For example, if you
create a recurring gift template for a constituent who donates weekly gifts of $10, select Not Posted in the GL
post status field on the template. The program defaults Not Posted in the GL post status field for each cash gift
record generated from the recurring gift template. If you use the Post to GL option in Administration, the GL post
status automatically changes to Posted and the date you post the gift appears in the GL post date field.

Soft Credit Tab

A soft credit allows more than one constituent to share credit for a single gift. When you soft credit constituents
for a gift, you can decide whether to split the credit evenly among all soft credit recipients, give each recipient full
credit for the gift, or define your own credit distribution. You can soft credit as many constituents as necessary as
long as each soft credit recipient is a constituent in the database.

% New Gift for Julie M. Bach [_ =] =]
File Edit “iew Gift Favortes Toolz Help
I 5ave and Close - U|§'|ﬁ'|" 4 b N|—" I%' @' |Q|?'%' |
Tranzactions | Amendments I Split Gift
v Gift I v Mizcellaneous v Soft Credit | v Matching Gifts I Tribute I Attributes
Enter by: & Amaount ¢ Percent
Constituent Mame Amount I
Max Tavlar 500,00
Michelle Taylor $500,00!

Distribute... |
| |

When you add soft credit recipients on the Soft Credit tab of a recurring gift template, the program defaults the
soft credit recipients to the Soft Credit tab of each cash gift record generated from the template. For example,
when Julie Bach donates a recurring gift of $1000 to your organization, she wants her aunt and uncle, Michelle
and Max Taylor, to each receive a soft credit of $500. You can add the soft credit for Michelle and Max Taylor on
the Soft Credit tab of the recurring gift template. When you create cash gift records from the template, the
program soft credits Michelle and Max Taylor on the Soft Credit tab of each cash gift record. For more
information about adding soft credit recipients, see “Soft Credit Tab” on page 58.
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Matching Gifts Tab

Sometimes, companies match gifts donated to nonprofit organizations by their employees or corporate partners.
For example, Winston Tate, a Toy World employee, donates a recurring gift of $10 to your organization directly
from his paycheck as a part of Toy World’s payroll giving program. As part of the payroll giving program, Toy
World matches employee gifts on a one-to-one ratio when gifts meet certain criteria. Because Toy World
matches gifts donated by their employees, you receive an additional $10 gift from Toy World if Winston Tate’s
gift meets the criteria set by Toy World.

=¥ New Gift for Julie M. Bach [_ o]
File Edit “iew Gift Favortes Toolz Help
I 5ave and Close - U|§'|ﬁ'|" 4 b N|—" %' @' |Igl P | B - |
Tranzactions I Amendments | Split Gift
v Bit | v Micelaneous | v SoftCredt [ v Matchmglifs | Tubute | Attibutes
i TR
Matched By Match Amount Match Date Fund

Pennsylania Glass & Paint. .. $1, 07§14§2003 2005 Annual Fund

You can add a matching gift pledge to a recurring gift template the same way you add a matching gift pledge to
any other gift record. For more information about adding a matching gift pledge, see “Matching Gifts” on
page 247.

Tribute Tab

Note: An honor/memorial is a constituent who is being honored, memorialized, or celebrated by gifts donated
to your organization. A tribute explains the reason why you are honoring, memorializing, or celebrating a
constituent. For more information about tribute gifts, see the Tribute Gifts Guide.
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If you have the optional module Honor/Memorial Tracking, you can designate a recurring gift to one or more
tributes using the Tribute tab on the recurring gift template.

% New Gift for Julie M. Bach [_ =] =]
File Edit “iew Gift Favortes Toolz Help
[ 5ave and Close - U|§'&'@|H 1 b H|—"|%|' & ||g'|?'§' |
Tranzactions | Amendments Split Gift
v Gift | v Miscelaneous | w Soft Credit | w Matching Gifts Tribute | Attributes
& € Open
HonorfMemarial Mame  © Tribute Descripkion Tribuke Type Acknowledge

00 Sailing R... InHonor OF Mot Acknowledged

When you add honor/memorial information to the Tribute tab of the recurring gift template, the program
defaults this information on the Tribute tab of each cash gift record created from the template. For example, if
Julie Bach donated a recurring gift of $20 in memory of Willy Kiger, you can add the tribute to Willy Kiger on the
Tribute tab of the recurring gift template. Now, every time Julie gives $20 and you generate a cash gift record, the
program adds Willy Kiger’s tribute on the Tribute tab of the cash gift record.

You designate recurring gifts to tributes the same way you designate any other gift type to a tribute. For more
information, see the Tribute Gifts Guide.
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Attributes Tab

You can use attributes to add additional information about a gift. For example, your organization is a zoo with a
program allowing individuals to adopt an animal for a day. When a constituent donates a gift to adopt an animal,
such as Ziggy the Zebra, you can add the name of the animal and the adoption date as an attribute on the gift
record.

% Gift. for Julie M. Bach M= E3 I

File Edit Wiew Gift Favorites Tools Help

[ 5ave and Close = u|§v@.--ﬂj|u 4 bk H|—"||%|'|(§' EE|| ?'|§' ‘
w Gitt| v Miscellaneous | Soft Credit | Matching Gitts | Tribute | Split Gift |
-
Cakegory | Description | Short Desc, | Date Cormments
- Adaopt A0 Animal Ziggy the Zebra 01/09/2005 Julie always helps sup...
- Adopt An Animal Cliver the Black Rhino 05/10/2009 Julie is Fond of the rhin...

Later, when Ziggy the Zebra becomes a mother, you can create a query of all individuals who adopted Ziggy and
send them a birth announcement. If you add an attribute to a recurring gift template, the program copies the
attribute to the Attributes tab of each cash gift record generated from the template. For more information about
adding an attribute, see the Configuration & Security Guide.
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Transactions Tab

When you select Recurring Gift in the Gift type field on the Gift tab, the Transactions tab appears so you can
define the schedule for the recurring gift.

% New Gift for Julie M. Bach [_ =] =]
File Edit “iew Gift Favortes Toolz Help
[ 5ave and Close - U|§'|ﬁ'|" L N|—"I%|' & - |Q|?'%' |
W Gift | v Mizcelansous | v Saft Credit | v Matching Gifts | w Trbute | v Attributes
Tranzactions Amendments | Split Gift
Schedule | Frequency:  Manthiy
Schedule Date # I Ackivity Type I Gift Date I Amount I Reference | Letter ... | Batch Mo.
07J/01f2000 Payment 07012000 $20.00 General T...
08/01/2000 Payment 0301 /2000 420,00 Payment
Eroflvack Tramsastion Sl e ramsaction
|F|eceived: $0.00 Mext tranzaction amount: $500.00 |Ne>:t tranzaction dus:

The grid displays information about all transactions generated or applied to this recurring gift. For example, if a
constituent made two payments for the recurring gift, the grid displays two entries describing the date the
payments were made, the amount of the payment, any reference information, and the type of letter sent
acknowledging the payment. If you commit the payment to the database using Batch, the program also displays
the batch number in which you committed the gift.

From the Transactions tab, you can define the schedule for the recurring gift and skip the next scheduled

transaction. For more information, see “Scheduling a Recurring Gift” on page 218 and “Skipping a Recurring Gift
Transaction” on page 237.
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Scheduling a Recurring Gift

To schedule a recurring gift, click the Schedule button above the grid on the Transactions tab. The Transaction
Schedule screen appears.

Transaction S5chedule for Ms. Julie Marie Bach

Use the "Schedule’ fields, then select Preview' ta view the tranzaction schedule.

r Instaliment Schedule

Transaction Amount; $10.00 Dake I Amount ﬂ
10/05/2000 $10
Erequency: |Marith -
I oniny [ | 11j0s}2000 $10.
(o) DaylS_ of eger_l,.ll‘l manth(z] 12§05/2000 $10.
0140s/2001 $10.
" The | [-]) | ofevew I menths] 0205 /2001 $10.%

Starting on: I1Da"5£2DDD EI

Ok | Cancel |

When you set up a recurring gift template, you must establish a schedule for the recurring gift. Installments can
be paid on a weekly (once a week), biweekly (every two weeks), semi-monthly (twice a month), monthly (once a
month), bimonthly (every two months), quarterly (four times a year), semi-annual (twice a year), or annual (once
a year) schedule.

The Transaction Schedule screen walks you through the process of creating a payment schedule for the recurring
gift. You select the payment frequency, the number of payments, the day payments are due, and when payments
start and end. The grid displays the payment schedule according to the information you enter on the Transaction
Schedule screen.

» Scheduling a recurring gift

1. From a recurring gift template, select the Transactions tab. For more information about opening a
recurring gift, see “Accessing a Recurring Gift” on page 197.

5} Gift for Ms._ Julie Marie Bach

File Edit ¥iew Gift Favortes Toolz Help
ESaveandElose'| n|§' (& | M 4 » M | S ET

v Gif_tl W Miscellaneous' Softgreditl v Matching Giftsl W Tr_ibutel Attributes

Schedule |Frequenc_l,l: Manthly

Schedule Date fl Activity Type | Gift Date | Amount | Reference |Letter... |Batch No.l

& &

v Split Gift |

Eollback Transaction Skip Mext Tranzaction |

|Heceived: $0.00 |Next transaction amount: $25.00 |Nth transaction due: 0541142000
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2. Click Schedule. The Transaction Schedule screen appears.

Tranzaction Schedule for All Track International

Usze the 'Schedule’ fields, then select Preview' to view the transaction schedule.

 Tranzaction Schedule

Tranzaction &mount: $25.00 Date I Amounk I

@ Day[11 ofeve [T monthis]
 The | = =] ofeven [ monthls)
Statting on: [05/11/2000 | Ending On: | = Preview |

ok | Cancel |

3. Inthe Frequency field, select the frequency the constituent plans to donate the recurring gift. For
example, if the constituent plans to donate money every two weeks, select “Biweekly”.

4. Below the Frequency field, additional fields appear so you can select the particular day or date
transactions are due. Because you selected Biweekly in the Frequency field, checkboxes appear for each

day of the week.

Transaction Schedule for Ms. Julie Marie Bach
Usze the 'Schedule’ fields, then select Preview' to view the transaction schedule.
 Tranzaction Schedule
Tranzaction &mount: $25.00 Date I Amounk I
Frequency: [
Every twoweskson [ Sun [~ Mon
T Tue [ Wed [T Thu [ Fi [ 5a
Starting ar: |05£11£2DDDE| Ending an: | EI Erouts |

ok | Cancel |

Note: If you need to reschedule a Recurring gift, you can create an amendment on the Amendments tab. For
more information about amendments, see “Creating an amendment for a recurring gift” on page 221.

5. Mark the checkboxes next to the day of the week on which the transactions is due.

6. In the Starting on field, select the date the first payment is due. If the date you enter in the Starting on
field is not the same date as a normally scheduled transaction date, the first transaction is due on the first
transaction date occurring after the Starting on date.

To stop payments for a recurring gift from generating, enter a date in the Ending On field. You will most
likely leave this field blank, unless a constituent informs you of a stop payment date.
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7. To display the transaction schedule in the grid, click Preview.

Tranzaction Schedule for Ms. Julie Marie Bach

Usze the 'Schedule’ fields, then select Preview' to view the transaction schedule.

 Tranzaction Schedule

Tranzaction &mount: $25.00 Date I Amounk ﬂ
05/16/2000 25
Frequency: IBiweekIy 'I 16/ §
05302000 $25,
Every twoweskson [ Sun [~ Mon 06132000 §25.
) 06/27/2000 $25.
v T wied Th v F Sat
bilve T fwed T (Thu feffi T [Sa 07}11/2000 $25.7|

Starting ar: |05£11£2DDDE| Ending an: | EI

Tranzactions due every 2 weeks on Tuesday and Friday

ok | Cancel |

8. To return to the Transactions tab, click OK.

9. To save the transaction schedule and close the recurring gift template, click Save and Close on the
toolbar.

Amendments tab

Donors may often choose to upgrade or renew a recurring gift by changing the gift amount, or they may choose
to extend the ending transaction date. If a donor chooses to upgrade or downgrade a recurring gift (increase or
decrease the recurring gift amount), you need to add an amendment to the gift record to track the change. For
example, Marianne Lambert donates $20 every month to your Membership Campaign. After donating monthly
for a year, she decides she wants to donate $50 semi-annually to the Annual Campaign. You can create an
amendment to track the changes made to the recurring gift in your database.

% Gift for Geoffrey T_ Beckner M= =

File Edit View Gift Faworites Toolz Help

[ 5ave and Close - U|§' Iﬁ'@| H 4 » H|—" BT | |
v Gift | v Mizcellaneous | Saoft Credit | tatching Gifts | Tribute | Attributes
v Transactions Amendments Split Gift
& Sl I pEn) PEVEELET

Date I Entered By I Previous Amount Amended Amount I Fund Appeal
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In addition to tracking the previous amount and campaign, you can also track previous fund, appeal, package, and
solicitor information. An acknowledgement letter can be sent to the donor to let her know her change in giving

has been made.

Warning: An amendment on a recurring gift takes effect immediately. If you have an amendment that does
not start until a future date, you should not add the amendment until after the last payment of the old
schedule. If you add the amendment at the time you receive it, the transactions appear as skipped on the
Transactions tab.

An amendment on a recurring gift takes effect immediately. Therefore, if you have an amendment that does not
start until a future date, you should not add the amendment until after the last payment of the old schedule. For
example, Julie Bach has a recurring gift set up for $10 to be paid on the 1st of every month. Today is 10/15/2003.
Julie lets you know she wants to upgrade the amount of her recurring gift to $15, starting January 2004. If you
add the amendment now, the 11/01/2003 and 12/01/2003 transactions appear as skipped on the Transactions
tab, and these two transactions are not processed. Add an action reminder to help you remember the
appropriate date to add the amendment to your database. For more information about action reminders, see the
Actions chapter of the Constituent Data Entry Guide.

» Creating an amendment for a recurring gift

Scenario: On 07/30/2003, Geoffrey Beckner donated a $300 monthly recurring gift to your
organization. On 08/15/2003, he called to inform you he wanted to reduce this amount to $150 per
month due to personal financial reasons. Because you already added a gift record to the database for
Geoffrey’s gift, you need to create an amendment to downgrade the recurring gift record.

1. From a recurring gift template, select the Amendments tab. For more information about opening a
recurring gift, see “Accessing a Recurring Gift” on page 197.

% Gift for Geoffrey T. Beckner M= B3
File Edt “iew Gift Fawoites Tool: Help

ESaveandClose'|u|§'@'|“ 1 b H|"'|%'|&'|||?'|&' ‘

v Gift I v Mizcellaneous | Soft Credit I  atching Gifts I Tribute I Attributes
W T1anzactions Amendments | Split Gift
“ Sl [ pEr P ELER

Date | Entered By | Previous Amaunt | Amended Amount | Fund | Appeal |
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2. Click New Amendment. The New Amendment screen appears.

New Amendment for Geoffrey T. Beckner
File Edit “iew Amendment Help

S ave and Ciose -| [ 'X| 44 b |Ig'

v Amendment | Spit Git

? |- |

Entered by:  Supervizor

Amendrment date: IDB£15£2DDB EII

Gift subtype: I j
Amount: lm Schedulel Previous amount: $300.00 monthly
Campaign: |Annual Carnpaigr jﬁl Previous campaign(s): |Annua| Camnpaign
Fund: |2DDS Annual Fund jﬁl Previous fund(s): |2003Annual Fund
Appeal: IDirectMaiIing jﬁl Frevious appeal(z]: |Di[ectMaiIing
Package: I jﬁl Previous package(s): |

Saolicitars “ 'Iﬂﬁl Previous solicitor(s): |

Acknowledge: INot Acknowledged j I EI

v Letter | I j

Mates:

3. In the Amendment date field, the program defaults the date you are amending the gift. Because of
Geoffrey’s phone call, enter the date 08/15/2003 in the Amendment date field.

4. In the Gift subtype field, you can enter information to further define the gift. For example, you can select
“Computers”. In this procedure, it is not necessary to add this information.

Note: If you are converting a gift from a foreign currency to your monetary system, the Currency type (from
the Gift menu, on the Currency Exchange screen) for an amendment cannot be different than the original
Currency type on the recurring gift. However, you can change the Exchange rate for an amendment. If a
constituent donates in a different currency, you must complete the recurring gift and create a new one. For
more information about completing a recurring Gift, see “Completed Status” on page 208.

5. In the Amount field, enter the amount $150.00. This is the new amended amount of the recurring gift.
6. Click Schedule. The Transaction Schedule screen appears.

Transaction Schedule for Geoffrey T. Beckner
Use the 'Schedule’ fields, then select Preview' to view the ransaction schedule.
— Trangaction Schedule
Transaction &mount: $150.00 Date I Amounk ﬂ
Frequercy: TN~ oo oo
10007 /2003 $150.
 Day |_ of every |_ manthls) 11/04/2003 $150.
12/02}2003 $150.
&+ The IFirst j ITuesday ﬂ of every |1 moniths] | || S
Starting ari: |08/15/2003 [E1| | Ending Or: | =] [ |
Tranzactions due on the 1st Tuesday of every month

oK | Cancel |

7. Make any changes you want to the payment schedule in the Transaction Schedule frame. For more
information about these fields, see “Scheduling a recurring gift” on page 218.

When creating an amendment, it is important to remember several factors.
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¢ The first transaction date (in the Date column) is calculated from the Starting on date or the date of the
last activity on the recurring gift record (the program uses the most recent date of the two).

¢ Any missed payments between the last payment date and the start of the new first transaction date are
automatically skipped.

8. In the Campaign field, the program defaults the campaign from the original Campaign field on the Gift
tab. Because you are not amending the campaign, it is not necessary to change this information.

Note: Previous information from the Gift tab displays to the right of the amended fields on the Amendment
tab.

9. Inthe Fund field, the program defaults the fund from the original Fund field on the Gift tab. Because you
are not amending the fund, it is not necessary to change this information.

10. In the Appeal field, the program defaults the appeal from the original Appeal field on the Gift tab.
Because you are not amending the appeal, it is not necessary to change this information.

11. In the Package field, the program defaults the package from the original Package field on the Gift tab.
Because you are not amending the package, it is not necessary to change this information.

12. In the Solicitors field, the program defaults the solicitor information from the Solicitors field on the Gift
tab. For this example, the Solicitors field is blank, and it is not necessary to add this information.

Note: To send a manual acknowledgement letter to the donor for an amendment, you must first Save and
Close the amendment. Then, select File, Print, Acknowledgment from the menu bar. For more information
about acknowledging gifts, see “Creating an Acknowledgement Letter from a Gift Record” on page 101.

13. Inthe Acknowledge field, the program defaults the acknowledge information from the Letter field on the
Gift tab.

If the Acknowledge field on the Gift tab is selected to “Acknowledged”, you can select “Not
Acknowledged” on the Amendment tab. This way, you can send a second acknowledgement letter to the
donor to let him know the change in the recurring gift has been made.

14. In the Letter field, select “Personalized Thank You”, so you can send a letter to Geoffrey acknowledging
the change in his recurring gift.



224 CHAPTER

15. Inthe Notes box, enter “Geoffrey called on 08/15/22003 to inform us he wanted to reduce his recurring gift
from $300 per month to $150 per month.”

Mew Amendment for Geoffrey T. Beckner
File Edit “iew Amendment Help
E]SaveandClose'|u )(| 4 )||g' ?'|§' |
v Amendment | Spli Gitt |
Entered by;  Supervisor
Amendment date: m
Gift subtype: I j
Amount: Im Schedule Previous amount: $300.00 monthly
Campaigr: I.-’-‘«nnual Campaign ﬂﬁl Previous campaign(z]: |Annual Campaign
Fumnd: IZUDS Annual Fund jﬁl Previous fund(s) |2DDS &nnual Fund
Appeal IDirect I ailing jﬁl Previous appeal(s]: |Direct Mailing
Package: I jﬁl Previous package(s): |
Saolicitars “ ﬂﬁl Previous solicitor(z]: |
Acknowledge: INotAcknowIedged j I EI
v Letter "F'ersonalized Thank rou j
Naotes: |Geoffrey called on 08/15/2003 ta inform us he wanted to reduce his Recurring gift from $300 per
manth to $150 per manth,
| |

Note: Because you are not changing the distribution of campaigns, funds, appeals, or packages, you do not
need to enter information on the Split Gift tab.

16. To save the changes and close the amendment, click Save and Close on the toolbar.

» Viewing or editing an existing amendment

You can view or edit an amendment listed in the grid on the Amendments tab. If you have multiple

amendments for a recurring gift, you can only edit the last amendment that was made. However, you can
view any amendment.

1. From the Amendments tab of a gift record, select the amendment you want to view or edit. For more
information about opening a gift record, see “Accessing a Gift Record” on page 7.
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2. Click Open on the action bar. The Amendment screen appears.

Amendment for Geoffrey T. Beckner %]

File Edit “iew Amendment Help

ESaveandCIose'uX|1 }| P -5 |
v Amendment | Spli Gift |
Entered by:  Supervisor
Amendment date: m
Gift subtype: I ﬂ

Amaunt: |$1 50.00 3}]' Schedule

Campaign: IAnnuaI Campaign

Previous amount: $300.00 monthly

‘|ﬁ| Previous campaign(z]: |Annual Campaign

Fund: [2003 Al Fund =& Previous fund(sk |2003 Annual Fund
Appeal |DirectMaiIing jﬁl Previous appeals]: |DirectMaiIing
Package: I ﬂﬁl Previous package(s): |
Solicitars || jﬁl Previous solicitor(s): |
Acknowledge: INotAcknowIedged j I EI

v Letter “F'ersonalized Thank *fou j

Mates:

Geoffrey called on 08/15/2003 to inform us he wanted to reduce his Recurmng gift from $300 per
month to $150 per month,

3. Edit any necessary information.
4. On the toolbar, click Save and Close. You return to the gift record.

5. To save the changes and close the gift record, click Save and Close on the toolbar.
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» Deleting an amendment

You can delete an amendment from a recurring gift record if you have appropriate security rights. If you have
one amendment, the recurring gift template information on the Gift tab takes effect immediately after you
delete the amendment. If you have multiple amendments, you can only delete the most recent amendment.
In this situation, information from the previous amendment takes effect immediately.

1. From the Amendments tab of a gift record, select the amendment you want to delete. For more
information about opening a gift record, see “Accessing a Gift Record” on page 7.

:_ﬁﬁifl for Geoffrey T. Beckner - (]
File Edt “iew Gift Fawontes Tool: Help

ESaveandClose'|u|§'@'|“ 1 b H|"'|%'|&'|||?'|&' ‘

W Gift I v Miscellaneous | Soft Credit I M atching Gifts I Trbute I Aftributes
w Tanzactions Amendments Split Gift
T el P
Date Entered By Previous Amount Amended Amount Fund Appeal

$150.00 2003 Annual ... Direck Mailing

2. Click Delete on the action bar. A message appears asking if you are sure you want to delete the
amendment.

The Raizer's Edge ]

@ Are pou zure you want to delete thiz Amendment record?

3. To delete the amendment from the gift record, click Yes.
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Split Gift Tab

On the Split Gift tab, you can split a recurring gift among multiple campaigns, funds, appeals, or packages. When
you split a gift, the program displays the campaigns, funds, appeals, and packages you select on the Split Gift tab
in the corresponding fields on the Gift tab. Then, the program disables the Campaign, Fund, Appeal, and Package
fields on the Gift tab. When splitting a gift, you can edit the campaign, fund, appeal, and package information on
the Split Gift tab.

% New Gift for Julie M_ Bach M= =

File Edit “iew Gift Favorites Toolz Help
[ 5ave and Close - U|§'@'@|H 1 b H|—"|%|' & ||?'§' |
v Gift | v Mizcellaneous | v Soft Credit | v Matching Gifts | v Tribute | v Aittributes |
Tranzactions I Amendments Split Gift
Enter by & Amaount € Percent

Campaign Fund I Appeal Package I Arnount I

annual Campaign 2005 Annual Fund $500,00

Zapital Carmpaign Botanical Garden Fund  Internetweh Site sali. ., $550,00;

Diztribute Evenly |

| Gift amount: $500.00 | Distributed: $1,050.00 |Remairing: [$550.00)

When you enter information on the Split Gift tab of a recurring gift template, the program copies this information
as a default to each cash gift record generated from the template. You can split a recurring gift the same way you
split a gift record of any other gift type. For more information about splitting a gift, see “Split Gift Tab” on

page 227.

Creating a New Recurring Gift Template

When you receive a recurring gift from a constituent, the first thing you need to do is create a recurring gift
template for the constituent donating the gift.

» Creating a new recurring gift template

Scenario: Dr. Miles Yang decides to donate $25 every two weeks as part of his company’s payroll giving
plan. Now, you need to create a recurring gift template for Dr. Yang’s recurring gift.

Note: If you make changes to a record and notice your changes are not updated automatically, click Save on
the toolbar before adding any additional information.
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1. From Miles Yang’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry

Guide.

<= Miles A. Yang

File Edit “iew Constituent Letter Fawvortes Toolz Help

ESaveandElose‘|n|§'@'@'|N 1« H|—’|2'|?E|| b ?'|&'|' |
v Attibutes | Media I v Actions I Honar/temarial I Walunteer I v Prozpect I Membership I v
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes
& Sl R e WEEED -

Date | Fund | Arnount Reference | Batch Mo | Mo. Gifts | Status |Status ..

| | >

Note: While in the gift record, if you ever need to view the batch number a gift was posted through, select
File, Properties on the menu bar. The Batch number appears on the Gift Properties screen.

2. On the action bar, click New Gift. The New Gift screen appears.

% New Gift for Miles A. Yang [_ ]
File Edit Yiew Gift Favorites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 1 » H|‘"|%'|§'||Iﬁ' ?'l&' |
v Gift | Miscellaneaus | Soft Credit| Matching Gifts | Tribute | Attibutes | Selit Gift ]
‘ Constituent: [iies ¥ ang #|  1: gser
Gift type: IEaSh d Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowledged j I EI

Gift date: I Ell W Letter " '- Eenefits |
Armount: |$D_DD Ejl Receipt: INot Receipted j I EI

Campaigh: I Receipt amt/no.: |$D_DD ﬂl I

Fund: I

R
[~ |sa]
Appeal: I jﬁl
T
R

Package: I

Salicitors | I

Pay method: IEash = EfERT Arnourt bills: |$n.nu ;,31[
Fief no. /date; I I = Amount coing; |$D_DD ;_ﬁjl

|Date added:

| Press F3 for taday's date, F7 for calendar
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3. In the Gift type field, select “Recurring Gift”. The program adds the Send Reminders checkbox, History
button, and Status/date field under the Receipt amt/no. fields on the Gift tab.

% New Gift for Miles A. Yang HE
File Edit View Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§'|ﬂ i« » N|—" R ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Trbute | Attibutes | Transactions | Amendments | Spit Git |
‘ Constiuent: [biles ' ang #| 1p: esz7
it type: [Recuring Gift =l Reference: | 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gitdste: [ 1] v Leter |[[T <[] Benefis |
Amount; lm, Schedulel Receipt: INDt Feceipted =l I =}
Campaign: | =|sa| Rieceipt amt/no.: [30.00 = |
Fund: I jﬁl ¥ Send reminders Histary |
Appeal I ﬂﬁl Shatus/date: IActive j I EI
Package: I jﬂl
Solicitors || jﬁl
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Ref no. /date: I I = Amount coing: Im
|Date added:
| Press F3 for taday's date, F7 for calendar |

4. In the Gift date field, enter the date 11/04/2004, which is the date that Dr. Yang decided to donate the
gift. This field does not affect how you establish the schedule for the recurring gift.

5. In the Amount field, enter the amount $25. This is the amount Dr. Yang wants to donate every time he
makes a payment to your organization. After you begin generating recurring gifts, you can update the
Amount field as necessary if Dr. Yang wants to amend the recurring amount he is donating. If you change
the amount of the recurring gift, the program uses the new amount on the next generated transaction.
Previously generated transactions are not affected.
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6.

7.

In the Campaign, Fund, and Appeal fields, select “Annual Campaign”, “2004 Annual Fund”, and “Direct
Mailing”. When you generate cash gift records, the campaign, fund, appeal, and package you select
default on the recurring gift template to the corresponding fields on each cash gift record.

% New Gift for Miles A Yang HE B3
File Edit “iew Giit Favortes Tooks Help
ESaveandElose'|u|§'@'|K i b N|"'|%'|§' |Q|?'|&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Trbute | Attibutes | Transactions | Amendments | Spit Git |
‘ Constiuent: [biles ' ang #| 1p: esz7
Gift bype: |F|ecurring Gift =l Reference: | 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gt date: [11/04/2004 31| v Leter |[[T <[] Benefis |
Amount; lm, Schedulel Receipt: INDt Feceipted =l I =}
Campaign: [Annuial Campaign =|sa| Rieceipt ami/ne.: [$25.00 i ||
Fund: |2DD4 Annual Fund ~laa| ¥ Send reminders Histary |
Appeal: |Direct Maiing | Status/date: [active =] =
Package: I jﬁl
Salicitars ||Ellen Crenshaw ~[a]
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Rief no./date: I I = Amount coing: Im
| Date added:
| Press F7 for table lookup |

Click the Solicitors button to search the database for Ellen Crenshaw. Credit her for the full amount of the
gift. For more information about the Solicitors button, see “Crediting Solicitors for a Gift” on page 32. The
program does not credit Ellen Crenshaw when you save the recurring gift template. Instead, Ellen receives
credit every time you generate a transaction for Dr. Yang’s gift.

Note: The information you enter in the Acknowledge field does not default to cash gift records generated
from the template. For more information about the Acknowledge field, see “Acknowledging a Recurring Gift”
on page 210.

8.

In the Acknowledge field, select “Acknowledged” because you sent Dr. Yang a handwritten thank you
note. In the date field, enter the date 11/05/2004 to indicate the date you sent the letter to Dr. Yang.

In the Letter field, select “Personalized Thank You” to indicate you sent a handwritten letter.

You can generate a single acknowledgement letter from a gift record using the Microsoft Word icon in the
Letter field. For more information, see “Creating an Acknowledgement Letter from a Gift Record” on
page 101.

Note: Itis not necessary to enter a receipt date or number on the template because the receipt date and
number are different for each cash gift record you generate from this recurring gift template.

10.

11.

In the Receipt field, select “Not Receipted”. Although you cannot create a receipt for a recurring gift
template, you can enter information in the Receipt field, so the program defaults the information on each
cash gift record generated from the template.

In the Receipt amt field, the amount $25 appears automatically. Although you cannot create a receipt for
the recurring gift template, you can enter information in the Receipt amt field so the program defaults
the information on each cash gift record you create from this template.
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Note: If you want the Receipt amt field to automatically include the amount that is in the gift Amount field,
you must set this as a rule in Business Rules in Configuration. From the Gift options in Business Rules, check
the When changing ‘gift amount’ automatically update Receipt amount checkbox. For more information on
Business Rules, see the Configuration chapter of the Configuration & Security Guide.

12. You want to send recurring gift payment reminders, so leave the Send reminders checkbox marked.

13. In the Status/date field, select “Active” and enter the date 11/04/2004. When you select Active in the
Status field, you can generate cash gift records according to the schedule specified on the recurring gift
template.

You can track the reason for a status change in the Notes grid on the Miscellaneous tab of the gift record.
For more information about the Miscellaneous tab, see “Miscellaneous Tab” on page 54.

14. In the Pay method field, select “Credit Card”. The payment type you select in the Pay method field affects
how the program generates recurring gift transactions. For more information, see “Entering the Payment
Method for a Recurring Gift” on page 211.

15. Inthe Card type and Card no./exp. fields, enter the type of credit card Dr. Yang plans to use to donate
gifts and the card number and expiration date associated with that card.

To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), the program
immediately sends new or edited credit card information to the Blackbaud Payment Service when you
click Save and Close. Depending on your Internet connection, you may experience a slight delay. In your
database, The Raiser’s Edge stores the reference token used to identify the credit card number in the
Blackbaud Payment Service. On the record, the Credit Card No. field displays a masked credit card
number, with only the last four digits visible.

The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. If The Raiser’s
Edge cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check your
Internet connection. If you cannot restore your Internet connection, you can click the “X” in the upper
right corner to close the record without saving.

16. In the Cardholder field, enter “Miles Yang”. This is Miles’s name as it appears on his credit card.

%} New Gift for Miles A. Yang & 3
File Edit “iew Gift Favortes Tools Help
ESaveandElose-| u|§' [&- | M 4 » H | -+ '|®'|&' ||Q'| ?'l&' |
v Gift |Miscellaneous| Saft Ereditl Matching Giftsl Tr_ibutel Attribgtesl Transact_ionsl Amendmentsl Split Giftl
‘ Canstituent: IMiIes ‘f'ahg QI 1D 8827
Gift type: IHecurring Gift j Reference: I g
Gt subtype: | =l Acknowledge: [Acknowledged || [11/05/2004 B
Gift date: |11HU4H2UD4 EII v Letter ”alized Thank vou v- Benefits |
Amount; lm Schedulel Receipt: INot Receipted =l I =]
Campaigr: IAnnuaI Campaign 'l Hl Receipt amt/no.: |$25_DD ﬂl I
Fund: |2DD4 Annual Fund jﬁl W Send reminders Histary |
Appeat: [Direct Maiing || Status/date: [active = |[11/04/2005 =1
Package: I 'I ﬁl
v Solicitors “Ellen Crenshaw jﬁl
Pay methad: ICash j = BT Amount bills: |$D.DD j‘g‘jjl
Ref no. /date: I I El Amount coins: |$D_DD 3}][
|Date added:
| Press F3 for taday's date, F7 for calendar |

Note: The program generates transactions differently depending on whether you mark the EFT checkbox. For
more information about generating transactions, see “Generating a Recurring Gift Transaction” on page 233.
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17. If you have the optional module Electronic Funds Transfer, mark the EFT checkbox.
18. Select the Transactions tab.

% New Gift for Dr. Miles Yang M= =
File Edt “iew Gift Fawoites Tool: Help

ESaveandClose'|u|§'@'|“ 1 b H|"'|%'|&'||Q ?'|&' ‘

v [Gift |Miscellaneous| Soft Qreditl M atching Gifts' Tr_ibutel Attribgtesl Transact_ionsl Ameﬂdments' Sp_litGifl'

Schedule |Frequency: tonthly

Schedule Date / I Activity Type I Gift: Dake I Armount I Reference I Letter ... IBatch ND.I

FillEack Transastior Sfeim West Transaction |

|F|ecei\red: $0.00 Mext transaction amount: $25.00 |Ne:-ct tranzaction due:

19. Click Schedule. The Transaction Schedule screen appears.

Tranzaction Schedule for Dr. Miles Yang. M.D_

Usze the 'Schedule’ fields, then select Preview' to view the transaction schedule.

 Inztallment Schedule

Tranzaction &mount: $25.00 Date I Amounk I
Frequency: Im
i+ Day |4_ of ewery |1_ month(z]
= The | j I j aof every I_ raotith(z]
Starting on: Im Preview |

ok | Cancel |

20. Inthe Frequency field, select “Biweekly” because Dr. Yang wants to make payments every two weeks.

21. In the Every two weeks on field, mark the Friday checkbox because Dr. Yang wants to make payments
every other Friday.

22. In the Starting on field, enter the date 12/03/2004 because Dr. Yang wants to begin making payments in
December.
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23. To view the transaction schedule, click Preview.

Transaction Schedule for Miles A. Yang

Usze the 'Schedule' fields, then select Preview' to view the transaction schedule.

— Transaction Schedule

Transaction Amount: $25.00 Date I Amount ﬂ
1zf03fz004 25
Frequency: IBiweekIy vl 105/ §
12}17/2004 §25.
Everytwowssksaon | Sun [ Maon 12}31/2004 $25,
01/14f2005 25,
Fle Cwed CT FFRCo | Lot ghad

Starting on: |12,-’U3,-’2DEI4EI Ending on: I EI

Tranzactions due every 2 weeks on Fridap

Ok | Cancel |

24. Click OK. You return to the Transactions tab.
25. To add Dr. Yang’s recurring gift template to the database, click Save and Close on the toolbar.

Recurring Gift Transactions

Once you create a recurring gift template and the constituent begins donating gifts according to a schedule, you
need to create cash gift records for the recurring gift. When a constituent cannot pay a particular transaction for
a recurring gift, you can skip the transaction without changing the schedule for the recurring gift.

Generating a Recurring Gift Transaction

You can generate transactions for recurring gifts in several ways. You can create a new gift record and apply it to
the recurring gift. If you have the optional module Electronic Funds Transfer, you can use the Automatically
Generate Transactions/Payments menu option in Batch to create new cash gift records from the template.

Applying a Gift Record to a Recurring Gift

When you receive a transaction for a recurring gift, you can add a new gift record for the transaction and apply it
to the recurring gift.

» Applying a gift to a recurring gift

You can use this procedure to generate a new transaction for recurring gifts with electronic or non-electronic
payment types.

Scenario: Anthony Ellis decides to give a recurring gift to your organization on 01/01/2003. You already
added a recurring gift template for this gift. On 07/01/2003, you receive Anthony’s payment of $30 for
his recurring gift. You need to create a gift record for this gift and apply it toward Anthony’s existing
recurring gift template.

Note: You can add gift annotations to your gift records. For example, if you have a unique constituent that
requires specific gift data entry, you can display a message that says “Please see the Supervisor before
changing information to this gift record.” The message displays when a user opens the constituent record or
the gift record. To add an annotation, open the gift record, and select Edit, Annotate from the menu bar. The
Annotate screen appears. Enter your message in the box. Mark the Display annotation automatically
checkbox and the message appears whenever the record opens.
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1. From Anthony Ellis’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry
Guide.

<= Anthony 5. Ellis

File Edit “iew Constituent Letter Fawvortes Toolz Help
ESaveandElose‘|n|§' @'@'| H 4 » M | —’| 2'|? E|| ) ?'|&'| Ed |

W Altributes | Media I v Actions I Honor/kemaorial I Wolunteer I v Prospect I v Membership I v Events |
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes v Gifts

i e X -
Date | Type | Fund | Amount | Balance | Reference

07j11f2005 CashEvent Botanical Garden Fund $30.00

11/24}2004 CashEvent 2004 Annual Fund $75.00 Fire Prevention
04/01 /2004 CashEvent Acquisition Fund $250.00

0zj10f2004 CashiMem 2004 Membership Fund $25,000.00

04/01/2003 Recurring Gift Pa... Building Fund $30.00

03/01/2003 Recurring Gift Pa... Building Fund $30.00

0z}15/2003 Recurring Gift Pa... Building Fund $25.00

01/15/2003 Recurring Gift Pa... Building Fund $25.00

| Recurring GiftEFT  Building Fund oo
0zj01f2002 CashiMem 2002 Membership Fund $125.00
07/06/2001 CashiMem 2001 Membership Fund $125.00
06/25/1995 CashiMem 1998 Membership Fund $125.00
K| i

Note: This message appears if you mark the When adding a gift warn if constituent has outstanding recurring
gifts checkbox in the Business Rules section of Configuration. If this message does not appear, select Gift,
Apply to from the menu bar. When the submenu appears, select Recurring Gift.

2. On the action bar, click New Gift. The program displays a message.
The Raizer's Edge |
@ Thiz constituent haz at least one outstanding recuring gift.

Wiould wou like to apply thiz gift to a recuring qift™?

Tes Ma

Note: When a constituent has several recurring gifts, you can specify the recurring gift you want to pay by
marking the checkbox in the Pay? column next to the recurring gift you want to pay. After you select the
recurring gift you want to pay, click OK.
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3. To apply Anthony’s payment toward his existing recurring gift, click Yes on the Apply Gift to Recurring Gift
screen that appears.

Apply Gift to Recurring Gift

Pay an outstanding recuring gift by selecting the recurmng gift pou wish to pay.

Trarzaction amount: |$3U.UU j'ﬁll ™ Show zero amaunt recurring gifts
Pay? | Date | Fund | Frequency | Mext Trans Due | Mexk Trans Amounk | Reference
¥ | 01)01/2003 Building Fund Morkthly 08/01§2003 $30.00
KIS I
Wiew [nstallments... |

(1] 8 | Cancel |

4. In the Transaction amount field, enter the amount $30. This is the amount Anthony sent to pay the
recurring gift.

5. To automatically apply the gift to Anthony’s existing recurring gift, click OK. You return to the gift record.

The program defaults information from the recurring gift template to the gift record for Anthony’s first
recurring gift transaction.

% New Gift for Anthony 5. Ellis M= E3
Fie Edt Wiew Git Favoites Tools Help
PisaveandCiose- |l | &~ [&-F) 10 4 » Mo B | @@ 2| 2|22 |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
‘ Constiuent [&thry £l R
Gitttype: AR ~ Refersnce: | el
Gift subtype: | =] Acknowledge: [Not Acknowledged | 7] | =
Git date: [03/04/2004 31| v Leter [ [ Bereiis |
Amourt: lm Feceipt: IND[ Receipted =l | =]
Campaigr: [Capital Campaign ~|aa| Fieceipt ami/ne.: [$30.00 Iz ||
Fund: [Building Fund =laa]
#ppeal; [Year End Appeal =[]
Package: | |l
v Solicitars_|[Ellen Crensha =[8]
Pay method: IDirect Debit j ¥ EFT? Fief no. /date: | | El
Bark: [New Yark Mational Bank =l Prenaify | " Received
|Date added:
[ 12

6. To add the gift record to the database and apply it toward Anthony’s existing recurring gift template, click
Save and Close.
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Generating Transactions from Batch

You can generate transactions for multiple recurring gifts at once in Batch. The method you use to generate cash
gift records from the recurring gift template differs depending if you have the optional module Electronic Funds
Transfer. We strongly recommend you read the Batch Guide before generating transactions for recurring gifts
using Batch.

Generating Transactions with Electronic Funds Transfer

If you have the optional module Electronic Funds Transfer, you can generate transactions for multiple recurring
gift templates with both electronic and non-electronic payment types. To generate transactions, create a new gift
batch and select Tools, Automatically Generate Transactions/Payments from the menu bar. The Automatically
Generate Transactions/Payments screen appears so you can select the recurring gift templates for which you
want to generate transactions.

Automatically Generate Transactions/Payments E |

Include... | All Records

What tranzactions do you wizh to include?

Tranzactions due on or before: IDE.-’I:IE;'EEID2 ml

Include these ranzactions: ¢ EFT ¢ Mon-EFT ¢ Both

{tieneral | 2 Git Fields |

Include these payment tpes: | [F All Pledges
™ Recurnng Gifts

Include these pay methods: W Diner's Club -

¥ Check(Debit) Card
[¥ Cash
[+ Perzonal Check,
[V Business Check
[ Other -

Mizcellaneous Information

W Cieate exception report i+ Preview € Print

¥ | Create cortral report |Detal =] & Preview & Print

< Blask | Mext = | Cancel | EenerateNoﬂl

The Electronic Funds Transfer (EFT) Guide explains how to automatically generate pledge payments and recurring
gift transactions using the Automatically Generate Transactions/Payments option.

Generating Transactions without Electronic Funds Transfer

If you have the optional module Electronic Funds Transfer, you can apply recurring gift transactions to existing
recurring gift templates in two ways. If you receive a payment for a recurring gift transaction, you can enter the
cash gift in a batch and apply it to the appropriate recurring gift template. This method is similar to the method
you used in “Applying a gift to a recurring gift” on page 233 to apply a cash gift record to a recurring gift template.
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If you receive a group of recurring gift transactions at a specified interval, you may want to use a recurring batch
to save time during data entry. For example, many employees of Toy World, Inc., participate in a payroll giving
plan. For this giving plan, employees choose to donate a specific amount from their paycheck to your
organization at a bi-weekly interval. Because you receive all donations from the giving plan at the same interval,
you may want to set up a recurring batch to save time during data entry. In this recurring batch, you can enter
cash gifts and apply the cash gifts to the appropriate recurring gift templates. Every time you commit the
recurring batch, the program adds a new transaction for each recurring gift. For more information, see the
Electronic Funds Transfer (EFT) Guide.

Skipping a Recurring Gift Transaction

After you define the transaction schedule on the recurring gift template, there can be situations when a donor
needs to skip individual transactions. For example, Deborah Riley, who donates a monthly recurring gift of $100,
was recently in a traffic accident. She called to tell you she cannot donate to your organization this month
because she has unexpected car repair expenses. Instead of redefining the transaction schedule on her recurring
gift template, you can skip a transaction. When you skip a transaction, the program creates an entry on the
Transactions tab of the recurring gift template to indicate a transaction was skipped. If you decide to skip a
transaction and the donor later sends a gift, you can remove the skipped transaction entry from the grid.
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» Skipping a recurring gift transaction

1. From the recurring gift template, select the Transactions tab. For more information about accessing a
recurring gift template, see “Accessing a Recurring Gift” on page 197.

7 Gift for Dr. Miles Yang

File Edt “iew Gift Fawoites Tool: Help
E]Saveandﬁlose‘| u|§' [&- | H 4 » M | -+ '||%'|§'||| ? '|&' ‘
v Gif_tl ] Miscellaneousl Softgeditl b atching Giftsl Tr_ibutel Altributes

Schedule |Frequency: Biveekly

Schedule Date / I Activity Type I Gift: Dake I Armount I Reference I Letter ... IBatch ND.I

FillEack Transastior Skip Mext Transaction |

|F|ecei\red: $0.00 Mext transaction amount: $25.00 |Ne:-ct tranzaction due: 12/03/2004

2. Click Skip Next Transaction at the bottom of the screen. A message appears.

The Raiser's Edge [ ]

Thiz process will prevent the tranzaction scheduled for 120372004 fram being
generated. The nest transaction will be generated on 12/17/2004.

Do pou wigh to proceed?

Note: There is no limit to the number of transactions you can skip.
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3. To skip the next scheduled transaction, click Yes. The program adds an entry to the grid to indicate you
skipped a transaction. The program also updates the status bar at the bottom of the screen to reflect the

new date and amount for the next transaction due.

7 Gilt for Miles A. Yang
File Edt “iew Gift Fawontes Tool: Help

ESaveandClose‘|u|§' @-|“ 4 » H|"'|%'|&'|

S E3

?- 8-

wGit | v Miscellaneous | ScftCredt | MatchingGifts | Tibuwe |

Aftributes
+ Tranzactions | Amendments | Split Gift
Schedule | Frequency: Biweekly
Schedule Date /| Ackivity Type Gift Date Amount Reference Letter code Batch Mo,

Rollback Trangaction Skip Mext Tranzaction

| Received: $0.00 Mext tranzaction amount: $25.00 | Mext tranzaction due: 12417/2004

4. On the toolbar, click Save and Close.



240 CHAPTER

» Paying a skipped transaction
If a constituent sends a donation for a skipped recurring gift transaction, you can remove the skipped
transaction as long as you have not generated another transaction after the skipped transaction you want to
pay.
1. From the recurring gift template, select the Transactions tab and select the skipped transaction you want
to pay. For more information about accessing a recurring gift template, see “Accessing a Recurring Gift”
on page 197.

% Gift for Miles A. Yang M=
File Edt “iew Gift Fawontes Tool: Help

ESaveandClose'|u|§'@'|“ 1 b H|"'|%'|&'|||?'|&' ‘

W Gift | v Miscellaneous | Soft Credit I b atching Gifts I Trbute I Aftributes
+ Tranzactions I Amendments Split Gift

Schedule |Frequency: Biweekly

Schedule Date /| Ackivity Type Gift Date Amount Reference Letter code Batch Mo,

004 Skipped Transa...

Rollback Trangaction Skip Mext Tranzaction

| Received: $0.00 Mext tranzaction amount: $25.00 | Mext tranzaction due: 12417/2004

2. Click Rollback Transaction. A warning appears.

The Raizer's Edge [ ]

Thiz proceszz will rollback the next scheduled transaction to 12/03/2004. This could
patentially cause a tranzaction to be paid bwice.

Do pou wish to proceed?

Yes | Mo I

3. To proceed, click Yes. The skipped transaction entry is removed from the grid.

4. Pay the transaction using your normal method. For more information, see “Generating a Recurring Gift
Transaction” on page 233.

Unapplying a Recurring Gift Transaction

Warning: If you need to delete a payment for a Recurring gift, it is important to take an additional step on the
Recurring gift template. After deleting the payment, open the Recurring gift record. Select the Transactions tab
and click Rollback Transaction. This resets the date for your payment schedule in the Next transaction due

field (in the lower right corner on the Transactions tab). Resetting the date is important to avoid unintentional

skipped transactions.



RECURRING GIFTS 24

On occasion, you may apply a gift toward a recurring gift transaction in error. For example, Mary Sanders sends a
check for S50 to your organization. Because Mary is giving a recurring gift, you create a new transaction from the
recurring gift template. Later, you realize Mary sent the check to purchase holiday cards. To correct this problem,
you can unapply Mary’s gift from the recurring gift template. To unapply a transaction from a recurring gift
template, you must delete the gift payment from the database and add it again as a new gift to The Raisers’ Edge.
For information about deleting a gift record, see “Deleting a Gift Record” on page 90.

Converting Pledges to Recurring Gifts

You may find it necessary to convert certain pledge gifts to recurring gifts. For example, pledges have an
installment schedule with an end payment date and a total amount. Recurring gifts do not. If you had The Raiser’s
Edge 6, you may have added open-ended gifts to your database as Pledges (because Recurring gifts did not exist).
Use the Converting Pledges to Recurring Gifts facility to convert these gifts to recurring gifts in The Raiser’s

Edge 7.

Before running the Convert Pledges to Recurring Gifts facility, you must create a gift query of records to use for
your conversion. By doing this, you can review your query results to make sure you have the correct gifts you
want to convert. For more information about Query, see the Query & Export Guide. For more information about
details of the conversion process, see “Converting Pledges to Recurring Gifts Considerations” on page 241,
“Converting Pledges to Recurring Gifts” on page 243, and “Converting Pledges to Recurring Gifts Exceptions” on
page 245.

Converting Pledges to Recurring Gifts Considerations

Warning: Before you convert any gift records in The Raiser’s Edge, you should have a complete backup of your
database. Once you convert the records, the conversion change is permanent. You can use the Blackbaud
Management Console to successfully back up your data. For more information, see the Database
Administration Guide.

Most fields convert from the Pledge gift record to the corresponding field on the Recurring gift record. The
following table explains important information you need to know to completely understand the details of the
conversion process.

Consideration HNotes

Gift amount The installment amount converts to the
Recurring gift amount. All other amounts in the
gift record convert based on the new gift
amount (for example, soft credit amount or split
gift amount).
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‘Consideration

HNotes

Write-offs

Receipt amount

Posted Pledges or Pledge
payments

If more than one payment is
applied to a single installment

If a payment pays off multiple
installments on the same
Pledge

If a pledge has a write-off, the amount of the
Recurring gift converts as the next unpaid
installment amount. If all installments are paid,
the Recurring gift amount is the last non-zero
paid installment.

If the write-off is for an entire installment, a
skipped transaction is generated during the
conversion.

Attributes and notes for write-offs are lost
during the conversion because Recurring gifts
do not have write-offs.

The receipt amount for Pledges marked
“Receipted” converts as the receipt amount for
the Recurring gift. The receipt amount for
Pledges marked “Not Receipted” or “Do Not
Receipt” converts as the new Recurring gift
amount (minus any benefit amounts in the gift
record).

Posted Pledges and Pledge payments are not
reversed during the conversion and Recurring
gifts do not post. If you use The Financial Edge,
it is important you consider the outcome of
using the Convert Pledges to Recurring Gifts
facility and decide what is best for your
organization. For example, account balancing
problems can arise for Pledges that have not
been paid off if you post Recurring gift payments
and Pledge payments to different GL accounts. If
you use The Financial Edge, we recommend you
review details for this conversion facility and
posting to The Financial Edge in the The Raiser’s
Edge and The Financial Edge: An Integrated
Solution for Nonprofits.

The first payment is applied to the Recurring gift
transaction. Other payments convert as Cash.
The Miscellaneous tab for the Cash gift record
contains information about the original Pledge
record in the Notes section (such as the date of
the original Pledge, the type “Convert Pledges to
Recurring Gifts”, and the note “A Cash gift was
created because multiple payments were
applied to a single installment.” in the Notes
box). You can query on these Cash gifts by
filtering the information from the Miscellaneous
tab. For example, in Query, you can filter on
Type equals “Convert Pledges to Recurring
Gifts”. For more information, see the Query &
Export Guide.

The Recurring gift payment converts as the first
transaction paid by this Pledge payment. Other
transactions paid by this payment convert as
skipped. This sets the Next transaction due date
correctly.
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Consideration HNotes

Pledge balance is SO The Recurring gift status converts as
“Completed”. The date of the last payment
converts to the gift status date field.

» Converting Pledges to Recurring Gifts

Warning: Before running the Convert Pledges to Recurring Gifts facility, you must create a gift query of
records to use for your conversion. When you do this, make sure you have the correct gifts you want to
convert in your query results. For more information about Query, see the Query & Export Guide.

You may find it necessary to convert certain Pledge gifts to Recurring gifts. For example, you committed a
batch of gifts for payroll deductions as Pledges in Batch. The gifts should have been committed as Recurring
gifts because that gift type does not include an ending payment date or total amount. Use the Convert
Pledges to Recurring Gifts facility to convert the gifts from Pledge gift records to Recurring gift records.

1. On the Raiser’s Edge bar, click Admin. The Administration page appears.

# The Raiser's Edge (=] ]
File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate windaw

|
System Statistics b System Statistics ¥ Post to General Ledger
Impart ¥ Import b Duplicate Constituents
T b Globally Add Records b Merge Constituents
H:c;rdys b Globally Change Records b Drop Lapsed Members
Globally Change b Globally Delete Records b Security
Records b Globally Wirite Off Pledges b Quele
Globally Delete b Convert Pledges To Recurring Gifts ¥ Data Enrichment Services
Records
Globally write Off
Pledges
Convert Pledges
To Recuring
Gifts
Post to General
Ledger
Duplicate
Constituents
Merge
Constituents
H
Drop Lapsed
Members System Statistics -
Security
a Provides you with 3 count of the records in your database. For more information sbout System Statistics,
ueue :
Lo X
: — ,.,,,LI see the Program Basics chapter of the Program Basics Guide LI
‘Welcome to The Raiser's Edge 7 7

Note: For information about converting Pledges to Recurring gifts and posting to The Financial Edge, see The
Raiser’s Edge and The Financial Edge: An Integrated Solution for Nonprofits.
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2. Click Convert Pledges to Recurring Gifts. The Convert Pledges to Recurring Gifts screen appears.

Convert Pledges to Recurring Gifts E2

Thiz facility will convert selected pledges to
recuring gifts. Mote that if a write-off exists for the
pledge, any attribute or note infarmation for that
warite-off will not conwert bo recuring gift.

Include: I ﬁl
“ = [ Mark Recuring Gifts as EFT
. ¥ Create control report €5 Preview ¢ Print

5 [ Create exception query
.'\' -

= P [~ Create query of changed records

= e i | Cancel |

Note: You can only use a gift query in the Convert Pledges to Recurring Gifts facility.

3. Inthe Include field, select a query of specific gift records to include in your conversion. For more
information about Query, see the Query & Export Guide.

4. If you want to process the payments using Electronic Funds Transfer, select Mark Recurring Gifts as EFT.
For more information about Electronic Funds Transfer, see the Electronic Funds Transfer (EFT) Guide.

5. To create a control report for conversion, mark Create control report. A control report explains converting
Pledges to Recurring gifts details.

Note: We recommend that you print a control report. The control report lists important information, such as
the number of changed records and exceptions. You can print this report by selecting Print on the Converting
Pledges to Recurring Gifts screen or by clicking Print on the control report preview screen.

6. To preview the control report, select the Preview option.

7. To create a query of gift records that do not convert, mark Create exception query.

8. To create a query of gift records that change during the conversion, mark Create query of changed
records.

Convert Pledges to Recurring Gifts E2

Thiz facility will convert selected pledges to
recuring gifts. Mote that if a write-off exists for the
pledge, any attribute or note infarmation for that
warite-off will not conwert bo recuring gift.

Includs: ICnnvert pledges ta recuring gifts ﬁl
© = W Mark Recuring Gifts a5 EFT

v Create control report % Preview  Print
¥ Create exception guen

* |¥ Create query of changed records

Convert Mow | Cancel |

Note: To convert a single Pledge gift record to a Recurring gift record, open the Pledge gift record. From the
Gift menu, select Convert Pledge to Recurring Gift.

9. To begin the conversion process, click Convert Now.
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Because you marked the Create control report checkbox and selected Preview, the Convert
Pledges—Control Report appears when the conversion completes.

I3 New

X {4 4 1atl

=T e |

_[=]]

Total8 100 Sof

Preview

Number Processed:
Number Changed:
Number of Exceptions:
Included Records:

20
23
57

Changed Records Query:

Exception Query: Exceptions

E xc eptions:

Coneiituent Name

Gift - Gifts for This Week!

Congtituent ID

Blackbaud Demo '
Convert Pledges - Control Report

Eun Date:
Eun By:

071112003
Supervisor

while Converting Pledge to Recurri

Cift ID Exception Reasron

Mark D. Adamson
Francis E. Baker 149
Francis E. Baker 148

Francis E. Baker 149

1202 HNota Pledge Gift

1206 Hata Pledge Gift

1207 Haota Pledge Gift

1208 Hota Pledge Gift

o

10. To print the Control Report, click Print on the toolbar.

11. To close the preview screen, click the red “X” on the left hand top corner of the screen. You return to the

Administration page.

Converting Pledges to Recurring Gifts Exceptions

Note: For information about converting Pledges to Recurring gifts and posting to The Financial Edge, see The
Raiser’s Edge and The Financial Edge: An Integrated Solution for Nonprofits.

Because there are differences between pledges and recurring gifts, not all gifts can convert from pledges to
recurring gifts. Matching gift pledges do not convert to recurring gifts using this facility because regular pledges
and recurring gifts are not matched (the payments for them are matched). The following table is a list of possible
exceptions and exception reasons.

Exception

HException Reason ‘

Pledge has a payment other
than “Pay-Cash”

Pledge is linked to a
Membership, Event, or
Proposal

Pledge or one of its payments
has been posted and has an
adjustment that has not been
posted

Gift is not a Pledge

A Recurring gift payment can only be Cash.
Therefore, Pledge payments other than Cash
cannot convert to a Recurring gift payment.

Because you cannot apply more than the gift
amount to a membership, event, or proposal
record, any Pledge linked to a membership,
event, or proposal record is an exception.

Recurring gifts do not post. If a posted Pledge
has an adjustment that has not been posted,
you must post the adjustment before you can
convert the Pledge to a Recurring gift.

Only gifts with a gift type of Pledge convert.
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‘Exception

HException Reason

Pledge schedule has an
installment frequency of
“Irregular”

Pledge schedule has an
installment frequency of
“Single Installment”

Pledge has a payment that is
applied to more than one
Pledge

Pledge has a payment that is
paid by another constituent

The total value of benefits
exceeds the new gift amount

Recurring gifts cannot have an “Irregular”
installment frequency.

Recurring gifts cannot have a “Single
installment” installment frequency.

A Recurring gift payment can only be applied to
a single Recurring gift transaction.

Recurring gift payments can only be paid by the
constituent that the Recurring gift is for.

If the benefit amount exceeds the Recurring gift
amount, the receipt amount (Recurring gift
amount minus benefits amount) becomes
negative. You cannot have negative receipt
amounts.
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Note: Certain fields, for example Social Security Number and insurance policy number, are masked and
encrypted in the database for security purposes. If you see asterisks in this field, you do not have rights to view
the data. For more information, consult with your System Administrator.

Some companies match gifts that their employees or corporate partners give to nonprofit organizations. For
example, Toy World, Inc. matches employee gifts on a one-to-one ratio when gifts meet certain criteria. Orla
McGrann, a Toy World employee, gives your organization $500. Because Toy World matches gifts donated by
their employees, you receive an additional $500 gift from Toy World, if Orla McGrann’s gift meets the criteria set
by Toy World.

When you receive Orla McGrann’s gift, you need to create a gift record containing the important information
about her gift. From this gift record, you can create a matching gift pledge for Toy World. A matching gift pledge
represents a matching gift company’s promise to make a donation based on a gift donated by another
constituent. When you receive the matching gift from Toy World, you need to add a new matching gift record for
Toy World’s gift. Then, you can apply this gift record toward Toy World’s matching gift pledge to reduce the
balance. This chapter explains how to add and apply a payment toward a matching gift pledge.

Frequently Used Terms

This section defines words and phrases you need to know as you work with matching gifts. If you come across an
unfamiliar term when reading this or any chapter in The Raiser’s Edge documentation, make sure you check the
online glossary in the help file.

Matching gift. A matching gift is donated by any constituent in response to a gift by another constituent. A
company may donate a matching gift when one of their employees or corporate partners donates a gift to a
nonprofit organization. For example, if a matching gift company’s employee donates $100 to your
organization, you may receive an additional matching gift from the company. Organizations can also match
gifts donated by other organizations. However, an organization cannot match its own gift.

Matched gift. A matched gift is a gift eligible to be matched by a matching gift company. For example, Frank
Smith donates $100 to your organization. This $100 gift will be matched evenly by Franks’ employer. In this
case, Frank’s $100 gift is the matched gift and the gift donated by Frank’s employer is the matching gift.

Matching gift pledge. A pledge is a promise to donate a gift. When a matching gift company plans to donate a
gift, you can add a matching gift pledge from the Matching Gifts tab of the gift record for the company’s
matched gift. When you receive the actual gift from the matching gift company, add a new gift record for the
matching gift and apply it toward the matching gift pledge to reduce the balance. Matching gift pledges help
you track the gifts your organization will receive in the future.

Factor. The matching gift factor is the gift amount the matching gift company will match. For example, a factor of
1 indicates the company matches gifts evenly; an employee gives $100, the company matches the gift with
$100. With a factor of 0.5, if an employee gives $100, the company matches the gift with $50.

Matching gift limits. When you mark the Organization Matches Gifts checkbox on the Org 1 tab of the matching
gift company’s constituent record, you can define the minimum and maximum gift the company matches. You
can define matching gift limits for each gift eligible to be matched, an annual amount per donor, and a lifetime
amount per donor.



MATCHING GIFTS 24

Navigating in Gifts

From the Gifts page, you can create new gift records for gift types of Cash, Pledge, Gift-in-Kind, Stock/Property,
Recurring Gift, and Other. You can also open existing gift records of any gift type. To add a new matching gift
pledge, create a gift record for the gift being matched, then select the Matching Gifts tab on this gift record to
add a new matching gift. To access the Gifts page, click Records on the Raiser’s Edge bar, then click the Gifts link.

The Raiser's Edge [_ O]

File Edit View Go Favorites Tools Help

4 Back & Fulward| Open in separate window

o

B Home

lﬁ A Constituents ﬂ
ppricceres Gifts

Aitions

Campaigns —_— -

flnds E%::S Mew Gift W Open a Gift

Appeals

Memberships

Jobs

Evane Recently Accessed Records Quick Find

04#5/2007 Cash $575.00 - David M. Korbin #

10/17/2007 Cash $500.00 - Roger B, Langley
0171942007 Cash $5,000.00 - Roger B, Langley
11/23/2007 Cash $1,000,00 - Roger B, Langley
04f24/2007 Cash $250,00 - Roger B, Langley
0&(03/2007 Pledge $1,000.00 - David M. Korbin
081022002 Pay-Cash $100.00 - David M. Korbin
0271842007 Cash $250.00 - David M. Korbin
0171372006 Cash $450.00 - Robert C, Hernandez
12{012006 Planned Gift $2,500,000,00 - Robert C,
Hernandez

=

Welcome to The Ralser's Edge 7 A

The Gifts page also contains a list of recently accessed records. You can open any gift record in this list by clicking
the gift description. To quickly find a gift donated by a constituent, enter the constituent’s name in the Quick Find
field and click the binoculars to display a list of all gifts donated by the constituent.

Accessing a Matching Gift Record

After you create a matching gift pledge, you can open the matching gift record from the Gifts tab of the matching
gift company’s constituent record. You can also open an existing matching gift record from the Records page or
the Matching Gifts tab of the gift record for the matched gift. This section explains how to open a matching gift
pledge from the Records page and the Matching Gifts tab of the gift record for the matched gift. For more
information about opening gifts displayed on the Gifts tab of a constituent record, see “Accessing a Gift Record”
section of the Gift Record chapter.

» Opening an existing matching gift pledge from the Records page
1. On the Raiser’s Edge bar, click Records.
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2. Click the Gifts link. The Gifts page appears.

EThe Raiser's Edge [-[O[x]
Fle Edit Wiew Go Favorites Tooks Help
4 Back o Forwardl Open in separate window
\E-_H-" Home
Constituents :I
" Gifts
k@ er Actions
B Campaigns Tg -
= Export Funds EEY New Gift Cpen a Gift
Appeals
Memberships
Jobs
Evails Recently Accessed Records Quick Find
04/25/2007 Cash $575.00 - David M, Karbin I M
10/17/2007 Cash $500.00 - Roger B. Langley
(01/19/2007 Cash $5,000.00 - Roger B. Langley
11423/2007 Cash $1,000.00 - Roger B. Langley
04/24/2007 Cash $250.00 - Roger B. Langley
08/03/2007 Pledge $1,000,00 - David M, Karbin
08{02/2002 Pay-Cash $100.00 - David M, Korbin
02{16/2007 Cash $250.00 - David M. Korbin
01/13/2006 Cash $450.00 - Robert C. Hernandez
12/011/2006 Planned Gift $2,500,000,00 - Robert C,
Hernandez
|
Welcome to The Raiser's Edge 7 J_‘I

3. Click Open a Gift. The Open screen appears so you can search for the gift record you want to open.

Open

Find: IGift j Search using queny: |<Default>

&

Sl Open

Cancel

‘] Add New

Optiong

Find Giftz that meet these criteria:

Last/Org name: I j Tope: I j
First nane: I i

0k it vy,

Mew Search

PFrevious Search

[ AHRE BE O

Constituent 1D I j
SEN: I j
[¥ Display inactive constituents ™| Chieck spougs name I~ Eract match only
[~ Display deceased constituents [ Chieck alizsss = Criechnichnams Expand Results

Note: You can enter the first few letters or characters in the criteria fields in Find Gifts that meet these criteria

frame if you do not know the correct spelling or number. For detailed information about how to use these
fields, see the Program Basics Guide.
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4.

In the Find Gifts that meet these criteria frame, decide what criteria you want to use to search for the gift

and enter the information in the appropriate fields. You can search by an individual’s first or last name,
organization name, constituent ID, Social Security Number, and gift type.

i, Open

Find: [Git =

Search using queny: |<Default>

&

Find Giftz that meet these criteria:

Last/Drg name: [Toy = Tope: [NIENE
First name:l =l
Constituent 1D I j
SSH: =l

[~ Check spouse name
[ Check aliases

[¥ Display inactive constituents I~ Eract match only

™ Display deceased constituents ™| Check ricknams

Open

Cancel

‘] Add New

Optiong

&% Find Now
Mew Search

PFrevious Search

(g

Expand Results

Warning: We recommend you search by one or two of the most helpful criteria types because the results that
appear in the grid must match all the criteria you enter. Adding too much criteria information in the Find Gifts
that meet these criteria frame can actually prevent you from finding a gift.

5. Click Find Now. If the search criteria you entered matches a gift in the database, the gift appears in the
grid. More than one gift may appear if the criteria you entered matches multiple gifts.
Find: IGift j Search using queny: |<Default> ﬂlgg
Constituent Mame vy Open |
Cancel |
Toy World, Inc. 07062001 MG Pledge $100.00 Matural Di
Toy World, Inc. 09/14/2000 M Pledge $175.00 Building F
Toy World, Inc, 07/12{2000 M Pledge $150,00 2000 Anni
Tow world, Inc. 0704f2000 Mz Pledge $300.00 2000 Anni
") dadd New |
Options |
KN b
Find Gifts that meet these criteria: @ Eind Now |
Last/Org name: ITo_p j T}'PEZIMG Pledge j Mew Search |
First : -
ISt name I J Previous Searchl
Constituent 1D: I j
SsN: | | Q
v Display inactive constitugnts [~ Check spouse name I~ Exact match anly
[T Display deceased constituents [~ Check aliases ™| Chech nickname Expand Results |
|5 records found.
6. Inthe grid, select the gift record you want to open.

All the fields, checkboxes, and buttons on the Open screen are discussed in detail in the Program Basics

Guide.
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Note: If the gift has been posted to Blackbaud’s General Ledger, some fields on the gift record are disabled.
You can change the information on the gift record using the Adjust option. For more information, see the
Adjusting a Gift section in the Gift Record chapter.

7. Click Open. The gift record appears.

gﬁi[l for Toy World, Inc. - Matched for Samantha K. Hart M= B3
File Edit “iew Gift Favortes Tools Help

[ Save and Close - u|§'@'|ﬂ 4« » )||_;- | 2

v Gift |¢ Miscellaneousl Soft Qreditl Tr_ibutel Attribgtesl Fledge F'a_lgmentsl Sp_litGiftI

By

?-| 8- |

‘ Canstituent: IToyWorId,Inc. QI ID: 141

Gift bype: IMG Pledge j Reference: ISamantha k. Hart ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI

Pledged an: |umsxznm =] Letter || -] Berefis |
Pledge amt: [100.00 | Receipt: [Not Receipted =l =

Campaigr: IDisaster Relief Campaign vI ﬂl Fieceipt amt/no.: |$1UU.UU ﬂI I
Fund: INaturaI Dizaster Relief Fund v| ﬂl o] S - |
Appeal: I.t’-‘mnual Mewslatter v| ﬂl Chatus/date: IActive j I EI

Package:l 'l I
Solicitors || '| |

i}

i}
Pay method: [Cash 52 |l = mourtbils: [s000 @]
Ref no. /date: I I EI Amount coing: Im

| Date added: |Balance: $100.00

| Press F7 for table lookup |

8. After you enter or edit the appropriate information, click Save and Close on the toolbar.

» Opening an existing matching gift pledge from the gift record of the matched gift
1. On the Raiser’s Edge bar, click Records.

2. Click the Gifts link. The Gifts page appears.

[ The Raiser's Edge
File Edit Yiew Go Favorites Tools Help

=

% Back % Foerd | Open in separate windaw

Constituents ] =]
Gifts

Actions

Campaigns

Funds E% Mew Gift I‘iF Open a Gift:

Appeals
temberships
Jobs

Eearte Recently Accessed Records Quick Find

04/25/2007 Cash $575.00 - David M. Korbin l— &
10f17[2007 Cash $500.00 - Roger B, Langley

01/19/2007 Cash $5,000.00 - Roger E. Langley

11{23{2007 Cash $1,000,00 - Rager B. Langley

04/24/2007 Cash $250,00 - Roger B, Langley

08/032007 Pledge $1,000.00 - David M, Korbin

08/02/2002 Pay-Cash $100,00 - David M. Korbin

02{16/2007 Cash $250,00 - David M, Karbin

01/13/2006 Cash $450,00 - Robert C. Hernandez

12/01}2006 Planned Gift $2,500,000,00 - Robert <.
Hernandez

‘welcome to The Raiser's Edge 7
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3. Click Open a Gift. The Open screen appears so you can search for the gift record you want to open.

ii, Open

Find: [ Gitt =

Search using queny: |<Default>

B

Find Gifts that meet these criteria:

Last/Org name: I j Type: I j
First name: I j
Constituent 1D: I j
S5N: | =l

v Display inactive constituents ™| Chesk spause name

™| Check aliazes

I~ Exact match anly

™ Display deceased constituents I~ Check nickname

AARE bE LN

iz

Cancel

“] dadd New

Options

b Eirrd W
Mew Search

Previous Search

Expand Besults

4. Inthe Find Gifts that meet these criteria frame, decide what criteria you want to use to search for the gift
and enter the information in the appropriate fields. You can search by an individual’s first or last name,
organization name, constituent ID, Social Security Number, and gift type. For example, if Orla McGrann
donates a gift of $100 that is being matched by Toy World, search for the gift record for Orla McGrann’s

$100 gift.

ii, Open

Find: [Giif =

Search using queny: |<Default>

&

Find Giftz that meet these criteria:

Last/Org name: IMcGrann j Type: I ﬂ
First narne: IDrIa j
Canstituent 10: I j
SEN: I j

I~ Exact match anly
I~ Check nickname

[~ Check spouse name
[ Check aliases

[¥ Display inactive constituents

[T Display deceased constituentz

& e

Cancel

“]add New

Options

@k Find Now
Mew Search

Previous Search

[ HEE BE LN

Expand Results

Note: You can enter the first few letters or characters in the criteria fields in Find Gifts that meet these criteria
frame if you do not know the correct spelling or number. For detailed information about how to use these

fields, see the Program Basics Guide.
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5. Click Find Now. If the search criteria you entered matches a gift in the database, the gift appears in the
grid. More than one gift may appear if the criteria you entered matches multiple gifts.

Find: IGift j Search using queny: |<Default> ﬂlgg
Constituent Mame Gift Date Gift Type Gift Amount vy Open |
——— o " —— I— Cancel |
Orla A, MoGrann 07}11}2002 $500.00 Matural Di
Orla A, MoGrann 01/09jz002 Cash $500.00 Building F
Orla A, MoGrann 03152000 Cash $2,000,00 Richard 1M
Orla A, MoGrann 111171999 Cash $2,000.00 President’
Orla A, MoGrann 09141999 Cash $175.00 EBuilding Fy
Orla A, MoGrann 051111999 Cash $500.00 Matural Di 5@ Add New |
Orla &, MoGrann 05/12/1999 Cash $150.00 1999 Ann .
Options |
KIN i
Find Gifts that meet these criteria: @ Eind Now |
Last/Org name: IMcGrann x| Tepe I =l New Search |
First names |01la - |
I J Previous Search
Constituent 1D: I j
SsN: | | Q
v Display inactive constitugnts [~ Check spouse name I~ Exact match anly
[T Display deceased constituents [~ Check aliases [~ Check nickname Expand Results |

Warning: We recommend you search by one or two of the most helpful criteria types because the results that
appear in the grid must match all the criteria you enter. Adding too much criteria information in the Find Gifts
that meet these criteria frame can actually prevent you from finding a gift.

6. In the grid, select the gift you want to open.
7. Click Open. The gift record appears.

!B Gift For Orla A. McGrann M=
File Edit “iew Gift Favortes Tools Help
[ 5ave and Cloze - U|§-@-|N i« » N|—" R | ?'l&' |

v Gift | Miscellaneous | Soft Credit| v Matching Gits | Tribute | Attributes | Spit Gt

‘ Canstituent: IDrIaMcGrann QI 1D 20

Gift ype: | Cash Reference: |E:Iass instuctor - additional donation ()]

Ll 1

Gift subtype: I Acknowledge: INotAcknowIedged j I EI

Gift date: |usx1 42004 3| v Letter ”F'Iayground Than =[] | Bensfits |
Amaunt: |$1 75.00 j‘ﬁjl Receipt: INot Receipted =l I =]

Campaign; |F'|a}'9r0und Campaign Receipt amt/no.; |$1?5.DD JE= | |

Fund: |Euilding Fund

RE
RE
Appeal [Unsalicited =[8]
=[]
=[&]

Package: I

Salicitors | I

Pay method: |pe,sona| Check =l EERT Check no. /date: |3321 03/14/2004 3|
Bank: I - [

|Date added:

| Press F7 for table lookup |?
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8. Select the Matching Gifts tab.

% Gift for Orla A. McGrann [_ [}
File Edit “iew Gift Faworites Tools Help

ESaveandClose'|u|§'|ﬁ' ||1 1 b N|"'|%'|§'|| ?'l&'
v Gift| Miscellaneous | Soft Credit Tribute | Attributes | Spit Gitt |
5y L] PANEIEER
Matched By Match Amount Match Date Fund

$175.00 09y Building Fund

| »

9. Inthe grid, select the matching gift pledge you want to open.

Note: If the gift has been posted to Blackbaud’s General Ledger, some fields on the gift record are disabled.
You can change the information on the gift record using the Adjust option. For more information, see the

Adjusting a Gift section of the Gift Record chapter.
10. Click Open. The matching gift pledge record appears.

Matching Gift for Orla A. McGrann
File Edit “iew Fledge Help

balic e and Clise Y|u )(| 4 )l—' '|| ? '|§' ‘

Matching Gift Company: ITo_l,lWorId,Inc. ﬂ ID: 141
| Min Max |Hultiplication Factor: 1000
Gift amt $25.00 $250000 | | Motes:
Annual amt $25.00 $2.500.00 2
Total amt $0.00 $0.00 =

v Gift |¢ Miscellaneous | Soft Credit | Tribute | Attibutes | Spit Gift |

Gilt type: [5G Pledge ] [solictors || 2 51
Gift subtype: | = Reference: [ atching Gift Pledgs for Dr. Orla McGira (3]
Pledged on: m Acknowledge! |Not Acknowledoed 7] | =
Pledge art: [1175 00 =] teter [ ] Benefis |

Campaign: |Flayground Campaian [l Receipk: [ Mot Feceipied il =]
Fund: |Buiding Fund %] Receipt amténo: [4175.00 =
Appeal: |Unsolicited ﬂm
Package: | =m]

11. You can view or edit the information on the matching gift record.
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12. Click Save and Close on the toolbar. You return to the Matching Gifts tab of the gift record for the
matched gift.

13. Click Save and Close on the toolbar to close the gift record for the matched gift.

Matching Gift Business Rules

Business rules are ways for you to control certain functions and displays throughout The Raiser’s Edge. Unlike
user options, business rules affect all users of the program, not just your user name. Two business rules are
specific to matching gift pledges. When you create reports, mailings, queries, or exports, you can decide whether
the constituent who donated the matched gift, the matching gift company, or both should receive default credit
for a matching gift pledge. Also, when you add a soft credit to the Soft Credit tab of the gift record for the
matched gift, you can set a business rule to automatically copy the soft credits to the matching gift pledge record.

» Defining business rules for matching gifts

Warning: To define business rules, you must have supervisor security rights. For more information about
security, see the Security chapter of the Configuration & Security Guide.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

[l The Raiser's Edge [ O[]
Eile Edit wiew Go Favorites Tools Help
4 Back & Folwaldl Open in separate window
|F| Home Co guratic
o
Records
L General b General b International
i b Tahles b Business Rules
Tables
o 7 b Addressess [ Salutations b Fields
5 a‘b:;st,s;nis b Attributes P Membership Categories
Attributes b Financial Institutions b Interfund Enfries
Financial b General Ledger b Custom Views
Institutions b Letters b Reporting Hierarchies
General Ledger
Letters
International
Business Rules
Figlds
Membership
Categories
Interfund E ntries
Custom Yiews
Reporting
Hierarchies
1|
General
Use the General page to enter basic information, such as your organization's address and phone number
‘Welcome to The Raiser's Edge 7 i

2. Click the Business Rules link. The Business Rules page appears.
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3. From the tree view on the left, select General options from the Gift options folder. The Business Rules
page now appears with gift-related options.

General Ledger

Letters

International

Fields

Membership
Categories

Interfund Entries
Custam Views

Reporting
Hierarchies

C

General When crealing a new report. mailing. query or export. ..
Tables Default credit for matching gifts to_..

Addiessess / " Constituent

Salutations (* Matching gift organization

Aitributes ) £ Bah

Financial -+ 5] Membership

Institutions =| Generate ID's Default soft credits to...

@ Batch options
3 Gift options
- 12 options

clivity optiong
(3 Canstituent aptions
General options
Deceased options
Email options
2 Aluni options
&3 Membership options
eneral options

v Activity optiong
|2 Event options
Queue Dptions

L] e defimmd pgles

& Danor
7 Soft credit recipient IIJse distribution an gift 'I
© Beth [Use distibution on it

Displap the word "Gift' as:
Shart description: |Gift i
Long description; ,G.n—

Business Rules

Apply predefined and customized validation rules to records in The Raiser's Edge

4. Under When creating a new report, mailings, query or export frame, select whether to give default
credit to the constituent who donated the matched gift, the matching gift company, or both.

5. From the tree view on the left side of the screen, select Activity options in the Gift options folder. The
Business Rules page now appears with more gift-related options.

#% The Raiser's Edge
File Edit Wiew Go Favortes Tools Help

4 Back & Forward‘ Open in separate windaw

(=] ]

|»

Genglal When adding a gift warn if constituent has...
General '3 Duplicates
(S Crteria [V Outstanding pledge balances
: utstanding recuring gifts
Lebks Individuals ro d ing git
Addressees / i e 3 Organizations [ Outstanding registration fees
lutations ¥ Lapsed memberships
el [2) Dptions ¥ Lapsed bersh
Attributes @ Marme display when changing "gift amount® automatically update...
Financial E Membership ¥ Receipt amount
Irstitutions Generate |Ds
Batch options
ClelieialFedoe) <3 Gift options [T Cumency gift amount
Letters when changing ‘receipt amount® automaticalty update...
International [T Cumency receipt amount

Fields

Membership
Categaries

Custorn Yiews

‘Welcome ta The Raiser's Edge 7

General options
E Deceased options
Ermail aptions
Alurnni options
i3 Membership options
General options
= |Z] Activity options

Event options
rl—; - -

4

W Automatically apply soft credit to matching gift pledge

W Do nat allow 'receipt amount’ to exceed 'gift amount'

[T Do nat allow gifts to be saved that are less than =
Meszage: I g

S |

Business Rules

@ Apply predefined and customized validation rules to records in The Rafser's Edge

4

6. To automatically copy soft credits from the gift record of the matched gift to the matching gift pledge
record, mark the Automatically apply soft credit to matching gift pledge checkbox. For example, if Larry
Smith was soft credited on the gift record for the matched gift, the program automatically soft credits

Larry Smith on the matching gift pledge record if you mark this checkbox.

7. After you make changes to business rules, your preferences are updated right away.



258 CHAPTER

Matching Gifts Tab on a Gift Record

Note: When an organization matches a gift, you should track the gift as a matching gift pledge until you
receive the gift. If you track the matching gift as a regular pledge, the program does not link the matching gift
to the gift being matched.

The Matching Gifts tab on a gift record displays matching gift pledges for the gift represented by the gift record. If
a gift is eligible to be matched, you can add a new matching gift pledge and edit and view existing matching gift
pledges from this tab. If you have not yet saved the gift record, you can also delete unwanted matching gift
pledges using this tab. After you save the gift record, you can delete a matching gift pledge from the Gifts tab of
the constituent record for the constituent donating the matching gift pledge.

:ﬁﬁiﬂ for Orla A. McGrann M= E3
File Edit “iew Gift Favoites Toolz Help

[ saveandCliose~ | [l | Sh- (& 8] W 4 » M| > - By @2+ @p 2 - B ‘
| Tribute | Attibutes | Selt Gitt |
& &) SCUEEEN
Matched By Makch Armount Match Date Fund

Toy \World, Inc. $175.00 097142004 Building Fund

| »

When you add a gift for a constituent whose business or spouse’s business matches gifts, the program can
automatically create a matching gift pledge for the business entered on the Matching Gifts tab of the donor’s gift
record. For example, Sarah Thomas works for a company called Toy World. Toy World matches many of their
employee’s gifts and is entered as Sarah’s current employer on her constituent record. When Sarah donates a gift
to your organization, the program automatically adds a matching gift pledge for Toy World on the Matching Gifts
tab of Sarah’s gift record. Organizations can also match gifts donated by other organizations. However, an
organization cannot match its own gift.

For the program to automatically add a matching gift pledge to a gift record, you must add the matching gift
company to the donor’s constituent record using the Business button. Also, the matching gift company must
have an organization constituent record with the Organization Matches Gifts checkbox marked on the Org 1 tab
of the constituent record.

Note: When you delete a matching gift pledge from the Matching Gifts tab, the program removes the pledge
from the database so you do not expect the gift as income. Deleting a matching gift does not change the
matching gift information entered on the Org 1 tab of the matching gift company’s constituent record.
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If you do not open the matching gift record for Toy World before you save and close Sarah’s gift, the program
opens the matching gift pledge so you can add and verify information on the record. If you do not want Toy World
to match Sarah’s gift, close Toy World’s matching gift pledge record without saving or close the record and delete
the matching gift pledge from the Matching Gifts tab on Sarah’s gift record.

Understanding the Matching Gift Pledge
Record

When you add a matching gift pledge, you are creating a gift record with the gift type of MG Pledge. This gift type
is available only when you add a matching gift pledge from the Matching Gifts tab of a gift record. To add a new
matching gift pledge, click New Matching Gift on the Matching Gifts tab of a gift record. The New Matching Gift
screen appears.

Hew Matching Gift for Mr. Micholas ¥incent E2

File Edit ¥iew Pledge Help

[ 55ve and Close '|u )(| 4 b|—’ '|Ig'| 2 '|&' |

Matching Gift Company: IT.:._-,J Wword, Inc, ﬁl I 141
| Min Max |Multiplicatinn Factor: 1.000
Gift amt $25.00 $2.500.00 MNotes:
Annual amt 2500 $2 500,00 ﬂ
Total amt $0.00 $0.00 =l

| v Miscellanenusl Snftgreditl Tr_ibulel Attribgtesl v Split Gifll

Gift type: | 1415 Fledioe = v Suolicitors | [lisan dindrews + [ &8
Gift subtype: I =] Reference: I\a"incent, Micholas Jel
Fledged an: |D1 A0 /2001 ﬁl Acknowledge: INot Soknowledged j I EI
Pledge: amt: |$1 000,00 | Letter ||Matching Gift Thank ¥ = | Benefits |

Campaigr: I."-‘l.nnual Campaign jﬂl Receipt: INnt Receipted j I EI
Fund: [2000 Annual Fund lea| Receipt amtina. [$1.000.00 =l |
Appeal: IUnSnIicited ﬂﬂl
F'ackage:l = 7Y

Note: The Tribute tab is available only if you use the optional module Honor/Memorial Tracking. For more
information about tribute gifts, see the Tribute Gifts Guide.

The top half of the New Matching Gift screen displays the name of the matching gift company, the limits to which
the company will match a gift, the multiplication factor, and any notes related to how the company matches gifts.
The limits, multiplication factor, and notes are only for information purposes and can be edited from the Org 1
tab of the matching gift company’s constituent record. The lower portion of the New Matching Gift screen
contains the gift record, which is divided into the Gift, Miscellaneous, Soft Credit, Tribute, Attributes, and Split
Gift tabs. These tabs are similar to the corresponding tabs on a gift record.
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After you create a matching gift pledge for a company, the program displays the matching gift pledge on the Gifts
tab of the matching gift company’s constituent record.

= T oy World, Inc.

File Edit “iew Constituent Letter Favortes Tool: Help

ESaveandClose‘|u|§'|ﬁ"|N i b N|"|2'|?E||| ?'|§'|' |

Media | v Actions I Honor/temorial | WVolunteer | Prozpect | 5} I I Ewvents
v Orgl | v Org2 | v Addreszes | v Relationships | v Appeals | Motes ] | w Altributes
] e b -
Date Type Fund Amount Balance Reference
09/14/2004 MG Pledge Building Fund $175.00 $175.00
07/0e/2001 MG Pledge Matural Disaster Relief ... $100,00 $100,00 Samantha K. Hart
KN 2l

Note: The matching gift pledge is also displayed on the Gifts tab for the constituent whose gift is being
matched. For more information about opening, editing, and deleting a record from the Gifts tab of a
constituent record, see the Gift Record chapter.

From the Gifts tab of the matching gift company’s constituent record, you can open, edit, and delete the
matching gift pledge following the same procedures you use for other gift types on a gift record.

When you add or edit a matching gift pledge from the Matching Gifts tab, the program displays details
concerning the limits and multiplication factor to which the company matches gifts. If you open a gift record for a
matching gift pledge from the Gifts tab of the matching gift company’s constituent record, the program does not
display this information on the gift record. The next sections explain each tab available on a matching gift pledge
record.

Gift Tab

Note: The matching gift pledge record does not contain payment method information because a pledge does
not represent an actual gift. Instead, it represents a promise for a future gift.
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The Gift tab contains key gift information, including the name of the matching gift company that donated the
matching gift, the amount of the gift, and the fund to which the matching gift is designated.

Hew Matching Gift for Mr. Micholas ¥incent E2

File Edit ¥iew Pledge Help
[i5ave and Cloze '|u 'X| 4 b|—>v||g'| ?v|§v |
Matching Gift Company: IT.:._-,J wiord, Inc. ﬁl ID: 141
| Min Max |Multiplicatinn Factor: 1.000
Gift amt $25.00 $2.500.00 MNotes:
Annual amt 2500 $2 500,00 ﬂ
Total amt $0.00 $0.00 =l
v Miscellanenusl Snftgreditl Tr_ibulel Attribgtesl v Split Gifll
Gift type: IMG Pledge j v Solicitors | I.l’-‘n.llison Andrews 'I MI
Gift subtype: I j Reference: IVincenL Michalas g
Pledged on: [01/01/2001 ] Acknowledge: [Not Acknonledged ¥ | =
Pledge amt: |$1 .000.00 EI Latter ||Matching Giift Thank Yj Benefits |
Carmpaiqr: I."-‘l.nnual Campaign vI MI Receipt: INnt Receipted j I EI
Fund: [2000 Annual Fund | #4| Receipt amtino.: |$1,000.00 =l |
Appeal IUnSnIicited v| Ml
F'ackage:l - [ a4

The Gift tab on a matching gift pledge contains the same fields and options as the Gift tab for any other gift type.
For specific information about available fields and options, see the Gift Tab section of the Gift Record chapter.

Miscellaneous Tab

Note: If “Posted” or “Do Not Post” does not appear in the GL post status field, you do not have security rights
to select these options. If you want to select one of these options, see your Supervisor. For more information
about security, see the Configuration & Security Guide.
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You can record the same type of information on the Miscellaneous Tab of a matching gift record as you can on
the Miscellaneous tab of any other gift record. You can assign a gift ID, constituent code, and gift code to the
matching gift pledge. Also, you can record the posting status and notes for the pledge gift.

Mew Matching Gift for Ms. Julie Marie Bach

File Edit Yiew Pledge Help

[55ve and Clnze '|u 'X| 4 b|—' '|IQ'| ? '|§'

Matching Gift Company: IToy Wiarld, Inc. ﬂl o 141
| Min Max | Multiplication Factor: 1,000
Gift amt $25.00 $2.500.00 MNotes:
Annual amt $25.00 $2 500,00 Tow World matches gifte for full-time emplnyees;l
’ wha have been with the company for over one
Total amt $0.00 $0.00 Vear. j

v Gift v Miscellaneous | Soft Credt | Tobute | Atiibutes | v Selt Gift |

Gift 10 |849032 GL post status: IN.;.t Posted j
Gift code: IDeIivered aift in perzan j GL post date: m
Congtituency: IEorporate kember j ™ Git is anonymaus
7% i 5; ; -
Type ! I Date I Description I Motes I
Large Daonation 05f12/2000 Toy World is an excellent ... Taoy Waorld has been quick ko pay their mat. ..

For more information about these fields and options, see the Miscellaneous Tab section of the Gift Record
chapter.

Soft Credit Tab

A soft credit allows more than one constituent to share credit for a single gift. For matching gift pledges, you may
want to soft credit an organization’s contact so you can provide benefits to the contact when the matching gift
organization reaches a specific giving level. When you soft credit constituents for a gift, you can decide whether
to split the credit evenly among all soft credit recipients, give each recipient full credit for the gift, or define your
own credit distribution.
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You can soft credit as many constituents as necessary as long as each soft credit recipient is a constituent in the
database. You cannot soft credit the donor of the matched gift on the matching gift pledge. For example, if Jane
Smith donates a gift that is matched by her employer, you cannot soft credit Jane Smith on her employer’s
matching gift pledge record. When you create reports and mailings, you can determine whether the donor, the
soft credit recipient, or both should receive credit for the gift in the mailing or report. The soft credit distribution
you select for the report or mailing does not affect the information entered on the Soft Credit tab of the matching
gift pledge record.

Hew Matching Gift for Mz Julie Marie Bach
File Edit Yiew Pledge Help

[55ve and Clnze '|u 'X| 4 b|—' '|IQ'| ? '|§' |

Matching Gift Company: IT.:._-,J wiord, Inc. ﬁl ID: 141
| Min Max | Multiplication Factor: 1.000
Gift amt $25.00 $2.500.00 Motes:
Annual amt $25.00 £2 500,00 Toy wWorld matches gifts far full-time employeesd
. who hawve been with the company for over one
Total amt $0.00 $0.00 | | year. =l

v Gift] v Miscellaneous  Soft Credit | Trbuts | Atiibutes | v Split Gif

Enter by: & Amaount ¢ Percent

Constituent Mame Amount I
M, Mark Daniel Adamson, I11 500,00

To soft credit a constituent for a matching gift pledge, use the same procedure as for a regular gift record. For
more information, see “Soft Credit Tab” on page 58.

Automatically Applying Soft Credits

In Configuration, you can set a business rule to automatically copy soft credits from the Soft Credit tab of a gift
record to the Soft Credit tab of the matching gift pledge record when you save the gift record. For example, if
Frederick Thompson is a soft credit for the full amount of the matched gift on Michael Simpson’s record, the
program can automatically add Frederick to the Soft Credit tab of the matching gift pledge when you save the
matched gift. After Frederick’s name appears on the Soft Credit tab of the matching gift record, you can change
the soft credit distribution, as necessary. For more information about setting this business rule, see “Matching
Gift Business Rules” on page 256.

Tribute Tab

Warning: Before you begin adding tribute gifts, you must set up the tribute on the Honor/Memorial tab of the
honoree’s constituent record. For information about creating a new tribute, see the Tribute chapter of the
Tribute Data Entry Guide.



264 CHAPTER

If you have the optional module Honor/Memorial Tracking, you can track detailed information about donations
given in honor, memory, or celebration of an individual or organization. With Honor/Memorial Tracking, you can
use the Tribute tab on a gift record to apply a gift to a tribute. A tribute explains the reason gifts are being
donated to your organization on behalf of an honor/memorial constituent.

Mew Matching Gift for Mark D. Adamson
File Edit “iew Pledge Help
ESaveandClnse-U'X_|1 b|—>-|§'|?-§- |

Matching Gift Company: ICil_l,l Insurance Company || ID: 135

| Min Max |Multiplicatiun Factor: 1,000
Gift amt $25.00 $1.000.00 Motes:
Annual amt $25.00 $12.000.00 Wil match only for full-time emplopess, ;I
Total amt $25.00 $50,000.00 j

v Gift] v Miscellaneous | Soft Credt Trbute | Atiibutes | Spit Gitt

T —

Honor/Memorial Mame — / Tribute Description Tribute Type Acknowled

Allison Andrews ... her committment to... In Special Recognitio... Mot Acknowledg

KN |

For information about designating a gift to an honor/memorial constituent, see the Tribute Gifts Guide.
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Attributes Tab

Throughout The Raiser’s Edge, you can add attributes to track information specific to your organization. On a
matching gift pledge record, you can use the Attributes tab to store additional information about a matching gift
pledge. For example, if you have a Corporate Rewards program that gives benefits to matching gift companies
according to their level of giving, you can add an attribute with a category called Corporate Rewards to the
matching gift pledge record. Within the Corporate Rewards category, you can create descriptions called Gold,
Silver, and Bronze to describe the different levels of giving. Later, you can create a query to locate all corporate
contributors with a certain giving level.

Mew Matching Gift for Mr. Winston B. Tate, Sr1.

File Edit Yiew Pledge Help

[i5ave and Close '|u '}(| q b|—' '|IQ'| ? '|&'

Matching Gift Company: IToy Wiarld, Inc. ﬂl o 141
| Min Max | Multiplication Factor: 1,000
Gift amt $25.00 $2.500.00 MNotes:
Annual amt $25.00 $2 500,00 Tow World matches gifte for full-time emplnyees;l
’ wha have been with the company for over one
Total amt $0.00 $0.00 Vear. j

| v st it |

Categary I Description I Shart Desc, I Drake I Canments
|__|Corparate Rewards  Gold 05/12f2000 Toy wiorld is an excelle, .

To add matching gift attributes, use the same method to add an attribute on a constituent record. For more

information about adding an attribute, see the Attributes, Notes, Media, and Appeals chapter of the Constituent
Data Entry Guide.

Split Gift Tab

On the Split Gift tab, you can divide a gift among multiple campaigns, funds, appeals, or packages. When you split
a gift, the program displays the campaigns, funds, appeals, and packages entered on the Split Gift tab in the
corresponding fields on the Gift tab. Then, the program disables the Campaign, Fund, Appeal, and Package fields

on the Gift tab. When splitting a gift, you need to edit the campaign, fund, appeal, and package information on
the Split Gift tab.
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If you split a gift being matched, the program defaults the campaign, fund, appeal, and package distribution
specified on the Split Gift tab of the gift record to the Split Gift tab of the matching gift pledge record.

Hew Matching Gift for Mrz. Orla McGrann E2
File Edit ¥iew Pledge Help

[55ve and Clnze '|u 'X| 4 b|—' '|IQ'| ? '|§' |

Matching Gift Company: IT.:._-,J wiord, Inc. ﬁl ID: 141
| Min Max | Multiplication Factor: 1.000
Gift amt $25.00 $2.500.00 Motes:
Annual amt $25.00 £2 500,00 Toy wWorld matches gifts far full-time employeesd
. who hawve been with the company for over one
Total amt $0.00 $0.00 | | year. =l

v Gift] v Miscellaneous | Soft Credit | Trbute | Atiibutes v Splt Gt |

Enter by: & Amaount ¢ Percent

Campaign I Fund I Appeal I Package I Amounk I
Capital Carnpaign Botanical Garden Fund 2000 President's Break. .. $200.00
|__fMembership Campaign 2001 Membership Fund Annual Newsletter $200,00;

Distribute Evenly |

| Gift amount: $400.00 | Distributed: $400.00 |Remairing: $0.00

The program calculates the amount or percentage by which the gift should be split based on the distribution
entered on the Split Gift tab on the gift record for the matched gift. You can modify the distribution of the
campaign, fund, appeal, and package on the Soft Credit tab of the matching gift pledge, as necessary.

You can split a matching gift pledge using the same method used to split a gift on a gift record. For more

information about dividing a gift among multiple campaigns, funds, appeals, and packages, see the Split Gift Tab
section of the Gift Record chapter of this book.
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Pledge Payments Tab
When you open a gift record for a matching gift pledge from the Records page or the Gifts tab of the matching gift
company’s constituent record, the Pledge Payments tab appears on the gift record for the matching gift pledge.

7 Gift for Toy World. Inc. [_ =] =]

File Edit “iew Gift Favortes Toolz Help

I 5ave and Close - U|§'|ﬁ'|“ LI “|_" I%' @‘ ||."%' |
W Gif!l W Miscellanenusl Snftgreditl Tr_ibulel Abtributes : it il
Date I Gift Tope I Amount I Balance I Constituent I
05f12/2000 MG Pay-Cash $365.00 Toy Warld, Inc,

|F|eceived: $365.00 Balance: $635.00

The grid displays all the pledge payments that have been applied toward this matching gift pledge. You can open
the gift records for the pledge payments from the Gifts tab of the matching gift company’s constituent record or
the Gifts page of The Raiser’s Edge.

Managing Matching Gift Pledges

Now that you understand the tabs and options on a matching gift pledge record, you can add a matching gift
pledge to the database. This section explains how to add, pay, and delete matching gift pledges from the
database.

Adding a Matching Gift Pledge

When a company agrees to match a gift, you need to add a matching gift pledge record to the database. To add a
matching gift pledge, you need to open the gift record for the matched gift and select the Matching Gifts tab.
From this tab, you can add new matching gifts.
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» Adding a matching gift

Scenario: Because of your Annual Fund solicitations, Toy World pledges to donate a matching gift for
every person who donated a gift of $1,000 or more. On 09/12/2006, Timothy Billings calls and agrees
to donate $1,000. Now you need to create a gift record for Timothy’s gift and add Toy World’s
matching gift pledge on the Matching Gifts tab of Timothy’s gift record.

Warning: Before you add a matching gift pledge, the organization or company matching the gift must have a
constituent record in the database and the Organization Matches Gifts checkbox on the Org 1 tab of the
constituent record must be marked. For more information about this checkbox, see the Biographical
Information chapter of the Constituent Data Entry Guide.

1. From Timothy Billings’s constituent record, select the Gifts tab. For more information about opening a

constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry
Guide.

=i Timothy D. Billings

File Edit “iew Constituent Letter Fawvortes Toolz Help
ESaveandElose‘|n|§'@'@'|N 1« H|—’|2'|?E||| "'|&'| ¥ |
v Attibutes I Media I v Actions I Honar/kemarial I Yolunteer I v Prozpect I Membership I Events |
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes
i e X -
Date Type Fund Amount Balance Reference
054012006 Casl Botanical Garden Fund +3,500,00
0aj14/2005 Cash 2005 Annual Fund $500,00
K| i

2. On the action bar, click New Gift.

Note: If you make changes to a record and notice your changes are not updated automatically, click Save on
the toolbar before adding any additional information.
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3. From the New Gift screen, select the Gift tab and add the information about Timothy’s gift as shown on
the screen below. For more information about adding a gift record, see “Adding a Cash gift” on page 68.

gNew Gift for Timothy D. Billings

File Edit “iew Git Favorites Tools Help
[, Save and Close - u|§'|§'|ﬂ 1 N|—" ER ||g ?'l&' |
Miscellaneous | Soft Credit | Matching Gitts | Tribute | Attibutes | Split Gift |
‘ Canstiuent: [Tirmothy Eilings ] oo 7
Gift bype: ICash j Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [05,12,/2008 =] v Letter |[reral Thank vou =60  Benefits |
Amourt: lm Receipt: INDt Feceipted =l I =}
Campaigr: IDisaster Relief Campaign jﬁl Receipt amt/no.: |$1,UDEI,EIU ﬂl I
Fund: INaturaI Dizaster Aelief Fund jﬁl
Appeal: I.t’-‘mnual Mewsleter ﬂﬁl
Package: I jﬁl
v Solicitors ||.t’-\||ison Andrews =[]
Pay method: |Persorial Check [ =R Check no./dale: [362 05/10/2006 |
B ark: IFederaI Credit Union x|
|Date added:
| |

Note: While in the gift record, if you ever need to view the batch number a gift was posted through, select
File, Properties on the menu bar. The Batch number appears on the Gift Properties screen.

4. To add Toy World’s matching gift pledge, select the Matching Gifts tab.

ﬁNew Gift for Mr. Timothy David Billings

File Edit ¥iew Gift Favortes Toolz Help
ESaveandClose'| u|§' (&~ | M 4 » M | = =

v Gif_tl W Miscellaneous' Soft Cred

?-

- ||

Tribute | Attributes | v Spit Git |

M-

-55 Sl e T EETE

Matched By | Match Amount | Makch Dake | Fund |
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5. On the action bar, click New Matching Gift. The New Matching Gift screen appears. All fields on the New
Matching Gift screen are disabled until you enter the name of the company donating the matching gift.

Mew Matching Gift for Mr. Timothy David Billings

File Edit “iew Fledge Help
[5ave and Close Y|u )(| 4 )|—"|IQ'| ?'|§'
Matching Gift Company: I ﬂl
| Min Max | Multiplication Factor:
Gift amt Motes:
Annual amt ﬂ
Total amt ;l
v Gift |¢ Miscellaneous | Soft Credit | Tribute | Attibutes | Spit Gift |
Gift type: [ 1155 Plecge 2 | | Il
Gift subtype: I j Reference: I g
Pledged on: IDEH‘I 242000 El Acknowledge: INgtAckngwbdged =l I =]
Fledge amt: |$IJ.DD E Letter || 'l Eerefits |
Campaign; I 'I Nl Receipt: INot Feceipted j I EI
e I v| Nl Receipt amt/no.: |$D.DD EI I
Appeal: I 'I Ml
Package: I 'I Nl

Note: After selecting a company in the Matching Gift Company field, you can open the matching gift
company’s constituent record by selecting Pledge, Go to from the menu bar. When the sub menu appears,
select the name of the matching gift company.
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6.

In the Matching Gift Company field, click the binoculars to search for Toy World, Inc. After you locate and
select Toy World, the name appears in the Matching Gift Company field. After you enter a company name
on the matching gift pledge record, the program disables the Matching Gift Company field and displays
the matching gift factor and limits for Toy World. This information is recorded on the Org 1 tab of Toy
World’s constituent record.

Mew Matching Gift for Timothy D. Billings
File Edit wiew Pledge Help

ESaveandClose-EX|1 }l*'lg'|?'§'
Matching Gift Company: |To_|,l whorld, Ine. Ql I0; 141
| Min Max |Hulliplication Factor: 1000
Gift amt $26.00 $2.,500.00 Motes:
Annual amt £25 00 $12.000,00 T oy world matches gifts for full-time emplo_l,lees;l
' T whio have been with the company for over one
Total amt $25.00 $50,000.00 Vear. ﬂ

v Gift | v Miscellaneous | Soft Credit| Tribute | Atiibutes | St Git |

Gt type: {15 Pledge 2l vaolicars | [atison Ancrews =l&a]
Gift sublype: | j Reference; |Bi||ings, Tirncithy g
Pledged ar: m Acknowledge: INotAcknowledged j I EI
Pledge amt: [$1,000.00 ] leter |[ =] Benefis |

Campaigr: |Disaster Relief Campaion = | #8| Receipt: |hot Receipted =l o
Fund: |Matural Disaster Relief Fund | | @ Receipt amt/no.: [$1,000.00 L] |
Appeal: |Annua| Mewsletter jﬁl
Package: | jﬁl

Note: To change the name of the company donating the matching gift, close this matching gift record without
saving the changes and create a new matching gift record.

7.

In the Pledged on field, the program defaults the date you are adding the matching the gift. You can
change this date by entering a new date in the field or clicking the calendar to select a date. Because
Timothy called on 09/12/2006 to make his pledge, enter this date in the Pledged on field.

In the Pledge amt field, the program defaults a pledge amount calculated by multiplying the amount of
the matched gift by the multiplication factor. Because Timothy Billings’s gift of $1,000 is being matched by
a factor of one, the program enters a default pledge amount of $1,000. Because this is the amount of Toy
World’s check, you do not need to change the default. If the amount the program defaults differs from the
actual amount of the matching gift pledge, change the pledge amount by typing over the default pledge
amount.

When the program calculates the default pledge amount, it does not take into account any information
entered in the Notes box. For example, the program does not adjust the default pledge amount for the
note “The company only matches gifts for employees with three or more years of service.” To adjust the
pledge amount to comply with a note, type over the default pledge amount.

Note: If you split the matched gift among multiple campaigns, funds, appeals, or packages, the program
defaults your selections in the corresponding fields on the matching gift record and disables the Campaign,
Fund, Appeal and Package fields on the matching gift record. You can edit this information on the Soft Credit
tab of the matching gift pledge record. For more information, see “Split Gift Tab” on page 265.

9.

In the Campaign, Fund, Appeal, and Package fields, the program defaults the entries selected in the
corresponding fields on the Gift tab of Timothy’s gift record. You want to designate the matching gift
toward the same campaign, fund, and appeal as Timothy’s gift, so you do not need to change the defaults.
A package was not designated on the appeal record, so one does not default in this example.
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10. In the Solicitors field, the program defaults “Allison Andrews” and calculates the amount of credit she

11.

should receive based on the percentage of credit she received for

Timothy Billing’s gift. Remove the

defaults and credit Nicholas Vincent for the full amount of the matching gift because he is the person in

your organization responsible for locating organizations that matc
crediting solicitors, see “Crediting Solicitors for a Gift” on page 32.

Solicitors Credited for this Gift

Pleaze enter the zalicitars whao should receive credit far this qift.

Gift armourt: $1,000.00 Enter by: (& £ Percent
Solicitar I Amnounk I

|| Micholas vincent $1,000.00
ak | Cancel | Distribute. .. |

Click OK. You return to the New Matching Gift screen.

Mew Matching Gift for Timothy D. Billings

h gifts. For more information about

File Edit wiew Pledge Help

ESaveandCIose-EX|‘ b|—»-@'|?-%§-
Matching Gift Company: |T0_|,| wiorld, Inc., QI ID: 141
| Min Max |Hulliplication Factor: 1000
Gift amt $25.00 $2,500.00 Motes:
Annual amt £25 00 $12.000.00 T oy world matches gifts for full-time emplo_l,lees;l
- who have been with the company for over one
Total amt $25.00 $50,000.00 AT, e

v Gift | v Miscellaneous | Soft Credit| Tribute | Atributes | Solt Git |

Giifk type: | 415 Plecge || v5alicitors IINichoIas Vincent ~[g|
Gift sublype: | j Reference: |Bi||ings, Timathy g
=

Pledged or: IDSH‘I 242008 EII

Acknowledge: INotAcknowledged = I

Plede art: [$1,000.00 | teter |[ ] Benefis |
Campaigr: IDisaster Relief Campaign jﬁl Receipt: INot Feceipted j I EI
Fund: |Natural Disaster Relief Fund jﬁl Receipt amt/na.: |$‘|,DDD_DD ﬂl I
Lppeal: Iﬁnnual Mewsletter jﬁl
Package: I jﬁl

Note: You can delete or change the message that appears in the Reference field as necessary to conform to
any procedures your organization may follow.

12. In the Reference field, the program adds a message to track the constituent who donated the matched

13.

gift. In this case, the program adds the message “Billings, Timothy
In the Acknowledge field, select “Not Acknowledged”. You plan to

”n

generate a thank you letter through

Mail, so you do not need to enter a reference date. Mail can automatically update the Acknowledge field
to Acknowledged and enter the date you print the letter. For more information about generating letters

through Mail, see the Mail Guide.

Note: You can generate a single acknowledgement letter from a gift record using the Microsoft Word icon in
the Letter field. For more information, see “Creating an Acknowledgement Letter from a Gift Record” on
page 101.
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14. In the Letter field, select “Matching Gift Thank You” because you plan to send this mail merge letter to
Toy World. In the Letters option of Configuration, you define the letters that appear in this list. For more
information, see the Configuration chapter of the Configuration & Security Guide.

15. In the Receipt field, select “Not Receipted”. You plan to print receipts through Mail, so you do not need to
enter a reference date. When you print a receipt for this gift in Mail, the program can update the Receipt
field to Receipted and enter the date you print the receipts. For more information about printing receipts
through Mail, see the Mail Guide.

16. In the Receipt amt field, enter the amount $1,000. You do not need to enter a receipt number in the
Receipt no. field because the program can automatically add the receipt number when you print a receipt
for this gift using the Receipts mail task in Mail.

Mew Matching Gift for Timothy D. Billings

File Edit wiew Pledge Help

ESaveandClose-EX|1 }l*'lg'|?'§'
Matching Gift Company: |To_|,l whorld, Ine. Ql I0; 141
| Min Max |Hulliplication Factor: 1000
Gift amt $26.00 $2.,500.00 Motes:
Annual amt £25 00 $12.000,00 T oy world matches gifts for full-time emplo_l,lees;l
' T whio have been with the company for over one
Total amt $25.00 $50,000.00 Vear. ﬂ

v Gift | v Miscellaneous | Soft Credit| Tribute | Atiibutes | St Git |

Gk type: | 465 Fledge | vl ||Nicholas Wincernt =[]
Gift sublupe: | =l Reference: |Bilings, Timathy Js]
Pledged ar: m Acknowledge: INDtAcknowledged j I EI
Pledge amk: |$1,000.00 = Letter | [Matching Git Thank v =] [£

Campaigr: |Disaster Relief Campaion = | #8| Receipt: |hot Receipted =l o
Fund: |Matural Disaster Relief Fund | | @ Receipt amt/no.: [$1,000.00 L] |
Appeal: IAnnuaI Mewsletter jﬁl

Package: | hd I & |
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17. On the toolbar, click Save and Close. You return to the Matching Gifts tab of Timothy Billings’s gift record.

:_aﬂew Gift for Timothy D_ Billings
File Edit “iew Gift Faworites Tools Help

ESaveandClose'| u|§' [&- | W4 k H | -+ '|%'|§'|||ﬁ ?'l&' |
v Gift] Miscellaneous | Soft Credit Matching Gifts | Tribute | Attibutes | Selit Gift ]
|18 New Malching Gt | & Deen
Matched By Match Amount Match Date Fund

Toy World, Inc, $1,000.00 16 Matural Disaster Relief ...

18. To add Timothy’s gift and Toy World’s matching gift pledge to the database, click Save and Close on the
toolbar.

Paying a Matching Gift Pledge

When a matching gift company sends the payment for a matching gift pledge, you need to apply the payment
toward the matching gift pledge to reduce the balance. When you apply a payment toward a matching gift
pledge, the same fields and options are available as when you apply a gift to a pledge. For information about
applying a payment to a pledge, see “Applying a Payment Toward a Pledge” on page 164.

» Paying a single matching gift pledge

Scenario: You received a check for $1,000 from Toy World to pay their matching gift pledge for
Timothy Billings’s gift of $1,000. The check is dated 09/28/2006 and has the number 1560. To pay a
matching gift pledge, you must first create the matching gift pledge from the gift record of the
matched gift. This scenario uses the matching gift pledge created in “Adding a matching gift” on
page 268.

Note: You can add gift annotations to your gift records. For example, if you have a unique constituent that
requires specific gift data entry, you can display a message that says “Please see the Supervisor before
changing information on this gift record.” The message displays when a user opens the constituent record or
the gift record. To add an annotation, open the gift record, and select Edit, Annotate from the menu bar. The
Annotate screen appears. Enter your message in the box. Mark the Display annotation automatically
checkbox and the message appears whenever the record opens.
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1. From Toy World’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry

Guide. The program displays the matching gift pledge in the Gifts grid.

=i Toy World. Inc.
File Edit “iew Constituent Letter Fawvortes Toolz Help

ESaveandElose‘|n|§'@'@'|N 1« H|—’|2'|?E||| ?'|&'|' |

Media I v Actions I Honor/Memarial I Yolunteer I Frozpect I I Ewvents I
v Orgl I w Og2 I v Addresses I + Relationships I v Appeals I HMotes | v Altributes
i & * -

Date Type Fund Amount Balance Reference

0 3 MG Pledge Matural Disaster Relief ... +1,000,00 $1,000,00 Bilings, Timothy
09/14/2004 15 Pledge Building Fund $175.00 $175.00
07/06/2001 M Pledge Matural Disaster Relief .. $100.00 $100.00 Samantha k. Hart
K| i

Note: This message appears when you mark the When adding a gift warn if constituent has outstanding
pledge balances checkbox in Configuration. If you do not receive this message, select Gift, Apply to from the
menu bar. When the sub menu appears, select Pledge. The Apply Gift to Pledge(s) screen appears.

2. On the action bar, click New Gift. The program displays a message.

The Raizer's Edge |
@ Thiz conztituent haz at least one outstanding pledge.

WWhould vou like to apply thiz gift to a pledge?

o |

Note: If you enter the gift amount in the Amount field on the Gift tab before you open the Apply Gift to
Pledge(s) screen, the program automatically defaults the gift amount into the Payment amount field.
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3. Click Yes to apply Toy World’s payment toward the existing matching gift pledge. The Apply Gift to
Pledge(s) screen appears.

Apply Gift to Pledge(s)
Pay outstanding pledges by selecting the pledae you wish to pay and then entering the amaunt to apply.
| Auto-Distibute ™ Show zem amount pledges
Pay? | Date | Type I Fund I Reference |Pledge A, | Pledge Balance | Amount Applied I
¥ | 09/12{2006 MG Pledge  Matural Disa... |Bilings, Timathy 1,000.00 $1,000,00 1,000.00
[T | 09/14/2004 MG Pledge |Buiding Fund $175.00 $175.00
- 07/06/2001 MG Pledge  Matural Disa,.. Samantha k. Hart $100.00 $100.00
K| i
Wiew Inztallments... Load Pledge(s] Fram... |
| &pplied: $1,000.00 |Remairing: $0.00
(1] 8 | Cancel |

4. In the Payment amount field, enter the amount $1,000, which is the amount of the check from Toy
World.

Note: If you click Auto-Distribute without marking the checkbox in the Pay? column for any pledge, the
program distributes the amount entered in the Payment amount field evenly among all pledges. If you mark
multiple checkboxes in the Pay? column, the program distributes the Payment amount evenly among the

selected pledges.
5. In the Pay? column, mark the checkbox in the row containing Toy World’s $1,000 matching gift pledge.

6. Click Auto-Distribute. The program adds the Payment amount to the Amount Applied column for Toy
World’s $1,000 matching gift pledge. You can resize the columns in the grid by clicking the edge of a
column and dragging the column to the width you need. It may be necessary to use the horizontal scroll
bar to view the Amount Applied column.

Apply Gift to Pledge(s)
Pay outstanding pledges by selecting the pledae you wish to pay and then entering the amaunt to apply.
Papment amount: |$1 000,00 Iﬁjl Auto-Distlibutel ™ Show zem amount pledges
Pay? | Date | Type I Fund I Reference |Pledge A, | Pledge Balance | Amount Applied I
¥ | 09/12{2006 MG Pledge  Matural Disa... |Bilings, Timathy 1,000.00 $1,000,00 1,000.00
[T | 09/14/2004 MG Pledge |Buiding Fund $175.00 $175.00
- 07/06/2001 MG Pledge  Matural Disa,.. Samantha k. Hart $100.00 $100.00
K| i
Wiew Inztallments... Load Pledge(s] Fram... |
| &pplied: $1,000.00 |Remairing: $0.00
Cancel |

Note: To edit information entered on the Apply Gift to Pledge(s) screen after you click OK, select Gift, Apply to
from the menu bar. When the sub menu appears, select Pledge. The Apply Gift to Pledge(s) screen appears so

you can make any necessary changes.
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7. Click OK. You return to the Gift tab of Toy World’s gift record. The program defaults the entries selected in

10.

Note:

the Campaign, Fund, Appeal, Package, Solicitors, Reference, and Letter fields on the matching gift pledge
record to the gift record for the pledge payment. You can change these defaults as necessary.

gNew Gift for Toy World, Inc. M= B
File Edit ‘iew Gift Favorites Tool: Help
ESaveandElose'|u|§'@'|K 4 b N|"'|%'|§' |Q|?'|&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Canstituent: IToyWorId,Inc. QI ID: 141
Gilt bype: ICash j Referance: IBiIIings, Tirnathy g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [10/03/2008 =] Letter _|[Matching Gt Th = [6]]  Benefits |
Amount: [§100000 @ Recaipt: [Not Receipted = =
Campaigr: IDisaster Relief Campaign jﬁl Receipt amt/no.: |$1,UDEI,EIU ﬂl I
Furd: INaturaI Dizaster Aelief Fund jﬁl
Appeal: I.t’-‘mnual Mewsletier ﬂﬁl
Package: I jﬁl
v Solicitors ||Nicholas Wincent =[]
Pay method: [Cash 52 |l = mourtbils: [s000 @]
Ref no. /date: I I EI Amount coing: Im
|Date added:
| Press F7 for table lookup |

In the Gift type field, select “Cash” because Toy World paid the pledge with a cash gift.

In the Gift date field, the program defaults today’s date. In this case, it is not necessary to change this
date.

In the Amount field, the program enters the amount you entered in the Payment amount field on the
Apply Gift to Pledge(s) screen. If you change this amount, you need to access the Apply Gift to Pledge(s)
screen to change the amount applied to the matching gift pledge.

You can generate a single acknowledgement letter from a gift record using the Microsoft Word icon in

the Letter field. For more information, see “Creating an Acknowledgement Letter from a Gift Record” on
page 101.

11.

12.

13.

14.

15.

In the Acknowledge field, select “Not Acknowledged”. You plan to generate a thank-you letter through
Mail, so you do not need to enter a reference date. Mail can automatically update the Acknowledge field
to Acknowledged and enter the date you print the letter. For more information about generating
thank-you letters in Mail, see the Mail Guide.

In the Letter field, the program defaults “Matching Gift Thank You” from the matching gift pledge record.
Instead, select “General Thank You” because you want to send this mail merge letter to thank Toy World
in response to their pledge payment. In the Letters option of Configuration, you define the letters that
appear in this list. For more information, see the Configuration chapter of the Configuration & Security
Guide.

In the Receipt field, select “Not Receipted”. You plan to print your receipts through Mail, so you do not
need to enter a reference date. When you print a receipt for this gift in Mail, the program can update the
Receipt field to Receipted and enter the date you print the receipts. For more information about printing
receipts in Mail, see the Mail Guide.

In the Receipt amt field, the amount $1,000 appears automatically. You do not need to enter a receipt
number in the Receipt no. field because the program can automatically add the receipt number when you
print a receipt for this gift in Mail.

In the Pay method field, select “Business Check”.
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16. In the Check no./date fields, enter the check number 1560 and check date 09/28/2006.

% New Gift for Toy World. Inc. M= E3
File Edit “iew Gitt Fawortezr Toolz Help

ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§'

¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt

?-|%- |

‘ Constituent: IToyWorId,Inc:. QI ID: 141

Gift bype: IEaSh Fieference: IBiIIings, Tirnothy

£l
Acknowledge: INomcknowIedged j I EI

Giift date: |1u;u332005 Ell Letter ||g Giift Thank You v- Benefits |
Amount; |$1 000,00 g‘ﬁll FReceipt: INot Receipted =l I =

Campaigr: IDisaster Relief Campaign

L] Ll

Gift subtype: I

Receipt amt/no.: |$1,DDD.DD ﬂl I

Fund: INaturaI Disaster Aelief Fund

|8a]
|8a]
Appeal: |Annual Mewsletter jﬁl
=[]
=[]

Package: I

v Solicitors | INichoIas Yincent

Pay method: [Business Check =l ElErT Check no./date: [1550 05/28/2006 =|
Barik: I =i

|Date added:
| |

17. Click Save and Close on the toolbar. The gift record for Toy World’s matching gift pledge payment is added
to the database and applied toward Toy World’s matching gift pledge.
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» Paying multiple matching gift pledges at the same time

Scenario: Samantha Hart and Nicole Dustin are employees of Toy World. Toy World has a constituent
record in your database and matches gifts donated by employees on a one-to-one ratio. Both
employees donated gifts to support your Annual Campaign. Samantha gave $150 and Nicole gave
$300 for a total of $450. Toy World just sent a single check for $450 to pay both matching gift pledges.
Now you need to create a new gift record for Toy World’s payment and apply it toward Toy World’s

matching gift pledges.

1. From Toy World’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry

Guide.

=i Toy World. Inc.

File Edit “iew Constituent Letter Favortes Tools Help

ESaveandElnse'|n|§'@'@'|“ 4 b u|—’|2'|?E||| ?'|&'|' |

Media I v Actions I Honor/Memarial I Yolunteer I Prospect I ] I Ewvents I
W Orgl I w Org2 I v Addreszes I v Relationships I v Appeals I Motes / W Attributes
i e bt =
Date Type Fund Amount Balance Reference
09/14/2004 MG Pledge Building Fund $175.00 $175.00
07/06/2001 M Pledge Matural Disaster Relief .. $100.00 $100.00 Samantha k. Hart
KN i

Note: This message appears when you mark the When adding a gift warn if constituent has outstanding
pledge balances checkbox in Configuration. If you do not receive this message, select Gift, Apply to from the
menu bar. When the sub menu appears, select Pledge. The Apply Gift to Pledge(s) screen appears.

2. On the action bar, click New Gift. The program displays a message.
The Raizer's Edge |

@ Thiz conztituent haz at least one outstanding pledge.

WWhould vou like to apply thiz gift to a pledge?

Note: Because the Show zero amount pledges checkbox is not marked, Toy World’s fulfilled matching gift

pledges do not appear in the grid on the Apply Gift to Pledge(s) screen.
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3. Click Yes to apply Toy World’s payment toward existing matching gift pledges. The Apply Gift to Pledge(s)
screen appears.

Apply Gift to Pledge(s)
Pay outstanding pledges by selecting the pledae you wish to pay and then entering the amaunt to apply.
Papment amaunt: Im Iﬁjl Auto-Distlibutel ™ Show zem amount pledges
Pay? | Date | Type I Fund I Reference |Pledge A, | Pledge Balance | Amount Applied I
| 08/31/2006 MG Pledge  Matural Disa... Duskin, Micole $300.00 $300.00 $300.00
- 05/31/2006 MG Pledge Matural Disa... Hark, Samantha $150.00 $150.00
[T | 09/14/2004 MG Pledge |Buiding Fund $175,00 $175,00
K| i
Wiew Inztallments... Load Pledge(s] Fram... |
| &pplied: $300.00 |Remairing: $0.00
(1] 8 | Cancel |

4. In the Payment amount field, enter the amount $450, which is the amount of the check from Toy World.

Note: If you click Auto-Distribute without marking the checkbox in the Pay? column for any pledge, the
program distributes the amount entered in the Payment amount field evenly among all pledges. If you mark
multiple checkboxes in the Pay? column, the program distributes the Payment amount evenly among the
selected pledges.

5. In the Pay? column, mark the checkboxes next to the matching gift pledges for Samantha and Nicole.

6. Click Auto-Distribute. The program adds the Payment amount to the Amount Applied column for the
matching gift pledges you are paying. You can resize the columns in the grid by clicking the edge of a
column and dragging the column to the width you need. It may be necessary to use the horizontal scroll
bar to view the Amount Applied column.

Apply Gift to Pledge(s)
Pay outstanding pledges by selecting the pledae you wish to pay and then entering the amaunt to apply.
Papment amount: I$450.UU Iﬁjl Auto-Distlibutel ™ Show zem amount pledges
Pay? | Date | Type I Fund I Reference |Pledge A, | Pledge Balance | Amount Applied I
| 08/31/2006 MG Pledge  Matural Disa... Duskin, Micole $300.00 $300.00 $300.00

2 05/31/2006 MG Pledge Matural Disa... Hark, Samantha $150.00 $150.00 $150.00
i 09/14/2004 MG Pledge |Building Fund $175,00 $175.00

K1 2

Wiew Inztallments... Load Pledge(s] Fram... |

| &pplied: $450.00 |Remairing: $0.00

(1] 8 | Cancel |

Note: To edit the information on the Apply Gift to Pledge(s) screen after you click OK, select Gift, Apply to
from the menu bar. When the sub menu appears, select Pledge. The Apply Gift to Pledge(s) screen appears so
you can make any necessary changes.

7. Click OK to apply the gift to the pledges and return to the Gift tab of Toy World’s gift record. Because you
are paying multiple pledges, the program does not add any defaults to this gift record from the records for

the matching gift pledges you are paying.
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8. On the Gift tab, enter the following information for Toy World’s payment using the same method as any
other gift. For more information, see “Adding a Cash gift” on page 68.

gNew Gift for Toy World, Inc.
File Edit “iew Gift Favortes Tools Help

HE

[, Save and Close - u|§'|§'|ﬂ 1 N|—" ER ||g ?'l&'
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Constituent: [T oy w/orld, Inc. [ R ARE
Gift bype: | Cash =l Reference: | 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [05,15/2008 =] Letter _|[Matching Gt Th = [6]]  Benefits |
Amount: [§45000 @ Receipt: |Not Receipted =l =}
Campaign: |Disaster A elief Campaign =[#] Receipt amt/no.: [$450.00 |
Fund: [Natwral Disaster Relief Fund = [
Appeal: |f-‘mnual Mewslatter ﬂﬁl
Package: I jﬁl
Salicitors || jﬁl
Pay method: |Business Check = =fERT Check no. /date: [1565 09/12/2006 |
Barik: | ——
| Date added:

| Press F7 for table lookup

9. Click Save and Close on the toolbar.
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adjustment record
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reason 93
defined 91
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defined 32
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a pledge write-off 186
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deleting or editing a sale of stock transaction 85
direct debit 52
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E

Editing 85
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an existing amendment 224
interfund entries 117
merge field information from a gift 106
editing a gift record
viewing or editing an existing gift from the gifts
tab of a constituent record 87
viewing or editing an existing gift record from the
records page 88
editing or deleting a sale of stock transaction 85
EFT, defined 195
electronic funds transfer, defined 195
electronic payment method, defined 195
entering the payment method for a recurring gift
211
entering the recurring gift date and amount 209
exceptions, converting pledges to recurring gifts 245

F

factor 248
finder number 56
funds, defined 5, 28

G

General Ledger
gifts, posting 110
General Ledger
interface with The Raiser’s Edge
local 112
network 112
linking to The Raiser’s Edge 111
posting gifts 119
posting gifts from The Raiser’s Edge to The
Financial Edge 125

pre-posting report 119
viewing gifts posting to closed accounting
periods 131
generating transactions with EFT 236
generating transactions without EFT 236
gift
change the word 15
matching 247
posting to General Ledger 110
gift amounts 26
gift dates 26
gift record tabs, defined 25
gift record, defined 5, 22
gift subtypes 25
gift tab
acknowledgement letters 38
additional options for pledges and recurring gifts
50
additional options for stock/property gifts 49
benefits 41
campaigns, funds, appeals, and projects 28
crediting solicitors for a gift 32
defined 25, 260
gift dates and amounts 26
gift types and subtypes 25
opening a campaign, fund, or appeal record 30
opening a solicitor’s constituent record from a
gift record 36
receipts 49
reference 38
selecting the payment method 50
status bar 53
gift types
cash 24
defined 24, 25
gift-in-kind 24
other 24
pledge 24
recurring gift 24
stock/property 24
gift, business rules 15
gift-in-kind, defined 24
gifts
basic gift record, defined 22
matching
adding a matching gift pledge 267
attributes tab 265
factor 248
gift pledge record 259
gift tab 260
gifts tab, defined 258
matched gift 248
matching gift 248
matching gift limits 248
matching gift pledge 248
matching gifts tab 61
miscellaneous tab 261
paying a single matching gift pledge 274
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paying multiple matching gift pledges at the

same time 279
pledge payments tab 267
soft credit tab 262
split gift tab 265
tribute tab 263
pledges
adding a new pledge 159
adjusting a pledge 175
applying a payment toward a pledge 164
defined 139, 142
gift tab 143
globally writing off pledges 187
installments tab 146
overpaying pledges 170
status field options 145
viewing the pledge reminder history 190
writing off pledges 179
recurring
amendments tab 220
attributes tab 216
defined 195, 205
gift tab 209
matching gifts tab 214
miscellaneous tab 212
new recurring gift template 227
soft credit tab 213
transactions 233
transactions tab 217
tribute tab 214
gifts tab on a constituent record 18
gifts-in-kind, adding a gift-in-kind 73
globally writing off pledges 187

installment 139
installments tab 146
interfund entries
adding an entry 116
defined 116
deleting an entry 118
editing an entry 117

L

linking General Ledger to The Raiser’s Edge 111

M

mailing ID 56

marketing segment 56
marketing source code 56
master pledge 139
matched gift 248

matching gift 247
business rules 256
defined 248
matching gift limits 248
matching gift pledge 248
matching gift pledge record 259
matching gifts
adding a matching gift pledge 267
attributes tab 265
factor 248
gift tab 260
gifts tab on a gift record, defined 258
matching gift 248
matching gift limits 248
matching gift pledge 248
miscellaneous tab 261
paying a single matching gift pledge 274
paying multiple matching gift pledges at the
same time 279
pledge payments tab 267
soft credit tab
automatically applying soft credits 263
defined 262
split gift tab 265
tribute tab 263
matching gifts tab 61, 214
miscellaneous tab
coding a gift 54
defined 212, 261

marketing segment and marketing source code

56
notes 57
posting status 56
modifying, see editing

N

navigating
gift records 7
opening an existing gift record from the
donor’s constituent record 10
opening an existing gift record from the
records page 7
toolbar 12
pledges
defined 140
opening a pledge gift record 140
recurring gifts
defined 196
opening a recurring gift 197
navigating, matching gifts 249
new recurring gift template 227
non-electronic payment type 195
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O

opening
gift records
from the donor’s constituent record 10
from the records page 7
pledges 140
recurring gift 197
opening a campaign, fund, or appeal record from
the gift tab 30
opening a solicitor’s constituent record from a gift
record 36
options, additional for pledges and recurring gifts 50
options, additional for stock/property gifts 49
other payment method, defined 24, 52
overpaying pledges 170

P

packages, defined 6
paying a single matching gift pledge 274
paying a skipped transaction 240
paying multiple matching gift pledges at the same
time 279
payment method, electronic 195
payment method, selecting 50
payment type, non-electronic 195
planned giving, defined 24
pledge 24
pledge gift tab 143
pledge payments tab 267
pledges
adding a new pledge 159
adjusting a pledge 174
applying a payment toward a pledge 164
applying a payment for another constituent
168
applying a payment toward a pledge 164
business rules 141
defined 139, 142
gifts tab
scheduling pledge installments 144
sending pledge reminders 144
status field 145
globally writing off pledges 187
installments tab
rescheduling pledges 150
scheduling pledge installments 146
overpaying pledges 170
pledge gift record tabs 143
gift tab 143
installments/payments tab 146
status field options
active 145
completed 145
held 145
terminated 145

viewing the pledge reminder history 190
writing off pledges 179
deleting a pledge write-off 186
editing a pledge write-off 184
writing off a pledge 181
pledges, rescheduling 150
post gifts to General Ledger
defined 119
selecting a post transaction file 132
posting gifts from The Raiser’s Edge to The Financial
Edge 125
pre-posting report, defined 119
projects 28

R

receipting a recurring gift 210
receipts 49
recurring gift 24
recurring gift tab 209
recurring gift template
amendments tab
defined 220
attributes tab 216
converting pledges to recurring gifts 241
defined 195, 205
active status 207
completed status 208
held status 207
terminated status 207
gift tab 209
acknowledging a recurring gift 210
entering the payment method for a recurring
gift 211
entering the recurring gift date and amount
209
receipting a recurring gift 210
selecting the status of a recurring gift 211
sending recurring gift reminders 210
matching gifts tab 214
miscellaneous tab
defined 212
posting a recurring gift to the General Ledger
212
new recurring gift template 227
soft credit tab 213
split gift tab 227
tabs 208
amendments tab 220
attributes tab 216
gift tab 209
matching gifts tab 214
miscellaneous tab 212
soft credit tab 213
split gift tab 227
transactions tab 217
tribute tab 214
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transactions 233
applying a gift record to a recurring gift 233
generating transactions from a batch with
EFT 236
generating transactions from a batch without
EFT 236
skipping a recurring gift transaction 237
unapplying a recurring gift transaction 240
transactions tab
defined 217
scheduling a recurring gift 218
tribute tab 214
reference 38
removing
a letter from a gift 108
rename gift 15
rescheduling pledges 150
running the pre-posting report 119

S

scheduling a recurring gift 218
scheduling pledge installments 144, 146
selecting a post transaction file 132
selecting the payment method 50

cash 50

check 50

credit card 51

direct debit 52

other 52
selecting the status of a recurring gift 211
selling a stock/property gift 81
sending pledge reminders 144
sending recurring gift reminders 210
skipping a recurring gift transaction 237
soft credit tab

adding a soft credit to a gift record 58

defined 58, 213, 262
split gift tab

defined 64, 265

splitting a gift between two funds 64
splitting a gift between two funds 64
status bar 53
status field 145
status for a recurring gift

active 195, 207

completed 196, 208

held 195, 207

terminated 196, 207
status for pledges

active 145

completed 145

held 145

terminated 145
stock/property 24
stock/property gifts

adding a stock/property gift 77

defined 76
editing or deleting a sale of stock transaction 85
selling a stock/property gift 81

T

template, recurring gift 195
transactions
recurring gifts 233
applying a gift to a recurring gift 233
defined 196
generating transactions with EFT 236
generating transactions without EFT 236
skipping a recurring gift transaction 237
unapplying a recurring gift transaction 240
transactions tab 217
transactions, recurring gift 233
tribute tab 61, 214, 263

U

unapplying a recurring gift transaction 240
user options, defining 13

V

variance, defined 196

viewing
an existing amendment 224

viewing an existing gift from the gifts tab of a
constituent record 87

viewing an existing gift record from the records
page 88

viewing gifts posting to closed accounting periods
131

viewing the pledge reminder history 190

W

writing off pledges
defined 179
deleting a pledge write-off 186
editing a pledge write-off 184
globally 187
writing off a pledge 181
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