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chapter iii

What Is In This Guide?

In the Tribute Gifts Guide, you learn to add, edit, and delete tribute gift records. You can learn about the
following.

¢ “Honor/Memorial Tab on a Constituent Record” on page 4

e “Tribute Tab on a Gift Record” on page 4

e “Editing tribute information entered on a gift record” on page 17

¢ “Deleting tribute information from a gift in a gift batch” on page 22

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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With Honor/Memorial Tracking, you can track detailed information about donations given in honor, memory, or
celebration of an individual or organization. When you have Honor/Memorial Tracking, the Honor/Memorial tab
appears on all constituent records and the Tribute tab appears on all gift records. From the Honor/Memorial tab
of a constituent record, you can designate a constituent as an honor/memorial, set up tributes for an
honor/memorial constituent, and view gifts donated to a tribute. For more information about the
Honor/Memorial tab of a constituent record, see the Tribute Data Entry Guide.

From the Tribute tab of a gift record, you can select the tributes to which a gift should be designated. For
example, your organization is a church and William Hodges, a member of your congregation, is being honored on
his 80th birthday. You can set up a tribute for William Hodges on the Honor/Memorial tab of his constituent
record. When you receive gifts on behalf of William Hodges, you must create a gift record for each constituent
who donates a gift. On the Tribute tab of each gift record, you can designate the gift to William Hodges’ tribute.

After you designate a gift to a tribute, you can easily view all gifts donated to the tribute from the constituent
record of the individual or organization being honored, memorialized, or celebrated. You can also produce many
tribute reports and summaries to track honor/memaorial gifts. You can print lists of contributors, produce
directories of honor/memorials, print gift reports detailing all donations made for a tribute, and print a summary
for a specific tribute. For more information about these reports, see the Reports Guide.

Frequently Used Terms

This section defines words and phrases you need to know as you work with Honor/Memorial Tracking. 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.

Acknowledgee. An acknowledgee is a family member, friend, associate, or honoree that should be notified or
thanked when a gift is donated to honor, memorialize, or celebrate an honor/memorial constituent. For
example, you create a tribute honoring William Smith on his 50th birthday. William Smith and his wife
Margaret want to know when gifts are donated to the tribute so they can thank their friends personally.
William and Margaret Smith are the acknowledgees for the tribute. An acknowledgee does not have to be a
constituent in your database, but must be a relationship of the honoree.

Honor/memorial (honoree). An honor/memorial is a constituent who is being honored, memorialized, or
celebrated by gifts donated to your organization. For example, Rebecca Lawrence has passed away and her
family requests that your organization receive gifts on her behalf. To receive gifts on Rebecca’s behalf, you
need to designate Rebecca Lawrence as an honor/memorial on her constituent record. For more information
about designating a constituent as an honor/memorial, see the Tribute Data Entry Guide.

Note: Organization constituents can also be an honor/memorial.

When you designate a constituent as an honor/memorial, the constituent is now an honoree in your
database. You can refer to the constituent as an honor/memorial or as the honoree receiving gifts.

Tribute. A tribute explains the reason why you are honoring, memorializing, or celebrating a constituent. For
example, Jane McBeth is participating in a walk-a-thon to support your organization. Many of her friends are
donating gifts to your organization to support Jane’s participation in the walk-a-thon. On Jane’s constituent
record, you can create a tribute “in support of” Jane’s efforts so you can record the gifts received on her
behalf. For more information about creating a tribute, see the Tribute Data Entry Guide.
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Navigating in Gifts

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.

From the Gifts page, you can create new gift records for gift types of Cash, Pledge, Gift-in-Kind, Stock/Property,
Recurring Gift, Planned Gift (if you use PlannedGiftTracker), and Other. When you use Honor/Memorial Tracking,
the Tribute tab appears on each gift record so you can designate a gift to a particular tribute. From the Gifts page,
you can also open existing 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 Edt Wiew Go Favorites Tools Help

4 Back » Forward| Open in geparate window

o

\FIH" Home
-

Constituents = |

ﬁfﬁ; o | Gifts

Actiors

2
e Campaighs

= Expont Funds E% Mew Gt IF Cpen a Gift
Appeals
temberships

Jobs
Evaie Recently Accessed Records Quick Find

04/25/2007 Cash $575.00 - David M, Korbin I ﬁ
1071772007 Cash $500.00 - Roger B, Langley
01/19j2007 Cash $5,000.00 - Roger B, Langley
11f23f2007 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
08/02/2002 Pay-Cash $100.00 - David M. Korbin
02f18/2007 Cash $250.00 - David M, Korbin
01/13j2006 Cash $450.00 - Robert C, Hernandez
12012006 Planned Gift $2,500,000,00 - Robert C,
Hernandez

E

‘welcome to The Raiser's Edge 7 4

The Gifts page 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 Tribute Gift Record

After you create a gift record for a tribute gift, you can open the gift record from the Records page or the Gifts tab
of the donor’s constituent record the same way you open any other type of gift record. For more information
about opening a gift record from the Records page, see the Gift Record chapter of the Gift Records Guide. 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.
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Honor/Memorial Tab on a Constituent Record

Warning: Before you can add honor/memorial gifts, you must set up a tribute on the Honor/Memorial tab of a
constituent record for the individual or organization being honored, memorialized, or celebrated. For more
information about setting up a tribute, see the Tribute Data Entry Guide.

When you use Honor/Memorial Tracking, the Honor/Memorial tab appears on each constituent record. From this
tab, you can designate a constituent as an honor/memorial and set up tributes for this constituent. A tribute
explains the reason why you are honoring, memorializing, or celebrating the constituent. For example, you can
set up a tribute celebrating a constituent’s birthday or honoring a constituent on an anniversary.

Tribute for Kathleen R. Bently Ed I

File Edit Tribute Help
ESaveandElose*|n 'X| q }|| ? - ‘

Tribute type: IIn Hanar of | Date from: IEIEr'EIBr?DEIT |
Dezcription: ITeacher of the Year Date ba: IUE."D3."2|I|3 |

Default Fund: |2DUS Annual Fund - I nl

Mates: |E stablizhed by the school where she worked for almost 30 pears - Keheley Elementary S chool. ;I

[ -
Acknowledgees
harme Relationship I Reciprocal I Letter I
Kathleen R. Bently self self
v HonorMemaorial iz an acknowledges ¥ Gifts may be aiven to this bibute + Gift Details |

The grid on the Honor/Memorial tab displays all tributes created for the constituent. For more information about
designating constituents as honor/memorials and setting up tributes, see the Tribute Data Entry Guide.

Tribute Tab on a Gift Record

From the Tribute tab of a gift record, you can designate a gift to any existing active tribute in the database. For
example, your organization supports cancer research. Orla McGrann, one of your constituents, is battling cancer.
Orla’s friends want to give money to your organization on her behalf to support cancer research. On the
Honor/Memorial tab of Orla McGrann’s constituent record, you must mark the Constituent is an
honor/memorial checkbox and set up a tribute.

Warning: When setting up a tribute, you must mark the Gifts may be given to this tribute checkbox if you
want to receive gifts on behalf of the honor/memorial constituent.
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When you receive a gift on behalf of Orla McGrann, you need to create a gift record on the donor’s constituent
record as you would for any other gift. For more information about creating a gift record, see the Gift Record
chapter of the Gift Record Guide. After you create a gift record, select the Tribute tab.

ﬁﬁi[t for Autumn L. Compton HE E
File Edit “iew Gift Faveortes Tool: Help
[ save and Close - U|§'@'|N 1 b N|—"®' §'|| ? - B ‘
w Git| v Miscellaneous | Soft Credit | Matching Gifts  Tribute |Attribgtes| Split Gift |
& i Pt
Honor/Memorial Mame  # Tribute Description Tribute Type Acknowledge

Orla Mc@rann In Support OF In Support of Orla's.., In Support OF Mok Acknowledged

From this tab, you can select the tributes to which the gift was donated. For example, you can designate the gift
toward the tribute supporting Orla McGrann’s battle against cancer. The grid displays all tributes to which you
have currently designated the gift. You can open the tributes in the grid to view the acknowledgees you should
notify about this gift.

If you are entering tribute gifts through a gift batch, you can also designate a gift to any existing tribute in the
database. To enter tribute information for a gift, select Gift, Tribute from the menu bar on the Data Entry screen
of the gift batch. The Tributes screen appears.

Tributes for Melanie Taylor |
i L P
HonorMemarial Mame Tribuke Descripkion Tribute Type Acknowy

Max Taylar In Honor Of Our Father's S0tR B. .. In Honor OF Mok Acknowl

[« | A

This screen has the same options available as the Tribute tab of a gift record.
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Adding an Honor/Memorial Gift

When you receive a gift donated to a specific tribute, you need to create a gift record for the gift, just as you
would for any other gift you receive. You can create a gift record from the Gifts page or the Gifts tab of a donor’s
constituent record. You can also create a gift record using a gift batch. If you create a gift record from the Gifts
page or the Gifts tab of the donor’s constituent record, you can use the Tribute tab to select the specific tribute to
which the gift should be designated. If you create a gift record using a gift batch, you can use the Tributes screen
to select the specific tribute to which the gift should be designated. To access the Tributes screen, select Gift,
Tribute from the menu bar of the Data Entry screen when your cursor is in the row of a gift for which you want to
add tribute information.

Any type of gift can be designated to an existing tribute. For example, your organization is a school and you are
building a new addition. This addition will contain a computer lab honoring Dr. Harry T. Anderson’s lifetime
achievement in the area of computer science. You can create a tribute honoring Dr. Anderson and specify that all
gifts donated to this tribute benefit the new computer lab. Frank Shelton, an alumnus, decides to donate 10 new
computers to the lab. On the Tribute tab of Frank Shelton’s gift record, you can specify that this gift-in-kind of 10
computers be designated toward Dr. Anderson’s tribute.

Although gifts are donated to specific tributes, you must still assign the gift to a campaign, fund, and appeal so
you can track the financial progress of your fundraising efforts. When you raise money for the new addition of
your school, you can create a campaign called “New Addition” and a fund called “Computer Lab”.

Before you can designate gifts to a tribute, you must:

U Mark the Constituent is an honor/memorial checkbox on the Honor/Memorial tab of the honor/memorial’s
constituent record.

U Create a tribute for the honor/memorial constituent.
L Mark the Gifts may be given to this tribute checkbox for the tribute.

For more information about adding new tributes, editing existing tributes, and deleting existing tributes from the
Honor/Memorial tab of a constituent record, see the Tribute Data Entry Guide.

» Adding an honor/memorial gift from the Gifts tab of the donor’s constituent record

Before you can add honor/memorial gifts, you must designate the constituent as an honor/memorial and set
up the tribute on the constituent record of the honor/memorial constituent. Also, you must mark the Gifts
may be given to this tribute checkbox when you set up the tribute. For more information about setting up a
tribute, see the Tribute Data Entry Guide.

Scenario: Melanie Taylor, Max and Michelle Taylor’s daughter, just donated $1,000 to your
organization in honor of her parents’ 25th wedding anniversary. Add Melanie’s gift to your database
and designate the gift to the tribute you created for Max and Michelle. Before you receive gifts on
behalf of an honor/memorial constituent, you need to set up a tribute. For information about setting
up this tribute, see the Tribute Data Entry Guide.

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 Melanie Taylor’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.

<= Melanie Taylor M= E
File Edit “iew Constituent Letter Fawvortes Toolz Help
ESaveandElose‘|n|§'@'@'|N 1 b H|—’|2'|?E||| ?'|&'|'
v Attibutes | Media I v Actions I Honar/temarial I Wolunteer I v Prozpect I v Membership I Ewents |
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes
i x| b -
Date Type Fund Amount Balance Reference
11/14/2006 2006 Annual Fund $150.00
03/08/2005 Cash Matural Disaster Relief .. $500,00
11/14/2004 Cash Acquisition Fund $100.00
K| i

2. On the action bar, click New Gift. The New Gift screen appears.

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 Melanie’s gift as shown on

the screen below. For more information about adding a gift record, see the Gift Record chapter of the Gift
Records Guide.

¥ Mew Gilt for Melanie Taylor MmE B3
Fie Edit View Gift Favoites Took Help
[, Save and Close - u|§'|§'|ﬂ 1 N|—" ER ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Constituent: [ielanie Taylor #1157
Gift bype: | Cash =l Reference: | 2
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [05,17,/2005 =] v Letier |[Tbutsiick =60 Benefis |
Amount: [§100000 @ Receipt: |Not Receipted =l =}
Campaign: [Annuial Campaign =|sa| Rieceipt amt/no.: [$1,000.00 = |
Fund: |2005 Annuial Fund =]
Appeal: IDirect tailing ﬂﬁl
Package: I jﬁl
Salicitors || jﬁl
Pay methad: |Credit Card =| CIEFT? Card no.fexp.; [====== 5933 | =]
Cardityps: [visa - duth code: [
Cardhalder: IMeIanie Taylor
| Date added:
| |

Tip: To save time entering a gift, on the Honor/Memorial tab of a tribute record, select a fund in the Default
Fund field. When you add a gift from a donor, go directly to the Tribute tab of a new gift record. After you

select the tribute name, the fund defaults automatically from the tribute record to the Fund field on the Gift
tab of the gift record.

4. Select the Tribute tab.

!B Hew Gift for Melanie Taplor M= =
File Edit “iew Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§'|ﬂ a0 N|—" R ||g ?'l&' |

v Gift] Miscellaneous | Soft Credit | Matching Gift

| Atributes | Spl Gitt |

% Sl | ErT A ELET

Honor/Memorial Mame \‘I Tribute | Description I Tribute Type Acknowledge
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5. Onthe action bar, click New Tribute to designate this gift to the tribute honoring Max and Michelle’s 25th
wedding anniversary. The New Tribute Gift screen appears.

Mew Tribute Gift For Migs Melanie Taylor
File Edit Trbute Help

E]Saveandclosev|u X| L] )|"'|I§' ?'|§"
Hanar/Memorial: | ﬁl
Tribute: I vlﬁl
Tribute Type: I j
Acknowledge: INotAcknowledged 'l
Acknowledgees
Ackn? | Marne | Relationship Reciprocal | Lekker Acknowledged On

Warning: On occasion, a tribute may be applicable to more than one constituent in the database. For
example, Max and Michelle Taylor are both constituents in your database. However, the tribute should be
entered on only one constituent record.

6. Inthe Honor/Memorial field, click the binoculars to search for Max Taylor, who is the constituent being
honored. You are searching for Max Taylor because the tribute was entered on the Honor/Memorial tab
of his constituent record. The Open screen appears.

i, Open

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

&

Sl Open

Cancel

) dadd New
Find Congtituents that meet these criteria;
Options
Last/Org namme; I - Address lines: I j
First Mamne: I j City: I j
Constituent 10 I j State: I j b it (it
SSN:I j Z|P3| j Mew Search
Membership 1D: I j Class of: I j Previous Search
Bank acct. no.: I j Credit card no.: I j

[V Constituertt is an honor/memarial
[ Display inactive constituents [T Check spouse name [ Exact match only ™| Chieck ricknams
[ Display deceased constituents [ Chieck dliases ™| Gheck contast name Ewpand Results

fARRE BE

7. Inthe Last/Org name field, enter “Taylor”.
8. Click Find Now.

On the Open screen, you can enter the first few letters or characters in the Find Constituents that meet
these criteria fields if you do not know the correct spelling or number. For detailed information on how to
use these fields, see the Program Basics chapter of the Program Basics Guide.
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Note: If a record does not appear on the Open screen when you search for an honor/memorial, mark the
Constituent is an honor/memorial checkbox on the Honor/Memorial tab of the constituent record. For more

information about marking a constituent as an honor/memorial, see the Tribute Data Entry Guide.
9. In the Results grid, highlight Max Taylor.

i, Open

Find: IConstituent

-

Address Black

Search using queny: |<Default>

Constituent Mare City, State Constituent ID Sl Open

urgh, PA

Cancel

" Add New
Find Constituents that meet these criteria;
Optiong
Last/Org name: IT aplor j Address lines: I j
First Mame: I j City: I j
Constituent 1D: I ﬂ State: I j o B s
55N =] 2P| = Mew Search
tembership ID:I j Class of:l j [ R —.
Bamk acct. no.: I j Credit card no.: I j

¥ Constituertt is an honor/memarial
[~ Check spouze name [ | Exact match anly
™| Gheck contact name

v Display inactive constituents [T Gheck nickname

[T Display deceased constituents [~ Check alizses Expand Results

[ AHREBE b

10. Click Open. Max Taylor’s name appears in the Honor/Memorial field. All defaults from the tribute entered
on the Honor/Memorial tab of Max Taylor’s constituent record appear on the New Gift Tribute screen.

Mew Tnbute Gift For Mizss Melanie Taylor E
File Edit Tribute Help
ESaveandElose'|u )(| 4 }|—P'||g'|?'|@' ‘
Honor/Memarial: IMa:-c T aplor ﬁl D: 77
Tribute: |In Howar Of v|‘>ﬁ| Crescription: Max and Michells's 25th Wedding Anniversary
Tribute Type: IIn Homnor Of j
Acknowledge: INotAcknowledged Yl
Acknowledgees

Mame Letker

Ackn?l I Relationship Reciprocal I Acknowledged On

¥ Melanie Tavlor Daughter Father Tribuke Ack
W Max Tavlor Self Self Tribuke Ack,
M Michelle Taylor Spouse Spouse Tribute Ack

| Press F7 far table lookup

Warning: Although you can add a new tribute by clicking the button in the Tribute field, we recommend
adding a new tribute from the honor/memorial’s constituent record so a duplicate tribute is not created. For
more information about setting up a tribute, see the Tribute Data Entry Guide.

11. After you enter Max Taylor in the Honor/Memorial field, “In Honor Of” defaults in the Tribute field.
Because this is the tribute to which Melanie’s gift should be designated, you do not need to change this
entry.
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12.

13.

14.

After you select the tribute, the tribute description displays next to the Tribute field. The Acknowledgees
grid lists the acknowledgees entered on the tribute honoring Max and Michelle Taylor. For more
information about adding acknowlegdees to a tribute, see the Tribute Data Entry Guide.

In the Tribute Type field, enter “For the Anniversary Of”, which is the specific reason why Melanie is
donating the gift.

In the Acknowledge field, you can leave the default, “Not Acknowledged”, to indicate you have not sent
letters to the honor/memorial acknowledgees. You can also select Acknowledged or Do Not
Acknowledge. For example, if you already created handwritten thank you letters to notify the
acknowlegdees that Melanie donated a gift to this tribute, select “Acknowledged” in the Acknowledge

field.

In the Acknowledgees grid, leave the checkboxes in the Ackn? column next to Max and Michelle marked
to indicate you want to notify them that their daughter, Melanie, donated a gift. Melanie Taylor appears
in the Acknowledgees grid because she is entered in the Acknowledgees grid for the tribute entered on
Max Taylor’s constituent record. Because Melanie donated this gift, unmark the checkbox in the Ackn?
column next to her name. You can track whether Melanie has been acknowledged for this gift in the
Acknowledge field on the Gift tab of her gift record.

Mew Tnbute Gift For Mizss Melanie Taylor E

File Edit Tribute Help

ESaveandElose'|u )(| 4 | —pv||g|| ?v|§-

Honor/Memarial: IMa:-c T aplor

ﬁl ID: 77

Tribte: |In Harar Of

v|‘>ﬁ| Description; Max and Michelle's 25th Wedding Anniversany

Tribute Type: IFDI the Anniverzam OF j
Acknowledge: I Mot Acknowledged = l
Acknowledgees
kn? | Mame: I Relationship Reciprocal I Letker Acknowledged On
Melanie Taylor Daughter Father Tribuke Ack.
W Max Tavlor Self Self Tribuke Ack,
M Michelle Taylor Spouse Spouse Tribute Ack
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15. Click Save and Close on the toolbar. You return to the Tribute tab on Melanie’s gift record. The
honor/memorial appears in the grid.

gNew Gift for Melanie Taplor M= B3
File Edit “iew Gift Favortes Tools Help

ESaveandElose'|U|§'@'|" « N|_"||%'|§'

SRR |
v Gift] Miscellaneous | Soft Credit| Matching Gifts Tribute | Attibutes | Selt Git ]
i e x
Honor/Memorial Mame  # Tribute Description Tribute Type Acknowledge
Max Taylor In Honor Of

Our Father's SOth B. .. For the Annivers

y OF Mot Acknowledged

16. To save and close Melanie’s gift record, click Save and Close on the toolbar.

Adding an honor/memorial gift to a gift batch

Before you can add honor/memorial gifts, you must designate the constituent as an honor/memorial and set
up the tribute on the constituent record of the honor/memorial constituent. Also, you must mark the Gifts

may be given to this tribute checkbox when you set up the tribute. For more information about setting up a
tribute, see the Tribute Data Entry Guide.

Scenario: Melanie Taylor, Max and Michelle Taylor’s daughter, donated $1,000 to your organization in
honor of her parents’ 25th wedding anniversary. Add Melanie’s gift to your database and designate
the gift to the tribute you created for Max and Michelle. Before you receive gifts on behalf of an

honor/memorial constituent, you need to set up a tribute. For more information about setting up
tributes, see the Tribute Data Entry Guide.

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 a gift batch, add a gift of $1,000 for Melanie Taylor as shown on the screen below. For more
information about setting up a gift batch and entering gifts into the batch, see the Batch Guide.

¥ Batch 39 =] E3
File Edit Yiew Gift Constituent Favorites Tools Help
Bisaveandtose~ |l 4 S-R|[¥|p o/ memAED- (s B- 0]~ =z
Date I Campaign I Type I Fund I Appeal I GL post date I |
05/17/2005 Annual Campaign | Cash 2005 Annual Fund  Millennium Direct ... |05/17/2005 ;
k1| 2
| Feady. |— | Funning Tatal: $0.00 5

2. With your cursor in the row of the batch containing Melanie’s gift, select Gift, Tribute from the menu bar.
The Tribute screen appears.

Tributes for Melanie Taplor

& Sl RErT e e e
HonorfMemnarial Mame 7 | Tribute | Deescription I Tribute Type I Acknow

KI 2

Tip: To save time entering a gift, on the Honor/Memorial tab of a tribute record, select a fund in the Default
Fund field. When you add a gift from a donor in Batch, first click Tribute on the toolbar. On the New Tribute
screen in the Honor/Memorial field, select the name of the tribute and save the information. The fund defaults
automatically from the tribute record to the Fund column in the batch row.
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3. On the toolbar, click New Tribute. The New Tribute Gift screen appears.

Mew Tribute Gift for Mizz Melanie Taplor
File Edit Trbute Help
ESaveandCIose'|u )(| | b|-"||§' ?'|§' ‘
Hanor/Memarial I ﬁl
Tribute: I 'lﬁl
Trbute Type: I ﬂ
Aucknowledge; INotAcknowledged "I
Acknowledgees
Ackn? | Tame I Relationship Reciprocal Letter Acknowledged On

Warning: On occasion, a tribute may be applicable to more than one constituent in the database. For

example, Max and Michelle Taylor are both constituents in your database. However, the tribute should be
entered on only one constituent record.

4. In the Honor/Memorial field, click the binoculars to search for Max Taylor who is the constituent being
honored. You are searching for Max Taylor because the tribute was entered on the Honor/Memorial tab
of his constituent record and a gift was given in his honor. The Open screen appears.

i, Open

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

&

Sl e

Cancel

) dadd New
Find Congtituents that meet these criteria;
Options
Last/Org namme; I - Address lines: I j
First Mamne: I j City: I j
Constituent 10 I j State: I j b it (it
SSN:I j Z|P3| j Mew Search
Membership 1D: I j Class of: I j Previous Search
Bank acct. no.: I j Credit card no.: I j

[V Constituertt is an honor/memarial
[ Display inactive constituents [T Check spouse name [ Exact match only ™| Chieck ricknams
[ Display deceased constituents [ Chieck dliases ™| Gheck contast name Ewpand Results

fARRE BE

Note: On the Open screen, you can enter the first few letters or characters in the Find Constituents that meet
these criteria fields if you do not know the correct spelling or number. For detailed information on how to use
these fields, see the Program Basics chapter of the Program Basics Guide.

5. In the Last/Org name field, enter “Taylor”.

6. Click Find Now.
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7.

In the Results grid, highlight Max Taylor. Click Open. Max Taylor’s name appears in the Honor/Memorial
field. All defaults from the tribute entered on the Honor/Memorial tab of Max Taylor’s constituent record
appear on the New Tribute Gift screen.

Mew Tribute Gift For Migs Melanie Taylor

File Edit Trbute Help
[ 5ave and Close - | [ X| 4 )|—bv gl?v|§v
Honar/Memorial; |MaH Taylor ﬁl 1D: 77
Tribute: Iln Honor Of vliﬁl Descriphion: Max and Michelle's 25th Wedding Anniversary
Tribute Type: Iln Honor Of ﬂ
Acknowledge: INotAcknowIedged 'l
Acknowledgees
Ackn? | Tame | Relationship Reciprocal | Letter Acknowledged On
¥ Melanie Tavlor Daughter Father Tribute Ack
M Max Tawlor Self Self Tribute Ack.
¥ Michelle Taylor Spouse Spouse Tribute Ack
| Press F7 for table lookup

Warning: Although you can add a new tribute by clicking the button in the Tribute field, we recommend
adding a new tribute from the honor/memorial’s constituent record so a duplicate tribute is not created. For
more information about setting up a tribute, see the Tribute Data Entry Guide.

8.

10.

After you enter Max Taylor in the Honor/Memorial field, “In Honor Of” defaults in the Tribute field.
Because this is the tribute to which Melanie’s gift should be designated, you do not need to change this
entry.

After you select the tribute, the tribute description displays next to the Tribute field. The Acknowledgees
grid lists the acknowledgees entered on the tribute honoring Max and Michelle Taylor. For more
information about adding acknowlegdees to a tribute, see the Tribute Data Entry Guide.

In the Tribute Type field, enter “For the Anniversary Of”, which is the specific reason why Melanie is
donating the gift.

In the Acknowledge field, leave the default, “Not Acknowledged”, to indicate you have not sent letters to
the honor/memorial acknowledgees. You can also select Acknowledged or Do Not Acknowledge. For
example, if you already created handwritten thank you letters to notify the acknowlegdees that Melanie
donated a gift to this tribute, select “Acknowledged” in the Acknowledge field.
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11. In the Acknowledgees grid, make sure the checkboxes in the Ackn? column next to Max and Michelle are
marked to indicate you want to notify them that their daughter Melanie donated a gift. Melanie Taylor
appears in the Acknowledgees grid because she is entered in the Acknowledgees grid for the tribute
entered on Max Taylor’s constituent record. Because Melanie donated this gift, unmark the checkbox in
the Ackn? column next to her name. You can track whether Melanie has been acknowledged for this gift

in the Acknowledge field on the Gift tab of her gift record.

Mew Tnbute Gift For Mizss Melanie Taylor E

File Edit Tribute Help

ESaveandElose'|u )(| 4 » | —pv||g|| ?v|§-

Honor/Memarial: IMa:-c T aplor ﬁl D: 77
Tribute: |In Howar Of v|‘>ﬁ| Crescription: Max and Michells's 25th Wedding Anniversary
Tribute Type: IFDI the Anniverzam OF j
Acknowledge: I Mot Acknowledged = l
Acknowledgees
; | Mame: I Relationship Reciprocal I Letker Acknowledged On
Melanie Taylor Daughter Father Tribuke Ack.
W Max Tavlor Self Self Tribuke Ack,
M Michelle Taylor Spouse Spouse Tribute Ack

12. Click Save and Close on the toolbar. You return to the Tributes screen. Max Taylor’s tribute appears in the

grid.
Tributes for Melanie Taplor
& led =
HonorfMemorial Name 4 Tribute Description Tribute Type Acknow

In Homar OF

Max Taylar

Our Father's S0th B. .. In Honaor OF

K

Mok Ackrowl

13. To close the Tributes screen, click Close on the action bar.
14. Click Save and Close on the toolbar to save and close the gift batch.

15. To add this gift record to the database, you need to commit the gift batch. For more information about

committing a gift batch, see the Batch Guide.
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Editing a Tribute

After you add an honor/memorial gift, there may be instances when you need to edit the tribute associated with
the gift. For example, Phyllis Yang donates a gift to your organization in honor of Max and Michelle Taylor’s 25th
wedding anniversary. After you add Phyllis’s gift, Bethany Taylor, Max and Michelle’s other daughter, calls and
requests to be notified when gifts are donated to her parents’ tribute. You first need to add Bethany to the
Acknowledgees grid for the tribute entered on the Honor/Memorial tab of Max Taylor’s constituent record.
When you next open Phyllis’s gift record, Bethany is listed as an acknowledgee from the Tribute tab. You can edit
this tribute by marking the Ackn? checkbox for Bethany.

Any changes you make to the tribute entered on the Tribute tab of a gift record do not affect the original tribute
created from the Honor/Memorial tab of a constituent record. For example, if you change this information
entered in the Tribute Type field on a gift record, the program does not update this information in the Tribute
Type field on a Tribute entered on the Honor/Memorial tab of a constituent record.

If you add a tribute gift from a gift batch, you can edit the information entered in the gift batch if you have not yet
committed the gift batch to the database. After you commit the gift batch to the database, you can edit the
tribute information from the Tribute tab of the gift record. This section explains both methods editing tribute
information for a gift.

» Editing tribute information entered on a gift record

You can use this procedure to edit tribute information entered on an existing gift record. If you added tribute
information to a gift using a gift batch, you must first commit the gift batch to the database before you can
edit the gift record. If you have not committed the batch to the database, you can also edit tribute
information from a gift batch. For more information, see “Editing tribute information entered in a gift batch”
on page 18.

1. From a gift record, select the Tribute tab. For more information about opening a gift record, see the Gift
Record chapter of the Gift Records Guide.

% New Gift for Melanie Taylor M= E3
File Edit “iew Gift Faworites Tools Help

ESaveandClose'| u|§' (&~ | M 4 » M | -+ '||%'|§'||Ig'
v Gift| Miscellaneous | Soft Credit| Matching Gits Tribute | Attibutes | Split Gift ]

| New Trbute | & Open

Honor/Memarial Mame ~— # Tribute Descripkion Tribute Type Acknowledge

?-|%- |

Max Taylor In Homor OF Qur Father's S0th B... For the Anniversary OF Mot Acknowledged

2. Inthe Tribute grid, highlight the tribute you want to edit.
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3. On the action bar, click Open. The Tribute screen appears.

Mew Tnbute Gift For Mizss Melanie Taylor E

File Edit Tribute Help

ESaveandElose'|u )(| 4 » | —bv||g'| ?.|§. ‘

Honor/Memarial: IMa:-c T aplor ﬁl D: 77
Tribute: |In Howar Of v|‘>ﬁ| Crescription: Max and Michells's 25th Wedding Anniversary
Tribute Type: IFDI the Anniverzam OF j

Acknowledge: I Mot Acknowledged = l

Acknowledgees
Ackn? | Mame: I Relationship Reciprocal I Letker Acknowledged On
Melanie Taylor Daughter Father Tribuke Ack.
W Max Tavlor Self Self Tribuke Ack,
M Michelle Taylor Spouse Spouse Tribute Ack

4. You can edit any information in the Tribute Type field, Acknowledge field, or Acknowledgees grid. If you
need to change the entries in the Honor/Memorial or Tribute fields, you need to delete the tribute
entered on the gift record and add a new tribute.

5. When you finish editing the tribute, click Save and Close on the toolbar to save the tribute for this gift and
return to the Tribute tab of the gift record.

6. Click Save and Close on the toolbar to save the changes and close the gift record.

» Editing tribute information entered in a gift batch

You can use this procedure to edit the tribute information for a gift entered in a gift batch if the gift batch has
not yet been committed to the database. If you committed the batch to the database, you can edit the tribute
information from the gift record. For more information, see “Editing tribute information entered on a gift
record” on page 17.

1. Open the gift batch containing the gift with the tribute information you want to edit. For more
information about opening a gift batch, see the Batch Guide.

£% Batch 39 H[=]

File Edit Yiew Gift Constituent Favorites Tools Help
E]Saveandtlose'|u - |§'|ﬁ'|| @ m|. o EE | %'|ﬁ n' - | = ||“

Date I Campaign I Type I Fund I Appeal I GL post date I
05/17/2005 Annual Campaign | Cash 2005 Annual Fund  Millennium Direct ... |05/17/2005 ;

g g

| Feady. |— | Funning Tatal: $0.00 5




TRIBUTE GIFTS 19

2. With your cursor in the row of the batch containing the gift with the tribute information you want to edit,
select Gift, Tribute from the menu bar. The Tributes screen appears.

Tributes for Melanie Taplor

& L =
HonorfMemorial Mame 4 Tribute Description Tribute Type Acknow
Mazx Taylar In Honor OF Our Father's S0Eh B, .. In Honor OF Mok Ackrowl
KN i
3. Inthe Tribute grid, highlight the tribute you want to edit.
4. On the action bar, click Open. The Tribute screen appears.
Mew Tnbute Gift For Mizss Melanie Taylor E
File Edit Tribute Help
ESaveandElose'|u )(| 4 }|—P'||g'| ?'|§' ‘
Honor/Memarial: IMa:-c T aplor ﬁl D: 77
Tribute: |In Howar Of v|‘>ﬁ| Crescription: Max and Michells's 25th Wedding Anniversary
Tribute Type: IFDI the Anniverzam OF j
Acknowledge: INotAcknowledged Yl
Acknowledgees
Ackn? | Mame: I Relationship Reciprocal I Letker Acknowledged On
) Daughter Father Tribuke Ack.
W Max Tavlor Self Self Tribuke Ack,
M Michelle Taylor Spouse Spouse Tribute Ack

5. You can edit any information in the Tribute field, Tribute Type field, Acknowledge field, or

this tribute and add a new tribute.

Acknowledgees grid. If you need to change the entry in the Honor/Memorial field, you need to delete
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6. When you finish editing the tribute, click Save and Close on the toolbar to save the tribute for this gift.
You return to the Tributes screen.

Tributes for Melanie Taplor
& led =
HonorfMemorial Mame 4 Tribute Description Tribute Type Acknow

Mazx Taylar In Honor OF Our Father's S0Eh B, .. In Honor OF Mok Ackrowl

KI 2

7. To close the Tributes screen, click Close on the action bar.
8. Click Save and Close on the toolbar to save and close the gift batch.

To add this gift record to the database, you need to commit the gift batch. For more information about
committing a gift batch, see the Batch Guide.

Deleting a Tribute from a Gift Record

On occasion, you may want to remove a tribute from a gift record without deleting the gift record from the
database. For example, Sarah James donates a gift to your organization in memory of her friend, Samantha
Langley. You create a gift record and add Samantha’s tribute on the Tribute tab of Sarah’s gift record. If Sarah
decides she wants to donate the gift to your organization, but does not want to associate the gift with
Samantha’s tribute, you can delete Samantha’s tribute from Sarah’s gift record without deleting the gift record
from your database.

You can also delete tribute information from a gift entered in a gift batch, if you have not yet committed the
batch to the database. This section explains both methods deleting tribute information from a gift record.



TRIBUTE GIFTS 21

Deleting tribute information from a gift record

This procedure deletes a tribute from a gift record without removing the gift record from the database. For
more information about deleting a gift record from the database, see the Gift Record chapter of the Gift

Record Guide.

1. From a gift record, select the Tribute tab. For more information about opening a gift record, see the Gift

Record chapter of the Gift Record Guide.

!B Hew Gift for Melanie Taplor M= =

File Edit “iew Gift Favortes Tools Help

ESaveandElose'|U|§'@'|" « N|_"||%'|§'

e

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

| New Trbute | & Open

Description Tribute Type Acknowledge

Our Father's S0th B... For the Annis F Mok Acknowledge

2. Inthe grid, highlight the tribute you want to delete.

Warning: When you delete the tribute from a gift record, the gift is no longer designated toward the tribute.
However, the tribute still remains in your database. For information about deleting a tribute from an

honor/memorial’s constituent record, see the Tribute Data Entry Guide.
3. On the action bar, click Delete. A message appears.

The Raiser's Edge

@ Are you sure you want to delete this Tribute Gift record?

YWes

4. To delete the tribute from the gift record, click Yes.
5. Click Save and Close on the toolbar to close the gift record.
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» Deleting tribute information from a gift in a gift batch

You can use this procedure to delete tribute information from a gift entered in a batch without deleting the
gift from the batch if you have not yet committed the batch to the database. If you committed the batch to
the database, you can delete the tribute information from the gift record. For more information, see
“Deleting tribute information from a gift record” on page 21.

1. Open the gift batch containing the gift with the tribute information you want to delete. For more
information about opening a gift batch, see the Batch Guide.

¥ Batch 39 =] E3
File Edit Yiew Gift Constituent Favorites Tools Help
Bisaveandtose~ |l 4 S-R|[¥|p o/ memAED- (s B- 0]~ =z
Date I Campaign I Type I Fund I Appeal I GL post date I |
05/17/2005 Annual Campaign | Cash 2005 Annual Fund  Millennium Direct ... |05/17/2005 ;
k1| 2
| Feady. |— | Funning Tatal: $0.00 5

2. With your cursor in the row of the batch containing the gift with the tribute information you want to
delete, select Gift, Tribute from the menu bar. The Tributes screen appears.

Tributes for Melanie Taplor
& led =
HonorfMemorial Name 4 Tribute Description Tribute Type Acknow

Max Taylar In Honar OF Our Father's S0kR B.., In Honor OF Mok A cknowl

K i

3. Inthe Tributes screen, highlight the tribute you want to delete.
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4. On the action bar, click Delete. A message appears.

The Raiser's Edge

@ Are ol gure wou want bo delete this Tribute Gift record’?

Warning: When you delete the tribute from a gift in a batch, the gift is no longer designated toward the
tribute. However, the tribute still remains in your database. For information about deleting a tribute from an
honor/memorial’s constituent record, see the Tribute Data Entry Guide.

5. To delete the tribute information from the gift, click Yes. To return to the Tributes screen without deleting
the tribute, click No.

6. Click Close on the action bar to return to the gift batch.
7. On the toolbar, click Save and Close to save the changes and close the gift batch.
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