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INTRODUCTION

The processing of donations is the cornerstone of stewardship for the organization. It is
the basic data that informs the status of fundraising within the organization. If you are
responsible for donation processing you are a steward for the organization.

We understand stewardship to be the following:

stew-ard-ship [stoo-erd-ship, styoo-] noun

1.the position and duties of a steward, a person who acts asthe surrogate of another or
others, especially by managingproperty, financial affairs, an estate, etc.

2.the responsible overseeing and protection of somethingconsidered worth caring for an
d preserving: New regulatorychanges will result in better stewardship of lands that are ¢
rucialfor open space and wildlife habitat.

3 the office, duties, and obligations of a steward

2 the conducting, supervising, or managing of something; especially : the careful
and responsible management of something entrusted to one's

care <stewardship of natural resources

You are one of the stewards along with the administrator of the organization’s database
and accuracy is paramount. A clean database is like money in the bank. Good Luck.

THE PROCESS STEP BY STEP

Gather checks and payment media.

Review, classify and prepare media for entry
Enter all donations

Run a donation report in Salesforce

Run a Thank you note report in Salesforce
Import data into WORD and perform a mail merge
Print and mail Thank you letters.

NookwbhE


http://dictionary.reference.com/browse/steward
http://dictionary.reference.com/browse/will
http://www.merriam-webster.com/dictionary/steward
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sale ;sﬁ)rce

WHAT IS SALESFORCE?

Salesforce CRM is an online web-based Customer Relationship Management (CRM)
service from Salesforce.com. As with all CRM software, it captures

and organizes communications and information from current or prospective customers
from many departments across a company or organization

Salesforce is a proven system to help manage large volumes of information across an
organization and improves communication between departments for exceptional

customer service.

REVIEW AND PREPARE YOUR MEDIA FOR ENTRY

Determine whether the donation is one of the following:

Cash

Check

Money Order (same as cash)
Wire Transfer

Credit Card (one time charge)

Determine whether the donation is one of the following:

Individual

Corporate

Foundation

Special Event Corporate
Special Event Individual


http://www.ehow.com/facts_5010998_what-salesforce-crm.html
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Determine the close date of the donation. (The close date is the date of deposit)

Open your browser and navigate to the Salesforce login page and enter your username
and password and log into the database.

_—
sale.sﬁ)rce

&

—

Bookmark this page

User Name

| jax@iava.org “

“Challengers” close

o] = 4X more deals. | |
[ Remember User Name
| d

Login | Forgotyour password?

Don't have an account?  Sign up forfree.

The Social Enterprise Last chance to attend CRM Customer Svc.
is really heating up Dreamforce for $699 Contact Centers
Summer 12 on FB ) ) Reserve by 5114 ) ) Gartner Magic Quad. ))
\ J/
Security Alerts, Best Practices, and System Status New Users:

The opening home page should look like this.
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0N Contacts Organizations ContactMerge Donations Campaigns Reports Dashboards Cases

dsoqueling Noguera + HeipETraning (TR I

EEX  Jacqueline Noguera at Iraq and Afghanistan Veterans of America
Frigy Mey 11, 3012

[ Discover sping 2
Donations:
[ Js Dashboard = [—
[Clumoremsion o5 resned = 412012 250 PUL Disieing i o5 Eaciground Ao Lser
Advanced Search
Colendar Yo Mony Month  Money Wook
New Reseaich Reguest ! X
20840000000 530030000 00 .:m"“
B Recpeie Bin $0.00 $6,000,000.00 5000 $1,000,000.00 5000 148174
§2,129,694.43 §555,636.32 §541,451.74
Sumof Amount Sam of Amount Sam of Amount

Ity Tasks.

H

r—

Yoz 0 0 ks Sene o s et

Capyrignt @ 2000:2012 salesforoe com, . All rignts resened. | Privacy Statement | Securty Sttement | Tenms of Uise | 508 Compliance

Check if the contact/donor is already in the Salesforce database before proceeding.
Select the CONTACTS tab to begin your search.
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JINI

m Contacts Organizations Contact Merge Donations Campaigns Reports Dashboards + ~

m

. Jacqueline Noguera at Iraq and Afghanistan
Veterans of America

Friday May 11, 2012

Donations

Go!

T Limit to items | own Dashboard Refresh
Advanced Search...

Custom Links

New Research Request

Last refreshed at 4/12/2012 2:50 PM. Displaying data as Background Admin User.

Money Raised Current Calendar Year Money Raised Current Calendar Month

£\ £\

Enter the contact/donor name in the search box and press GO to begin the search.

AV

m Organizations Contact Merge Donations Campaigns Reports Dashboards Cases
CIS - - o,
' ‘ £/ Home

Donations i .
. View: |Executive Director Contacts [-] cot| Clone|Create New View ‘n
ol —
I Limit to items | own
\ Recent Contacts New
Advanced Search...
Name Home Phone Phone Mobile Phone  Email
“Create New.. v McGrath 212-258-8712 judy.megrath@mtvstaff.co
Gordon (212) 692-2000 , Ext. 2030 mgordon@angelogordon.c
I -
' Vick, (203) 249-0887 2036374730 edwardvick1@msn.com
... Unresolved ltems Edward =

If your search does not produce a result try entering the entire name or organization.
Searches can be case sensitive.



Donation Processing Procedures | 2012

CREATING A NEW CONTACT

If you determine that the donor or organization is NOT in the database then enter the
new contact, Begin by navigating over the CREATE NEW and engaging the drop down
menu.

EEEREY 2 Home

Donations B ) ) 1
= View:  Executive Director Contacts ||| gt~ Clone|Create New View
ol — |
I Limit to items | own
Recent Contacts New ‘
Advanced Search... - 4
Name Home Phone Phone Mobile Phone  Email
P— McGrath 212-258-8712 judy.megrath@mtvstaff.co
) Appointment Gordon (212) 692-2000 , Ext. 2030 mgordon@angelogordn
- Michael
= Task
2/ Contact Vick, (203) 249-0887 2036374730  edwardvick1@msn.com
Edward
' Organization . )
Holt, 7145442556 richjholt@earthlink.net
) Donation Richard
¥ Campaign Green (202) 230-5109 (202) 262-1090 phil@philgreenconsulting.c
€ Report Philip
¢ Case Peterson, (212) 686-0010
) Judy McGrath- Donation Pete 2

€ e b

From this menu you can create the following:

= Appointment

= Task

= Contact

= Organization
= Donation

= Campaign

= Report

= Case

To create a contact choose CONTACT from the drop down menu,
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‘ </ Home

Donations B X .
e View: |Executive Director Contacts [-]| ot | Clone | Create New View
ol L J |
2 Limit to items | own
Recent Contacts New ‘
Advanced Search... : :
Name Home Phone Phone Mobile Phone Email

McGrath 212-258-8712 judy megrath@mtvstaff.co

) Appointment Gordon (212) 692-2000 , Ext. 2030 @mmm‘n
= Task Michael
%/ Contact Vick (203) 249-0887 2036374730 edwardvick1@msn.com
= Edward
' Organizatio o .
Holt 7145442556 richjholt@earthlink.net
() Donation Richard
¥ Campaign Green (202) 230-5109 (202) 262-1090 phil@philgreenconsulting.c
€ Report Philip
¢ Case Peterson (212) 686-0010

TTTANT RIATSrstR. TTARSFAR Pata

Once you have chosen CONTACT, you will be taken to the screen below.

” ‘\'I ‘ Jacqueline Noguera *  Help & Training |AVA CRM

m Organizations Contact Merge Donations Campaigns Reports Dashboards Cases
m =  New Contact Help for this Pag
| © 4 Select Contact Record Type

Donations

m

Select a record type for the new contact. To skip this page in the future, change your record t
Go! settings on your personal setup page.

T Limit to items | own {
Advanced Search...

Select Contact Record Type

Record Type Default
ovnrears |25
Shortcut Continue | Cancel

.. Unresolved ltems ]

To continue to enter a contact, choose the default and press CONTINUE.

Once you have chosen CONTINUE you will be taken to the screen CONTACTS screen.
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This is the entire layout of the CONTACT page. The primary information that
must be entered is broken out into sections: Contact Detail, Donor Information,
Contact Information and Address Information

=,

Contact Detail . E

) Donor Info

i
{

R 7 - y

Contact Info

Address Info

Begin with the CONTACT DETAIL. If you are missing information you can always go
back and edit the entry at any time.

=Organizations Contact Merge Donations Campaigns Reports Dashboards Cases +# |‘

- - Contact Edit Help for this Page & ‘7
* £/ New Contact

Contacts not associated with organizations are private and cannot be viewed by other users or included in reports.

Contact Edit Save |Save & New | Cancel

Go!
wn
Contact Details | = Required Information n
_ First Name --None--H ‘ | Referred By
Last Name | source  _None- B

- Title General Notes

15

Company Tag

Deceased | Email
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M Organizations ContactMerge Donations Campaigns Reports Dashboards Cases  +

Jacqueline Noguera ~

Help & Training IAVACRM ~

i </ New Contact
Denations E I
Contacis not associated with organizations are private and cannot be viewed by other users or included in reports.
Go!

[T Limit to items | own
Advanced Search..

Contact Edit

Save | Save & New | Cancel

Contact Details
 Create e~ Fretame | None-[+] | feterrea 8¢
Last Name I Source
| Shortcut Title General Notes

Unresolved ltems

Company Tag
Recent ltems Deceased (5] Email
Phone

) Judy McGrath- Donation

12/14/2010

) Judy McGrath- Donation

12/14/2010

5/ Judy McGrath

§

§

]
-

) Judy McGrath- Donation

Judy McGrath
Michael Gordon
Michael Gordon

Don'’t forget to save the entry when you finish.

12/14/2010
Judy McGrath
Judy McGrath
Michael Gordon
Michael Gordon

» Milo Ventimiglia- Donation

4/29/2012

Bristol Myers Squibb
Employee Giving Pragram

) Bristol Myers Squibb

Employee Giving Program-
Donation 5/4/2012

Fidelity Charitable Gift Fund

u Recycle Bin

Dener Information

Donor Notes

Doner Information

Donor Notes

VIP and Board

P
VIP Detail

Available
Event Host Committee
Event Sponsor
Danor Prospect

Contact Information
Preferred Phone
Mobile Phone

Work Phone

Other Phone
Fax

--None-- E

E

IAVA Board Member

Board Memberships

Preferred Email
Personal Email
Work Email
Alternate Email
Email Opt Out

Should Not Receive Online
Blasts

Email Status

| =Required Information |
4

—-None-- E

Address Information Copy Primary Address to Secondary Address

DONOR INFORMATION: Additional information that does not correlate with the
options provided can be entered into the DONOR INFORMATION section. Additional
information about relationships, donor preferences like do not contact can also be
entered here. Short biographical information can also be entered here but if a proper
biography is available it should also be uploaded as a pdf into the notes and
attachments section below.

10
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VIP AND BOARD: VIP and board information can be entered here.

CONTACT INFORMATION/ EMAIL OPT OUT: If you are aware that the contact
should not receive email of the options provided, check the boxes as appropriate.

Enter ADDRESS INFORMATION in the area below. If the contact has requested not to
be contact by mail check the DIRECT MAIL OPT OUT box

Address Information Copy Primary Address to Secondary Address.
Primary Address Type ”ND”E”El Secondary Address ”Nunewlzl
Type
Primary Street Secondary Street
4
Primary City Secondary City
Primary State/Province Secondary
State/Province n

Primary Zip/Postal Code Secondary Zip/Postal
Code
Primary Country Secondary Country

Direct Mail Optout [

Household @y

Home State ~Non =

Home Town

Demographic Information
Gender [ None <] Race [ _None— [=]
Birthdate Marital Status None— =
Number of Children
Occupation None— =

Veteran data and additional database links can be entered below. ORGANIZATION
NAME. Inthe SYSTEM INFORMATION section is generated automatically whenever a
new contact is entered into the database. Once all data is entered press SAVE to enter
the data into the database. Again, corrections or additions can be entered at any time.

Veteran Membership Information

Veteran of OEF Service Type

Veteran of OIF Branch of Service

Veteranof OND [ Rank

Veteran of Other Era Most Recent Unit

MOS/Military Job Paperwork Status
Membership ID

Other Database Links l

Facebook ID Facebook Link

Twitter ID Twitter Link

COV Link

System Information
Organization Name Qj Contact Owner  Jacqueline Noguera

Contact Record Type  Default

Save | Save & New Cancel

Copyright © 2000-2012 salesforce com, inc. All rights reserved. | Privacy Statement | Security Statement | Terms of Use | 508 Compliance

11
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Once all contact data is entered and saved the new contact page will look like this. You
can review the contact data and edit data from here. Double click on the specific item to
edit. Once the entry has been updated, click SAVE to finish.

12
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ENTERING A NEW DONATION

While in the CONTACT record, click the NEW CONTACT DONATION button to begin
the donation entry process.

S i
‘4
£/ Judy McGrath
Donations [ Customize Page | Edit Layout | Printable View | Help for this Page & i

col Donations [2] | Organization Affiliations[0] | Open Activities[01 | Activity History[0] | C&P Recurrings[0] | Notes & Afttachments[0] |
Campaign History 6] | Campaigns[0] | Relationshipso] | Surveys Test[o] | Approval History[o] | Give Requests[o] |
Other Track a Calls for this Contact [0]

[T Limit to items | own
Advanced Search .

Edit | Delete  Clene RequestUpdate Enable Self-Service New Contact,

Contact Detail

 Contact Details

CTES - Ry

/. Unresolved ltems Contact Primary Type . Donor Source
Title General Notes
Company Tag

Recent ltems. Deceased Email  judy. mcgrath@mtvstaff.com

&/ Judy McGrath Phone  212-258-8712
(=) Judy WcGrath- Donation

1211412010 ¥ Doneor Information
(& Judy McGrath- Donation Donor Notes Donor Level  High
12/14/2010 Last Transaction Date  12/14/2010
& Judy McGrath Lifetime Transaction  $2,500.00
&/ Michael Gordon Total
| Michael Gordon Donation Year Max  $2,500.00

(=) Milo Ventimiglia- Donation

Once you click NEW CONTACT DONATION, you will be taken to the DONATIONS tab.
RECORD TYPE OF NEW RECORD will always be DONATION unless the entry is a
GRANT AWARD. If you forget to do this at the time of entry, you can go back and
adjust the type after the fact. Click CONTINUE.

ll“"‘ Jacqueline Noguera =  Help & Training 1

Home Contacts Organizations Contact Merge Campaigns Reports Dashboards Cases +*
CS - ) Sciect T e rroe
d £ .
(2 Select Donation Record Type
Donations [~] L
e Select a record type for the new donation. Teo skip this page in the future, change your record type settings on your personal sefup page. J
o!
[T Limit to items | own Select D tion R d
Aduanced Search elect Donation Record Type
Record Type of new
e | Donation E
Continue| |Cancel L
£ Unresolved ltems Available Donation Record Types

Record Type Name Description

&/ Judy McGrath Donation Donation Received

~Judy WcGratn- Donation
Judy WMcGrath- Donation Grant

12/14/2010 Grant Received

Judy McGrath- Donation
12/14/2010

13
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Once you click CONTINUE you will be taken to the NEW DONATION page. Data
marked with a red bar is required for entry.

”“'A Jacqueline Noguera - Help & Trainin g .

Home Contacts Organizations Contact Merge Campaigns Reports Dashboards Cases +

Donation Edit
.
' New Donation
Donations E|
Go! Donation Edit Save | | Save & New | | Cancel
[T Limit to items | own
Advanced Search... Do anc R I Judy McGrath- Donation 5/,
Donation Owner  Jacqueline Noguera Fiscal Year
Executive Lead Ql
Ask Date [ 5/22/2012 |
Shoru:ut
Close Date I [ 5/22/2012 ]
Unreso Ived ltems
Stoas) I —None—  [+]
Pipeline Detail . .
Recent Items Mone: E
Priority _ -
5/ du dyM cGrath None =]

DONATION EDIT: DONATION NAME should be automatically populated. If it is not,
stop and consult the administrator. DONATION OWNER is the name of staff that
entered the donation. FISCAL YEAR denotes the year that the donation was received
or credited to. Fiscal denotes the year that the donation was received or credited to.
Fiscal year runs from Jan 1 to Dec 31.

EXECUTIVE LEAD

Execuive Lead O a

This is the executive who is [ 6/2212012 |

overseeing this opportunity or E—
. stewarding the key relationships. [ 6/22/2012 ]
They will be informed when the I I
stage changes. I
—-MNone-—- E

The CLOSE DATE is the date the monies are deposited into the bank. STAGE denotes
whether the donation is a PLEDGE which means the donation has not been deposited.
ASK DATE is the date the PLEDGE to donate was made. CLOSED is the date the
donation has been received and deposited.

Unresolved ltems

Close Date I [ 5/22/2012 ]
Stage I —-Mone— |-/
Pipeline Detail None— |~ |
Priority __MNone— El

14
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ORGANIZATION NAME should be populated automatically. If it is not, stop and
consult the administrator. NEXT STEP denotes Thank You information as in: TY to
Judy McGrath for her donation of $ .

Donor

Organization Name I Judy McGrath O~>|

Next Step

PAYMENT DETAILS: AMOUNT is the amount of the donation. PAYMENT METHOD
denotes what payment type as in: Check, Money Order, Cash, Credit Card etc.
MEDIUM denotes the way the donation was made. Donations are made either ONLINE
via the website or entered manually via the Click and Pledge Virtual Terminal. OFFLINE
is everything else including wire transfers and stock donations.

Payment Details
Amount |

Payment Method __None— El

Medium N -
—None--

MORE INFORMATION contains PRIMARY CAMPAIGN SOURCE

A Campaign is loosely defined a category for donations as in a donation made
during a particular event is catagorized under that event e.g. Fall Gala. However,

Salesforce describes campaigns as “a_marketing tactic (or series of tactics) that are
designed to achieve specific goals such as increased revenue, leads, adoption, etc.”
This definition is a good start, but it's not quite complete. When talking about Salesforce
Campaigns, there are plenty of marketing tactics designed to achieve specific goals that
won’t show up in Salesforce, including brand sentiment or awareness.

This definition considers the fact that Salesforce Campaigns can handle just about any
of the various campaigns described above, including tactics, events and themes. But
the marketing/development team has to determine the level of granularity, simplicity or
sophistication that needs to be tracked.

When implemented correctly, Campaigns are an excellent tool to track ROI and KPIs,
optimize efforts, record marketing activity and provide accountability and visibility to the
rest of the company or organization.

15


http://www.docstoc.com/docs/34158572/Salesforcecom-Campaign-Management
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To assign a donation to a campaign, first determine from Finance or the Director of
Development whether the donation should be assigned to a specific campaign. Once
that is determined you can search the database for the correct campaign by typing in
the name and pressing the magnifying glass icon at the right of the entry space.

More Information

Primary Campaign  cOMMO - New York, all contacts
Source

Q)
TYPe | _None-- 7]
Source Category | _Nope— E
Source Details

Tracking Code

c3lcd ——None——m

TYPE denotes what or how ‘bucket’ the donation should be defined. In this case the
options are INDIVIDUAL DONATION as from a specific donor. CORPORATE
DONATION is a donation from a business, FOUNDATION donations are from a
foundation organization, SPECIAL EVENT CORPORATE is a donation or ticket
purchase made by a business for a specific event and SPECIAL EVENT INDIVIDUAL
is a donation or ticket purchase made by a specific person for a specific event.

SOURCE CATEGORY further delineates the donation into the following categories:
e EVENT

EMAIL

EARNED INCOME

DIRECT MAIL

REFFERAL

FACEBOOK

UNSOLICITED

EMPLOYER MATCHING

COMBINED FEDERAL CAMPAIGN

PARTNERSHIP

CHARITABLE FUND DRIVE

IN-KIND DONATION-NON EVENT

INTERNAL TO IAVA

OTHER

YEAR END FUNDRAISING.

16
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More Information

Primary Campaign Source  [coMMO - New York, all contacts @,
Tyee | _None- [~]
Source Category —Mone— E

Source Details IR

Event
Tracking Code Email
Earned Income
c3lc4 Direct Mail
Referral
Facebook
In Honor/Memory Of Unsaolicited
Employer Matching
In Honoer Name | Combined Federal Campaign
Partnership
. Charitable Fund Drive
System Informaticn In-Kind {non-event)
Internal to IAVA
Other Q)
Year-End Fundraising

CnP Order Number

Save Save 8 New | Cancel

TRACKING CODE is an ad hoc categorizing tool providing more clarity for each donation.
Some examples include: For checks over $5000.00 the check number should be provided. For
multiple donations made in honor or in memory should be categorized by the nhame of the
honorarium or memorial. Further, a campaign can also be created.

C3 or C4 According to the IRS, "to be tax-exempt under section 501(c)(3) of the Internal
Revenue Code, an organization must be organized and operated exclusively for exempt
purposes set forth in section 501(c)(3), and none of its earnings may inure to any
private shareholder or individual." Typically, charitable organizations receive 501c3
status allowing donors to receive tax deductions for their contributions to these
organizations. However, having this status precludes an organization from participating
in campaigning and lobbying activities. Conversely, the IRS states that a 501c4
organization operates exclusively to provide social welfare programs and net earnings
must be used to support charitable or educational endeavors. According to the IRS, if
your organization plans to participate in campaigning or lobbying activities, it can only
receive tax-exemption through a 501c4 status.

17
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ALL DONATIONS SHOULD BE C3 UNLESS OTHERWISE DIRECTED BY FINANCE OR THE
DIRECTOR.

IN HONOR/MEMORY OF is a category set aside for donors to contribute in the name of
another.

Tracking Code

cifcd —-None--

In Honor/Memory Of

In Honor Name

System Information

CnP Order Number Q|

Save | Save & New Cancel

Once all information is entered into the donation record press SAVE to enter data into
the database. Repeat this process for each donation.

18
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RUNNING REPORTS

To run a report, find the report you want to run on the Reports tab and click the report
name. Most reports run automatically when you click the name. If you're already viewing
a report, click Run Report to run it immediately or schedule a future run.

Tip v
Sometimes a report returns no results. If you don't see any results, check the report for
the following conditions:

The report didn't return any data. Check your filter criteria to make sure some data is
returned.

Due to field-level security, you don't have access to one of the groupings you selected.

Your custom summary formula's context didn't match the chart settings. For example, if
the formula is calculated for Industry, but the chart doesn't include Industry, no results
are returned.

Your values are out of the range of acceptable values. The maximum value allowed is
999999999999999. The minimum value allowed is -99999999999999.

NOTES ON RUNNING REPORTS

VISIBLE RECORDS

Reports show only the information you can access. This includes records you own,
records to which you have read or read/write access, records that have been shared
with you, records owned by or shared with users in roles below you in the hierarchy,
and records for which you have “Read” permissions.

PRINTING REPORT FOLDER CONTENTS

When viewing a list of reports in a particular folder, you can click Printable
View to open the current list view in a print-ready format.

RUNNING LARGE REPORTS

If your report returns more than two thousand records, only the first two thousand
records are displayed. To see a complete view of your report results, click Export
Details.

19
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CREATING A NEW DONATION REPORT

Click on the reports tab and click NEW REPORT.

1IN

Home Contacts Organizations ContactMerge Donations Campaigns Dashboards Cases +

Jacqueline Noguera ~

Help & Training IAVACRM ~

Reports & Dashboards New Report... New Dashboard...

Folders

Q Find a folder.

All Folders

_ Unfiled Public Reports
My Personal Custom ...
My Personal Dashboa...
_ Organization and Con
_ Donation Report

_ Sales Reporis

__ Lead Reports

__ Support Reports

. Campaign Reports

__ Self-Service Reports
_ Administrative Reports
L Activity Reports

All Folders

Action

1-25 of 64

Guided Tour | Help for this Page &)

Name

["] Weekly Donor Report
. Donations by State
2 I,

{7 2011 All Donations

= Monthly Report to File
T " f Anatinne far Annat

" All Donations - Current Calendar Year

Thank You Letter Renort

Recently Viewed ¥ Al Types N7

[@ Folder

My Personal Custom Rey *

n

My Personal Custom Re;:‘
|AVA Donation Reports
My Personal Custom Rey

|AVA Donation Reports

[

¢

Next ¥ B Page| { |of3

On the left panel you will see the list of OBJECTS. Within each object folder there are
multiple report types. These reports can be connected to other report objects or be
used to display very specific fields to help build reports more efficiently. You can find all
of the custom and imported objects in the OTHER REPORTS FOLDER.

Click on the donation report type then click CREATE on the far right

€ Create New Report

Select Report Type

& Quick Find
I+ |_| Organizations & Contacts
| Donations

| Customer Support Reports
| Leads

| Campaigns

| Activities

| Contract Reporis

[ o

| Administrative Reporis
| Other Reporis

| Price Books, Products and Assets

Preview

Help for this Page &

Account Report
Account Owner
Joe Johnzon
Shelly Smith
Tom Thompson

Account Name
Acme, Inc
Genwatt, Inc
Gene Points

Account Site
Headquarters
Headguarters
Headguarters

Cancel | Create

20
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Depending on the report type the default report fields will be prefilled with helpful fields
that may relate to your report. For the most part, these fields are relevant to your report.
You may want to add additional items.

To create a new donation report, use the search feature and type in DONATIONS. Now
you will see several donation report types. Type in the Quick Field what you need in
your report. In WEEKLY DONATION REPORTS, you will need the following:

e CLOSE DATE

e AMOUNT
e NAME OR ORGANIZATION NAME
e TYPE

You can drag each object into the report matrix and place wherever you like. As you
click and drag the object into the report you will notice that the object sometimes
changes to the color green. This signals that the object is in the correct ‘zone’ to be
dropped. To DELETE items from the report matrix just click and drag the object back to
the original object directory column on the left.

. salegﬁme Jacqueline Noguera »  Help & Training IAVACRM ~

’ Report Type: Donations
~ Unsaved Repol‘t Guided Tour | Video Tutorial | Help for this Page |

Save Save As | | Close # Report Properties | | Add Report Type | EeRHTLEN

Fields (m]al¢]o]  Fitters [Add

QuickFind Show Al donations v | Donation Status| Any v | Probability All v

Quick Find

Drag and drop to add fields 1o the Date Field | Close Date v | Range|Curentrn | v| From [ENE | To emoEmz g
repart

To move or removﬁ
objects click on the
header and drag
back to the

=1 Bucket Fields o Toadd filters, click Add

3 Add Bucket Field H
I=1 | Donation Information

w Created By

 Created Alias

LastWodified By Preview TabularFormat ¥ Show ¥ Remove All Columns
[’ M

i LastModified Alias Donation Name Type H H E Nex
B directory or place in
& Uonation Name Meredith Killough- Donation 4/1/2012 Incvidual Donation th rt h 112012 -
[P I . .
e Roger Garcia- Donation 4/1/2012 Individual Donation € repo where 112012 -
i Donation Record Type . .
§ Lead Souce Steve Jones- Donation 4/1/2012 Indiidual Donation you would like it to 12012 -
- i / -
4 Primary Partner Jill Lichtenstadter- Donation 4/1/2012 Individual Donation appear 112012
# Amount Dominic Bruno- Donation 4/1/2012 Individual Donation - 172012 -
# Donalion Quanliy Dr Richard G Macdonald- Donation 4/1/2012 Indhidual Donation - oot -
& Expected Revenue
= Closed Dr Richard G Macdonald- Donation 4/1/2012 Individual Donation - FT000 B0 41/2012 -
2 Won Caitlin FitzGerald- Donation 4/1/2012 Individual Donation - 526.00 526.00 4112012 -
(1 Close Date David Sieving- Donation 4/1/2012 Individual Donation - $5.00 $5.00 4172012 -
4 lnea Nata MY ' weon . 1iamnan [N . maroan maroan 1iamnan
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Jacqueline Noguera Help & Training IAVACRM ~

o slesforce
’ Report Type: Donations

Unsaved Report

Guided Tour | Video Tutorial | Help for this Page |

Save Save As Close # Report Properties Add Report Type | [eRallEEWI
Fields [a]a]#]a] Filters [ Add_ 7|
@, auckring Show | All donations v | Donation Status  Any [ Probability| a1 [+]
Drag and drop to adéfields tothe | Date Field | Close Date [¥| Range[currentra  [w| From[4nmoiz  [i5] To[emomoz  [i5]
report.

14 Bucket Fields - To add filters, click Add
(% Add Buckel Field |i|

I=I | Donation Information
W Created By
« Created Alias ) . e .
. LastModified By Preview abular Forma ow emove olumns
w LastModified Alias Donation Name v Type Lead Source Amount Expected Revenue Close Date Nex
¢ Donation Name Meredith Killough- Donation 4/1/2012 2] Sort Ascending 1000 1000 4112012 -
“ Type "

- ! ! -

. Donation Record Type Roger Garcia- Donation 4/1/2012 Z| Sort Descending $10.00 $10.00 4112012
« Lead Source Steve Jones- Donation 4/1/2012 $10.00 $10.00 4/1/2012 -
« Primary Partner Jill Lichtenstadter- Donation 4/1/2012 B Group by this Field §25.00 $25.00 412012 -
# Amaunt Dominic Bruno- Donation 4/1/2012 [T] Limit Rows by this Field $10.00 $10.00 4/1/2012 -
# Donation Quantity Dr Richard G Macdonald- Donation 4/1/2012 ) $50.00 $50.00 412012 -
# Expected Revenue “ iy
# Closed Dr Richard G Macdonald- Donation 4/1/2012 q’ Bucket this Field... $10.00 $10.00 4/1/2012 -
£ Won Caitlin FitzGerald- Donation 4/1/2012 $25.00 $25.00 4/1/2012 -
(21 Close Date David Sieving- Donation 4/1/2012 X Remove Column $5.00 $5.00 4/1/2012 -
& Close Date (2) Lucas Welch- Donation 4/1/2012 Individual Donation $25.00 $25.00 4112012 -

You can sort by any object in the report matrix by clicking the COLUMN
HEADER/OBJECT. Ascending order is signified by an upward facing arrow to the right
of the column header. Click again for descending.

At the top you can click on the SHOW DROPDOWN menu and select all donations. To
define a date range, choose an option from the drop down menu or type in a specific
date range. You can now click RUN REPORT to pull the data that you selected for.

’ Report Type: Donations
= Unsaved Report

HNoguera «

Help & T

g IAVACRM ~

Guided Tour | Video Tutorial | Help for this Page &

Save Save As | | Close

Fields
Q Quick Find
Drag and drop to add fields to the
report.

=) BucketFields

(g Add Bucket Field
I= - Donation Information
Created By
Created Alias
Last Modified By
Last Modified Alias
Donation Name
Type
Donation Record Type
Lead Source
Primary Partner
Amount
Donation Quantity
Expected Revenue
Closed
& Won
[Z1 Close Date
1 Close Nate (21

E

W HEBREEERRREERE

=

# Report Properties

[an]al2]o]

=

Add Report Type | [eRalEEN T

Filters | Add |

Show Al donations v | Donation Status Any

] Probability Al [+]

My donations
My team’s donations
To addfilter Al donations

Date Field ge CurrentFQ

Tabular Format ¥ Show ¥

emaove

Preview
Donation Name

Meredith Killaugh- Donation 4/1/2012
“

Roger Garcia- Donation 4/1/2012

Steve Jones- Donation 4/1/2012

Jill Lichtenstadter- Donation 4/1/2012
Dominic Bruno- Donation 4/1/2012

Dr Richard G Macdonald- Donation 4/1/2012
Dr Richard G Macdonald- Donation 4/1/2012
Caitlin FitzGerald- Donation 4/1/2012

David Sieving- Donation 4/1/2012

[, Wlalak Panatine 40419040

[+| From|anr012

& Tolemozoz [

Type Lead Source
Individual Donation
Individual Donation
Individual Donation
Individual Donation
Individual Donation
Individual Donation
Individual Donation
Individual Donation

Individual Denatien

leckivicduinl Plantine

Amount

$10.00
$10.00
$10.00
$25.00
$10.00
$50.00
$10.00
$25.00

$5.00

@Az nn

Expected Revenue
§10.00
§10.00
$10.00
§25.00
§10.00
$50.00
§10.00
$25.00
$5.00

o0t nn

Close Date

Hext

41112012 -
4112012 -
41112012 -
412012 -
412012 -
4112012 -
4112012 -
41112012 -
412012 -

AMianan
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Report Type: Donations
=~ Unsaved Report
Save Save As Close £ Report Properties Add Renort Type | EreRULRE G

Fields EnneG Filters |_Add_ ~
Q Quick Find Show Alld v | Donation Status Any

Drag and drop to add fields to the Date Field | Close v | Range currentFa | v |

report. _
=/ | Bucket Fields « | Toadd filters, click Add.
3 Add Bucket Field F|
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THE WEEKLY DONOR REPORT

Click on the REPORTS TAB

”“'l‘ Jacqueline Noguera =~  Help & Tre

m Contacts Organizations Contact Merge Donations Campaigns Reports Dashboards Cases +

EX - Jacqueline Noguera at Iraq and istan Veterans of
] America

Donations
Thursday May 24, 2012
Go!
[Z] Limit ta items | own Dashboard Refresh
Advanced Search . ;
Lastrefreshed at 4/12/2012 2:50 PM. Displaying data as Background Admin User.
Money Raised Current Calendar Year Money Raised Current Calendar Month Money Raised Current Calendar Week

MNew Research Request

@ Recycle Bin s2,0 .000.00 ssunn%m.o‘ T
$0.00 s

$6,000,000.00 $0.00 1,000,000.00 $0.00 24145174
$2,129,694.43 $555,836.32 $541,451.74
Sum of Amount Sum of Amount Sum of Amount
My Tasks New Unresolved Emails

Double click on the WEEKLY DONOR REPORT to run the report.

”‘\"‘ Jacqueline Hoguera ~ Help & Training IAVACRM ~

Home Contacts Organizations Contact Merge Denations Campaigns Dashhoards Cases +

Reports & Dashboards New Report...|  New Dashboard... Guided Tour | Help for this Page &
Folders All Folders
@, Find afolder &Y
Q Find reports and dashboards.. Recently Viewed ~¥ Al Types A
All Folders —
|1 Unfiled Public Reports Action Name 5] Folder Created By
I My Personal Custom ... Ao (=) [~1 Weekly Donor Report My Persanal Custom Reports Noguera, Jacque *
53 Orgonation g Gt Donations by State My Persenal Custom Reports lloguera. Jacque
( 3 = =
] Organization and Cont = Totals for Annual Reporting o P 3
1 Donation Report
[ ] Sales Repors =) 712011 All Donations IAVA Donation Reports Bryant. Adam
|| Lead Report: Monthly R rt to Fil
- eadRepanis 4] onthly Report fo H'e My Personal Custom Reports MNoguera, Jacque
| Support Reports * Monthly run of offine donations for donation folders

1 Campaign Reports
1 Self-Service Reports

= [~1 All Donations - Current Calendar Year IAVA Donation Reports Hombuckle. Setk
Thank You Letter Report

[ Administrative Reports [E3] . My Personal Custom Reports MNoguera, Jacque

N - Name address phone and amount of donation
| Activity Reports
|| Product and Asset Re. =) 1l Development Goals Dashboard Donation Dashboards Zezza, Chris
I Call Center Reports 0 LY A Pt Nk .l EI | i
(] Admin Dashboards s 2, I D
[ Call Genter Reports . 125064 4 Mext b » Page| 1 |of 3
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Change the date range to the dates you require and press RUN REPORT

”“'I‘ Jacqueline Noguera -  Help & Training IAVACRM ~

Home Contacts Organizations Contact Merge Donations Campaigns Dashboards Cases +

Help for this Page &

€ Weekly Donor Report

Report Generation Status: Note: 2,000 of 2,251 records are displayed below. Select Export Details for a complete view of your data.

System Administrator > Executive Director > Director of Operations > Dev! A
Hierarchy: Carly Henderson | Garrett Gleeson | Jacqueline Neguera | Jen Rosa

Report Options:

Time Frame
Summarize information by: Date Field Range
= Close Date [=] [currentFy [=]
From To
12012 12i31/2012

Donation Status  Probability

Al don [=] [closed  [#] |an

Run Report ¥ |Hide Details | Customize | Save |Save As Delete Printable View |Export Details

Close Date Amount Organization Name Type
11172012 $115.00 Benjamin Johnson Individual Donation
14172012 $10.00 Dominic Bruno Individual Donation

1/1/2012 52500 Jill Lichtenstadter Individual Donation

Individual Donation

Individual Nanatinn

THANK YOU LETTER REPORT
Click on the REPORTS TAB

Choose the THANK YOU LETTER REPORT

”“’I‘ Jacqueline Noguera =  Help & Training IAVA C -

Home GContacts Organizations GontactMerge Donations Gampaigns Dashboards Cases +

Reports & Dashboargds MewReport... New Dashboard.. Guided Tour | Help for this Page &)
Folders All Folders
@ Find a folder.. v
Q, Find reports and dashboards Recently Viewed V| |AlTypes 7

All Folders

|_| Unfiled Public Reports Action Name & Folder Created By

[ My Persenal Custom .. 2 = 71 Weekly Donor Report My Persanal Custom Reports ~ MNoguera. Jacque *

{J My Personal Dashboa... 3 .

|| Organization and Cont.. =) ] E)onatl.-ns: by Sla_te- = My Persanal Custom Reports ~ Noguera Jacque| -

| Donation Report - - —
> 712011 All Donations IAVA Donation Reports Bryant. Adam

|| Sales Reports =
Bl Lead Reports =) 52 MK_’T‘_‘_MY R?F_ol_-t._‘? FTIE My Personal Custom Reports  Moguera. Jacque

1] Support Reports
|| Campaign Reports
|| Self-Semvice Reports

5] =1 All Donations - Current Calendar Year IAVA Donation Reports Hornbuckle. Setk

|| Administrative Reports =) = Thank You L?ner Report My Personal Custom Reports ~ Noguera. Jacque

|| Activity Reports ame address pho

|| Product and AssetRe. = 1l Development Goals Dashboard Donation Dashboards Zezza, Chris

|| Call Center Reports n Arn F et e diuideend F =
|| Admin Dashboards | " | C

|| Call Center Reports - 125064 4 Next b Page| 1 |of3
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Change the date range to the dates you require and press RUN REPORT

€ Thank You Letter Report

Report Generation Status: Complete

System Administrator > Executive Director > Director of Operations > Development Associate

Hierarchy: Garrett Gleeson | Jacqueline Noguera | Jen Rosa

Report Options:

Range

Iz‘ Custom
From To
11712012 51212013

=]

Time Frame
Summarize information by: Date Field
—None—- [=] Close Date
Show Donation Status ~ Probability
Al donations [=] [closea  [=] [an

Run Report ¥ | |Hide Details| Customize | Save | | Save As| Delete| |Printable View | Export Details

Filtered By: Edit
Medium equals Offline Clear

Close Date Amount

Organization Hame

11772012 $1,000.00 Jewish Community Foundation of Los Angeles
111772012 $368.42 United Way of Lackawanna and Wayne Counties
11712012 $25.00 Douglas Fuller

11772012 525600 Levon Levi

PRVE TR

rana ra

[T I T S TR

Billing Address Line 1
6505 Wilshire Bivd
615 jefferson

5 Locust Lane

1264 Sunnyside Road

4T Mol e

Billing City
Los Angeles
scranton
Ringwood
Prescott

i s

Billing State/Province Billing Zip/Postal Code

CA 90048
pa 18510-1630
NJ 07456
AZ 86303

M

4n7rn
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THANK YOU NOTES AND MAIL MERGE

WORD includes MAIL MERGE feature, which enables user to create documents
(Letter, Emails, Fax etc) that are essentially the same but contains unique elements
such as recipient Name, Address, Contact No, City, State, etc. It helps user to create a
document for multiple recipients more easily by just selecting recipient names and
choosing the document. Personal details of the respective recipient will be automatically
added in the document which prevents users to write each recipient’s personal info in
every document, eventually saving a lot of time.

Launch Word 2010, Navigate to MAILINGS tab, and from START MAIL MERGE
options, click Step by Step Mail Merge Wizard.

ome Microsoft Apps Prepare Insert Page Layout References

S| 2 Addres
=3 Lg8
x =] Greet
(Start Mail| Select Edit Highlight e
Merge ~ |Recipients » Recipient List ds @@ Inse : d~ |4
1 :] Letters Write & Insert Fields

E-mail Messages
Envelopes...
Labels...

Directory

Normal Word Document

2= O o E

Step by Step Mail Merge Wizard...

This will bring up MAIL MERGE dialog at the side of the Word document window, here
you can specify type of document you want to create, we will
select LETTERS, click NEXT: STARTING DOCUMENT from the bottom of the dialog.
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Mail Merge

Select document type
What type of document are you working on?
@ Letters
(7) E-mail messages
") Envelopes
(7) Labels
() Directory

Letters

that each person receives.
Click Next to continue.

Step 10of6

Send letters to a group of people. You can personalize the letter

% Next: Starting document

In this step, you will be provided with different options to create LETTERS, choose
simple procedure by selecting by template. Click SELECT TEMPLATE.

Mail Merge >

Select starting document

How do you want to set up your
letters?

(7) Use the current document

@) Start from a template

(

| Start from existing document

Start from a template

X

Start from a ready-to-use mail merge
template that can be customized to

suit your needs.
| LEU Select template. ..

Step 2of 6

® Next: Select recipients

¥ Previous: Select document type

This will bring up Select template dialog, choose a suitable template. We will be

using TY JUNE 2012 template. Click OK to continue.
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”
Mew u
My Templates

9 9 @

Blank MormalEmail — EREEET =R b

Document

Preview not available,

Create Mew
@ Document () Template
| oK | [ Cancel ]

At the left side of the window you can see the template is imported into document, from
right-pane, click NEXT: SELECT RECIPIENTS..

\ 4 Fighting for our nation’s © St ram e docamer
Use the current document

newest generation of heroes. Start from the document shown
IRAQ AND AFGHANISTAN hgreand use the Mail Merge
VETERANS OF AMERICA wizard to add recipient

information.

ras Rd
95035-7214

2

‘or your $25 donation* to Irag and Afghanistan Veterans of America (lAVA). Welcome to our
f supporters! Your commitmentand encouragement are vital for us to continue our mission to
lives of Iraq and Afghanistan veterans and their families.

ide of war, Iraq and Afghanistan troops, veterans and their families need your support more

Step 2 of 6
EY
& 4 Next: Select recipients

linm Amamricmme lhmirm cmmind im leas ar Afmbamictam dn Adats amd bhindesds Af dhaimnamade basm banse ¥ @ Previous: Sele :
I T Mext wizard step

In this step, you can choose different options to import recipient list, we will select an
existing list, hit Browse to import desired recipients list.
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Mail Merge

Select recipients

v X

@ Use an existing list
(7) Select from Outlook contacts

() Type a new list

Use an existing list

Use names and addresses from a file or a database.

] Browse...

7 Edit recipient fist...

Using the recipients list created In EXCEL 2010. The name of the worksheet is MAIL.

Import to Word MAIL MERGE.

D15 v (& S
A B C D E F

1 Title First Name Last Name Street City Zip

2 Mr. Jack Smith 124 Huaritz lane  |Akron 65445
3 Mr. Billy hyte 22 park ave Montgomery 23232
4 Mr. Von Mcfaden 445 St huter Richmond 44533
5 Mr. Steven Shwimmer 12 Briks way Chul vista 34534
6 Mr. Ruby jason 11 gerado Ave Garland 76456
7 Mr. Mark Dyne 211 ceana way Lubbock 54445
8 Mr. Philip namdaf 4201 nybe st Baton Rouge 74564
9 Mr. Erik Bawn 22 banson st Akron 76665
10 Mr. Ricky ben 11 lyle Ave Akron 22344
11 Mr. Miecky  [Johanason 121 french Ave Boise 24534
12 | i i
4 4 » M| Sheetl _ Sheet2 | Mail J%J [T4] i

— o o T s I

Choose an Excel worksheet, click OPEN to import.
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W >R B ... U=
)@ Bl Desktop »
Organize v New folder g~ 0 ©
2 | | 1XTHle 5
@ Microsoft Word 1.70 KB
i Workspaces 2 > Mailxdsx
L_‘.Ll‘ Microsoft Excel Worksheet
“ U Favorites - ——1161KB Il
> MailMergeList.xis
= librari i | Microsoft Excel 97-2003 Worksheet
o S Sl | 155K8
=] Documents i
: 3 wi r.docx
o' Music Lw_l ‘4 Micresoft Word Document L
=) Pictures =] 591 k8 |
B videos 5 new Links.bdt B
| TXT File 3
I M Comnirter Y —J 287 KB =
| [ New Source... ]
' File name: Mail.xsx ~ | All Data Sources (*.0dc;".mdb;* |
Tools ~ [ Open le [ Cancel ]
=

SELECT TABLE dialog will appear, now choose the worksheet which contains required
data, if first row contains column headings, then enable First row of data contains

column headers option, and click OK.

.
( Select Table — 0
Name Description Modified Created Type
Mail$ 3/4/2010 12:56:24PM  3/4/2010 12:56:24PM TABLE
Sheet1s 3/4/2010 12:56:24PM 3/4/2010 12:56:24PM TABLE
Sheet2s 3/4/2010 12:56:24PM  3/4/2010 12:56:24PM TABLE
< | n | »
First row of data contains column headers [ OK ] [ Cancel ]/
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You will see the Mail worksheet in the Mail Merge Recipients dialog. Here you can filter
down the recipients on the basis of column headings. If we want to send letters to the
recipients living in city Akron.We will select Akron from City drop-down options.

r B
Mail Merge Recipients m
This is the list of redipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.
Data Source [v | Lest Name w | First Name - | Ttle « |Gy - Jp w|S -~
Mail.xisx Smith I Jack I Mr. %1 Sort Ascending d
Ma?l.xlsx [V hyte Billy Mr. Z| Sort Descending 2
Mail xdsx [V Mcfaden Von Mr. =
Mail.xlsx [V Shwimmer Steven Mr. (All) 1z
Mail.xlsx [V jason Ruby Mr. Akron 1
Mail.xdsx [V  Dyne Mark Mr. Montgomery 21 3
Mail.xlsx [V namdaf Philip Mr. Richmond 4z
Mail.xlsx [V Bawn Erik Mr. : 2;
S - ok L Chul vista R
<« | m — »
Data Source Refine redpient list by
J ﬁxﬂsx = 2 1 St o Lubbock
L}
f] Fiter... Baton Rouge
2;1 fid T Boise
Blank:
.| €3 endrecpient... @anks)
e N lank
T3 valdate addresses. .. onbisRe
(Advanced...)
oe ]
—— — —_— — 4

Upon click, it will show only the recipients living in Akron. Here you can also perform
different actions over the list such as; Sort, Filter, Find duplicates, Find
recipients, and validate address. Click OK to proceed further.
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References Developer Design Layout
B [ "—j D ERules- & M 41 > W
- = = - 2% Match Fields Find Recipient
Highlight |Address| Greeting Insert Merge Preview )
Merge Fields Line Field ~ {%] Update Labels Results = Auto Check for Errors
Write & Insert Fields Preview Results

r Ty
Mail Merge Recipients P =
This is the list of recipients that will be used in your merge. Use the options below to add to or change your list. Use the
checkboxes to add or remove recipients from the merge. When your list is ready, dick OK.

3 l7 3 = » e
Mail.xdsx [v Bawn Erik Mr. Akron 76665 22 ba
Mail xlsx [V ben Ricky Mr. Akron 2234 11y
« m »
Data Source Refine recipient kst
Mail xdsx a| 3] sort..
¥ Fiter....
i ﬁ Find redpient...
7)) validate addresses. ..
— = T —— ———— — — /

You will reach Insert Address Block dialog, from Specify address elements, choose
format in which you want to show recipient name.

Under Preview you can see the preview of the changes that affects. Under Correct
problems, click Match Fields to insert new field in the letter, as we want to include
address of the recipient.
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Insert Address Block s tg_l
Specify address elements Preview
[¥] Insert recipient’s name in this format: Here is a preview from your recdpient kst:
!m —_ -~ 1 D H
!Joshua Randall Jr, l‘
{ Joshua Q. Randall Jr, e
|Mr. Josh Randal J. | | B
{Mr. Joshi Randall Jr.
M. Randall X, X
Insert company name
(V] Insert postal address:
Never indude the country/region in the address
Always indude the count."y,"regto? in fh-: address Correct P
Q) Only include the countryjregion if different than:
If items in your address block are missing or out of order, use
United States :] Match Fields to identify the correct address elements from your
s - mailing list.
|| Format address according to the destination country region Frelds. ..
ok J[ concel |

Match Fields dialog will appear, now from Address 1 options select Street. That will
include the name of the street. You can also include other fields if required. Click OK to
continue.

Match Fields L # 22|

In order to use spedal features, Mail Merge needs to know
which fields in your recipient list match to the required fields.
Use the drop-down list to select the appropriate redpient list
field for each address field component

Required for Address Block

-
Courtesy Titie =]
First Name [Firsthame  [=] | _

l Last Name LastName  [<] |7
Suffix (ot matched) [=]
Company (not matched) |
Address 1 Sveet <]
Address 2 (not matched)
City cty [~
State | (not matched) [+]
Postal Code [zp

Country or Region f(ﬁioiti;ﬁia'td'l'” Wedﬁ’)i
Optional information

Use the drop-down lists to choose the field from your
database that corresponds to the address information Mail
Merge expects (listed on the left.)

[T ] Remember this matching for this set of data sources on
this computer

[ ok | [ conce |

You will see the address is added in to the format as shown the screenshot below.
Click OK to continue.
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Insert Address Block : | _?‘_X‘_.il

Specify address elements Preview
V] Insert recipient’s name in this format: Here is a preview from your recipient kst:
Mr. Josh Randall Jr. A 1 | b
TR T — "
. n G R 3 | e sy
V] Insert company name
V] Insert postal address:
Never indude the country/region in the address
Always indude the country/region in the address

= Correct Problems
{©) Only ndude the country/region if different than:
: If items in your address block are missing or out of order, use
Pakistan Z] Match Fields to identify the correct address elements from your
[V] Format address according to the destination country region ” h Fiekds...

ok || conce |

Now we will customize the greeting message, for that navigate to Mailings tab, and
click Greeting Line.

& = . | e P N
. ailings 1gn yo
it Mail eveloper Desig Layout
= .;“_j D [DRules~ 7 H 41 » M
= = OB 95 Maten Fields $JFind Recipient
Highlight Address|Greeting|Insert Merge Preview 3

Merge Fields Block | Line | Fieldv (& Undate Labels | pesyits 5 Auto Check for Errors
Write & Insert Fields ‘ Preview Results \I
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In Insert Greeting Line dialog, you can choose desired greeting format from Greeting
Line format. Under Greeting line for invalid recipient names choose the format for
unknown recipients. Under Preview, it show the preview of of the changes you made.

Click OK to continue.

Insert Greeting Line ™ | %X

Greeting line format:
;?ear E \ Mr. Joshua Randall Jr. EI . E]
Greeting line for invalid recipient names: 7
EE&?SErT)r ﬁé&am, E]
Preview 7

Here is a preview from your redpient list:

Kd [3 ]

Dear Mr. Ricky ben,

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to
identify the correct address elements from your mailing list.

Match Fields...

Lo« ][ cancel |

-

Now to make Address Block more prominent, navigate to Home and apply color and

font styles over it.

N — TERPP—TP— T = TE— —
| Mome I Frepare Insert Page Layout References Malings Review View
y Cut > - - rel v = A= | X | A
TwCenMT(Boc * 12 ~ A A AaY |-€H | = d=v 3 ES 21
a Copy — a T A
# eormat Painter | LB £ U~ abs X, X' | A\~ AT | EEZE| s | &
board s Font » Paragraph
RAQ AND AFGHA YAN
VETERANS OF AM RICA

Elizabeth Wood

10 Jacob Gates Road
Harvard, MA 01451
May 23, 2012

Dear Elizabath,

Thank you for your $200 donation® to Irag and Afghanistan Veterans of Ams

cammunitv af sunnartarsl Yair aammitmisnt and ancoorscsmant sare witsal for s
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Navigate to Mailings tab, and from Finish & Merge menu, click Edit Individual

Documents.

T

] j (D 2 Rules ~ H 43 (2 |
- — S2 73 Match Fields #2] Find Recipient

ess Greeting Insert Merge Preview

B e Field~ & Update Labels | Results < Auto Check for Errors

Write & Insert Fields Preview Results

Developer Design Wout

¢ Edit Individual Documents...

>3 Print Documents..,

-

2y Send E-mail Messages...

It will bring Merge to New Document dialog, you can choose Current record, we will
select All to view all the recipients. Click OK to show the letter of each recipient.

Merge to New Document ""'w_’_'
Merge records
@ Al
() Current record
() From: I I To: I I
[ ok || cancel |

Now as you can see in the screenshot below, Mail Merge created letters of each
recipients residing in city Akron with their respective street names.

FIETINAG far OUF Ratan s

I\

MEWEST Qeneral on af heroes.
3873 Cuiwowrmn B
Pligtwn, A EEIITIIS
May T, 22
(D vy
Nicorre bz oo

o “ar e mre via 1oy Lk Crtinue our maEmon (o
Irorzon o e o [ et ATGRENIEn e ther N

B dwcade of wr, Ineg eeed BAg et Boom, wetenena e S SaTii S PO MIEEo Mo
T

o oz
Imorzan the e o (reg e Afghenan veene e §

B w dwcade of war, Ineg weed AAg st Soapa, ¢
S
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T G

‘SRR 52 e i ot e v U
T weven s merk e b e

e B e res e w e ores

By using Mail Merge, you can also create:

A set of labels or envelopes: The return address is the same on all the labels or

e

envelopes, but the destination address is unique on each one.

A set of form letters, e-mail messages, or faxes: The basic content is the same in all

the letters, messages, or faxes, but each contains information that is specific to the
individual recipient, such as name, address, or some other piece of personal data.

Ms. Comine Hall
3463 Calaveras Rd
Milpitas, CA 95035-7214

Ms. Karolyn Anderson
10044 Micollet Ave S Apt 203

Ms. Elizabeth Wood
10 Jacob Gates Road
Harvard, MA 01451

Mr. Bruce Crowell

1 Strawberry Ln

Constel
Fund

PO Box

Princete

Mr. Ho:
127 Dur
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CLICK AND PLEDGE

Within the Click and Pledge donor management system is a virtual terminal where you
can manually run credit card and echeck transactions.

To run a transaction you simply fill in the required fields

Required fields are marked in RED.

Home Mouseholds Organications Patrens Opporusities Dashboards CAP Transactions CAP Recurrings  CAP Repoms AP hmgont m *
CECEN
P aymant e
s b a s
2 s [ s
i
= )

RECURRING PAYMENT

You may also set up a transaction to be a recurring transaction.

There are two different types of recurring transactions. The installment option will break
a larger amount into smaller amounts like an installment plan. The subscription option

repeats the same transaction amount. Both plans allow you to choose the period of
time the payment is to reoccur and the length of time it will last.
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stions P, Opp iti Dashboards C&P T cti C&P Recurrings C&P Reports C&P Import

Paymenttor [Donat |
Amount S Deauctivle S
Discounts [0 | snippings 0 |
(CH—

on
Is this a recurmng payment fﬁ
Recurring Type | B Periodicity l E]

® of instaliments [0 | Enaing date | |
Billing Information

search by first name. last name, or email
Existing Patron | J[Load ]

First Name I[ ] Last Name |[ |

Acaress1 [ ] Agaress2 | ]

Here under the billing information the system does allow you to look up an established
donor within the click and pledge donor management application. You can look them
up using first name, last name or email address.

Recurring
Is this a recurring payment |V
Recumng Type | Subscnption [+] Perodicty | Monthly [+]
# of instaliments  [12 | Ending date [ |
Baing Information
search by frst name, last name, or email
Existing Patron  |su I W
Fistame | Higgs, Sue, susan@clickandpledge.com I
Address1 I[ ] Aggress2 | |
oy | ] State | Select State v
2pPostal Code || | Country I Select Country !
Province (non-US) [ ] Phone I[ |
Eman [ ] Contirm Email | ]
Tracker & Campaign
Tracker | ] Campaign [ |

Dacermant Llath 4
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Click on it and then click LOAD and the data will autofill the information for you.

Recurnng
IS this a recuming payment |V
Recumng Type l Subscnption vw‘ Peanodcry I Monthly v:
# of nstallments [12 ] Ending date [ ]
Baling Information

search by fwst name, last name, or email

Existing Patron {H.ggs Sue susan@-cluckaﬂdpled-ge com HLOMJ

FirstName | [Sue ] LastName |[Figgs ]
adaress1 |[123 Bay St ] address2 [ ]

city |[Hattesburg ] State | Mississipp -

DpPostal Code |[33407 ] Country | United States of Amenca -
Province (nonUs) | ] Phone |[(540) 9619811 ]
Emat |[susan@chckandpledge cd Confirm Email | susan@ciickandpiedge cd

Tracker & Campaign
Tracker | | Campaign | |

If that person is not a current donor in the system then simply just fill in the fields.

The system uses a person’s email address to recognize if is is a new donor or existing
one.

Since donors may have the same last names first names etc. but not the same email
address it is a good way to identify donors. Basically this is used as a unique identifier.

To make sure that the data being put inot the system is accurate please use the donor’s
correct email address.

Tracker and Campaign information can also be added and be aware that it is case
sensitive.

Under pay method you can choose credit and echeck and then put that information in
those fields.
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Province (non-US) | | Pnone ||(540) 961-9811 |
Email |Isusan@clnckandpledge cd Confirm Emall I[susan@clnckandpledge cd
Tracker & Campaign
Tracker | | Campaign | |
Payment Method

9 Credit Card eCheck

oo EEgE

Name (as it aopwc;,:;; || 1 | Credst Card Number |[ ]

Expiration |Solocx '»| Select [»] Card Security Number l:]

| understand that this charge will appear as Test Account on my bank statement

[ Process Payment |

Click on” | understand that this charge will appear as IAVA on my bank statement”
Then click PROCESS PAYMENT to begin the transaction process.

-
.
]
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The next screen will inform you that the transaction is being processed.

We are processing your request. Please walt,

The next screen give notification that the transaction has been processed.

lons  Pawone [ cart car R CAP Repors  CAP lmpont m .

Onder Numder 1111104008844 111 Vool GLED  SodtBte 4079 4908 $oce 01 BEN TS
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You can click on the C&P transactions tab to see the transaction listed there.

.

wions Patrons Opportunities  Dashboards K8 TR [FTERTS EE

CAP Transactons

#4 Home

Veew:  Today Transactions (=] Ger  Edt) Creste New Varw

CAP Rocurrings CAP Reports  CAP kmport  CAP Virtwal Terminal

Recent C&P Transactions

Order Mamber Tracker Campasgn

1724200084111 CoPTast

e

$10000
455

0
$400 00
§$1225
2400
221
$50 00
$100 00
$300 00

And it will also appear under the C&P recurring tab.

Date and Time
VINR2011 400 AM
1102011338 PN
V02011 24PN
1201 07PN
BN TLIPU
V011 1201 AM
1VS2011 1201 A
ATR011 619 AN
VIO 244 AN
VIR011 1227 A

Vault GUD

2oa468t-4279-4908-840e-01 1IBE94TET
2208009 9343-4209-0802 09287T97aT07e
11320409550 420000 TR-O 00204041
458237 <1004 1-3045-20 1 Jcabes 1 70
OIS 1. 290947 04-2530- 37 10c2908a7D
P02207c59-47 002 3-CATHT 2060388
808 10903 Jcaa-44e - Haf-Oce 1160t 147
024741137-3872-4975-2652-DCcBOTTONT
T10P0 005 T15e-4850-511)-040a3044 T 120
0554322961490 3485-6 12754967011

- T -
,
om  Patrons  Op [ CAP T m CAP Reports  CAP kmport  CAP Virwal Terminal  +
CAP Becuirngs
Home
ow a3T5] Gor  EdtiCreste New View
Recent CAP Recurrings [
Date ot Made Mext Instatment Amount
12528 2011 Soe v [ ” 1 g $100 00 2
12518 Ve Kay Fuscher 2 Weess S 1 1282011 $05
1210 1102011 Sue regss 2 Weens 0 3 14201 $400 00 $400
12214 V102011 Aona Thomas 2 Weers 2 2 24011 $50 00 L
12508 102011 \bchael Tinadaum 2 Weets L] 1 1242011 $122% §
1250 1102011 Ceanna Matn 2 ey ° 1 1242011 $5000 L]
12006 V102011 John Marte Vortrey L) 1 202011 82500 "
1208 waon Mohammad Taghaa Norees b 2 2o 82500 L]
120802 w011 Wohammad Taghaa Noeeey [} 2 o 20 13
1249 o bchae! TiInadaum Morere, 2 1 2T $50 00 L]
Show 10 fems
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The next screen is a copy of the receipt that the donor will receive.

Balag Information

You have just completed a transaction within the Click and Pledge virtual terminal.
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