C AS C A D E D A T A S O L U T I

DONATION DIRECTOR
Entering a Pledge

Transaction Wizard Batch Screen

To enter a donation, first Batch Number | Fiscal Year Control Number | Batch Date | Is Posted | Entered By ed Dat
open up Transaction -] B [admn

Wizard.

Upon entry you will see this
screen and you need to

click on

Review

Double check your Fiscal * [(New Batch)
Year, enter a Batch Date
and Control Number (this
can be used as an inhouse
numbering system, this item
does not need to be used)

Fizcal ¥ear |2DDS vl
Click on [Save/Next
Batch Date [7/7/2009

Contral Mumber I

& &

LCancel | SavesMext
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C AS C A D E

Enter the first three letters of the
last name or the first three of the
business name in the Search For
box.

In this case we are looking for
Bayne so | have entered Bay and

clicked on

As you can see in the example
four names came up three were
blue (these are related accounts)
and | have highlighted the black
one for Bayne, Don and | will click

on [Select

D A T A S O L U T I

Batch No: 2

Batch Date: 7/7/2008 Control No:
Step #1 - Select Account

Fiscal Year: 2009

Search For Ibay{ In Field IAccount Mame j & Starts With “
Include [# Individuals [ Businesses @ Fund A ¥ R ips w Search
Account: Add New
Address: Phone: ot
— Email:

Step #2 - Select Transaction Type

& Record a New Payment Associated with an Existing Pledge
¢ Record a New Donation
¢~ Record a Hew Pledge

Previously Entered Transactions Show All Prior Pledges [

Show All Prior Donations ™

Posted | Batch# |Fiscal Year | Tran. Type | Tran. Date

Ack. Amount| A/R Amount| Paid To Date| Last Pmit. Date

Cloze

=

Previous

=5

MNext

Batch No: 2

Step #1 - Select Account

Batch Date: 7/7/2008 Control Ho:

Fiscal Year: 2009

Search For Ianne In Field IAccount Name j & Startz With “
Include W Individuale [ Businesses [ Fund Accounts | Relationships * Contains Search
Acct. Type Account Noi| Search Name Related To Account Street Address City State| Zip C1
Child Bayne, Austin Bayne, Don
Business C Bayne, Don Cascade Data Solutions

[ [individual Bayne, Do 3410T

et
_|Spouse | |BayneDon |SpringerRhenda | |

Three Hille  |NE
I
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In the following screen you will
select whether you are adding a
payment on pledge, a donation or
a pledge.

You are also able to edit the
donors account if needed by
clicking on [Edit] this will take you
out to Account Manager you can
make your changes and then
when you save will bring you
back to this screen.

In this case | will click on Record
a new Pledge and click

When entering this screen it will
be blank and you will need to fill
out the fields. Most are drop
down fields that you have already
created in System Setup or
Appeal Manager.

Some fields do not need to be
filled out but | have given you an
example of those that would need
to be.

If you want to send a thank you
letter make sure the
Acknowledge box is checked and

D A T A S O L U T I

Entering a Pledge

Batch No: 2

Batch Date: 7/7/2009 Control No: Fiscal Year: 2009

& Starts With ﬂ
¢ Cantaing s

Account# —>

Step #1 - Select Account
Search Far Ibay

In Field IAccount Mame j

Include [ Individuals [V Businesses [ Fund Accounts [V Relationships

Account: Bayne, Don

—Address— DT EaTe
3410 Takena SW
Three Hills, NE 34647

Add New

gdnl

Phone: (555) 924-5714

Email: dbayne@duh.com

Step #2 - Select Transaction Type
" Record a New Payment Associated with an Existing Pledge

" Record a New Donation

& Record a New Pledge:

Previously Entered Transactions Show All Prior Pledges [~ Show All Prior Donations ™
| | Posted |Batch# [ Fiscal Year |Tran. Type |Tran. Date | Ack.Amount| AIR Amount| Paid To Date| Last Pmt. Date

&=

=B

Mext

Clo=se Previous

Batch Ho: 2 Batch Date: 7/7/2009 Control No: Fiscal Year: 2009 ID# (New)
Step #3 - Enter Transaction Information — 9 — | Bayne, Don | (2]
Pledge Type Im ls a Reoccurring Pledge [~ Shart Mote | Custom Fields I Memao I
Received On I?RIZDUIB Anonymous Gift [ =
Acknowledged Amaount IW Counts Az |_1
Receivable Amount lm =
CCy l— [Last 4 digits) Installments [ 0] Create Schedule
Expires On l_ Reminder Letter ﬂ| &7
Tranzaction Solicitor IAImgran, Diana d on I j
Step #4 - Enter Appeal Source and Designation —

Appeal Mame ICapitaI Campaign

Soft Credi Amt. | .00 @| & |
|

Designation I j

Appeal Categony IGeneraI Donation

Appeal Ack. Amt. I $1,200.00

a letter is chosen.

For more information on any of
these fields please give us a call.

The next step will be to fill out th
reminder schedule, click on
ICreate Schedule|

Appeal A7H AL | 1200, Acknowledge [V IOneCampaign.Dnc ﬂ| &
Appeal Name / Ack. Amt AIR Amt ) Bal Send | Acknowledgement Letter
Capital Camggn-/(}eneralDD $1,200.00 $1,200.00 §0.00 | $1,200.00 OneCampaign.Doc

Total $1,200.00 $1,200.00 $0.00 | 51,200.00 O

=

Previous

<

Save/Next

Link Cloze
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This is a normal pledge with a
reminder that we have set up
starting with today’s date, set to
remind every month for the next
12 months.

When finished with setting up the

reminder click on |[Save/Close

If you have a pledge that is to re-
occur for the same amount year
after year or month after month

you will need to check the Isa _—

Reoccuring Pledge box on the
prior screen to opening the
Create Schedule.

When you do open it you will see
that the Reoccuring Frequency
fields are now available. You will
need to choose how often you
want the reoccurance to happen.

When finished [Save/Close
And now

Batch No: 2 Batch Date: 7/7/12009 Control No: Fiscal Year: 2009 ID# (Hew)
Step #3 - Enter Transaction Information ——————— | Bayne, Don | [Z]
Fledge Type IBiII Me 'l Iz a Reoccurring Pledge [~ Shaort Mote I Custom Fieldsl Mema |
Received On |77 fi. Reminder Schedule Setup Screen ﬁ
Acknowledged Arount I_
Recaivable Amaunt I— Fieceivable Amount I $1.200.00  Reoccurance Frequency INever |
ooH I— Papments Received I $0.00 MNext Reoccuring D ate I E
Biies @y I— Feminder Start Date I?H?HZDDS Termination D ate I ﬂ z
Fieminder Frequency IEver_l,l tanth vl . .
Transaction Solicitor W Dielete Reminder Create Beminder =
Istallments I 12 Schedule Schedule
Step #4 - Enter Appeal 5 —
Appeal Mame ICapitaI i Reminder Date Reminder Amt.| Reminder Nolt | Past Due Reminder @ &
$100.00 O
Appeal Categary IGeneraI 84742009 $100.00 0
Appeal Ack. Amt. I 5 9/7/2003 $100.00 O .I
104772009 $100.00 O =
Appeal A/F Amt. [ 8 11/7/2003 $100.00 O = 2
Appeal Name 12/7/2009 $100.00 ] Lter
Capital C _Gene 1/7/2010 $100.00 O
24722010 $100.00 O
7200 $100.00 O
44722010 $100.00 O
B/7/2010 $100.00 O
B/7/2010 $100.00 O
: ]

Scheduled &4/F Reminder Total I $1,200.00

&

Cancel

Link

Batch No: 2 Batch Date: 7/7/2009 Control No: Fiscal Year: 2009 I (Hew)
Step #3 - Enter Transaction Information | Bayne, Don | ¥
Pledge Type BlII e ~| Iz aReoccurring Pledge ¥ Shart Note | Cuztom F|e|dg| Memol
Feceived On |7/7 _ Reminder Schedul= Setup Screen |
Acknowledged Amaount I_ /
Eceivable Aot I $1.20000  Reoccurance Frequency ([SEENNEE |
Receivable Amount
oo I— FPayments Received I $0.00 Mext Reoccuring D ate I?f?f2D1 0 -
Bepies @ I— Reminder Start Date |7/7/2009 Termination D ate l— ﬂ| Z
Reminder Frequency |Ever_l,l tanth vl . .
Transaction Solicitor W Lielete Reminder Create Beminder j
Inztallments I 12 Schedule Schedule
Step #4 - Enter Appeal S —
Appeal Name IEapitaI r Reminder Date Reminder Amt.| Reminder No#t | Past Due Reminder @ & I
$100.00 0
Appeal Category IGeneraI 8472009 $100.00 O
Appeal Ack. Amt, I 5 9/7/42003 $100.00 O -l
10/7/2009 $100.00 O =
Appeal AR Amt. [ 8 11/7/2009 $100.00 [ = &
Appeal Name 12/7/2009 $100.00 [] fter
Capital Campaign - Gene 1/7/2010 $100.00 []
27742010 $100.00 O
3742010 $100.00 O
4742010 $100.00 O
5/7/2010 $100.00 O
E/7/2010 $100.00 O
[, L
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C AS C A D E

At this screen you are able to
print out your letter simply by

clicking on [Print/Send

Reminder: If you do print out
your letter Create the log to let
Donation Director know the letter
has been printed.

AT ——
|

‘ Acknowledgement Log Entry |

To create an Activity Log, enter the Log Description and
optiohally some Log Motes. then click the [Create Log] buttan.

If you do not wish to create an Activity Log entry, click the
[Cancell button.

Log Description; [Reguired - 150 characters max.|

[BreCampaign.Dod |
|
Log Motes: (Optional - 150 characters max.|
|
I|

Cancel | Create Log

Or if you prefer to enter more
transaction just click on and
repeat the above steps till you
have all your transactions
entered.

You can then print your
Acknowledgements out of
Correspondence Wizard after
posting the batch.

See Posting a Batch to finalize
the process of entering
Transactions

D A T A S O L U T I
Batch No: 2 Batch Date: 7/7/2008 Control Ho: Fiscal Year: 2009 10# 8470
Step #5 - Print Correspondence Letters
~Acknowledgement ~Tax Receipt
& Send aletter " Send an Email & Send a Letter " Send an Email
W Use Primamy Address ¥ Use Prirmary Address
Address Lse I Manth Address Use | tdanth
Con Bayne Con Bayne
10 Takena SW 10 Takena SW
ree Hills, NE 34647 ree Hills, NE 34647
Letters To Print / Email
Letter HName Correspondence Method Letter Type
OneCampaign.Doc Send a Letter Acknowledgement

Activity Log

Log Date

Log Description

The list of pre-assigned correspondence letters was created from the

Letter Type Activity Log Hotes

Output Sent

letters you assigned to this transaction on the previous screen. Click on the ‘i; EF,

row then click [Print/Send]. You can click the [Previous] button to assign or .

re-assign another letter. Close Previous Mext
Batch No: 2 Batch Date: 7/7/2009 Control No: Fiscal Year: 2009

|Tra1.l|). |TrmGrm.p|Trﬂ1. Date |Ammmtllam

| Ack. Amount| Tran. Type [Notes

&

Review

£1,200.00

/N =Wwaiting on Credit Card Processing

& 13

Make Pmts. | Reoccur.

Delete

Bill Me:

13 = A Re-Occurring Pledge

diﬁb‘

Previous

Close
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