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What Is In This Guide?

In the Event Gifts Guide, you learn to add, edit, and delete event gift records(when you have the optional module
Event Gifts Management). You can also learn about the following.

¢ “Linking a gift to pay existing registration fees from a gift record” on page 9

¢ “Linking a gift record to an event as an other donation from a gift batch” on page 19
¢ “Adding a sponsoring pledge from a gift record” on page 27

¢ “Breaking a link between a gift and participant record from a gift batch” on page 43

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information. 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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Gifts for Events
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Event Management, Blackbaud’s events tracking module, works in conjunction with The Raiser’s Edge to help
manage all aspects of your events. Whether you are organizing a golf tournament, an awards banquet, a training
class for your volunteers, or an afternoon tea, the information you need — from registrant lists and expenses to
income generated — is kept in one package.

Note: Optional modules such as Event Management, Membership Management, and Alumni Tracking enable
you to customize The Raiser’s Edge to meet the specific needs of your organization. When you purchase an
optional module from Blackbaud, you are given a code. You must enter this code to “unlock” or activate the
optional module. For more information, see the Program Basics chapter of the Program Basics Guide.

Event gifts, such as registration fees, donations, and sponsoring pledges, can be entered from a participant or gift
record. Once you add a gift record for an event gift, you can link the gift record to a participant record for the
individual or organization which is associated with the gift. When you use the linking capability, you can easily
track from the participant record whether registration fees have been paid, other donations have been made, or
sponsoring pledges have been fulfilled.

A gift record can be linked to a participant record from the gift record or the participant record. This book
explains all aspects of linking a gift record to an event from a gift record and from a gift batch. For more
information about the other features of the optional module Event Management, see the Event Management
Data Entry Guide.

Frequently Used Terms

This section defines words and phrases you need to know as you work with the optional module Event
Management. 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.

Participant. A participantis an individual or organization associated with an event. For example, if you are
hosting a formal dinner event, the participants are the attendees, the caterer, speakers, coordinators, and
volunteers associated with the dinner event. Each participant must be entered as a registrant, guest, or
sponsor on the event record for the dinner.

Registrant. A registrantis an individual or organization attending or providing a service or product for an event. A
registrant can participate in the event, but does not have to. For example, you are giving a CPR class and invite
a local doctor to give a speech on strokes. The doctor does not pay registration fees like the students of the
class, but you need to enter the doctor in the database as a registrant to track any expenses paid for the
doctor’s services and to track the doctor as a speaker for the CPR class. The students of the CPR class are also
entered as registrants because they participate in the class as students. You need to track their names,
addresses, attendance, registration fees, seating arrangements, and other important information.

Guest. A guest is an individual or organization attending an event as an invitee (guest) of a registrant. For
example, you enter Jane Cothran as a registrant for your organization’s golf tournament. She decides to bring
a friend, Bill Cone, whom you enter in the database as a guest.

Sponsor. A sponsor is an individual or organization sponsoring or representing a registrant. For example, your
organization is holding a tennis tournament. The Midwest Tennis company sponsors a team in the
tournament by representing the team and paying the registration fees for each player. You enter the Midwest
Tennis company as a sponsor.

Registration fees. A registration fee is the monetary amount a participant must pay to attend the event. For
example, your organization is holding a golf tournament and each individual participating in the tournament
must pay a registration fee of $50.00. This fee can cover any costs for the event, as well as a donation to your
organization. For the golf tournament registration fee, $20.00 may cover the cost of the event and $30.00
may be a donation to your organization.
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Other donations. An other donation is a gift made to an event by a constituent in your database. For example, a
company that is sponsoring 10 participants in your event may choose to make an additional donation to
support the event. Because the company’s gift is associated with the event, you can link the gift record for the
additional donation to the company’s participant record as an “other donation”.

Sponsoring pledges. A sponsoring pledge is a donation made on behalf of a registrant, guest, or sponsor
participating in a sporting event. For example, if you are hosting a marathon, the participants can encourage
donations based on the distance they are able to run. You can enter these donations in the database as
sponsoring pledges.

Navigating in Events

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 have the optional module PlannedGiftTracker), and Other. After you create a
gift record for event registration fees, donations, or sponsoring pledges, you can access the gift record from the
Gifts page. To access the Gifts page, click Records on the Raiser’s Edge bar, then click the Gifts link.

@ The Raiser's Edge

File Edt “iew Go Favoites Took Help

4 Back $ Forward| Open in separate windaw

o

Constituents ;I
Gifts

Actions

Campaighs — .

i o New at ﬁp Cpen a Gt

Appeals

temberships

Jobs

Events Recently Accessed Records Quick Find

02{13}2006 Cash $2,000.00 - Christopher T. Young “

11/19/2006 Pay-Cash $455.00 - Catlin R. Daly
05/22/2006 StockfProperty $1,000,00 - ABC
Learning Center

07f01/2006 Cash $11,000.00 - Susan E. McDonald
01/04/2006 Cash $200,00 - Keith D, Radcliffe
04/02/2006 Cash $40.00 - Jeffrey P. Ferber
11/19/2006 Cash $3,000,00 - Michelle E. Wagner
1101/2006 Cash $25.00 - Heather L. Faulkner
06/06{2006 Cash $500.00 - Jason D, Camphel
11}13/2006 Cash $1,000,00 - Kenneth Parker

[

“Welcome to The Raiser's Edge 7

A

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.
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Accessing Event Gifts

After you create a gift record for event registration fees, donations, or sponsoring pledges, 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 of a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry Guide.

Toolbar

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

[ save and Close -

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

(]

Save the gift record

¥

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

4]

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

H

<

iew the first gift record listed on the Gifts tab of a constituent record for the donor of the current gift record

[+]

<

iew the previous gift record listed on the Gifts tab of a constituent record for the donor of the current gift record

[+]

<

iew the next gift record listed on the Gifts tab of a constituent record for the donor of the current gift record

=]

<

iew the last gift record listed on the Gifts tab of a constituent record for the donor of the current gift record

[+]

[q)]

o to a record linked to the current gift record

>

pply gift record to existing pledge or recurring gift

%]

Link gift to membership, event, or proposal
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Add gift record to favorites

View the Gift Properties screen

[2-]

Access help contents

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

Event Business Rules

By setting business rules, you can control certain functions and displays throughout The Raiser’s Edge. Unlike
user options, business rules affect all users of the program. Several business rules are specific to the optional
module Event Management. When you add a participant to an event, the program can automatically create a gift
record for registration fees, ask if you want to create a gift record for registration fees, or do neither. When
adding gifts to your database, the program can also warn you when a constituent has outstanding registration
fees. For complete information about business rules, see the Configuration chapter of the Configuration &
Security Guide.

Warning: To define business rules, you must have security rights. For more information, see the Security
chapter of the Configuration & Security Guide.

» Defining business rules
1. On the Raiser’s Edge bar, click Config. The Configuration page appears.

i The Raiser's Edge - 17]]
File Edit Wiew Go Favaortes Taools Help

4 Back & Fnrward‘ Open in separate window

IFIH" Home (0O quratio
-
[ =
> B General b General
) o b Tables
@r_.! Tables
- A ; b Addressees / Salutations
essees N
E Salutations b Atributes
-y E , o ]
o Attributes Financial Institutions
— b General Ledger
Financial
Institutions b Letters
General Ledger b International
Letters P Business Rules
b Fields
Intemational
Business Al b Membership Categories
—— b Custom Views
Fields
tembership
Categories
Cuistarn Yiews
General
Use the General page ta enter basic information, such as your organization's address and phone number
‘Welcome ta The Raiser's Edge 7 g

2. Click Business Rules. The Business Rules page appears.
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Note: If the Gift options folder is closed, double-click the folder name to open the folder.

3. From the tree view on the left, select Activity options in the Gift options folder. The Business Rules screen
now appears with the gift-related options.
#h The Raiser's Edge HEIE
File Edit Wiew Go Favaortes Taools Help

4 Back & Forward‘ Open in separate window

ﬁ_f“ onriguration’* BUSINESS KUIES
——

Gl gsn;alalt When adding a gift warn if constituent has...
s ¥ Dutstanding pledge balances
Tables (& Criteria o
i Indlividuals [T Dutstanding recuring gifts
Addiessees / Organizations ¥ Outstanding registration fees
xpart Salutations i B Options ¥ Lapsed memberships
Attibutes [ Name display When changing "gift amount’ automatically update...
Financial i [ Membership ¥ Receipt amount
Institutions Generale IDs
Batch options
General Ledger (= Gift options ™ Curency gift amaount
Letters ereral options When changing 'receipt amount® automatically update...
Intemational i i [T Currency receipt amount
[ Corstituent options
. General options W Automatically apply soft credit to matching gift pledge
Fields : Deceased options W Do nat allow 'receipt amount' to exceed 'gift amaunt'
Email aptions . o
Membership Alumni optians [~ Donot allaw gifts to be saved that are less than l—!l
Categaries N .
@Memhelshlp options Message: I g
Custom Views i |5] General options 9=

fe [2] Activity options

Event options -
o - »

Business Rules

@ Apply predefined and customized validation rules to records in The Rafser's Edge

‘Welcome to The Raiser's Edge 7 4

4. Under When adding a gift warn if constituent has, mark the Outstanding registration fees checkbox if
you want to be reminded when you add a gift for a constituent who has outstanding registration fees.

5. From the tree view on the left, select Event options. The Business Rules screen now appears with
event-related options.

i The Raiser's Edge - 17]]
File Edit Wiew Go Favaortes Taools Help

4 Back & Forward‘ Open in separate window

ﬁ_f“ onriguration’* BUSINESS KUIES

C =
General When adding participants to an event...
General &4 Duplicates .
TGl ¥ ‘wamn when event capacity wil be exceeded
Tables H el’rl'::hviduals ™ Allow multiple constituent registration
Addiessees / H Organizations when adding registration fees to participants...
Salutations Dptions © Autornatically create a gift for registration fees
Attributes 5 Name: display " Prompt to create a gift for regishiation fees
= 0 Membership @ Do not automatically create nor prompt to create a gift for registration fees
inancial
Imstitutions Generate IDs

Batch options
General Ledger [ Gitt options

Letters General options
b [ Activity options
liemeton] [ Corstituent options
General options

B Deceased options

Email aptions b
Alumni options

i3 Membership options
Custom Yiews i~ |5] General options
Activity options

Business Rules

Fields

Membership
Categaries

Apply predefined and customized validation rules to records in The Rafser's Edge

‘Welcome to The Raiser's Edge 7 4

Note: Your selection for When adding registration fees to participants should depend on your data entry
methods. For example, if you decide to add participants to your database only after receiving registration fees,
you can mark the Automatically create a gift for registration fees option to save time during data entry.
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6. Under When adding registration fees to participants, select if you want the program to automatically
create a gift record for registration fees, ask if you want to create a gift record for registration fees, or
neither.

7. After you make changes to business rules, your preferences are updated right away.

Understanding Event Gifts

Gifts can be associated with participant records in three ways: to pay registration fees, track donations, and
record sponsoring pledges. When you receive registration fees, sponsoring pledges, or other donations, you need
to create a gift record to record gift information. Gift information can include the campaign, fund, appeal, and
package to which the gift should be attributed; the payment method for the gift; and the solicitor responsible for
obtaining the gift. After you create a gift record, you need to link the gift record to the participant record of the
individual or organization who is associated with the gift.

For example, if John Smith paid a registration fee of $20 for an upcoming event, you need to create a gift record
for John’s registration fee. After entering the appropriate information on the gift record, you need to link the gift
record to John Smith’s participant record. When you link a gift and participant record, you are showing John
Smith paid his registration fee for a particular event. Once you link a gift record and a participant record,
information about the gift can be viewed and tracked from the participant record.

The next sections explain details related to linking a gift record for registration fees, sponsoring pledges, or other
donations for a participant record. For basic information about the fields and options available on a gift record,
see the Gift Record chapter of the Gift Records Guide.

Registration Fees

When you add a participant to an event, you can enter registration fees that must be paid before the participant
can attend the event. For example, your organization is holding a CPR class this summer. Each student in the class
must pay $50 to cover the cost of books and instruction. When you add a participant for the CPR class, you can
enter the registration fees due for the class on the Registration Fees tab of the participant record.

Nicholas Yincent {Registrant) B

File Edit Yiew Participant Tools Help
E]Saveandﬁlose'|u|§'&' H 4 & H|—"||?'|@' |
Registrant: |N|c:holas Yincent _I
- Registered Events W ﬁenerall Travel + Beqistration Fees |Parti§ipatimn| anatinnsl Attrihgtes.-"anesI
Public 5 afety Clazzes
_ Linit Mo, Units I Gift Amounk | Receipt Amount I Date | Comments
5@ Fite Prevention | |Individual 1 $75.00 425,00
4] | i
Auto Generate Fees... |
[ e R Eensfitz | Total benefit walue:  $0.00
& Amount €0 Percent
Amount paid: 475,00 Wiew Gift:
Ja— lﬁa b = iew Gifts |
D ate paid: I EI
Total gift amount: $75.00 Tatal receipt amount: $25.00
|Class |
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To pay registration fees, you need to create a gift record and link the gift record to the participant record. For
example, Nicholas Vincent wants to attend the CPR class. You add a CPR class participant record for Nicholas and
add a S75 registration fee on the Registration Fees tab. When you receive $75 from Nicholas, you need to create
a gift record as normal. For more information about adding a gift record, see the Gift Record chapter of the Gift
Records Guide.

After you create the gift record, you can link Nicholas’s gift to his CPR class participant record to show he paid his
registration fees. Once you link a gift record to a participant record, the Amount paid and Date paid fields on the
participant record update with information from the linked gift.

On the participant record, you can click the View Gifts button on the Registration Fees tab to view the gifts paying
the registration fees for this event. When you click View Gifts, the Linked Gifts screen appears displaying all gifts
linked to this participant record.

Linked Gifts for Participant

i &= & -

Gift Twpe Gift Date Armount Applied Mame

0A 04,2000 £75.00 Mr. Micholas Vincent

Total paid toward Registration fees: $75.00

For more information about viewing linked gifts from a participant record, see the Event Management Data Entry
Guide.

Linking a Gift to Pay Existing Registration Fees

After you create a gift record for registration fees, you need to link the gift record to the participant record of the
person attending the event. To pay registration fees, the participant must be a constituent in your database. If a
participant who is not a constituent pays registration fees for an event, you must add the participant as a
constituent before you can add a gift for the participant.

Any constituent can pay registration fees for another participant. For example, a parent and child may attend
your event. You need to create separate participant records for the parent and child. However, the parent can
send a single payment that you link to both participant records.

When linking a gift record to a participant record, you can add a gift record for the registration fees from the Gifts
page or the Gifts tab of a constituent record. You can also create a gift record using a gift batch. This section
explains how to link a gift record for registration fees to a participant record from the Gifts page and from a gift
batch.
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» Linking a gift to pay existing registration fees from a gift record

Scenario: Nicholas Vincent and his daughter, Jane, want to attend your Summer CPR class. You already
created a participant record for both Nicholas and Jane and you added a $75 registration fee on the
Registration Fees tab of both records. On 06/04/2004, you receive a check for $150 from Nicholas
Vincent to pay the registration fees for the CPR class. Now you need to create a gift record for
Nicholas’s fees and link the gift to both Nicholas and Jane’s CPR class participant records.

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

i The Raiser's Edge
File Edit Wiew Go Favaortes Tools

o

Constituents
Actions
Campaigns
Funds

Appeals
Memberships
Jobs

Events

‘Welcome to The Raiser's Edge 7

Help

4 Back & Forward‘ Open in separate window

[_[5]x]

=27 New Gift

Recently Accessed Records

'EF Cpen a Gift

Quick Find

02/13/2006 Cash $2,000.00 - Christapher T. Young
11/19/2006 Pay-Cash $455.00 - Catlin R, Daly
05/22{2006 Stock{Property $1,000,00 - ABC
Learning Center

07012006 Cash $11,000,00 - Susan E. McDaonald
01/04/2006 Cash $200.00 - Keith D. Radcliffe
04/02/2006 Cash 40,00 - Jeffrey P, Ferber
11§1942006 Cash $3,000,00 - Michelle E, Wagner
11j01)2006 Cash $25.00 - Heather L, Faulkner
06/06/2006 Cash $500.00 - Jason D. Campbell
11/13{2006 Cash $1,000.00 - Kenneth Parker

Y

R

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. Click New Gift. The New Gift

screen appears.

W New Gift [ (]
File Edit “iew Gitt Fawortezr Toolz Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|‘"|%'|§'||I§' ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Constituent; | |
Gift type: IEaSh ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Gift date: IT LLetter ”ﬁ@ B Eriefits |
Amount: lm Receipt: IND[ Feceipted j I El
Campaigr | 2] Receipt amtdno.: [0 I |
Fund: I jﬁl
Appeal: I jﬁl
Package: I jﬂl
Solicitons “ jﬂl
Pay methad: [Cah 52 |l =F e Amountbils: [s000 |
Ref no. /date: I I ] Armaunt coing: Im
|Date added:
| |

Note: Once you enter a name in the Constituent field, the program disables the field.

4. |n the Constituent field, click

the binoculars. The Open screen appears so you can search for Nicholas

Vincent in the database. When you locate and select Nicholas, his name appears in the Constituent field.
For more information about the Open screen, see the Program Basics chapter of the Program Basics

Guide.
5.

Select the Gift tab and add information about Nicholas’s gift as shown on the screen below. For more

information about adding a cash gift record, see the Gift Record chapter of the Gift Records Guide.

% New Gift for Nicholas Vincent [_ [}

File Edit “iew Gitt Fawortezr Toolz Help

ESaveandClose'| u | é' @' | L}

<o 2 |

v Gift | Miscellaneous | v Soft Credlt | Matching Gits | Tribute | Atiibutes | Spit Git ]

‘ Conztituent: INichoIas incent ﬂ ID: 86
Gift type: |Eash ﬂ Reference: ISummer CPR Registration Fees g
Gift sublype: I =] Acknowledge: INomcknowIedged =] I =
Gift date: Im Letter | Eenefits |
Amount: lm Feceipt: IND[ Feceipted j I El
Campaign: IAnnuaI Campaign =l Receipt amt/no.: |$150.DD JE= | I
Fund: |2004 Annual Fund =l
#ppeal [Annual Exhibit ~|aa|
Package: I jﬁl
Solicitors “ jﬁl
Pay method: IF'ersonaI Check. =l ElErT Check no. /date; |15?5 05/27/2004 E|
Barik: I ~|iF
|Date added:
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Note: Because you entered Nicholas Vincent in the Constituent field on the gift record, any existing
registrations for Nicholas automatically appear on the Pay Registration Fees screen.

6. To link the gift to Nicholas and Jane’s existing participant records, select Gift, Links from the menu bar.
When the submenu appears, select Event, Registration Fees. The Pay Registration Fees screen appears.

Pay Registration Fees

Fay registration fees with this gift by selecting ‘Link® next to the registration fees pou wizh to pay. Selecting Load Regiztration
From..." will add registration fees for ather participants to the list. vY'ou may select 'Mew Registration' in order to add a news
participant ko an event,
Gift amaount: |$‘I 50.00 ﬂl
& A e
Link? | Event 1D I Date Participant I Stakus | Attended | Amount Applied | Coi
[ Golf Tournament - 1999 0724/1999 Micholas Yincent  Paid v Michc
[T CPR Training Session  07(10/2004 Micholas Yincent  Paid [} Mlicha
4] | i
Load Registrations From... I
| &pplied to Membership: $0.00 |Applied: $0.00 |Remaining: $150.00
oK | Cancel |

7. Click Load Registrations From. The Open screen appears so you can locate Jane Vincent in the database.
When you locate Jane, all Jane’s participant information appears in the grid on the Pay Registration Fees

screen.
Pay Registration Fees
Fay registration fees with this gift by selecting ‘Link® next to the registration fees pou wizh to pay. Selecting Load Regiztration
From..." will add registration fees for ather participants to the list. vY'ou may select 'Mew Registration' in order to add a news
participant ko an event,
Gift amaount: |$‘I 50.00 ﬂl
i ] ]
Link? | Event 1D I Date Participant I Stakus | Attended | Amount Appliedl Col
[T Golf Tournament - 1999 07/24/1999 Micholas Wincent  Paid v Tichio
[T CPR Training Session  07(10/2004 Micholas Yincent  Paid [} Mlicha
¥ PR Training Session  07/10/2004 Jane L. Vincent  Paid - ﬂ]ane
4] | i
Load Registrations From... I
| &pplied to Membership: $0.00 |Applied: $0.00 |Remaining: $150.00
oK | Cancel |

8. Inthe Link? column, mark the checkbox in the rows containing Nicholas and Jane’s CPR class information.
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In the Amount Applied column for Nicholas and Jane’s registration, enter the amount $75.

Pay Registration Fees
Fay registration fees with this gift by selecting ‘Link® next to the registration fees pou wizh to pay. Selecting Load Regiztration

From..." will add registration fees for ather participants to the list. vY'ou may select 'Mew Registration' in order to add a news
participant ko an event,

Gift amaount: |$‘I 50.00 ﬂl

& ] |

Link? | Event 1D I Date Participant I Stakus | Attended |P.m0unt Appliedl Col
[T Golf Tournament - 1999 07/24/1999 Micholas Wincent  Paid v Tichio
¥ CPR Training Session  07(10/2004 Micholas Vincent  Paid [} $75.00 Micha
¥ PR Training Session  07/10/2004 Jane L. Vincent  Paid - $75.00 Jane
KN i3
| Load Registrations From... I

| &pplied to Membership: $0.00 |Applied: $150.00 |Remaining: $0.00

oK | Cancel |

10. Click OK. You return to Nicholas’s gift record.

11. Onthe toolbar of the gift record, click Save and Close. Nicholas’s gift record is added to your database and
is now linked to both his and Jane’s CPR class participant record to pay the registration fees.

» Linking a gift to pay existing registration fees from a gift batch

Scenario: Nicholas Vincent and his daughter Jane want to attend your Summer CPR class. You already
created a participant record for both Nicholas and Jane and you added a $75 registration fee on the
Registration Fees tab of both records. On 06/04/2004, you receive a check for $150 from Nicholas to

pay the registration fees for the CPR class. Now, you need to create a gift record for Nicholas’s fees and
link the gift to both Nicholas and Jane’s CPR class participant records.

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 $150 for Nicholas Vincent as shown on the screen below. For more
information about setting up a gift batch and entering gifts into a batch, see the Batch Guide.
# Batch 6

File Edit View Gift Constituent Favorites Tools

(=] %]
Help
[ saveandCiose~ [l 8| - (& |58 o @ |2 ® OBy | @ B @ > 2] 2~
| Constituent Mame ‘ Ammount | Date | Type | Campaign ‘ Fund | Appeal | Payment Tt
$150.0006/04/2004

|I«nnua\ Campaign

2004 Annual Fund |l'-‘1|\le-r|r||un'| Direct ... |Personal Ched

]|

Press F7 for search

i
Running Tatal: $150.00

Note: Because you entered Nicholas Vincent in the Constituent Name column of the Data Entry grid, any
existing registrations for Nicholas automatically appear on the Pay Registration Fees screen.

2. With your cursor in the row of the batch containing Nicholas’s gift, select Gift, Links from the menu bar.
When the submenu appears, select Event, Registration Fees. The Pay Registration Fees screen appears.

Pay Registration Fees

Fay registration fees with this gift by selecting ‘Link® next to the registration fees pou wizh to pay. Selecting Load Regiztration
From..." will add registration fees for ather participants to the list. vY'ou may select 'Mew Registration' in order to add a news
participant ko an event,

Gift amaunt:
(1

| Cll|
Link? | Event I | Date Participant Skatus Attended | Amount Applied | Cor
[T Golf Tournament - 1999 07241999 Micholas Vincent  Paid [v Nichc§
[T |CPR Training Session  07/10/2004 Micholas Vincent | Paid r Michi
4] | i
Load Registrations From... |
Applied ta Membership: $0.00 Applied: $0.00

Remaining: $150.00

oK Cancel
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3. Click Load Registrations From. The Open screen appears so you can search for Jane Vincent in your

database. When you locate Jane, all Jane’s participant information appears in the grid on the Pay
Registration Fees screen.

Pay Registration Fees
Fay registration fees with thiz gift by selecting 'Link?' next to the registration fees pou wish to pay. Selecting 'Load Registration

From..." will add reqistration fees for other participants to the list. “Y'ou may select 'Mew Reaistration' in order to add a new
patticipant ko an event,

Gift amaount;

| ] <

Link? | Event ID | Date Participant Skakus Attended | Amount Applied | Col

[T Golf Tournamenk - 1999 07/24/1999 Micholas Vincent  Paid [ Micho

[T |CPR Training Session  07/10/2004 Micholas Vincent  Paid ™ Michio

W PR Training Session  07{10{2004 Jane L. Vincent  Paid - ﬂ Jane
KI i

Load Registrations From... |
Applied to Membership: $0.00

Applied: $0.00

oK Cancel

Remaining: $150.00

In the Link? column, mark the checkbox in the rows containing Nicholas and Jane’s CPR class information.
In the Amount Applied column for Nicholas and Jane’s registration, enter the amount $75.

Pay Registration Fees
Fay registration fees with this gift by selecting ‘Link® next to the registration fees pou wizh to pay. Selecting Load Regiztration

From..." will add registration fees for ather participants to the list. vY'ou may select 'Mew Registration' in order to add a news
participant ko an event,

Gift amaunt:

| ] <
Link? | Event I | Date Participant Skatus Attended |P.m0unt P.pplied| Col
[T Golf Tournament - 1999 07241999 Micholas Vincent  Paid [v Michio
¥ CPR Training Session  07/10/2004 Micholas Vincent  Paid r $75.00 Micha
¥ | CPR Training Session  07/10/2004 Jane L. Vincent  Paid ™ $75.00 Jane
4] | i

Load Registrations From... I

Applied ta Membership: $0.00 Applied: $150.00

oK Cancel

Remaining: $0.00

Warning: Although you set up the link between Nicholas’s gift and Jane and Nicholas’s participant records for

the CPR class, the link between the gift and participant records are actually created when you commit the
batch to the database.

6. Click OK. You return to the Batch Data Entry screen.

7. To create a gift record in the database for Nicholas, you need to commit this gift batch to the database.
For more information about committing a gift batch, see the Batch Guide.

Other Donations

Note: Gift types of Cash, Pledge, Gift-in-Kind, Stock/Property, and Other can be linked to a participant record
as an other donation.
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Other donations are gifts made to an event, other than registration fees, by anyone in your database. For
example, Jennifer Kennick decides to donate $1,000 to your annual auction. She is not participating in or
attending your event. She just believes in your cause and wants to donate money. Because Jennifer’s gift is
associated with the event, you can link her other donation on the Registration Fees tab of her participant record.

To give an other donation, the donor must be a constituent in your database. If a participant who is not a
constituent makes an other donation to your event, you must add the participant as a constituent before you can
link the gift and participant record. For more information about adding participants as constituents, see the Event
Management Data Entry Guide.

After you link a gift to a participant record, the gift appears on the Registration Fees tab of the participant record.

Mark D. Adamson (Registrant) &=
File Edit View Participant Tools Help
ESaveandElose'|u|§'@‘ H 4 » N|—"||?'&' |
Registrant: |Mark D. Adamson _I
~ Registersd Events v Qenelall w Travel + Regisiration Fees | F'artigipaliunl Qunalwunsl Sponsoring P\edgesl Allnbgles/NUlesI
Golf Events
Linik Mo, Unltsl Gifk Amount I Receipt Amaount I Date I Comments
Individual 1 $125.00 $50,00
K| 2
Auto Generate Fees.. |
[ Benefits | Total benefit walue:  $0.00
& Amount €0 Percent
Amount Da‘dil 125.00 l ¥ Wigw Gift
Amount:lﬁ ¢ = EUED
Date paid: I ml
Total gift amount: $125.00 Tatal receipt amount: $50.00
| |Spolling Event |

From the Registration Fees tab, you can open linked gift records and break the link for gifts listed in the grid. Also,
you can link the participant record to new or existing gifts in the database. For more information about this tab,
see the Event Management Data Entry Guide.

Linking a Gift to an Event as an Other Donation

After you create a gift record for an other donation, you need to link the gift record to the participant record of
the individual or organization you want to associate with this gift. Any constituent can give a donation on behalf
of another participant. For example, a participant’s relative may choose to give a donation on behalf of the
relative participating in the event.

You can create a gift record for an other donation from the Gifts page or the Gifts tab of a constituent record. You
can also create a gift record using a gift batch. This section explains how to link a gift record for an other donation
to a participant record from the Gifts page and from a gift batch.
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» Linking a gift record to an event as an other donation from a gift record

Scenario: You invited Mark Adamson, one of your best volunteers, to attend your volunteer dinner.
After Mark pays his registration fees, he decides to donate an additional $100 to help fund the dinner.
You already created a participant record for Mark. Now, you need to create a gift record for Mark’s
additional gift and link the gift record to his volunteer dinner participant record as an other donation.

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

i The Raiser's Edge - 17]]
File Edit Wiew Go Favaortes Taools Help

4 Back & Forward‘ Open in separate window

o

Constituents ﬂ

Gifts

Actions

Campaigns

Funds =2 New Gift 'EF Open a Gift

Appeals
Memberships

Jobs
Recently Accessed Records Quick Find

02/13{2006 Cash $2,000.00 - Christopher T, Young l— &
11/19/2006 Pay-Cash $455.00 - Catlin R, Daly
05/22{2006 Stock{Property $1,000,00 - ABC
Learning Center

07012006 Cash $11,000,00 - Susan E. McDaonald
01/04/2006 Cash $200.00 - Keith D. Radcliffe
04/02/2006 Cash 40,00 - Jeffrey P, Ferber
11§1942006 Cash $3,000,00 - Michelle E, Wagner
11j01)2006 Cash $25.00 - Heather L, Faulkner
06/06/2006 Cash $500.00 - Jason D. Campbell
11/13{2006 Cash $1,000.00 - Kenneth Parker

Events

‘Welcome to The Raiser's Edge 7

R
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3. Click New Gift. The New Gift screen appears.

7 New Gift [_]C1]

File Edit “iew Gitt Fawortezr Toolz Help

ESaveandClose'|u|§'|ﬁ'|N 4 H|"'|%'|§'|||§' ?'l&'
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Constituent; | |
Gift type: IEaSh ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Gift date: IT LLetter ”ﬁ@ B Eriefits |
Amount: lm Receipt: IND[ Feceipted j I El
Campaigr | 2] Receipt amtdno.: [0 I |
Fund: I jﬁl
Appeal: I jﬁl
Package: I jﬂl
Solicitons “ jﬂl
Pay methad: [Cah 52 |l =F e Amountbils: [s000 |
Ref no. /date: I I ] Armaunt coing: Im
|Date added:

Note: Once you enter a name in the Constituent field, the program disables the field.

4. In the Constituent field, click the binoculars. The Open screen appears so you can search for Mark
Adamson in your database. When you locate and select Mark, his name appears in the Constituent field.
For more information about the Open screen, see the Program Basics chapter of the Program Basics

Guide.

5. From the New Gift screen, add the information about Mark’s gift as shown on the screen below. For more
information about adding a cash gift record, see the Gift Record chapter of the Gift Records Guide.

File Edit “iew Gift Faworites Tools Help
ESaveandClose'| u|§' [&- | H 4 + H | -+ '|%'|§'|||ﬁ ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Conztituent: IMark Adamzon ﬂ I 3
Giift type: |Eash =l Reference: IDonation fir Volurteer Dinner - 2004 O]
Gift subtype: | =l Acknowledge: [Acknowledged 7] [11/12/2004 =]
Gift date: Im Letter | Eenefits |
mount: [§10000 @ Riecsipt: [Receipted =l [z =]
Campaign: #nnual Campaign =l Receipt amt/no. [$100.00 L] [15088
Fumnd: |2DD4 Annual Fund jﬁl
Appeal: IUnsoIicited jﬁl
Package: I jﬁl
v Solicitors “Harris Sadler jﬁl
Pay methad: IPe[sond Check j = EETZ Check no. /date: |882 11.-"10.-"2004@'
Barik: I - [
|Date added:
|
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6. To link the gift to Mark’s existing participant record, select Gift, Links from the menu bar. When the
submenu appears, select Event, Other Donations. The New Donation screen appears.

MNew Donation

“r'ou may link this gift as a donation for a participant registration by selecting 'Link?" nest to the appropriate participant registration,
The entire amount of this gift will be applied. Selecting 'Load R egistration From..." will add registration information for ather
participants ta the list. You may selact 'Mew Registration' in order to add a new participant ta an event.

Gift amount: |$‘I 00.00 Hl
5@ '}B e R egitastion far Grouped Event -y
ke | Eventtp |  Date | Partipant | Status | Attended | Constiuent | ii
[T Wolunkeer Dinner 120172005 Mark . Adamson Complimentary [l Mark D, Adam. ..
[T Golf Towname.., 07/24/1939 Mark D. Adamson Paid v Mark D, Aadam. ..
[T walk-a-Than 07/31/2004 Mark D. Adamson Paid i Mark D, Adam. ..
[T aka Tennis To.., 08/01/2002 Mark D, Adamson Paid I~ Mark D, Adam, ..
[T Fire Prevention  12/06{2003 Mark D, Adamson Paid [l Mark D, Adam, ..
[T Spring Ball 04/05/2003 Mark D. Adamson Paid - Mark D, Adam. .. LI
Load Registrations From... |

ok | Cancel |

Note: An other donation can be linked to only one participant record. For example, you cannot link Mark’s
donation to both the volunteer dinner and golf tournament event records.

7. Inthe Link? column, mark the checkbox in the row containing Mark’s volunteer dinner information. When
you mark this checkbox, the full amount of the gift is linked as an other donation to Mark’s participant
record for the volunteer dinner.

Hew Donation

'ou may link, thiz gift as a donation for a participant regiztration by zelecting 'Link? nest to the appropriate participant registration.
The entire amaount of this gift will be applied. Selecting ‘'Load Registration From..." will add registration information for other
participants to the list. “You may select 'Mew Registration' in order to add a new participant to an event.

Gift amaount: |$‘I 00.00 ﬂl
5@ ;h Hew Registration fon Grouped Event .
lik? | Eventld |  Date | Particpant | Status | Attended | Constituent | ﬂ
______ |7 __¥olunteer Dinner | 12/17/2005 Mark D, Adamson Complimentary - Mark D. adam...
[T Golf Tourname... 07}24/1999 Mark D, Adamson Paid Il Mark. D. Adam...
[T walk-a-Thon 07(31/2004 Mark D, Adamson Paid - Mark. D, Adam...
[T alta Tennis To.., 06{01/2002 Mark D, Adamson Paid | Mark D. adam...
[T |Fire Prevention  |12/06/2003 Mark D. Adamson Paid - Mark D, Adarm...
[ Spring Ball 04/05/2003 Mark D, Adamson Paid - Mark. D, Adam... ;l
Load Registrations From... I

oK | Cancel |

Note: If you integrate with Blackbaud NetCommunity, you should not link an offline donation to an event
registration fee. If you do so, the gift will not appear online. For example, if the offline gift is in response to a
NetCommunity Team Fundraiser, once it is linked to an event registration fee, it will not appear in the

Fundraiser Dashboard, Report (Fundraiser), or other applicable areas of Team Fundraising such as a Donor List
Fundraiser Page Element part.

8. Click OK. You return to Mark’s gift record.

9. Click Save and Close on the toolbar. Mark’s gift record is added to the database and is now linked to his
participant record for the volunteer dinner.
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» Linking a gift record to an event as an other donation from a gift batch

Scenario: You invited Mark Adamson, one of your best volunteers, to attend a volunteer dinner you
are hosting. After Mark pays his registration fees, he decides to donate an additional $100 to help
fund the dinner. You already created a participant record for Mark. Now you need to create a gift
record for Mark’s additional gift and link the gift record to his volunteer dinner participant record as
an other donation.

1. From a gift batch, add a gift of $100 for Mark Adamson as shown on the screen below. For more
information about setting up a gift batch and entering gifts into a batch, see the Batch Guide.

¥ Batch & HEE

File Edit View Gift Consttuent Favortes Tools Help

Bssemice @ #)B- G-¢Kpo|acROER- g R @]~z 2-

Conskituent Name ‘ Amount | Date | Type | Campaign ‘ Fund | Appeal | Payment Tt

Mark Adamson $100,00 11/12/2004 Cash Annual Campaign 2004 Annual Fund  Unsalicited Personal Chec;

L | 2
Ready. Gift 1 of 1 | Running Total: $0.00

2. With your cursor in the row of the batch containing Mark’s gift, select Gift, Links from the menu bar.
When the submenu appears, select Event, Other Donations. The New Donation screen appears.

Hew Donation

'ou may link, thiz gift as a donation for a participant regiztration by zelecting 'Link? nest to the appropriate participant registration.
The entire amaount of this gift will be applied. Selecting ‘'Load Registration From..." will add registration information for other
participants to the list. “You may select 'Mew Registration' in order to add a new participant to an event.

Gift amaunt:

| ;h (e EegEtration fon Eratped EVERt 1y

nk? | Eventin | pate | Participant Status Attended | constituent | j
[T wolunteer Dinner | 12/17/2005 Mark D, Adamson Complimentary ™ Mark.D. Adam...
[T Golf Tourname... 07/24/1999 Mark D, Adamson Paid 3 Mark D. Adam...
™ wWalk-A-Then 07312004 Mark 0, Adamson Paid ™ Mark 0. Adamn...
[T &la Tennis To...  06/01/2002 Mark D, &damson Paid [ Mark D, Adam...
[T Fire Prevention  12/06/2003 Mark D, Adamson Paid r Mark D. Adam...
[T Spring Ball 04/05/2003 Mark 0, Adamson Paid ™ Mark 0. Adamn... j

Load Registrations From... |

oK Cancel

Note: An other donation can be linked to only one participant record. For example, you cannot link Mark'’s
donation to both the volunteer dinner and golf tournament event records.



20 CHAPTER

3. Inthe Link? column, mark the checkbox in the row containing Mark’s volunteer dinner information. When
you mark this checkbox, the full amount of the gift is linked as an other donation to Mark’s participant
record for the volunteer dinner.

Mew Donation E

“f'ou may link this gift as a donation for a participant registration by selecting 'Link?' nest to the appropriate participant registration.
The entire amaunt of this gift will be applied. Selecting 'Load Registration From..." will add registration infarmation for other
patticipants to the list. “rou may zelect 'Mew Registration' in order to add a new participant to an event.

Gift amaunt; |$‘I 0000 El
5@ ;a IWew Fegistration far Ereuped Events 1.
Link? Event ID | Date | Participant | Skatus | Attended | Constituent I ﬂ
______ |7 ioluntesr Dinner | 12{17/2005 Mark D, Adamson Complimentary - Mark. D, Adam...
[T Golf Tourname... 07/24/1999 Mark D, Adamson Paid | Mark D. Adam...
[ walk-8-Than 07312004 Mark D. Adamson Paid r Mark. D, Adarm...
[T alka Tennis Ta.., 0&/01/2002 Matk [, Adarnson Paid v Mark 0. Adam...
[ Fire Prevention | 12/06/2003 Mark D, Adamson Paid - Mark D, Adam...
[T sSpring Bal 04/05/2003 Mark D, Adamson Paid - Mark. D Adam... j
Load Registrations From... I

oK | Cancel |

4. Click OK. You return to the Batch Data Entry screen.

5. To create a gift record in the database for Mark, you need to commit this gift batch to the database. For
more information about committing a gift batch, see the Batch Guide.

» Linking a constituent’s gift to another person’s participant record as an other donation from a gift record

Scenario: Paul Frantz, the cousin of your volunteer Mark Adamson, is very pleased your organization is
honoring Mark at the volunteer dinner. To support his cousin’s interests, Paul decides to donate $50 to
your organization. Because this gift was donated on behalf of Mark, you can link the gift to Mark’s
participant record for the volunteer dinner as an other donation.

1. On the Raiser’s Edge bar, click Records.

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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2. Click the Gifts link. The Gifts page appears.

i The Raiser's Edge - 17]]
File Edit Wiew Go Favaortes Taools Help

4 Back & Fnrward‘ Open in separate window

o

Constituents ;I

Gifts

Actions

Campaigns

Funds =27 New oift 'EF Open a Gift

Appeals
Memberships
Jobs

Events Recently Accessed Records Quick Find

02j13/2006 Cash $2,000,00 - Christopher T, Young M
11§1902006 Pay-Cash $455.,00 - Catlin R, Daly
05/22{2006 StockProperty $1,000,00 - ABC
Learning Center

07/01)2006 Cash $11,000.00 - Susan E. McDonald
01/04j2006 Cash $200,00 - Keith D, Radcliffe
04J02{2006 Cash $40.00 - Jeffrey P, Ferber
11§19§2006 Cash $3,000.00 - Michelle E. Wagner
11/01§2006 Cash $25.00 - Heather L, Faulkner
08{06/2006 Cash $500.00 - Jason D, Campbel
11j13/2006 Cash $1,000.00 - Kenneth Parker

B
‘Welcome ta The Raiser's Edge 7 4
3. Click New Gift. The New Gift screen appears.
% New Gift M= e
File Edit ‘iew Gift Favorites Tool: Help
[ 5ave and Cloze - u|§'|§' H 4 » N|—" R ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Constituent: I |
Gift bype: ICash j Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI

Gift date: I al
Amant: |$D. ) ﬂl

[Letier | I - I Ei] EErefits |

Receipt: INot Receipted j I EI

Campaign: | =18 Receipt amt/na.: [30.00 I |
Fund: [ 2
Appeal: I ﬂﬂl
Package: I jﬂl
Solicitons. || jﬂl
Pay method: IEaSh ﬂ I~ EFT? Amaunt bills: Im
Ref no. /date: I I ] Amount coing: Im
| Date added:

Note: Once you enter a name in the Constituent field, the field is disabled.

4. Inthe Constituent field, click the binoculars. The Open screen appears so you can search for Paul Frantz in
your database. When you find and select Paul, his name appears in the Constituent field. For more
information about searching for a constituent in the database, see the Program Basics chapter of the

Program Basics Guide.



22 CHAPTER

5. From the New Gift screen, add the information about Paul’s gift as shown on the screen below. For more
information about adding a cash gift record, see the Gift Record chapter of the Gift Records Guide.

Fle Edt View Git Favortes Took Help
[ 5ave and Cloze - u|§'|§'|ﬂ i« » N|—" R ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Selt Git ]
‘ Constituent: [Pzl Frariz [ [
Gilt bype: |Cash j Feference: | g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [12/01/2005 =] Letter _|[alied Thank You = [6]]  Benefits |
Amount: [$5000 @ Receipt: |Not Receipted =l =}
Campaign: [Annuial Campaign =|sa| Rieceipt amt/ne.: [$50.00 i ||
Fund: |2005 Annuial Fund =]
Appeal: IDirect tailing ﬂﬁl
Package: I jﬁl
Solicitors || jﬁl
Pay methad: |Credit Card =| CIEFT? Card no.fexp.; [====== 5933 [11/2008 @
Cardype: [MasterCard - duth code: [
Cardhalder: [Paul Frantz
| Date added:
| |

Note: The grid on the New Donation screen does not contain any information if Paul does not have a
participant record for any event.

6. To link Paul’s gift to Mark’s existing participant record, select Gift, Links from the menu bar. When the
submenu appears, select Event, Other Donations. The New Donation screen appears.

Mew Donation E

“f'ou may link this gift as a donation for a participant registration by selecting 'Link?' nest to the appropriate participant registration.
The entire amaunt of this gift will be applied. Selecting 'Load Registration From..." will add registration infarmation for other
patticipants to the list. “rou may zelect 'Mew Registration' in order to add a new participant to an event.

Gift amount; |$50.DD El

% % Wew Hegistration fan Erauped Events 1 |
lnk? | Evertld |  Date | Particpant | Status | Attended | Constituent |
[ Fire Prevention  12/06/2003 PaulR, Frantz  Paid - Paul R, Frantz
[T Playground Gr.., 09/16/2001 Paul R, Frantz  Paid | Paul R.. Frantz
[T |starlight Concert |0&/21/2005 PaulR. Frantz  Paid r Paul R. Frantz
[T Spring Bl 04/05,2003 Paul R, Frantz  Paid - Paul R Frantz

Load Registrations From...

oK | Cancel |
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7. Click Load Registrations From. The Open screen appears so you can locate Mark Adamson in the

database. When you locate Mark, all Mark’s participant information appears in the grid on the New
Donation screen.

Mew Donation E

“f'ou may link this gift as a donation for a participant registration by selecting 'Link?' nest to the appropriate participant registration.
The entire amaunt of this gift will be applied. Selecting 'Load Registration From..." will add registration infarmation for other
patticipants to the list. “rou may zelect 'Mew Registration' in order to add a new participant to an event.

Gift amount; |$50.DD El
5@ 'E e Feqistration far Ereuped Event . |
Link | Evert ID | pate Participant |  Status | Attended | Comstiuent | ﬂ
[ Fire Prevention 12/06/2003 Paul R, Frantz  Paid [} Paul R. Frankz
[T Playground Grand ©... 09/16/2001 Paul R, Frantz  Paid =2 Paul . Frankz
[T |Starlight Concert 03/21f2005 Paul R, Frantz  Paid [ Paul R. Frankz
[T Spring Bl 04052003 Paul B Frantz  Paid [T PaulR. Frantz
[T voluntesr Dinner 121712005 Mark D, Adamson Complimentary (] Mark I, Adam. ..
[T Golf Tournament - 1.., 07/24/1999 Mark D, Adamson Paid ¥ Mark D Adam... j
| Load Registrations From... I

oK | Cancel |

Note: A donation can be linked to only one participant record. For example, you cannot link Mark’s donation
to both the volunteer dinner and golf tournament events.

8. In the Link? column, mark the checkbox in the row containing Mark’s 2005 volunteer dinner information.

When you mark this checkbox, the full amount of Paul’s gift is linked as an other donation on Mark’s
participant record for the volunteer dinner.

Mew Donation E

“f'ou may link this gift as a donation for a participant registration by selecting 'Link?' nest to the appropriate participant registration.
The entire amaunt of this gift will be applied. Selecting 'Load Registration From..." will add registration infarmation for other
patticipants to the list. “rou may zelect 'Mew Registration' in order to add a new participant to an event.

Gift amount; |$50.DD El
5@ ﬁ IWew Fegistration far Ereuped Events 1.
Link | Evert ID | pate Participant |  Status | Attended | Comstiuent | ﬂ
[ Fire Prevention 12/06/2003 Paul R, Frantz  Paid [} Paul R. Frankz
[T Playground Grand ©... 09/16/2001 Paul R, Frantz  Paid =2 Paul . Frankz
[T |Starlight Concert 03/21f2005 Paul R, Frantz  Paid [ Paul R. Frankz
[T Spring Bl 04052003 Paul B Frantz  Paid [T PaulR. Frantz
¥ voluntesr Dinner 121712005 Mark D, Adamson Complimentary (] Mark I, Adam. ..
[T Golf Tournament - 1.., 07/24/1999 Mark D, Adamson Paid ¥ Mark D Adam... j
Load Registrations From... I

oK | Cancel |

9. Click OK. You return to Paul’s gift record.

10. Click Save and Close on the toolbar. Paul’s gift record is added to your database and is now linked as an
other donation to Mark’s participant record for the volunteer dinner.
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» Linking a constituent’s gift to another person’s participant record as an other donation from a gift batch

Scenario: Paul Frantz, the cousin of your volunteer Mark Adamson, is very pleased your organization is
honoring Mark at the volunteer dinner. To support his cousin’s interests, Paul decides to donate $50 to

your organization. Because this gift was donated on behalf of Mark, you can link the gift to Mark’s
participant record for the volunteer dinner as an other donation.

1. From a gift batch, add a gift of $50 for Paul Frantz as shown on the screen below. For more information
about setting up a gift batch and entering a gift into a batch, see the Batch Guide.
i Batch 6 EEIE
File Edit Wiew Gift Constituent Favortes Tools Help
Eisee sndvon- | B B - || v [Be OG- e R-8 » o ?-
Constituent Marne | Armounk ‘ Date | Type | Carnpaign ‘ Fund | Appeal | Payrnent Ty
Paul Frantz $50.00 12/01/2005 Cash Annual Campaign 2005 Annual Fund  Unsolicted Personal Chet
KIN |
Press F3 for today's date, F7 for calendar

Gift 1 af 1 | Running Total: $0.00

Note: The grid on the New Donation screen does not contain any information because Paul does not have a
participant record for any event.

2. With your cursor in the row of the batch containing Paul’s gift, select Gift, Links from the menu bar. When
the submenu appears, select Event, Other Donations. The New Donation screen appears.

Hew Donation
'ou may link, thiz gift as a donation for a participant regiztration by zelecting 'Link? nest to the appropriate participant registration.
The entire amaount of this gift will be applied. Selecting ‘'Load Registration From..." will add registration information for other
participants to the list. “You may select 'Mew Registration' in order to add a new participant to an event.

Gift amaunt:

| ;a Wew Eegstration fon Eratped EVeRt .y

nk? | Eventin | pate | Participant Status Attended | constituent
[T Fire Prevention | 12/06/2003 Paul R, Frantz Paid ™ Paul R, Frantz
[ Playground Gr... 09/16/2001 PaulR. Frantz  Paid 3 Paul R. Frantz
[T Starlight Concert 0S/21/2005 Paul R, Frantz Paid ™ Paul R, Frantz
[T spring Ball 04/05/2003 Paul R, Frantz Paid ™ Paul R, Frantz

Load Registrations From...

oK Cancel
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3. Click Load Registrations From. The Open screen appears so you can search for Mark Adamson in your

database. When you find and select Mark, all Mark’s participant information appears in the grid on the
New Donation screen.

Mew Donation E

“f'ou may link this gift as a donation for a participant registration by selecting 'Link?' nest to the appropriate participant registration.
The entire amaunt of this gift will be applied. Selecting 'Load Registration From..." will add registration infarmation for other
patticipants to the list. “rou may zelect 'Mew Registration' in order to add a new participant to an event.

Gift amount; |$50.DD El
5@ "a e Feqistration far Ereuped Event . |
Link | Evert ID | pate Participant |  Status | Attended | Comstiuent | ﬂ
[ Fire Prevention 12/06/2003 Paul R, Frantz  Paid [} Paul R. Frankz
[T Playground Grand ©... 09/16/2001 Paul R, Frantz  Paid =2 Paul . Frankz
[T |Starlight Concert 03/21f2005 Paul R, Frantz  Paid [ Paul R. Frankz
[T Spring Bl 04052003 Paul B Frantz  Paid [T PaulR. Frantz
[T voluntesr Dinner 121712005 Mark D, Adamson Complimentary (] Mark I, Adam. ..
[T Golf Tournament - 1.., 07/24/1999 Mark D, Adamson Paid ¥ Mark D Adam... j
| Load Registrations From... I

oK | Cancel |

Note: A donation can be linked to only one participant record. For example, you cannot link Mark’s donation
to both the volunteer dinner and golf tournament event records.
4. Inthe Link? column, mark the checkbox in the row containing Mark’s volunteer dinner information. When

you mark this checkbox, the full amount of Paul’s gift is linked as an other donation on Mark’s participant
record for the volunteer dinner.

Mew Donation E

“f'ou may link this gift as a donation for a participant registration by selecting 'Link?' nest to the appropriate participant registration.
The entire amaunt of this gift will be applied. Selecting 'Load Registration From..." will add registration infarmation for other
patticipants to the list. “rou may zelect 'Mew Registration' in order to add a new participant to an event.

Gift amount; |$50.DD El
5@ ;a IWew Fegistration far Ereuped Events 1.
Link | Evert ID | pate Participant |  Status | Attended | Comstiuent | ﬂ
[ Fire Prevention 12/06/2003 Paul R, Frantz  Paid [} Paul R. Frankz
[T Playground Grand ©... 09/16/2001 Paul R, Frantz  Paid =2 Paul . Frankz
[T |Starlight Concert 03/21f2005 Paul R, Frantz  Paid [ Paul R. Frankz
[T Spring Bl 04052003 Paul B Frantz  Paid [T PaulR. Frantz
¥ voluntesr Dinner 121712005 Mark D, Adamson Complimentary (] Mark I, Adam. ..
[T Golf Tournament - 1.., 07/24/1999 Mark D, Adamson Paid ¥ Mark D Adam... j
Load Registrations From... I

oK | Cancel |

Warning: Although you set up the link between Paul’s gift and Mark’s participant record, the link between the
gift and participant record is actually created when you commit the batch to the database.

5. Click OK. You return to the Batch Data Entry screen.

6. To create a gift record in the database for Paul, you need to commit this gift batch to the database. For
more information about committing a gift batch, see the Batch Guide.

Sponsoring Pledges

Note: Sponsoring pledges can be given only for participants of sporting events.
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Sponsoring pledges are donations made on behalf of a registrant, guest, or sponsor participating in a sporting
event. For example, your organization is holding a walk-a-thon for breast cancer awareness. All proceeds from
the walk-a-thon will be donated toward breast cancer research. To participate in the walk-a-thon, each
participant must find as many people as possible to donate money for each mile they walk. Elizabeth Ashton is
participating in your walk-a-thon and asks many of her friends to pledge their financial support. Cynthia Urban
agrees to donate S50 if Elizabeth completes the 5 kilometer walk. To record Cynthia’s pledge, you can create a
pledge gift record for Cynthia and link Cynthia’s gift record to Elizabeth’s participant record.

Note: You can also add new sponsoring pledges from the Sponsoring Pledges tab of a participant record. For
more information, see the Event Management Data Entry Guide.

When you link a gift record for a sponsoring pledge to a participant record, an entry is added to the Sponsoring
Pledges tab on the participant record.

Elizabeth &. Ashton {Registrant) [ x]

File Edit Yiew Participant Tools Help
E]Saveandﬁlose'u|§'&'|" 4 b N|—"||?'&' |
Fiegistrant: |E||zabeth A Azhton _I
~ Registered Events W ﬁenerall Trawel I + Benistration Fees I F'artigipatinnl Donations  Sponzoring Pledges | Attributes/Maotes I
‘wialk-4-Than for Relief X 5 5 .
B Lze the giid to enter sponsaring pledges to be collected by this participant.
3w/ alk-A-Thon
+" Walk-A-Thon Pasta ... Constituent Mame I Pledge Amount I Amount Paid I Ealance |
|| Cynthia B, Urban $50.00 $0.00 $50.00
|| Mark D. Adamson $25.00 $0.00 $25.00
| |pnthany 5. Elis $100,00 $0,00 $100.00
|| Joseph A, Sinclair $15.00 $0.00 $15.00
| |FrancisE. Biaker $20.00 $0.00 $20.00
| |Renee A, Wilsan $75.00 $0.00 $75.00
E &
™ Only show outstanding pledges ‘wirike OIfE... | Pay... |
|T0tal Fledged: $285.00 Tatal Collected: $0.00 |Balance: $285.00
| |Spolling Event |

Adding a Sponsoring Pledge for an Existing Participant

To add a sponsoring pledge to a participant record, you need to create a pledge gift record to add pledge
information, such as the campaign, fund, appeal, and package to which the gift is attributed. After you add a
pledge gift record, you need to link the pledge to the participant record of the individual or organization you want
to associate with the gift.

Any constituent can give a sponsoring pledge for a participant. For example, a company may make a sponsoring
pledge donation for each of its employees participating in an event. To give a sponsoring pledge, the donor of the
pledge must be a constituent in your database. If the donor of the sponsoring pledge is not a constituent, you
must add the donor as a constituent before you can link the gift and participant records. For more information
about adding participants as constituents, see the Event Management Data Entry Guide.

You can create a gift record for a sponsoring pledge from the Gifts page or the Gifts tab of a constituent record.
You can also create a gift record using a gift batch. This section explains how to link a gift record for a sponsoring
pledge to an existing participant record from the Gifts tab of a constituent record and from a gift batch.
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» Adding a sponsoring pledge from a gift record

Scenario: Elizabeth Ashton is participating in your walk-a-thon and has asked many of her friends to
pledge money for each mile she walks. Cynthia Urban agrees to donate $50 if Elizabeth completes the
5 kilometer walk. To record Cynthia’s pledge, you can create a pledge gift record for Cynthia and link
Cynthia’s gift record to Elizabeth’s participant record.

Note: If you make changes to a record and notice your changes are not updated automatically, click Save on
the toolbar before adding any additional information.

1. From Cynthia Urban’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.

== Cynthia B. Urban

File Edit “iew Constituent Letter Fawvortes Toolz Help

ESaveandElose‘|n|§'@'@'|N 1« H|—’|2'|?E||| ?'|&'|' |
v Attibutes I Media I v Actions I Honar/kemarial I Yolunteer I v Prozpect I Membership I Ewents |
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I Motes v Gifts
i e X -

Date Type Fund Amount Balance Reference

0 a0 2004 Annual Fund - $5,000.00
0z/07/2003 Cash 2003 Annual Fund $5,000,00 Annual Gift Proposal
K| i

2. On the action bar, click New Gift. The New Gift screen appears.
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3. From the New Gift screen, select the Gift tab and add the information about Cynthia’s pledge as shown on

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

% Mew Gift for Cynthia B. Urban

M= =3
File Edit “iew Gift Favortes Tools Help
[ 5ave and Cloze - u|§'|§'|ﬂ a0 N|—" R ||g ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Installments/Pagments | Splt Gift |
‘ Canstituent: IEynthia Urban QI ID: 83
Gilt bype: IF'Iedge j Referance: IWaIk-a-thon pledge g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Pledged or: [07,15/2004 =] v Letier |[ledos Thork You =[] Berefis |
Pledge armt: lm, Schedule | Receipt: INDt Feceipted =l I =}
Campaigr: IAnnuaI Campaign jﬁl Receipt amt/no.: |$50,DEI ﬂl I
Fund: |2DD4 Annual Fund jﬁl ¥ Send reminders Higtary |
Appeal: [walk-2-Thon =[] Status/date: [Active i | BRI =]
Package: I jﬁl
v Solicitors ||Nicholas Wincent =[]
Pay method: [Cash 52 |l = mourtbils: [s000 @]
Ref no. /date: I I = Amount coing: Im
|Date added: |Balance: $0.00
|

4. Select the Installments/Payments tab.

7 Mew Gift for Cynthia B. Urban

HE
File Edit Yiew Gift Favorites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§' ?'l&' |
W Gif;l Miscellaneousl Soft Qeditl Matching Giftsl Tr_ibutel Attributes  Installments/Payments | Split Giftl
Schedule I Frequency: Single Installment [~ Payments only [~ Do not show paid installments
Inst Mo, | D ate | Gift Type I Amourt | Balance | Caornstituent
<] |
|Next|nstallmentDue: Mane Received: $0.00 Balance: $0.00
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5. Click Schedule. The Pledge Installment Schedule screen appears. Schedule Cynthia’s pledge as shown on
the screen below. For more information about scheduling pledges, see the Pledges chapter of the Gift
Records Guide.

Pledge Installment Schedule for Cynthia B. Urban E

 Installment Schedule

Uze the 'Scheduls’ figlds, then select ‘Distibute’ to help generate an installment scheduls.

Gift Amount: $50.00

Erequency: |

Single Installment

Starting on: ID?H RA2004 EII

Installments due on 0741542004

Mo Inztallments: I‘I

Date | Amounkt I
07/15{2004 $50.00
Distribute | Eeschiedule |

()4 | Cancel |

Note: Once “Pledge” is selected in the Gift type field on the gift record, the Gift, Links, Events, Sponsoring
Pledges menu option is enabled.

6. Click OK. You return to the Installments/Payments tab.

7. To link this gift record to Elizabeth’s existing participant record, select Gift, Links from the menu bar.
When the submenu appears, select Event, Sponsoring Pledges. The New Sponsoring Pledge screen
appears.

Hew Sponsoring Pledge

'ou may indicate which participant o sponzor with thiz zponzoring pledge by selecting ‘Link ™ nest to the appropriate participant

registration. The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From..." will add registration
information for other participants to the list. You may select 'Mew Registration' in order to add a new participant to an event.

Gift arnount: |$50,UD El
5@ ;h Hew Registration for Grouped Event Sl Dpen Fartizinant

link? | Evertd |

Date | Participant | Skatus Attended

iZonskituenk I

Load Registrations From...

oK | Cancel |

not have a participant record for any event.

Note: The grid on the New Sponsoring Pledge screen does not contain any information because Cynthia does
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8. Click Load Registration From. The Open screen appears so you can search for Elizabeth Ashton in your

database. When you find and select Elizabeth, her event information appears in the grid on the New
Sponsoring Pledge screen.

Mew Sponszoring Pledge E

*f'ou may indicate which participant to sponsor with this sponzoning pledge by selecting 'Link'?* next to the appropriate participant
registration.  The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From. .. will add registration
information for other participants to the list. You may zelect 'Mew Fegistration' in order to add a new participant to an event.

Gift amount; |$50.DD El

5@ ;a Hew Registration fon Grouped Event Gl Dpen Farticiant

lnk? | Evertld |  Date | Particpant | Status | Attended | Constituent |
[T walk-a-Thon 07(31/2004 Elizabeth &, As,.. Paid - Elizabeth A, A...
[ Fire Prevention | 12/06/2003 Elizabeth &. As... Paid - Elizabeth A. A...
[T Pasta Dinner ... |07/30/2004 Elizabeth 4. As... Complimentary r Elizabeth A, A...

Load Registrations From... I

oK | Cancel |

Note: A donation can be linked to only one participant record. For example, you cannot link Cynthia’s
donation to more than one participant record.

9. In the Link? column, mark the checkbox in the row containing Elizabeth’s walk-a-thon information.

Mew Sponszoring Pledge E

*f'ou may indicate which participant to sponsor with this sponzoning pledge by selecting 'Link'?* next to the appropriate participant
registration.  The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From. .. will add registration
information for other participants to the list. You may zelect 'Mew Fegistration' in order to add a new participant to an event.

Gift amount; |$50.DD El

;a Hew Registration fon Grouped Event Gl Dpen Farticiant

ke | Evertld | pate |
¥ walk-A-Thon  |07/31/2004

Participant | Skatus |nttended| Constituent I

Elizabeth &, As... Paid [T Elizabeth &, A...
Elizabeth 4. &s... Paid [T Elizabeth & A...

Elizabeth A, A...

[ Fire Prevention | 12/06/2003

[T Pasta Dinner ... |07/30/2004 Elizabeth 4. As... Complimentary r

Load Registrations From...

oK | Cancel |

Click OK. You return to Cynthia’s gift record.

10.

11. On the toolbar of the gift record, click Save and Close. Cynthia’s sponsoring pledge is now linked to

Elizabeth’s participant record for the walk-a-thon. You return to the Gifts tab of Cynthia’s constituent
record.

12. Click Save and Close.
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» Adding a sponsoring pledge from a gift batch

Scenario: Elizabeth Ashton is participating in your walk-a-thon and has asked many of her friends to
pledge money for each mile she walks. Cynthia Urban agrees to donate $50 if Elizabeth completes the
5 kilometer walk. To record Cynthia’s pledge, you can create a pledge gift record for Cynthia and link

Cynthia’s gift record to Elizabeth’s participant record.

1. From a gift batch, add a gift of $50 for Cynthia Urban as shown on the screen below. For more information
about setting up a gift batch and entering gifts into a batch, see the Batch Guide.

i Batch 6
Eile  Edit

I Save and Close - | [ ' - [&- &.‘ w M5 S W E

View Gift Consttuent Favortes Tools Help

BN SRS

[_[5]x]

Amounk Date | Type | iZampaign ‘ Fund | Appeal

Constituent Name |

| Paymenk T

Cynthia Urban $50.00 07715[2004 Pledge Aannual Campaign 2004 Annual Fund  Walk-a-Thon

Personal Cher

KIN

Press F3 for today's date, F7 for calendar Gift 1 af 1 | Running Total: $0.00

Note: Once “Pledge” is selected in the Gift type field on the gift record, the Gift, Installment Information

menu option is enabled.

2. With your cursor in the row of the batch containing Cynthia’s gift, select Gift, Installment Information
from the menu bar. The Pledge Installment Schedule screen appears. Schedule Cynthia’s pledge as shown
on the screen below. For more information about scheduling pledges, see the Pledges chapter of the Gift

Records Guide.

Pledge Installment Schedule for Cynthia B. Urban

Use the 'Schedule’ fieldz, then select 'Distibute’ ta help generate an installment schedule.

Installment Schedule

Amounkt

Gift Amount: $50.00 pate |

07/15{2004

Mo Inztallments:

Frequency:

Single Installment

Single Installment

Starting or: |07415/2004 ]

Installments due on 07/15/2004

Diztribute

Ok Cancel

450,00

3. Click OK. You return to Data Entry screen.
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Note: The grid on the New Sponsoring Pledge screen does not contain any information because Cynthia does
not have a participant record for any event.

4. With your cursor in the row of the batch containing Cynthia’s gift, select Gift, Links from the menu bar.
When the submenu appears, select Event, Sponsoring Pledges. The New Sponsoring Pledge screen
appears.

Hew Sponsoring Pledge

'ou may indicate which participant o sponzor with thiz zponzoring pledge by selecting ‘Link ™ nest to the appropriate participant
registration. The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From..." will add registration
information for other participants to the list. You may select 'Mew Registration' in order to add a new participant to an event.

Gift amaunt:

| ;h Hew Registration for Grouped Event Sl Dpen Fartizinant

lnk? | Eventin |

Date | Participank | Status Attended | Constituent

Load Registrations From...

oK Cancel

5. Click Load Registrations From. The Open screen appears so you can search for Elizabeth Ashton in your
database. When you find and select Elizabeth, her event information appears in the grid on the New
Sponsoring Pledge screen.

Mew Sponszoring Pledge

*f'ou may indicate which participant to sponsor with this sponzoning pledge by selecting 'Link'?* next to the appropriate participant
registration.  The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From. .. will add registration
information for other participants to the list. You may zelect 'Mew Fegistration' in order to add a new participant to an event.

Gift amaount;

| ;a Hew Registration fon Grouped Event Gl Dpen Farticiant
nk? | Eventio [ pate | Particpant || stahus Attended | canstituent
™ wWalk-A-Then 07/31/2004 Elizabeth &, As,.. Paid

[T Fire Prevention | 12/06/2003

I Elizabeth A, f...
[T PastaDinner (... 07/30/2004

r Elizabeth A, &...
Elizabeth 4. As... Complimentary - Elizabeth 4. A...

Elizabeth A, As... Paid

Load Registrations From... I

oK Cancel

Note: A donation can be linked to only one participant record. For example, you cannot link Cynthia’s pledge
to more than one participant record.
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In the Link? column, mark the checkbox in the row containing Elizabeth’s walk-a-thon information.

Hew Sponsoring Pledge

'ou may indicate which participant o sponzor with thiz zponzoring pledge by selecting ‘Link ™ nest to the appropriate participant
registration. The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From..." will add registration
information for other participants to the list. You may select 'Mew Registration' in order to add a new participant to an event.

Gift amaount: |$50,EID ﬂl

5@ ﬁ Hew Registration fon Erouped Event Sl Dpern Fartizpant
Event ID | Date | Participant | Skatus | Attended | Constituent I
walk-a-Thon 07/31 /2004 Elizabeth &. As... Paid - Elizabeth A. A...
Fire Presention  12/06/2003 Elizabeth 4. As... Paid [} Elizabeth &, A...
[T PastaDinner .., 07/30/2004 Elizabeth &, As... Complimentary - Elizabeth A, A...

Load Registrations From...

oK | Cancel |

Warning: Although you set up the link between Cynthia’s gift and Elizabeth’s participant record, the link
between the gift and participant record is actually created when you commit the batch to the database.

7. Click OK to return to the Batch Data Entry screen.
8. Click Save and Close.

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

Paying an Existing Sponsoring Pledge

After you receive the actual gift for a sponsoring pledge, you need to create a gift record and apply it to the
sponsoring pledge to reduce the balance. When you apply a payment toward a sponsoring pledge, the payment
information updates on the Sponsoring Pledges tab of the participant record to which the pledge is linked.

This section explains three ways to pay an existing sponsoring pledge.

You can pay a sponsoring pledge entered in the database by creating a new gift record from the Gifts page or
the Gifts tab of the donor’s constituent record. Then, you need to apply the gift record toward an existing
sponsoring pledge in the database to reduce the balance of this pledge.

You can pay a sponsoring pledge by adding a payment to a pledge currently entered in a gift batch. To use this
method, the gift batch containing the sponsoring pledge must not yet be committed to the database.

You can pay a sponsoring pledge by adding a gift record in a gift batch and applying the gift record toward an
existing sponsoring pledge entered in the database to reduce the balance of the pledge.
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» Paying an existing sponsoring pledge from a gift record

Scenario: On 07/15/2004, you receive a check for $50 from Cynthia Urban to pay her sponsoring pledge
for Elizabeth Ashton. To pay Cynthia’s pledge, you need to create a gift record and apply it to Cynthia’s
pledge. To pay a sponsoring pledge, you must first add a sponsoring pledge to your database. This

scenario uses the sponsoring pledge you set up in “Adding a sponsoring pledge from a gift record” on

page 27

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

1.
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry
Guide.

<= Cynthia B. Urban

File Edit “iew Constituent Letter Favortes Tools Help

ESaveandClose'|n|§' [&- @'| H 4 » M | — | 2'|? E||| ?'|&'| =-
v Attibutes I Media I v Actions I Honar/kemarial I Yolunteer I v Prozpect I Membership I Ewents I
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I Motes v Gifts
[ Mew Gift || &2 bl <

Date Type Fund Amount Balance Reference
0 004 2004 AnnualFund - $5,000.00
07j15/2004 PledgeEvent 2004 Annual Fund $50.00 $50.00 ‘Walk-a-thon pledge
0z/07/2003 Cash 2003 Annual Fund $5,000,00 Annual Gift Proposal
KN i

Note: If you do not receive a message, select Gift, Apply to from the menu bar. When the submenu appears,
select Pledge. The Apply Gift to Pledge(s) screen appears.

2. On the action bar, click New Gift. The program displays a message.

The Raizer's Edge E |

@ Thiz constituent haz at least one outztanding pledge.
Wwould vou like to apply this gift to a pledge?

ez Mo
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3. Click Yes to apply Cynthia’s payment toward her existing pledge. The Apply Gift to Pledge(s) screen

appears.
Apply Gift to Pledge(s) ]
Pay outstanding pledges by selecting the pledge you wish to pay and then entering the amount to apply.
Payment armount: | Auto-Distribute [~ Show zero amount pledges
Pay? | Date | Type I Fund I Reference | Pledge Amounk | Pledge Balance I Amount Applied | Can
¥ | 07/15/z... Pledge 2004 An... 450,00 450,00 $50.00 Cynthia B
K i
“iew Installments... Load Pledgelz] From... I
|&pplied: $50.00 |Remairing: $0.00

oK | Cancel |

Because only one pledge gift record exists for Cynthia, information for applying the new gift to the pledge
defaults automatically on the Apply Gift to Pledge(s) screen.

In the Payment amount field, $50 defaults. The checkbox is checked in the row containing Cynthia’s

pledge record information. Lastly, the program adds the Payment amount to the Amount Applied column
for Cynthia’s S50 pledge.

4. Click OK. You return to the Gift tab of Cynthia’s gift record. The program defaults information from the
pledge record to this gift record for the pledge installment.

% Mew Gift for Cynthia B. Urban MmE B3
File Edit “iew Gitt Favortes Tools Help
[ 5ave and Cloze - U|§-@-|N a0 N|—" R ||g' ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
‘ Canstituent: IEynthia Urban QI ID: 83
Gift type: m Reference: IWaIk-a-thon pledge g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: lm v Letter | Benefits |
Armourt: lm Receipt: INot Receipted j I EI
Campaign; IAnnuaI Campaign =l Receipt amt/no.: |$50_DD JE= | I
Fund: |2004 Annual Fund =[]
Appeal [walk-A-Thon =&l
Package: I jﬁl
w Solicitors “Nicholas Wincent =]
Pay method: ICash j = BT Amount bills: Im
Ref no. /date: I I ] Amount coins: Im
|Date added:
| |

5. In the Gift date field, enter the date 07/15/2004.

6. In the Pay method field, select “Personal Check”. When you select Personal Check, the Check no./date
fields appear to the right of the Pay method field.
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7. Inthe Check no./date fields, enter the check number “1597” and the date 07/15/2004.

File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§' ?'l&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gifts | Tribute | Atiibutes | Spit Gt
‘ Constiuent: [Cyrifis Uiban H] ID: 83
Gilt bype: |Eash ﬂ Feference: |Walk-a-thon pledge g
Gift sublype: I =] Acknowledge: INomcknowIedged =] I =
Git date: [[13/08/2004 3| v Letier |fledoe Thank vou v [mn1] | Benefis |
Amount: lm Receipt: IND[ Feceipted j I El
Campaign: |Annual Campaign ~|aa| Fieceipt amt/no.: |$ED_DD JE= | |
Fund: |2004 Annual Fund =[]
tppeal; [walkA-Thon =[]
Package: I jﬁl
v Solicitors “Nicholas Vincent =[]
Pay method: |pe,sona| Check j = BB Check no. /date: |159? 07/15/2004 g|
Bark: I — =
|Date added:
| |

8. Click Save and Close on the toolbar. You return to the Gifts tab of Cynthia’s constituent record. Cynthia’s
pledge payment is automatically added to the Sponsoring Pledges tab of her participant record.

9. Click Save and Close.
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» Paying a sponsoring pledge for a pledge entered in a gift batch

You can use this procedure to add a payment to a pledge currently entered in a gift batch not yet committed
to the database. If the pledge for which you want to add a payment already has a gift record in the database,
see “Paying an existing sponsoring pledge from a gift record” on page 34 or “Paying an existing sponsoring
pledge from a gift batch” on page 38 for more information.

Scenario: On 07/15/2004, you receive a check for $50 from Cynthia Urban to pay her sponsoring pledge
for Elizabeth Ashton. To pay Cynthia’s pledge, you need to create a gift record and apply it to Cynthia’s
pledge. To pay a sponsoring pledge, you must first add a sponsoring pledge to your database. This
scenario uses the sponsoring pledge you set up in “Adding a sponsoring pledge from a gift batch” on
page 31.

1. Open the gift batch containing Cynthia Urban’s pledge. For more information about opening a gift batch,
see the Batch Entry of Gifts chapter of the Batch Guide.

€% Balch 6 [_[=]x]

Elle Edit Wiew Gift Constituent Favortes Tools Help
Csacanitee- || 4 2-0- 2| 2 acmDen- e8|~ |a 2- |

Constituent Name | Amounk | Date I Type | Zampaign | Fund I Appeal | Paymenk T

Cynthia Urban $50.00 07715[2004 Pledge Aannual Campaign 2004 Annual Fund  Walk-a-Thon Persanal Ched

KIN |

Press F3 for today's date, F7 for calendar ‘G\IH of 1 |F\unning Tatal: $0.00 | A

Note: If the Gift type of the row selected in the Data Entry grid is not Pledge, the Add payment to pledge
option is disabled.
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2. With your cursor in the row of the batch containing Cynthia’s pledge gift, select Gift, Add payment to
pledge from the menu bar. The Pledge(s) Paid by this Gift screen appears.

Apply Gift to Pledge(s) [ ]
Pay outstanding pledges by selecting the pledge you wish to pay and then entering the amount to apply.
Payment amort: |$ED_DD ﬂl Auto-Distribute | I~ Show zero amourt pledges
Pay? | Date | Type I Fund I Reference | Pledge Amount | Pledge Balance I Amount Applied | Can
W | 0z/14/2... Pledge 2004 An... 450,00 450,00 $50.00 Cynthia B
KI |
Wiew Installments... Load Pledgelz] From... I
|&pplied: $50.00 |Remairing: $0.00
oK | Cancel |

Because only one pledge gift record exists for Cynthia, information for applying the new gift to the pledge
defaults automatically on the Apply Gift to Pledge(s) screen.

In the Payment amount field, $50 defaults. The checkbox is checked in the row containing Cynthia’s
pledge record information. Lastly, the program adds the Payment amount to the Amount Applied column
for Cynthia’s S50 pledge.

3. Click OK. You return to the Batch Data Entry screen. A separate row is not added for the pledge payment.

4. To create gift records for Cynthia’s pledge and pledge payment, you need to commit this gift batch to the
database. For more information about committing a gift batch, see the Batch Guide.

» Paying an existing sponsoring pledge from a gift batch

You can use this procedure to apply a pledge payment to a pledge already entered in the database. If the
pledge for which you want to apply a payment is entered in a gift batch that is not yet committed to the
database, see “Paying a sponsoring pledge for a pledge entered in a gift batch” on page 37 for more
information.

Scenario: On 07/15/2004, you receive a check for $50 from Cynthia Urban to pay her sponsoring pledge
for Elizabeth. To pay Cynthia’s pledge, you need to create a gift record and apply it to Cynthia’s pledge.
To pay a sponsoring pledge, you must first add a sponsoring pledge to your database. This scenario
uses the sponsoring pledge you set up in “Adding a sponsoring pledge from a gift batch” on page 31.

Note: If you do not receive a message, select Gift, Apply to from the menu bar. When the submenu appears,
select Pledge. The Apply Gift to Pledge(s) screen appears.
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1. From a gift batch, enter “Cynthia Urban” in the Constituent Name column. For more information about

opening a gift batch, see the Batch Guide. After you enter Cynthia’s name in the Constituent Name
column, a message appears.

% Batch B
File Edit “iew Gift Constituent Favartes Tools Help

Plsacandtose- [ & &G 2| wes=HKEE|» B 0> |:

| Constituent MName | AnnoLink I Date | Type |

=]

| Payment Ty

Campaign I Fund | Appeal

The Raiser's Edge

@ This constituent has at least one outstanding pledge.

‘Whould you like to apply this gift ta a pledge?

Yes Ho

]| i3]

[ Gt 1 o 1 [ Running Totat $0.00 |

S

2. Click Yes to apply Cynthia’s payment toward her existing pledge. The Apply Gift to Pledge(s) screen

appears.

Apply Gift to Pledgels]
Pap outztanding pledges by zelecting the pledge you wish to pay and then entering the amaount to apply.

Papment amaunt: |FIRIN

Auto-Distribute I~ Show zero amount pledges

Pay? | Date | Type I Fund I Reference | Pledge Amounk | Fledge Balance I Amount Applied | Can
W | 07j15z... Pledge  |2004 An... 450.00 $50.00 $50.00 Cynthia B
KIS i

Wiew Installments. .. Load Fledge(z] From... I

|&pplied: $50.00 |Remaining: $0.00

oK | Cancel |

Because only one pledge gift record exists for Cynthia, information for applying the new gift to the pledge
defaults automatically on the Apply Gift to Pledge(s) screen.

In the Payment amount field, $50 defaults. The checkbox is checked in the row containing Cynthia’s
pledge record information. Lastly, the program adds the Payment amount to the Amount Applied column
for Cynthia’s S50 pledge.
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3. Click OK. You return to the Data Entry screen. The program defaults information from the pledge record to
the row in the Data Entry grid for Cynthia’s pledge payment.
2§ Batch 8 [_[5][=]

File Edit Wiew Gift Constituent Favortes Tools Help
ESaveandC\ose"u j|§' @'|| | @| < & B %"@ ®-§ ‘ - “ ?- |

Constituent Marne | Armounk | Date I Type | Carnpaign | Fund I Appeal | Payrent Ty

i_ynthia Urban $50.00 07/15/2004 Cash Aannual Campaign 2004 Annual Fund  Milleninium Direct ...

] | i

Press F7 for search [Gift1 of 1 | Runring Totat $0.00 | 4

Warning: Although you applied Cynthia’s pledge payment to her existing pledge, the link between the gift
records is actually created when you commit the batch to the database.

4. Add any additional information, including the payment method and posting status, to Cynthia’s row in the
gift batch.

5. To create a gift record in the database for Cynthia, you need to commit this gift batch to the database. For
more information about committing a gift batch, see the Batch Guide.

Breaking the Link between a Gift and an Event

On occasion, you may need to remove the link between a gift and participant record. For example, a constituent’s
pledge may have been designated as a sponsoring pledge in error. Also, the sponsoring pledge or donation could
be linked to the wrong participant. When you break the link between a gift and participant record, the pledge gift
record is not deleted from the database. This section explains how to break the link between a gift record and a
participant record from a gift record and a gift batch.
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» Breaking a link between a gift and participant record from a gift record

Although this procedure explains how to break the link between a sponsoring pledge and a participant record,
you can use the same steps to break a link for registration fees and other donations.

Scenario: Elizabeth Ashton calls to inform you she cannot participate in the walk-a-thon. She had to go
out of town unexpectedly. However, Cynthia Urban has made a sponsoring pledge for Elizabeth. You
call Cynthia and ask if she still wants to make a contribution to your organization even though
Elizabeth is unable to participate in the walk-a-thon. Cynthia agrees to make her pledge as promised.
Because Elizabeth is no longer participating in the walk-a-thon, you need to break the link between
Cynthia’s sponsoring pledge and Elizabeth’s participant record. To break the link between a sponsoring
pledge and a participant record, you must first add a sponsoring pledge. This scenario uses the
sponsoring pledge you set up in “Adding a sponsoring pledge from a gift record” on page 27.

1. Open the gift record for Cynthia Urban’s $50 pledge. For more information about opening a gift record,

see the Gift Record chapter of the Gift Records Guide.

™ Giift for Cynthia B. Urban [_ [}

File Edit Yiew Gift Favorites Tools Help

ESaveandClose'|u|§'|ﬁ'|N 1 » H|"'|%'|§'|||?-|&-

v Gift |v Miscellaneousl Soft Qreditl atching Giftsl Trjbutel Attribgtesl W InstallmentsfPaymentsl Split Giftl

Bonstituent: [Cyrihia Lban B8l 1o: a3
Gift type: IPIedge d Reference: IWaIk-a-thon pledge ‘g
Gift subtype: I j Acknowledge: INotAcknowledged j I EI
Fledged an: m v Letter | B enefits |
Pledge amt: Im Schedule | FReceipt: INot Receipted j I EI
Carmpaigre I.t’-‘mnual Campaign jﬁl Receipt amt/no.: |$SD_DD ﬂl I
Fund: |ZDD4 Annual Fund jﬁl W Send reminders Histary |
fippeal: [w/alk-tThn =lsa| Statusidate: [Active =] [0715/2004 =]
Package: I ﬂﬁl
v Solicitars ||Nicholas Wincent ~[aa|
Pay method: [Cash 2 |l = mourt bl [s000 [
Ref ne. Adate: I I El Amount coing: Im
|Date added: |Balance: $0.00

Note: If the Sponsoring Pledges menu option is disabled, verify “Pledge” is selected in the Gift type field on

Cynthia’s gift record.
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2. To break the link between Cynthia’s gift record and Elizabeth’s participant record, select Gift, Links from
the menu bar. When the submenu appears, select Event, Sponsoring Pledges. The New Sponsoring
Pledge screen appears.

Mew Sponszoring Pledge E

*f'ou may indicate which participant to sponsor with this sponzoning pledge by selecting 'Link'?* next to the appropriate participant
registration.  The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From. .. will add registration
information for other participants to the list. You may zelect 'Mew Fegistration' in order to add a new participant to an event.

Gift amount; |$50.DD El

5@ ﬁ Hew Registration fon Grouped Event Gl Dpen Farticiant
ke | Eventld |  Date | Particpant | Status

...... 7 ialkeA-Thon

| Attended | Constituent I
07/31/2004 Elizabeth &, As,.. Paid - Elizabeth A, A...
12{06/2003 - Elizabeth A. A...
[T PastaDinner (... |07/30{2004

[ |Fire Prevention Elizabeth A, As... Paid

Elizabeth 4. As... Complimentary r Elizabeth A, A...
Load Registrations From...
oK | Cancel |
3.

In the Link? column, unmark the checkbox in the row containing Elizabeth’s walk-a-thon information.

Warning: Even though you broke the link between Cynthia’s sponsoring pledge and Elizabeth’s participant
record, Cynthia’s gift record is not deleted from the database. For more information about deleting a gift, see
the Gift Record chapter of the Gift Records Guide.

4. Click OK. You return to Cynthia’s gift record.

5. Click Save and Close on the toolbar. Cynthia’s gift record is no longer linked to Elizabeth’s participant
record for the walk-a-thon.
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» Breaking a link between a gift and participant record from a gift batch

Although this procedure explains how to break the link between a sponsoring pledge and a participant record,
you can use the same steps to break a link for registration fees and other donations. If you already committed
the gift batch containing the gift for which you want to break the link, you need to open the gift record to
break the link between the gift record and participant record. For more information, see “Breaking a link
between a gift and participant record from a gift record” on page 41.

Scenario: Elizabeth Ashton calls to inform you she cannot participate in the walk-a-thon. She had to go
out of town unexpectedly. However, Cynthia Urban has made a sponsoring pledge for Elizabeth. You
call Cynthia and ask if she still wants to make a contribution to your organization even though
Elizabeth is unable to participate in the walk-a-thon. Cynthia agrees to make her pledge as promised.
Because Elizabeth is no longer participating in the walk-a-thon, you need to break the link between
Cynthia’s sponsoring pledge and Elizabeth’s participant record. To break the link between a sponsoring
pledge and a participant record, you must first add a sponsoring pledge. This scenario uses the
sponsoring pledge you set up in “Adding a sponsoring pledge from a gift batch” on page 31.

1. Open the gift batch for Cynthia Urban’s $50 pledge. For more information about opening a gift batch, see
the Batch Guide.

i Batch 6 HE]E

File Edit Wiew Gift Constituent Favortes Tools Help
2 saveand e~ [ |G- 27| | mw[Be @O0 G- @R g~ |nl2- |

Constituent Marne | Armounk | Date I Type | Carnpaign | Fund I Appeal | Payrent Ty

_ynthia Urban $50.00 07/15/2004 Pledge annual Campaign 2004 Annual Fund  Walk-a-Thon Personal Chec;

] | i

Press F3 for today's date, F7 for calendar ‘G\IH of 1 |F\unming Tatal: $0.00 |

Note: If the Sponsoring Pledges menu option is disabled, verify “Pledge” is selected in the Gift type field for
Cynthia’s gift.
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2. With your cursor in the row of the batch containing Cynthia’s gift, select Gift, Links from the menu bar.
When the submenu appears, select Event, Sponsoring Pledges. The New Sponsoring Pledge screen
appears.

Mew Sponszoring Pledge ]
*f'ou may indicate which participant to sponsor with this sponzoning pledge by selecting 'Link'?* next to the appropriate participant
registration.  The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From. .. will add registration

information for other participants to the list. You may zelect 'Mew Fegistration' in order to add a new participant to an event.

Gift amount; |$50.DD El
5@ ﬁ Hew Registration fon Grouped Event Gl Dpen Farticiant

ke | Evertld | pate |
¥ walk-A-Thon

Participank | Skatus
07i31 2004 Elizabeth &, As. ..

|nttended| Constituent I
[ Fire Prevention | 12/06/2003

Paid [T Elizabeth &, A...
Elizabeth 4. &s... Paid [T Elizabeth & A...

Elizabeth 4. As... Complimentary r

[T Pasta Dinner ... |07/30/2004 Elizabeth 4. A...

Load Registrations From...

oK | Cancel |

In the Link? column, unmark the checkbox in the row containing Elizabeth’s walk-a-thon information.
Hew Sponsoring Pledge

'ou may indicate which participant o sponzor with thiz zponzoring pledge by selecting ‘Link ™ nest to the appropriate participant
registration. The entire amount of this pledge will be applied. Selecting 'Load Reqistrations From..." will add registration
information for other participants to the list. You may select 'Mew Registration' in order to add a new participant to an event.

Gift arnount: |$50,UD El
5@ ﬁ Hew Registration fon Erouped Event Sl Dpern Fartizpant

lnk? | Evertld |  Date |

Participank | Skatus
[T walk-a-Thon 07)31/2004

Elizabeth &, As... Paid
Elizabeth &, As... Paid

|Attended| Constituent I
[T Elizabeth a. ...

[T Elizabeth &, ...
Elizabeth &, As... Complimentary - Elizabeth A, A...

[T Fire Prevention | 12/06/2003
[T PastaDinner {... |07/30/2004

Load Registrations From... I

oK | Cancel |

4. Click OK. You return to the Batch Data Entry screen.

5. Click Save and Close on the toolbar. Cynthia’s gift record is no longer linked to Elizabeth’s participant
record for the walk-a-thon.

For more information about gift batches, see the Batch Guide.
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