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chapter i

What Is In This Guide?

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

¢ “Understanding Membership Dues and Gifts of Membership” on page 6

¢ “Linking a Pledge Payment to a Membership” on page 18

e “Automatically Renewing a Membership Linked to a Pledge or Recurring Gift” on page 31
¢ “Giving a gift of membership” on page 38

¢ “Adding a New Membership from a Gift Record” on page 43

How Do | Use These Guides?

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

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

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

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

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

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.



blackbaud

chapter 1

Membership Gifts

Frequently Used Terms ... ..o iii ittt iiet et ienttienasenessonesosssonssssnsosssssssssanssnnsons 2
Navigating in Gifts .. ... .. .iiiii ittt ittt tetenennennsaneeeenesaesnenasensansensansnns 3
Accessing a Gift ReCOrd . ... ..ottt ittt ittt e ittt et reeensansansosensensaneansansnnnnnans 3
Membership Business RUlEs . .. ... ottt iiii i it ittt iieetientonnsonnssnasssnanssnanssnnnans 4
Understanding Membership Dues and Gifts of Membership........... ... ... ittt 6
Linking a Gift to an Existing Membership. . .......... ittt i it ittt tiernaranannnnanans 7
Linking a Membershipto a Pledge. . . ... i e e e e e e e e 12
Linking a Pledge Payment to a Membership. ... i e 18
Linking a Membership toa Recurring Gift . ... . i i e et e et et e 24
Linking a Recurring Gift Transaction toa Membership ...... .. i e i e e 24
Automatically Renewing a Membership Linked to a Pledge or Recurring Gift. .. ........................... 31
Paying Membership Dues for Another Constituent ..............ciiiiiiiititiernrnnrnnnnennnnnns 37
Breaking the Link Between a Giftand aMembership. ....... ...ttt it e iiernnnn 40
Creating New Membership Transactions froma GiftRecord........... ...ttt inennnnnnnns 43
Adding a New Membership froma Gift Record . ... i e e e e e 43
Procedures

DefiNiNg BUSINESS FUIES . . o .ot e e e e e e e e e e 4
Linking a gift to an existing membership fromagiftrecord .. ...... ... . . i i 8
Linking a gift to an existing membership fromagiftbatch........ ... ... .. . . . . . 10
Linking a pledge to an existing membership fromagiftrecord ......... ... ... . . . . . i 12
Linking a pledge to an existing membership fromagiftbatch....... ... .. ... ... .. .. .. .. i . 17
Applying a pledge payment toward an existing membership from a giftrecord ............. .. ... ... .. .... 19
Applying a pledge payment toward an existing membership fromagiftbatch ............................ 22
Applying recurring gift transactions to an existing membership from a gift

DAt Ch L e e 29
Automatically renewing a membership linked to a recurring giftorapledge .......... ... ... ... ... ...... 31
Giving a gift of membership. .. ... o e 38
Breaking a link between a gift and a membership. ... .. e 41

Adding a new membership fromagiftrecord . ...... ... . i i e 43



2 CHAPTER

When you create a membership record for a constituent, you can enter the dues amount the member must pay
to receive the membership. To pay the dues for a membership, you need to link a gift record to the membership
record. Dues can be paid by the person receiving the membership or by another constituent in your database.
Multiple gifts can also be linked to a single membership. For example, Phillip Russell’s two children, Susan and
Tim, decide to give him an Individual membership to your organization. The dues for this membership are $50.00.
Susan and Tim each send a check to your organization for $25.00 to pay their half of the membership dues. You
can link the children’s gifts to Phillip Russell’s membership record to notate that dues have been paid for the
membership.

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.

You can link a gift record to a membership record from either a membership or gift record. This book explains
how to link a new gift record to an existing membership record.When you create a gift record for a dues
payment, you can also create a new membership, renew an existing membership, rejoin a member to a lapsed
membership, and upgrade or downgrade a current membership from a gift record. For information about linking
a gift and membership record from a membership record, see the Membership Data Entry Guide.

Frequently Used Terms

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

Membership dues. Membership dues are the obligations a constituent must pay to join a membership group. For
example, a constituent may need to pay $50.00 to receive an Individual membership to your organization.

Membership record. A membership record is the location where constituent membership information is stored
and maintained. This record is composed of three tabs: the Membership tab, the Membership History tab,
and the Attributes/Notes tab. For more information about the tabs on a membership record, see the
Membership Data Entry Guide.

Membership transaction. Membership transaction is a term used to describe the individual membership
activities comprising a membership record. The activities can include adding, renewing, rejoining, upgrading,
downgrading, and dropping a membership.

Membership standing. Membership standing describes the status of a specific membership. Membership
standings include new, active, lapsed, and dropped. The membership standing appears in the top right-hand
corner of a membership record and changes at the time the membership expires or a membership
transaction is entered and saved.

Membership program. The membership program is the overall umbrella description for a group of membership
categories. For example, a zoo may have a Kid’s Club program with many different membership categories,
such as Junior Curator and Junior Zookeeper.

Membership category. The membership category defines the level of giving required for a constituent to gain
membership into one of your membership groups or clubs. Membership categories can be linked to a specific
membership program. For example, a zoo may have a Kid’s Club program with three categories: Junior
Curator, Junior Zookeeper, and Junior Animal Trainer. Each category requires a certain level of giving to
participate. To participate in the Junior Zookeeper membership category, a constituent must pay $500.00.

Membership subcategory. A membership subcategory further defines the area of interest of the member. For
example, the zoo with the Junior Curator category in the Kid’s Club program may have subcategories listing
the names of each animal in the zoo. When a constituent is a Junior Curator, he is assigned to a specific
animal, such as Leo the Lion.
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Gift of membership. The gift of membership occurs when the constituent is the primary beneficiary of
membership benefits, but is not responsible for the membership dues. For example, a parent can give a gift of
membership to a child. The parent pays the membership dues and the child benefits from the membership.

Navigating in Gifts

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

After you create a gift record for membership dues, 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 [_[O]x]

File Edt VWiew Go Favorites Tools Help
4 Back Folward| Open in separate window

o

IFIH-‘ Home

iﬁ Records Constituents . ;I
N Gift
@ Actions I S
E Campaigns :-—; -
g Export Funds k% Mew Gift W Tpen a Gift

Appeals
.g Reparts Memberships

Jobs

Events Recently Accessed Records Quick Find

04/25/2007 Cash $575.00 - David M. Korbin ﬂ

10f17/2007 Cash $500.00 - Roger B, Langley
01/19/2007 Cash $5,000.00 - Roger B. Langley
11232007 Cash $1,000.00 - Roger B, Langley
04)24}2007 Cash $250.00 - Roger B, Langley
08/03/2007 Fledge $1,000.00 - David M. Karbin
08/02/2002 Pay-Cash $100.00 - David M. Karbin
02f18/2007 Cash $250,00 - David M. Korbin
01/13/2006 Cash $450.00 - Robert C. Hernandez
12/01/2006 Planned Gift $2,500,000.00 - Robert C,
Hernandez

[

‘Welcome to The Raiser's Edge 7 A

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

Accessing a Gift Record

After you create a gift record to pay membership dues, 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 Records chapter of the Gift Records
Guide. For more information about opening a gift record from the Gifts tab on a constituent record, see the
Introduction to Constituent Records chapter of the Constituent Data Entry Guide.
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Membership 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, not just your user name. Several business rules are
specific to linking a gift to a membership. For a membership transaction linked to a pledge, you can specify
whether the pledge payment is automatically applied to the same membership, whether the program asks if you
want to apply the payment to the same membership as the pledge, or whether the pledge payment is not applied
to the same membership as the pledge. When adding a gift, the program can warn you if the constituent has a
lapsed membership. For complete information about all available business rules, see the Configuration chapter of
the Configuration & Security Guide.

» Defining business rules

Warning: You must have security rights to access the Business Rules link in Configuration. For more
information, see the Security chapter of the Configuration & Security Guide.

1. On the Raiser’s Edge bar, click Config. The Configuration page appears.
#h The Raiser's Edge HEIE

File Edit Wiew Go Favaortes Taools Help

4 Back & Fnrward‘ Open in separate window

e eme b CONTIGUrATION
-

lﬁ Records ;I
L General b Gereral
i Tables b Tables
Y b Addressees / Salutations
b Atributes

Salutations
b Financial Institutions

b General Ledger

Attributes

Financial

Institutions b Leters

General Ledger b International

Letters b Business Rules
b Fields

International
b Mermbership Categories

Biusil Rl
e b Custom Views

Fields

Membership
Categaries

Cuistarn Yiews

General

Use the General page to enter basic information, such as your organization's address and phone number

2. Click Business Rules. The Business Rules page appears.

Note: If the Membership options folder is closed, double-click the folder name to open the folder.



3. From the tree view on the left, select General options in the Membership options folder. The Business

Rules screen now appears with the membership-related options.

#% The Raiser's Edge
File Edit Wiew Go Favortes Tools

Help

4 Back & Forward‘ Open in separate windaw

(=] ]

Salutations
Attributes

Financial
Irstitutions

General Ledger

Letters

International

Ci 1
Bz genﬁlalt For membership dates...
ggi&?iz [¥ Detault cycle start date ko membership date added
Tables - B Individuals ¥ If membership is linked to a gift use gilt date
Addressees / - ) Organizations "] For renewals and rejains, default the ‘Renewed on' date to the previous expiies

E Options
(= Name display

E Membership
Generate IDs
Batch options
[ Gift optione

i~ |Z] General options

i [2] fictivity options
(3 Constituent options
General options
i Deceased options

and the Rejoined on' date to the diop date
For membership categories with gift defaults established...
€ Auornatically add a gift for that membership
& Prompt to add a gift for that membership
Do not add a gift for that membership
For membership transactions linked to a gift...
 Automatically apply the payment to the same membership
& Prompt to apply the payment b the same membership
€ Do not apply the papment ko the same membership
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Fields oo ¥ Default program/category from dues _
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'&";Sb;'ii'p Alurnni options
9 &4 Membership options
Custom Yiews General options

: Activity options
Event options
= _ z

4 |

Business Rules

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

4

4. Under For membership transactions linked to a gift, select whether you want pledge payments to be
automatically linked to the same membership transaction as the pledge; whether you want to receive a
message asking if you want to link the pledge payment to the same transaction as the pledge; or whether
you do not want to link the pledge payment to a membership.

5. From the tree view, select Activity options in the Gift options. The Business Rules screen now appears
with the gift-related options.

[_[5]x]

i The Raiser's Edge

File Edit Wiew Go Favaortes Taools Help

4 Back & Forward‘ Open in separate window

Confi i =
General When adding a gift warn if constituent has...
General &4 Duplicates
T [V Outstanding pldge balances
Tabh {3 Criteria ing i
ablex H \dividugls [ Outstanding recuring gifts
Addiessees / H Organizations ¥ Outstanding registration fees
Salutations Options ¥ Lapsed memberships
Attributes 5 Name: display When changing gift amount® automatically update...
] i, 2] Membership v Receipt amount
Inztitutions Generate IDs
Batch options
General Ledger 3 G it options [T Curency gitt amaurt
Letters eneral options when changing 'receipt amount’ automnatically update...
(I EmeiEna @ Lo npti "] Currency receipt amount

W Automatically apply soft credit to matching gift pledge

i General options

Fields - Deceased options W Do nat allow 'receipt amount' to exceed 'gift amaunt'
Email aptions ; fonn
hél;gb:rliihslp Alumni optians [T Do nat allow gifts to be saved that are less than Jii: |
9 i3 Membership options Message: I g
Custom Views i |5] General options 9=

fe [2] Activity options
Event options

"
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Business Rules
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ZA

6. Under When adding a gift warn if constituent has, select whether you want to be warned when a
constituent has a lapsed membership.

7. After you make changes to business rules, your preferences are updated right away.
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Understanding Membership Dues and Gifts of
Membership

When you add a new membership record for a constituent, you can specify the dues amount the constituent
must pay to participate in the membership program. For example, your organization is a museum and you have a
large membership program called Friends of the Museum. Within this membership program, you define
membership categories, such as Individual, Double, and Family. When a constituent joins a membership, he must
pay the required dues for the category he joins.

For example, Ginger Rosenberg, who visits your museum frequently, requested an Individual membership to
Friends of the Museum. You create a membership record for Ginger’s new Individual membership. For more
information about creating membership records, see the Membership Data Entry Guide.

#* Membership for Ginger Rosenberg

File Edit “iew Membership Favortezs Tools Help

ESaveandElose'|U|§ [&- |I1 4 b H|—' |@ |&' |
| v Membership H|st0r_l,l| AttrlbutestotesI
| Caonstitugnt: IGingerHosenberg ﬂl D 127 Active

Current Tranzaction Tvpe: Upgrade During Cycle

Membership 1D: ISE—
Dues: 1000000 | | AuPick | Solictors ||
Pragran IFriend& aof the Museurn j ¥ tembers & Cards | Members: 1 Childrer: 0
Categaony: |Individual ﬂ Gift of Membership | Mo gift of membership
Subcategary: I j Benefits | Mo benefitz defined
Upgraded on: I Lifetime v ViewiLink Gits_| Paidt $10,000.00
Enxpires on: IW [T Firt renewal notices | ¥ Past Benewals |

Summary kMembership Information
D ate joined: 10/10/2000 Lazt renewed: 10/20,/2002 Lazt dropped: M4

Total years: 4 Times renewed: 1 Consecutive years: 4

| =]

On a membership record, the Gift of Membership and Link to Gifts buttons show whether the membership was
given as a gift by another constituent and whether membership dues have been paid. To show Ginger paid the
required dues for her Individual membership, you need to link Ginger’'s membership record to a gift record. Once
you link a gift to a membership, the Link to Gifts button on the Membership tab of a membership record changes
to View/Link Gifts.

You may want to create and link a gift record to a membership record when you create the membership record.
This book focuses on adding and linking a gift record to a membership record from Records or a gift batch. For
more information about creating a membership record, see the Membership Data Entry Guide.

Warning: If the Renewal Notice Information frame does not display on the Gift of Membership screen,
information has already been entered in the Send to column in the Renewal Notice Information When There
Are Gifts of Membership grid on the Renewal Information tab of the membership category record. For more
information about the Renewal Information tab, see the Configuration chapter in the Configuration & Security
Guide.
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If you want to track that a membership is a gift from another constituent, you must click the Gift of Membership
button and select the constituent giving the membership. When you click this button, the Gift of Membership
screen appears.

Gift of Membership I
tembership aift from: IJulie M. Bach ﬁl InR
Special message: |Happy Birthday! ;I

Aenewal Motice Information

View Renewal Notice Schedule

[~ Oweride 'Send Ta' figld(z] in renewal notice schedule.

Send ienewal notices to: ) Friman Member &) Danan £ Bath

] I Cancel |

Unless you use the Gift of Membership button to select the constituent who is giving the gift of membership, the
membership is not considered a gift. For example, if Julie Bach gives her sister Mary a gift of membership, you
need to enter her name on the Gift of Membership screen. When a constituent gives a gift of membership, you
can choose whether the member or the constituent giving the membership receives the membership benefits
and renewal information. For more information, see the Membership Data Entry Guide.

Linking a Gift to an Existing Membership

To track that dues have been paid for a membership transaction, you must create a gift record for the dues, then
link the gift record to the membership. For example, if Rhonda Sherman gives $500.00 to become a lifetime
member of your organization, you need to create a gift record for Rhonda’s $500.00 gift. On the gift record, you
can specify the campaigns, funds, and appeals to which the gift should be attributed; the solicitor responsible for
the donation; the payment method; and any other information you want to record about the gift. Once you
create a gift record, you can link it to a membership.

You can link a gift only to a primary membership. Gifts cannot be linked to a joint membership because a
membership is stored by the name of the primary member. For example, Jan Owen purchases a membership to
your organization and you add her husband Phil Owen as a joint member. When you receive a gift to pay the
membership dues, you need to link the gift record to Jan Owen’s membership record because she is the primary
member. For more information about adding joint members, see the Membership Data Entry Guide. Also, you
cannot link a gift to a membership with a standing of Dropped. If you receive a payment for dues for a dropped
membership, you must first rejoin the membership before you can link a gift record to the membership. For more
information about rejoining a membership, see the Membership Data Entry Guide.
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» Linking a gift to an existing membership from a gift record

You can use this procedure to link membership dues paid by the member to a membership record. If you want
to link a membership to a pledge, see the Pledges chapter of the Gift Records Guide. If you want to link a
membership to a recurring gift, see the Recurring Gifts chapter of the Gift Records Guide. For more
information about creating membership records, see the Membership Data Entry Guide.

Scenario: Ginger Rosenberg needs to upgrade her Patron membership for the Adopt an Animal
program. A membership record for Ginger already exists in your database. On 10/10/2005, you receive
a $75.00 check from Ginger to pay her dues. Now, you need to create a new gift record for Ginger’s
dues and link it to her existing membership 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 Ginger Rosenberg’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.

< Ginger Rosenberg

File Edit “iew Constituent Letter Favortes Toole Help

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

W Altributes | Media I v Actions I Honor/Memaorial I Wolunteer I v Prospect I v Membership I v Ewvents |
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes
i FalEE ¢ -
Type Fund Armnounk Balance Reference
04/ s Camp cholarship $250.00
090172004 Cash Camp Kids Scholarship 400,00
06/02/2004 Cash Acquisition Fund $250.00
0z/10/2004 CashMem 2004 Membership Fund $10,000.00
0zj27izn00z Cash Smith-Brown Scholarshi, .. $35.00
0zfo1f2002 CashMem 2002 Membership Fund $75.00
0a/01/2001 CashEvent Playground Site $50.00
KN 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 Ginger’s gift as shown on the
screen below. For more information about adding a gift record, see the Gift Records chapter of the Gift

Records Guide.

gNew Gift for Ginger Rosenberg

HE

File Edit “iew Gift Favortes Tools Help
ESaveandElose'|u|§'@'|K 4 b N|—" %'|§'||Q ?'l&'
v Gil | Miscellaneous | Soft Credit | Matching Gitts | Tribute | Attibutes | Split Gift |
| Constituent: IGingerHosenberg ﬂ 10: 127
Gift type: ICaSh j Reference: I H
Gift subtype: I j Acknowledge: INot Acknowledged j I
Gift date: |1D.a'1 0/2005 I v Letter ”Membership Lett v- Benefits I
Armaurt: |$?5.DD Hl Receipt: INDt Feceipted =l I
Campaigr: IMembership Campaign 'Inl Receipt amt/no.: |$?5,DU gl I
Fund: |2005 Membership Fund ~ &
Appeal: IMembership M ailing ;lﬂ
Package: I 'Inl
v Solicitars “HDbert Hermandez LIE
Pay method: |Perscnal Check =l =l e Check ne./date: [564 09/30/2005
Bark: I vliﬁl
|Date added:
| Press F7 for table lookup |

4. To link the gift to Ginger’s existing membership record, select Gift, Links from the menu bar or click the
Links button on the toolbar. When the submenu appears, select Membership. The Link Gift to
Membership screen appears.

Link Gift to Membership

Link memberships ta this gift by selecting the membership and then choosing the appropriste option from the ransaction bar,
You may alzo link to the selected transaction by checking the Link calumn.

Gift amaunt: |$?5.DD I{j]l
5@ = ey & ‘I‘@ B =elin) g %

Link? | Transa... | Category | Amount Applied | Expires On

Program Subcategory Standing

M |Upgrade |Patron

Adopt an Animal

Wiew Tranzaction Histor | Load Memberghips From... |

|&spplied to Events: $0.00 |wvailable to Apply: $75.00

Ok | Cancel |

5. In the Link? column, mark the checkbox in the row containing Ginger’s Couple membership.

| Total Applied: $0.00
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6. Inthe Amount Applied column for Ginger’s membership, enter the amount $75. When you tab through

the Amount Applied column, the program updates the status bar at the bottom of the screen to show the
total amount applied is $75.

Link Gift to Membership

Link memberships ta this gift by selecting the membership and then choosing the appropriate option from the kransaction bar.
“ou may alzo link to the selected transaction by checking the Link column.

Gift amaunt: |$?5.DD Iﬁ]l

& = S Henenn e BET A U parane donmaiey Er g Lavraran o auiH ey

Link? | Transa... I Category I Amount Applied I Expires On I Pragram I Subcategory I Standing
#} M iuUpgrade |Patron $75.00 Adopt an Animal Active
KN b
Wiew Tranzaction Hiztor | Load Membershipz From... |
|&spplied to Events: $0.00 | Available to Apply: $0.00 | Total Applied: $75.00
1] | Cancel |

7. Click OK. You return to Ginger’s gift record.
8. Click Save and Close on the toolbar. Ginger’s gift record is now linked to her Individual membership.
» Linking a gift to an existing membership from a gift batch

You can use this procedure to link membership dues paid by the member to a membership record. If you want
to link a membership to a pledge or recurring gift, see “Linking a Membership to a Pledge” on page 12 and
“Linking a Membership to a Recurring Gift” on page 24. Before you use this procedure, you must create a

membership record for the constituent. For more information about creating membership records, see the
Membership Data Entry Guide.

Scenario: Ginger Rosenberg needs to upgrade her Patron membership for the Adopt an Animal
program. A membership record for Ginger already exists in your database. On 10/10/2005, you receive

a $75 check from Ginger to pay her dues. Now, you need to create a new gift record for Ginger’s dues
and link it to her existing membership record.

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 $75 for Ginger Rosenberg as shown on the screen below. For more
information about setting up a gift batch and entering gifts into the batch, see the Batch Entry of Gifts
chapter of the Batch Guide.

% Batch 6 [_[5][=]
File Edit Wiew Gift Constituent Favortes Tools Help
Cisacadto:- |l RS- - E|hv|2ecdOm>- @ @ |=|2- |
Cnnst\tuantNama' Armounk | Date I Type | Carnpaign | Fund I Appeal | Payrent Ty
inger Rosenberg $75.00 10/10/2005 Cash Membership Cam... 2005 Membership... Membership Mai... Personal Chec;
KNS

Gift 1 of 1 | Running Total: $0.00

2. With your cursor in the row of the batch containing Ginger’s gift, select Gift, Links from the menu bar.
When the submenu appears, select Membership. The Link Gift to Membership screen appears.

Link Gift to Membership

Link memberships ta thiz gift by selecting the membership and then choosing the appropriate option from the kransaction bar.
You may alza link to the selected tranzaction by checking the Link column,
Gift amaunt; |$?5.DD Iﬁ]l
T s g [zl ¥
Link? | Transa... | Category | Amount Applied | Expires On Program Subcateqory: Skanding
M |Upgrade |Patron adopt an Animal
‘ 2
Yiew Tranzaction Higtory | Load Memberships From... |
Applied to Events: $0.00 |Available to Apply: $75.00 |T0tal Applied: $0.00
oK | Cancel |

3. In the Link? column, mark the checkbox in the row containing Ginger’s Couple membership.
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4. In the Amount Applied column for Ginger’s membership, enter the amount $75. When you tab through

the Amount Applied column, the program updates the status bar at the bottom of the screen to show the
total amount applied is $75.

Link Gift to Membership

Link memberships ta this gift by selecting the membership and then choosing the appropriate option from the kransaction bar.
“ou may alzo link to the selected transaction by checking the Link column.

Gift amaunt: |$?5.DD Iﬁ]l

& = S Henenn e BET A U parane donmaiey Er g Lavraran o auiH ey

Link? Transa...l Category IAmount Appliedl Expires OnI Pragram I Subcategory I Standing
#} M iuUpgrade |Patron $75.00 Adopt an Animal Active

K i

Wiew Tranzaction Hiztor | Load Membershipz From... |

|&spplied to Events: $0.00 | Available to Apply: $0.00 | Total Applied: $75.00

1] | Cancel |

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

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

Linking a Membership to a Pledge

There may be situations when a constituent makes a pledge to pay membership dues according to a schedule. In
this case, you can create a pledge gift record and link the pledge to a membership record. When paying
membership dues with a pledge, you need to link the pledge gift record and the gift records for the pledge
payments to the membership record. You can set the For membership transactions linked to a gift business rule
to automatically remind you if a pledge payment should be linked to a membership. We strongly recommend you
set this business rule. For more information about automatically linking pledge payments to a membership, see
“Membership Business Rules” on page 4.

» Linking a pledge to an existing membership from a gift record

You can use this procedure to link a pledge gift record to a membership record. Before you can link a pledge to
an existing membership, you must create a membership record for the constituent. For more information
about creating membership records, see the Membership Data Entry Guide.

Scenario: Lucy Avdeenko wants to purchase a Lifetime membership to your organization. However,
the dues for a Lifetime membership are $5,000 and Lucy cannot pay that amount in one payment.
Lucy agrees to make a $5,000 pledge to your organization. She plans to pay this pledge in ten quarterly
installments. You created a membership record for Lucy’s Lifetime membership. Now, you need to add
a pledge gift record for Lucy and link this gift record to Lucy’s existing Lifetime membership record.

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

== Lucy 6. Avdeenko

File Edit “iew Constituent Letter Fawvortes Toolz Help

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

v Attibutes I Media I v Actions I Hanor/kemaorial I v Wolunteer I v Prozpect I v Membership I v
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes

1 (e x

Date Type Fund

layground Site

0a/16/2005 Cash Playground Site
0a/01/2001 Cash Playground Site
K|

Amount Balance Reference
$75.00
$1,000,00

$25.00

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

From the New Gift screen, select the Gift tab and add the information about Lucy’s gift as shown on the
screen below. For more information about adding a pledge gift record, see the Pledges chapter of the Gift

Records Guide.

!a New Gift for Lucy G_ Avdeenko [_ [}
File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§' ?'l&' |
¥ Gift |Miscellaneous| Soft Qreditl Matching Giftsl Tr_ibutel Attribgtesl Installments#F’a}gmentsI Split Giftl
‘ Conztituent: ILucy Avdeenko ﬂ ID: 48
Gift type: IPIedge ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI
Fledged on: Im W Letter | B enefits |
Pledge amt: lm Schedule | Receipt: INot Receipted j I EI
Campaigr: IMmeBIShiD Campaigr jﬁl Receipt amt/na.: |$5,DDD.DD ﬂl I
Fund: |2UU5 Membership Fund jﬁl ¥ Send reminders Histary |
#ppeal: [Membership Maiing |l Statusidate: [active =] 07102005 =]
Package: I jﬁl
Solicitors “ jﬁl
Pay method: ICash j = EF7 Arnaunt bills: Im
Ref no. /date: I I =] Amourt cins: Im

|Date added:

| Balance: $0.00
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4. Select the Installments/Payments tab.

% New Gift for Lucy G. Avdeenko [_ [}
File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§' ?'l&' |
v Gift| Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attibute Splt Gitt |
Schedule I Frequency: Single Installment [~ Payments only [~ Do not show paid installments
Izt Mo, | Date | Gift Type I Amourt | Balance | Constituent

4 | ]

|Next|nstallmentDue: Maone Received: $0.00 Balance: $0.00

5. Click Schedule and schedule Lucy’s pledge as shown on the screen below. For more information about
scheduling a pledge, see the Pledges chapter of the Gift Records Guide.

Pledge Installment Schedule for Lucy G Avdeenko B=

Use the ‘Schedule fields, then select Distribute’ to help generate an installment schedule.

~ Installment Schedule

Gift Amount: $5,000.00 Date I Amounk ﬂ
08012005 4500,
Frequency: I uarker vI No. Installments: |10 —
v 4 | 11/01/2005 $500,
* Day |1 of every three months - 02/01/2006 4500,
05/01/2006 4500, -
"~ The I - ” vl of every three months LJ -

Eeschieduls |

Starting or: IUBJU‘I /2005 Ell

Inzstallments due every 3rd month on the 1zt day of the month

ak | Cancel |
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6. Click OK to return to the Installments/Payments tab.

% New Gift for Lucy G. Avdeenko [_ [}

File Edit “iew Gift Faworites Tools Help

ESaveandClose'|u|§'|ﬁ'|N 4 b N|"'|%'|§'|||ﬁ|?'|&'

v Gif;l Miscellaneousl Soft Qreditl Matching Giftsl Tr_ibutel Aftributes ¥ Instalments/Payments | Sp_litGiftI

Frequency: Quarterly [~ Payments only [~ Do not show paid installments
Izt Mo, | Date | Gift Type I Amourt | Balance | Constituent

1 05/01/2005 <Installment = $500,00 $500,00
2 11401/2005 <Installment = $500,00 $500.00
3 02/0142006 <Installment > $500,00 $500.00
4 05/01/2006 <Installment = $500,00 $500.00
5 03/01/2006 <Installment = $500,00 $500.00
13 11/01{2006 <Installment $500.00 450000
7 02/01{2007 <Installment > $500,00 $500,00
g 0540142007 <Installment = $500,00 $500,00
g 03/01/2007 <Installment = $500,00 $500.00
10 11012007 <Installment = $500,00 $500.00

4 | ]

|Next Installment Due; 08/01/2005 | Received: $0.00 Balance: $5.000.00

Note: Because Lucy’s Lifetime membership has already been added to the database, it appears in the grid on

the Link Gift to Membership screen.

7. To link the gift to Lucy’s existing membership record, select Gift, Links from the menu bar. When the
submenu appears, select Membership. The Link Gift to Membership screen appears.

Link Gift to Membership

Link memberships ta this gift by selecting the membership and then choosing the appropriste option from the ransaction bar,
You may alzo link to the selected transaction by checking the Link calumn.

Gift amaunt: |$5,DDD.DD I{j]l
& - e <& T GG A ¥

Link? | Transa... | Category | Amount Applied | Expires On Program Subcategory Standing

. 2

I emtershim Henewal Seheduls | Wiew Tranzaction Histone | Load Memberghips From... |

|&spplied to Events: $0.00 | Available to Apply: $5,000.00 | Total Applied: $0.00

Ok | Cancel |

8. In the Link? column, mark the checkbox in the row containing Lucy’s Lifetime membership.
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9.

In the Amount Applied column for Lucy’s membership, enter the amount $5,000. When you tab through
the Amount Applied column, the program updates the status bar at the bottom of the screen to show the
total amount applied is $5,000.

Link Gift to Membership
Link memberships ta this gift by selecting the membership and then choosing the appropriate option from the kransaction bar.
“ou may alzo link to the selected transaction by checking the Link column.

Gift amaunt: |$5,DDD.DD Iﬁ]l

A 0

§ e r% e é W wejpzie = elu i et =4 % Beiegrzisl=se e e
Link? Transa...l Category IAmount Appliedl Expires On I Pragram I Subcategory I Standing
S W oined Lifetime 45,000.00 Individual Active
KN b
tembership Renewal 5 chedule | Wiew Tranzaction Histone | Load Membershipz From... |
|&spplied to Events: $0.00 | Available to Apply: $0.00 | Total Applied: $5,000.00
1] | Cancel |

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

11. Click Save and Close on the toolbar. Lucy’s gift record is now linked to her Lifetime membership.
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» Linking a pledge to an existing membership from a gift batch

You can use this procedure to link a pledge gift record to a membership record. Before you use this procedure,
you must create a membership record for the constituent. For more information about creating membership
records, see the Membership Data Entry Guide.

Scenario: Lucy Avdeenko wants to purchase a Lifetime membership to your organization. However,
the dues for a Lifetime membership are $5,000 and Lucy cannot pay that amount in one payment.
Lucy agrees to make a $5,000 pledge to your organization. She plans to pay this pledge in ten quarterly
installments. You created a membership record for Lucy’s Lifetime membership. Now, you need to add
a pledge gift record for Lucy and link this gift record to Lucy’s existing Lifetime membership record.

1. From a gift batch, add a gift of $5000 for Lucy Avdeenko as shown on the screen below. For more
information about setting up a gift batch and entering gifts into the batch, see the Batch Entry of Gifts
chapter of the Batch Guide.

% Batch 6 [_[5][=]

File Edit Wiew Gift Constituent Favortes Tools Help

12! save and Cia~ | [ 8| G- (o] o | 0 (B WO 0y [ @- @] [ 2- |
Constituent Marne | Armounk | Date I Type | Carnpaign | Fund I Appeal | Payrnent Ty

: Lucy Avdeenko $5,000.00 07/10/2005 Pledge Membership Cam... 2005 Membership... Membership Mailing

KIN |

Ready. [Gift 1 of 1 [Running Tatal: $0.00 | 7

2. With your cursor in the row of the batch containing Lucy’s gift, select Gift, Installment Information from
the menu bar. The Pledge Installment Schedule screen appears. Schedule Lucy’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 Lucy G Avdeenko B=

Use the ‘Schedule fields, then select Distribute’ to help generate an installment schedule.
~ Installment Schedule

Gift Amount: $5,000.00 Date I Amounk ﬂ
08012005 4500,
Frequency: I uarker vI No. Installments: |10
v &4 11/01/2005 $500.

02/01/2006 4500,

05/01/2006 $500,
| | _>|_I

* Day |1_ of every three months

" The I = ” vl of every three maonths
Starting or: IUBJU‘I /2005 Ell

Inzstallments due every 3rd month on the 1zt day of the month

ak | Cancel |

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

|
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Note: Because you already added Lucy’s Lifetime membership to the database, it appears in the grid on the
Link Gift to Membership screen.

4. With your cursor in the row of the batch containing Lucy’s gift, select Gift, Links from the menu bar. When
the submenu appears, select Membership. The Link Gift to Membership screen appears.
Link Gift to Membership

Link memberships to thiz gift by selecting the membership and then choosing the appropriate option from the ransaction bar.
You may alza link to the selected transaction by checking the Link calumn.

Gift amaunt: |$5,DDD.DD Iﬁ]l
5@ - ey & T BEGT 2

¥

Program Subcategory Skanding

I
Membership Fenewal Sehediule | Wiew Transaction Historg | Load Memberships From... |

| Available to Apply: $5,000.00

oK | Cancel |

Applied to Events: $0.00

| Total Applied: $0.00

5.

In the Link? column, mark the checkbox in the row containing Lucy’s Lifetime membership.
6. Inthe Amount Applied column for Lucy’s membership, enter the amount $5,000. When you tab through
the Amount Applied column, the program updates the status bar at the bottom of the screen to show the
total amount applied is $5,000.
Link Gift to Membership

Link memberships ta this gift by selecting the membership and then choosing the appropriste option from the ransaction bar,
You may alzo link to the selected transaction by checking the Link calumn.

Gift amaunt: |$5,DDD.DD I{j]l

5@ = ey @ JRi=ri= ‘I@ B =elin) @ W EradEd g el e % Edejrtiger=ial=ie o) el
Link? | Transa... I Category I Amount Appliedl Expires On I Program I Subcategory I Standing
#F W oined Lifetime $5,000.00 Individual Active
< b
Membership Renewal S chedule |

Wiew Tranzaction Histor | Load Memberghips From... |

|.t’-‘«|3plied to Events: $0.00

| vailable to Apphy $0.00

Ok | Cancel |

7. Click OK. You return to the Batch Data Entry screen.
8.

| Total Applied: $5,000.00

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

Linking a Pledge Payment to a Membership

When a constituent pays for a membership using a pledge, you need to link the gift record for the pledge and
pledge payments to the membership to show that the dues are paid. We recommend you set the For

membership transactions linked to a gift business rule to remind you when pledge payments should be applied
to a membership. For more information, see “Membership Business Rules” on page 4.
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This section explains how to link a pledge payment to a membership from a gift record and a gift batch. For more
information about linking a gift to a membership from a membership record, see the Membership Data Entry

Guide.

» Applying a pledge payment toward an existing membership from a gift record

Scenario: Lucy Avdeenko is paying for her Lifetime membership in 10 quarterly installments. She
sends in a check for $500. You need to add a gift record for Lucy’s pledge payment and link this gift
record to Lucy’s existing Lifetime membership record. Before you link a pledge payment to a
membership, you need to link the pledge gift record to the membership. This scenario uses the pledge
gift record linked in “Linking a pledge to an existing membership from a gift record” on page 12

in this chapter.

1. From Lucy Avdeenko’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.

== Lucy 6. Avdeenko

File Edit “iew Constituent Letter Favortes Tools Help
ESaveandElnse'|n|§'@'@'|“ 4 b “|_’|2'|?E||| ?'|&'|' |
v Attibutes I Media I v Actions I Hanor/kemaorial I v Wolunteer I v Prozpect I v Membership I v
v Biol I v Bio 2 I v Addresses I v AddresseessSalutations I v Relationships I v Appeals I Motes
i e bt =
Date Fund Amount Balance Reference
05/11/2006 CashEvent Flayground Site $75.00
0a/16/2005 Cash Playground Site +1,000,00
07/10f2005 FledgemMern 2005 Mernbership Fund $5,000.00 $5,000.00
0a/01/2001 Cash Playground Site $25.00
KN i

Note: This message appears when you mark the When adding a gift warn if constituent has outstanding
pledge balances checkbox in Configuration. If you do not receive this message, select Gift, Apply to from the
menu bar. When the submenu appears, select Pledge. The Apply Gift to Pledge(s) screen appears.

2. On the action bar, click New Gift. A message appears.
The Raizer's Edge |

@ Thiz conztituent haz at least one outstanding pledge.

WWhould vou like to apply thiz gift to a pledge?
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3. Click Yes to apply Lucy’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 amaunt to apply.
Payrnent amaoit: |$SDD_DD j-ﬁjl Auto-Distributel I~ Show zero amount pledges
Pay? I Date I Type I Fund I Reference IPIedge &, I Pledge Balance I Arnour
¥ | 07/10{2005 Pledge 2005 Membership Fund 45,000,00 45,000,00
KN b
‘Wiew Installments. .. Load Pledge(z] From... |
|f4pplied: $500.00 |Remaining: $0.00

oK | Cancel |

In the Payment amount field, enter the amount $500.

In the Pay? column, mark the checkbox in the row containing Lucy’s $5,000 pledge.

Click Auto-Distribute. The program adds the Payment amount to the Amount Applied column for Lucy’s
$5,000 pledge.

Apply Gift to Pledge[s])

Pay outstanding pledges by selecting the pledge you wish to pay and then entering the amaunt to apply.
Payrnent amouit: |$EDD_DD Iﬂjl Auto-Distributel [~ Show zero amount pledges
Type I Fund I Reference IPIedge ... I Pledge Balance I Amount Applied I Cansk
Pledge 2005 Membership Fund $5,000.00 $5,000.00 $500.00 Lucy G. Ave
Kl L i
Wiew Installments... | Load Pledge(s] From... |

| &pplied: $500.00 |Remaining: $0.00
Cancel |

7. Click OK. A message appears.

The Raizer's Edge [ ]

@ The gift to which thiz papment haz been applied iz linked ta a membership transaction,

Do pou want ta link the payment ta the zame membership tranzaction?

This message appears when you set the For membership transactions linked to a gift business rule on the
Membership options page of business rules in Configuration to automatically ask if you want to apply a
payment to the same membership as a pledge. If you did not set this business rule, you can link a pledge

payment to a pledge using the same procedure as in “Linking a gift to an existing membership from a gift
record” on page 8.

Click Yes to link Lucy’s pledge payment to the same membership record as her pledge.
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9. Click OK. You return to the Gift tab of Lucy’s gift record. The program defaults information from the
pledge record to this gift record for the pledge installment.

!B Mew Gift for Lucy G. Avdeenko
File Edit ‘iew Gift Favorites Tool: Help
[, Save and Close -

H S @A\ K« s

HE

-

|2

?-%-

¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt

‘ Canstituent: ILucy Avdeenko QI ID: 48
Gift bype: ICash j Reference: IIns of 08./01./2005 ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [08/01/2005 =] v Letter |[smbership Letter <80  Benefits |
Amount: [$50000 @ Recaipt: [Not Receipted = =
Campaigr: IMembership Campaigr jﬁl Receipt amt/no.: |$50EI,EIU ﬂl I
Fund: |2DDE tembership Fund jﬁl
Appeal: IMembership Mailing ﬂﬁl
Package: I jﬁl
Solicitors || jﬁl
Pay method: [Cash 52 |l = mourtbils: [s000 @]
Ref no. /date: I I EI Amount coing: Im

|Date added:

&

10. In the Gift date field, enter the date 08/01/2005 because this is the date you receive the first pledge

payment.

11. In the Pay method field, select “Personal Check”.
12. In the Check no./date fields, enter the check number “872” and the date 07/28/2005.

!B Hew Gift for Lucy G. Avdeenko M= =

File Edit “iew Gift Favortes Tools Help

[ 5ave and Cloze - u|§'|§'|ﬂ a0 N|—" R ||g ?'l&' |
v Miscellaneous | Soft Credit | Matching Gifts | Tribute | Attributes | Spit Gitt |
‘ Canstituent: ILucy Avdeenko QI ID: 48
Gift type: [ Cash =l Reference: Ins of 08/01/2005 2|
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: |DE£D1H2DDS =] v Letter "embership Letter < [ta]]| Berefis |
Amcurt: [$500.00 | Recaipt: [Not Receipted = =
Campaigr: IMembership Campaign 'I ﬂl Receipt amt/no.: |$50EI,EIU ﬂl I
Fund: |2005 Membership Furd =[]
Appeal: IMembership Mailing ﬂﬁl
Package: I '| Hl
Solicitors || 'I HI
Pay method: |Personal Check = =fERT Check no. /date: (572 07/26/2005 [E|
Bank: I * |53
|Date added:
| =

13. Click Save and Close on the toolbar. Lucy’s pledge payment is now linked to her Lifetime membership.



22 CHAPTER

» Applying a pledge payment toward an existing membership from a gift batch
You can use this procedure to apply a pledge payment to a pledge already entered in the database.

Scenario: Lucy Avdeenko is paying for her Lifetime membership in 10 quarterly installments. She
sends you a check for $500. You need to add a gift record for Lucy’s pledge payment and link this gift
record to Lucy’s existing Lifetime membership record. Before you link a pledge payment to a
membership, you need to link the pledge gift record to the membership. This scenario uses the pledge
gift record linked in “Linking a pledge to an existing membership from a gift record” on page 12 in this

chapter.

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.

1. From a gift batch, enter “Lucy Avdeenko” in the Constituent Name column. For more information about
opening a gift batch, see the Batch Entry of Gifts chapter of the Batch Guide. After you enter Lucy’s name
in the Constituent Name column, a message appears.

%% Batch 7 =1=] =]

File Edit Wiew Gift Constituent Favortes Tools Help

Y save andCore- [l A2 (30 [ @ o[ me M EEE- & B 0] =] 2- |
Constituent Marne | Armounk | Date I Type | Carnpaign | Fund I Appeal | Payrnent Ty

: Avdeenkn, Lucy ﬁl Cash

@ This constituent has at least one outstanding pledge.

‘would you like to apply this gift to a pledge?

K1 |

Press F7 for zearch ‘G\IH of 1 |F\unning Tatal: $0.00 | A

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

Apply Gift to Pledge(s] 1]

Pay outstanding pledges by selecting the pledge you wizh to pay and then entering the amount to apply.
Payment amavnt: I:BEDD_DD E;Jl Auto-Distlibutel ™ Show zer amount pledges
Pay? | Date | Type I Fund | Reference |Pledge A, .. | Fledge Balance | Amiour
|l 07/10/200% Pledge 2005 Membership Fund 45,000,000 45,000,00
KI i
Wiew Inztallments. .. Load Pledge(s] Fram... |
| &pplied: $500.00 |Femairing: $0.00
(1] 8 | Cancel |
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3.
4.

In the Payment amount field, enter the amount $500.

In the Pay? column, mark the checkbox in the row containing Lucy’s $5,000 pledge which is linked to a
membership.

Click Auto-Distribute. The program adds the Payment amount to the Amount Applied column for Lucy’s
$5,000 pledge.

Apply Gift to Pledge(s]
Pay outstanding pledges by selecting the pledge you wizh to pay and then entering the amount to apply.
Payment amount: |$500.00 | Auto-Distibute [T Show zemo amount pledges
Tvpe | Fund | Reference | Pledge Am... | Fledge Balance | Amount Applied | Consk
Fledge 2005 Membership Fund $5,000,00 $5,000,00 $500,00 Lucy G, Ave
Kl o i
Wiew Inztallments. .. | Load Pledge(s] Fram... |
Applied: $500.00 Remaining: $0.00
Cancel

Click OK. If you mark the Prompt to apply the payment to the same membership option business rule, a
message appears prompting you to apply the payment to the same membership. For more information
about membership business rules, see the Configuration chapter in the Configuration & Security Guide.

The Raiser's Edge 1]

\"I) The gift to which thiz payment has been applied iz inked to a membership ransaction.

Do you want ta link the payment ta the same membership transaction?

Click Yes. The gift is now linked to the same membership.

You return to the Batch Data Entry screen. The program defaults information from the pledge record into
the row in the Data Entry grid for Lucy’s pledge payment.
£ Batch 7 HEIE

Ele Edit Wiew Gift Constituent Favortes Tools Help

[saveandCiose~ [l % S~ (A | w02 S O - @ ®-@| |G ?-

Constituent Name | Amounk ‘ Date | Type | Zampaign ‘ Fund | Appeal | Paymenk T
Avdeenko, Lucy $500.00 08{01/2005 Cash Membership Cam... 2005 Membership... Membership Mailing Cash
KIN |

Press F7 for calculator Gift 1 af 1 | Running Total: $0.00
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9. Add any additional information, including the payment method and posting status, to Lucy’s row in the
gift batch.

To create gift records for Lucy’s pledge and pledge payment, you need to commit this gift batch to the
database. When you commit the gift batch, you can mark the If a payment is applied to a gift that is
linked to a membership, apply the payment to the same membership checkbox on the Payments tab of
the Commit Gift Batch screen. If you have not already linked the pledge payment to the membership
record, marking this checkbox links the pledge payment. If you do not mark this checkbox, the pledge
payment is not linked to the membership record. For more information about committing a gift batch, see
the Batch Entry of Gifts chapter of the Batch Guide.

Linking a Membership to a Recurring Gift

There may be situations when a constituent establishes a recurring gift to pay membership dues according to a
schedule. In this case, you can create a recurring gift record and link the recurring gift to a membership record.
When paying membership dues with a recurring gift, you need to link the recurring gift record and the gift
records for the recurring gift transactions to the membership record. You can set the For membership
transactions linked to a gift business rule to remind you when recurring gift transactions should be applied to a
membership.

Linking a Recurring Gift Transaction to a Membership

When a constituent pays for a membership using a recurring gift, you need to link the gift records for the
recurring gift and recurring gift transactions to the membership to show that the dues are paid. We recommend
you set the For membership transactions linked to a gift business rule to remind you when recurring gift
transactions should be applied to a membership. For more information, see “Membership Business Rules” on
page 4.

This section explains how to link a recurring gift transaction to a membership from a gift record and a gift batch.

For more information about linking a gift to a membership from a membership record, see the Membership Data
Entry Guide.

» Applying recurring gift transactions to an existing membership from a gift record

Scenario: During your annual Membership Phonathon, Dr. Kate Andrea Williams, who is already a
member of your museum, pledges a recurring gift. She is paying by direct debit and says she will give
this gift amount on an annual basis, throughout her working career. She also stipulates that the $100
gift go toward her dues for her Individual membership to your museum. Create a gift record for the
recurring gift and link it to Dr. Williams” membership record.

1. From the Raiser’s Edge menu bar, select Records.
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& The Raiser's Edge

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

Fle Edt Yiew Go Favortes Tooks Help

4 Back & Folward‘ Open in separate window

=] E3

Constituents :I
Gifts
Actions
Campaigns | -
Funds E% ewr Gift rE Open a Gift
Appeals
Memberships
Jobs
Events Recently Accessed Records Quick Find
04/25/2007 Cash $575.00 - Davwid M, Korbin m
10/17/2007 Cash $500.00 - Roger B. Langley
(01/19/2007 Cash $5,000.00 - Roger B. Langley
11/23f2007 Cash $1,000.00 - Roger B. Langley
04/24/2007 Cash $250.00 - Roger B. Langley
08/03/2007 Pledge $1,000.00 - David M. Korbin
08/02/2002 Pay-Cash $100,00 - David M, Korbin
02/15/2007 Cash $250.00 - David M. Korbin
(01/13/2006 Cash $450.00 - Robert €, Hernandez
12/0120086 Planned Gift $2,500,000.00 - Rabert ¢,
Hernandez
Welcome to The Raizer's Edge 7 4
3. From the Gifts page, click New Gift. The New Gift screen appears.
™ New Gift M=
File Edit “iew Gift Favortes Tools Help
[, Save and Close - u|§'|§' H 4 b N|—"|%|' & ||g ?'l&' |

4.

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

‘ Constituent: I

Gift bype: I Cash

Gift subtype: I

Gift date: I al

Amant: |$D. ) ﬂl

Lol L 2

Campaign: I

Fund: I

Appeal: I

Package: I

Slicitone | I

Reference: I ‘g
Acknowledge: INotAcknowIedged j I EI
[Letier || 'IEH EErefits |

Receipt: I Mot Receipted

Feceipt amt/no.: |$U, ]

| =
1)

Pay method: IEash ﬂ I EET? Amount bills: |$D.DD EI
Fief no./date: I I i Amount coins: |$D_DD ml
|Date added:

In the Constituent field, click the binoculars to search your database for Dr. Kate Andrea Williams, the
constituent for whom you want to link the recurring gift to the membership. Highlight Dr. Kate Andrea
Williams on the grid of the Open screen and click Open. Her name appears automatically in the
Constituent field. For more information about searching for a record, see the Introduction to Constituent
Records chapter of the Constituent Data Entry Guide.
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5. Enter information on the Gift tab as shown in the picture below. For more information about adding a gift
record, see the Gift Records Guide.

% New Gift for Kate A Williams MmE B3
File Edit “iew Gift Favortes Tools Help
[, Save and Close - u|§'|§'|ﬂ LI N|—" ER |Q|?'|&' |

v Gift |Miscellaneous| Saft Ereditl Matching Giftsl Tr_ibutel Attribgtesl Transact_ionsl Amendmentsl Split Giftl

‘ Constiuent: [K.ate vwiliams ] o a3
Gift bype: IHecurring Gift j Reference: I ‘g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI

Gift date: |ua;nsxznos =] Letter || -] Berefis |
Amount: [100.00 | Schedule | Receipt: [Not Receipted =l =

Campaigr: IMembership Campaigr jﬁl Receipt amt/no.: |$1DEI,EIU ﬂl I
Fund: |2DDE tembership Fund jﬁl ¥ Send reminders Higtary |
Appeal; [Membership Maiing | Statusidate: [Active =] [03/03/2008 =]
Package: I jﬁl
v Solicitors “.t’-‘mne Sinclair =[]
Pay method: [Cash 52 |l = mourtbils: [s000 @]
Ref no. /date: I I EI Amount coins: Im
|Date added:

6. Select the Transactions tab.

% New Gift for Kate A Williams MmE B3
File Edit ‘iew Gift Favorites Tool: Help
[, Save and Close - u|§'|§'|ﬂ LI N|—" ER |Q|?'|&' |

W Giﬂl Miscellaneousl Saft Ereditl Matching Giftsl Tr_ibutel Attributes

Schedule IFrequenc_l,l: Fdonthly

Scheduled Date !I Activity Type | Gift Date | Amount I Reference Letter Code | Batch Mo,

Amendments I Split Gift I

EiolEactk Tratsactiarn S W ewt Transaction I

|F|ec:eived: $0.00 Mext ranzaction amount: $100.00 Mext tranzaction due:

7. Click Schedule to establish a recurring gift payment schedule. The Transaction Schedule screen appears.
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8. In the Frequency field, select “Annually”. Enter schedule information as shown on the picture below. For

more information about establishing a recurring gift schedule, see the Recurring Gifts chapter of the Gift
Records Guide.

Transaction Schedule for Kate A. Williams

Usze the 'Schedule’ fields, then select Preview' to view the transaction schedule.

— Transaction Schedule

Transaction Amount: $100.00

Frequency: IAnnuaIIy 'l
an IMarch 'l I9

Date I Armount

Starting on: IDB.-’DS.-'?DDBEI Ending on: I EI

Trangzactions due annually on March Sth

03092006
03092007
03092008
03092009

$100.
$100.

$100, -
_>l_I

$100:|

()8 | Cancel |

9. Click OK. You return to the Transactions tab of the gift record.

% New Gift for Kate A Williams

File Edit “iew Gift
[, Save and Close -

Favortes Tools Help

WS A8 K« -

%.

&.

e

HE

W Giﬂl Miscellaneousl Saft Ereditl Matching Giftsl Tr_ibutel Attributes  Transachions |Amendments| Split Giftl

Schedule IFrequenc_l,l: Annually

Scheduled Date !I Activity Type | Gift Date | Amount I Reference | Letter Code | Batch Mo,

EiolEactk Tratsactiarn S W ewt Transaction I

| Received: $0.00

Mext ranzaction amount: $100.00

Mext tranzaction due:
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10. On the toolbar, click the Links button and select Membership from the submenu that appears.

| &2 e 2
| Membe

The Link Gift To Membership screen appears.

Link Gift to Membership

Link memberships ta this gift by selecting the membership and then choosing the appropriate option from the transaction bar.
“ou may alzo link to the selected transaction by checking the Link column.

Gift amaunt: |$1 00.0a El

o Upgrade during owhgrade during «
Link? I Transa... I Category I Amount Applied | Expires COn Pragram Subcategory I Standing I
Lifetime Individual Active
b
Ifemtsershin Fenewal & ehedule | Wiew Tranzaction Histony | Load Membershipz From... |
|&spplied to Events: $0.00 | Available to Apply: $100.00 | Total Applied: $0.00

ok | Cancel |

11. Mark the Link? checkbox next to the membership to which you want to link the recurring gift
transactions.
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In the Amount Applied column on the grid, enter the gift amount $100 to be applied to the membership.
Link Gift to Membership

Link memberships to this gift by selecting the membership and then choosing the appropriste option from the ransaction bar,
You may alzo link to the selected transaction by checking the Link calumn.
Gift amount: |$1 00.00 ﬁl

5& @

@ Fl=r= ‘I‘@ EHEfE g I EEraded iy chEE ﬁ Eheytiieipz al= i e e =
Link? I Transa... I Category I Amount Appliedl Expires On I
¥ Joined

|=a

Prograrm
Lifetime $100.00 |

I Subcategory I
Individual

Skanding I
Active

K1

Membership Renewal S chedule |

b
|.t’-‘«|3plied to Events: $0.00

Wiew Tranzaction Histor | Load Memberghipz From... |
| wvailable to Apphy $0.00

| Total Applied: $100.00

oK | Cancel |

13. Click OK. You return to the Transaction tab of the gift record.

14. Click Save and Close to save the link and close the gift record.

» Applying recurring gift transactions to an existing membership from a gift batch

transaction to his existing Arts Program membership.

Scenario: On 09/01/2006, Anthony Ellis sends a check for $S30 to your organization as his monthly
recurring gift payment. You need to apply the payment to his recurring gift transaction and link the

1. From a gift batch, add a cash gift of $30 for Anthony Ellis as seen on the screen below. For more
information about creating a new gift batch, see the Batch Entry of Gifts chapter of the Batch Guide.
M B
View Gift Consttuent Favortes Tools Help
B soveandriose- |l | 2- - M |@omOnE- e B8+ |0 2-
Constituent Mame | ArmoLink I Date | Type | Fund I Gl post date | GL post status |
$30.00 09011 /2008 Cash 09/01/2006 (HetPosted |
Ready. Gift 1 of 1 | Running Total: $20.00
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2. From the menu bar, select Gift, Apply to, Recurring Gift. The Apply Gift to Recurring Gift screen appears.

Apply Gift to Recurring Gift
Pay an outstanding recurring gift by selecting the recuring gift you wish ta pay.

Trangaction amount: |$30_DD Iﬂjl [~ Shaow zero amount recuming gifts
Fay? I Diate I Fund I Frequency I Iext Trans Due I Iext Trans Amount I Reference
[T | o9yo1/2006 Bulding Fund Mankthly 094012006 $30.00
KI |
Wiew Installments... |

Cancel |

3. Mark the Pay? checkbox for the corresponding recurring gift.

Click OK. If you marked the Prompt to apply the payment to the same membership option business rule,
a message appears prompting you to apply the payment to the same membership. For more information
about membership business rules, see the Configuration chapter in the Configuration & Security Guide.

The Raiser's Edge BE
@ The gift to which this payment haz been applied iz linked to a membership transaction.

Do pou want to link the papment to the same membership transaction?
Mo |

Click Yes. The gift is now linked to the same membership.
You return to the Batch Data Entry screen.

=5 Batch 34 [_[5]=]
File Edit “iew Gift Constituent Favortes Taools Help
Disaveandcise- |l 4[5 &K@ v |2omWOx b e @0 2-
Constituent Mame | Announk I Date | Type | Fund I Gl post date | GL post status |
Ellis, Anthony $30,00 09/01/2006 Cash 2003 Annual Fund | 09/01/2006 Mot Posted
|Ready [Gitt1oi 1 |Running Tetal: $20.00 | v

7. Add any additional information, including the payment method and posting status, to Anthony’s row in
the gift batch.
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To create gift records for Anthony’s recurring gift payment, you need to commit this gift batch to the
database. When you commit the gift batch, you can select to mark the If a payment is applied to a gift
that is linked to a membership, apply the payment to the same membership checkbox on the Payments
tab of the Commit Gift Batch screen. If you have not already linked the recurring gift payment to the
membership record, marking this checkbox will link the recurring gift payment. If you do not mark this
checkbox, the payment is not linked to the membership record. For more information about committing a
gift batch, see the Batch Entry of Gifts chapter of the Batch Guide.

Automatically Renewing a Membership Linked to a Pledge or
Recurring Gift

When you have the optional module Electronic Funds Transfer, you can automatically generate gift records for
recurring gift transactions and pledge payments using the Automatically Generate Transactions/Payments
option in Batch. For example, Mark Adamson has a membership linked to a recurring gift. When you select the
Automatically Generate Transactions/Payments option in Batch, you can automatically generate a payment for
the recurring gift linked to his membership. Mark’s recurring gift payment information defaults into a row in the
gift batch.

This option is only available when the optional module Electronic Funds Transfer is present. For more information
about automatically generating pledges and recurring gifts, see the Electronic Funds Transfer (EFT) Guide.
» Automatically renewing a membership linked to a recurring gift or a pledge

This procedure shows you how to automatically renew a membership linked to a recurring gift. You can
automatically renew a membership linked to a pledge by using the same method.

1. Add a new recurring gift record as shown on the screen below. For more information about adding
recurring gift records, see the Recurring Gifts chapter of the Gift Records Guide.

!B Hew Gift for Inman's Industrnal Supply HE B3
File Edit “iew Gift Favortes Tools Help
ESaveandElose'|u|§'@'|K 4 b N|"'|%'|§' |Q|?'|&' |
v Gift | Miscellaneous | v Soft Credlt | Matching Gifts | Tribute | Atiibutes | Transactions | Amendments | Splt Gitt |
‘ Constituent; IInman'sIndustriaISupply QI 10 Inman's Industrial Supply
Gift ype: IHecurring Gift j Reference: I g
Gift subtype: I j Acknowledge: INotAcknowIedged j I EI
Gift date: [06,/01,/2007 1] v Letter |[smbership Letter <80  Benefits |
Amount: [$25000 m] Schedh | Receipt: [NotReceipted ] | =
Campaigr: IMembership Campaigr jﬁl Receipt amt/no.: |$25EI,EIU ﬂl I
Furd: |2DD? Membership Fund jﬁl W Send reminders Histary |
Appeal; [Membership Maiing | Statusidate: [Active =] [0e/01/2007 =]
Package: I jﬁl
v Solicitors ||F|obert Hemandez jﬁl
Pay method: [Cash 52 |l = mourtbils: [s000 @]
Ref no. /date: I I EI Amount coing: Im
|Date added:
|
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2. On the toolbar, click the Links button and select Membership from the menu that appears.

!a Mew Gift for Inman's Industrial Supply M=

File Edit “iew Gift Faworites Tools Help

ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'QH|||Q‘|?'-|&-

v Gift | Miscellaneaus | v Soft Credlt | Matching Gits | Tribute | Atiibutes | Tra tes | St Gitt |
Evert
‘ Constituent: IInman'sIndustriaISupply ﬂ 1D Inman's Industrial: Eroposal
Gift type: IFlecurring Gift ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI

Gift date: [06/01/2007 =] v Letier |[embership Leter [ Berefi |
Amount: [$250.00 gl| Scheduk | Recsipt: Mot Receipted =l =

Campaigr: IMmeBIShiD Campaign jﬁl Receipt amt/no.: |$250.DD ﬂl I
Fund: |2UU? tembership Fund =l ¥ Send reminders Histary |
#ppeal: [Membership Maiing ~|aa| Statusidate: [active =] Joe/m 2007 =]
Package: I

~l&
v Solicitors “F!obert Hemandez vI HI

Pay methad: ICash j = EF7 Amount bills: |$U,UU 3}]'
Ref ho./date: I I El Ammourt coins: |$D_DD EJJI

|Date added:

The Link Gift to Membership screen appears.

Link Gift to Membership

Link memberships ta this gift by selecting the membership and then choosing the appropriate option from the kransaction bar.
“ou may alzo link to the selected transaction by checking the Link column.

Gift amaunt: Im al
& & g HECTIN ¢

Subcategory Standing

‘ 2

I emtsershin Eenewal S ehedule | Wiew Tranzaction Histone | Load Membershipz From... |

|&spplied to Events: $0.00 | Available to Apply: $0.00 | Total Applied: $0.00

1] | Cancel |
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3. On the Link Gift to Membership screen, mark the checkbox in the Link? column by the membership you
want to link to this recurring gift.

Link Gift to Membership

Link memberships ta this gift by selecting the membership and then choosing the appropriate option from the kransaction bar.
“ou may alzo link to the selected transaction by checking the Link column.
Gift amaunt: |$250.DD El
& = S Henenn e BET A U parane donmaiey Er g Lavraran o auiH ey
Link? | Transac. .. I Category I Amount Applied I Expires On I Pragram I Subcategory I Standing
#} M iRerewal | Corporate $250,00 03/08/2007 | Business Level Active
ki |
Membership Renewal S cheduls | Wiew Tranzaction Hiztor | Load Membershipz From... |
|&spplied to Events: $0.00 | Available to Apply: $0.00 | Total Applied: $250.00
1] | Cancel |

4. Click Membership Renewal Schedule. The Membership Renewal Schedule screen appears.

Memberzhip Renewal Schedule E2

[~ ‘Renewal Schedule Information:

Memberzhip dugs: |$D.EIEI

=) Seleiieit) ||
Renew eveny: I_IMDnth[S] vl [Gift af b embershia | Mo gift of membership

Card status: IUse Cateqory Default j Benefits | Mo benefits defined
Reason: I j ™| Bintrenewsl notices

Comments: I ‘ﬂ

Surmmary Membership Information ﬂ
Zurrent standing: | Active

Date joined; 01§23/1999
Times renewad: 2

Last renewed on: |03/03)2006 _lj
4 | | »

Ok | Cancel |

5. Mark the Renewal Schedule Information checkbox and enter information on the screen as shown in the
picture below.

Memberzhip Renewal Schedule E2

[v Renewal Schedule Information:
Memberzhip dugs: |$250,I:|I:| EI v Salicitar(s) | IHDbert Hermandez

Renew eveny: |1_ Im Gift of Membership | Na gift of membership
Card status: IUSB Category Default j Benefits | Mo benefits defined

Reasor I j [™ Print renewal natices
Comments: I ‘g
Summary Membership Information ﬂ
Current standing: Active Date joined: |01)28/1339
Times renewed: 2

Last renewed on: |03/08/200a _ILI
4 I I 3

ak Cahicel
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6. Click OK. You return to the Link Gift to Membership screen.

7. On the Link Gift to Membership screen, enter the amount $50 in the Amount Applied column of the
membership you selected.

8. Click OK. You return to the New Gift Screen.
Click Save and Close on the toolbar.

10. In Batch, from the Data Entry screen of a gift batch, select Tools, Automatically Generate
Transactions/Payments from the menu bar.

¥ Batch 25 [_ o[ X]

File Edit iew [Gift Constituent Favorites ks H

[ 5ave and Closev| (== |§- @.| | i Walidats. [ |
Constituent Mame Arnount | Group Add Constituents to Bateh... | GL post date |

[alobal Change...

Sort Batch...

Automatically Generate Trar

LCreate EFT Tranzmizzion Files. ..

[Elear Weclined Suthonzation Codes

Edit Batch Setup...

User Optionz

4] | j|

Press F7 for search | |Gift1 of 1 |F|unning Total: $0.00 | 4

The Automatically Generate Transactions/Payments screen appears. For more information about setting
up a new gift batch, see the Batch Entry of Gifts chapter of the Batch Guide.

Automatically Generate Tranzactions/Payments

Inchude. .. | All Records

What transactions do you wizh to include?

Tranzactions due on or before: IDB£D2H2DDE ml

Include these tranzactions:  EFT & MNon-EFT ¢ EBoth

1:General | 26t Fields |

Include theze gift types: | (7 All Pledges
& Recuring Gifts

Include theze payment types: ™ Direr's Club ;l

[T ChecklDebit) Card
[¥ Cash
[¥ Perzonal Check
[¥ Business Check
[~ Other -

Mizcellaneous Information

¥ Create exception report (% Preview (" Print

V| Create contiol repart. | Detall ™| " Preview  {* Print

% Hack Hext > Cancel Generate Mow |
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11.

12.

13.

14.

15.
16.

17.

18.

19.

20.

Click Include. From the submenu that appears, select All Records. When you select All Records, you are
specifying that all records in the database matching the criteria you set for automatically generating
payments and transactions are included.

If you choose Selected Records, the Open Query screen appears so you can include records in an
established gift query or create a new gift query. When you choose Selected Records, you are specifying
that only specific records matching the criteria you set for automatically generating payments and
transactions are included.

In the Transactions due on or before field, enter the date 06/02/2005 because you want the program to
select the recurring gifts that require transactions and payments on or before this date.

In the Include these transactions field, select Non-EFT because you only want to generate transactions
for non-electronic gifts at this time.

In the Include these gift types box, mark the Recurring Gifts checkbox to generate recurring gift
transactions at this time.

In the Include these payment types box, mark the Cash, Personal Check, and Business Check checkboxes.

Mark the Create exception report checkbox to keep a record of the transactions and payments that are
not able to be generated. Mark the Preview option. If exceptions are found, you can preview the report
on a screen. You can also select to print the exception report from the exception report preview screen.

Mark the Create control report checkbox to keep a record of the type of transactions you generated.
Select “Detail” in the accompanying field. Mark the Print option. The control report automatically prints
when you generate the payments and transactions.

You create control reports, in summary or detail format, to view information about a batch. You can use
the reports to verify that information in a batch is correct, for reporting purposes, or for any other needs
specific to your organization.

Click Next to view the Gift Fields tab.

LGensial  2Gift Fisids |

Specify the information to be used for the gifts generated

Gift date: | Specific date x| |oeamzz007 |
Fieference: IS_l,lstem generated |
Letter: IUse letter from qift j
GL post status: IN.;t Pasted j

GL post date: IDEHD2JEDD? El

If a transaction/payment i generated for a gift that iz linked to a memberzhip:
v &pply the payment to the same membership

< Back | Iz | Cancel | GenerateNoﬂl

In the Gift date field, select “Specific date” because you want the gift date for all generated gift records to
be 06/02/2007 regardless of when the installment or transaction was due. In the accompanying Gift date
field, enter the date 06/02/2007.

In the Reference field, select “System generated”. The program automatically adds information in the
Reference field on the Gift tab of a gift record to note how the transaction was generated.




36 CHAPTER

21. Inthe Letter field, select “Use letter from gift”. When you make this selection, the program copies the
letter you selected on the gift record of the recurring gift to the generated gift record for the transaction
or payment.

22. Inthe GL post status field, select “Not posted” because you plan to use the Post to GL option in
Administration to post the gifts to General Ledger. For more information about the Post to GL option, see
the Gift Records chapter of the Gift Records Guide.

23. In the GL post date field, enter the date 06/02/2005.

Note: This option defaults to marked under the For membership transactions linked to a gift business rule
option, if you select Automatically apply the payment to the same membership. If you select Prompt to apply
the payment to the same membership or Do not apply the payment to the same membership is selected for
this business rule, then If a transaction/payment is generated for a gift that is linked to a membership: Apply
the payment to the same membership defaults to unmarked.

24. Under If a transaction/payment is generated for a gift that is linked to a membership, leave the Apply
the payment to the same membership option marked. When you mark this checkbox and select to
automatically generate pledge and recurring gift payments, payments are linked to the same membership
that is linked to the pledge or recurring gift. If the payment generates a renewal, then the payment is
linked to the renewal. For more information about the tabs on the Automatically Generate
Transactions/Payments screen, see the Electronic Funds Transfer (EFT) Guide.

25. Click Generate Now to begin generating gift records for recurring gift transactions. A progress indicator
appears.

Generating Payments/Transactions E

Generating Payments/Transactions. ..

26. When the program finishes generating the transactions and payments, the Automatically Generate
Transactions/Payments screen appears, detailing the results of the automatic generation.

Automatically Generate Transactions/Payments 1]

Automatic Generation Complete!

Batch: 25

Gifts generated: 1

Total amount generated; $50.00

Fre-notifications generated: i}

Memberzhip renewals created: 1

Exceptions: i}

{""Close” Y Preview Exception Repart |

If exceptions are found in a batch, you can click the Preview Exception Report button to preview the
exceptions found in the batch. When you preview the report, you can print the report directly from the
report preview screen.
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27. Click Close. You return to the Batch Data Entry screen for the gift batch. The generated payments and
transactions appear in the grid.

=5 Batch 34 [_[5]=]
File Edit “iew Gift Constituent Favortes Taools Help
Disaveandcise- |l 4[5 &K@ v |2omWOx b e @0 2-
Constituent Name | Amounk | Date I Type | Fund | GL post date I L post status |
o Inman's Industrial. .. $250.00 06/02/2007 Cash 2007 Membership... 06f02f2007 Mot Posted
|Ready [Gitt1oi 1 |Running Tetal: $20.00 | v

28. You can now commit the batch to the database. For more information about committing gifts to the
database, see the Batch Guide.

Paying Membership Dues for Another
Constituent

When a constituent receives a gift of membership, a constituent other than the member can pay the membership
dues. For example, Susan McDonald decides to give her cousin, Jason Campbell, an Individual membership to
your organization for his birthday. Although Jason receives the membership, Susan pays the dues. To show that
dues have been paid for Jason’s membership, you need to link Susan’s gift record to Jason’s membership record.
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» Giving a gift of membership

Before using this procedure, you need to create a membership record for the constituent receiving the
membership. For more information about adding a new membership, see the Membership Data Entry Guide.

Scenario: Susan McDonald upgraded an Education Program membership for her cousin, Jason
Campbell, as a gift for his birthday. You already renewed Jason Campbell’s Education Program
membership. Now, you need to create a gift record for Susan McDonald and link it to Jason’s
membership record.

1. From Susan McDonald’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.
< Sugan E. McDonald [H[=] E3
File Edit “iew Constituent Letter Fawvortes Toolz Help
ESaveandElose‘|n|§'@'@'|N 1 b H|_’|2'|?E|| ?'|&'|' |
Attributes I Media I v Actions I Haonor/kemorial | v Wolunteer I v Prozpect I Membership I w Events |
v Biol I v Bin2 I v Addresses I Addreszees/S alutations | v Relationships I v Appeals I HMotes
i FalEE ¢ -
Date Type Fund Amount Balance Reference
ol nbership Fund oo
12f2a/2005 Cash Smith-Brown Scholarshi, .. $25.00
12/16/2004 Cash Matural Disaster Relief .. $175.00
11/24}2004 CashEvent 2004 Annual Fund $75.00 Fire Prevention
11/15/2004 Cash Building Fund $50.00
07j01f2003 CashEvent Camp Kids Scholarship $11,000.00
05/17/2002 Fledge International Relief Fund $50.00 $50.00
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 Susan’s gift as shown on the
screen below. For more information about adding a gift record, see the Gift Records chapter of the Gift

Records Guide.

gNew Gift for Susan E. McDonald M= B

File Edit ‘iew Gift Favorites Tool: Help

[, Save and Close - u|§'@'|ﬂ 4 » )||_;- | 2

|2

?-%-

Miscellaneous | Soft Credit | Matching Gitts | Tribute | Attibutes | Split Gift |

‘ Canstituent: ISusan McDonald QI 1D 24

Gift bype: ICash Reference: I

Led Lo

Gift subtype: I Acknowledge: INotAcknowIedged j I

Gift date: [10/21/2006 =] v Letter ”embership Letter < [ta]]| Berefis |

2l
]

Amourt: |$450.DD ;;j]l Receipt: INDt Feceipted =l I

=l

Campaigr: IMembership Campaign ~| & Fieceipt amt/no.: |$45U.UU ﬂI I
Fund: |2006 Membership Furd

MEY
MEY
Appeal [Membership Maiing ~[8]
MEY
=[sa]

Package: I

+ Solicitors ||Eynthia Miller

Pay method: |Persorial Check [ =R Check no./date: [304 10/02/2006 E|

Bark: I - |3

|Date added:

Note: If the donor is paying for another person’s dues, do not link the gift to the donor’s membership record

on the Link Gift to Membership screen.

4. To link Susan’s gift to Jason’s existing membership record, select Gift, Links from the menu bar. When the
submenu appears, select Membership. The Link Gift to Membership screen appears.

Link Gift to Membership
Link memberzhipz to this gift by selecting the memberzhip and then choozing the appropriate option from the transaction bar.
‘f'ou may also link to the selected transaction by checking the Link column.

Gift amount; lm

5@ o | e @ EEREN Tﬁ =) g I Earad e e ey EE % Bkt p=in (=2 ol ] ot =

| Link? | Transa... I Category | Armnount Appliedl Expires On | Program | Subcategory I Standing
KIN i
wiew Trarsactian Histon | Load Memberghips From... |
| Applied to Everts: $0.00 | fuvailable to Apply: $450.00 | Total Applied: $0.00
(1] 8 | Cancel |




40 CHAPTER

5. Click Load Memberships From. The Open screen appears so you can search for Jason Campbell in your

database. When you find and select Jason, his Education Program membership appears in the grid on the
Link Gift to Membership screen.

Link Gift to Membership

Link memberzhipz to this gift by selecting the memberzhip and then choozing the appropriate option from the transaction bar.
‘f'ou may also link to the selected transaction by checking the Link column.

Gift amaurt: |$45EI.DD Ijj]l

5@ T ey @ EEREN Tﬁ =) g I Earad e e ey EE % Bkt p=in (=2 ol ] ot =

Link? | Transa... I Category |nm0unt Appliedl Expires On | Program | Subcategory I Standing
| ¥ |Upgrade | Sustainer $45U-Uﬂﬂ| Education Pro,., Rainforest Club | Active

[« | 0|

Wiew Trangaction History | Load Memberghips From... |

| Applied to Everts: $0.00 | fuvailable to Apply: $450.00 | Total Applied: $0.00
Ok | Cancel |

In the Amount Applied column for Jason’s membership, $450 defaults automatically. When you tab

through the Amount Applied column, the program updates the status bar at the bottom of the screen to
show the total amount applied is $450.

Link Gift to Membership

Link memberzhipz to this gift by selecting the memberzhip and then choozing the appropriate option from the transaction bar.
‘f'ou may also link to the selected transaction by checking the Link column.

Gift amaurt: |$45EI.DD Ijj]l

5@ T ey @ EEREN Tﬁ =) g I Earad e e ey EE % Bkt p=in (=2 ol ] ot =

Link? | Transa... I Category |nm0unt Appliedl Expires On | Frogram | Subcategory Standing
| | ¥ |Upgrade | Sustainer $450,00 Education Program  Rainforest Club | Active

[« | 0|

Wiew Trangaction History | Load Memberghips From... |

|Applied to Events: $0.00 Available to Apply: $0.00 |T0tal Applied: $450.00

Cancel |

6. Click OK. You return to Susan’s gift record.

7. Click Save and Close on the toolbar. Susan’s gift record is now linked to Jason’s Education Program
membership.

Breaking the Link Between a Gift and a
Membership

On occasion, you may need to break the link between a gift and a membership. For example, a gift may have
been linked to the wrong membership. When you break the link, neither the gift nor the membership is deleted
from your database. Instead, the gift is not applied toward the dues owed for the membership. For example, you
link a gift record of a $100.00 gift to a membership. On the membership record, the View/Link Gifts display
shows $100.00 has been paid toward this membership. If you break the link between the gift and membership
records, the View/Link Gifts display shows $0.00 has been paid toward the membership.
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Breaking a link between a gift and a membership

You can use this procedure to break the link between a gift record and the current membership transaction.
However, if a gift is linked to a membership transaction that is not the most recent transaction, you cannot
break the link between the gift and membership. Also, if the gift has a post status of Posted, you cannot break
the link between gift and membership records. When you break the link, neither the gift nor membership
record is deleted from the database. For more information about deleting a membership record, see the
Membership Data Entry Guide. For more information about deleting a gift record, see the Gift Records
chapter of the Gift Records Guide.

Scenario: Ginger Rosenberg purchased an Adopt an Animal membership. You created a new
membership record for Ginger’s membership and linked her gift record of $75 to pay her dues. You
now realize Ginger’s gift was linked to the membership in error and you need to break the link without
deleting the membership or gift record.

1. Open the gift record for Ginger Rosenberg’s $75 gift. For more information about opening a gift record,
see the Gift Records chapter of the Gift Records Guide.

%7 Gift for Ginger Rosenberg [_[E] %]
File Edt Miew Gift Favortes Tools Help
ESaveandElose'|u|§'@'|N L N|"'®'|&'|||?'|&' |
¥ Gift | v Miscellansous | Soft Credlt | Matching Gits | Tribute | Attributes | Spit Gt
| Constituent: [inger Foserbern o D27
Gift type: I[:ash j Feference: I ﬂ
Gift subtype: I j Acknowledge: INot Acknowledged j I
Gift date: v Lefter | Benefits I
Amount: Im Receipt: |Not Receipted =l |
Campaigr: [Membership Campaign =@l Recsipt amt/no.: [$75.00 = |
Fund: [2005 Membership Fund =@
Appeal: [Membership Maiing =&
Packsge: | Rl
v Solicitors ||H0bert Hernandez =&
Pay method: [Fersanal Check =l e Check na./date: [564 09/20/2005
Bark: I jjﬂl
|Date added:
| Press F7 for table lookup =

Warning: If the linked transaction is not the current membership, the row in the grid is disabled and you
cannot break the link between the gift and membership.



42 CHAPTER

2. From the menu bar, select Gift, Links. When the submenu appears, select Membership. The Link Gift to
Membership screen appears.
Link Gift to Membership

Link memberzhipz to this gift by selecting the memberzhip and then choozing the appropriate option from the transaction bar.
‘f'ou may also link to the selected transaction by checking the Link column.

Gift amaurt: |$?5.DD Ijj]l

5@ T ey @ EEREN Tﬁ =) g I Earad e e ey EE % Bkt p=in (=2 ol ] ot =

- Link? | Transa... I Category |nm0unt Appliedl Expires On |
ZF ¥ iupgrade  Patron $75.00

Program | Subcategory I Standing
Adopt an Animal

Ackive

[« | 0|

Wiew Trangaction History | Load Memberghips From... |

|Applied to Events: $0.00

| &uveailable to Apply: $0.00

(1] 8 | Cancel |

| Total Applied: $75.00

3. Inthe Link? column, unmark the checkbox in the row containing Ginger’s Adopt an Animal membership.

The gift amount entered in the Amount Applied column disables and the status bar updates to show
Ginger’s gift has been unapplied from this membership.

Link Gift to Membership

Link memberzhipz to this gift by selecting the memberzhip and then choozing the appropriate option from the transaction bar.
‘f'ou may also link to the selected transaction by checking the Link column.

Giift amount; |$?5_DD ﬂl ™ Show only memberships already inked to this gift
i el S [l o ¥

- Link? | Transa... I Category | Amount Applied | Expires On | Frogram | Subcategory Standing
#ZF [T iupgrade  Patron Adopt an Animal Active
KIN i

Wiew Trangaction History | Load Memberghips From... |

| fuvailable to Apply: $75.00

(1] 8 | Cancel |

|Applied to Events: $0.00

| Total Applied: $0.00

Warning: Even though you broke the link between Ginger’s gift and membership, you have not deleted
Ginger’s gift 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 Ginger’s gift record.

5. Click Save and Close on the toolbar. Ginger’s gift record is no longer linked to her Couple membership.
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Creating New Membership Transactions from a
Gift Record

From a gift record, you can create new memberships and transactions for any constituent in your database. For
example, you receive a $50.00 check from a constituent to pay dues for an Individual membership. When you add
the gift record, you can also add the new membership directly from the gift record. Then, you can link the gift and
membership records to pay the dues for the membership. You can also renew, rejoin, upgrade, or downgrade a
membership from the gift record.

Adding a New Membership from a Gift Record

Note: You can also create a new gift record for membership dues when you create a new membership record.
For more information, see the Membership Data Entry Guide.

Depending on how you add information to your database, it may save you time to create new memberships
when you create a gift record for the membership dues. Before you create new memberships, you need to
ensure your membership programs and categories are set up properly in Configuration. For more information
about setting up membership categories and programs, see the Configuration chapter of the Configuration &
Security Guide.

» Adding a new membership from a gift record

Scenario: Earlier this month, Ellen Crenshaw called Autumn Compton and invited her to join the
Friends of the Museum, which is a membership group that helps support your museum. Today, you
receive a $50.00 check from Autumn Compton to pay the dues for her new Individual membership to
Friends of the Museum. You can create a gift record for Autumn’s membership dues and link the gift
record to a new Individual membership for the Friends of the Museum.

Note: Before you add new memberships, you must set up membership programs, categories, and
subcategories in Configuration. For more information about defining programs, categories, and subcategories,
see the Configuration chapter of the Configuration & Security Guide.
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1. From Autumn Compton’s constituent record, select the Gifts tab. For more information about opening a
constituent record, see the Introduction to Constituent Records chapter of the Constituent Data Entry

Guide.
=i Autumn L. Compton 19 [=] B3
File Edit “iew Constituent Letter Fawvortes Toolz Help
ESaveandElose‘|n|§'@'@'|N 1 b H|_’|2'|?E|| b ?'|&'|' |
v Attibutes | Media I v Actions I Honor/kemaorial I v Yolunteer I v Prozpect I Membership I v
v Biol I v Bin2 I v Addresses I v Addressees/S alutations I v Relationships I v Appeals I HMotes
i FalEE ¢ -
Type Fund Amount Balance Reference
Acquisition Fund $250.00
06/ 15/200! Cash Annabelle Johnson End. .. $100.00
0z/06/2004 Cash Botanical Garden Fund $200.00
11/13/2002 Cash Matural Disaster Relief .. $500,00
02{042002 Cash Building Fund $150.00
03/15/2000 Cash Matural Disaster Relief .. $50.00 Cash For Remainder
03/15/2000 Pay-Cash Matural Disaster Relief ... $50.00
03/01/2000 Fledge Matural Disaster Relief .. $50.00 $0.00
032471999 CashEvent Building Fund $125.00
K| i

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

From the New Gift screen, select the Gift tab and add the information about Autumn’s gift as shown on
the screen below. For more information about adding a gift record, see the Gift Records chapter of the

Gift Records Guide.
% New Gift for Autumn L. Compton M= E3
File Edit “iew Gift Faworites Tools Help
ESaveandClose'|u|§'|ﬁ'|N 4 b H|"'|%'|§'|||§' ?'l&' |
v Gift | Miscellaneous | Soft Credit| Matching Gifts | Tribute | Attibutes | Split Gift ]
‘ Constituent: IAutumn Compton QI I 12
Gift type: IEaSh ﬂ Reference: I ‘g
Gift subtype: I j Acknowledge: INomcknowIedged j I EI

Giift date: |us;umnus Ell v Letter ”Membership Lett v- Benefits |
Amount; |$50_DD g‘ﬁll FReceipt: INot Receipted =l I =

Campaigr: IMembership Campaigr jﬁl Fieceipt amt/no.: |$ED.DD ﬂl I
Fund: |2DDE Membership Fund jﬁl
Appeal: IMembership Mailing jﬁl
Package: I jﬁl

v Solicitors “Ellen Crenzhaw vI HI

Pay methad: ICash j = EF7 Amount bills: |$U,UU 3}]'
Ref ho./date: I I El Ammourt coins: |$D_DD EJJI

|Date added:

4. On the toolbar, click the Save button.




MEMBERSHIP GIFTS 45

Note: The Link Gift to Membership screen displays all current and previous memberships for Autumn. Because
the grid does not contain any information, Autumn has never participated in a membership program.

5. From the menu bar, select Gift, Links. When the submenu appears, select Membership. The Link Gift to
Membership screen appears.

Link Gift to Memberzhip [ x|

Litk memberships to this gift by selecting the membership and then choosing the appropriate option fram the trangaction bar.
You may alzo link to the selected tranzaction by checking the Link column.

Gift amount: |$50.DD El
tEj W= | ez 3 HERER ‘Is% =il g e e e e e ﬁ Bl eiine pinl=seli gy eie] =

ILink?l Transaction | Category | Program | Subcategoryl Standingl Dues |T0ta| Paidl Amount Applied

K Jia|

ey Tansaction Histon: I Load temberships From... I

| &spplied to Events: $0.00 |Available to Apply: $50.00 | Total Applied: $0.00

ok | Cancel |

Warning: If a constituent has entries in the Membership grid and you click New Membership, the program
warns you that another current membership exists. To add the new membership, click OK to continue. If

instead you wish to renew, rejoin, upgrade, or downgrade the current membership, click Cancel and choose
the appropriate option from the action bar.

6. On the action bar, click the New Membership arrow. A submenu appears.

Link Gift to Membership

Link memberships to thiz gift by selecting the membership and then choosing the appropriate option from the ransaction bar.
You may alza link to the selected transaction by checking the Link column.

Gift amovnt; |$50.DU EI
_I- | WpEr 3 e ‘I‘@ HEGET § W EaradE E iy e ﬁ Eiehiie(pziel=aeli e g

B New Membership
°[] New Gift OF Membership |

kegory I Program I Subcategoryl Standingl Dues ITotaI Paid I Amount Applied

< 2

wiew Trarsaction Histeng | Load Memberships From... |

Applied to Events: $0.00 |Availab|e to Apply: $50.00 |T0taIAppIied: $0.00

oK | Cancel |
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7. Select New Membership to create a new membership record for Autumn. The New Membership screen

Note:

appears. You can also open, renew, rejoin, upgrade, or downgrade existing memberships by highlighting a
membership in the grid and clicking the appropriate button. Because Autumn is a new member, no
existing memberships display in the grid.

#” New Membership

¥ Membership |Attribgtes.-"Notes|

‘ Canstituent: I ﬁl New
Memberzhip [0 l—
[iues: lm At Bick | Solicitors I I
Fiogram | El ViertesbCads | Members: 1 Childrer: 0
= =t ] | j [ift afifd emtership I Mo gift of membership
Subcategory: I j Eerefits I Mo benefits defined

Date joired: | ml I= | Lifetime LLirl b it I
Expires: I ﬁl ¥ | Erint rermewallnotices:

Feazar I ﬂ Commert|z]: I g
oK | Cancel |

The program can automatically create a membership ID when you mark the When saving records,

automatically generate Membership IDs checkbox on the Generate IDs tree view option on the Business Rules
screen in Configuration.

8.

10.

11.
12.

Note:

In the Constituent field, click the binoculars to search using the Open screen, for Autumn Compton’s
constituent record.

In the Membership ID field, enter “85-TE”. A membership ID is a series of numbers and letters to identify
Autumn’s membership.

In the Dues field, the amount $50 defaults automatically. This is the gift amount you entered on the Gift
tab of the gift record. Because this is the correct dues amount for an Individual membership to the
Friends of the Museum, it is not necessary to change this number.

In the Program field, select “Friends of the Museum”.
In the Category field, select “Individual”.

The program defaults a date into the Expires field when you enter a default in the New memberships

expire after field on the Default Settings tab for the membership category record in Configuration.

13.

14.

In the Date joined field, enter the date 10/01/2005 because you want Autumn’s membership to start on
the first date of the month.

In the Expires field, enter the date 10/01/2005 to indicate Autumn’s membership expires one year from
the date she joined Friends of the Museum.



MEMBERSHIP GIFTS 47

15. Mark the Print renewal notices checkbox because you want to remind Autumn to renew her membership

when it is close to expiring.

#” New Membership for Autumn L. Compton
¥ Membership |Attribgtes.-"Notes|
‘ Congtituent: IAutumn Cormptan QI ID: 12 New
Membership I |85-TE
Dues: [$50.00 m|  AuoPik | Soliciors |
Progran: IFriends of the Mugeum j ¥ tembers & Cards I Members: 1 Children: 0
Categony: Ilndividual j Gift of Membership I Mo gift of membership
Subcategony: | j Eenefitz I Mo benefitz defined
[Date joined: |1nm1 22005 EII [ Lifetime Link to Gifts... I
Expire=: I‘ID.-"D‘I 2008 EII W Frint renewal notices
i I x| Comment(s] | &)
0] | Cancel |

16. Add Ellen Crenshaw as a solicitor for this membership by clicking the Solicitors button. The Solicitors
Credited for this Membership screen appears.

Solicitors Credited for this Membership

Flease enter the solicitors who should receive credit for this membership.

Solicikor

o]

Cancel |

84|

17. Click the binoculars to search your database for Ellen Crenshaw. After you locate her record, click OK on
the Solicitors Credited for this Membership screen to return to the New Membership screen.

18. In the Reason field, select “Interested in supporting museum” to explain why Autumn purchased a

membership.

Note:

Because you are adding a new membership from the Link Membership to Gift screen, you do not need

to click the Link to Gift button on the membership record to link the gift to the membership.
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19. In the Comments field, enter “Autumn may be a good prospect for a large donation next year.” The
comments you enter in this field should pertain to this membership transaction.

#” New Membership for Autumn L. Compton

¥ Membership |Attribgtes.-"Notes|

‘ Congtituent: IAutumn Compton QI D: 12 New
Membership I |85TE—
Dues: lm Awita Pick | v Solicitars I IEIIen Crenzhaw
Pragra; IFriends of the Museum j v Members & Cards I Members: 1 Childrer: 0
Categony: Ilndividual j Gift of Membership I Mo gift of membership
Subcategony: | j Eenefitz I Mo benefitz defined

[Date joined: |1nm1 22005 EII [ Lifetime Link to Gifts... I
Expire=: I‘ID.-"D‘I 2008 EII W Frint renewal notices

Feason: Ilnterested in zupporting the program j Comment(): |Autumn may be a good prospect for a Iarg

0] | Cancel |

20. Select the Attributes/Notes tab to add any attributes or notes about Autumn’s membership. For example,
you can add an attribute describing the exhibits in which Autumn is interested. For detailed information
about adding an attribute, see the Attributes, Notes, Media, and Appeals chapter of the Constituent Data
Entry Guide. You can also add notes, such as “Autumn may be interested in purchasing a lifetime
membership next year.”

#” New Membership for Autumn L. Compton

v Membership  attibutes/MNaotes |

Cateqgary I Description Short Diesc, I Date Cammenks
| Exhibit Interests Photographey 09/09)2005 Loves W, Wegman's ph...
Motes:
Autume may be interested in purchasing a lifetime membership nest year. ;I
E

0] | Cancel |

Warning: Because you already added Autumn’s membership to the database, her membership is added,
regardless of whether you save her gift.
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21. Click OK after you enter all necessary information on the New Membership screen. A new Individual
membership is created for Autumn. You return to the Link Gift to Membership screen. Autumn’s new
membership appears in the grid and the checkbox in the Link? column is marked.

Link Gift to Membership

Link memberzhipz to this gift by selecting the memberzhip and then choozing the appropriate option from the transaction bar.
‘f'ou may also link to the selected transaction by checking the Link column.

Gift amaurt: |$50.DD Ijj]l
& "o

é EEREN Tﬁ =) g I Earad e e ey EE % Bkt p=in (=2 ol ] ot =

Wiew Trangaction History | Load Memberghips From... |

Applied ta Everts: $0.00

| &uveailable to Apply: $0.00

(1] 8 | Cancel |

22. Click OK. You return to Autumn’s gift record.

| Total Applied: $50.00

23. Click Save and Close on the toolbar. Autumn’s gift record is now linked to her Individual membership.
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