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What Is In This Guide?

In the Regular Supporters Implementation Guide, you learn how to use The Raiser’s Edge to help manage your
regular supporters program. This guide provides an overview of the areas of the program to which you should pay
special attention. You can learn about the following:

¢ “Electronic Funds Transfer” on page 3
e “Electronic Funds Transfer Setup” on page 6
e “Recurring Gifts” on page 21

How Do | Use These Guides?

The Raiser’s Edge user guides contain examples, scenarios, procedures, graphics, and conceptual information. To
find help quickly and easily, you can access the Raiser’s Edge documentation from several places.

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

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

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

Narrow your search in the help file by enclosing your search in quotation marks on the Search tab. For
example, instead of entering Load Defaults, enter “Load Defaults”. The help file searches for the complete
phrase in quotes instead of individual words.
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REGULAR SUPPORTERS IMPLEMENTATION 3

Perhaps the most valuable donors to your organization are not the ones who give a sizeable amount once, but
those who are committed givers — your regular supporters who give on a recurring basis, often monthly, by
direct debit or credit card. Many donors feel they can make a more substantial gift if they can budget their
payments to your organization, and you need to accommodate their needs. These committed donors are the
ones who help you maintain your giving levels, make it possible for you to continue to invest in long-term
projects, and make new meaningful plans.

Note: You may call the donors who give regularly to your organization by different names. In this guide, we
call them “regular supporters.” You may call them, for example, “regular givers,” “regular donors,” “committed
givers,” or “committed donors.” No matter what you call them, these faithful supporters can bring in a lot of
income for your organization! For more information about this cost-effective fundraising strategy, log into
www.blackbaud.com. Under Nonprofit Resources, select White Papers. Click the Implementing a Recurring
Gift Program link.

When you have a regular supporters program, many challenges exist. You must maintain recurring gifts. You must
be able to accept donations electronically. You constantly strive to keep these donors committed, attract new
donors, increase your numbers and amounts of donations, and communicate effectively to the donors about
where their money is going. You also need to report internally on how your programs are doing, how many
donors you have lost, and how many have upgraded their donations. It is also helpful to analyze demographical
statistics, so you know who you need to target and why. The Raiser’s Edge helps you manage your regular
supporters program by giving you the tools you need to help recruit, maintain, process, and analyze your regular
supporters.

This guide, while not a complete start-to-finish guide on regular giving, gives you an idea of how you can use
The Raiser’s Edge to help manage your regular supporters program. This guide provides an overview of those
areas of the program to which you should pay special attention.

Electronic Funds Transfer

Electronic Funds Transfer (EFT) makes giving a simple choice for your regular supporters. With Electronic Funds
Transfer, you offer your donors the ability to contribute electronically to your organization by direct debit from
their bank accounts or by credit card. Using Electronic Funds Transfer, you benefit from reduced paperwork and
postage costs, plus regular electronic giving means no forgetful donors! To learn about Electronic Funds Transfer
in its entirety, we recommend you read the Electronic Funds Transfer (EFT) Guide.

In this Electronic Funds Transfer section of the guide, we mention both recurring gifts and pledges. Some of you
may still be using pledges for your regular supporters’ EFT gifts. However, we encourage you to use recurring
gifts, as they are better suited for regular giving. A recurring gift can be open-ended. When you set up a schedule,
you do not have to specify an end date or a set number of transactions, even though you can. When a donor
decides not to specify an end date for a donation, he can still feel very much in control of his donation because he
has the freedom to upgrade or downgrade the donated amount, and skip payments, when necessary. On a
recurring gift template, you can easily amend the gift and keep track of the upgrade or downgrade, the
amendment amount, amendment date, and variance between the original recurring gift amount and the newly
amended gift amount. You can easily skip transactions when a donor asks you to do so. You may be able to attract
more regular supporters by using recurring gifts because the recurring gift allows your donors more flexibility in
giving. For more information about recurring gifts, see “Recurring Gifts” on page 21.

Quick Look into EFT Processing

When you receive gifts donated by direct debit or credit card, you can process the transactions using an
electronic funds transfer. In a nutshell, the steps below outline the steps involved in processing EFT gifts in

The Raiser’s Edge. Because Electronic Funds Transfer adds so many additional features to Batch, we recommend
you read the Batch Guide before reading the Electronic Funds Transfer (EFT) Guide.
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* In Batch, using the Automatically Generate Transactions/Payments menu option, you automatically generate
payments (gift records) for selected recurring gifts or pledges that require electronic processing through direct
debit or credit card. You automatically generate these electronic payments through a gift batch. The program
creates a payment entry for each eligible recurring gift transaction or pledge installment due within the gift
batch you use. For detailed information and procedures about automatically generating
transactions/payments, see the Automatically Generating Recurring Gift Transactions and Pledge Payments in
Batch section of the Electronic Gifts (EFT) Guide.

¢ In Batch, using the Create EFT Transmission Files menu option, you create direct debit transmission files to
send to your organization’s bank or to process through IATS.

¢ In Batch, using the Create EFT Transmission Files menu option, you create credit card transmission files to
process through IATS or ICVerify. |ATS and ICVerify work with The Raiser’s Edge to process credit card
transactions your organization receives, and directs those transactions to the appropriate financial institution
for processing. For detailed information and procedures about creating and sending transmission files, see the
Creating Transmission Files section of the Electronic Gifts (EFT) Guide. For information about credit cards, see
the Credit Card Transmission Files section.

¢ In Batch, you track the acceptance or rejection code for transactions in a gift batch. For more information, see
the Creating Transmission Files section of the Electronic Gifts (EFT) Guide.

¢ In Batch, you can commit the gift batch with or without Electronic Funds Transfer. For more information about
committing a gift batch to the database, see the Committing a Batch section in the Gift Batch chapter of the
Batch Guide.

Preparing for Direct Debits and Credit Cards

Before you begin processing transactions with Electronic Funds Transfer, you must first obtain a few pieces of
information to get started. The following sections outline the information you need to begin preparing your
organization for electronic processing.

Preparing for Direct Debits

Direct debit is the simplest way for your organization to collect payments from regular supporters. It saves time,
reduces the cost of collections, and puts cleared funds directly into your bank account. Direct debit is an
electronic payment method. It is an instruction from a constituent to his bank authorizing your organization to
collect varying amounts from his account, at set intervals.

When you use the Automatically Generate Transactions/Payments menu option in a batch, you must mark EFT?
on the gift record to include Direct Debit transactions. You can create a direct debit transmission file of your
direct debit gifts to send to your organization’s sponsoring bank or to process through IATS.

Before you begin processing direct debit payments for a gift batch, follow these tips to help you get started:

U obtain your immediate destination number and transit/routing number. The immediate destination number
is the eight-digit identification number that represents the authorizing institution you enter in the Immediate
destination name field for your transmission files. You enter your immediate destination number in the
Immaediate destination field on the General page of Configuration. The transit/routing number is stored on
your sponsoring bank’s financial institution record, added on the Financial Institutions page of Configuration.

L Establish your company ID. Your company ID appears as an identifying part of your transmission files. You
enter your company ID in the Company ID frame on the General page of Configuration.

Qi you process your direct debit transactions through your sponsoring bank, check with your bank to find out
whether to mark Create credit offset transaction on the Create Transmission Files screen when you create
direct debit transmission files. A credit offset transaction is the transaction crediting your organization’s
account for the money debited from the donors’ accounts. When you mark this checkbox, the credit offset
transaction is included in the transmission file. As some banks generate this transaction themselves, be sure to
check with your sponsoring bank.
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Qi you use IATS, to authorize and process direct debit transactions in The Raiser’s Edge, you do not need to
install additional software. Simply set up an account with IATS, set a few options in Configuration, and begin to
create direct debit transmission files in Batch. For more information about IATS, see “IATS” on page 5.

Q Encourage your donors to sign up for direct debit giving.
U Create new recurring gifts and pledges and mark the EFT? checkbox on the gift record.

Preparing for Credit Cards

When using a credit card, donors usually give a one-off gift. A credit card is used as a convenience and often to
give a donation on impulse. But, given the choice, a donor may want to give a regular donation by credit card. You
can use Electronic Funds Transfer to process credit card transactions on a regular basis. The Raiser's Edge can
interface with either IATS or ICVerify to authorize and process credit card gifts included in your transmission files.

To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), the program immediately
sends new or edited credit card information to the Blackbaud Payment Service when you leave the modified row
in the batch. Depending on your Internet connection, you may experience a slight delay. In your database,

The Raiser’s Edge stores the reference token used to identify the credit card number in the Blackbaud Payment
Service. On the record and in the batch, the Credit Card No. displays a masked credit card number, with only the
last four digits visible.

The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. |f The Raiser’s Edge
cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check your Internet
connection. If you cannot restore your Internet connection, you can click the “X” in the upper right corner to
close the batch without saving.

IATS

You can use IATS, to authorize and process credit card and direct debit transactions in The Raiser’s Edge. You
create transmission files in Batch to send to IATS for authorization and processing. To create transmission files in
Batch, you can use the Create EFT Transmission Files menu option from the Tools menu.

To process your direct debit or credit card gifts, you do not need to install additional software. You simply need to
set up an account with IATS, set a few options in Configuration, and begin to create transmission files in Batch.

Before you begin to process direct debit or credit card transactions, follow these tips to help you get started with
IATS.

U You must have Internet access. The IATS Web site works best with Microsoft Internet Explorer, version 5.0 or
higher. A modem or Internet access speed of 28.8 baud or better is recommended.

U 1o set up an account, contact IATS. You can contact them by telephone at 604-682-8455 (toll free at
1-866-300-4287); fax at 310-734-0794. To set up an account, you can also follow the steps listed at
http://www.iatspayments.com/SetupDocs/BBNSNC/bb.html. IATS supplies you with its own merchant
account numbers.

Q Following the steps outlined in the previous link, you must sign and return the IATS Merchant Account
Program Agreement form, the IATS agreement form, and Schedule A to the Merchant Application and
Agreement, along with a copy of a voided check for deposit information. You must also provide a copy of your
501c3 confirmation letter or your IRS notification of tax exemption. Finally, you must submit the last 2-3
months of credit card processing statements from your previous processor. You must fax all of this
information to 310-734-0794.

Qo begin processing, IATS sends you a confirmation by fax, which includes the necessary user code (login ID)
and password. Within 4 business days of receiving your signed agreement, IATS can provide full merchant
capability for direct debit transactions and all major debit and credit cards.

Note: IATS supplies you with a login ID applicable to the specific country for which you are setting up an
account. For example, a typical login ID for the United States may be 3A35546. The first character in the login
ID, 3, designates the account may be used to process credit cards issued by financial institutions in the United
States.
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U once you set up your account with IATS to process direct debit or credit card gifts, set up your account
information on the Business Rules page of Configuration. From the tree view, select Batch options. Select
“IATS/Other” in the Process credit cards and ACH gifts through field and click Click here to set up merchant
accounts. The Business Rules page for merchant accounts appears. From the Merchant Accounts for
authorizing credit cards and ACH gifts grid, you can add the merchant account. With the merchant account,
The Raiser’s Edge automatically interfaces with the IATS authorization service to process the direct debit gifts
you include in your transmission files or uses the Blackbaud Payment Service to interface with the IATS
authorization service to process your credit card gifts.

ICVerify

ICVerify is a software program that works with The Raiser's Edge to authorize your organization's credit card
transactions. You must purchase ICVerify. For more information about how to purchase and install ICVerify, and
its role in the transaction process, call 1-800-538-0651. You can also visit www.icverify.com.

When you receive ICVerify, you must install the software on your computer. A wizard guides you through the
installation. During the installation, enter the new merchant account numbers and third-party processing
information given to you by your bank. For more information about merchant account numbers and third-party
processors, contact your bank. For more information, also see the New Merchant Account Numbers and
Third-Party Processors section in the Electronic Funds Transfer (EFT) Guide.

You can create credit card transmission files in Batch to send to ICVerify for authorization and processing. To
secure credit card information included in transmission files, The Raiser’s Edge uses the ICVerify
EncryptionManager utility. To create credit card transmission files in Batch, you select the Create EFT
Transmission Files menu option from the Tools menu. When you create a credit card transmission file from
The Raiser’s Edge, you should already run the ICVerify software on your computer. Once you use the optional
module Electronic Funds Transfer to create the encrypted transmission file, ICVerify takes that file and either
authorizes or rejects the transactions in the transmission file. Authorized transactions are settled and the funds
from the transaction are deposited into your organization’s bank account.

If you choose to use ICVerify without the optional module Electronic Funds Transfer, be aware of the guidelines
for using ICVerify. For more information, see your ICVerify user guide.

Before you begin to process credit cards, follow these tips to help you get started with ICVerify.

U purchase ICVerify. For more information about how to purchase and install ICVerify, and its role in the
transaction process, call 1-800-538-0651. You can also visit www.icverify.com.

O install ICVerify. For more information about installing, see your ICVerify user guide.

U once you set up your account with ICVerify, on the Business Rules page of Configuration, set up your credit
card authorization program information. From the tree view, select Batch options. In the Process credit cards
and ACH gifts through field, select “ICVerify”.

U once you set up your credit card authorization program information in Configuration, you need to enter user
option information on the File Locations tab of the Options screen. For more information about setting user
options, see “User Options” on page 13.

To learn about Electronic Funds Transfer in its entirety, see the Electronic Funds Transfer (EFT) Guide.

Electronic Funds Transfer Setup

Before you begin processing EFT gifts, you must complete several areas of The Raiser’s Edge to properly set up
Electronic Funds Transfer.
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Configuration - General Page

On the General page of Configuration, you enter basic information such as your organization’s address and phone
number, and specify when your organization’s fiscal year ends and when your volunteer year starts. When you
use Electronic Funds Transfer, the Immediate destination field and Company ID frame appear. The information
you enter in the Immediate destination name field designates the authorizing institution that approves and
authorizes all banking account transactions. Federal Reserve is typically entered in this field, as this is the
institution that approves most financial transactions for US banks. However, if your bank serves as your financial
approval institution, you can enter the bank name in this field. The information you enter in the Company ID
frame appear as identifying parts of your direct debit and credit card transmission files.

The Raizer's Edge [_[=] x|
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L On the Raiser’s Edge bar, click Config. The Configuration page appears. Click General. The General page
appears. In the Immediate destination field, enter the eight-digit identification number that represents the
authorizing institution you enter in the Immediate destination name field on the Create Transmission Files
screen in Batch. For example, if you enter “Federal Reserve” in the Immediate destination name field for a
transmission file, you must enter the eight-digit identification number for the Federal Reserve in the
Immediate destination field here in Configuration. If you are unsure of the information that should be entered
in this field, contact your sponsoring bank. For more information about the Immediate destination name field,
see the Creating Transmission Files section of the Electronic Gifts (EFT) Guide.

Note: Your accountant or primary financial institution can supply you with your Federal Tax ID number.

L on the General page in Configuration, the Company ID frame also appears as part of direct debit and credit
card transmission files. In the Company ID frame, mark either the Federal Tax ID or User defined option. In
the ID field, you can enter a maximum of nine letters or numbers to be used as your organization’s ID in a
transmission file. When you mark the Federal Tax ID option, the number 1 precedes the information in the ID
field and appears in the transmission file. When you mark the User defined option, the number 9 precedes
the information in the ID field and appears in the transmission file.
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Configuration - Financial Institutions

On the Financial Institutions page of Configuration, you add bank information for your organization, and
designate which banks or branches are “sponsoring banks”. When you mark the Sponsoring Bank checkbox, you
indicate that a bank or branch transfers funds electronically through direct debit. You can also add constituent
banks on the Financial Institutions page. Banks defined here can be assigned to gifts to provide details on where

money is coming from or to constituents as relationships. Also, new banks added from constituent records
appear on the Financial Institutions page.

L On the Financial Institutions page of Configuration, you can add a new bank or financial institution. On the
Raiser’s Edge bar, click Config. The Configuration page appears. Click Financial Institutions. The Financial
Institutions page appears. On the action bar, click New Financial Institution. For detailed information about
adding, editing, and deleting financial institutions from the Financial Institutions page, see the Financial
Institutions section in the Configuration chapter of the Configuration & Security Guide.

American Savings and Loan - First Union Federal E3
File Edit Wiew Branch Help
[ 5ave and Cloze = | [ )(| 4 )| ? - & ‘
Bank: IAmerican Savings and Loan =l W' Sponsaring Bank
A k ; i i
Branch: IFirst Urior Federal cocount narme: |Busmess Checking Account
& 3 ber:
Count: IUnited States j Account number |‘I 23456739
User number: |BBBB
Address lines: |2267 Baplor Rd. ;I
| drion Sguare . .
LI r— Electronic Transfer Information
Ciby: ISan Francizoo Tranzjt/Routing no.: IDDD44444
State: IC& vl California Immediate arigin: (* Use Transit/Fouting no.
2P [34125 " Other |
R egion: IF'ac:ific j M otes:
Phanes/EmailiLinks N Far queslionsl about our EFT accounts, contact ;I
Leonard Harrigon, the branch manager.
DNCI Twpe I Mumber/Email Address
| Bank 650-555-7300
Faw FEN-SEE-74M hd
o | ;IJ [
|

Note: The Financial Institution Cleanup wizard is excellent for combining banks, as well. For example, if Bank
of Washington merges with Capitol Bank to form the new Constitution Bank, you can replace both Bank of

Washington and Capitol Bank with the newly formed Constitution Bank on all your constituent and gift
records.

Qs you have duplicate financial institution records in your database, you can use the Financial Institution
Cleanup wizard to correct the problem. On the Financial Institutions page, click Financial Institution Cleanup
on the action bar. Using the Financial Institution Cleanup wizard, you can select one or more financial
institutions and replace them with the correct financial institution. For example, in your database, you notice
that First National Bank has also been entered as 1st National Bank, and this bank appears on constituent and
gift records both ways. You can use the Financial Institution Cleanup wizard to get rid of the incorrect
duplicate, 1st National Bank, and replace it with First National Bank. First National Bank will then appear
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correctly on all associated gift and constituent records. You can also update all phone numbers, email
addresses, and other links on the corrected financial institution relationship record. The Financial Institution
Cleanup wizard will not change any account numbers. For detailed information about using this wizard, see
the Cleaning Up Financial Institutions segment in the Financial Institutions section in the Configuration
chapter of the Configuration & Security Guide.

Financial Institution Cleanup

Thiz facility replaces one or more financial institutiong with anather financial insttution.

Replace these Financial Inskitution Records

Financial Institution - Branch - Transit/Routing no.
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v Delete financial institutions being replaced

[v Add PhonesEmailLinks from the financial institution record in the ‘Replace with'
field ta the financial institution relationzhip records for all azsociated constituents

Feplace Mow | Cancel |

Import - Importing Bank/Financial Institution Information

On the Import page of Administration, you can import bank information into your database. On the Raiser’s Edge
bar, click Admin. The Administration page appears. Click the Import button or link. The Import page appears. All
import types appear in a tree view on the left side of the screen. Information appearing on the right side of the
screen depends on the import type you select on the left side and if you have a corresponding import type saved.
To create a new import, select the import type you want to create, and click New on the action bar. To open an
existing import, select the import and click Open. The Import screen appears. For detailed information about
importing new records into The Raiser’s Edge, importing updates to existing records in The Raiser’s Edge, and
creating an import file of records in your Raiser’s Edge database to use in another application, see the Import
Guide.
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Uin Import, under Bank/Financial Information in the tree view, using the Bank/Financial Institution import
type, you can import new bank records or import updates to existing bank records in your database. Using the
Bank Phone Number import type, you can update or create bank telephone information.
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Qin Import, under Constituent in the tree view, using the Constituent import type, you can import new bank
records or import updates to existing bank records in your database in the same import file you use to import
new individual constituent records or update existing individual constituent records. You can use a single flat
file to import all this information. This feature can be beneficial if you receive import files with this type of
information from outside agencies or organizations.
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Qin Import, under Constituent in the tree view, using the Constituent Bank import type, you can import new
bank records and their addresses or import updates to existing bank records for existing individual constituent
records in your database.

The Raiser's Edge = [21x]

File Edit “iew Go Favorites Tool: Help
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Configuration - Business Rules

On the Business Rules page of Configuration, you can select to have a warning message appear if a constituent
has an outstanding recurring gift or pledge payment when adding a gift to a batch and set up your credit card
authorization program.

Batch Options

Note: You can also select to have a warning message appear when a constituent has an outstanding recurring
gift or pledge payment when you add a recurring gift or pledge from Records. On the Business Rules page,
under Gift options, select Activity options. Under When adding a gift warn if constituent has, mark the
Outstanding pledge balances and Outstanding recurring gifts checkboxes.

L] On the Business Rules page, from the tree view, select Batch options. Under When adding a gift to a batch,
warn if constituent has, mark the Outstanding pledge balances and Outstanding recurring gifts checkboxes.
When you add recurring gifts and pledges to a batch, a warning appears if any of these gift types are due, and
asks if you want to apply the gift to the recurring gift or pledge. You can also mark the Outstanding
registration fees and Lapsed membership checkboxes. For more information about Batch options business
rules, see the Business Rules section in the Configuration chapter of the Configuration & Security Guide.

When adding a gift to a batch, warn if constituent has...
¥ Outztanding pledge balances

[+ Outstanding recuring gifts

[T Outstanding regiztration fees

[T Lapsed membership
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Note: You must contact IATS to set up an account. You can contact them by telephone at 604-682-8455 (toll
free at 1-866-300-4287) or fax at 310-734-0794. IATS supplies you with its own merchant account numbers.

L On the Business Rules page, from the tree view, select Batch options. In the Process credit cards through

field, you can select “ICVerify” or “IATS”. When you select “ICVerify”, you must then go to User Options, select
the File Locations tab, and enter an ICVerify Data Path. For more information about setting up this user option,
see “File Locations Tab” on page 15.

When you select “IATS”, the corresponding grid and action bar buttons are enabled. Under When authorizing
credit cards, in the grid, you can set up account descriptions, login IDs, and passwords for each IATS account
to which credit card transactions will be directed when you create credit card transmission files. IATS uses a
standard in assigning the login ID that identifies the country for which an account is valid. For example, a
typical login ID for an account valid in the United States begins with 3, designating the account is valid for
processing credit cards issued in the United States.

Note: A login ID for Canada begins with 2; Australia, A; and New Zealand, N.

To add a new account, click New Account on the action bar. The Add Account screen appears so you can
designate an account description, login ID, and password. When you click OK on this screen, the account
description and login ID default into the grid. The Raiser’s Edge integrates with IATS when creating
transmission files with (or without) Electronic Funds Transfer. For detailed information and procedures about
creating and sending transmission files, see the Creating Transmission Files section of the Electronic Gifts (EFT)
Guide. For information about credit cards, see the Credit Card Transmission Files section. For more

information about Batch options business rules, see the Business Rules section in the Configuration chapter of
the Configuration & Security Guide.

Annual Fund

Account description: I,-'.‘.,nnual Fund

Login 1D |3&35545

Pazsword: I xxxxxxxxxxxx

Confirm paszword: I ************

Ok I Cancel

HewdAccount  Open Delete

Account Description Login ID

Annual Fund 3835546

Administration - Batch Security

When you assign security for gift batches, you can also assign rights to perform functions in Electronic Funds
Transfer.
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L On the Raiser’s Edge bar, click Admin. The Administration page appears. Click Security. The Security page
appears. To create a new group or edit an existing group, on the action bar, click New Group or select an
existing group, and click Open. On the Group screen, in the Group Privileges box, mark Batch. Click the
Options button. The Security Options screen appears. In the Batch Types box, mark Gift. In the Batch
Privileges box, you can mark Automatically Generate Transactions/Payments and Create EFT Transmission
Files to give users rights to perform these functions in Electronic Funds Transfer. For detailed information
about security in The Raiser’s Edge, see the Security chapter of the Configuration & Security Guide.

Admin
File Edit Group Help

ESaveandClose'|u )(| 4 » || ?- |

Group hame: |Admin

Description: I.t’-\dmin Group - Full Rights

— Group Privilege: Group Members
¥ Fecords ’7 Members: Mot Members: |
[V Cuery
¥ Export Security Options E
I~ Heports Batch Types I B atch Frivileges I
¥ Hdai ¥ Corstituert [V Create Batch
¥ £t
¥ Administration ¥ Time Sheet W Delete Batch
¥ Configuration [ Commit Batch
[ Code Tables ¥ Change Batch Projections
[ Secunty by Constitusncs .
[T Gift Security by Fund ¥ Create EFT Transmizsion Files
[~ Wotepad Security by Mo
[ Membership Searning
[+ Dashboard
W Install Samples
| Select Al | Desslect | Select Al | Desslect Al
carol |

User Options

User options are preferences you set that affect how The Raiser’s Edge looks and runs on any workstation you
are using. User options are login-specific, which means that if you log into a workstation using your password,
your preferences are active on that workstation. When you log off that workstation, your preferences are not
active for any other user. You can establish user options that help with your EFT processing. For information
about all user options, see the User Options chapter of the Program Basics Guide.
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Records Tab

L On the Records tab of User Options, you can select to have a check mark appear on the tabs of a gift record
when they contain data. When processing recurring gift transactions and pledge installments with Electronic
Funds Transfer, you may want to set this user option so you can readily see if any recurring gift transactions or
pledge installments exist on a recurring gift or pledge. From the menu bar on the shell of The Raiser’s Edge,
select Tools, User Options. The Options screen appears. Select the Records tab. From the tree view on the
left, select Gifts. The Gift user option selections appear on the right. In the Gifts box, under Check these tabs
for data, mark the checkboxes by Transactions and Installments/Payments. A check mark will now appear on
the Transactions tab of your recurring gift records or the Installments/Payments tab of your pledge gift
records when they contain data.

Adminiztration | Calar I Frinting I File Locations I temberzhip Scanning I
General | Haome Recordz | Luery | Export | Reports | Hail | Batch

=
“JL * You can uze these options to et personal preferences for each record type.

Individuals Deefault tab:
“ Indivvidual title bar -
Organizations I Git j
i Organization tithe bar Check these tabs for data:
Gifts Gifts
!'-\CUUV'IS: [ HomorMemorial =
Campaigns [w| Attributes
FEU”dS ¥ Amendments
- GL account numbers o ok
™ :Transactions
Appeals
Memberzhips
Jobs
Events
g eating
Farticipants

Mizscelaneous

Reset to Syztem Defaults 0K I Cancel Appl

Batch Tab

L on the Batch tab of User Options, you decide whether or not you want multiple recurring gift transactions or
pledge payments to be generated in a batch for a single recurring gift or pledge. For example, you have not
generated recurring gift transactions for the past month. When you generate transactions, four transactions
for a single weekly recurring gift need processing. When you mark the Allow multiple EFT transactions per
pledge or recurring gift user option, all four transactions can be processed in one batch. If you do not set this
user option, only the first transaction due will be included for processing in your batch.
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From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen appears.
Select the Batch tab. From the tree view on the left, under Default batch information, select EFT options.
Electronic Funds Transfer user options appear on the right. To allow more than one EFT transaction to be
generated at one time for a recurring gift or pledge, mark the Allow multiple EFT transactions per pledge or
recurring gift checkbox. If you do not mark this checkbox, a transaction must be authorized and committed
before you can generate the next transaction for a recurring gift or pledge. For more information about
generating transactions with Electronic Funds Transfer and this particular user option, see the Electronic Funds
Transfer (EFT) Guide.

Options E3

Administration | Calar | Frinting | File Locations | temberzhip Scanning |
General I Home I Records | Guery I Export I Reports I il Batch

-

s
% Y'ou can uze theze optionz to set perzonal preferences for creating or running batches.

Lieneral You can allow multiple ransactions to be included in the EFT

Gift batches batch as separate rows.
Default batch information
“EFT optiohs
Report name format
e Inddividual
D rganization

¥ Allow multiple EFT transactions per pledae or recurming itk

Reset to System Defaults | 0Ok I Cancel Apply

File Locations Tab

When processing credit card transactions with ICVerify, you must specify the location of the ICVerify files on your
workstation. For information about processing credit card transactions with Electronic Funds Transfer, see the
Electronic Funds Transfer (EFT) Guide. For more information about user options in general, see the User Options
chapter of the Program Basics Guide.

U From the menu bar on the shell of The Raiser’s Edge, select Tools, User Options. The Options screen appears.
Select the File Locations tab. In the Location column, enter the location of your ICVerify files beside ICVerify
Data Path. You can click the ellipsis to search for the file location.
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On the Options screen, in the ICVerify station ID field, enter the ID of your substation. This is a three-digit
code used to identify the specific workstation from which a user is initiating the transaction. When you create
a transmission file to send to ICVerify, the ICVerify station ID is incorporated into the file name. This way,
when the response is received from ICVerify, the response file can be matched with the workstation. This lets
multiple users send files to ICVerify from the same organization without having the responses mismatched or
sent to all users. For more information about configuring ICVerify on your workstation, see your ICVerify user
guide.

Options E3

General | Home | Records | Guery | Export | Reports | il | Batch |
Administration | Caolor | Frinting File Locations tembership Scanning

=

e Toucan chooge the default file locations when esporting files from the system.

File Tvpe I Location
word Processing Documents/Letters (Cifiles
Crystal Reports Database Cifiles
Address Validation Data Files C:\Program Files\address Yalidation Datafiles
ExportiImport Data Files C:ifiles
Excel Spreadsheets C:ifiles
ICYerify Data Path C:\Tovwin [

General Ledger Post File

ICterify station [0 IEIEI‘I

Reset to System Defaults | 0k I Cancel Apply

Constituent Records

Before you begin processing gifts through Electronic Funds Transfer, a constituent record must be in your
database for each constituent giving a gift. For constituents who give EFT gifts by direct debit, bank information
needs to be established on the constituent record.
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U ontheBio1or Org 1 tab of the constituent record, click the Bank button. The Bank/Financial Institution
screen appears. From the Bank button, you can track a constituent’s primary bank or financial institution
relationship. The primary bank relationship is the bank account from which a constituent usually contributes
gifts to your organization. You can track all other bank and financial institution relationships on the
Relationships tab.

Bank/Financial Institution for Clara M. Daniels
File Edit View Bank Help

CRARIARIE R AN |

| Account Attributes/Motes I

Tranzit/Routing no.: IDDD1 1M nl

[5ave and Cloze -

—Bank/Branch Address

Financial [nstitution: |k ew vork B ational Bank
I L] Caurntry: |United States =
Branch name: |40 B h
Main Branc Address lines: [E25 Park Averue -]
Bank notee: |If there iz a problem with any ;I -
account, see Wiliam Cane, the _I
account manager LI City: INew Yark
—Elechionic Transfer Infarmation———————————— State: INY 'I Mew York
Immediate aorigin: = A
% s Transit/Fouting number Fredi IN h J
eqion; |Mortheast i
] Dtherl
Phones EmailiLinks
—Account nformation DMC I Type | Murnber {Email Address
Account number. 0401 1959 0501 1969 | Bank  212-555-0085
Account twpe: Il:hecking vI T | _,I

[ Primary bank information [ This account iz inactive

A bank should be listed on the Financial Institutions page of Configuration before you add it to a constituent
record as a relationship. For information about adding a bank relationship record to a constituent record, see
the Constituent Records and Relationships chapters of the Constituent Data Entry Guide. For information
about adding financial institutions from the Financial Institutions page of Configuration, see the Financial
Institutions section in the Configuration chapter of the Configuration & Security Guide.

EFT Gift Records

Once you create a recurring gift template or a pledge gift record and a constituent is ready to begin donating gifts
regularly by direct debit or credit card, you can process the recurring gift transactions and pledge installments
using Electronic Funds Transfer.

¢ Your regular supporters will almost always give recurring gifts. With a recurring gift, you set up a gift record in
your database with the Gift type of Recurring Gift. This gift record is a template. The Raiser’s Edge uses this
recurring gift template to generate gift records with a Gift type of Recurring Gift Pay-Cash following a schedule
you specify on the recurring gift template. A recurring gift can be open-ended. You do not have to specify an
end date or a set number of transactions, and a donor has the freedom to skip payments, when necessary. For
example, John Smith becomes a regular donor. He lets you know he would like to give you S5 a month by direct
debit. He specifies no end date for the gift. After sending the prenotification to the bank to ensure the
electronic transfer is set up properly, you start collecting $5 from John’s account monthly, until he lets you know
he wants to stop the donation. On a rare occasion, John lets you know he cannot make a monthly payment. You
skip the transaction without changing the schedule for the recurring gift. Next month, John makes his regular
payment. For information about recurring gifts, see “Recurring Gifts” on page 21. For detailed information
about recurring gifts, see the Recurring Gifts chapter of the Gift Records Guide.
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¢ Aregular supporter can also make a pledge to your organization; a promise to make a gift in the future. With a
pledge gift, you set up a gift record in your database with the Gift type of Pledge. The Raiser’s Edge generates
gift records with a Gift type of Pay-Cash following a schedule you specify on the pledge gift record. A pledge can
be paid in single or multiple installments. Every gift type except Pledge, Recurring Gift, and Planned Gift can be
applied toward a pledge. When a constituent does not pay the amount owed for a pledge, you must write it off
so it does not appear as expected income. For detailed information about pledges, see the Pledges chapter of
the Gift Records Guide.

e With Electronic Funds Transfer, you can automatically generate direct debit and credit card gift records for
recurring gift transactions and pledge payments using the Automatically Generate Transactions/Payments
menu option in Batch. The generated transactions and payments are automatically applied to the
corresponding recurring gift or pledge.

Direct Debit EFT Gift Record

To generate a recurring gift transaction or pledge payment, you must set up several options and checkboxes
correctly on the gift record. For complete details about adding gift records to your database, see the Gift Records
Guide.

:ﬁﬁiﬂ for Timothy D. Billings

El= Edit “iew Gift Favoites Tool: Help
[ 5ave and Close - E|§~@~@|n 1i » N|—P'|%|' §'|||?'§' ‘
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Bark: [Mew York Mational Bank =lAl v _Prenatiy_| [™ Recaived
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U In the Gift type field, select “Recurring Gift” or “Pledge”.

U 1o set up a schedule for the recurring gift or pledge, click the Schedule button. The scheduled transaction or
installment date must occur on or before the date you enter in the Transaction due on or before field on the
General tab of the Automatically Generate Transactions/Payments screen.

U In the Fund field, you must select a fund for the recurring gift transaction or pledge payment.
U In the Status field, select “Active”.
U in the Pay method field, select “Direct Debit”.

U To ensure the recurring gift or pledge is processed electronically when using the Automatically Generate
Transactions/Payments menu option, mark the EFT? checkbox.
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U in the Bank field, select the bank from which you will receive the direct debit. The list contains all banks or
financial institutions, branches, and account numbers entered on a donor’s constituent record.

U o set up a prenotification, click the Pre-notify button. The Pre-notification screen appears. A prenotification
is sent to your sponsoring bank to verify that an electronic transfer has been properly set up. A prenotification
is processed using a transmission file. In a transmission file, you can include prenotifications for recurring gifts

and pledges, along with live transactions, but you cannot process a prenotifcation and a live transaction at the
same time for the same gift.

Pre-notification |

Last pre-notification zent:

[# Send pre-notification Iﬁ days befare

] | Cancel |

¢ To record that an prenotification should be sent for the gift, mark the Send pre-notification checkbox.

¢ To prenotify the bank of your future transactions, specify the number of days in the [ ] days before field. The

prenotification must be sent at least 10 days prior to the first live transaction of funds from the donor’s
account.

¢ To save and close the pre-notification, click OK. You return to the gift record.

QO After you receive the direct debit payment from the bank, you can mark the Received checkbox on the gift
record.
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Credit Card EFT Gift Record

To generate a recurring gift transaction or pledge payment, you should set up several options and checkboxes
correctly on the gift record. For complete details about adding gift records to your database, see the Gift Records
Guide.

%7 Gift for Kate A_ Williams
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U In the Gift type field, select “Recurring Gift” or” Pledge”.

U o set up a schedule for the recurring gift or pledge, click the Schedule button. The scheduled transaction or
installment date must occur on or before the date you enter in the Transaction due on or before field on the
General tab of the Automatically Generate Transactions/Payments screen.

U In the Fund field, you must select a fund for the gift transaction or pledge payment.
U In the Status field, select “Active”.
U in the Pay method field, select “Credit Card”.

U To ensure the recurring gift or pledge is processed electronically when using the Automatically Generate
Transactions/Payments menu option, mark the EFT? checkbox.

U In the card type field, select the kind of credit card you are using for the gift transaction or pledge payment.
L in the Cardholder field, enter the name that appears on the credit card.

Warning: The Raiser’s Edge requires Internet access to connect to the Blackbaud Payment Service. If

The Raiser’s Edge cannot connect to the Blackbaud Payment Service, a message appears. Click OK and check
your Internet connection. If you cannot restore your Internet connection, you can click the “X” in the upper
right corner to close the record without saving.

Q in the card no./exp. field, enter the number that appears on the credit card and the expiration date.
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To help you comply with the Payment Card Industry Data Security Standards (PCI DSS), the program
immediately sends new or edited credit card information to the Blackbaud Payment Service when you click
Save and Close. Depending on your Internet connection, you may experience a slight delay. In your database,
The Raiser’s Edge stores the reference token used to identify the credit card number in the Blackbaud
Payment Service. On the record, the Credit Card No. field displays a masked credit card number, with only the
last four digits visible.

Recurring Gifts

Note: A regular supporter may often give a planned gift. With PlannedGiftTracker, you create gift records for
your organization’s planned giving. For more information, see the Planned Gift Tracking Guide.

A recurring gift is a donation that is automatically paid out in scheduled installments over an indefinite or limited
period of time. Hopefully, your regular supporters will not specify an end date for their recurring gifts. That way,
their donations will become long-term, dependable income for your organization. Having this dependable
income means you can maintain your giving levels, continue to invest in long-term projects, and commit to future
plans even in an unstable economy.

In The Raiser’s Edge, when you set up a gift record with the Gift type of Recurring Gift, you are creating a
template. The Raiser’s Edge uses the recurring gift template to conveniently generate gift records with a Gift type
of Recurring Gift Pay-Cash, following a schedule you specify on the template. A recurring gift can be open-ended.
When you set up a schedule for a donor, you do not have to specify an end date or a set number of transactions,
even though you can. If a donor decides not to specify an end date for a donation, he can still feel very much in
control of his donation because he has the freedom to upgrade or downgrade the donated amount, and skip
payments when necessary. On a recurring gift template, it is easy to accommodate a regular supporter’s wishes.
You can easily amend the recurring gift template and keep track of the upgrade or downgrade, the amendment
amount, amendment date, and variance between the original recurring gift amount and the newly amended gift
amount. You can also easily skip transactions when a donor asks you to do so. You should be able to attract more
regular supporters by using recurring gifts because the recurring gift allows them more flexibility in giving. The
donors do not feel “locked in” to a set amount, as they often feel with a pledge.

Using recurring gifts, you have some excellent reporting capabilities. You can report on who has amended their
recurring gifts, when, and by what amount; you can easily find donors who have missed or skipped recurring gift
transactions since the last payment made; and you are able to produce statistics to help determine who you
should target and why. You can easily produce statistics to determine who you have lost, how many donors you
have lost per month, which age group or gender is donating the most money, or from which ZIP code you are
receiving the highest donations. You can also easily determine the success rate of your upgrade campaigns.

To fully understand gift records in The Raiser’s Edge, we recommend you read the Gift Records Guide.

Configuration - Business Rules

On the Business Rules page of Configuration, you can set up some business rules that help when adding recurring
gifts to your database.

General

Warning: Availability of credit is not checked here. The program validates an account number based on a
formula which includes the prefix and number of digits in the account number.
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L When adding a recurring gift record (or any other gift record) with the Pay method of Credit Card to the
database, you can decide what the program should do if the credit card number is found to be invalid. On the
Raiser’s Edge bar, click Config. The Configuration page appears. Click Business Rules. The Business Rules page
appears. From the tree view, select General. Under When saving a constituent or gift, if credit card number is
invalid, you can mark Do not allow record to be saved, Display warning, or Save record anyway. For more
information about the General business rules, see the Business Rules section in the Configuration chapter of
the Configuration & Security Guide.

When =aving a constituent or gift, if credit card number is invalid...
f* Do naot allow record to be saved

" Dizplay warning

 Save record anyway

Generate IDs

L When adding a recurring gift record (or any gift record), you can select to have The Raiser’s Edge
automatically generate a unique gift ID number for each gift you add to the database. On the Business Rules
page, from the tree view, select Generate IDs. Under When adding records, automatically generate, mark the
Gift IDs checkbox. For more information about the Generate IDs business rules, see the Business Rules section
in the Configuration chapter of the Configuration & Security Guide.

When adding records, automatically generate...
¥ Constituent (D
W Gift it

v I;':“.I.eml:uership 1Dz
[¥ EwentIDs

Gift Options - Activity Options

Note: You can also select to have a warning message appear when a constituent has an outstanding recurring
gift when you add a recurring gift from Batch. On the Business Rules page, select Batch options. Under When
adding a gift to a batch, warn if constituent has, mark the Outstanding recurring gifts checkbox.

L On the Business Rules page, from the tree view, under Gift options, select Activity options. Under When
adding a gift warn if constituent has, mark the Outstanding recurring gifts checkbox. When you add a
recurring gift to the database, a warning message appears letting you know the constituent has at least one
outstanding recurring gift, and asks if you want to apply the gift to a recurring gift. You can also mark the
Outstanding pledge balances, Outstanding registration fees, and Lapsed memberships checkboxes. For more
information about gift activity business rules, see the Business Rules section in the Configuration chapter of
the Configuration & Security Guide.

When adding a gift warn if constituent has...
¥ Outstanding pledge balances

W Dutstanding recuring qifts

¥ Outztanding registration fees

¥ Lapsed memberships

Administration - Batch Security

You can assign security rights to recurring gift records (and other gift records) for a group by granting or denying
view, add, edit, or delete rights for the entire record. You can also assign rights to amend recurring gift records.
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L On the Raiser’s Edge bar, click Admin. The Administration page appears. Click Security. The Security page
appears. To create a new group or edit an existing group, on the action bar, click New Group or select an
existing group, and click Open. On the Group screen, in the Group Privileges box, mark Records. Click the
Options button. The Security Options screen appears. In the Record Types box, mark Gift. In the Gifts
Privileges box, mark View, Add, Edit, and Delete to give users rights to perform these functions. In the
Miscellaneous Gifts Options box, mark the Amend Recurring Gifts checkbox to give users rights to perform
this function. If you leave the Amend Recurring Gifts checkbox unmarked, a user can view previous
amendments on the Amendments tab of a recurring gift template, but cannot add, open, or delete
amendment records. For detailed information about security in The Raiser’s Edge, see the Security chapter of
the Configuration & Security Guide.
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Recurring Gift Record

Warning: You cannot post a recurring gift template to the General Ledger or create a receipt for a recurring
gift template because it does not represent an actual gift donated to your organization. You can post and
receipt the cash payments.
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When you add a recurring gift record to your database, you are adding a template that The Raiser’s Edge uses to
generate gifts on scheduled intervals. Recurring gifts are similar to pledges paid in installments, except that
recurring gifts are more flexible. They can be open-ended and they give the donor more freedom in managing
their donations. Whether a donor is paying a recurring gift by direct debit or credit card, the payment for the
recurring gift will always have a Gift type of Recurring Gift Pay-Cash. For more information about a recurring gift
template and its cash gift records, see the Recurring Gifts chapter of the Gift Records Guide.

Recurring Gift Template
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Note: A recurring gift template can be linked to a membership record. From the menu bar of the recurring gift
template, select Gift, Links, Membership. You can link a recurring gift to a new membership or an existing
membership. Each time a cash gift record is generated, the membership can be renewed, upgraded, or
downgraded. For information about membership records, see the Membership Gifts Guide. A recurring gift

template cannot be linked to a proposal or an event record.

This section explains each tab on the recurring gift record and how the program copies the information you enter
on these tabs as defaults for cash gift records generated from the template. For a complete explanation of the
tabs and functionality available on a gift record, see the Understanding the Tabs on a Gift Record section in the
Gift Record Basics chapter of the Gift Records Guide.
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Gift Tab

The Gift tab of a recurring gift template contains key gift information, including the name of the constituent who
donated the gift, the gift amount, and the fund to which the recurring gift is designated. When adding a recurring
gift, you first need to enter the name of the constituent who donated the gift in the Constituent field. All other
fields on the gift record remain disabled until you enter the name. This section explains the fields on the Gift tab
that have specific significance on the recurring gift template. For detailed information about the Gift tab, see the
Gift Tab segment in the Understanding the Tabs on a Gift Record section in the Gift Record Basics chapter of the
Gift Records Guide.
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L in the Gift date field, enter the date the constituent agrees to donate the recurring gift. When you generate
cash gift records from the template, the program automatically defaults the transaction date in the Gift date
field on the cash gift records. For example, on July 11, Kate Williams agrees to donate $10 to your organization
on the first day of every month. On the recurring gift template, enter the date 07/11/2008 in the Gift date
field to record the date Kate agrees to donate the gift. When you generate the first cash gift record on August
1, the program automatically enters the date 08/01/2008 in the Gift date field on the cash gift record.

Note: You may receive gifts in foreign currency. To convert the foreign currency to your monetary system, use
the Currency Exchange feature. From the menu bar of a gift record, select Gift, Currency Exchange. The
Currency Exchange screen appears. In the Currency type field, select the type of currency donated to your
organization that you need to convert. For example, if you receive a gift in UK Pounds and need to convert it to
US Dollars, select UK Pounds in the Currency type field. In the grid, in the Gift Amount and Receipt Amount
rows, in the second column, enter the amount you want to convert. For the previous example, enter the
amount donated in UK pounds in the Pounds (GBR) column for the Gift Amount and Receipt Amount rows.
Click OK. You return to the gift record. The converted amount appears in the Amount field. Exchange rates are
set up on the International page of Configuration. For more information, see the International section in the
Configuration chapter of the Configuration & Security Guide.

L In the Amount field, enter the amount the constituent wants to pay at a recurring interval. For example, if a
constituent wants to donate $10 each month, enter $10 in the Amount field.
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U To schedule a recurring gift, click the Schedule button. The Transaction Schedule screen appears.

Transaction Schedule for Kate A. Williams [X]
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In the Frequency field, select the frequency with which the constituent plans to donate the recurring gift.
You can select Annually (once a year), Semi-Annually (twice a year), Quarterly (four times a year), Bimonthly
(every other month), Monthly (once a month), Semi-Monthly (twice a month), Biweekly (every two weeks),
and Weekly (once a week).

Once you make a selection in the Frequency field, additional fields appear so you can select and enter the
particular days/dates the transactions are due. For example, if you select “Monthly” in the Frequency field,
two options appear — Day [ ] of every [ ] month(s) and The [ ][ ] of every [ ] month(s). Select an option,
and fill in the blanks. For example, if a recurring gift transaction is going to occur monthly on the 1st of every
month, you select “Monthly” in the Frequency field. Then, select the first option and enter a “1” in both
empty fields: Day [1] of every [1] month(s). If the transaction is going to occur on the first Monday of every
month, you select “Monthly” in the Frequency field, and select the second option. In the empty fields, select
“First”, then “Monday”, and enter a “1”: The [First] [Monday] of every [1] month(s).

In the Starting on field, enter the date the first payment is due. The gift date defaults into the Starting on
field. You can change this date. When the date in the Starting on field is not the same date as the normally
scheduled transaction date, the first transaction is due on the first transaction date after the Starting on
date. For example, today’s date, 07/11/2008, defaults into the Starting on field. You leave the date in this
field. You selected a transaction schedule of monthly on the 1st of every month. The first transaction will
actually start on 08/01,/2008.

On occasion, a constituent may give you an end date for a recurring gift. For example, a constituent decides
to donate monthly for the next three years, with the recurring gift ending on 12/31/2011. Enter this date in
the Ending on field. This is the date transactions stop generating for the recurring gift. Normally, you leave

the Ending on field blank. Most recurring gifts are indefinite.

Once you establish a transaction schedule, click Preview. The schedule appears in the grid.
To return to the Gift tab, click Close.

U The Acknowledge field on the Gift tab of the recurring gift template defaults to Not Acknowledged. You can
acknowledge a recurring gift when the constituent agrees to donate the gift, every time the constituent makes
a recurring donation, or according to your own schedule. If you decide to acknowledge the recurring gift when
the constituent agrees to donate the recurring gift, you can generate a single letter from the Microsoft Word
icon in the Letter field on the gift record or by using the Donor Acknowledgement Letters mail task in Mail.
Once you create your letter(s), the program automatically defaults Acknowledged into the Acknowledge field.
For more information about creating a single letter from a gift record, see the Creating a Letter from a Gift
Record section in the Mail Merge With Microsoft Word chapter of The Raiser’s Edge & Microsoft Office
Integration Guide. For more information about using the Donor Acknowledgement Letters mail task, see the
Mail Guide.
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Your selection in the Acknowledge field does not default to the cash gift records generated from the recurring
gift template. When you generate cash gift records from the template, the program defaults Not
Acknowledged in the Acknowledge field on those records, also. On each cash gift record, you should select
whether you want to acknowledge the specific recurring gift transaction and enter a reference date. You can
use the Microsoft Word icon in the Letter field on the gift record or the Donor Acknowledgement Letters mail
task in Mail to acknowledge the payments and default this information.

Note: Each cash gift record generated from the recurring gift template must be receipted separately. If your
regular supporters prefer to receive one receipt at the end of the year, you can combine all the gifts on one
receipt by selecting “Consolidated receipts” in the Receipt type field on the Bio 2 tab of each supporter’s
constituent record. When you run the Receipts mail task, you can include the Recurring Gift Pay-Cash gift type.

U The Receipt field tracks whether or not you sent a receipt for the gift. Because a recurring gift template does
not represent an actual gift, you cannot create a receipt for the recurring gift template itself. You can create a
receipt for each cash gift record generated from the template. Therefore, you need to record the receipt
status on each of these cash gift records. Your entry in the Receipt field on the recurring gift template does,
however, default to each cash gift record generated from the template. So, if you create a recurring gift
template for a constituent who does not want to receive receipts for his gifts, select Do Not Receipt in the
Receipt field on the template. The program then defaults Do Not Receipt in the Receipt field on each cash gift
record generated from the template.

When you use Mail to create gift receipts, select Not Receipted in the Receipt field on the template and do
not enter a reference date. The program defaults Not Receipted in the Receipt field on each cash gift record.
After you create receipts in Mail, the program updates this Receipt field to Receipted and adds the date you
printed the receipts on the cash gift record. For more information about generating receipts using the
Receipts mail task, see the Mail Guide.

U To increase the number of constituents who pay their recurring gifts, you can send a letter or card to remind
donors of the commitments they have made. In Mail, you can use the Reminders mail task to print recurring
gift reminders on several types of forms you order from Blackbaud. If you do not want to use these forms, you
can use the mail task to export data to an application where you created a custom form. For a donor to
receive a recurring gift reminder using the Reminders mail task, mark the Send reminders checkbox.

When creating recurring gift reminders, you can choose to send either a single reminder for the entire
recurring gift or a reminder each time a payment is due. For more information about sending recurring gift
reminders using the Reminders mail task, see the Mail Guide.

U The History button appears beside the Send reminders checkbox. Click the History button. The Reminders
Sent screen appears, so you can view all reminders sent to the constituent for the recurring gift.

Reminders Sent to Kate A Williams
Reminder Sent I Sent For I Transaction Due ... I Amount I Reminder Balance I
09/02/2008 | Recuring Gift 104012008 $10.00 $50.00

Cloze

U The Status/date fields determine whether you can apply or generate gifts from the recurring gift template
and track the date of the most recent status change. When you add a recurring gift, the Status defaults to
Active and the status date defaults to the date you enter the gift. When you select a different status in the
Status field, the date you make the change defaults into the date field and overwrites the date currently in the
field. A recurring gift template can have a status of Active, Held, Terminated, or Completed. When a recurring
gift template has the status of Active, the program can generate cash gift records from the template according
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to the schedule you establish. If a recurring gift template has a status of Held, Terminated, or Completed, the
program cannot generate cash gift records. For a detailed explanation of each status, see The Life of a

Recurring Gift segment in the Understanding the Recurring Gift Template section in the Recurring Gifts
chapter of the Gift Records Guide. Gift status and how it affects the electronic generation of recurring cash gift
payments is discussed in the Electronic Gifts (EFT) Guide.

O in the Pay Method field, select the payment method the regular supporter will use to pay the recurring gift.
For electronic gifts, select “Direct Debit” or “Credit Card”. The payment method is a very important part of the
recurring gift template because the method a constituent uses to donate a gift affects the options available to
generate transactions from the recurring gift template. For information about all pay methods available for
gift records in The Raiser’s Edge, see Selecting the Payment Method in the Gift Tab segment in the
Understanding the Tabs on a Gift Record section in the Gift Record Basics chapter of the Gift Records Guide.

A constituent can donate a cash gift to your organization in two ways: electronically and non-electronically. If
a constituent uses a non-electronic payment type, such as personal or business check, your organization
receives the gift when you deposit the donor’s check in the bank. For your recurring gifts, you will normally
use the electronic payment types, such as a direct debit and credit card. When you use these electronic
payment types and mark the EFT? checkbox, you can process the transactions using an electronic funds
transfer. When you use Electronic Funds Transfer, you automatically generate cash payments for your
recurring gifts, create direct debit transmission files to send to your sponsoring bank, and create credit card
transmission files to process through IATS or ICVerify. For more information, see “Electronic Funds Transfer”
on page 3. For detailed information, see the Electronic Gifts (EFT) Guide.

Miscellaneous Tab

Note: You can use the Notes grid on the recurring gift template and the cash gift records to track anything you
deem important. For example, you may use it to make notations about why a status changed for a recurring
gift.
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All entries on the Miscellaneous tab of the recurring gift template appear as defaults on cash gift records
generated from the template. For example, if you add a note in the Notes grid on the recurring gift template, the
program adds the note to every cash gift record generated from the template. If the note does not apply to a
particular cash gift record, you can delete the note from the cash gift record without deleting the note from the
recurring gift template, and add new relevant notes about the cash payment. For detailed information about the
fields, checkbox, and grid on the Miscellaneous tab, see the Miscellaneous Tab segment in the Understanding the
Tabs on a Gift Record section in the Gift Record Basics chapter of the Gift Records Guide.
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Because a recurring gift template is not associated with an actual gift, you cannot post it to the General Ledger.
Instead, you post each cash gift record generated from the recurring gift template to the General Ledger
separately. The program will default the Not Posted and Do Not Post entries in the GL post status and GL post
date fields on the recurring gift template to each cash gift record generated from the template. For example, you
create a recurring gift template for a constituent who donates monthly gifts of $10 and select Not Posted in the
GL post status field on the recurring gift template. The program defaults Not Posted in the GL post status field for
each cash gift record generated from the template.

When you use the Post to General Ledger functionality in Administration, the GL post status automatically
changes to Posted and the date you post the gift defaults into the GL post date field. For information about the
Post to General Ledger functionality in Administration, see the General Ledger section in the Configuration
chapter of the Configuration & Security Guide.

Soft Credit Tab

A soft credit allows more than one constituent to share credit for a recurring gift. You can split the credit evenly
between all soft credit recipients, give each recipient full credit for the gift, or define your own credit distribution.
You can soft credit as many constituents as necessary as long as each soft credit recipient is a constituent in the
database. For detailed information about the Soft Credit tab, see the Soft Credit Tab segment in the
Understanding the Tabs on a Gift Record section in the Gift Record Basics chapter of the Gift Records Guide.
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When you add soft credit recipients on the Soft Credit tab of a recurring gift template, the program defaults the
soft credit recipients to the Soft Credit tab of each cash gift record generated from the template. For example,
when Kate Williams donates a recurring gift of $10 to your organization, she wants her aunt and uncle, Michelle
and Max Taylor, to each receive a soft credit of $5. You can add the soft credit for Michelle and Max Taylor on the
Soft Credit tab of the recurring gift template. When you create cash gift records from the template, the program
soft credits Michelle and Max Taylor on the Soft Credit tab of each cash gift record.

% Gift for Kate A. Williams
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Matching Gifts Tab

Sometimes, companies match gifts donated to nonprofit organizations by their employees or corporate partners.
For example, Julie Bach, an employee of Pennsylvania Glass & Paint Corporation, donates a recurring gift of $20
to your organization directly from her wages as a part of Pennsylvania Glass & Paint’s payroll giving program. As
part of the payroll giving program, Pennsylvania Glass & Paint matches employee gifts on a two-to-one ratio.
Because Pennsylvania Glass & Paint matches gifts donated by their employees, you receive an additional $40 gift
from Pennsylvania Glass & Paint each time you receive a cash gift payment for Julie’s recurring gift. You can add a
matching gift to a recurring gift template the same way you add a matching gift to any other gift record. For
detailed information about matching gifts, see the Matching Gifts chapter of the Gift Records Guide.

% Gift for Julie M. Bach
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Tribute Tab

Note: An honor/memorial is a constituent who is being honored, memorialized, or celebrated by gifts donated
to your organization. A tribute explains the reason why you are honoring, memorializing, or celebrating a
constituent. For detailed information about tribute gifts, see the Tribute Gifts Guide. For information about

Honor/Memorial Tracking, see the Tribute Data Entry Guide.
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When you have Honor/Memorial Tracking, you can designate a recurring gift to one or more tributes using the
Tribute tab on the recurring gift template. When you add honor/memorial information to the Tribute tab of the
recurring gift template, the program defaults this information on the Tribute tab of each cash gift record created
from the template. For example, Julie Bach donates a $20 recurring gift in memory of Willa Kiger. You add the
tribute to Willa Kiger on the Tribute tab of the recurring gift template. Every time Julie gives $20 and you
generate a cash gift record, the program adds Willa Kiger’s tribute on the Tribute tab of the cash gift record. You
designate a recurring gift to a tribute the same way you designate any other gift type to a tribute. For detailed
information about tribute gifts, see the Tribute Gifts Guide.
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Attributes Tab

You can use attributes to store additional, helpful information about a recurring gift. All entries on the Attributes
tab on the recurring gift template appear as defaults on cash gift records generated from the template. If an
attribute does not apply to a particular cash gift record, you can delete the attribute from the cash gift record
without deleting the attribute from the recurring gift template. You can also add any other relevant ones. The
Attributes tab can be helpful for tracking, for example, the venue or agency that helped you solicit the regular
supporter. Or, perhaps you want to track that the recurring gift was brought in from a particular source, such as a
television or radio advertising campaign. For information about setting up attributes in The Raiser’s Edge, see the
Attributes section in the Configuration chapter of the Configuration & Security Guide.
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Transactions Tab

Note: You can add additional columns to the grid on the Transactions tab, and you can remove columns.
Right-click on the grid. A menu appears. Select Columns. The Columns screen appears. Select the columns you
want to view in the grid by using the single right and left arrows to move the columns back and forth between
the Columns and Display these columns boxes. Once you move all the columns you want to view into the
Display these columns box, click OK. You return to the Transactions tab. Your selected columns now appear in
the grid.

When you select Recurring Gift in the Gift type field on the Gift tab of the recurring gift template, the
Transactions tab appears. The grid on this tab displays information about all transactions generated or applied to
the recurring gift. For example, if a constituent made three payments for the recurring gift, the grid displays three
entries describing the date the payments were made, the amount of each payment, any reference information,
and the type of letter sent acknowledging the payment. If you committed the payment to the database using
Batch, the program also displays the batch number to which you committed the gift. If you have not already set
up a schedule for the recurring gift on the Gift tab, you can set it up on the Transactions tab by clicking the
Schedule button. On the Transactions tab, you can also skip a transaction and roll back a transaction. Skipped
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transactions appear in the grid, and prevent a particular scheduled transaction from being generated. If a
constituent sends a donation for a skipped transaction, you can remove (rollback) the skipped transaction as long
as you have not generated another transaction after the skipped transaction you want to pay. The skipped
transaction entry is removed from the grid. For information on the Transactions tab and detailed procedures
about how to skip and roll back transactions, see the Recurring Gifts chapter of the Gift Records Guide.
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Amendments Tab

For information about the Amendments tab and recurring gift amendments, see “Recurring Gift Amendments”

on page 42.
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Split Gift Tab

On the Split Gift tab, you can split a recurring gift between multiple campaigns, funds, appeals, or packages.
When you split a gift, the program displays the campaigns, funds, appeals, and packages you select on the Split
Gift tab in the corresponding fields on the Gift tab. Then, the program disables the Campaign, Fund, Appeal, and
Package fields on the Gift tab. When you enter information on the Split Gift tab of a recurring gift template, the
program copies this information as a default to each cash gift record generated from the template. You can split a
recurring gift the same way you split a gift record for any other gift type. For detailed information about the Split
Gift tab, see the Split Gift Tab segment in the Understanding the Tabs on a Gift Record section in the Gift Record
Basics chapter of the Gift Records Guide.

%7 Gift for Kate A_ Williams
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Adding Recurring Gifts to the Database

You can add recurring gift templates to your Raiser’s Edge database in several ways.
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L You can add recurring gifts one at a time from the Gifts page of Records. On the Raiser’s Edge bar, click
Records. Click the Gifts button. The Gifts page appears. Click New Gift. The New Gift screen appears. Once you
search your database for the Constituent who is giving the gift, select “Recurring Gift” in the Gift type field

and continue to add your gift information. For information about adding gift records to your database, see the
Gift Records Guide.

The Raiser's Edge =151 x]

File Edit “iew Go Favaortes Tools Help

4 Back Forward‘ Open in zeparate window

=

Constituents =
Actions
Campaigres g= -
Funde E% Mew Gift 'F Open a Gift
Appeals
Memberships
Jobs
Events Recently Accessed Records Quick Find
010512008 Recurring Gift $75.00 - Kyle N, Bell I “
02j02/2008 Recurring Gift $25.00 - Clara M,
Daniels
11/01/2008 Recurring Gift Pay-Cash $10,00 -
Joseph Bernstein
07111 (2008 Recurring Gift $10.00 - Kate A,
Williarns
08{18(2008 Recurring Gift $20.00 - Julie M. Bach
0901 /2008 Recurring Gift Pay-Cash $20.00 - Julie
M. Bach
1101 2008 Recurring Gift Pay-Cash $20.00 - Julie
M. Bach
10/01/2008 Recurring Gift Pay-Cash $20.00 - Julie
M. Bach
08/18/2008 MG Pledge $20.00 - Pennsylvania
Glass & Paint Corporation
J 10/01/2008 Recurring Gift Pay-Cash $10,00 - —
n Joseph Bernstein LI

“welcome to The Raiser's Edge 7
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L You can add recurring gifts one at a time from the Gifts tab of a constituent record. On the Raiser’s Edge bar,
click Records. Click the Constituents button. The Constituents page appears. Click Open a Constituent. The
Open screen appears, so you can search your database for the constituent who is giving the recurring gift.
Once you find and open the constituent record, select the Gifts tab. On the action bar, click New Gift. The New
Gift screen appears. In the Gift type field, select “Recurring Gift” and continue to add your gift information. For
information about adding gift records to your database, see the Gift Records Guide.

= Kyle M. Bell

File Edit %iew Constituent Letter Favortes Tools Help
ESaveandElose‘|u|§' [&- @'| M 4 » M | = | 2'|? E||| ?'l@'| B |

W Attributes I Media I v Actions I Honar/Memorial I Wolunteer I v Prospect I Membership I v Ewvents |
v Bin2 I v Addresses I v Addiessees/S alutations I v Relationships I v Appeals I Hotez v Gifts

Balance Reference

i

Smith-Brown Scholarship Fund

06/01/2007 Recurring Gift Pay-Cash

03/01/2007 Recurring Gift Pay-Cash Smith-Brown Scholarship Fund $20.00
0zf01/z007 Recurring Gift Pay-Cash amith-Brown Scholarship Fund $20,00
01/01/2007 Recurring Gift Pay-Cash Smith-Brown Scholarship Fund $20,00
1zJ10f2006 CashEvent 2006 Annual Fund $75.00 Fire Prevention
121012006 Recurring Gift Pay-Cash Srnith-Browwn Schalarship Fund $20.00
07/01/2006 Recurring Gift Pay-Cash Sriith-Brown Schalarship Fund $10.00
06/01/2006 Recurring Gift Pay-Cash amith-Brown Scholarship Fund $10.00
03/01/2006 Recurring Gift Pay-Cash Smith-Brown Scholarship Fund $10.00
02/01/2006 Recurring Gift Pay-Cash Smith-Brown Scholarship Fund 410,00
01/05/2006 Recurring GiFtEFT amith-Brown Scholarship Fund $75.00
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Q Using Batch, you can add many recurring gift records to the database at once. You enter recurring gift records
quickly because you do not have to add each gift record individually. Instead, you select the fields you want to
add and the program lists the fields in a spreadsheet, called a batch, so you can efficiently enter information.
To create records for the recurring gifts entered in a batch, after data entry, commit the batch to the
database. On the Raiser’s Edge bar, click Batch. The Batch page appears. On the action bar, to create a new
gift batch, click New Gift Batch. To open an existing batch, select a batch in the grid, and click Open on the
action bar. The Batch screen appears. For detailed information about adding and updating gift records using
Batch, see the Gift Batch chapter of the Batch Guide.

% Batch 37 [ (O] ]

File Edit “iew Gift Constituent Favortes Toole Help

ESaveandC\ose' u_|é'&'||ﬁj @|®@Dm%'|@m'ﬁ|*‘| ?-
Constifuent Marme I Arnaunk I Date I Type | Campaign I Fund | Appeal

& 09/06/2007 Recurring Gift Schalarship Campaign Camp Kids Scholarship  Annual Mailing

I ashton, Elizabeth
___|Baker, Francis
| Cone, Agnes

I Dubose, Callin
I Elzy, Melissa
_|Frantz, Paul

I (aaskins, Frederic
| Haas, Lisa
_|Tvery, Claudia
| Jones, Terry
__|Kemp, Bebe

I Lambert, Marianne
__|McGrann, Orla
I Molan, Dale
Cshorne, e

$5.00 09/06{2007

$5.00 09/06{2007
$25.00/09/06/2007
10,00 09/06/2007
$10,00 09/06/2007
425,00 09/06/2007
$15.00/09/06/2007

$5.00 09/06/2007
$10,00/09/06/2007
20,00 09/06/2007
20,00 09/06/2007
15,00 09/06/2007

45,00 09/06{2007
$10,00 09/06/2007
425,00 09/06/2007

Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift
Recurring Gift

Scholarship Campaign
Scholarship Campaign
Schalarship Campaign
Schalarship Campaign
Scholarship Campaign
Scholarship Campaign
Schalarship Campaign
Schalarship Campaign
Scholarship Campaign
Scholarship Campaign
Scholarship Campaign
Schalarship Campaign
Schalarship Campaign
Scholarship Campaign
Scholarship Campaign

Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship
Camp Kids Scholarship

annual Mailing
Annual Mailing
Annual Mailing
Annual Mailing
annual Mailing
Annual Mailing
Annual Mailing
Annual Mailing
Annual Mailing
Annual Mailing
Annual Mailing
Annual Mailing
Annual Mailing
annual Mailing
Annual Mailing

Prescott, Sidney

$5.00 0%/06{2007

Recurring Gift

Schalarship Campaign

Camp Kids Scholarship

Annual Mailing

<

I3

Gift 16 of 16

Running Total: $210.00
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Qin Import, using the Gift import type, you can import new recurring gift records into your database. On the
Raiser’s Edge bar, click Admin. The Administration page appears. Click the Import button or link. The Import
page appears. All import types appear in a tree view on the left side of the screen. Information appears on the
right side of the screen depending on the import type you select on the left and if you have a corresponding
import type saved. To create a new gift import, select the Gift import type under Gift in the tree view, and
click New Import on the action bar. The Import screen appears. For detailed information about importing new
records into The Raiser’s Edge, importing updates to existing records in The Raiser’s Edge, and creating an
import file of records in your Raiser’s Edge database to use in another application, see the Import Guide.

Import - Gift |
File Edit %iew Favontes Tools Help
B x/AS@mo -

1: General |2: File La_l,luutl K3 Fieldsl 4 Summary

What do you want to do? -

Optionz
[~ “alidate data anly

[™ Create new table entries

€ Create impart file [0} Import recards not found & new reconds

™ Automatically add installments for new pledges

% |mpart new reconds

" Update existing records

What file do you wigh to import?
Import file: | C:WA 5S4 mport_Files\Gift_lmport. cay J

How do you want the system to identify existing constituents?
% Uze the lmport 10
= Uze the Constituent |0
= Usze the Social Securty Mumber

What iz the format of this import file? -
f+ Delimited - Characters separate the fields

€ Fined width - Figlds and records have a set length Flec lenath: I M. of fields: I

< Black Hext > Cancel Save | Import Mow |
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Q Using Import Recurring Gifts on the Plug-Ins page, you can import new recurring gift records into your
Raiser’s Edge database in an import file with a set format defined by Blackbaud. You can use a single flat file to
import recurring gift records and any associated new individual constituent records and/or new bank/financial
institution records. This feature can be beneficial when you receive import files with this type information
from outside agencies or organizations. On the Raiser’s Edge bar, click Plug-Ins. The Plug-Ins page appears.
Click the Import Recurring Gifts button or link. The Import Recurring Gifts screen appears. For information
about using Import Recurring Gifts on the Plug-Ins page, see the Import Recurring Gifts chapter of the Import
Guide.

i Import Recurnng Gifts
YWhat do you want to do?

(" [mpaort recurring gifts

" “alidate recurring qift immpart file

What file do you want to import?

Irnprt: filie: |E:'xh-'|5'x|mp-::rt_FiIes'xFi ecurmngGifts. cay J

Aszszign thiz constituent code to new constituents

Caonztituent code; |D|:|n|:|r ﬂ

Date from: |09/09/2009 &

Azzign theze addrezsee/zalutations to new constituents

Primary addressee: [Mr. Wiliam H. Smith, Jr. =]

Frimary zalutation; |Mr. Smith ﬂ

Import options

[v Create | Constituent | guery of records imported

[+ Create exception file of records not imparted |C:4\M 55 mport_Files\E xceptions. cav J

[w Create exception report € Preview € Print

[v Create contral repart e Preview © Print

Irpart P ooy | Cancel |

Converting Pledges to Recurring Gifts

Warning: Before you convert any gift records in The Raiser’s Edge, you should have a complete backup of
your database. Once you convert the records, the conversion is permanent. To successfully back up your data,
we recommend you use a proper tape backup system. If you do not have a tape backup system in place, you
can back up your data through the Blackbaud Management Console. For more information, see the Database
Administration Guide.

You may want to convert certain pledge gifts to recurring gifts. Recurring gifts are more useful for tracking
scheduled gifts for your regular supporters. For example, pledges have an installment schedule with an end
payment date and a total amount. Recurring gifts do not; they can be open-ended with no set number of
transactions. On a recurring gift, you have the Amendments tab. When a donor requests you make changes to
her recurring gift (for example, change the transaction schedule, upgrade or downgrade the donated amount,
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change the appeal and solicitor, or change the fund to which the donation is going), you can easily amend the
recurring gift information and track the changes on the Amendments tab. Pledges do not have this convenient
amendment functionality. If you previously used The Raiser’s Edge 6, you may have added open-ended gifts to
your database as pledges because recurring gifts did not exist then. You can use the Convert Pledges to Recurring
Gifts utility in Administration to convert these pledges to recurring gifts in The Raiser’s Edge.

The Raiser's Edge HEE
File Edit “iew Gao Fawortes Took Help

4 Back & Furward| Open in separate window

IFIH-‘ Home 3
nﬁ% Syztem Stat\s:l ;l
- Import b System Statistics b Post to General Ledger

Globally Add » Import P Duplicate Constifuents

Recards } Globally Add Records P Merge Constituents

] Globally Change b Globally Change Recards b Crop Lapsed Mambers

L g Gl b Globally Delete Records b Security

Glohally Delste b Globally Write OFf Pledges b Queue

Record:

e b Convert Pledges To Recurring Gifts b Data Enrichment Services
Globally 'white OFf
Fledges

Convert Pledges
Ta Recurring
Gifts

Puost to General
Ledger

Duplicate
Congtituents

Merge
Constitugnts

Drop Lapsed
Members ¥

-
Sezaly Convert Pledges To Recurring Gifts =
Queus :

s This facility converts selected pledyes to recurring gifts. For mare information sbout converting pledoes

Dl itz to recurring gifts, see the Gift Records Guide _I
-

Services

“Welcome to The Raiser's Edge 7 4

b

L on the Raiser’s Edge bar, click Admin. The Administration page appears. Click the Convert Pledges to
Recurring Gifts link or button. The Convert Pledges to Recurring Gifts screen appears. Before running the
Convert Pledges to Recurring Gifts utility, you must create a gift query of records to use for your conversion.
By doing so, you can review the query results to make sure you are converting the correct pledge gift records.
For information about how to create a query, see the Query chapter of the Query & Export Guide. For detailed
information about converting pledges to recurring gifts, see the Converting Pledges to Recurring Gifts section
in the Recurring Gifts chapter of the Gift Records Guide.

Convert Pledges to Recurring Gifts |

Thiz Facility will convert selected pledges to
recurming giftz. Mote that if a write-off exizts for the
pledge, any attribute ar note information for that
write-aff will not conwvert to recurring gift.

Include: IF"Ieu:Iges Changing to Recuring Eiﬂl

[ Mark Recuring Giftz az EFT
[v Create control report % Preview & Brint

[ Create exception gueny

— ~ [ Create query of changed records

Convert Mow Cancel
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Recurring Gift Amendments

Note: You can add additional columns to the grid on the Amendments tab, and you can remove columns.
Right-click on the grid. A menu appears. Select Columns. The Columns screen appears. Select the columns you
want to view in the grid by using the single right and left arrows to move the columns back and forth between
the Columns and Display these columns boxes. Once you move all the columns you want to view into the
Display these columns box, click OK. You return to the Amendments tab. Your selected columns now appear in
the grid.

The Amendments tab of a recurring gift template tracks amendment information for a recurring gift record. The
grid on the Amendments tab displays by default the amendment date, the name of the person who entered the
amendment information, the amended gift amount, the previous gift amount before the change, the variance
between the amended amount and the previous amount, and the fund to which the amended recurring gift is
going. You can add additional columns that may be more helpful for your organization, and you can remove any
columns you feel are not helpful.

%7 Gift for Kyle N_ Bell [_ [ ]

El= Edit “iew Gift Favoites Tool: Help
[ 5ave and Close - u|§' @,'@| H 4 b N|—P' Egl §'||| ? - & ‘

W Giﬂ' W Miscellanenu&l Softgreditl Matching Eifts' Trjt-utel .-’-‘«ttribgtesl v Tranzaction: v Amendments I S|:-_Iitl3ift|

i e X

06/01/2005  Supervisor £75.00 420,00 $15,00 quarterly Smith-Brown Sch...
12/01/2004  Supervisor $20,00 $10.00 410,00 monthly Smith-Brown Sch...

Warning: Because the amendment takes over the recurring gift immediately, if you have an amendment that
will not start until a future date, you should not add the amendment until after the last payment of the old
schedule. For example, Julie Bach has a recurring gift set up for $10 to be paid on the 1st of every month.
Today is 10/15/2007. Julie lets you know she wants to upgrade the amount of her recurring gift to $15, starting
January 2008. If you add the amendment now, the 11/01/2007 and 12/01/2007 transactions will appear as
skipped on the Transactions tab, and these two transactions will not be processed. To keep this from
happening, you should not add the amendment until after 12/15/2007. As a work around, you can keep the
amendment in a file, add an action reminder to the database to remind you of the date you should add the
amendment, and add the amendment at the appropriate time.
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Once you add an amendment for a recurring gift, the amendment takes over the recurring gift immediately. On
the Gift tab of the original recurring gift template, the Gift date, Gift subtype, Amount, Campaign, Fund, Appeal,
Package, Solicitors, Acknowledge/date, and Letter fields are all disabled, as is the Transaction Schedule accessed
from the Schedule button. On the Tax tab, the Tax claim eligible checkbox is disabled. Any changes you need to
make to the recurring gift template must now be made to the amendment record on the Amendments tab. If
more than one amendment exists, you can make changes only to the last amendment added. If you delete the
last amendment, the recurring gift information (listed above) goes back to the previous amendment or the
original recurring gift information, when no other amendment exists.

To add an amendment to a recurring gift template, select the Amendments tab. On the action bar, click New
Amendment. The New Amendment screen appears.

MHew Amendment for Kyle N. Bell
File Edit View Amendment Help

[i5ave and Close - | [ '}(| 4 b |IQ'

v amendment | Spit Gitt |

4 |

?.

Entered by Supervigor

Amendment date; IDE£D1 /2006 EII

Gift subtppe; I j

Amount; |$SDD_DD j-_ﬁjl Schedule Previous amount: $250.00 semi-annually

Campaign: ISchnIarship Carmpaigr vI ﬁl Previous campaign(s): |Schnlarship Carnpaigr

Fund: ICamp Kids Scholarship vI ﬁl Previous fund(s]: |Smith-Brnwn Scholarship Fund
Appeal IUpgrade Appeal vI ﬁl Previous appeals]: |Upgrade Appeal
Package: I vI ﬁl Previous package(s]: |

v Solicitors | IMHSDH Andrews ~ I ﬁl Previous solicitonz): |Allison Andrews

Acknowledge: [acknowledged x| [06/m /2008 =]

W Letter | ISchnIarship Thank. “'au j

Motes: I'w'e upgraded Kyle from $200 semi-annually to $300 semi-annually. ‘We will try and upgrade his
daonation again at the end of the year.

Note: On the Amendments tab of a recurring gift template, to open an existing amendment record, select the
amendment in the grid and click Open on the action bar. To delete an amendment, select the amendment and
click Delete.

U on the Amendment tab, in the Amendment date field, enter the date you are making the amendment to the
recurring gift. Your entry here does not change the Gift date on the Gift tab of the original recurring gift
template. The original Gift date is kept intact, disabled, and kept for historic purposes.

U In the Gift subtype field, you can select a new subtype or leave the subtype from the original recurring gift
template. Once you select a subtype in the Gift subtype field, it appears in the Gift subtype field on the Gift
tab of the original recurring gift template, and that field is disabled.

The gift subtype is a way for you to further define a gift. It can also be used to define a General Ledger
distribution. The General Ledger distribution is the financial account numbers associated with the Gift type,
Gift subtype, and Fund you select on the gift record. For information about General Ledger distributions, see
the Interfund Entries section in the Configuration chapter of the Configuration & Security Guide.

L in the Amount field, enter the amended amount the constituent wants to pay at a recurring interval. A regular
supporter may want to upgrade or downgrade his donation amount. Once you enter an amendment amount,
that amount appears in the Amount field on the Gift tab and the Amount column of the Split Gift tab of the
original recurring gift template, and those fields are disabled.
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Note: On the Transaction Schedule screen, the Starting on date defaults to the amendment date and cannot
be less than the last transaction date of the recurring gift. The first transaction date is always after the last
transaction date of the recurring gift, and is calculated from the Starting on date or the date of the last
transaction, whichever date is latest. If payments are missed between the last payment date and the start of
the new schedule, the payments are automatically skipped.

L You can reschedule an amended recurring gift, if requested, or you can leave the schedule from the original
recurring gift template. To reschedule transactions, click the Schedule button. The Transaction Schedule
screen appears. Once you enter a new schedule and click Close, the new schedule appears on the Transaction
Schedule screen, and all fields are disabled. The new schedule also appears on the Transaction Schedule
screen accessed from the Schedule button on the Gift and Transactions tabs of the original recurring gift
template, and those fields are also disabled.

U in the Campaign field, you can select a new campaign or leave the campaign from the original recurring gift
template. Once you enter a new campaign, that campaign appears in the Campaign field on the Gift tab and
the Campaign column of the Split Gift tab of the original recurring gift template, and those fields are disabled.

U In the Fund field, you can select a new fund or leave the fund from the original recurring gift template. Once
you enter a new fund, that fund appears in the Fund field on the Gift tab and the Fund column of the Split Gift
tab of the original recurring gift template, and those fields are disabled.

L in the Appeal field, you can select a new appeal or leave the appeal from the original recurring gift template.
It is often a new appeal that prompts a change in the donated amount. Once you enter a new appeal, that
appeal appears in the Appeal field on the Gift tab and the Appeal column of the Split Gift tab of the original
recurring gift template, and those fields are disabled.

L in the Package field, you can select a new package or leave the package from the original recurring gift
template. Once you enter a new package, that package appears in the Package field on the Gift tab and the
Package column of the Split Gift tab of the original recurring gift template, and those fields are disabled.

U In the Solicitors field, you can select a new solicitor or leave the solicitors from the original recurring gift
template. Once you enter a new solicitor, that solicitor appears in the Solicitors field on the Gift tab of the
original recurring gift template, and that field is disabled.

Warning: When you add an amendment, if you previously used the Microsoft Word button to create a letter,
and saved the letter as an action, the link between that action and the recurring gift template will be broken.
The action will not be deleted. It is still retained on the Actions tab of the donor’s constituent record. The
original action is unlinked from the recurring gift template because once an amendment is added, a new letter
may be created and saved as an action. If you delete the amendment, the original action will be relinked to the
recurring gift template.

L When you add an amendment record, your selections in the Acknowledge/date and Letter fields on the
original recurring gift template default into the Acknowledge/date and Letter fields on the amendment
record. To acknowledge the recurring gift by creating a single letter using the Microsoft Word button on the
toolbar of the original recurring gift template, you should select “Not Acknowledged” in the Acknowledge
field, and clear the date. In the Letter field, select the letter you want to write. Once you create the letter
using the Microsoft Word button on the toolbar of the original recurring gift template, the date you create the
letter appears in the Acknowledge date field and the Letter field is disabled. You can also acknowledge a
recurring gift amendment by using the Donor Acknowledgement Letters mail task in Mail. Any letter created
for the amendment will list on the Letters sent to screen, accessed from the Letters button on the amendment
record or the original recurring gift record. For more information about creating a single letter from a gift
record, see the Creating a Letter from a Gift Record section in the Mail Merge With Microsoft Word chapter of
The Raiser’s Edge & Microsoft Office Integration Guide. For more information about using the Donor
Acknowledgement Letters mail task, see the Mail Guide.

L in the Notes box, enter anything you deem important about the amendment or recurring gift template.

U on the Split Gift tab of the amendment record, you can split a recurring gift between multiple campaigns,
funds, appeals, or packages or leave the distributions from the original recurring gift template. Once you split
a recurring gift between multiple campaigns, funds, appeals, or packages, the changes appear in the correct
fields on the Gift tab of the original recurring gift template, and the fields are disabled.
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Adding Recurring Gift Amendments to Recurring Gifts in the
Database

Warning: If you convert a gift from a foreign currency to your monetary system using the Currency Exchange
feature (Amendment, Currency Exchange from the menu bar of the amendment record), the Currency type
for an amendment cannot be different than the original Currency type on the original recurring gift template.
If a constituent donates in a different currency, you must end the recurring gift and create a new one.
However, you can change the Exchange rate for an amendment.

You can add recurring gift amendment records to a recurring gift template in your Raiser’s Edge database in
several ways.

L You can open recurring gifts one at a time from the Gifts page of Records to amend them. On the Raiser’s Edge
bar, click Records. Click the Gifts button. The Gifts page appears. Click Open a Gift. The Open screen appears,
so you can search your database for the recurring gift that needs to be changed. Once you find and open the
gift record, select the Amendments tab. On the action bar, click New Amendment. The New Amendment
screen appears. For information about amending recurring gift records, see “Recurring Gift Record” on

page 23. For detailed information about recurring gift records, see the Recurring Gifts chapter of the Gift
Records Guide.

The Raiszer's Edge M=

File Edit “iew Go Favortes Toolz Help

4 Back & Furward‘ Open in separate window

Constituents =

| Gif
Actions I tS

Campaignz ] =

Funds E% Mew Gift IEF Open a Gift
Appeals

emberships

Jobs

Evais Recently Accessed Records Quick Find

02{02{2007 Recurring Gift $30.00 - Clara M. &
Daniels

01J05/2007 Recurring Gift $80.00 - Kyle M. Bell
0801 /2007 Recurring Gift Pay-Cash $10.00 - Kate
A, Willizms

07j11/2007 Recurring Gift $10.00 - Kate A,
Williarns

11/01/2007 Recurring Gift Pay-Cash $10,00 - Kate
A williarns

12/01/2007 Recurring Gift Pay-Cash $10,00 - Kate
A willizrns

10J01 {2007 Recurring Gift Pay-Cash $10,00 - Kate
A illizrns

0901 {2007 Recurring Gift Pay-Cash $10.00 - Kate
A Williams

0701 (2007 Cash $30.00 - Clara M. Daniels

1101 {2007 Recurring Gift Pay-Cash $10.00 -
Joseph Bernstein

welcome to The Raiser's Edge 7
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U You can open recurring gifts one at a time from the Gifts tab of a constituent record to amend them. On the
Raiser’s Edge bar, click Records. Click the Constituents button. The Constituents page appears. Click Open a
Constituent. The Open screen appears, so you can search your database for the constituent who gave the
recurring gift you want to amend. Once you find and open the constituent record, select the Gifts tab. In the
Gifts grid, select the recurring gift you want to change, and click Open on the action bar. The Gift screen
appears. Select the Amendments tab. For information about amending recurring gift records, see “Recurring
Gift Record” on page 23. For detailed information about recurring gift records, see the Recurring Gifts chapter
of the Gift Records Guide.

== Clara M. Daniels

File Edit Wiew Constituent Letter Favortes Tools Help

ESaveandElose‘|u|§'|ﬁ'@'|N 1 b H|—'|2'|?D||| ?'|§'|' |

W Attibutes I v Media I w Actions I Haorar/tdemorial I v Yolunteer I v Prospect I Memberzhip I v Ewents |
v Biol I w Bio2 I v Addresses I v Addreszees/S alutations I v Relationships I v Appeals I Motes « Gifts

TG :
Date I | Type Fund I Amount I EBalance I Reference
07J01/2006 CashEvent Botanical Garden Fund $30.00
1210112005 CashEvent 2005 Annual Fund 490,00
11012005 Recurring Gift Pay-Cash International Relisf Fund $25.00
10y01fz005 Recurring Gift Pay-Cash International Relief Fund $25.00
09/01/2005 Recurring Gift Pay-Cash International Relief Fund $20.00
08/01/200% Recurring Gift Pay-Cash International Relisf Fund $20.00
05/01/2005 Recurring Gift Pay-Cash International Relisf Fund 420,00
04/01/2005 Recurring Gift Pay-Cash International Relisf Fund $20.00
Recurring Gift Pay-Cash International Relisf Fund

03012005

5

Recurring GiftEFT

International Relisf Fund 0
£75.00

12f0z /2004 Cash 2004 Annual Fund Fire Prevention
11/16/2004 Cash President's Development Fund $1,500.00

04/03/2004 CashEvent 2004 Annual Fund $500.00

03122003 Cash Annabelle Johnson Endowm, .. $500.00

02/20/2003 Cash Acquisition Fund $2,000.00

0g/01/2002 CashEvent Playground Site $50,00

KI| 2

Warning: To create a new import to add new amendment records for recurring gift templates in your
database, or to update amendment records that already exist, you must include the Constituent Import ID and
the Gift Import ID as import fields on the Fields tab of the Import - Amendment parameter file.

Qin Import, using the Amendment import type, you can import into your database new amendment records for

recurring gift templates. You can also update amendment records that already exist on the Amendments tab
of a recurring gift template. On the Raiser’s Edge bar, click Admin. The Administration page appears. Click the
Import button or link. The Import page appears. All import types appear in a tree view on the left side of the
screen. Information appears on the right side of the screen depending on the import type you select on the
left and if you have a corresponding import type saved. To create a new import to add new amendment
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records for recurring gift templates, or to update amendment records that already exist, select the
Amendment import type, under Gift in the tree view, and click New Import on the action bar. The Import
screen appears. For detailed information about importing new records into The Raiser’s Edge, importing
updates to existing records in The Raiser’s Edge, and creating an import file of records in your Raiser’s Edge
database to use in another application, see the Import Guide.
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Processing Recurring Gift Transactions

Note: If you use the optional module NetSolutions, you can download credit card and direct debit transactions
online. For more information, see the NetSolutions Guide.

Once you create a recurring gift template and a constituent begins donating gifts regularly according to schedule,
you need to create a cash gift record for each of these donations. You can generate transactions for a recurring
gift template in several ways.

Note: A constituent can give a cash payment for a recurring gift electronically and non-electronically. If a
constituent uses a non-electronic payment type, such as personal or business check, your organization receives
the gift when you deposit the check in the bank. For recurring gifts, you normally use electronic payment types,
such as a direct debit and credit card. When you use these electronic payment types and mark the EFT?
checkbox beside the Pay method field, you can process the transactions using an electronic funds transfer.
When using Electronic Funds Transfer, you can automatically generate cash payments for recurring gifts, create
direct debit transmission files to send to your sponsoring bank, and create credit card transmission files to
process through IATS or ICVerify. For more information, see “Electronic Funds Transfer” on page 3. For detailed
information, see the Electronic Gifts (EFT) Guide.

U You can add a new cash gift record from the Gifts page of Records and apply it to the recurring gift template.
On the Raiser’s Edge bar, click Records. Click the Gifts button. The Gifts page appears. Click New Gift. The New
Gift screen appears. In the Constituent field, click the binoculars to search your database for the constituent
who is donating the gift. Once you find and select the constituent, if you set the When adding a gift warn if
constituent has... Outstanding recurring gifts business rule, a message appears letting you know the
constituent has at least one outstanding recurring gift, and asks if you want to apply the gift to a recurring gift.
Click Yes. The Apply Gift to Recurring Gift screen appears, so you can select the recurring gift to which to apply
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the cash gift. You then enter a Transaction amount. If you did not set the business rule, you can access the
Apply Gift to Recurring Gift screen by selecting Gift, Apply to, Recurring Gift from the menu bar of the cash
gift record. For more information about applying a cash gift record to a recurring gift template, see the
Recurring Gift Transactions section in the Recurring Gifts chapter of the Gift Records Guide. For information
about setting up business rules, see the Business Rules section in the Configuration chapter of the
Configuration & Security Guide.
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L You can add a new cash gift record from the Gifts tab of a constituent record. On the Raiser’s Edge bar, click
Records. Click the Constituents button. The Constituents page appears. Click Open a Constituent. The Open
screen appears so you can search your database for the constituent who is giving the recurring gift. Once you
find and open the constituent record, select the Gifts tab. On the action bar, click New Gift. The New Gift
screen appears. If you set the When adding a gift warn if constituent has... Outstanding recurring gifts
business rule, a message appears letting you know the constituent has at least one outstanding recurring gift,
and asks if you want to apply the gift to a recurring gift. Click Yes. The Apply Gift to Recurring Gift screen
appears so you can select the recurring gift to which to apply the cash gift. You then enter a Transaction
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amount. If you did not set the business rule, you can access the Apply Gift to Recurring Gift screen by selecting
Gift, Apply to, Recurring Gift from the menu bar of the cash gift record. For more information about applying
a cash gift record to a recurring gift template, see the Recurring Gift Transactions section in the Recurring Gifts
chapter of the Gift Records Guide. For information about setting up business rules, see the Business Rules
section in the Configuration chapter of the Configuration & Security Guide.
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Q Using Batch, you can add many cash gift records to the database at once. On the Raiser’s Edge bar, click Batch.
The Batch page appears. On the action bar, to create a new gift batch, click New Gift Batch. To open an
existing batch, select a batch in the grid, and click Open on the action bar. The Batch screen appears. In the
Constituent Name column, click the binoculars. The Open screen appears so you can search your database for
the constituent who is giving the recurring gift. Once you find and open the constituent record, if you set the
When adding a gift to a batch, warn if constituent has... Outstanding recurring gifts business rule, a message
appears letting you know the constituent has at least one outstanding recurring gift, and asks if you want to
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apply the gift to a recurring gift. Click Yes. The Apply Gift to Recurring Gift screen appears, so you can select
the recurring gift to which to apply the cash gift. You then enter a Transaction amount. If you did not set the
business rule, you can access the Apply Gift to Recurring Gift screen by selecting Gift, Apply to, Recurring Gift
from the menu bar of the Batch screen. For detailed information about adding and updating gift records using
Batch, see the Gift Batch chapter of the Batch Guide.
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Qin Import, using the Recurring Gift Payment import type, you can import into your database new cash gift
records to apply to recurring gift templates. On the Raiser’s Edge bar, click Admin. The Administration page
appears. Click the Import button or link. The Import page appears. All import types appear in a tree view on
the left side of the screen. Information appears on the right side of the screen depending on the import type
you select on the left and if you have a corresponding import type saved. To create a new import to add new
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cash gift records to apply to recurring gift templates, or to create an import file containing cash gift payment
information for recurring gift templates, select the Recurring Gift Payment import type, under Gift in the tree
view, and click New Import on the action bar. The Import screen appears. For detailed information about
importing new records into The Raiser’s Edge and creating an import file of records in your database to use in
another application, see the Import Guide.
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Fite Coecinlees

Recurring Gift Data Extraction and Reporting

Once you add recurring gift templates to your database, receive payments toward the recurring gifts, and start
using the recurring gift amendment functionality to track the changes in your regular supporters’ giving, you will
need a way to extract this data from The Raiser’s Edge. You can use Query, Export, Reports, Dashboard, and Mail
to get the data you need. For example, you can effectively thank your donors, correspond with them about their
commitments to your organization, communicate with your donors about where their money is going, and
contact donors when they have missed a certain number of payments. You can also report internally on how your
regular supporters programs are doing, how many donors you have gained or lost, who has upgraded or
downgraded their donations, and analyze demographic statistics to determine which regions to target and why.

Query and Export

In Query and Export, many fields exist to help you extract data so you can better analyze, report on, contact,
recruit, and maintain your regular supporters. For detailed information about Query and Export, see the Query &
Export Guide.

¢ Special gift information fields help you extract information about your recurring gifts.

Note: To remove regular supporters who have missed payments consecutively from future mailings,
transaction files, etc., you can create a query using the Number of Consecutive Missed Payments field. Then
you can use this query to globally change the appropriate recurring gift records’ status to Terminated. For
information about Global Change, see the Global Add, Delete, & Change Guide.

Number of Consecutive Missed Payments - This number is the number of payments skipped or missed since
the last payment made. This field calculates only for recurring gifts. For other gift types, the field will appear
blank.
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Latest Payment Amount - This is the most recent payment amount for a recurring gift template.
Latest Payment Made - This is the most recent payment date for a recurring gift template.

Installment Frequency - This frequency for Recurring Gift Pay - Cash gifts is always the current frequency on
the recurring gift.
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Note: Fields under the Amendments group having a plus sign beside them can be expanded. When you click
the plus sign, additional fields appear.

¢ An entire Amendments group helps you extract information about your recurring gift amendments.

Acknowledge Letter

Acknowledge Date Notes

Amendment Date
Amount

Amount Variance
Appeal List
Campaign List
Solicitor List

Currency Amount

Package List

Previous Amount

Previous Frequency

Subtype

System Record ID

VBA User Field (Export only)

+Appeals
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Currency Type (Query only)
Currency Country (Export only)
Date Added

Date Last Changed

Exchange rate

Frequency

Frequency Description

Fund List

Import ID

Last Changed By

+Campaigns
+Solicitors

+Funds

+Packages

+Previous Appeals
+Previous Campaigns
+Previous Solicitors
+Previous Funds

+Previous Packages

The Amount Variance field may need a little explanation. The Amount Variance is the difference between
the Amount on the Amendment tab of the amendment record and the Amount on the Amendment tab of
the previous amendment record, if more than one amendment exists. If only one amendment exists, it is the
difference between the Amount on the Amendment tab of the amendment record and the Amount on the
Gift tab of the original recurring gift. The Amount Variance is easily calculated when the frequency for the
amount and the previous amount are the same (amendment amount - previous recurring gift amount =
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variance amount). However, when the frequency changes on an amendment, the previous amount will be
calculated using the new frequency. For example, if the original recurring gift is $60 annually, and the
amendment changes to $6 monthly, the S60 is converted to a monthly frequency ($60/12 months = $5
monthly). Then the difference is calculated: $6 (amendment amount) - $5 (previous recurring gift amount) =
S1 (amount variance).
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¢ The Letters Sent group helps you easily export the history of letters sent to your constituents. This includes
those letters sent to your regular supporters concerning their recurring gifts or recurring gift amendments. The
Letters Sent group appears under the Constituent category in Export. It does not appear in Query.

Constituent Letter
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Reports

On the Reports page, you can access reports to help you analyze your regular supporters program.

¢ Profiles summarize information contained on your constituent records. On the Constituent Profile, Individual
Profile, and Organization Profile, you can include an Amendment History. This can be helpful if you want to see
the giving trends for a donor or group of donors over a period of time. You may want to see how many times
this fiscal year a particular individual upgraded (or downgraded) her recurring gift. When you set up a
constituent, individual, or organization profile, you can enter a heading; decide to whom soft credits should go;
select the date for the profile; and decide which campaign(s), fund(s), and appeal(s) to include. To access these
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profiles, on the Raiser’s Edge bar, click Reports. The Reports page appears. Click the Profiles, Lists, and
Directories button or link. The Profiles, Lists, and Directories page appears. To create a new profile, select the
profile type in the list on the left, and click New on the action bar. To open a profile that has already been
created and saved, select the profile in the grid on the right and click Open on the action bar. The Profile screen
appears. For detailed information about profiles, see the Reports Guide and the Sample Reports Guide.

Clara M. Daniels

Amendment History

D ate Type Amount Fregquency Fund Appeal
Solicitor Campaign Package
020212005 Recwring Gift $2000  Monthly Intemational Relisf Fund Annnal Newsletter
Lane &. Perbroke Diisaster Relief Campaign;
100152005 Araendrment $2500  Monthly Intemational Relief Fund Upzrade Lppeal
Uperade
Lane & Pembroke Disaster Belief Campaign;
123172005 Amendment $30.00  MWonthly Intermational Relief Fund Year End & ppeal
Upgrade
Cole Hensley Diisaster Relief Campaign;

¢ The Recurring Gift Missed Payment Report helps you locate the regular supporters you have lost and helps you
determine when you lost them. The report shows the gift amounts to which a donor has committed, but not
yet paid. It processes information for recurring gifts with consecutive missed payments — the number of
payments that have been skipped or missed since the last payment made. You can process this report as a
summary report, detail report, or both. You can filter by campaign(s), fund(s), appeal(s), constituent code(s),
gift status (all except Completed), pay method, and frequency. You can report on recurring gifts with no
payments, recurring gifts with at least one payment, or all recurring gifts, regardless of the number of
payments. You can summarize the report by campaign, fund, appeal, package, constituent code, solicitor, and
pay method. You can break it down by frequency, campaign, fund, appeal, package, solicitor, and pay method.
Along with the constituent name, you can include the constituent ID and a maiden name. From this report, you
can also create a constituent or gift output query.

Note: To remove regular supporters who have missed payments consecutively from future mailings,
transaction files, etc., you can run the Recurring Gift Missed Payment Report and select to create an output
qguery. Then you can use this query to globally change the appropriate recurring gift records’ status to
Terminated. For information about Global Change, see the Global Add, Delete, & Change Guide.

To access the Recurring Gift Missed Payment Report, on the Raiser’s Edge bar, click Reports. The Reports page
appears. Click the Pledge and Recurring Gift Reports button or link. The Pledge and Recurring Gift Reports
page appears. To create a new report, select Recurring Gift Missed Payment Report in the list on the left, and
click New on the action bar. To open a report that has already been created and saved, select the report in the
grid on the right and click Open on the action bar. The Recurring Gift Missed Payment Report screen appears.
For detailed information about reports, see the Reports Guide and the Sample Reports Guide.

Recurring Gift Missed Payment Report Page 1

Firsi payment l Last Payment l Total Payments Total Payment

o] i Name Gift date  Fund Date Amount Daie Amount Frequency Given Amount

AnthonyS. Bllis OUDL2006  Building Fund 011512006 $25.00 0400112006 $30.00 Monthly 4 $110.00

Eenjiman E. Connor 072302006 Intemmationsl Relizf 08/152006 $1500 0811502006 $1500 Monthly 1 $1500
Fund

Cymthia T. Millex 0773002005 Natural Disaster 092612006 $500 0902602006 $5.00 Monihly 1 $5.00
Relief Fund

Luke J. Thames 01062006 Clamp Kids 011512008 $10.00 0411512005 $1000 Monthly 4 $4000
Scholarship

Mary Beth Richardson 07/22/2006  Botanical Garden 080112008 $1000 100112006 $10.00 Monthly 3 $3000
Fund

Ivax G. Taylor 06/23/2006  Playground Site 07072006 §2500 07072006 32500 Monthly 1 $2500

Grand Total 14 $225.00
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¢ The Recurring Gift Amendment Report helps you determine the success rate of your upgrade appeals or
campaigns. It can show you who has upgraded or downgraded, when, and how much your donors were
previously giving and how much they are giving now. It processes information for amended recurring gifts on a
specific date or during a specified date range. You can select to include recurring gifts with amounts that have
been upgraded, downgraded, or remained the same; and you can select to process this report as a summary
report, detail report, or both. You can filter by constituent code(s), appeal(s), campaign(s), fund(s), and
payment type(s). You can summarize the report by campaign, fund, appeal, package, constituent code,
solicitor, and pay method. You can break it down by constituent name, amendment month and year,
campaign, fund, appeal, solicitor, and frequency. Along with the constituent name, you can include the
constituent ID and a maiden name. From this report, you can also create a constituent or gift output query.

To access the Recurring Gift Amendment Report, on the Raiser’s Edge bar, click Reports. The Reports page
appears. Click the Pledge and Recurring Gift Reports button or link. The Pledge and Recurring Gift Reports
page appears. To create a new report, select Recurring Gift Amendment Report in the list on the left, and click
New on the action bar. To open a report that has already been created and saved, select the report in the grid
on the right and click Open on the action bar. The Recurring Gift Amendment Report screen appears. For
detailed information about reports, see the Reports Guide and the Sample Reports Guide.

Recurring Gift Amendment Report

Constituent Name Amendment Date Amendment Amount Fund Variance Amount Variance Percentage

Anthonys . Ellis 030172003 $3000 Building Fund $5.00 20.00%
Banett ] O'Malley 110172004 $2500 Botanical Garden Fund $333 15.38%
Mary Beth Richardson 120172003 $2000 Botanical Garden Fund $10.00 100.00%
Kyle N Bell 120172004 42000 Sraith-Brown Scholarship Fund $10.00 100.00%
Kyle M. Bell 060152005 $75.00 Smith-Brown Scholarship Fund $15.00 25.00%
Kyle N Bell 1001502006 32000 Smith-Brown Scholarship Fund $5.00 66T%
Clara M. Daniels 100152004 $25.00 Intemnational Relief Fund $5.00 25.00%
Clara M. Daniels 1263172004 $30.00 Intemational Relief Fund $5.00 20.00%
Grand Totak:
Monthly $13000  $10167 2833 2787

Quarterly $17500 14500 $30.00 2069
* The amendment changed the frequency of the recumring gift schedule. The mevious amount was recalculated based ox the new frequency

¢ Statistical reports provide you with a breakdown of how many constituents have a specified field value, how
many gifts they gave, and how much money they donated. The exact data included depends on your
parameter tab settings. The Recurring Gift Statistical Report can help you find the regular supporters you have
lost and help you better target future donors. You can determine statistics such as how many donors were lost
per month; which gender or age group is giving the most money; which gender or age group is less likely to
continue giving; or from which ZIP code, county, or region you are receiving the highest donations.

The report processes information for the gift date you decide to use (Gift date or GL post date) and gifts on a
specific date or during a specified date range. You can select to use all fields you normally use on a Raiser’s
Edge statistical report, with the addition of Gift payment method, Gift frequency, and Gift package. You can
filter by fund(s), appeal(s), constituent code(s), campaign(s), and payment type(s). You can select a maximum
of 10 columns, such as number of constituents; number of constituents with an active recurring gift; number of
active recurring gifts; total number of recurring gifts cancelled/terminated; number of recurring gifts
cancelled/terminated with or without payments; total number of new recurring gifts; number of new recurring
gifts with or without payments; average payments given for new recurring gifts; total number of recurring gift
payments; total amount of missed recurring gift payments; total number of amended recurring gifts; number
of recurring gifts that were upgraded, downgraded, or remained the same; and number of
cancelled/terminated recurring gifts/number of active recurring gifts. You can also set report limits based on
certain factors. To help explain complicated data, you can also produce a bar or pie graph of the report results.

To access the Recurring Gift Statistical Report, on the Raiser’s Edge bar, click Reports. The Reports page
appears. Click the Demographic and Statistical Reports button or link. The Demographic and Statistical
Reports page appears. To create a new report, select Recurring Gift Statistical Report in the list on the left, and
click New on the action bar. To open a report that has already been created and saved, select the report in the
grid on the right and click Open on the action bar. The Recurring Gift Statistical Report screen appears. For
detailed information about reports, see the Reports Guide and the Sample Reports Guide.
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Recurring Gift Statistical Report broken down by constituent Gender field

Recurring Gift Statistical Report

No. of Constituents with Percent of New rec. gifts Payments for Avg. payments for
constituents an active rec. gift participation new rec. gifts new rec. gifts
Female 5 4 2000 % 3 $70.00 $8.75
Tlele 3 4 2000 % 4 0,00 56,00
0 g 8000 % 7 $160.00 $6.93

Recurring Gift Statistical Report broken down by Gift payment method field

Recurring Gift Statistical Report

Hew rec. gifts Payments for Avy. payments for Total rec. gift Avyg. rec. gift
Gift payment method new rec. gifts new rec. gifts payments payments
Credit Card 1 $30.00 $10.00 $35.00 $17.50
Direct Debit 2 $11000 $2200 $35.00 $17.50
3 $14000 $17.50 $70.00 $17.50

Dashboard

Recurring Gift dashboard panels provide missed payment information about your regular supporters’ recurring
gifts and summary information about amendments to your recurring gifts. Two Recurring Gift dashboards are
available in The Raiser’s Edge: Recurring Gift Missed Payment Summary and Recurring Gift Amendment
Summary. To access these dashboards, on the Raiser’s Edge bar, click Dashboard. The Dashboard page appears.
To create a new dashboard page, click New on the action bar. The Customize Dashboard page appears. The
Recurring Gift Missed Payment Summary and Recurring Gift Amendment Summary appear under the Gift
category. For detailed information about Dashboard, see the Dashboard Guide.

The Raiser's Edge HEE

File Edit “iew Gao Fawortes Took Help

4 Back & Furward| [pen in sepanate wirday

« |Mew Dashboard - - Customize | ] Hew  Save fs.. ¥ Delete j Refrech Lance|
[ Recurring Gift Missed Payment Summa [ m [ Recurring Gift Amendment Summary m _I
Az of DBI2172008 1:30:15 PW Ag of 0872172008 1:21:566 PM

0 -
Inkernetfweb
Credit 2 2 5 10 $130.00 m_ . 420,00 410,00 $10.00 100,00%
Card solicikations
Direct Upgrade o
s 4 4 11 20| 545,00 Aoceal §30,00 $25.00 $5.00  20.00%
=] =] 16 39 $675.00 $50.00  $35.00 $15.00 42.86%
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¢ The Recurring Gift Missed Payment Summary shows unrealized payments for recurring gifts — the gift
amounts to which your donors have committed, but not yet paid. This dashboard processes information for
recurring gifts with consecutive missed payments. Consecutive missed payments are the number of payments
that have been skipped or missed since the last payment made. You can report on recurring gifts with no
payments, recurring gifts with at least one payment, or all recurring gifts, regardless of the number of
payments. You can summarize this dashboard by campaign, fund, appeal, package, constituent code, solicitor,
or pay method. You can break it down by frequency and display a table, graph, or both. For detailed information
about the Recurring Gift Missed Payment Summary, see the Gift segment in the Dashboard Panels section in
the Working With Dashboard chapter of the Dashboard Guide. For detailed information about how to create a
dashboard panel, see the Panel Basics chapter of the same guide.

=] Recurring Gift Missed Payment Summary
As of 0872152008 1:30:15 P

Pay Method JMao. Constituents {Mo. Gifts ko, Payments Given |MNo. Payments Missed | Total Amount Missed
Credit Card z Z 5 10 $130.00
Direct Debit 4 4 11 29 $545.00

=] 5] 16 39 $675.00

Note: An overall downgrade for your recurring gifts displays in the Variance column in parentheses to
designate the negative amount.

¢ The Recurring Gift Amendment Summary displays summarized information about amendments in your
database. For example, you can filter on a particular upgrade appeal for this fiscal year to see if the total
amounts of your recurring gifts have gone up, down, or remained the same. You can also see the variance
(difference) between the total current amount and the total previous amount of your recurring gifts, and this
total change by percentage. You can summarize the dashboard by campaign, fund, appeal, package,
constituent code, solicitor, or pay method. You can break it down by frequency and display a table, graph, or
both. For detailed information about the Recurring Gift Amendment Summary, see the Gift segment in the
Dashboard Panels section in the Working With Dashboard chapter of the Dashboard Guide. For detailed
information about how to create a dashboard panel, see the Panel Basics chapter of the same guide.

= Recurring Gift Amendment Summary
Asof 0852172008 1:43:43 PM

| appeal Jamount P

H ‘ear End Appeal $120.00 $70,00 450,00 71.43%

revious Smount | Yariance

Yariance Percentage

Feaguancy Amownd Fravious Amowd Fasance  larance Farcentage
Mlanthly £120.00 £70.,00 50,00 71.4353%

Malil

In Mail, fields exist to help you extract data so you can easily contact your regular supporters. Mail makes it easier
to correspond with your donors because it can automate many standard processes such as gathering data for
mail merges and selecting addresses. You can create letters for many donors at one time. For detailed
information about using mail tasks in The Raiser’s Edge, see the Mail Guide.
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Donor Acknowledgement Letters

You can use the Donor Acknowledgement Letters mail task to select and export acknowledgement information to
create thank-you letters for your regular supporters. You can create many letters at once for a group of donors.

You can insert merge fields, such as Amount last paid and Date last payment, to personalize the letter for each

constituent. Using the Donor Acknowledgement Letters mail task, you export the corresponding fields to merge
with a letter you have written in an application that supports mail merges. The following section lists fields that

can be useful when creating letters for your regular supporters. For information about Donor Acknowledgement
Letters, see the Available Mail Tasks chapter of the Mail Guide.

¢ Fields appear on the Fields to Include tab of the Donor Acknowledgement Letters screen that can be useful
when acknowledging your regular supporters. These fields appear in the Gifts folder in the Available Fields box.
To include these fields, select each one at a time and click the single right arrow to move each field to the Fields
to Export box. For information about using the Fields to Include tab, see the Fields to Include Tab chapter of the

Mail Guide.

Amount last paid - This is the amount of the most recently entered cash gift record for a recurring gift
template.

Date last payment - This is the date of the most recently entered cash gift record for a recurring gift
template.

Amendment type - The type can be an upgrade, downgrade, or can remain the same. If the gift is not an
amended recurring gift, the field will appear blank.

Amendment date - This is the date of the most recently entered amendment record for a recurring gift

template.
A2 New Donor Acknowledgement Letters M= E3
Fil=  Edit Favaortes Help
= | E | % - | 4@ Send to"ord merge wizard ‘
E: Ind. Addresz I I Omg Address &: Format
1: General 2: Fields to Include | 2 Filters 4 Gift Types 5 Altributes
Send one |etter to each donor: Iper gift vl |
Available Fields: Fieldz to E =poit;
|~ Address - Address. Country ;I Wptiors... |
|~ Addresses/S alutation Gifts. Gift type
|~ ] Constituent Informatian Giftz Gift date [Short date)
Gifts. Amount
: Acknowledgee Mame 3 Gifts.Fund description [1]
- [E] &ppeal description = Gifts. Letter
- 2] Appeal ID J B Giftz. &mount last paid
- 2] Awtharization Code Gifts. Date Last Payment [Long date]
-[E] Bark name Gifts. Amendmert type
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i [2] Campaign 1D LI

i Find...l

ol

The address to print iz defined on the Individual/Organization Address tabz, If a phone number is
chosen the selected phone type for that address will be printed.

¢ Back | Mest » | Cancel Export... | Merge... |
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¢ On the Gift Types tab of the Donor Acknowledgement Letters screen, an All Recurring Gift group appears.
Recurring Gift and Amendment appear within this group. You can select to move these types from the Gift
Types box to the Include these Gift Types box. Under the All Cash group, you can also select Recurring Gift
Pay - Cash. You can include these helpful recurring gift mail types in your letters. For information about using
the Gift Types tab, see the Gift Types Tab chapter of the Mail Guide.

I Hew Donor Acknowledgement Letters [_ [}
File Edit Favaorites Help

] | ) | ? - | 8 Gend o WwWord merge wizard ‘

E: Ind. Addrezs | £ Org. Address | 2 Format |
1: General | 2: Fields to Include | 3 Filters 4: Gift Types | 5 Attributes
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o [2 MG Pay-Gift-inKind =] B Recuring Gift Pay-Cash

b4l wiite Dffs B Recuring Gift
e [2) it OIFF

B Amendment

Il Other
b [ Oithier
Pay-Other

¥ Exclude zera amourt gifts
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[ Subtiact Broler fee from soldlstosky property

= Wse aift balanee nstead af aift amaunt
[ | Ealculate gitt balance baged an date range, campaigr, fund, and appesl

< Back | Mest » Cancel Expart... Merge...

Reminders

You may want to send reminders to your regular supporters who have skipped several payments on their
recurring gift commitment. You may be able to improve the financial success of your regular supporters program
by kindly reminding these donors of their commitments. You can send a reminder for each recurring gift
transaction or a single reminder for the entire recurring gift. The following section lists fields that can be useful
when creating reminders for your regular supporters. For information about Reminders, see the Available Mail
Tasks chapter of the Mail Guide.

¢ Fields appear on the Fields to Include tab of the Reminders screen that can be useful when sending reminders
to your regular supporters. These fields appear in the Gifts folder in the Available Fields box. For the Gifts
folder to appear in the Available Fields box, you must select “Create custom data file” in the Reminder type
field on the General tab of the Reminders screen. To include these fields, select each one at a time and click the
single right arrow to move the field from the Available Fields box to the Fields to Export box. For information
about using the Fields to Include tab, see the Fields to Include Tab chapter of the Mail Guide.

Amount last paid - This is the amount of the most recently entered cash gift record for a recurring gift
template.
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Date last payment - This is the date of the most recently entered cash gift record for a recurring gift

template.
A2 New Reminders M= E3
Fil=  Edit Favaortes Help
= | E | % - | 4@ Send to"ord merge wizard ‘
E: Org. Address | 7 Gift Types I &: Format
1: General 2 Fields to Include | 2: Filters 4: Attributes | 5 Ind. Addrezs

Select optional fields you wizh to print by moving them to the right-hand baox. |
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¢ Back | Mest » | Cancel |

Export... | Merge... |

¢ On the Gift Types tab of the Reminders screen, an All Recurring Gift group appears. Recurring Gift and
Amendment appear within this group. You can select to move these types from the Gift Types box to the
Include these Gift Types box. You can include these helpful recurring gift mail types in your reminders. For
information about using the Gift Types tab, see the Gift Types Tab chapter of the Mail Guide.

A2 New Reminders M= E3
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Renewal Notices

The Renewal Notices mail task is available if you use the optional module Membership Management. You can
print renewal notices for memberships that have lapsed or will lapse. Sending renewal notices can increase your
membership retention rate. When a membership is about to expire, you can send a renewal notice to encourage
and remind a member to extend a membership. The following section lists fields that can be useful when creating
renewal notices for your regular supporters who use recurring gifts to pay their membership dues.

¢ Fields appear on the Fields to Include tab of the Renewal Notices screen that can be useful when sending
renewal notices to your regular supporters. These fields appear in the Gifts folder in the Available Fields box.
For the Gifts folder to appear in the Available Fields box, you must select “Create custom data file” in the
Notice type field on the General tab of the Renewal Notices screen. To include these fields, select each one at a
time and click the single right arrow to move the field from the Available Fields box to the Fields to Export box.
For information about using the Fields to Include tab, see the Fields to Include Tab chapter of the Mail Guide.

Amount last paid - This is the amount of the most recently entered cash gift record for a recurring gift
template.

Date last payment - This is the date of the most recently entered cash gift record for a recurring gift
template.

Amendment type - The type can be an upgrade, downgrade, or can remain the same. If the gift is not an
amended recurring gift, the field will appear blank.

Amendment date - This is the date of the most recently entered amendment record for a recurring gift
template.

S B

12 New Renewal Motices
File  Edit

= | E | % - | 4@ Send to Word merge wizard ‘
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The address to print iz defined on the Individual/Organization Address tabz, If a phone number is
chosen the selected phone type for that address will be printed.

¢ Back | Mest » | Cancel

Export... | Merge... |
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