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(Ver. 6/7/10)
Gift Acceptance and Entry Guidelines

Gifts will be mailed directly to the school.   The school will have a designated point person (DPP) - either the principal, development staff member or volunteer to handle received gifts.

When a gift is received:

1. Photocopy pledge form, check, and any other documentation sent with donation and file.

2. All gifts should be entered into the FACTS Database by the DPP on the day they are received.   

3. Follow the guidelines and steps for gift processing in the FACTS system (attached). 

4. Follow the guidelines for gift acknowledgement (attached).

Gift Acknowledgment Guidelines

Within 48 hours of the gift being received, an acknowledgment letter is generated out of the FACTS system and sent to the donor.  It is important to be aware of any prolonged absences (1 business week) by any of the letter signers.  Changes to the signatory need to be made to ensure timely acknowledgments. 
If a gift is at a level where the superintendant or archbishop should sign a letter, the individual schools must notify the CAP Coordinator, Kim Shea, as soon as the gift is received.   The CAP Coordinator will generate all letters at the archdiocesan level.

	Gift Level


	Resulting Acknowledgment

	$1 to $999
	1. Letter generated from FACTS to be hand-signed by principal &/or pastor and include a hand written note on the bottom.

	$1000 to $4999


	1. Letter generated from FACTS to be hand-signed by principal &/or pastor with a hand written note on the bottom.  It is suggested this letter be additionally tailored to the specific donor or donation.

2. Phone call from principal &/or pastor providing a thank-you and a possible invite to tour the school or attend an up-coming function.

	$5,000 & above


	1. Letter generated from FACTS to be hand-signed by principal &/or pastor with a hand written note on the bottom. It is suggested this letter be additionally tailored to the specific donor or donation.

2. Phone call from principal &/or pastor providing a thank-you and a possible invite to tour the school or attend an up-coming function.

3.  Letter from Dale Hoyt, Superintendent


Guidelines and Steps for Gift Processing in the FACTS System

Search for the donor in the database
1. From the FACTS homepage, click Search & Edit Donor Records

2. Type the donor’s last name in the search bar and click Search

3. Review the search results for the correct record

a. If the donor is not found in the database, follow the steps for Creating a new donor record below

4. Mouse over the Manage link next to the person’s name and select Manage Contact

5. Click the Add Gift Entry link on the right side of the screen

Creating a new donor record
1. From the FACTS home page, click the Add New Record link.

2. A new window will appear.  Enter as much of the data on this screen as possible, specifically the First and Last Name, Address, City, State, ZIP/Postal Code, and Affiliation.

3. Click Submit to save the data.
4. A Confirmation screen will appear.  Ignore the information on this screen.

5. Click the Close Window link at the bottom of the text.

6. Click Yes to the “Do you want to close this window?” message.

Creating a new Appeal Category
Entering a new gift (Donations not associated with the online form)

1. These instructions assume the proper donor record has been found and the Add Gift Entry link has been clicked.  If not, complete the Search for donor in the database steps.

2. In the Amount Received field, enter the total amount received (cash, check, etc).  For In-Kind or other non-monetary donations, enter the description.
3. In the Gift Type drop-down box, select Donation (for details on entering pledges or recurring gifts, see those sections within this document).

4. From the Gift Subtype drop-down box, select a subtype if applicable.  “Anonymous” has been added as `a gift subtype option and no longer needs to be noted in “Gift Notes”.  

5. The Received Date field defaults to today’s date.  This can be changed to a different date if necessary.

6. From the Payment Type drop-down box, select the method of donation.  These instructions assume the payment type is a Check.  

· NOTE:  The Offline Credit Card option should only be used if the donation was already processed via a credit card machine at the school, and just needs to be recorded in FACTS.

· NOTE:  Use extreme caution when selecting the ACH or Credit Card options, as both of these options WILL transact money directly from the donor’s bank account (ACH) or their Credit Card.  As a rule of thumb, if the account number field is required, money will be transacted from the donor’s account.

7. Enter the Check Number, Check Date, and Name as it appears on the check.

8. DO NOT enter the donor’s Bank Routing Code or Bank Account Number.
9. From the Fund/Designation drop-down box, select the fund to which this donation should be applied (unrestricted, restricted, or previous donation).

a. Unrestricted – The donation can be used for any purpose

b. Restricted – The donor has specified how the donation should be used.
c. Previous Donations –Select if entering donations received prior to 2009-10 fiscal/school year.  If necessary, please contact your CAP Advisor or FACTS directly. They can work with you to electronically transfer historical transactions.
d. Clickyes.com – Applies only to money raised through the online donation form.  Therefore, no need to select this option since it is pre-filled on those donations received on-line.   
10. From the Campaign drop-down select the appropriate campaign

a. 2009-2010 – To be used for any donations (CAP or otherwise) received in the 2009-2010 school year.

b. Previous Donations – To be used for donations received before the 2009-10 school year.

11. Skip the Source Code field.  This field is not in use.

12. From the Appeal drop-down box, select the appeal responsible for this donation. Present options are:  Advocacy Mailing, Appeal Mailing – Dec 2009, Appeal Mailing – June 2010, and Major Giving.  Additional categories may be added to suit your needs (ex: Golf Tournament, Winter Ball, etc.).   Instructions to add an additional appeal category are provided in the last section of this document.
13. In the right hand column, the Gift Notes field can be used to record any other notes or information on this donation.

14. Acknowledgement letters can either be generated one at a time as each gift is entered or in a batch at a later time.  The following steps refer to generating the acknowledgement letter individually.  If the letters will be batched together, skip to step 15 below.

a. These steps should only be followed if the acknowledgement letters will be generated as each gift is entered.  In the right hand column, change the Letter Status to Processed.
b. Click on the calendar icon next to the Letter Date field, and enter today’s date.
c. From the Letter Name drop-down box, select the desired acknowledgement letter to generate.
d. Click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.
e. Once the gift has been reviewed and is accurate, click the Save & Print Acknowledgement button to record the transaction and generate the letter.
f. On the Single Gift Acknowledgement screen, verify the Letter Template is correct, and then click Continue.
g. Click the link labeled Click here to download letter
h. Click Open to open the letter or Save to save it to your computer or network.
i. Review the letter to make sure all fields merged correctly.  You may also click and type a personalized note.
j. Print, sign, and mail within 48 hours of receipt of gift.
15. If acknowledgement letters will be generated in a batch, click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.

16. Once the gift has been reviewed and is accurate, click the Save button to record the transaction.

17. See the Generating Batch Acknowledgement instructions to create the letter, if not created above.

Entering a new Pledge (received in the school office – NOT via the online form)

1. These instructions assume the proper donor record has been found and the Add Gift Entry link has been clicked.  If not, complete the Search for donor in the database steps.

2. In the Amount Received field, enter the total amount received today – NOT the total pledge amount.

3. In the Gift Type drop-down box, select Pledge (for details on entering donations or recurring gifts, see those sections within this document).

4. From the Gift Subtype drop-down box, select a subtype if applicable.  “Anonymous” has been added as `a gift subtype option and no longer needs to be noted in “Gift Notes”.
5. The Received Date field defaults to today’s date.  This can be changed to a different date if necessary.

6. If no money was received with the pledge, skip the Payment Type field.

7. If money was received with the pledge (i.e. a first or down payment) select the method of payment from the Payment Type drop-down box.  These instructions assume the donation is a Check.  

a. NOTE:  The Offline Credit Card option should only be used if the donation was already processed via a credit card machine at the school, and just needs to be recorded in FACTS.

b. NOTE:  Use extreme caution when selecting the ACH or Credit Card options, as both of these options WILL transact money directly from the donor’s bank account (ACH) or their Credit Card.  As a rule of thumb, if the account number field is required, money will be transacted from the donor’s account.

8. If money was received with the pledge, enter the Check Number, Check Date, and Name as it appears on the check.

9. If money was received with the pledge, DO NOT enter the donor’s Bank Routing Code or Bank Account Number

10. From the Fund/Designation drop-down box, select the fund to which this donation should be applied (unrestricted, restricted, or previous donation).

a. Unrestricted – The donation can be used for any purpose

b. Restricted – The donor has specified how the donation should be used.

c. Previous Donations –Select if entering donations received prior to 2009-10 fiscal/school year.  If necessary, please contact your CAP Advisor or FACTS directly. They can work with you to electronically transfer historical transactions.
d. Clickyes.com – Applies only to money raised through the online donation form.  Therefore, no need to select this option since it is pre-filled on those donations received on-line.   

11. From the Campaign drop-down select the appropriate campaign

a. 2009-2010 – To be used for any donations (CAP or otherwise) received in the 2009-2010 school year.

b. Previous Donations – To be used for donations received before the 2009-10 school year.

12. Skip the Source Code field.  This field is not in use.

13. From the Appeal drop-down box, select the appeal responsible for this donation. Present options are:  Advocacy Mailing, Appeal Mailing – Dec 2009, Appeal Mailing – June 2010, and Major Giving.  Additional categories may be added to suit your needs (ex: Golf Tournament, Winter Ball, etc.).   Instructions to add an additional appeal category are provided in the last section of this document.

14. In the Detail section at the bottom of the screen, enter the details of the pledge:

a. The Amount Received field will contain the valued entered in Step 2.  Again, this is any money received today.  

b. In the Total Pledge Amount, enter the total amount of the pledge

c. Skip the Installment Amount field, as this value automatically calculates based upon the other data entered.

d. Select the desired Installment Frequency from the drop-down

e. Enter the Number of Installments

f. The Start Date defaults to today’s date.  The payment dates are based upon this and the Installment Frequency.  To change the Start Date, click on the calendar icon.

g. A schedule of payments will appear below.  You may need to click into a different field for the pledge detail to refresh and recalculate your last change.

15. In the right hand column, the Gift Notes field can be used to record any other notes or information on this donation.

16. Acknowledgement letters can either be generated one at a time as each gift is entered or in a batch at a later time.  The following steps refer to generating the acknowledgement letter individually.  If the letters will be batched together, skip to step 17 below.

a. These steps should only be followed if the acknowledgement letters will be generated as each gift is entered.  In the right hand column, change the Letter Status to Processed.

b. Click on the calendar icon next to the Letter Date field, and enter today’s date.

c. From the Letter Name drop-down box, select the desired acknowledgement letter to generate.

d. Click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.

e. Once the gift has been reviewed and is accurate, click the Save & Print Acknowledgement button to record the transaction and generate the letter.

f. On the Single Gift Acknowledgement screen, verify the Letter Template is correct, and then click Continue.

g. Click the link labeled Click here to download letter

h. Click Open to open the letter or Save to save it to your computer or network.

i. Review the letter to make sure all fields merged correctly.  You may also click and type a personalized note.

j. Print, sign, and mail within 48 hours of receipt of gift.

17. If acknowledgement letters will be generated in a batch, click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.

18. Once the gift has been reviewed and is accurate, click the Save button to record the transaction.

19. See the Generating Batch Acknowledgement instructions to create the letter, if not created above.

Recording Pledge payments (for pledges received in the school office – NOT via the online form)

1. From the FACTS homepage, click Search & Edit Donor Records

2. Type the donor’s last name in the search bar and click Search

3. Review the search results for the correct record

4. Mouse over the Manage link next to the person’s name and select Manage Contact

5. Click the Add Gift Entry link on the right side of the screen

6. A message will appear stating that the contact has an outstanding open item(s).  You will need to decide how the money should be applied:

a. To apply the gift to the open pledge, click OK (assumed for these instructions)

b. To enter a new donation (not associated with the pledge), click Cancel (see Entering a New Gift)

7. Enter the Amount Received today.

8. The Received Date field defaults to today’s date.  This can be changed to a different date if necessary.

9. From the Payment Type drop-down box, select the method of donation.  These instructions assume the donation is a Check.  

· NOTE:  The Offline Credit Card option should only be used if the donation was already processed via a credit card machine at the school, and just needs to be recorded in FACTS.

· NOTE:  Use extreme caution when selecting the ACH or Credit Card options, as both of these options WILL transact money directly from the donor’s bank account (ACH) or their Credit Card.  As a rule of thumb, if the account number field is required, money will be transacted from the donor’s account.

10. Enter the Check Number, Check Date, and Name as it appears on the check.

11. DO NOT enter the donor’s Bank Routing Code or Bank Account Number

12. In the Open Items section at the bottom of screen, you will apply the payment to the pledge.

a. The Amount Entered in Step 7 appears in large, bold numbers.  This is the amount to be applied to the pledge.

b. Optional:  Click the + by the Transaction ID to expand the pledge and see the payment schedule.

13. Determine how the Amount Received should be applied to the pledge by selecting one of the following options.  Click the radio button next your selection.

a. Manually apply this payment to open items in the list below – you determine how the monies should be allocated to the pledge.

b. Apply this payment to the oldest items in the list below – the monies will be applied to the oldest dated payment in the list.  Any remaining funds will be applied to the next oldest payment, and so on.  THIS OPTION IS RECOMMENDED.

c. Apply this payment to the newest items in the list below – the monies will be applied to the newest dated payment in the list.  Any remaining funds will be applied to the next newest payment, and so on.

d. Split this payment equally against outstanding items in the list below – the amount received will be split equally amongst all of the open items.

14. Once an option is selected, the screen will refresh and the monies will be applied.  Assuming the amount received is not greater than the outstanding pledge balance, the Remaining Amount will display $0.  

· NOTE:  if the pledge has been paid in full, and monies are still remaining, the system will take you to enter a new gift.

15. In the right hand column, the Gift Notes field can be used to record any other notes or information on this donation.

16. Acknowledgement letters can either be generated one at a time as each gift is entered or in a batch at a later time.  The following steps refer to generating the acknowledgement letter individually.  If the letters will be batched together, skip to step 17 below.

a. These steps should only be followed if the acknowledgement letters will be generated as each gift is entered.  In the right hand column, change the Letter Status to Processed.

b. Click on the calendar icon next to the Letter Date field, and enter today’s date.

c. From the Letter Name drop-down box, select the desired acknowledgement letter to generate.

d. Click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.

e. Once the gift has been reviewed and is accurate, click the Save & Print Acknowledgement button to record the transaction and generate the letter.

f. On the Single Gift Acknowledgement screen, verify the Letter Template is correct, and then click Continue.

g. Click the link labeled Click here to download letter

h. Click Open to open the letter or Save to save it to your computer or network.

i. Review the letter to make sure all fields merged correctly.  You may also click and type a personalized note.

j. Print, sign, and mail within 48 hours of receipt of gift.

17. If acknowledgement letters will be generated in a batch, click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.

18. Once the gift has been reviewed and is accurate, click the Save button to record the transaction.

19. See the Generating Batch Acknowledgement instructions to create the letter, if not created above.

Entering a pledge payment (Donations associated with the online form)

1. If a donor completes the online donation form and pays via Credit Card, ACH, or PayPal (these options not applicable for all schools), the donor’s information is automatically entered into the database and the payment is automatically processed.  No other entry is necessary.

2. If the donor completes the online donation form and selects the “Print this form and mail it with your donation” option, the donor’s record will already be in the database, but the payment will need to be recorded.  In a perfect world, the donor will include a print out of their online form submission with their check so it can be applied correctly.  Obviously, this will not always happen.

3. The best way to determine if a donor completed the online donation form, but has not completed their payment is as follows:

a. From the FACTS homepage, click Search & Edit Donor Records

b. Type the donor’s last name in the search bar and click Search

c. Review the search results for the correct record

d. Mouse over the Manage link next to the person’s name and select Manage Contact

e. On the first Summary tab, scroll down to the Gift Entry section (towards the bottom of the screen).  Any records listed may be the result of an online form submission.

4. To enter the donation and resolve the outstanding amount, go to the Communities menu and select Forms and Single Step Donation.

5. Place your mouse over the form name and select Bookkeeping.  Click the Pending Donation link.

6. On the Pending Donation screen, a list of all open items will appear.  Check the box to the left of the donor’s name as their donation is received.  Click the Confirm button. 

7. Click OK to the confirmation message.

Entering a recurring gift (the donor’s credit card or bank account will be charged for each payment)

Note:  Recurring gifts will automatically withdraw money from the donor’s credit card or bank account (via ACH) on a recurring basis (monthly, quarterly, etc).  Each transaction will be subject to 6% processing fees.

1. These instructions assume the proper donor record has been found and the Add Gift Entry link has been clicked.  If not, complete the Search for donor in the database steps.

2. In the Amount Received field, enter the total amount received today – NOT the total pledge amount.

3. In the Gift Type drop-down box, select Recurring Gift (for details on entering donations or pledges, see those sections within this document).

4. From the Gift Subtype drop-down box, select a subtype if applicable.  “Anonymous” has been added as `a gift subtype option and no longer needs to be noted in “Gift Notes”.
5. The Received Date field defaults to today’s date.  This can be changed to a different date if necessary.

6. In the Payment Type field, select how the recurring gift will be collected:  ACH (using a person’s banking information) or Credit Card.

a. Depending on the Payment Type selected, complete the required fields (denoted by an asterisk) to set up a payment method for the recurring gift.  This is the account that all future payments will be taken from.

b. NOTE:  Use extreme caution when selecting the ACH or Credit Card options, as both of these options WILL transact money directly from the donor’s bank account (ACH) or their Credit Card.  As a rule of thumb, if the account number field is required, money will be transacted from the donor’s account.  If the donor does not want money automatically withdrawn from their credit card or bank account, change the Gift Type to Pledge.

7. From the Fund/Designation drop-down box, select the fund to which this donation should be applied (unrestricted, restricted, or previous donation).

a. Unrestricted – The donation can be used for any purpose

b. Restricted – The donor has specified how the donation should be used.

c. Previous Donations –Select if entering donations received prior to 2009-10 fiscal/school year.  If necessary, please contact your CAP Advisor or FACTS directly. They can work with you to electronically transfer historical transactions.
d. Clickyes.com – Applies only to money raised through the online donation form.  Therefore, no need to select this option since it is pre-filled on those donations received on-line.   

8. From the Campaign drop-down select the appropriate campaign

a. 2009-2010 – To be used for any donations (CAP or otherwise) received in the 2009-2010 school year.

b. Previous Donations – To be used for donations received before the 2009-10 school year.

9. Skip the Source Code field.  This field is not in use.

10. From the Appeal drop-down box, select the appeal responsible for this donation. Present options are:  Advocacy Mailing, Appeal Mailing – Dec 2009, Appeal Mailing – June 2010, and Major Giving.  Additional categories may be added to suit your needs (ex: Golf Tournament, Winter Ball, etc.).   Instructions to add an additional appeal category are provided in the last section of this document.

11. In the Detail section at the bottom of the screen, enter the details of the recurring gift:

a. The Amount Received field will contain the valued entered in Step 2.  Again, this is any money received today.  

b. In the Installment Amount, enter the amount of each installment.  This is the amount that will be transacted from the credit card or ACH for each payment.

c. Select the desired Installment Frequency from the drop-down

d. Enter the Number of Installments.  Do not check the Infinite box, as this will transact payments from the credit card or ACH without end.

e. The Start Date defaults to today’s date.  The payment dates are based upon this and the Installment Frequency.  To change the Start Date, click on the calendar icon.  These are the dates the transaction(s) will be processed.

f. A schedule of payments will appear below.  You may need to click into a different field for the payment detail to refresh and recalculate your last change.

12. In the right hand column, the Gift Notes field can be used to record any other notes or information on this donation.

13. Acknowledgement letters can either be generated one at a time as each gift is entered or in a batch at a later time.  The following steps refer to generating the acknowledgement letter individually.  If the letters will be batched together, skip to step 14 below.

a. These steps should only be followed if the acknowledgement letters will be generated as each gift is entered.  In the right hand column, change the Letter Status to Processed.

b. Click on the calendar icon next to the Letter Date field, and enter today’s date.

c. From the Letter Name drop-down box, select the desired acknowledgement letter to generate.

d. Click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.

e. Once the gift has been reviewed and is accurate, click the Save & Print Acknowledgement button to record the transaction and generate the letter.

f. On the Single Gift Acknowledgement screen, verify the Letter Template is correct, and then click Continue.

g. Click the link labeled Click here to download letter

h. Click Open to open the letter or Save to save it to your computer or network.

i. Review the letter to make sure all fields merged correctly.  You may also click and type a personalized note.

j. Print, sign, and mail within 48 hours of receipt of gift.

14. If acknowledgement letters will be generated in a batch, click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.

15. Once the gift has been reviewed and is accurate, click the Save button to record the transaction.

16. See the Generating Batch Acknowledgement instructions to create the letter, if not created above.

Marking a gift (Donation, Pledge, etc) as Anonymous

When these procedures should be used:  A gift is received from a donor, who requests that the gift remain anonymous.

1. Is the donor’s identity is known, enter the gift under the name of the donor.  The gift will be flagged as anonymous and the name removed from external reporting.

2. Determine the type of gift (Donation, Pledge, or Recurring) and reference those instructions to start the gift.
3. When entering the gift, select Anonymous from the Gift Subtype drop-down box.
4. Enter the rest of the gift as normal.
Entering a matching gift 

When these procedures should be used:  A gift is received from a donor, and their employer (or other entity) is matching all or a portion of the gift.

1. Determine the type of gift (Donation, Pledge, or Recurring) and reference those instructions to start the gift.

2. From the Gift Subtype field, select Matching Gift
3. After the Fund, Campaign, and (if applicable) Appeal are selected, click on the Matching Gifts tab at the top of the screen.

4. On the Matching Gifts screen, if the donor has a relationship established with an organization it will appear here.  If none appears, or it is the not the organization providing the match, click New.

5. On the New Relationship screen, skip the Relationship Information section.
6. In the Related To section, you can search for an existing Organization record by clicking the magnifying glass icon.  If the organization is not found, close the search window (which was opened when the magnifying glass icon was clicked)

7. If the organization is not in the database, it should be added in the Organization Information section.  Enter the Organization Name (required) and as much information as possible).
8. Click Save.

9. You will be returned to the Matching Gifts screen, and the organization will appear.  In the Amount field, enter the amount the organization is matching.

10. From the Status drop-down box, select the status of the matching gift.  The options are:

a. Pending – The matching gift has not yet been received.

b. Matched – The matching gift has been received.

c. Match Denied – The gift will not be matched by the organization

11. Click the Review button, and verify all information entered is correct.  If a change is necessary, click on the Gift tab to return to the transaction.  Repeat as necessary.

12. Once the gift has been reviewed and is accurate, click the Save button to record the transaction.

Confirming a matching gift 

When these procedures should be used:  A matching gift was recorded as Pending, and now the match has been received and needs to be recorded.

1. Go to the Contacts menu and select Organizations.

2. Search for the organization who has matched the gift

3. Mouse over the organization’s name and select Manage Contact

4. Click on the Financial tab

5. Click on the Matching Gifts subtab

6. All matching gifts for the organization are on this page.  Find the gift to update.

7. In the Amount field, verify the amount received.

8. From the Status drop-down field, select the appropriate status.  The options are:

a. Pending – The matching gift has not yet been received.

b. Matched – The matching gift has been received.

c. Match Denied – The gift will not be matched by the organization

9. Click Save

Generating acknowledgement letters in a batch

When these procedures should be used:  Acknowledgement letters are not being printed after each gift is entered, and need to be generated.

1. From the FACTS home page, click on the Generate Acknowledgements link

2. From the first drop-down box in the Search bar, select the desired search criteria.  Some commonly used options are:

a. Date Entered (default) – gifts entered in a specific date or date range
b. Last Name – find gifts by a specific person.  Useful for reprints.

3. Depending on the search option, complete the rest of the search criteria and click Search.  Two notes:
a. Additional search criteria can be added by clicking the Add Filter button.

b. Clicking Show All is not recommended as a large number of gifts can stall the system.  

4. The search results will display below.  Select the record(s) to print
a. Check individual check boxes next to record(s) or

b. Select all records on the page by clicking the Check/Clear All button above all of the checkboxes.

5. Click the Batch Acknowledge button

6. From the Letter Template drop-down box, select the desired letter template to use

7. Skip the Salutations and Addresses sections

8. If more than one record was selected to print, address labels will be generated.  Selected the desired label type from the Format drop-down box.  Select CSV (comma separated values) if your Avery format is not shown.

9. Click the Continue button.  The letters and labels will be processed, but will not be displayed

10. To find and print the letters and/or label file, go to the Communications and select Acknowledgements and Download Acknowledgement Files

11. The letters and labels will be in separate files, but are grouped together by date generated.  Click the Download link to open, print, or save a file.
Creating a new Appeal

When these procedures should be used:  A new appeal (Golf Tournament, Winter Ball, etc) needs to be added so gifts associated with the appeal can be recorded.

1.  From the Control menu, select Campaign Manager and Campaigns.

2. Click on the 2009 – 2010 campaign

3. Click on the Appeals tab

4. Click the New button

5. On the New Appeal screen, enter the name of the appeal

NOTE:  to simplify reporting, be sure to name the appeal as follows:   ### Appeal Name

· ### is the three digit school code for your school

· Appeal Name is the name of the appeal

· For Example:  the Golf Tournament for school 075 would be entered as:  075 Golf Tournament 

6. Leave the category as Direct Mail

7. Click Save

8. On the Properties screen, click Save again.

9. Click on the Blackbaud Sphere icon in the upper left to return to the home page.
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