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Entering a Donation

A donation is received. How did it arrive? Is it the result of a campaign initiated by the charity or has it

come due to the goodwill of a donor?

We discussed campaigns in our first seminar. Based on the campaigns which have been defined a
donation is allocated at the request of the donor.
The donation is recorded by selecting the campaign and in some cases a designated fund. Where the

fund is not designated, the gift is allocated to a general donation fund like greatest need.

Entry of the gift can tell a great deal as it identifies why the donor gave and possibly if the donor has a

specific area of interest.

Update to Master (U2M)

Once the donation is entered and determined to be correct, it can be posted or U2M. This process for a

new donor identifies the first fiscal year they have donated. It will also update the last year donated.

If a donor has given in prior years the first year donated remains constant while the last year donated
now displays the last fiscal year donated when U2M is run.
For each fiscal year the donor’s record displays total dollars in each of the following categories:
Registration is updated using the Registration Fee value
Donations with a Donation Count
Sponsorships

Merchandise
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Participation
Registration
Participation is updated using the Acquired By’s fundraising number and it accumulates the

Amount field.

Shared Donor Summary

Donors, both private and corporate can share a donor summary which means that all gifts are allocated
to on Donor Summary set of totals. This can be useful for couples or couples with a private foundation or
couples with a small business. There are utilities in @EASE to Join donors as well as Separate them.
Where couples play different roles in an organization this is a good way to ensure their donation activity

is recognized. The Private Donor Tutorial area has a full description of how this works.

Q-Xpress Fields

Any time a record is selected using Q-Xpress, First and Last Year Donated are automatically included.
Please remember the accuracy of these values are determined by U2M being completed. This offers

valuable information for development staff.

Benefits of Activity by Fiscal Year

Reviewing a donor’s Donor Summary found in their Profile, shows by fiscal year what their accumulated

activity has been providing all records have been U2M.

Donor Recognition

Where campaigns have been well set up by Donation Type, running a Q-Xpress \ Donor Selection \
Donor by Campaign Year makes finding total giving easy to do.
When this selection is run the Amount field in Q-Xpress provides a grand total of the years selected, the

Donation Count displays the gift count for the period.

In the Q-Xpress View window a global assign can be made for the different levels by first sorting by

amount and then highlighting donors by gift amount and assigning a Donor Recognition value.
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Accumulated Donations by Fiscal Year

Donor By Accumulated Receipting by Date
Doner By Achievements

Doner By Campaign Type

Donor By Interest

Doner By Membership

Donor By Qualities

Include donations not yet updated to master
[F] Include Pledged

Denor Type: | Bath Private and Corporate -

Committed Donors or Donor Tenure

" Here we are looking for
accumulated donations of $1,000
or more from fiscal years 1900
through to the end of fiscal 2017.

Where U2M is incomplete options

FEEDTEE | Q-Xpress Selection (Donor By Denation Amount by Year)
Corporate Donors Current Record Count 54
Corporate Contacts Delete existing records from file [7] Enable Suppress mail option [] Enable Mailing Labels Count
Receipt Selection
‘Campaign Reminder
FlEirE Amourt Rangs
To:

Donor Selection From: 100000 ~ 999999999
Donor By Danation Amount by Year 7] Danation Type
Doror By Pt YearDorses
Donor By Last Year Donated | Sponsorship

! 7] Merchandise
Donor By Current Year Donations [ Partcination
Donor By Donation Amount \Where Current Year Donations =0
Donor Summary By Year For Years

From: 1300  Te: 2017

are provided to include records
not yet updated as well as future

Pledged donations.

The Q-Xpress selection Donor Selections\ Donor by Summary Year lets you locate donors who have

given in a dollar range over a specific number of years. The dollar range is finite which means if you are

looking for donors who have given between 200 and 500 dollars over three years and they have given

$550.00 in any one of those years the record is not selected.

Corporate Doners

Corporate Contacts

Receipt Selection

Campaign Reminder

Pledges

Denor Selection

Donor By Donation Amount by Year

Donor By First Year Donated

Donor By Last Year Donated

Donor By Current Year Denations

Dener By Donation Amount Where Current Year Donations =0
Daner Summary By Year

Denor By Accumulated Receipting by Date
Danor By Achievements

Dernor By Campaign Type

Dernor By Interest

Dornor By Membership

Donor By Qualities

Donor By Recognition

Current Record Count: |1

Amount Rangs
To:

From: 20000 50000

[] Donation Type

] TicketSales

] Sponsarship

] Merchandise

[] Participation

For Years
From: 2073 To: 206 By Membershio
@ Donatedinall years By Quality
©) Donatedin any 1 year(s)

This report is selecting private donors
who gave Donations in the fiscal year
period of 2013 — 2016. To be included
they must have given in all years and in

a very specific range of $200 - $500.

Applying a Quality to all the selected

data shown in Q-Xpress View gives the

opportunity to print the Members with Donation Amounts Report found under Donor Selections. A sample

report is shown above.

Batsch Group Inc
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Recognizing valued donors who have given over a long period can be as stroke to the inside rather than
the ego. According to a US consulting group, donors who have given in 13 consecutive years are prime

candidates for a planned gift.

Accumulated Donations by Date Range

Corparate Donces Casrent Recerd Count: 52 [MyRecosts  +|

= e s i e s Do | NS S€l€CHON IS USEfUl When looking for records with
donation amounts that fall within a fiscal year. Records

=P are selected from individual donation records and not

 Fariicipation

iber
Donor Summary By Year Receigt Date From: & Apr 01,2017 [ To 8k 30,2017 B

Donor Summary records.

- o] [ W)
Donor By Recogrison

Sample Q-Xpress Selection

This is a sample of donor records selected by Donor Selections \ Donor by Donation Amount by Year.
The Amount field shows accumulated dollars, the Donation Count (count is cut off by the column width)
shows the number of donations and then we have First and Last Year Donated. These columns have
been frozen by right clicking on the column header. The can be sorted by one field by clicking the column

header or by two fields using the Q-Xpress Sort option on the right side of the Q-Xpress View window.

Q-Xpress View
Type Fundraising GoTo GoTo. Sort Field Amount Donation First Year Donated  Last Year Donated r
C  CO07071 = ¢ PTTesting 1.010.00 2 2015 2015

“lp_ [Pooonze % | Bilings Stuart 1.030.00 12 2002 2017
P |PO00DS3 | Moreau Luce 1.040.00 15 2002 2017
C  |CO03481 =i |Buffalo House Bar 1.054.00 2 2005 m7
P PO00032 ﬂ Thompson Gail 1.063.00 16 2001 207
P | PO0ODE3 2 | Wilson John & Mary 1,135.00 16 2010 2017
P |Po0OMT = | Miler Glenn 1,164.00 15 2002 2017
C  |cooM77 3 | Edmonton Joumal 1.280.00 2 2002 2017
C  |COD3474 @ | Barff Trust 1,380.00 3 2002 2017
Cc  |coms7o <& Michaels 1,470.00 7 2004 2017
C |cooisiz & | ABC Resources 1.510.00 3 2001 2015
C  |CO07064 g | Nordand Oil 1.510.00 2 2014 2015
C  |coo7oss 72 | Gity of Red Lake 1,510.00 2 2014 2015
P | POOODDG i | Crombie Kelly 1.530.00 32 2001 2017
Cc  [cons7s 7 | Shannon’s Welding 1.540.00 8 2001 2012
C |Coovoe2 & | New Company 1.540.00 3 2m3 2015
P |POOODGT & | Phipott Ann M. 1.580.00 23 2015 2017
P |POO00BD 4 | Wikjord Affred and 1.635.00 16 2010 2017
Cc  [coo2174 =i RBC & Associstes 1.685.00 8 2001 2015
P |POO0031 =i | Adams Peter 1,695.00 10 2002 2017
C  |Co02896 | Mac’s Trucking 1.700.00 6 2002 2015
P |Po00057 % | Brghtmann Ludwig 2,080.00 67 2001 2017
P |Po0ODD7 | Lutz Mike 2,416.00 33 2004 2017
P |POOODS4 < Balken Bob & Joan 2.780.00 &5 2010 2017
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Members with Donation Amounts Report

This report can be printed using a Quality assigned to a group of donor records or a Membership with a

specific Date Assigned value.

1/ Reports (sl
Private Doner Reports
. Members with Denation Amounts
Campaign Reports
] Danation Types:
Denor Receipting Qualty [ TicketSales
Errm @t [C] Membership List
2015 Board of D [0 Spensorship
Members with Donation Amounts EQ{HSGQ\;Cnmrr‘iE:::m K DMEHIZ:h.End.ISE
Denors by Last Year Denated [C] Acct Mgr: Bill White 7] Partcipation
[] Acct Mgr: Mary Jones
Denor Profile Repert
Denor Retention Report E ::i:‘j:ﬁ:: |
Volunteer From: [7] Feb 15,2018 [l To: [¥]Feb 15,2018 Ev
End Year 07 sews[
Members with Donation Amounts Report
U SIS Lite Lunuis
Date Range and Between Feb 15 2018 and Feb 15 2018 23:59:59 .
The total shown is only
Donation Type = Donations
DonorNe DonorName Status 2017 2016 2015 2014 2013 Total Average for the period reported_
POCD004  AbbottKelly Actve 103 4 10 1 10158 1 1300 1 380 5 2888 22 130
C001812 ABCResources Lid. Actve 1o 2 1o 2 55
P0U0031  Adams Peisr Achve 0 1 30 4 [T 5 When donahons are
POO0013  AndersonPeter &Karen Achve 380 8 300 12 1518 17 300 12 850 18 3115 85 s
POD00GA  Balken Bab&Joan Actve 307 20 12 %0 14 20 12 20 12 2500 67 =
C003474  Banff Trust Corporation Acive 800 1 B0 1 800 requested in the report
C003462  Batsch Group Inc Actve EXEC 310 4 778
POD0058  Batsch Shaman Actve @10 150 3 1786 19 %W 3 23% 3B E3 . .
POOOCOS  Bell Robert Actve 326 3 2001 11 815 15 470 10 500 & 4212 44 95 a donat|0n Could IS
PO000ZS  Billings Swart Actve 001 7% 3 EEC 54
PO00057  Brightmann Ludwig Actve % 7 300 12 300 12 300 12 300 12 1450 55 %% . .
CO07085  City of Red Lake Actve 1510 2 1810 2 755 g|Ven along W|th an
C007078  Comedy Central Foundation Actve 25,000 1 100,000 4 125,000 5 25,000
POO000S  Crombie Kelly Actve 751 50 3 EE 525 2 700 7 100 .
Average Gift.
First Year Donors
New Donors by Receipt Date Range
e — Cunent Recerd Count [0 My Recards . . e
Crmn ot . ot e These reports sometimes offer conflicting values
ReceltSelacion St urterFro 5 Ta f
Fleceipting Amounl, Paymet Method. Dale Campaign T, Camgaign Code
Receiptng Breskout Amount, Payment Method. Date ;--;::‘::::MGM - %{“g%c,v:mw - . . . . .
" E e as their selection process is different. In this
s Donors by Receipt Dath, Campaign €s.C1 mily Sponsz || D01 - Quarer 1
Wembersip Fenees e Camoagn "
GiNoshcaion by Doe . .
S = selection we have donors who first gave but
Campaign Raminder R B =7
e gave more than once. The unique count of 22
Vokurseer Selection
[From—m—

Batsch Group Inc
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but may have been on the database for some time. An example could be a significant other couple
where one partner began giving in 2015 and the other partner gave for the first time in the date range
shown. This was the case in the selection we had along with two new records which had not First Year

value as their records were not yet U2M.

Donor By First Year Donated

eDodNe /0050 I

Enatie Maiing Labes Conet

This selection uses the First Year Donated field.

The Amount and Donation Count for the Fiscal

Year range along with First and Last Year donated

= | are displayed in the Q-Xpress View.

S L T
Donor By Last Year Donated
e L s \ The Amount and Donation Count for the

Corporate Contacts Del from file [] Enabl mail ogfion ] Enable Mailing Labels Count

Fiscal Year range along with First and

Last Year donated are displayed in the

nnnnnnn

Q-Xpress View.

nor Summary By Year Total records in the Q-Xpress File :6

nor By Denation Amount Where Current Year Donations =0 @ Q-Xpress Selection Completed Successfully
From To:
212 W12 Unig

nor By Accumulated Receipting by Date jue records in the Q-Xpress File:6

nor By Achievements

Donor Type: [Both Private and Coporate -

FIE= I === =R =R~ R =R = =]
78§ §§F 8§ §TFEFE

QuikEase

How many gifts did we receive in a Given Date Range?

The same explanation applies as to New Donors by

[How many new donors did we get in the given date range? v] [ Find ] I

Receipt Date Range above.

How many new donors did we get in the given date range?

Start Date: [#] Jan 01,2017 [~ To: ¥ Dec 31,2017 [F+

Campaign:

Donors Donor Count
Donars 22
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How many gifts did we receive in a given date range?

< T Lo == ) This is a powerful request as it shows information on all
Questions:
How many gifts did we recsive in a given date range? - Find . . . .
| [Hm e T 1 ] levels of receipting, total gifts, total donors with a
unique donor count and average gift.
Receipt Date: [7] Jan 01,2017 [~ To: [F]Dec 31,2017 @~
Campaign: [ﬁ]
Type Total Count Total Amount

No Receipt Required 264 $408,139.32
Mo Receipt Due to Lowest Value 235 $1.663.00
Receipted Extemally 0 $0.00
Receipted iprinted inhouse) 2196 $252,054.17
To Be Receipted 295 £19,795.00
Total Charitable 25990 $681,651.49
Average Chartable Gift 2950 $227.98
Unique Donors 2283 £0.00

0 50.00
Registration Amourit 0 £0.00
No Receipt Required 470 £20.045.00
Receipted Bxtemally 0 $0.00
Receipted iprinted inhouse) 0 £0.00
To Be Receipted 0 $0.00
Total Mon Charitable 470 £20.045.00

Finding individual Donations by Date and Amount

Receipting Amount Payment Method Date

Private Donors | |
Q-Xpress Selection (Receipting Amount, Payment Method, Date) . H
This is a very powerful

Corporate Donors Current Record Count ‘54 My Records -
Corporate Contacts Delete existing records from file [ Enable Suppress mail option ] Enable Mailing Labels Count lecti q t Il th
Receipt Selection Batch Number From: 0 To 0 selection aque 1o a e
T =
Receipting Breakout Amount, Payment Method, Date [7] AN - Annusl Msjor Gifts » [[] 900 - Board Volunteer Hours Opt|0ns |f offe rs When

[C] BQ - Beguest [ ] [C] 920 - Office Wolunteer Hours [ )
Largest or Last Gift. Payment Method, Date [7] BR - Branch Donations [[] AUC - Auction tems

[£] CS- Christmas Family Sponse  [] DO1 - Quarter 1 . .
New Donars by Receipt Date, Campaign 71 OM - Direct Mail [ D02 - Quarter 2 |OOk|ng to ConneCt Wlth
Membership Renewal Date, Campaign [ EA - Education Awards « [[] D02 - Quarter3 .
Gift Notification by Date Campaign Year From: To: .
Tiket Number Rangs, Campaign 1y Yerr DutoFrom T BB~ To TR E BT B donors who have given a
Campaign Reminder Amount From: 0.00 To 0.00 .
. Acavisition Number To specific dollar range, enter
Donor Selection . PFundrals'\wng:Dl:lmber: h A d D

ayment Met
r—r—— = X the Amount and Date range
v [] Bank Draft a
ministrative Selection [ BranchDonation

5 Canac Heps - and check of

[] No Receipt Required Mailing List: -

[ Include Dellar Amounts . .

] Orly Yeary Feceipta. PSR TP Include Dollar Amounts.

oy vt oorarTos

Create

This option can select by Receipt Type — charitable gifts where No receipt was required or give totals for
all yearly receipts, or find all voids, or locate gifts using the Mailing List field for third party activity or
locating all donors who gave to a particular host or event participant using the Acquisition Number and

much, much more.
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Using the Breakout Codes

Receipting Breakout Amount Payment Method Date

Corporate Donors

Current Record Count: |54

Delete xisting records from file [7] Enable Suppress mail option || Enable Mailing Labels Count

Corporate Contacts

Recsipt Selection
Recsipting Amount, Payment Method, Date

Bsteh Number From: 0 Te [
[ Breakout

] C4ERecColl - Centre for Excellence Recovery College A
Camp Site - Summer Camp

] Cancer - Cancer Center for Research

[T] CC GIK - Capital Campaign Gifts in Kind

[T] CC OneTime - Capital Campaign OneTime Denations

[7] CC Pledge - Capitsl Campsign Pledges

[] Ctr4Excel - Centre for Excellence -

Receipting Breakout Amount, Payment Method, Date
Lergest or Last Gift, Payment Method, Date

New Donors by Receipt Date, Campaign
Membership Renewsl Date, Campaign

Gift Notification by Date

Ticket Number Range. Campaign

DateFrom: Jan 01,2007 [@~ To Dec31,2007 @~

Campaign Reminder Amount From: 1,000.00 To: 99,999.999.00

Pledges

Donor Selection
[ Payment Method

Volunteer Selection [ Amex ~
[] Bank Draft m

Administrative Selection ] BranchDonation L
[] Canada Helps -
Include Dollar Amounts Accumulated Gifts

] Only Vided Receipt Use Shared Summary

Create

In this selection you can choose to
find donors who have given to
specific BO Codes (or funds) by
date and dollar range. The added
benefit is to get accumulated totals

and by Shared Summary.

This is a great selection to find

donors who have gifted to designated areas and who have donated significantly. Targeted campaigns,

invitations to openings based, special recognition and more are options that this selection opens up to a

charity.

Donor Retention Report

This is a new report in @EASE and we have provided an overview of how to understand how it works.

The Donor Retention Report only runs in the current fiscal year. It only deals with donations and it looks

to see how many donors who participated in previous fiscal years have supported current year giving

activity. The donor count values show a unique count while the dollars show accumulated value.

The report below is for a specific Campaign run in fiscal 2017, the current year of the sample database.

Donor Retention Report by Campaign

Campaign 2017DMD03

Year Donor Count Total Donations
Mew Donor 0 0.00
2016 4 1,835.00
2015 3 900.00

Total 7 2,735.00

Batsch Group Inc 2018
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This report is run for all campaigns which may have run in the current year. New Donors are again
assessed by whether or not they have given before, so significant other couples where one gives for the

first time comes into play.

Donor Retention Report by Campaign
Year Between 2000 AND 2017

Year Donor Count Total Donations
ew Donor T4 8,392.00
2016 25 37327200
2015 52 57,377.00
2014 2 100.00
2013 1 75.00
2012 5 650.00

Total 159 439,866.00

To further analyze Donor Retention @EASE has a Donor Retention selection under Donor Selections.
The Profile Field shows how the program assessed the donor by the last year they donated or if it view

the donor as new.

Q-Xpress \ Donor Selection \ Donor Retention

Frivate Donors Q-Xpress Selection (Doror Retention) | & Q-Xpress View

Corparate Donors CurentRecord Court 188 Twe Fundmsna GoTo GoTo.  Sor Field Profle Desc

Corporate Contacts Delete existing records from file [7] Enable Suppress mail option [ Enable Mailing Labels Count L4 P POODDD4 B & Abbott Kelly Donated in - 2016
P |PoD0I3 <i | Achiymichuk Karly | Donated in : New Donor

Receipt Selection P |Foooo3t 4 | Adams Poter Donated in : 2015

e ] Campsign Type: ] Campaign Code ] P |Pooooss < |AddyRchardd | Donatedin : 2015

— vl Wor Gt [ B 50 Board Volutoor Hors |2 P |Poo01a Ancel Derny Donated in : New Donor
[ EES Ancel Kathy Donated n : New Donor

Dol P [Po000S3 Andersen Amber | Donated in : 2015

B P |Ponooi3 4 | Anderson Peter& | Donated in : 2016

D P PO0O0094 =i |Andrew Crummy | Donatedin : 2013

D [ | Balken Bob & Joan | Donaled in :2016

B P |Po000sS | [ | i |BatschBinG. | Donatedin:2016

) c  |coozae Batach Group Inc | Donated in : 2016
[ Batsch Shamon E._| Donated i : 2016

v P |Po0uzes Befort Hany Donated in : New Donor

Donor Q-press File :159 P |PoD0GOS 4 Bl Robet G Donated n : 2015

D, Kpress File: 153 P [Poo0029 i< |Bilngs Stuart Donatedin : 2015

D [ i | Blaksly May Donated n : New Donor
c  |coozems B <& |Blue Shield Donatedin : 2015

Z P |PoD015 Bob Smih Donated n : New Donor
P P000DBY Bogart Humphrey | Donated in : 2015

o P |PoDNi45 Bowie Bruce F | Donated in : New Donor

Doner By Recogniion P P0O00287 Briceson Ryan Donated in : New Donor

P POO0OS7 i< |Brightmann Ludwig |Donated in : 2016
[ Brown HaroldJ | Donated in - 2015

Closing

There are many more ways to select data in different forms or to present them in reports like the Donor
Profile Report. Reports in @EASE and Q-Xpress Selections found in the Tutorial Section are useful to

assist in learning how to maximize the value of the data a charity collects.
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