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Creating an In Memory or In Honour Campaign

4

1\& Campaign Maintenance |

Campaign Year: 2005 Campaign Typs: MM - Campaign Code: 001 -
Description: in Memory of Rose McGuire
Start Date: Mar 02,2005 [3~ End Date: @~ -
Mailed Appeals: 0 Mailed Reminders: 1]
Breakout Code: IMemoﬁam - Memoriam Fund v‘ -__‘:[:-: Charitable o
Receipt Reguired: lYes {Based on Lowest Dollar Value Rec vI i'_“: ;Trly' 1 e
[[] On-going
Letter: [Memoriam 'I
Goal Value: £0.00
Donation Categony
RegistrationiTicket Cost: $0.00
Receipted Value: $0.00
Print on Receipt
] Giftin Kind
[#] Thank You's

Campaign Name

We recommend that In Memory gifts use the campaign type MM and In Honour gifts use the campaign type
HN defined in the @EASE Campaign Type Lookup Table. The Campaign Year is the current fiscal year. If
the new fiscal year has not been updated through the Fiscal Year End process, the year needs to be
entered correctly. The Campaign Code is a number. With each new fiscal year, the numbers for the
Campaign Code begin at 001. These numbers are not defined in the Campaign Code Lookup Table and
can be entered through the keyboard.

The numbering sequence for In Honour and In Memory are unique to one another.
Example: In 2015 we had two in honour campaigns: 2015HNO001 and 2015HN002

In 2015 we had two in memory of campaigns:  2015MMO001 and 2015MMO002

Description

The Description field for the campaign addresses the person who is deceased or being honoured. No end
date is associated with the name as gifts may be received over many years.

Example: in memory of Rose McGuire
in honour of the 50" Wedding Anniversary of Mary and John Wilson

Breakout Code

Donations can be allocated to a specific breakout or fund at the request of the next of kin or to a general
breakout like Memoriam. The code selected when the campaign is created can be over-ridden should
individual donors specify a different fund designation at the time the gift is entered through the Receipt
Maintenance window.
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Other Campaign Master Fields

e The Donation Category is Donations

e Thank You under Print on Receipt needs to be checked in order to print the message on the receipt.
This serves two purposes, first to thank the donor who has given money and second the name of
the person in memory or being honoured.

Campaign Profile
Thanks You’s

@EASE has the unique feature of being able to provide a specific Thank You message for donations when
a receipt is printed.

To enter the Thank You messages, click the Save button for the campaign being entered and click on the
Profile button. The Thank You tab shows different messages for different gift levels, however all messages
can be the same. Each field is 160 characters in length. The field appears on the Receipt, so we
recommend that it be well worded and spell checked by your vigilant eye.

For speed, put your first message in. Highlight the line, right click and copy. Move to the next Thank You
field using the mouse or Tab key and press Ctrl+V to paste. Continue until all Thank You messages have
been filled.

Click on the Okay button found at the bottom of the Profile window to save the Thank You messages
entered. Did we mention there is NO Spell Check???

34 Campaign Profile for 2005MM001 S|

| Expenses | Contributions | Thank You's | Motes I Events I Donations | Maotification I Email |

<=510.00: Thank you for your gift in memory of Rose McGuire.

== 525.00: Thank you far your gift in memony of Rose McGuire.

#=550.00: Thank you for your gift in memary of Rose McGuire.

== 5100.00: Thank you far your gift in memony of Rose McGuire.

#=5250.00: Thank you for your gift in memary of Rose McGuire.

<= 5800.00: Thank you far your gift in memony of Rose McGuire.

= 8500.00: Thank you for your gift in memory of Rose McGuire.
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Creating a Notification List of Next of Kin or Family Members

Notification Tab
For gifts In Memory or In Honour there will be people who want to be notified. In consultation with clients,

we found that often more than one person requests notification. To address this need, a Notification Tab
has been added to the Campaign Profile. This enables multiple entries.

5 oo e oo I =

| Expenses I Contributions I Thank You's I Notes I Events I Donatinns| Motification | Email |

Fundraiging Number Donor Name Relationship Mew
[ Robert Samson Mother _
_Delete
PODD032 Gail Thompsaon Mather

Please Note: The Notification tab includes a Relationship field used to show the relationship of the
person being remembered or honored to those person(s) being notified. It is important this field be
used consistently.

The first notification name and relationship exports when creating a Q-Xpress \ Receipt Amount Payment
Method Date export file. The first person listed is considered the primary person to notify. This name and
relationship can be used in thank you letters to donors.

Donations Tab

By viewing the Donations Tab it is apparent that Rose has been receiving donations for some
time.

| 44% Campaign Profile for 2005MM0O! E

I | Expenses I Contributions I Thank You'sl Motes I Events| Donations | Notification I Ermail |
Year Private Corporate Enkatnz Gk g%rﬁz'?ﬁtﬁd Registration Total
$475.00 $0.00 $0.00 $0.00 $0.00 $475.00
2007 £135.00 £0.00 $0.00 $0.00 £0.00 £135.00
2009 $250.00 $0.00 $0.00 $0.00 $0.00 $250.00
2010 £300.00 £0.00 £0.00 $0.00 £0.00 $200.00
2012 £50.00 £0.00 $0.00 £0.00 £0.00 $50.00
2013 £226.00 £0.00 $0.00 50.00 £0.00 522600
2014 £205.00 £0.00 £0.00 $0.00 £0.00 $205.00
2015 £100.00 50.00 50.00 £0.00 £0.00 $100.00
Total $2.241.00 $0.00 $0.00 $0.00 $0.00 $2.241.00
06 $0.00 5000 S0.00 $000 $0.00 $0.00
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Entering an In Memory or In Honour of Donation

Entering the donations is no different than other type of gift. Searching for a memoriam can be done by
using the Campaign Description field. This helps to ensure no duplicate entries occur.

e rris . =
Find in Field Value
[Campaign Description v] *Rose

Void Batch Mumber Fundraising Mumber Receipt Date  Receipt Mumber Receipt Amount Ticket Number Last Modffied

The Receipt Notes on the screen below, prints on the Notification Report. It is an opportunity to record any
message that a donor wishes to relay to the individuals being notified. This field is 250 characters in length.

A donor may request that their donation be allocated to a specific breakout. The breakout for the campaign
can be modified at entry time through the entry fields found at the bottom right hand side of the window.

The donor may also wish to remain anonymous which means they would not be listed on the Gift
Notification Report. The Anonymous check box only applies to In Memory and In Honour gifts.

[

+% Receipting Maintenance @
Fundraising Number: PODDO04 § Kely Abbott Mew
Batch Mumber: 20150425001 |g=
Receipt Date:  Apr 25, 2015 Date Received: Apr 25, 2015
Campaign:  2005MMD071 in Memary of Rose McGuire &
Payment Method: Cheque Chg/Conf number:
Donation Type: {
Receipt Required: Yes (Based on Lowest Dollar Value Rec Receipt Number: 100103
Acquisition Mumber: 5
Amount: $100.00 breskot____ Amourt__ [C] Anonymo 2,'{; ﬁ;& f,’ﬁs
Registration Amount: £0.00 !'H'I_eq_'m_ri_an'! - | $'IDDDDI
Ticket Number: 0 e
Mailing List: -
Pledge ID - Detail ID: - [ New || Delete |
Letter: | Memoriam v]

Receipt Notes: We mizs Rose. Please send our regards to her family. Kelty and John Abbatt Message to family

Batsch Group Inc Updated 2016



@EASE Fund Development Management Solution
Memoriam and In Honour of Donations

From Creating the Campaign to Reporting the Gifts
Page 5 of 8

Reporting Donations by Date Range

Campaign Reports \ Notification by Date

The Gift Notification Report is created by requesting the report by Date Range. The Date Range in question
is the date range that gifts have been received. Eg. April 1, 2015 — April 30, 2015. This report produces
separate reports for each In Memory or In Honour campaign receiving donations in the date range entered.
Gift Notification Report

The report gives the Campaign Description and the Breakout Description in the title. These values
come from the Campaign master record for the campaign being reported. The Breakout Description is
whatever has been entered to describe the Breakout code in the Lookup Tables under Receipt Breakout.
Be sure that the content, spelling, and presentation of this information is fitting for the Notification Report.
Gift Notification Report Body

Name, Address & Telephone: The body of the report lists all donors who gave gifts in the date range

entered. Along with a name, the report lists the Primary address and
telephone numbers.

Receipt Notes Message: Where the donor sent a message along with their gift, if the message was
entered in the Receipt Notes field on the Receipt window, the message will
be included.

Donor Designation: Where the donor selected a different Breakout or fund from the default

Breakout Code or fund on the Campaign master record, the requested
Breakout Description is printed. *** This is now an optional feature as
shown on the Notification Report by a check box. ***

4 Reports |-§_|

Private Donor Reports i i .
Gift Motification Report

Corporate Donor Reports

Campaign Reports [] Campaign Type [F] Campaign Code l:l
Campaign Listing with Total Dollars [] DN - Donate Now Site [] 4D - Four Days -
e o D - Data Work A11 - Special Events |
Campaign Listing E EA- @EASE Emz- Merging With Word | =|
Campaign Contribution Analysis [C] ED - Training [C] A13 - Volunteer Management
. [] PR - Presentation [ A14 - Advanced Reporting
Campaign Expense Report [ SE - Special Event [] A15 - Pledge Management
Pledge Status Report By Campaign [[] TS - Trade Show |:|A1§- Capitaﬂl Campaign
[ A17 - Planniing
Capital Campaign Report [] A18 - Fund Development Semi
[ A19 - Preductivity 5

Campaign Contributor Listing Report
Campaign Year From: 2015 To: 2015
Fledge Revenue Report

Fledge Outstanding Report [¥] Print Designation
Gift Motification Report Print Contact Information
Receipt Date Range
e Receipt Date From: [7] Apr 01,2015 [+ To: [7] Apr 30,2015 [~
Donor Selections

Two options exist where the Designation and Contact Information can be excluded from the report should
the charity not wish to share that information.
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Gift Notification Q-Xpress Selection

The Final Step in handling an In Memory or In Honour gift is to notify the next of kin or family members that
requested a list of donations.

@EASE Gift Notification by Date is found in the Q-Xpress Select Menu. This selection requests a date
range and we recommend that the same date range used for the Notification Report be used to produce this
file.

The export file includes:
1. Campaign Description,
2. Campaign Breakout Descriptions,
3. the total Amount of the donations received for the period reported
4. the total Amount of all donations to the campaign
5. the Notification Relationship for the primary person being notified

All or some of these fields can be used to create a thoughtful letter.

& Q-Xpress Selection (=]
Bivok: Dovcns - z
Q-Xpress Selection (Gift Notification by Date)
Corporate Donars Current Record Count: [7
Corporate Contacts Delete existing records from file 7] Enable Suppress mail option 7] Enable Mailing Labels Count
Receipt Selection
Receipting Amount, Payment Method, Date [l g Type [F] Carmprign Code: |:|
Receipting Brezkout Amount, Payment Method, Date [C] L3- ABC Supporters Division . [] AUC - Auction ltems -
[ LT - Lottery [E] CRP - Corporate Membership
Largest or Last Gift, Payment Method, Date [] MB - Membership [] DO1 - Quarter 1 i
N {72 MM - In Memory of 3] [E D02- Quarter 2
R e ] MO - Monthly Pledges 7] D03 - Quarter 3
Membership Renewal Date, Campaign [ PD - Parish Donations - [C] D04- Quarter 4 2
Gift Notification by Date Campaign Year From: To:

Ticket Number Range, Campaign Date From: Apr 01, 2015 B~ To: Apr 30,2015 B~
Campaign Reminder

Pledges

Donor Selection

Velunteer Selection

Administrative Selection

Once the Label file has been built, it is exported using Q-Xpress \ Export.

Using Word and the Mailmerge.txt file created in @EASE, letters can be created and printed.

Other Reports that may be Required for In Memory or In Honour Campaigns
Newsletter Listings of In Memory Campaigns Receiving Donations

To report which In Memory campaigns have received donations in a given period, you can use either the
Campaign Listing Report or the Campaign Listing with Total Dollars.
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1/ Reports
Private Donor Reports
Corporate Donor Reports

Campaign Reports

‘Campaign Listing with Total Dollars

Campaign Listing

Campaign Centribution Analysis
Campaign Expense Report

Pledge Status Report By Campaign
Capital Campaign Report

Campaign Contributor Listing Report
Pledge Revenue Report

Pledge Outstanding Report

Gift Netification Report

Denor Receipting
Donor Selections

Volunteer

| ‘Campaign Listing with Total Dollars

7] Campsian Type [7] Campaian Code ]
|| H4 - Hike for Hospice + [L] AUC - Auction ltems R
[EIIN- [[] CRP- Carporate Membership |
[F] L1 - ABC Corporate Leaders D[] D01 - Quarler 1 |
7] L2 - ABC Elite Donors Division [ D2 - Quarler 2 |

o

[F] L3 - ABC Supporters Division [F] D03 - Quarter 3

[ LT - Lottery E| [ D04 - Quarter 4

[] MB - Membership L [] DCL - Declined Grant Request
{5 DON - Donatons

[ MO - Monthly Pledges [ ED1 - Introduction to Technolog
[] PD - Parish Denations =[] FML - Family Membership 5

Campaign Year From: 2000  To: 2016
) By Fiscal Year @ By Receipt Date  Amount From 0 To: 0

Receipt Date Range
Receipt Date From: [¥] Jan 01,2000 [E~ To: [¥]Dec31.2016 [E~

This selection will list all campaign types MM for Memoriam campaigns entered in years 1990 — 2016 that
received donations from Jan 1, 2000 - present.

Campaign Listing with Total Dollars
Receipt Date from Jan 1, 2000 to Dec 31, 2016

Campaign Campaign Description Total Campaign Total Count Corporate § Corporate In Kind Private $  Private In Kind Registration
2005MM0O01  inMemory of Rose McGuire 2,245.00 32 2,245.00 0.00
2010MMO0T  inmemory of Wilson Pudk 625.00 [ 525.00 0.00
2014MMO01  inMemory of John Brown 2.00 2 2.00 0.00
Total 2,872.00 40 2,872.00 0.00

This report can be exported as an Excel file and all unnecessary rows and columns removed for use in a
Newsletter or reporting in an Annual Report.

In Memory Campaigns and Your Donor Wall

Some clients need to know which Memoriam Campaigns have reached a specific dollar value for their
Donor Wall. To get accumulated donations by In Memory campaigns in a given dollar range, go to
Campaign Reports and select Campaign Listing with Total Dollars.

1/ Reports

Private Donor Reports

Corporate Doner Reports
Campaign Reports

(Campaign Listing with Total Dollars
Campaign Listing

Campaign Contribution Analysis
Campaign Expense Report

Pledge Status Report By Campaign
Capital Campaign Report
Campaign Contributor Listing Report
Pledge Revenue Report

Pledge Outstanding Report

Gift Netification Report

Donor Receipting
Donor Selections

Wolunteer
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Campaign Listing with Total Dollars

(©) By Fiscal Year @ By Receipt Date  Amount From

[ Campaign Type [ Campaign Code []
[ H4- Hike for Hospice ~ [C] AUC - Auction ltems
EIIN- [ CRP - Corporate Membership [
[F] L1 - ABC Corporate Leaders D' [ D01 - Quarter 1 ‘
[T L2 - ABC Elite Donors Division  [] D02 - Quarter 2 |
[F] L2 - ABC Supporters Division |:| [F] D03 - Quarter 3

[F] LT - Lottery i=| [ D04 - Quarter 4

[ MB - Membership |} [F DCL - Declined Grant Request
51001 Derstiens

[ MO - Menthly Pledges [ EG1 - Intreduction to Technolog
[] PD - Parigh Donations =[] FML - Family Membership -

Campaign Year From: 2000 To: 2016

»

[m

500 Tey 999399

Receipt Date Range
Receipt Date From: [¥] Jan 01,2000 [~ To: ¥ Dec 31 2016 [E~
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In the sample selection we have asked for all type MM or memoriam campaigns with campaign years 1990-

2016 that have accumulated donations of $500.00 plus from Jan 1, 2000 — Dec 31, 2016.

Receipt Date from Jan 1, 2000 to Dec 31, 2016

Campaign  Campaign Description Total Campaign Total Count Corporate $§  Corporate In Kind Private $  Private In Kind Registration
2005MM001  inMemory of Rose McGuire 2.245.00 32 224500 0.00
2010MM001  inmemary of Wilson Puck 6525.00 B 625.00 0.00
Total 2,870.00 38 2,870.00 0.00

This report can be exported to Excel and modified to suit your purposes.

Exporting to Excel

The Report window in @EASE lets you view and print reports. The Export option in the upper left corner of
this window lets you export files. Different EASE reports will export differently. This is a function of the data

levels used to create the report.

This report exports very well. In fact it can be exported in many different formats from Adobe Acrobat PDF

formats, RTF to XLS formats.

1/ Export Report

. v Computer » Local Disk (C:) » EaseResources » EaseKMS » Search EaseKMS

<™

Organize - New folder B w @
4 Downloads “*  MName : Date modified Type Size *
|| BGRKMS - : 0 _

# — Il ., Forms 28/11/2016 4:35 PM  File folder
.. GrantProposals 01/10/2014 2:27 PM  File folder
B8 Documents l Graphics 22/09/2016 3:18 PM  File folder

o || 1ATSCC 01/10/2014 2:27 PM  File folder —

B | ATsEFT 01/10/2014 227 PM  File folder
E HocEBeRt: = ) mports 01/10/2014 227 PM  File folder
d Moex J Instructions 01/10/2014 227 PM  File folder

Pictures T s R ST 39/03/2017 6:28 PM__ File folder
(ke | OtherDlls 01/10/2014 2:27 PM  File folder £
i .. PledgeCommitments 01/10/2014 2:27 PM  File folder
&} Homegroup || Presentations 14/06/20138:35 AM  File folder
A Computs || Projects 01/10/2014 2:27 PM  File folder
ﬁ Local Disk (C) | SpecialEvents2008 201172014 1:02 PM  File folder ]
£ DVD RW Drive (D2) Audio CD . Volunteer 01/10/2014 2:27 PM  File folder e
= v 4] 1 | 3
File name: Campaign Il_i.s.tlilng wilth. ;I'oltall i:}olilars.).(lls -
Save as type: | Microsoft Excel (97-2003) Data-Only (*.xls) ']
= Hide Folders I Open I [ Cancel

The Save screen needs to be watched as you need to recall the name of the exported file. A location in the

EaseKMS ensures safe and immediate access to the information.
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