How To Enter a Gift Batch - ADC

Ver. 1.1

1/28/2019

GIFT BATCH PROCEDURES PRE-ADVANCE
(BEFORE USING ADVANCE)
e Sort all of the gifts and pledges according to envelope and deposit form content:

Separate Gifts from Pledges and Non-Gifts
Separate gifts by tender type (credit card, check, gift-in-kind, etc.)
Separate checks from corporations designated as “matching gifts”

Separate pledges by method of payment (monthly credit card, payroll deduction, bank
draft)

O O O O

e Next, separate the gifts into batches.

o Batch in groups of 25 or less.
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GIFT BATCH PROCEDURES IN ADVANCE

REMEMBER!

ENTER A SEPARATE BATCH FOR

PLEDGES AND GIFTS 1. Enter Advance.

Q “

[®) 2. Choose the Go To icon.

3. Type BATCH in the Go To box. Click Go.

Go To
Application |BATCH Gift Batch Control
Cpen with 1D |
ID 4  Mnemonic $ Type
Acke Candidate List 160 ACKCL
Ack Helper 152 | ACKHU Entity
Activities 2100 ACT Entity
Add Organization 1201 QRGMEW
Add Per=son 1200 ENTNEW
Addrssses 2101 ADDR Entity
Admissions Voluntesr Activitiss 2102 | ADMOL Entity
Affiliations 2103 AFFIL Entity
Alerts 152 ALERT Entity
Alerts and Messages 150 ALMEG Entity
Allocation 20352 ALLOC Allocation
Allocation {Mew) 80815 ALLOCHEW
Allocation Alerts 152 AMILOCAT Allocation
Allocation Assignments 80353 ALLOCA Allocation
Allocation Beneficizries 20354 | ALLOCB Allocation
Allocation Financials 80355 | ALLOCF Allocation
AMllocation Notes 80358 | ALLOCN Allocation
Allocation Stewardess 80357 | ALLOCS Allocation
Allocation Tasks 80358 | ALLOCT Allocation
Appeals 330 | APPEAL Entity
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4. This will launch your Gift Batch Control (New) window. Here is the top section only.

Gift Batch Control (New)
Save Cancel Achons Help

Status 0 A ||£ Open || streamlined Gift
Batch Type* | B =] Outside Batch # ' |
Appeal [ c g

DepositDate | |- |

Sprv Status
Last Mod ) -

Sprv Status . E || -

Net Sum ' E | Calc'd Net Sum 0.00
of Receipts - ) of Receipts

Net Sum G | gfalc' d Net Sum 0.00
of Pledges —

Transaction | H Calc'd Transaction 0
Count* g Count

Comment |

/]

A: Status. For our purposes we will focus on 2 of the Statuses.

e Open - This is a batch preparing to be processed.
e Closed - This batch is complete.
e | orV-InValidation.

P - Process to Advance.

B: Batch Type®.

e Do Not Upload to Ledger Batch - FOR ADC PROCESSED BATCHES

C: Appeal

e Search for and select any Appeal that is associated with this batch.
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D: Deposit Date

e Leave blank unless processing Credit Card then enter charge date

E: Sprv Status Lst Mod Sprv Status

e Ignore

F: Net Sum of Receipts

e Total of all Receipts (GIFTS!) that are being processed in this batch. Do not fill in

this block if this is a PLEDGE batch. This will be a dollar value: i.e. 57.50

G: Net Sum of Pledges

e Total of all Pledges (PLEDGES!) that are being processed in this batch. Do not fill in

this block if this is a GIFT batch. This will be a dollar value: i.e. 57.50

H: Transaction Count*

e Total number of gifts or pledges making up this batch. If you are processing three

gifts. The number here should be 3.

I: Comment

e Any comments pertaining to ALL of the transactions in this batch.
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The bottom of the Gift Batch Control (NEW) window is optional. INPORTANT: Any options

chosen below MUST be TRUE for all transactions in the batch.

Batch Defaults
Load Defaults b

Common Gift & Pledge Defaults
Gift Pledge Trans Type - Pledge Type -

Tender Type -
Allocation \‘
Record Date
Amount
Spec Handl - Reference Reference2

Source - Rec Project - Anonymous -

Comment

Tribute Defaults
Tribute Type v Tribute 1D \‘

Gift Defaults
Auto Claim Received
Check Amt

CC Type -

Pledge Defaults

Binding Recordable Frequency -
Pledge Status - Discount Address -

Pay Date

#Yrs/ #Mths

L5
Associated Donor Defaults - only applied to associated donor row if entity or allocation does not have a default value
Alloc Div -
Program - Alloc school -
Premium Defaults
Premium - Amount 0 Declined

Comment
Giving Codes Defaults
Type - Code - Date

Amount 0 Apply to other Donors
D Q

Name

Text

Comment

Key Areas:
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e - DO NOT USE - Spec Handling - Source Reference
e Record Date - This will be the date of credit for all donors in batch
e Anonymous - You can choose hard Anonymous or soft

a. Soft provides Name with no amount or Amount with no name

5. Click Save.

Gift Batch Control (New) Actions
Batch Details (20038) Save Cancel Acbons Help @
|
Status o |=l open [l Streamlined Gift
BatchType™ |0 |+ pg ot Upload to Outside Batch # [ ]
Ledger Batch
Appeal | q
Deposit Date 1257215 | -
Sprv Status
Last Mod
Sorvsttus | |-
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6. Choose New Gift from the Nav Tree.

Gift Batch

Gift Batch Control
My Default List
Transaction List

Batch Proof Report

= -
New Matching Gift
New Reversal
New Modification
Batch List

Transaction Donor List

Gift Batch Control Actions
Gift Batch # 110875 (Open) Add Date 01f29/2018 Mod Date 01f29/z201%
Gifts Pledges Matching Gifts Reversals Modifications
u] a 1] u] V]

@ Save completed successfully

Batch Details (30038)

Status ) [=] Open

Batch Type® | =] bonat Uplosd to Outside Batch #
Ledger Batch

Appeal 1

Deposit Date |o1/2/2013 |-

Sprv Status

Last Mod

Sprv Status [=]

:fEt flll.ll!':;.is 100,00 Efaldd I!::ttsSllln

Net Sum Calc'd Net Sum

Netoum Colod et

Calc'd Transaction

T cti
ransaction Galed

Count*

Save New Cancel Acbions Help

[ streamlined Gift

0.00

0.00

User Group  Fayetteville

Group

Comment |c,ﬁ|!‘,I 2 gifts.

Batch Defaults

Load Defaults|

Common Gift & Pledge Defaults

I Gift [ Pledge

Tender Type |:||z|
Allocation | Q]
Record Date |p3/29/20m2 |2
Amount 0.00

Enar Handl 1

Trans Type

Doforanca

Pledge Typ

Doforanca]
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7. Fill required fields.
New Giit Actions
Gift Batch # 110875 (Cpen) Add Date  01/2%/201% Mod Date  01/23/201%  User
Gifts Pledges Matching Gifts Reversals Modifications
1] 0 0 0 0

Mew Save Cancel Achons Help

Donor™ | ]

Alocaton” | ¢ q

Trans Type* |E|

Amount 0.00 D Tender™ E
sot e

Recond™ oypsziis (1] ¢ Deposit 5 zszcis 1]
| payment | | Joint | | Fee || Claim H

Pledge | Q=

Proposal | J Q=

Appeal* | K Q||E|

ogom
on ]
Specol ] sowce [
et =)

A. Donor - Name of Donor. BE CAREFUL TO VALIDATE DONOR ADDRESS, PHONE NUMBER,
ETC.

B. Allocation* - Allocation ID (Use Magnifying glass to search)
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C. Trans Type* - Choose appropriate from drop-down list

g.

Outright Gift

Gift-In-Kind

Pledge Payment

. Outside Mnged Fund

PG Life Income

Other Irrev Planned Gift

Realized Bequest

D. Amount - Dollar amount of gift

E. Tender - Choose appropriate from drop-down list

a.

b.
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Bank Draft

Bond

. Cash or Check

Commaodities

Credit Card

Gift-In-Kind

Insurance Policy

Payroll Deduct

Real Estate Land

Securities
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. Software
F. Record - Enter date of gift
G. Deposit - Choose the date the batch actually processed
H. Choose Gift Type in Check Boxes
I. Pledge - Use to associate with a Pledge if appropriate
J. Proposal - Use to associate with a Proposal if appropriate
K. Appeal* - Assign to Appeal
L. Use Comment block at bottom of page for any notes necessary. Write-downs, write-
offs, etc.

M. Click Save.

10 | Page




How To Enter a Gift Batch - ADC

Ver. 1.1
1/28/2019
New Gift Actions
Gift Batch # 110875 (Open) Add Date  01/23/2015 Mod Date  01/29/201%  User
Gifts Pledges Matching Gifts Reversals Modifications
1] u} u] u} 0

Gift Details (80051)

TransType* & =] qright it
smoun

sote e

ot oz

td Payment ¥ 30int | | Fee | | Claim

rogom |
won o
pecol s
S

MNew Save Cancel Achons Help

Donor* 1931 Q| Mr. L ———.
Allocation™ 130000028 Q| =

Tender® o |v| oo Check
vepout” [0 |

Pledge 20281811 Q|l[=]sr21/2012
- Mr.
Proposal 1365 Q|
Appeal* |PGT§I' QJ [ Testimentary Planned Gift

swree [
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8. Repeat New Gift step for each gift in the Batch.
REMEMBER: ALL GIFTS MUST BE SAME TYPE - CASH, CHECK, CREDIT CARD, ETC.

9. Check the Validation Report from the Nav Tree for errors.

Home x| Walidation Report =
Gift Batch #110875...

Gift Batch Gift Validation Report

Gift Batch # 110875 (Cpan) Add Date  01/2%/2019 Mod Date  01/29/201%  User Group
Gift Batch Control Gifts Matching Gifts Reversals Modifications
My Default List 0 0 0
Transaction List 1

Transaction Donor List
Batch Proof Report

Validation Re £pp ID: 80867

New Gift Page ID: 50027

New Pledge

New Matching Gift fas=), 1 (AWA Web Sits), 4 (UD

MNew Reversal License Moduled: AWAC(S) | AWAB(7) | AWAG(Z1) | AWAMIE) | AWAE(D) | ADM(12)
New Modification + Security(On)

Batch List Bast) Form 50025 (Batch Control Header) Security(Cff) DataClump 80125 db 1

Bate) Form BO895 (Gift Batch Validation Report) Menw 50002 Security(Off) Datallump 80895 db 1

10. CAPTURE GIFT BATCH # FOR CRYSTAL REPORTS RUN. (SEE PAGE 19.)
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11. Click Transaction List from Nav Tree to see the Transactions that have been entered so

far.
Sift Batch Transaction List Actions
Gift Batch # 110875 (Open) Add Date 01/29/2019  Mod Date  01/29/201% UserG
Gift Batch Control Gifts Pledges Matching Gifts Reversals Modifications
My Default List
| 1 0 0 0 0

Transaction Donor List
Batch Proof Report
Validation Report
New Gift

New Pledge

New Matching Gift
New Reversal

New Modification
Batch List

Transaction List (90533) (1)

[._| Outright Gift

Receipt # 20841215

Actions  Help

fay

Pledge # 20281811 Record Date 01/28/2019 Amt 50,00
Deposit Date 01/28/2019
Fledge Fayment
App ID: BOZ73
Page ID: 50027
Usar: cmfarris

Database: ADVANCE

User Profiles: 0 (Base), 1 (AWA Web Site), 4 (UDEV)
License Modules: AWAC(S) | AWAB([7) | AWAG[Z1) | AWAM(S) | AWAE(S) | ADM{12)

App(80373)(21): Security(On)

Profile 0 {Base) Form 80025 (Batch Control Header) Security(Cff) DataClump 50125 db 1
Profile O {Base) Form S0533 (Batch Gift Entry List) Menu 30003 Security({OfF) DataClump 80579 db 1
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12. Return to Gift Batch Control from the Nav Tree to see the new Gift that you have

entered.
Gift Batch # 110875 (Open) Add Date  01/29/2015 Mod Date  01/29/201%  User Group Fayette|
N Group
Gift Batch Control Gifts Pledges Matching Gifts Reversals Modifications
My Default List
1 0 ] 0 0
Transaction List 1

Transaction Donor List
Batch Proof Report
Validation Report Statu

Net Sum 100.00 Calc'd Net Sum 50.00
of R¢ceipts of Receipts
Net fum Calc'd Net Sum 0.00
of Pledges of Pledges
Trafjsaction |3 Calc'd Transaction 1

* Count

Save New Cancel Acfions Help =

O streamlined Gift

New e Batch{lpe” [ |1=] g piond o OURSdE Batch # R
New Pledge Ledger Batch
New Matching G q
New Reversal :
iy Depofit Date |p1/25/2018 |
New Modification it E|
Batch List f:;t" status

This is because | have only done one New Gift.

TRANSACTION COUNT MUST MATCH THE NUMBER OF GIFTS.
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GIFT BATCH PROCEDURES IN CRYSTAL

REMEMBER!

ADVANCE STEPS MUST BE
COMPLETED FIRST!

1. Log in to Crystal Reports.

2. Find the Shortcut to Batch_Proof_Report.rpt in the VPAG Vice President of Agriculture

folder.

w Viglcome: Administrator | Applicstiors v Preferences Felpmencw | logof [
®
[ Home | Documents |
View - New - Organizz - Send ~ More Adions = | Details 2 M A[1]eft v
My Documents Type Last
e =] Folder
B i beniold -
- b . Crystal Reports Jan
E| [ VPAG Vice President for Agriculture I &1 | AG modifications/reversal report Crystal Reports
* [ CES Cooperative Extension 1 | COENT Entity Pref Name Changes.rpt Crystal Reports. Jan
"I Reporting Qutputs Folder - vk -
5
L1 | vpaG Active Allacation for an Active Assignment.rpt Crystal Reports Jan
1Y WPAG Allocation Assignment Mass Modify Crystal Reports
L1 | veuG Weekly_Gift_Report.rpt Crystal Reports Jul 2
| web_windows_SIG_Meeting_January_2009 Adobe Acrobat
"
4 »
Categories
Search 4 »
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3. Right-click on Shortcut to Batch_Proof_Report.rpt

[ | CES Cooperative Extension
E.h ADC Entity Removals.rpt
5." AG modifications/reversal report
E COENT Entity Pref Name Changss.rpt
5 | GIKS Report - ADC Excel
] | vPAG Active  View ent.
5_“ VPAG Allocal View Latest Instance
) | vPAG Wesk  Properties
'@ Web_Windo View Lineage
View Metapedia Terms
Schedule
Mobile Propertiss
History
Catagories

Document Link

Mew >
Jrganize >
Send >
Details

4. Select Schedule.
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5. Change Instance Title (OPTIONAL.)
N
w Scheduls shn:a;l;ﬁe -
D
Recurrenca
Database Logon
Prompts
Filters
Formats
Destinations
Print Setiings
Ewents
Scheduling Server Group
Languages
6. Click Prompts.
Prompts
Parametar | Scheduling Value
* _BATCH_NUM )
* Reguired

Destinations
Print Settings
Events

Scheduling Server Group

Languages
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7. Click Edit Values.
w Schedulz Promps
Instance Title
Recurrsnce Parameter | Scheduling Value
Database Logon * [_BATCH_NUM | [EMPTY]
= Required
Filters
Formats
Destinations
Print Settings
Events
Scheduling Server Group
Languages

8. Enter Batch Number (FROM GIFT BATCH CONTROL SCREEN-SEE PAGE 13).

Enten prompt valuss.

I_BATCH_NUM

| set to null

e

9. Click OK.
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10. Click Schedule.

s i e i

w Schedule Instance Title
[Batch_Proof_Report.rpt |
Recurrence
Database Logon
Prompts
Filters

Formats

Destinations

Print Settings

Events

Scheduling Server Group

Languages
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