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Objectives
* Closing the Year 2020

— Using proper “inbound channel”
— Clearing out old batches

— Write offs and receivables

— Year-end checklist

* Matching Gifts & how to process in CRM




PREPARING FOR YEAR-END CLOSE




CRM —= Year-End Close

* Run the Pledges Aging Receivable report
— Ask management to review

Global Pledge Write-off should be done at the beginning of next year.

Write off the Pledges from previous years.




Reports To Run

* Pull year end reports the morning after entry for end of year.

e Pledge Receivable Aging Report
e Appeal Progress by Category

e Appeal Progress by Solicitor

e BSA Summary of Appeals




CRM —= Year-End Close

e Getting ready for New Year in CRM

- Appeals for 2021 set up for receiving funds Use FY inbound channels to ensure

funds are going to Future Year




FY — Inbound Channels




Appeal Progress Results

- Before closing December -
Under “Appeal Progress Results”
check transaction on future year
appeals to verify FY inbound
channels have been used




MATCHING GIFTS PROCESS




Matching Gifts Set Up

* Update the organization record
* |dentify the employees

* Update the employee / employer
relationship on the individual

 Demonstrate contribution process




We will start with a constituent
search to find a company that needs
to be updated for matching its
employees' contributions.




After clicking the search for constituent
link, | conducted a search for Sprint in
Overland Park, KS. | chose the one in red
to demonstrate with.




By clicking the link in the search window,
it opened the home page for the
organization. We are going to take a
quick look at those individuals related
and the Organization info.




The Relationship tab show me who is
currently working for this company. This
info imported over from ScoutNET. You
can add new employs here or from the
individual constituent record.




The Organization info page is
where we begin our record
update. We need to add a
Matching Gift Condition to the
record. | scroll to the lower
section of the page and click
the add button.




This opens the “Add matching gift condition”
form. The form request information that we

may not have. You can head to link on the
next page.




Matching Gift Criteria

* https://www.matchinggifts.com/bbscouting iframe

 Type in the name of company you are looking for.

sprint corporation Search



https://www.matchinggifts.com/bbscouting_iframe

Example output

Matching Gift Details for Sprint Nextel Corp (as of 4/7/2010)

Min. Gift:  25.00 Match Ratio: 1:1
Max. per Gift: 5,000.00 Deadline:
Max. per Employee: 5,000.00 Guidelines:

Website: Go To...

Notes:  Through direct grants and a robust matching gifts program for employees and retirees, the Foundation creatively and thoughtfully delivers Sprint's commitment to championing our communities. No Athletics
For more information, please contact:

Name: Mrs. Janet Verstraete
Position: Grants Administrator
Phone Number: (913) 794-4402
Fax: 913-624-3396
E-mail: janet verstraete/@sprint. com

They system will bring up those companies
that meet your search. You click the
hyperlink and the company info for
matching will populate.



Take the info found and plug it into the criteria.
The relationship type will be Employee. | left
the “Job schedule” and “Career level” default
to blank. Some companies match full time and
part time differently. Then click Save.




On the right you can see the
inserted condition. You can have
more than one condition. Some
companies will match their
company officers' gifts with a
different ratio than what they do
for regular employees. We will
now head back to the Relationships
tab.




On this tab, we are going to make a
quick edit of our employees to
activate the matching condition we
just applied to the record. This
change can be made here or on the
individual constituent record. All
employees are here so | will just go
down the list. | will click the
Chevron next to their names.




'Home = | Constituents ~ | Marketing and Communications ~ | Revenue ~ | Events ~ | Memberships ~ | Prospects ~ | Volunteers ~ | Foundations = | Sponsorship = | Fu

ﬂ Sori | will use the edit
print
button on each
Organization Lookup ID: 8-13274150 record to open it up
Constituencies: Relation Only to make my Edlt

¥ Show more

Contact | Organization Info [EEEUTOELTCEE Security | Rewvenue | History | Attributes | Documentation and Interactions | Memberships | Communicatic

Relationships Relationship Tree

Relationships (7) @ Add individual @ Add organization & Add group/household | W Filters | [£] | More=

|V OJ Only display current relationships J Cnly display contacts

Relationship type: | Employes
W Apply #F Reset

Show relationships with: individuals [ Organizations OJ Groups [J Households

MName « Constituent type Type Relationship Start date End date
3 Individual
(%) Dondi W. Reed Individual Employee 6/1,/2007
# Edit
Relationship Comments
Sprint is the: Employer Start date: 6/1,/2007
Dondi W. Reed is the: Employee End date:
George A. Selleck Individual Employee 4/23/2004
Guy E. Jacchs Individual Employee 5/1/2007
Individual Employee 7/31/2002

Jlames &, Clark



The feature | am turning on is the
check box in front of the phrase
“The organization will match
contribution for this relationship”.
When | set up the condition, |
selected the employee
relationship or confirm it.




| repeated that process for all
employees on the organization. |
_ then proceeded to create a revenue
batch under the Revenue functional |
area to demonstrate how the system

¥ Show more

Attributes Do

Contact | Organization Info QEEEENLGGTEE Security | Revenue | History

Relationships Relationship Tree

Relationships (7) @ Add individual @ Add organization & Add group/household | Filters
Relationship type: | Employee ‘V (J only display current relationships [ Only display Works'
— B B T Apply +Reset
show relationships with: Individuals |l Organizations | Groups | Households
Name a Constituent type Type Relationship Start date End date
=3 Individual
Dondi W. Reed Individual Employee &6/1/2007
George A. Selleck Individual Employee 4/23/2004
Guy E. Jacobs Individual Employee 5/1/2007
James &, Clark Individual Employee /31,2002
Jimmy W. Nowel Individual Employee 8/3/2003
Kenneth J. Fisher Individual Employee T/3/2003
%) Zachery ). Gillihan Individual Employee 11/22/2005
" Edit
Relationship Employment information
Sprint is the: Employer Start dater 11/22/2005  Job title: Industry:  Businass
Zachery J. Gillihan is the: Employee End date: Category:  Managers and Administrators, All Other Start date: 11,/22/2005
Career level: End date:
Comments



Let’s pretend that all these individuals are members of the same unit and gave
money at the family presentation. | plug in their contributions in an LC Cash Check
batch. | then updated my projected totals and validated and committed my batch.
Note the amounts. They range from $10 to $200.



Here is a quick screen shot
of my batch validation. It
completed and committed
the seven records.




Now pop over to the
Revenue functional area
and look at the “Matching
gifts claim summary” to
review what claims are in
the system.




‘& Matching Gift Claim Summary

Constituent query: | L307 All Constituents (Ad-hoc |P &

Date: | This Manth

‘ v

K | Dfl ool

- 3

| populate my constituent query with

my council’s constituent selection to
bring up those that relate to my -
council. Here | have 6 donors that
have potential matching gifts. | putin
7 donations, but the $10 donation did
not meet the qualifications to be

Matching Gift Claim Summary matched so it does not appear.

Selection: L307 All Constituents (Ad-hoc Query)
Date range: This Month
Total matched payments: 5605.00 Total MG claim amount: S605.00 Total MG claim balance:
Total number of MG claims: 8 Total paid: $0.00

Organization - Matched % Total MG 2 MG Claim 2 Paid 3 MG

Constituent Payments Claims Amount E
B Sprint $530.00 6 $530.00 $0.00

James A Clark 5200.00 1 5200.00 $0.00

Kenneth J. Fisher 525.00 1 $25.00 $0.00

Zachery J. Gillihan 530.00 1 $30.00 $0.00

Guy E. Jacobs $75.00 1 $75.00 $0.00

Dondi W. Reed 100.00 1 3100.00 $0.00

George A Selleck $50.00 1 $50.00 $0.00
B Sprint Foundation - Matching Gifts $75.00 2 $75.00 $0.00

Kenneth J. Fisher 525.00 1 $25.00 $0.00

George A Selleck $50.00 1 $50.00 $0.00




Because the employees matched fill out their matching
notice on-line at work, we get a check from the Sprint
Foundation telling us which gifts are matched. The
money needs to be recorded under the entity that
donated it. The employees work for Sprint and not the
Sprint Foundation. | next click the Revenue Tab.

If the check is to satisfy more than one claim attached
to different appeals, structure, giving categories or
groups break the check into multiple lines.



On the revenue tab no claims show up for the
Sprint Foundation. | need to click “Load
Commitments” and find the company that the
employees work for. This is where the claims
are located.




| can now search for the
company that has the
employees that have the
claims. | wrote down the
Lookup ID earlier. Select the
constituent.




This will load in the matching gift claims that
are under Sprint. If it was a check from the
corporation, then these would have auto
populated under Sprint. We had to load them
so they can be cleared using the payment
from the Sprint Foundation.




We now apply the monies to
each of the Matching gift
claims and click OK.




_ Batch entry _
ad# Batch L0525041

Batch commit process parameters =)

Batch number; 10525041 | then processed my batch
Validate batch before committing: Yes with the check from the
Check for duplicate constituents:  Yes Sprint Foundation. | had
Celete batch after committing: Mo success with the process.
Create exception batch: Yas

Exception batch number: LO525041x1

Create control report: Yas

Create output selection: Mo

Cutput selection name:

Cwerwrite existing selection: Mo

Batch commit status = |

Status: @ Completed

Status message: Completed

Started by: netbsayjkushn Server name: D2SBBISECTOBY
Started: 10/6/2020 1:37:43 PM Total records processed: 1

Ended: 10/8/2020 1:38:09 PM Mumber of exceptions: 0

Duration: 26 seconds Records successfully processed: 1




Next, | popped back out to the
Matching gift claim summary to
check out the changes.
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‘&l Matching Gift Claim Summary

The report shows the claims and
the amounts that have been paid
on the claims.

Constituent query: | L307 Constitiu

ents (Ad-hoc Quer |P rd

Date: | This Month

v] from .

| nfl [

R
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Matching Gift Claim Summary

Selection: L307 Constitivents {Ad-hoc Query)
Date range: This Month
Total matched payments: 5605.00 Total MG claim amount: 3605.00 Total MG claim balance: $75.00
Total number of MG claims: 8 Total paid: 5530.00

Organization - Matched % Total MG % MG Claim % Paid 2 MG Claim %

Constituent Payments Claims Amount Balance
B Sprint $530.00 6 $530.00 5530.00 50.00
James A Clark $200.00 1 5200.00 5200.00 50.00
Kenneth J. Fisher $25.00 1 $25.00 $25.00 $0.00
Zachery J. Gillihan $80.00 1 $a80.00 $a80.00 $0.00
Guy E. Jacobs 375.00 1 $75.00 $75.00 50.00
Dondi V. Reed 3100.00 1 5100.00 5100.00 $0.00
George A Selleck $50.00 1 $50.00 $50.00 $0.00
E Sprint Foundation - Matching Gifts 375.00 2 $75.00 50.00 $75.00
Kennath J. Fisher $25.00 1 $25.00 50.00 $25.00
George A Selleck $50.00 1 $50.00 $0.00 $50.00




Additional Information

* A “Matching gift claim” is created when a person pays their
pledge or donate to you.

* A “Matching gift claim” is not created by a pledge. If the
system did this, it would be creating a pseudo commitment on
a pledge which would be a bad practice. If the first pledge, is
unpaid the second would also be unpaid.




Additional Information

* A “Matching gift claim” does not create GL that moves to
PeopleSoft. Itis a pseudo commitment that is awaiting
confirmation/payment from employer.

* Payment on “Matching gift claims” creates GL when a payment
arrives and clears them out.




s
Additional Information

If you use the system, it can create a list that you can then
create a mailing from to let the donor know that their gift
could be matched and that they should act with their

employer.




Tweaking BSAFR




Tweaking BSAFR

* This is the best time of the year to review your BSAFR setup
* Run query — LXXX BSAFR Groups
* Review Output

* Determine if group names need changes




Tweaking BSAFR

* Cleanup which can be done by Member Care
— Switching group from one structure to another
— Changing giving category of group
— Change parent group
— Change reporting level — unit, district, subdistrict, council

— Changing revenue history




Next Forum

January 20, 2021
10:00 am or 2:00 pm CT







Questions & Answers




