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Introduction

Educational Institutions are seen as a centre piece of the community with relationships in every area
being developed. To assist the college in managing these relationships PCSchool has developed the
foundation module. The foundation module is designed to track and manage relationships through
improved communications, pledge tracking, activity allocation and mail merge. The Foundation
Module can be used as; a better communication tool, a pledging utility, or merged with your existing
Alumni members.

It is up to you to decide how you wish to use Foundation Module.
The Foundation Module can be accessed via either;
e The Main Menu by selecting Foundation
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e Or from any Module by clicking on the Foundation (House) Icon on the toolbar.
EExlended Community - PCSchool Yer 2005 [H DRIVE PLAY 1] User: PCSCHOOL
File Community General Ledger  Utilities  Otker Ml:ldl._,ﬂeS Mavigate ‘'wWindow |
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Prerequisites

Several Areas need to be set up prior to entering information into the Foundation Module. When
creating new codes, once established, they should not be deleted. You can add to the codes needed.
e Adding new Codes through Maintenance View.
e Create Identities
e Set up of Foundation Activity Codes

Create New Maintenance Codes

Path: Utilities — Maintenance View

The Maintenance File is used throughout PCSchool to define code types and descriptions. In
Foundation the Maintenance File is used to manage the codes assigned to each view.

Do not delete any files that are already entered as they may be used by other Areas of PCSchool. To
add a new Code scroll to the bottom line, tab to the next line, enter your unique Code and a
description, Tab off the line to save it.

You must refresh the view by clicking on the Foundation Module icon before the new “Code Types”
can be used.

ALUMREL — Relationship Description ALUMSTAT — Used to identify categories in Alumni
RIS (] Maintain Codo Fles =
- Code Types  Code Types:
Type: Type LMS
Description |He\anonshlp Description Description: |AlumnlMemher Categorization
Comment Comment:
= =l
| |
- Code Master File -~ Code Master Fils
Code | Description =] Code [ Desciiptian =]
BF Brather D Director
Contact Contact F Friend
DA Daughter ] General
DAD Father
DG Daughter
Emplee Employee
Empler Employer =l =l
FOUNDSTAT — Used to indicate level of gifting ALUMNOTE — Note categories
] incin Code Filcs =[x —loix
! [ Code Types: -~ Code Types:
Type 574 T
Description: | Foundation Status Descriptiors [/ Note Categaries
Comment: Comment
= =
| I
(- Code Master File: i st Pl
Code [ Desciiption [«] Code [ Deseiiption J=]
BRONZ BRONZE GEN GENERAL
GOLD GOLD LATE Late Payment
FLAT FLATINUM
SILVER SILVER
|| =
=l
~Code Types
Type:
Descrptiorr [lumni History Codes
Comment;
=
=l
- Code Master File:
Code | Description |=]
EE Easketbal
DR Doctar
Law Lawyer
[ Netball
FREF Prefect
AL Rugby League
U Fiughy Union =l
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Creating ldentities

The Foundation module creates an identity record for all Foundation members. To use your
existing Alumni records for creating Foundation members, you will need to generate the identity
records (assuming you have Alumni records to start with). If you are not using your Alumni records
the Foundation module will create a new identity record when you create a new member.

Convert Current Records

Path: Community — ldentity — Utilities

| Extended Community - PCSchool Yer 2005 [H DRIVE PLAY 1] User: PCSCHOOL

| Commurity

B8 QE FlE

|dentity

5| Identity Management
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Once you have brought a group in or transferred Students from the Scholastic Module you can check
to make sure the code is Unique to avoid Duplication.
8] dentity Management ]
o I Cods: [WILSON CHA B 7451 ] 4 ]

Membertt: I 7494
Surname: IWilson Giver: ICharIette Clear |
Detallsl Security  Utilities | IDS TR I
Home: Ph: Bus Ph:
Delete |

Bring Students inta Identity | obile: I Email: I

1 Em re=—wmn

Identity Match Up - Select to Re-Assign  Addiess: I

Brring Staff inta |dentit
ey | # | Source [ Code [ Name [ Data [Seleat] =] -
7434 ALUM - WILSOM CHE Charlette Wilson 04 349 4353 90 Hooker | [ Re-assign |
Erirg Farily irto |dentity | 7434 STUD  WILSON CHZ Charlette Wilson Bon 20/01A1931 PR 04 [
Bring Alumni inta | dentity | LI
Poszsipte Duplicates - Re ber if required - Select and alter #
Bring Creditors into |dentity | | Source [ Code | Name | Data | select] 2] QI Re-Humber |
Test On
|dertity Cross Reference Scan Sumame + Given M
Horne Phare W
Q Mame Search 5 | LI Code W
r~ Output destination | Export File Setting Strest Address [
" Clear At | n g & Print to \Window ¢ Export to File € Impart I ’7F|Ie Name: |ldentityScan. s _I EMail [
[ Scan | Cancel |

Check for Duplicate codes.

o | Click on Identity Cross Reference.

The members brought in will display in the top grid the # must be unique to the member..

[}
e | Duplicate # codes will be listed in the bottom grid.
e | Change the # Code of the new member to a new # code.
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Creating New Members
Path: Community — Extended Community View — Community

The Community view allows you to work with individual members of the foundation.
~lolx|

A1 Extended Community Yiew
1 Community | 2 Flelationshipsl 3 Activit_l,ll 4 Notesl 5 Schedulerl B Create Activiy Codesl 7 Pledge Entry

Show
ﬁl Code: ISlMPSDN C _I Surname: ISiI‘npSDn " Foundation
€ Alumni
Middle: | @ Both Al

Given Mame: IChris

Known as: [Chiis Status Al mamh Date: [25/04/1943 L
Family Cade: I Gender: IF 'I Foundation: IBHDNZE * N\ Update: I I

General | Cantact Detailsl Buziness Detailsl
| Maintain Code Files "&]Maintain Code Files —
Enmal .
Code Types: S— — Code Types:
D] Tupe: FOURNDSTAT Tupe: ALMSTAT ﬂ
D ezcription: Foundation Status R Descrintian: . —
ption:  |&umni Member Categornisation j
‘rears attenc Commeht: I
Reg |
Al
[ Past Pup
™ Friend - Code Master File: — Code Master File:
- Prosont| Code | D egcription Code | Description
BRONZ BROMNZE D Diirachar LI
F Pagst GOLD GOLD F Friend
a5t Sta
FLAT PLATIMUM G General
SILVER SILVER ——
QN ame Search I Clear Al Fa I & Save and Clear I [Hl5ave and RetainF2 | E xit Wiew |

To enter a new Foundation member manually, the following steps are required.

Click the “Clear All” button to clear the screen of any existing foundation member’s record.

Enter a unique code for the new member in the “Code:” field. PCSchool recommends

° Surname, space then the First Initial.

* “Save” button at the bottom of the screen

Enter relevant information for the new member and save the member’s record by clicking the

7/46
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Foundation Activity Codes

In order to track the activities of Foundation members, you need to set up the activity codes. Activity
Codes are grouped into categories, once established they should not be changed as relating records
may exist.

Path: Community — Extended Community View — Create Activity Codes

PCSchool provides seven different categories for you to work with, they are:
e General
e Associations
¢ QOccupation
¢ Organisation
e Mailing
e School History
e Sports
How you use the Categories is up to you.
[

"wiedding Anniverzan

To add a new Activity Code follow the steps below;

e | Select the Category for the new activity.

e | On the next free line in the grid enter the activity Code description.

e | Click Save when finished.

Commercial in Confidence 8/46
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Adding ‘Relationship’ Members

Relationships within the Foundation module are used to show linkage and associations between
Foundation members. The Relationships function can define a contact person within a Foundation or
Alumni group. Families who have a long history with the College can be traced and acknowledged.

Create Relationships

Path: Community — Extended Community View — Relationships

Relationships are created to provide linkages between Foundation members, blood relative’s
associates and the College. This allows the college to tailor foundation activities accordingly.

4] E xtended Community View -0 %
1 Community 2 Relationships | 3 Achivity | 4 Notesl 5 Schedulerl 6 Create Activiy Codesl 7 Pledge Entr_l,ll

Member: IALLEND1 _I Status Alumni: |<Undefined> j
Surname: IAIIen Select a Member Clasz of: I a

Given Mame: IGWBI"I FRanes Home, 05 436 204 M obile: |D41? 435 394

Parents Aszociates

- Allen, Brent - Sister - [Rea'n: 0 Class of 0)
E---Anglese_l,l, Fong Ling - Friend

-~ dllen, John - ‘wife - (Reg'n: 0 Class of 0]
\. inderson, Robert - Friend

Add Parent ! » Add Associate |

Children . * 3
-~ Allen, Lydia - Click one of the Add n. Kandice - Contactor
“opllen, Kate -- [ 12 House: buttons

Add Child I Add Contact |

Follow the steps below to start assigning relationships;

e | Select a Foundation Member to work with.

e | Click the Corresponding Add button to select a member.
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When selecting a member to add they must be available in the database.

<Undefineds R

Select a Associate Member =]

7 435 394

Saspo 2 5 &
4]
Brother

llen, Lydia -
llen, Kate -- v 12 Houge: DOMEGAL Cl A 1

Follow the steps below when adding other members to the main member;

1. | Select your relationship to the person.

. | Select the member from the drop down list.

Select the member’s relationship to you.

NN

Click Create Relationship.

The Members will then be listed in the various windows.

4| Extended Community Yiew

ALLENOT <Undefined> R
03 496 204 0417 495 394

Allen, Brent - Sister - [Reg'n: 0 Class of 0)
- Anglesey, Rong Ling - Friend
- Allen, John - Wife - [Reg'n: 0 Class of 0)
i Anderson, Robert - Friend

o Allen, Lydia - - Agton, Kandice - Contactor
e Allen, Kate - - (1 12 House: DONEGAL Cl: A ]

Contact Person: assigned by
the schoolto actas a
facilitator or contact for this
member.
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Working with Relationships

Foundation User Manual

Once a Relationship has been created you can highlight a member’'s name and the following options

will be displayed:

e “Add” another relationship
e “Remove” existing relationship
e “Edit” relationship description

“Show” selected relationship

Selecting Show will bring up the highlighted members details instead of the currently selected
member. To bring the previous member back select them from the appropriate Add box and select

Show.

| Extended Community View

1 Community 2 Relationships | 3 Activity | 4 Motez | 5 Scheduler | 6 Create Activity Eodesl 7 Pledge Entryl

- ol =

Member: [ALLENDT

Suname: IAIIen

Given Mame: IGwen

_I Status Alumnni: |<Undefined>

Class of: I a

Phones Hame: |D3 436 204 Iobils: |D41? 4536334

Parents

Azsociates

Add Parent |

Children

= Allen, Brent - Sister - (Reg'n: 0 Class of 0]
Anglesey, Rong Ling - Friend

- fAillen, John - Wwife - [Reg'n: 0 Class of 0)
8 .nderzon, Robert - Friend

Add Associate Remove Associate

EditRelDess | <o Shaw

Contacts

Allen, Lydia -
i fllen, Kate - - [ 12 House: DONEGAL CL &

Add Child |

Commercial in Confidence
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Allocating an Activity to a Member

Path: Community — Extended Community View — Activity

Once the activities have been created they can be added to members.

| Extended Community Yiew o ] ¢
1 Communityl 2 Relstionships 3 Activity I 4 Notesl 5 Schedulerl B Create Activity Codesl 7 Pledge Entr}ll
Menmber: [ALLENO1 1 =
Surnarne: Iﬂllen
Givenname: IGwen
Categony: IALL 2 j
Code »» _ _Category | Short Comment | Date From »> | Date To x> | ;l
Testing 3 MAILINGS testing mailing lizt 234082007 2340842007
Wedding Anniversary GEMERAL Married 1967 4 11/09/2007 11./09/2007
Terniz SPORTS Likes to play Tennis 11/08/2007 11/08/2007
Comment:
| |
=
" ClearAct. | 5 [&E5avesct. F2 | P Delete Act. | " Clardll F3 |
To add activities to a member follow the instructions below;
1. | Select a Member
2. | Optional; Select a Category to shorten the Code List.
3. | Select an Activity Code.
4. | Enter a short description.
5. | Tab off the line to save or click Save.
Commercial in Confidence 12/46
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Creating Notes

Path: Community — Extended Community View — Notes

Use the Notes view to record information against a member’s record.
1 Eommunit_l,ll 2 Helationshipsl 3 Activig 4 Notesl g Schedulerl G Create Activiy Codesl 7 Pledge Entryl

Member: [ALLENDT 1 [
Dizplay Order——————————
Surname: IAIIen play
' Date 2 Categon
Givenname: IGwen

Datez: 3 | Categay >> 4 | Ww'hio 5 | Mate 6 ILI
24/08/2007 GEM PCSCHOOL Keeping in touch

@Mainlain Code Files

— Code Types:
Tope: ALLIMMOTE]
Description:  |Almni Mote Categaries
Comment: J
Comme
— Code Master File: il
Code | [rescription
GEM GEMERAL
LATE Late Payment

S Clear Mote | 7 [E5ave NateF2

" Cleardll Fs |

To add notes follow the steps below;

Select a Member.

You can select to view the Notes by date or category order.

The date will default — can Edit.

Select the Category.

Who will default to the person logged onto PCSchool.

Enter the Note information.

N o RWN =

Tab off the line to Save or click Save.
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Scheduled Events and Alerts

Path: Community — Extended Community View — Scheduler
The Scheduler is used to keep a record of future events. If an event is tagged with an Alert you can

run the process ‘Show Current Alerts’ to receive a list of upcoming events. You do not need a
Member selected to view the Alerts.

Adding Scheduled Events

You can add scheduled events, if Alert is ticked and a date entered you can view the events alert and
receive the alert couple of days in advance.

& Extended Community Yiew ) ] 4]
1 Eommunit_l,ll 2 Helationshipsl 3 Activityl 4 Maotez 2 Scheduler | 6 Create Activity Eodesl 7 Pledge Entryl

Member: I-"-\LLENU'I 1 _I Show Curent Alerts |
Surname; IAIIen

Givenname: IGwen

| Alert Every |
Date >3 I Short Description I Anniversary I Alert I Days I Months I ‘Years I Mext Aler... I Finalised I:I
29/07/2007  Testing 2 0 2 0/29/08/2007
27/08/2007  Anniverzary a a 1 27/08/2008
27/08/2007  Testing O 0 0 0310842007
30/11/2007  ¥maz get together O 0 0 130/11/2007
28/08/2007  Fete a 10 7/09/2007 ¢
2 3 4 5 6 7
Comment:
Clear Sch. 9 SaveSch. 2| X Delete Sch. | Clearal F5|

To add scheduled events follow the steps below;

1. | Select a Member.

Select the Date of the Event. If you wish to receive an alert for this Event the same date
must also be entered in Next Alert.

Enter your description for the Event.

If this is Event is an anniversary tick the Anniversary box.

a|Rw N

Optional; if you want receive an Alert prior to the Event, Tick the Alert box.

You have the option of selecting the Time Periods between Alerts, select either;
e Days; enter the number of Days between Alerts.
e Months: enter the number of Months between Alerts.
e Years: enter the number of Years between Alerts.

If you tab to Next Alert it will default to the Time Period of; Days, Months or Years selected
for the Alert. This date can be edited.

If the Event is Recalculated through the process below a tick will be placed in this box.

©|®

Tab off the line to Save or click Save on the bottom toolbar.
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Showing Scheduled Events

When you View the Scheduled Events you can tag them as finished or update them to the next
schedule time frame.

b chedule Alerts x|
3 Schedule Alerts for 28 /08 /2007 o/ x|
Member | A_!&lt | Short Description | Diate Next Trigger »> I Finalize I -
ALLEMNOT i Iwl iTesting 28/08/2007 5 O
ALLENOT Testing 2 29/08/2007 O — || Show Current Alerts |

2

:l Mext Aler... | Finalised IAI

L IEE R ]

Comment: " |27/08/2008 O

;I [ 28/08/2007 O

1 |
E =
Delete Schedule Recalculate Alert D ates Exit Save |
Pledge Plan |
Code »> | Date »> | Category »> | Agction | Target [§] | -
© Clearal F5|

To update the scheduled Events follow the steps below.

The date of the next scheduled Event.

Click the button to show the Current Scheduled Alerts.

Schedule window for today’s Alerts.

This Date will update once the Dates have been Recalculated.

Place a tick in this box if the Event is finalised. You will receive no more Alerts if ticked.

@O0 RIWN =

Click this button to update the dates of the Alerts to the next scheduled Event.
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Creating a Program Plan and Pledge

Path: Community — Pledging
The “Pledging View” allows you to create and manage foundation groups and pledges.

Create the Program

A Program must be created and a Plan added to add to members.

@ Foundation Pledge View

I Program Contiol File | Pledge Details |

Code: |TESTING = 2 Progiam Dietail
M amne: IChris Testing this Module 3 T otal Pramized: I 0.00
Ledger Account: Tatal Given: I 0.00

Enfity. |COLLEGE 4 [ [Frour 5 chool Name Target: 0.00

Account: [5 390;” D_I IDtherIncome-SupportGroups _I Target To Date: 0.00
: 6

Frograrm Flan:

Date »» | Category »» | Action | Target [$] | -

Save | 1 Clear | Delete Selected Plan |

To create a Program follow the steps below;

Click Clear.

Enter the new unique Code.

Enter a description for the Code.

Select the Entity to be used.

Select the Ledger Code you will be using for this Pledge.

o0RWN =

Click Save Program to Save the Code.

Commercial in Confidence
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Adding the Program Plan Details

Foundation User Manual

Once the Plan has been saved, define milestones for the selected Program.

B Alumni Pledge View

Program Contral File  Pledge Details J

Code: |lanlelE]l Ll Program Cretail
Mame: |."3«rt R oom Renovations T atal Promised: 1000.00
Ledger Account: Total Target amourt 400.00
Entity: |COLLEGE () |Play School Target: 11000.00
Account; I 90 I ol 1Dther Ihcame - Suppart Groups [.] Target To Date: oo0
Select Category
[Preset within program)
Program Flan:

Date »> Category... | Action Target for Actian arget [$] £
3140872004 FUMCTIOM  Market Stall 1000.00
304042004 REMINDER  Send Pledge reminders 0.0o
31/06/2005 TARGET Target amount to be raised by this date 10000.00

Describe action reguired |
A
Delete Selected Plan

To enter milestones follow the steps below;

e | Enter a Date for the Milestone.

e | Select the Category appertaining to this Milestone.
e | Enter your description.

o | Enter the estimated Target.

e | Target; Calculates the Target Amounts

Commercial in Confidence
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Pledging Details — Volume Allocation

The Pledge Details view allows you to create and manage Pledging Groups, you can select Affiliates
from the Associate Relationships to add to the Group and create Payment Plans for the Group.

Step 1 Create the Giving Plan.
@Foundation Pledge View =lo =

Praogram Control File ” Pledge Detailz

GivingH: I 1 l MNew |
Plan Code: [TESTING 2 || [Chis Testing this Maduls Promised Tatal: | 500.00
Director. [ALLENDT 3 8 GivenTotat | 0.00
Group MName: I."-‘Allen Family and Friends 4 Overdue To Date: I 0.00
Comment: 5 =
[~
Save | Clear | Delete |
Fledge Members [ Affiliates: Giving Flan:
tember »> | Date joined »» | Status |;| Date »» | Promise | Given | Balance | Status -
BLLENDT 24/08/2007 24/08/2007 50.00 0.oo0 50.00
BLLENDZ & 24/09/2007 50.00 0.oo0 50.00
ALLEMO3 A, 24/10/2007 50.00 0.00 50.00 =
(AMDERSOM R A, 24/11/2007 50.00 0.00 50.00
AMGLEDT A 24/412/2007 50.00 0.00 50.00
BELLDZ 24/08/2007 A 24,/01/2008 50.00 0.00 50.00
LI 24/02/2008 50.00 0.00 50.00 LI
Select affiliates from defined relations | Auto Create Payment Plan Delete Payment Plan I

To create a giving plan follow the steps below;

Click new to create a new Pledge or select an existing Pledge.

Select the Plan this group will be pledging to.

The Director will default from the Main Member selected.

Optional; enter a Name for the Group.

Optional; freeform for entering your comments.

@ RIWN =

Provides a running total for this Pledge Plan.
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Step 2 Add the main Member and anz Associates.
4] Foundation Pledge View

Foundation User Manual

e =
Pragram Contral File: ” Pledge Details
Giving#: I 4_| MNew |
Plan Code: [TESTING | |Chris Testing this Module Promised Tatal. | 500.00
Directar: [ALLENDT Given Total | 0.00
Group Marme: IAllen Farily and Friends Select Related Members x|
e Related Member List Selected Members
- Allen, Brent - Sister ~allen, John - Sister
i Anglezey, Rong Ling - Friend i Allen, Brent - Sister
- Allen, John - Wike - Anderzon, Fobert - Sister |
Save | ‘- finderson, Robert - Friend - &nglesey, Rong Ling - Sister
‘- Bell, Gary - Sister —
Fledge Members / Affiliates: 3 4
Member > 1 | D ate joined »> | Statuz |:|
ALLEMOT 24/08/2007
ALLEMOZ b
ALLEMO3 A
ANDERSON R & /'
ANGLED b
BELLO2 6 24/08/2007 A
I~
Select affilates from defined relations 2 5

To add members follow the steps below;

Select the Main Member who will become the Director.

Click to open the Affiliates window.

Double click to Add Affiliates.

This is the list of members for this Pledge.

Click Finish, the Affiliates will have a Status of A.

o0 RwWN =

Other Members can be added to this Pledge.

Commercial in Confidence
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Step 3 Create a Pledge Plan

@Foundalion Pledge View o il 4
Frogram Caontrol File ”m
Giving#: | 4] Mew |
Plan Code: [TESTING | [Chis Testing this Moduie Promised Tetal [ B0000
Director: [ALLENMI 8 Guentot [ oo0
Group Mame: IAIIen Family and Friends Overdue Tao Date: I—DDD
Carnrment: ;l
=
F = Giving Flan:
Payment Freq: Im E Date s> | Promise | Given | Balance | Status -
& 24/08/2007 50,00 0.00 50.00
o | Payment StartDate: [2¢ Aug. 2007 3 L] 24/09/2007 50.00 0.0 B0.00
A e o e
E TotaltoPay: | 5 50000 24/12/2007 50.00 0.00 50.00
H 24/01/2008 50.00 0.00 50.00
‘\ 2440272008 50.00 0.00 A0.00 LI
Al e P T GI Ciose | SI\ 1 Auto Create Papment Plan | Delete Payment Plan
To create a pledge for the selected members follow the steps below;
1. | Click to Create a Payment Plan.
2. | Select the Frequency of the Payment.
3. | Select the Date for the first Payment.
4. | Enter the Amount for each instalment this group will be paying.
5. | Enter the Total Amount that this group will be paying.
6. | Click to create the Payment Plan.
7. | Payment will be listed.
8. | Shows the Total amount pledged by this group.
Commercial in Confidence 20/46




© PCSchool Foundation User Manual

Pledqge for Individual Members

Path: Community — Extended Community View — Pledge Entry
Single Pledge

Once Programs are created individual members can be tied to the program via Pledge Entry.
1 Eommunit_l,ll 2 Helationshipsl E ﬂctivityl 4 Notesl 5 Schedulerl 6 Create dictivity Codes 7 Pledoe Entryl

Member. [BAARSDT 1 [l

Surname: IBaars

Givenname: IGraham

Code »» Mame - Date »> | Fromise | Given I Balance | Status | :I
3041042007 500.00 0.00 500.00
6
Plan Cade: [SPORTS 2 [
Add Single Pledge Add Multi - Payment Plan
Drabe I3EI Oct, 2007 3 I Auta Create Payment Flan |

Amaunt: I 500.00

955

To add a single pledge to an individual member follow the steps below;

Select a Member.

Select a Plan Code.

Select a date for the Payment.

Enter the Amount.

Click Add Pledge.

o0 RWN =

The single Pledge will be created.
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Add a Multi Payment Plan

Multi payment plans can be created also.
&] Extended Community Yiew 10l x|
1 Communit}ll 2 Flelationshipsl 3 Activit_n,ll 4 Notesl 5 Schedulerl & Create Activiy Codes 7 Pledge Enty

Member: IBELLDE 1 _I

W Auto Create Payment Plan [

Giivenn Papment Freq: |BiMonthly 4 =
— Payment Stat Date: [30 5ep, 2007 5 . ZI Date o> | Pramize | Given | B alance | Statuz | ﬂ

_ = e 30/03/2007 100.00 0.0 100.00

IPEyTERt ARt : 30/11/2007 g 10000 oo0| 10000
30/01/200% 100.00 0.0 100.00 J

- 1000.00

Totalto Pay: - 30/03/2008 100.00 oo0| 10000

30/05/200% 100.00 0.0 100.00
| Auta Create Payment Plan 8 I Cloze I | |30/07/2008 100.00 0.00 100.00 ;I

Plan Code: [SPORTS 2 [
Add Single Pledge Add Multi - Payment Plan
Date: I . l Auto Create Payment Plan 3

Amount: 0.00

Add Pledge |

To add a multi payment plan to an individual member follow the steps below;

Select a Member.

Select the Plan Code.

Click to create.

Select the Payment frequency.

Select the start date.

Enter the Amount for each payment.

Enter the Total of the Pledge.

Click to Create the Payments.

©|® N O RIWN =

Lists the payments and dates.
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Group Processing

Path:

Community — Group Processing Inc Mail Merge

Group Processing allows group allocation to tagged members with various Foundation attributes.
Within this view you can create groups by tagging via selected Criteria. Once the groups are created
you can create by groups; a Mail Merge document for Word, send Emails, Allocate Activities,
Schedule Alerts and add Notes.

This view is divided into two sections “Criteria” and “Allocation”. Each section has various options to
define the allocation required.

e Criteria; is used for creating Groups of Members, you can use any of the following methods;

Selection Criteria
Giving History
Group Tag

By Activity

Tag Alumni

e Allocation; is used for working with the created groups in;

Mail Merge
Schedules and Alerts
Notes

Activities

Exporting (Emerge)
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Creating a Group

Groups must be created before allocating Activities.

Selection Criteria

You can select members by using various filters.

@ Group Processing = =]
Criteria — Allocaion—|

Selection Criteria | Giving Histolyl Group Tagl By Activityl Tag .t’-\lumnil Mergel Create Shedulesmlertsl Create Notesl Create Activit_l,ll Exportl

Select records based on the following criteria

Order R dzBy—
Member Code From: || 1 l Ta: I I RIS i teanioss ) 6
& Member Code
Enralled Fram: I . 2 l Ta: I . j " Enalment Date
Dieparted From: I . 3 l Tm: I - I ' Departure Date
Status: IAII 4 Yl " Class of
Class of: I 5

[~ Show Newsletter Recipiants anly

¥ lgnore deceased

7
W lgnore Dead Letter
Select by any or all of the following;
1. | Member Code Select all the members within a Code range.
2. | Enrolled Select all the members who Enrolled within a Date range.
3. | Departed Select all the members who Departed within a Date range.
4. | Status Select all the members with a selected Status Code range.
5. | Class of Select all the members who belong to a Class of (Enter Year).
6. | Order Records By Check the appropriate radio box for the output order.
7. | Check Boxes You can select to view or not view various information.
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Giving History

Foundation User Manual

You can select which Pledge Plans you wish to tag members for. You also have several optional

filters for further defining your selection criteria.
=101

Criteria | Allocation——— |
Selection Criteria Giving History | Group Tagl By Activit}ll Tag Alumni I Mergel Create Shedules;’AIertsI Create Motes I Create Activity I Export I
Consolidate by———
Owverseas Excursion Fundr, " Giving Plan
Mew Sparts Centre Fledge D ate: From: Im 2 _I To: I 5 _I * tember
Chris Testing this Module
1 Date Joined From: I 5 3 _I To I 5 _I
Drate Paid From: I 5 4 _l Ta: I 5 _I
Fromize Total From: I 5 oo To I 0.00 ™ Tagif not fully paid
8
Given Total: | 6 000 Tof 000 ¥/ Tag Directars Only
| =
Refresh T able |

UnTag Al |

9 TagEBazed on Selection

Select one Pledge Plan or several, all other filters are optional;

1. | Pledge Plans Double Click to remove — Refresh Table to start again.

2. | Pledge Date Select members who Pledged within a date range.

3. | Date Joined Select members who Joined within a date range.

4. | Date Paid Select members who Paid within a date range.

5. | Promised Total Select members who Promised a $ value within a range.

6. | Given Totals Select members who have Given a $ value within a range.

7. | Consolidate By Select to Consolidate by the Giving Plans or by Member Codes.

8. | Radio Boxes Tag as required.

9. | Tag Based on Selection C!icl_< to create the group, you will be as_.ked to Untag All first
within this process, answer yes to continue.
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Group Tag

Within this View you can create groups by; Giving Plan, Pledge Group or Activity.

%1 Group Processing

Select one of the options below for creating a Group;

e | Giving Plan Created in Pledging — Program Control Files

e | Pledge Group Created in Pledging — Pledge Details

o | Activity Created in Extended Community View — Create Activity Codes

e | UnTag Al '(D)I;gz the option is selected click UnTag All to remove any tags already in
e | Begin Tagging Click to create the new group.
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By Activity
Groups can also be created by Activities that have already been allocated to them.
@Emup Processing = =]
Criteria | Allocation |
Selection Criteria I Giving Histary I Group Tag By Activiy I Tag Alumnil Merge I Create Shedules/alerts | Create Notesl Create Activity I Exportl
Base selection on below
s |MAILINGS <
CelEgeg I J e e Ignore this criteria if none ticked
| Available Activities - Testing W Sk
List &
List B [ Care Giver
List C
List D [ Teacher
List E [ Alurani
» Testing

el

Da Mot Tag if ane of

[ Student

" Care Giver
[ Teacher
™ Alumni

= 2 | 1=

" Foundation

Beain Tagging |

<<l

To create a list from Activities use the information below;

e | Select a Category.

Highlight an Activity.

Click the Arrow buttons to add or remove the highlighted activity.

Use the radio buttons to further filter the members for tagging.

Click Begin Tagging — you will be asked to untag all before starting, answer yes.
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Tag Alumni

Within this view you can tag individual members who may or may not be connected in other ways.

@Emup Proceszing = =l
Criteria | Allocation |
Selection Eriterial Giving Histor_l,ll Group Tagl By dctivity  Tag Alumni | Mergel Create Shedulesmlertsl Create Notesl Create Activityl EHportl
Member Code | Mailing Title | Enralled | Departed | Status I Clazs Of I Mewsletter I Tag IZ[
ALLEMOT ki G allen a
ALLEMOZ krJ Allen a
ALLEMO3 b B & Mrs RF &llen 1]
AMDERSOM A 0
AMGLE DT Irz KD Anglesey 0
AR0OR4 R 1] O
AR 0RA0T D & Dr P Arora 0
ASTOND Mrz P C Astan 0 a
B&ARS501 e P & Mrs G Baars a O
BAEDT b1 Tary Ahn i a
B&YLY01 ke GO & Mrs JE Bayly a O
BEAVED iz D M Beaver ] O
BELLHL hizz Hariette Bell 01/02/2003 03/412/2004 2004 a
BELLO2 b G & Mrs RJ Bell a H
BELLOS kr P & G Bellamy a O
BEMWMEDZ tr P & Mrg K Bennett 1] a
BILEOT b S & Mrs R Bilby a O
BILEY0 i P B & Mz F M Bilby a O
BIRDO2 OB b & Mz J Bird a a LI
UnTag Al | TagAll |

Tagging individual members;

e | Click Untag All prior to starting to clear any previous tags.

e | Tag Members to be included in the Group.
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Allocating information to Tagged Members

Once the selection of members has been made you can allocate activities to the tagged members.

You may wish to create a:

Merge

Word Merge document containing members’ details and information
Schedule an alert and apply it to all members of a foundation plan
Create a note to attach to tagged members

Create an activity to be applied to all tagged members
Export the tagged members to Emerge for emailing to those with email addresses.

The Merge view can be used with Word to create your mail merge documents.

@ Group Processing
Criteria

Selection Eriterial Giving Historyl Group Tag | By Activity | Tag&lumni - Merge | Create Shedulesx’.ﬂ‘«lertsl Create Notesl Create Activityl Exportl

Allocation

o

Available Fields

Selected Fields

Plan Codes To Digplay

--» Member Title
--» Address
--» Member Salutation
--» Member Statuz

1 -7 Given Mame
--» Surname
- Total Promised §
-3 Total Paid $
- Last Receipt Mo
Flan Heading T able

Select Al | 2

Agzociates
-
Flemmei e Footoil ToLle
« |_'|_I

Member Title

Address

Member 5 alutation
Member Statug

Given Mame 3
Surname

Tatal Promised §
Total Paid §

Last Receipt Mo

Overseas Excursion Fundraizer
Mew Sports Centre
Chrig Testing thiz Module

5

—E=port File Setting:

File Marmne: IAIumM erg.doc

7

File Type: IWord far Wwindaws
W &pply combo extension

[
i

J | o
Deselect Al | 4 Refiesh Table| 6
Restrict Tatals to Pledge D ate From: I 5 l Create 10
[Elank for &ll) 8
Pledge Date To: I P l
Exit Yigw |
Base Totals on Directors Only W 9

To create a document for sending to word follow the steps below;

Double click to add Available Fields.

Click Select All if you want to have all Available Fields.

Double click to remove Selected Fields.

Click Deselect All to remove all Selected Fields.

Double click to remove Plan Codes.

Click Refresh Table to bring in all Plan Codes.

Click on the selection box and save the file where you will be able to find it.

Optional; Select the dates From and To.

Tick if this is to be created for the Directors (Main Member) only.

S|@ @ N RWN =

0.| Click Create to begin creating the document.
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Find the file you created and make sure the information is there.

-10] x
EIEETTIEEEYY

File  Edt Miew |nsett Fomat Toolz  Table ‘Window Help Type a question farhelp = X
CR=2" RENEN= NN <N -0 A AR RN N M= N R S

Marmal ~ TimesMewFoman - 12 - B I 0T E

|| R R I T R T R I C R PN I E R C I A W AR I E AN RS TR LYY, [y

i= T |ar ., A .
— —

F—

kMem}Jer Titlew «iddress, Address 1, Town State Coder aIlember Salutations «Ilember Statuse e G men
Marnes,aSurmaraes, ¢ Total Promdsed $»,¢Total Paid §3,9Last Receipt Mo #vIrs G Allen Box 3495 Auckland
Central NZ 1001 Irs G Lllen, Cwen Allen $700,, #4Ir BJ & hirs RF Allen 359 Horshar Downs
Foad B0, Fetherhill 2021 Wir BJ & Ilrs BF Allen, Brent, Allen $500,, #virs KD Anglesew, 59 Timhanga

Foad RD1, Hanakura 3092 Wirs KD Anglesey, Rong Ling Lnglesey, $1000,, #0r ¥ & Dy P Lirora PO Box

4091 Edmonton ME 1008 Dr VW & Dy P Arora, Victor, Arora, #vir I Allen PO Boo 4939 & lenstown QLD 4700
Jlr I sllen, Johe &llen $1500,, #
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It is not the intention of PCSchool to give instructions on any Program other than PCSchool, the
following information is an brief overview only of how to complete the Merge. For further information

refer to Word Help.

Open a New Word document.

Path:

Word — Tools — Letters and Mailing — Mail Merge

Word has 6 steps for the merge with various selections. The selections here are to create a simple

document.

Step 1

T Document3 - Microsoft Word =|o] x|
. Fle Edit Wiew Inset Format | Tools | Table ‘window Help word merge - X
NEH EREREE ¥ Speling and Grammar, F? - 5 td B ol oz - @ ,uﬂead!
P A4 Momal - Airial L Research. AlrsClick A= L 4= 02 F~% -~ A~
Language 3 =i
E| C9c 1100 A1t 012 1300 i 105 116 1 17 ga] C Mail Merge - x
Waord Count... . . = = . . = | ; .
: : @EeE
- 72 AutoSummarize, *
o Spesch Select document bype
] What b F d t
. Shared Workspace... wur?dngzi'f? s
i 1z# Track Changes ChikShift+E (@ Letters
- Compare and Merge Documents... (7} E-mall messages
& Pratect Document. ) Envelopes
2 Labels
I Online Collsboration ]
i ) Directory
- | IR ey
o Macro % S_huw Mail Merge Toolbar L= Send letters to a group of people,
2 Templates and AddHns =1 Erwelopes and Labels ¥ou can personalize the letter that
o = each person receives.
e F | AutoConect Dptions... Letter Wwizgard Click Mext to continue,
il Custamize.
e Options.
=
. =] step1ofe
= *
5 & & Mext: Starting document
o 3
=)z ;4 | I
iDaw- g [Ausshapess N N DO A @A &-L-A-==2adf

Page 1 Sec 1 11

Ak 2em

n1l Coll

REC TRE EXT OVR  English{Aus

e |

Select Letters

Click Next
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Step 2

: Mail Merge * x

@ [ 6

Select starting document

Hows do you wantk to set up wour
letters?

® Use the current document

Ll

) Skark From a template
{_ Stark From existing document

Use the current document

Start From the document shown
here and use the Mail Merge wizard
ta add recipient information.

Step 2 of 6
& Mext: Select recipients

“ o w4

“@ Previous: Select document bvpe

Step 3-1

T Document3 - Microsoft Word —|ol x|
© File Edt “iew Inseit Fomat Tools  Table  ‘window Help word merge - X
A = | REldB| ¥l sBa S
(A4 Momal - Aial Mz B LU =S o
L = Select Data Source ) 2. s {Z  Mail Merge =

. Look in IE Desktop | F ] @ | @ A

- 3 My Docurnents .

it i 3 My Computer Select recipients

= My Recent My Metwork Places (® Use an existing list

n Docdnents () Select from Outlook cantacts

B @ 3 Type & new list

- M

b Deskkop Email sstup.doc Use an existing list

-+ =] MEEET 4001107 cav Use names and addresses from a

E ) Shortcut to Help Documents file or a database,

i L \': Browse. ..

a My Documents

I | @ Edit recipient list...

.;. Wy Computer

= .g File name: I j Mew Source. ., | Qpen

- My Metwork,

b Places Files of type: IAI\ Data Sources (*.0dc; *.mdb; *.mde;j Cancel

QS FIT

s
el
F

| i

gz

[}

x| step3ofe
% Mext: Write your letter

<@ Previous: Starting document

e | Find the document and Open it.
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Step 3-2
This will initiate the window below.

Header Record Delimiters x|

Drata fields rust be separated From each other by a character called a Field
delimiter. Similarly, daka records must be separated by a record delimiter.
ze the lisks below to select the appropriate delimiter.

Field delimiter: Record delimiter:

Preview:

ehemberTitles «Address Address 1 Town: State- -
Codes sMember Salutations «Member- Statuss «Given-

Mames ¢«Surnames ¢ Total- Promised-§ «Total FPaid-
B zlast-Receint- Moz #rs-G-Allen.Box-3495  Auckland- Ll

] 4 I Zancel |

Select the comma as a Field Delimiter.

Select the # as a Record Delimiter.

Click OK.
Step3-3
This will initiate the window below.
Mail Merge Recipients x|
To sort the lisk, click the appropriate column heading, To narrow down the recipients displaved by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes ar
buttons ko add or remove recipients from the mail merge.
List of recipients:
| Sumame | >| Given Name | >| dddess | > Member Tile ] > ddiess_1_
- il q]
Brent 39 Horzha... | MrBJ & Mz BF Allen RO
Anglezey Rohg Ling 89 Tirchang... | Mrz KD Anglezey RO
Arora Wictor PO Box 4091 | D & Dr P Arora
Allen John PO Box 4333 | MrJ Allen
1] | 3
Seleck All | Clear Al | Refresh |
find.. |  Edt. | velidate |
v

When finished in this window click OK

Click on next in the Word document.
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Step 4
Read the instructions for writing your letter.

Foundation User Manual

[— - —
q"‘1"'2"'3"'4"'5-‘-B‘I-?‘l-s-l‘9-w-1u-|-11-|-1z-w-13-w-14‘|-15-|‘15-|-17- —
Inzert Merge Field x|
ahddressBlocks .
«Town_State_Codes Inserk:
" Address Fields ¥ Database Fields
Fields:

«Greetinglines

complete. Wi wish to thank you for your continued suppart.

Due to the continue o support of our Foundstion Members the extension

Address
Address_1
Town_State_Code
Member_Salutation
Member_Status

I j‘

: Mail Merge -
| &1 A

Write your letter

If you have not already done so,
wirike your letter now,

T add recipient information ko
wour letter, click a location in the:
document, and then click one of
the items below,

|5 Address block...

|5 Greeting line...

i-j Electronic postage...

N &
Given_Mame L

Surname
Takal_Promised_

Wie look foreward to receiving this payment
With best regards

Chris Simpson

«Given_MNames the amount of «Total_Promised_s is due on the 1409

Total_Paid_
Last_Receipt_Mao_

|
Match Fields, ., | -I Cancel |

“oon|d

=| More items. ..

When you have finished writing
wour letter, click Next, Then you
can preview and personalize each
recipient's letker.

Step 4 of 6
& Mext: Preview yvour letters

@ Previous: Select recipients

e | Once the letter is complete click Next.
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Step 5
The details will be filled in as per your selection.

GHENA

Preview your letters

©ne of the merged letters is
previewed here, To preview
another letter, click one of the
Following:

Recipient: &
% Find a recipient. ..

“ake changes

John Allen
PO Box 4939
Allenstowen QLD 4700

Dear John &llen, ‘fou can also change your recipient

lisk:
" Edit recipient list...

Exclude this recipient

when you have finished
previewing your letters, click Mext.
Then you can print the merged
letters or edit individual letters to
add personal comments.

Due to the continue d support of our Foundstion Members the extension to the Art Room is almost
complete. W vwish to thank you for your continued support.

John the amourt of $1500 is due on the 14032007
We look forwsrd to receiving this payment.

With best regards

Chriz Simpzon

Step 5 of 6
& Mext: Complete the merge

4 Previous: Write your letter

This is a preview of the letter if any information is incorrect use the Previous button to rectify.

Recipients can be removed from the Merge document.

When finished click OK.

Step 6
You can print or edit the letters in this window.

i iMaiIMelga T x
QY

Complete the merge

Mail Merge is ready to produce
your [etters.

To personalize your letters, click
"Edit Individual Letters." This wil
open a new document with your
merged letters, To make changes
to all the letters, switch back ko the:
original document,

Merge

i Print..,

L9 Edit individual letters. .

Step 6 of 6

6 ]

4 Previous: Preview your lstters

For further information on Word Mail Merge please read Word Help. The above Word Merge Help
was created from reading Word Help.
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Create Schedules and Alerts

This duplicates the features of the Schedules and Alerts in the Extended Community View except this
view will add the Alert by volume to tagged members.
@ﬁmup Processing ;Iglﬂ
Criteria | Allocation |

Selection Criteria I Giving History I Group Tag I By Activity I Tag Alumni I Merge  Create Shedules/blets | Create Motes | Create Activity I Export I

D ate: |3fusxzun? 1 |

Shaort Comment; IEnter a short description 2
At Dption D Month % " Anriversary 3
ays anths Bars
i W et 4
5 Alert Every I ] I 2 I ]
Mext dlerk Date: |330932DD? 6 l
Camment:
7 =

9 Begin [

To create Schedules and Alerts follow the steps below;

Select the Date for the Event.

Enter a short description of the Event.

If this is an Anniversary check the appropriate box.

If this is an Alert Check the Box to activate the Alert Options.

Optional; if the alert is to be repeated enter the Time Period.

Entering the date of the Event will trigger as Alert prior to this date.

Optional: Freeform area for your comment.

Tick if you will not be working with the same group.

©®N® O RWN =

Click Begin to start the process.
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Create Notes

This duplicates the features of Create Notes in the Extended Community View except this view will
add the Note by volume to the tagged members.

%] Group Processing

30/08/2007 1

FPayment Dverdue 3

To add a note follow the steps below;

Select a Date.

Select a Category.

Enter a Description.

Optional; Enter a comment.

Check if you will not be working the same Members.

B Pl b L

Click Begin.
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Create Activity

This duplicates the features of the Activity tab in the Extended Community View except this view will
add the Activity by volume to tagged members.

4] Group Processing

MAILINGS 1 =
[resig 2 =]
Chrig Testing the field 3

0ss2007 4

E/03/2007 5

To add an activity follow the steps below;

Select a Category

Select an Activity Code.

Enter a Description.

Select a Date from.

Select a Date to.

Optional; Enter a comment.

Tick if you will not be working with this group again.

QNP G BN =

Click Begin.
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Export

Providing email addresses are entered you can use emails for keeping in touch with your tagged
Members. The Member# is the common link with the emerge.

Follow the 7 Steps to crate emails.

Step 1

%] Group Proceszing

Alurnri Ernail =]

To export the tagged members to and email document follow the steps below;

e | Click Update Pledge Plans with Member#.

e | Select the Output Type of Email.

o | Click Export to Emerge.
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Step 2
=10l
[ Mew Document - | Hsave - | = Open W Template Mode
File: |
Insert |Gueries|Dutput| M|§| & E| I Cu |£§ +;§|£|
42 Global Fislds B 7 U e |[MS Sans Sert sorml===iE x < |- ==
{1 Data Fields L L Ry LR RN R LR RS LR LR T LIRS (RN LRt R LR T R A LR e
. 3 4 35 ] 7 g 9 1o 1 12 13 14 15 16
[0 Template Fields o | | | | | o

Message Area

Feady

NUM |10/03/2007 0303 AW

Fill Fields | Repopulate | [}‘ Exit |

Follow the steps below to start creating the document;

e | Go to the Insert tab.

e | Click inside the Message Area and the place where the first line of the message is to start.

° Click on Insert Field.
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When selecting the main file for emerge you need to know what information you are trying to send.
If it just a letter then File 60 — Alumni Past Pupil will give you the address details if you are looking to

include other information you may need to search the files from 301 to 310. You must have a
Member# or Student # in the list for recognition.

Step 3
ol x|
[ Mew Document = | & save v | [= Open M Template Mode
File: |
Ingert IQueriesI Dutputl #h | él * 2l | K7 G | £E £
- | v —
g EETQZZ'SS Select File.Field
El-{P Alumni - Past Pupils
&P Identity
™ SpeciyYalue
Select a field to seed or click OF
Insett Field | to accept the default & | fnce I [ [ [NOM [0/09/Z007 [0507 &M
Fill Fields | Repopulate | D“ Exit |

To view the available fields follow the steps below;
e | Select the appropriate file.
e | Click on the + to expand the information.
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[] Mew Document - | Hsave

File:

= | [ Open

Foundation User Manual

=lolx]

¥ Template Mode

Ingert Iﬂueriesl Dutputl

Select File.Field

Select File: [Alumni - Past Pupils

J£E§§|iz % 2 |===

RECMUM
MEMEER
STUDENTH
SURMAME
GIVENNAME
MIDDLENAME
KMNOWNAS
SEX

FAMILYCODE
MASTER
ORIGIN

MAILINGTITLE

ADDRESST

ADDRESS2

™ Specify Yalue

T |||||||||||||||||||||||||||||||||||||||||
13 i 15 16 ™y

=

Select a field to seed or click OK Ok |
to accept the default. =

Lancel |

Inzert Field |

Fil Fields |

T
Feady

NUM | 10/09/2007 |09:18 A

[F Esit |

Fepopulate |

You must select each field then re-click the space to enter the next line;
[}

Highlight a field and click OK to place in the message.

In the Message area go the next place where you want information.

Go back to Insert Field and select another field for entry.

Continue writing your email and entering the appropriate fields.

Step 5

[ Mew Document - | & save

=101 %]

V¥ Template Mode

< | [= Open

File: |

Inzert |Queries| Dutputl

# 2 0 BB o=

B 7 U 4| [MS Sans Serl

&
okm | = =

10 1

A3 [ 5 [ 7
TALUMNLMAILINGTITLE}
IALUMNLADDRESS}
TALUMNILTOMNG
{ALUMNLPOSTCODE}

B8

12 13 1 15 15 |

Dear {ALUMMNLGIVENNAME]}

Entervour message here entering fields as needed for bringing in infarmation.

Best'Wishes
Chris|
Ingert Field |
Ready MWUM [10/09/2007 |09:35 A

FilFielis |  Repopulate |

[F Exit |
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Step 6
=10/x|
[ New Document - | H save - | (= Open ¥ Template Mode
File: I\ALLENDZ_2DD?DS1 0_137.rf
InsertIQueries DUtPUtl Ml@l 5 ﬁln mlg'_g +"§|ﬂ
E:-cportasHTMLI Select Printer | B 7 O & ||MS Sansz Serif j|1uj B ||§ =T ow |,:= =
IZHBI A )Ml 00 A ) L M AN A A ) L a0 ..g
: el | e J Allen
FO Box 4939
Allengtown
Output Type———————————————————— 4700 5
1 .
¥ Automatic Dsar John
RTF & Email
© HTHL 2 Enteryour message here entering fields as needed for bringing in information.
Directary for file output: Best'Wishes
Enmail Subject: Chris
| 3
Attach File:
Alurani Export 4 Bulk Qutput
5 5
.ll....ll.. Ready MUM [10/03/2007 |09:51 AM
" Fill Fields | Repopulate | [}‘ Esit |

To create the emails follow the steps below;

1. | Leave the Tick in Automatic.

Select printer. This will allow all emails to be sent and will print a copy for any member who
has no email entered.

Enter a Subject for the Emails.

Click Bulk output to populate the fields and send the emails.

The email will be filled in for each member, and any members without emails will be printed
for posting.

Al Ed

Commercial in Confidence 43/46




© PCSchool

Once the emails have been sent you will receive a list of successful emails and an Email Log can be

viewed or printed.

Foundation User Manual

Step 7
@Exlended Community - PCSchool Yer 2005 [H DRIVE PLAY 1] User: PESCHOOE _IEI I
File Community General Ledger Utiities  Other Maodules  Mawvigate “Window Help
MC» D QN> Xy 0B s ABE| ¥l
Hote: =
D S| 0 ERlo o | &
iFrum Recipient Subject Status Date/Time
Unable to
Connect. Error
support@pcschoolnet . 18, Connected
support@pcschoolnet [ S——— Testing bt server sent 10/0%/2007
back bad
response
Tnable to
Connect. Error
support@pcscheoolnet . 18, Connected
support@pcschoolnet [ S——— Testing bt server sent 10/0%/2007
back bad
response
suppott@poschool net .
support@peechool net (support@peschoolnet ) Testing Success 10/09/2007
support@pcschoolnet }(fgfp@@p;szg?;if;;) Testing  Success 10/0%/2007
support@poschoolnet .
supporti@poschoolnet (support@peschoolnet ) Testing Success 10/0%/2007
L Email To: Isupport@pcschool.net Email |
E Subject | $|
i
Path: Utilities — Email Log

The email log can be viewed or printed.
il Extended Community - PCS chool Yer 2005 [H DRIVE PLAY 1] User: PCSCHOOL

le  Community  General Ledger
C4>» Q¥
EE———
@e"mge

[Date Time Subjec

1316:53 Testing
10/09/2007 13:16:52 | Testing
10/09/2007 13:16:50 | Testing
10/09/2007 13:16:47 | Testing
10/08/2007 13:16:33 | Testing

Utilities

Other Modules
WDF Query Generator
Backup

ehderge

Ernail

Email Log

Global Change [dentity code

Maintenance Yiew
Fepart &lias Settings
Fepart Alias Listings
System File Maintenance
D ata Import/E=part

Mavigate ‘Window Help

B $ @ FlE

Cess
CEesE
CESE

31/08/2007 14:30:44 | Test
31/08/2007 14:30:35 | Test
31/08/2007 14:30:25 | Test
31/08/2007 14:30:16 | Test
21/08/2007 14:23:03 Test
31/08/2007 14:22:48 Test
31/08/2007 14:22:37 Test
31/08/2007 14:22:25 Test

Output destination—————————————————

' Prikt to Window © Export to File

" Prieit to Prirter

" Export to Mail

Erpart: File Seting
File td ames ICustIst.doc

Emor 17
Emor 17
Emor 17

Emor 17
Emaor 17
Error 17

Ermor 17
Ermor 17

=

Filter: £ Email Logs -

Drate Frarm: I i

Date To:

Details:

|

Unable to Conrect. Eror 18. Connected but ;I
zerver sent back bad responze. Recipient(s]

support@peschool.net
[support@pczchoal net

]

Repart Style
| fwdt Log =l
Feport Alias

IAUDITLDG.HF‘T

Eile Type; IWord for Windows

¥ | empl comtin extemsimm

|
]

|
Commercial in Confidence

Last Email Status |
Clear Sezzion Log |
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Receipting in the Foundation Module.

Manual

In order to receipt to the foundation a pledge must exist within the foundation. To create a receipt for
the pledged amount, follow the instruction in the PCSchool Help Files under Debtor View.

The only variation to these instructions is entering the Foundation pledge receipt details in the

foundation tab page.
@ Receipt Entry

=10l x|

Def. Bank: |1 l Autoload |

Batch No: | 13 ] Date: [Mon-Sep 10,2007 | Pd: | 5 [May 2005
Desc: IFoundation Fieceipting = Finalised Max |5422?3
Tatal I $0.00  Unépplied: I $0.00 Joumals: I 0.00 ISchool ‘whorking Account _I
Rec Mo | Diate > | Farnkey > | From whom | Purpoze of Payment | Amourt | Unapp... | Sub g | Journal I A|
n Pliel Mam Paraint o Crasta Curetarm | ina - Ma et e nn nnn nnn 000
155 Sep 10,2007 Gwen Allen Foundation Receipting 0.00 0.00 0.0o 0.00
3 APPLY TO: Sundryl 4 Holding/Home Stay Dep. I 5 Ledgerl =1 Debtorsl T Voluntaryl i Foundationl bl I ’l MNew Heceipt' |
Id > | Account name | &mount By From | Bank... | Town »> | Card number | Fef Desc |;| Fieceipt No.
1 Schoal ‘Working Accc 100,00 Gwen Allen i Autg
" Marual
Delete Receipt |
: Fegrint |
Mew Printer |
- ~ Frinting Options
n Save Deposit I Sub Deposit | Clear Deposit | 2 Delete Deposit Auto Apply Debtars | ’7(:' Mo Receipt
FinaliseBatch | UnfineliscBoich | ClearBatch  |[ Validate Batch | [ Esitvien |

Once the batch and receipt details have been entered, select the “Foundation” tab. Select the
member’s code to which the receipt applies, enter the amount received and check the “Apply” box to

complete the receipt entry.
@Heceipl Entry

=1olx]

Def. Bank: |1 l Autoload |

Batch No: | 13 .| Date: [Mon-Sep 10,2007 [ Fd: | 5 [May 2005
Desc: IFoundation Receipting N Finalized Ma: |5422?3
Tatal I $100.00  Undpplied: _ Journals: I 0.00 ISchooIW’orking Account _I
Rec Mo | Date > | Famkey >> | From whom | Purpoze of Payment | Arnount | Unapp... | Sub & | Journal I Al
] Click Mew Feceipt to Create System Line - Do not uze 0.00 0.00 0.0o 0.00
195 Sep 10,2007 Gwen Allen Foundation Receipting 10000 10000 0.0o 0.00
3 APPLY TO: Sundw | 4 Holding/Home Stay Dep. | 3 Ledgerl B Debtorsl 7 Woluntary & Foundationl 1 I 4 Mew Receipt |

Member: |ALLEMOT _I IAIIen IGwen
Plan I Date I Balance I Apply § I L spply ‘et bo Apply
TESTING 24/08/2007 |50 50 a
OVERSEAS 24/09/2007 200 1]
TESTING 24/09/2007 |50 50
TESTING 2441042007 |50 1]
TESTING 24112007 |50 1]
TESTING 24A12/2007 |50 1]
TESTING 24/01/2008 |50 1] j Create Pledge |
Finalize Batch | Wfitialize Batet | " ClearBatch || Validate Batch I

Finalise the Receipt Batch as per the Instruction in the Debtors View help files.

Commercial in Confidence

Receipt Ma.
& Auto
' anual
Delete Feceipt |

Eemrint

e Printer

Frinting Optioks
& Mo ¢ Receipt
(F Esitview |
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Reports

Reports can be created for the various areas of the Foundation. Filters are available within each tab
to assist in printing only the information required. You will need to go through the reports to find those
best suited to your situation.

%] Community Report Yiews
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