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Introduction

The Community Support Database maintains donor-related information for the Friends in two relational
database tables, Member and Donation. The Member table contains one row for each Friends member
(or donor). lIts attributes (or columns) are:

Name: The name of the donor as you would want it to appear as the salutation of a letter, e.g. Mr. and
Mrs. John Q. Public.

Sort Name: The name of the donor in a form last-name first-name, which when the rows are sorted on
this column would list the donors in alphabetical order by last name and first name, e.g. Public John Q.

Address: The donor’s mailing street address, e.g. 1 Main Street, Apt. 2C.
City: The donor’s mailing “city”, e.g. Armonk.

State: The donor’s mailing state, e.g. NY

Zip Code: The donor’s zip code, e.g. 10504.

Phone: The donor’s telephone number, e.g. 914-555-1212.

E-mail: The donor’s e-mail address, e.g. nobody@aol.com.

All the above fields except for Phone and E-mail are required and may not be blank.

The Donation table maintains the history of all donations made by our donors, one row per donation.
Its attributes (columns) are:

Donation Date: The date of the donation, e.g. 1/16/2008.

Donation Amount: The dollar amount of the donation, e.g. 50.00.

Check No.: The check number of the donation (if donation was made by check), e.g. 123.

Donation Type: Described in detail later.

Matched: Y(es) or N(o) is this donation has been matched by a matching entity (such as a corporation).

Matching Partner: For donations that have or will be matched or are the actual matching donations, the
matching partner. Described in detail later.

Volunteer: Y(es) or N(o) according to whether the donor checked of the volunteer box on the payment
envelope.


mailto:nobody@aol.com
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Buy Seat: Y(es) or N(o) according to whether the donor donated an amount sufficient to purchase a
seat plaque in Whippoorwill Hall.

Thanked: Y(es) or N(o) according to whether the donor’s donation has been acknowledged with a
thank-you letter.

Special Fund: The name of a special fund, if any, to which this donation is to be applied.

Comments: Any comments regarding this donation that describes how the donation is to be used, e.g.
Steve Geffen Fund.

All of the above fields except for Check No., Special Fund and Comments are required and may not be
blank.

There are additional columns in both of these tables that are automatically generated for bookkeeping
purposes only which we do not need to be concerned with.

The Community Support Database application is concerned with the maintenance of these tables.

Running the Application

All that is required to use the application is a compliant browser. The application has been tested on
Internet Explorer, Firefox and Chrome. It is purported to work on Safari (at least on some versions). To
be able to perform the Print/Export function, Internet Explorer is required.

At http://www.friendsncpl.org/forms will be a list of various links. One link, labeled Community Support
Database, will take you to the application. You should use the links found on the "forms" page rather
than the link embedded in this document since the link is subject to change. Clicking on the appropriate
link will bring you to the login page:



http://www.friendsncpl.org/forms
https://www.friendsncpl.org/membership/cgi/login.php
https://www.friendsncpl.org/membership/cgi/login.php
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Community Support Login

Please login:

T —
Pessvors: ||

Enter your credentials. You will see:
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@ IncomefExp % ¥ ] Daily Playlis % ¥ emwatch 70 x ¥ Y Angulards; . x ¥ Q" APIReferer x 1 d Tutorial —¢ 3 ¥ & The Crossw x .@Eroccoli Rab % U Community ¢ ¥ @ Friends Con x

<« C A & htps:/ fwwew friendsnepl.org/mermbership/cgi/membership, php M e @ 0 E =

i apps [ Google mm IMDb %, MROE @ Retten Tomatoes: Mo, W Wikipeda g Dictionary.com  §) Language Tools  [E) Google Reader [ PlexcItl (O Imported From Firefox

Community Support Mark Donations as ‘'Thanked'| Export | Labels | Donations| Totals | Logoff |

Donation Type——

Name Filter:

— ® Don't Care Matched Volunteer Buy Seat Thanked special Fund
From Date: |—|ZI X R{egular) #= Don't Care = Don't Care * Don't Care #= Don't Care fund - I
Clear Filters To Date: |:|] } 4 M(atching) N N N N RIEFATO0) (PO (L
From Amount: $ c(orporate) v v v v Fund Filter:
To Amount: $ G(rant)
Listing records 1 - 6 of 1706
MName Sort Name Address City © State’ Zip Code Phone E-mail
A48 pkron Auto Club aaa akron auto club 111 West Center Street akran OH 44308
Ronald and amy Aaronson Aaronson Ronald and amy 23 pnnadale Street Arrnonk MY 10504 914-273-2165 ronaldaaronson@gmail.com
Jessica Abatemarco abatemarco 1 Usonia Road Pleasantyille WY 10507
Dr. & Mrs. James Abjanich Ahjanich James 19 Mianus Drive Bedford MY 10506 914-234-0769
Arnold 8 Roberta sbrams Abrams Arnold & Roberta 11 Maple Way Armonk MY 10504 014-273-3088
Sara & Michael Ackerman Ackerman M S Hillview Court armonk WY 10504 914-273-8121

Initially, just the list of donors is shown. In general there will be more than can be viewed at one time,
so you will have to use the vertical scroll bar to browse all the data. Initially the data is displayed in
ascending order by Sort Name (not the little triangle to the left of the header caption for the Sort Name
column — this indicates that the rows are being displayed in ascending order by Sort Name). There are
columns that are currently out of view that may be seen by using the horizontal scroll bar:
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@ ncomejExy > ¥ ) Daily Playlis ¢ ¥ e twiateh TOM 3¢ ¥ Y Angularas: e ¥ 7 APTReferer ¢ ¥ ) Tutorisl — ¢ % ¥ @ The Crossw x ¥ [ BroceoiiRal x ¥ @y community > ¥ @ Friends Con x

« C M @ htlps:/fwww friendsncpl.org/mermbership/ogi/membership.pho B =@ OCR =

2% anns B Google Wb IMDH @ MROE 0 Rotten Tomatoes: Mo W wikipedia g‘: Dictionary.com ) Language Tools B Google Reader [ ) Plex It (] Imported From Firefiosx:

Community Support Mark Donations as 'Thanked'| Export | Labels | Donations| Totals | Logoff |

Donation Type —

Name Filter:

— * Don't Care Matched Volunteer Buy Seat Thanked Special Fund
Gromibste: |—E X R{egular) ® Don‘t Care ® Don't Care ® Don't Care ® Daon't Care :

— Non-fund Donations Only

Clesr Filters To Date: T[] X M(atching) N N N N
From Amount: $ c(orporate) Y ¥ v v Fund Filter:
To Amount: § G(rant) ’
Listing records 1 - 6 of 1706
Sort Name Address City State:  Zip Code Phone E-mail Updated On i

on auto club 111 ‘West Center Strest Akron OH 44308 10/19/2014 05:21:39 pm
i Ronald and Ay 23 Annadale Street Armank I 10504 914-273-2165 ronaldaaronson@agrnail.com 06/18/2015 09:24:58 am
arco 1 Usonia Road Pleasantville WY 10507 07/09/2015 02:33:10 pm
1J]ames 19 Mianus Drive Bedfard I 10506 914-234-0769 01/30/2009 08:45:31 am
Arnold & Roberta 11 Maple Way Armonk WY 10504 914-273-3088 12/14/2008 07:32:42 am
an M 5 Hillview Court Armank MY 10504 014-273-8121 12/20/2014 10:46:34 am -

4

Note that the Updated On column contains data that has been “grayed-out”. This column contains the
date the donor records was last updated on and is updated automatically by the application.

To see all of the donation history data for a donor, click on any donor row (e.g. Ronald and Amy
Aaronson):
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@ Income(Exp %

« C M & htps:/fwww friendsnopl.org/membershin/cai/membership php

i ppps [ Google mm IMDb @, MROE @@ Retten Tomatoes: Mo...

| Daily Playlis ¢ ¥ == Watch TCH 3¢ ¥ w Angularls: o s

\ &/ |APIReferer x

s &/ Tutorial — x | & The Crossw x ‘@Eroccoli Rat x ¥ @ Commuricy x ) @ Friends Con %

~MEdes@O0HE =

W Wikipedia E Dictionary .com &_] Language Tools g Google Reader [ ] Plex It! (T Imported From Firefox

Community Support Mark Donations as ‘'Thanked'| Export | Labels | Donations| Totals | Logoff |
Donation Type——
Name Filter:
— ® Don't Care Matched Volunteer Buy Seat Thanked special Fund
From Date: |—|ZI X R{egular) #= Don't Care = Don't Care * Don't Care #= Don't Care -
— Mon-fund Donations Only
Clear Filters To Date: |—B X M{atching) N N N N
From Amount: $ c(orporate) v v v v Fund Filter:
To Amount: $ G(rant)
Listing records 1 - 6 of 1706
MName q Sort Name q Address El City © State’ Zip Code Phone E-mail
A48 pkron Auto Club aaa akron auto club 111 West Center Street akran OH 44308
Ronald and amy Aaronson Aaronson Ronald and amy 23 pnnadale Street Arrnonk MY 10504 914-273-2165 ronaldaaronson@gmail.com
Jessica Abatemarco abatemarco 1 Usonia Road Pleasantyille WY 10507
Dr. & Mrs. James Abjanich Ahjanich James 19 Mianus Drive Bedford MY 10506 914-234-0769
Arnold 8 Roberta sbrams Abrams Arnold & Roberta 11 Maple Way Armonk MY 10504 014-273-3088
Sara & Michael Ackerman Ackerman M 5 Hillwview Court Armonk MY 10504 914-273-8121 -
b
Donations from Ronald and Amy Aaranson
Listing records 1 - 3 of 18
Donation Date ' Donation Amount ©  CheckMNo.  Donation Type © Matched Matching Partner Volunteer | Buy Seat Thanked °
04/10f2015 £5.00 R M M ] 7 Armonk Players
03/05/2015 $30.00 R M M M h Children's Roaor
06/10/2014 $30.00 3 M M M 7 Armonk Players o

3

The donation history is presented by default in descending order by donation date (i.e. most recent
first). Note the inverted triangle next to the caption for the Donation Date column. The most recent
donation data (from4/10/2015) is what would be shown in the top donor table grayed-out. Note also
the caption that heads the donation history table reading “Donations from Ronald and Amy Aaronson”.
This caption was taken from the Name column of the donor table. You should always pay attention to
this caption to be sure of whose data you are viewing or modifying for it is possible to scroll the donor
data for this donor out of view and you may otherwise forget whose data is being displayed in the
donation table.

Basic Operations on Table data

We have already discussed scrolling and clicking a donor row to display all of the donation history for
that donor. Now we will consider other operations.
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Sorting on a Column

You may sort the rows in either table on a particular column simply by clicking on the appropriate
column header. To sort the history table rows in ascending order by donation amount, click on the
Donation Amount caption:

4 IncomeyExp x ¥y Daily Playlis x ¥ o Watch TCM x ¥ 1) Angulards: . x ¥ 5 APL Referer x 1 j\ Tutorial —f % ¥ @ The Crossw x

{ [ Broccoli Ral % ¥ @) Community x F @ Frisnds Con x

&« C M @ htps:/fwww friendsnepl .org/membership/egi/meambership.php

% ppps [E) Google jmof IMDb . MRQE @ Rotten Tomatoes: Mo...

M e @ 0E =

W Wikipedia E Dictionaty . com m Language Tools E Google Reader |7 Plex It! [ Imported From Firefox

Community Support Mark Donations as ‘Thanked'| Export | Labels | Donations| Totals | Logoff |
Donation Type—
Name Filter:
— ® Don't Care Matched Volunteer Buy Seat Thanked Special Fund—————————————————

! From Date: EE X R{egular) # Don't Care * Don't Care * Don't Care * Don't Care Non-fund Donations Only

Clear Filters To Date: [[x] X M(atching) N N N N
From Amount: § C({orporate) v ¥ v v Fund Filter:
To Amount: $ G(rant)
Listing records 1 - 6 of 1706
MName Sort Name Address ] City State:  Zip Code Phone E-mail
s80 Akron Auto Club aaa akron auto club 111 West Center Street Akron OH 44308
Ronald and amy Aaronson Aaronson Ronald and Amy 23 annadale Street Armonk I 10504 914-273-2165 ronaldasronson@grail.com
Jessica Abaternarco abatemarco 1 Usonia Road Pleasantyille N 10507
Dr. & Mrs. James abjanich Abjanich James 19 Mianus Drive pedford I 10506 914-234-0769
arnold & Roberta abrams Abrams Arnold & Roberta 11 Maple Way Armonk WY 10504 914-273-3088
Sara & Michael Ackerman Ackerman M 5 Hillview Court Armonk NY 10504 914-273-8121
3
Donations from Ronald and Amy Aaronson
Listing records 1 - 3 of 18
Donation Date Donation Amount Check No. Daonation Type Matched Matching Partner Volunteer Buy Seat Thanked

09/30/2009 £1.00 R M M M Y Steve Geffen F
10/02/2009 £1.25 R M M M v
10/02/2009 $£1.50 R M M M Y

The triangle next to the Donation Amount caption shows you that it is this column that is being used to
sort the table and in ascending order. Click on this caption one more time and the rows will now be
sorted by Donation Amount in descending order (not the inverted triangle):
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4 Income(Exp % g Daily Plavlis ¢ ¥ e isbeh TCH s ¥ Y Angulards: - x

{ J APLReferer x
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Special Fund

Mon-fund Donations Only

Fund Filter:

Community Support Mark Donations as 'Tha nked'| Export | Labels | Donations| Totals | Logoff |
Donation Type—
Name Filter:
® Don't Care Matched Yolunteer Buy Seat Thanked
Qromjbates FB X R{egular) = Don't Care ® Don't Care ® Don't Care ® Don't Care
Clear Filters To Date: ’:E X m(atching) N N N N
From Amount: § C(orporate) Y Y Y Y
To Amount: § G(rant)
Listing records 1 - 6 of 1706
Name i Sort Name g Address i City M; Zip Code Phone
Aad akron Auto Club aaa akron auto club 111 \West Center Street Akran OH 44308
Ronald and &my Aaronson Aaronson Ronald and Amy 23 Annadale Street Armonk Y 10504 914-273-2165
Jessica shatemarco abatemarco 1 Usonia Road Pleasantville MY 10307
Dr. 8 Mrs. James Abjanich Abjanich James 19 Mianus Drive Bedford MY 10506 914-234-0769
Arnold & Roberta sbrams Abrams Arnold & Roberta 11 Maple \Way Armonk MY 10504 914-273-3088
Sara & Michael Ackerrnan ackerman M 5 Hillview Court Armonk MY 10504 914-273-8121
Donations from Ronald and Amy Aaronson
Listing records 1 - 3 of 18
Donation Date i Donation Amoun Check No. Donation Type Matched Matching Partner Volunteer Buy Seat
12/16/2009 $50.00 R M ] ]
01/05/2009 $50.00 R M M M
03/05/2015 +30.00 R M M M

E-mail

ronaldaaronson@grnail.com

Thanked
A
W Daoris Sydney F
Y Children's Roor .

3

Clicking on this caption will toggle between sorting ascending and descending.

Add a New Row to a Table

You can add a new row to either table by right-mouse clicking anywhere in the table other than the
caption row. You will be presented with a popup menu. Here | have right-mouse clicked in the donation

history table:
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4 Income(Exp % Daily Playlis % ¥ == Watkch TCM %

ngulards: . x @ API Referer x a Tutarial — [ x

The Crossiy x iends Con %

& = C M & htps:/fwww.friendsnepl.org/membership/cgi/membership.php B e @ O E
E“ Apps Google E IMDh .L MRGE . Rotten Tomataes: Mo W wikipedia %: Dictionary. com a Language Tools Google Reader D Ples Tk E| Imparted From Firefox
Community Support Mark Donations as 'Thanked'| Export | Labels | Donations| Totals | Logoff |
Donation Type —
Name Filter: l:l .
= ® Don't Care Matched — — volunteer Buy Seat Thanked —— Special Fund——————————————
(FAOLED (Priie ’_B X ' R{egular) ® Don’t Care ® Don't Care ® Don’t Care ® Don't Care [ Non-fund Donations Only
To pate: [T X ' M(atching) ON ON ON ON 3
From Amount: | | _ C{orporate) Qv Q- oy O FundFier: |
To Amount: $|:| ' G{rant)

Listing recards 1 - 6 of 1706

Name ~Sort Name Address City State Zip Code Phone E-mail

RAs akran Auto Club

aaa akron auto club

Ronald and amy Aaronson  AaronsonRonald andAmy  23annadalestreet  Amonk NV 10504 9142732165 ronaldaaronson@gmail.oom 0

111 West Center Street alkran OH 44308

Jessica Ahatemarco abatemarco 1 Usaonia Road Pleasantville MY 10507
Dr. & Mrs. James shjanich Abjanich lames 19 Mianus Drive Bedford MY 10506 914-234-0769
Arnold & Roberta shrams Abrams Arnold & Roberta 11 Maple Way Armaonk MY 10504 014-273-3088
Sara & Michael Ackerman Ackerman M 5 Hillview Court Armaonk MY 10504 014-273-8121 -
< | r
Donations from Ronald and Amy Aaronsan
Listing records 1 - 3 of 18
Donation Date - Donation Amount Check No. Donation Type Matched Matching Partner Volunteer Buy Seat Thanked

Daris Sydney F

1227162085 riends Commnty support

01/05/2009 Database D
Edit this donation

03/05/2015 Delite this donation Children's Roar

<l Add new donation | 3

Sort by: Donation Amount »

Filter by: Donation Amount »

Hide /Show »

Left-mouse click on the entry “Add new donation” and you will be presented with:
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4 IncomefExp % | Daily Playis > ¥ e Wiatch TC e ¥ 1Y Angulards: (: APT Referer % r"‘: Tutarial — % ¥ @ The Crossw % Bﬁmccnli Rt s ¥ @ Communiey % ¥ ) Friends Con x

<« C @ htps: e friendsnepl org/mermbershipfogi fmermbership php M iEd=0 0O =

E=' Apps E Google MO IMDb .; MROE ‘ Rotten Tomatoes: Mo Wowikipedia 5‘} Dictionary .com a Language Tools E Google Reader |_", Plex It D Imparted From Firefox

Community Support Mark Donations as ‘Thanked'| Export | Labels | Donations| Totals | Logoff |

Donation Type—

Name Filter:

— * Don't Care Matched Volunteer Buy Seat Thanked Special Fund
From Date: _IZ[ x R{egular) * Don't Care & Don't Care # Don't Care & Don'tCare Non-fund Donations Only
Clear Filters To Date: = x M(atching) N N N N
Fund Filter:
From Amount: $ C{orporate) Y s Y Y
To Amount: % G(rant)
Listing records 1 - 6 of 1706
Name Sort Name Address City State Zip Code Phone E-mail
Aos akron auto Club aaa akron auto club 111 West Center Street akron OH 44308
Ronald and amy Aaronson Afaronsan Ronald and amy 23 Aannadale Street Armonk Y 10504 914-273-2165 ronaldaaronson@gmail.com
Jessica Abatemarco abatemarco 1 Usonia Road Pleasantyille MY 10307
Dr. & Mrs. James abjanich Lhjanich James 19 Mianus Drive Bedford MY 10506 914-234-0769
Arnold & Roberta shrams Ahrams armold & Roberta 11 Maple Way Armonk MY 10504 914-273-3088
Sara & Michael Ackerman Ackerman M 5 Hillview Court Armonk Y 10504 914-273-8121 -
b
Donations from Ronald and Amy Aaronson
Listing records 1 - 3 of 18
Donation Date Donation Amount Check No Donation Tvne Matched Matching Partner Yolunteer Buy Seat Thanked
M N A
Save donation || Cancel -
M M i Doris Sydney F
Member ID M M Y Children's Roor .
Donation Date @7/23/2015 »

Donation Amount

GCheck No.
Donation Type R
Matched N

Matching Partner

VYolunteer MY

Buy Seat N

Thanked N

Special Fund (none) v
Comments

The Member Id text box (into which you cannot enter any data — it is automatically filled in for you) is
another of those bookkeeping columns you do not need be concerned with.

Donation Date: If the donation was made by check, use the date written on the check. If it was an
online donation, use the date of the transaction.

Check No: If the donation was made by check, write in the check number, otherwise leave blank.

Donation Type: One of the following:

R(egular) — a "regular" donation made by an individual

M(atching) — a matching donation by a corporation associated with one or more R(egular) donations
C(orporate) — a corporate donation that is not a matching donation

G(rant) — a grant

X3

S

X3

S

X3

S

X3

S

Matched: Set to Y if this R(egular) donation has been matched.
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Matching Partner: If this is a R(egular) donation, the name of the corporation that has or will match the
donation. If this is a M(atching) donation, the name(s) of the donors whose donations are being
matched.

Volunteer: Set to Y if the donor indicated they would like to volunteer in some capacity.

Buy Seat: Set to Y if the size of the donation qualifies the donor for a Whippoorwill Hall plaque
(currently $500 or more).

Thanked: SettoY if the donation has been "thanked." Donations that do not require thank-you letters
should be entered as "thanked."

Special Fund: If the donation is earmarked for one of the predefined special funds, then specify here.
There is a capability to add a donation with a Special Fund value that is not predefined in the dropdown
list by selecting "(enter a new Special Fund)" where you will then be given the opportunity to enter the
name of a new, special fund. This will NOT cause the dropdown list to be permanently expanded with
the new special fund name. So if the need for a new, special fund arises, it is always better to contact
the webmaster to have him add the special fund permanently to the dropdown list.

Comments: If the donation was made online, enter the order number, e.g. "Order #1234". Otherwise,
this can be anything you want.

I”

Fill in the data and click on the “Save donation” button (or the “Cancel” button if you have changed

your mind):
LJiauitirz 1wl gl

Listing records 1 - 3 of 18
0 tinn Dat 0 B : T harks 0 tinn T atahed

Save donation || Cancel
Member ID

Donation Date @7/ 28/ /2815

Donation Amount 30

Check MNo. 249
Donation Type R v
Matched Mo

ratching Partner

Yolunteer Mo
Buy Seat Mo
Thanked Mo
Special Fund Armank Players v

Comments
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Then re-select the Aaronson donor record (the Donation Date column has also been clicked twice to
show the donations in descending order by date once again):

@ ncomefEx; x|y Daily Playlis % ¥ e watch To ¢ ¥ Y Anqulards . s ¥ 7 ARTReferer % 1 ) Tutorial —0 x 1 @ The Crosse % ¥ [ BrocaliRat % ¥ @ Communicy * | @ Friends Cor x

€« C i & hips/fwww friendsnepl.org/membership/cgl/membership php w M Ege @ OE =

E:' Apps E Google E IMDb ‘_, MRGE b Ratten Tamatoes: Ma W Wikipedia g: Dictionary.cam m Language Tools E Google Reader |j Plex Tt [:l Imparted From Firefox

Community Support Mark Donations as 'Thanked'| Export | Labels | Donations| Totals | Logoff |
Donation Type—
Name Filter:
— # Don't Care Matched Volunteer Buy Seat Thanked Special Fund
! QuomjDates EB x R(egular) ® Don't Care # Don't Care * Don't Care # Don't Care Non-fund Donations Only
Clear Filters To Date: |—|ZI 4 M({ atching) N N N N
From Amount: § Clorporate) ¥ ¥ ¥ ¥ Fund Filter:
To Amount: $ G{rant})
Listing records 1 - 6 of 1706
Name Sort Name Address City State Zip Code Phone E-mail
ALS Akron Auto Club aaa akron auto club 111 West Center Street akron OH 44303
RFonald and Amy Aaronson Aaronson Ronald and &my 23 Annadale Street Armonk MY 10504 914-273-2165 ronaldaaronson@gmail.com
Jessica Ahatemarco abatemarco 1 Usonia Road Pleasantyille W 10507
Dr. & Mrs. James Abjanich Ahjanich lames 19 Mianus Drive Bedford ' 10506 914-234-0769
Arnold & Roberta Abrams Abrams Armold 8 Roberta 11 Maple Way Armonk MY 10504 914-273-3028
Sara & Michael ackerman Ackerman M S Hillview Court Armonk [i'hd 10504 914-273-8121 -
3
Donations from Ronald and Amy Aaronson
Listing recards 1 - 3 of 19
Donation Date Donation Amount Check No. ' Donation Type @ Matched Matching Partner ¢ VYolunteer @ BuySeat = Thanked
07/20/2015 £30.00 240 R N N N M Armonk Player
04/10/2015 $£5.00 R I ] I b Armonk Playet
03/05/2015 +£30.00 R N M N Y Children's Roc

»

Edit an Existing Row

To edit an existing row in either table, right mouse click in the table on the row you wish to modify.
Here we will edit the row we just created by right-mouse clicking on this latest donation row. You will
be presented with the same pop up menu as before, only this time select “Edit this donation”. You will
be presented with:
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CLUN DO, [ e A‘ | R{egular) | | * Don't Care | | .

Save donation || Cancel

Member ID
Donation Date @7/ 2af2a1s5

Donation Amount  30.00

Check MNo. 249
Donation Type R
Matched Mor

rMatching Partner

Yolunteer Mo

Buy Seat Mor

Thanked Mo

Special Fund Armonk Players v H
Comments

R R N N e e e e T L S S B o N R N e K T P K R G e T

AT dEE AE Amm A moAm ~ L

Change whatever you wish and click on the “Save donation” button.

If you are modifying data in the Donation table, then the donor table will be refreshed (i.e. re-created.
This will cause the donation history data that was being displayed to become invisible until you click on a
donor row again.

If you are modifying data in the donor table, the current donor will be de-selected, i.e. donation history
data that may have been displayed will no longer be visible without first clicking on a donor row again.

Delete an Existing Row

To delete an existing row in either table, right mouse click in the table on the row you wish to delete.
Here we will delete the row we just created by right-mouse clicking on this latest donation row. You will
be presented with the same pop up menu as before, only this time select “Delete this donation”. You
will be presented with:

Windows Internet Explorer X|

H_?/ Are you sure you want to delete this donation?

Cancel |
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Click OK to proceed with the deletion.

If you are deleting data in the Donation table, then the donor table will be refreshed (i.e. re-created.
This will cause the donation history data that was being displayed to become invisible until you click on a
donor row again.

If you are deleting data in the donor table, the current donor will be de-selected, i.e. donation history
data that may have been displayed will no longer be visible without first clicking on a donor row again.

How to “Filter” Data to Look at a Subset of Rows

At the top of the page is a set of “filters” that can be used to limit the donor and donation rows
displayed to match certain criteria:

i Donation Type —
Name Filter:

¢ Don't Care Matched Volunteer Buy Seat Thanked Special Fund
From Date: |7 [=] X . . " .
R{egular) ¢ Don't Care * Don't Care ¢ Don't Care ¢ Don't Care Non-fund Donations Only
Clear Filters To Date: |7 [=] X M(atching) N N ~ "
From Amount: $ C(orporate) Y v v v Fund Filter:
To Amount: $ G(rant)

When the application is started, all filters are “off” or cleared and all rows will be displayed. This initial
condition can be arrived at any time by clicking on the “Clear Filters” button. There are several filters
that may be used separately or together in (almost) any combination:

Name Filter: If non-blank, only display donors whose Sort Name column contains this value as a
substring. For example, a value of mit, will match Smith and Mitchell. This filter is case-insensitive.

From Date: Only display donors and donations where the donation date was on or after this date (if the
donor has no donations, then there can be no match and the donor will not be displayed). You set the
date by clicking on the calendar icon. You can clear this individual filter by clicking on the X icon next to
the calendar icon.

To Date: Only display donors and donations where the donation date was on or before this date (if the
donor has no donations, then there can be no match and the donor will not be displayed). You set the
date by clicking on the calendar icon. You can clear this individual filter by clicking on the X icon next to
the calendar icon.

From Amount: Only display donors and donations where the donation amount was greater than or
equal to this amount (if the donor has no donations, then there can be no match and the donor will not
be displayed).

To Amount: Only display donors and donations where the donation amount was less than or equal to
this amount (if the donor has no donations, then there can be no match and the donor will not be
displayed).
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Donation Type Filters: Selecting “Don’t Care” clears this filter. Otherwise, you are selecting only those
donations whose Donation Type column matches your filter.

Matched: Selecting “Don’t Care” clears this filter. Otherwise, you are selecting only those donations
whose Matched column matches your filter (if the donor has no donations, then there can be no match
and the donor will not be displayed).

Volunteer: Selecting “Don’t Care” clears this filter. Choosing N or Y will result in displaying only those
donors and donations where the Volunteer column matches the selected value (if the donor has no
donations, then there can be no match and the donor will not be displayed).

Buy Seat: Selecting “Don’t Care” clears this filter. Choosing N or Y will result in displaying only those
donors and donations where the Buy Seat column matches the selected value (if the donor has no
donations, then there can be no match and the donor will not be displayed).

Thanked : Selecting “Don’t Care” clears this filter. Choosing N or Y will result in displaying only those
donors and donations where the Thanked column matches the selected value (if the donor has no
donations, then there can be no match and the donor will not be displayed).

Non-fund Donations Only: Un-checking this box clears this filter. Checking this box will result in
displaying only those donors and donations where the Special Fund column is blank (if the donor has no
donations, then there can be no match and the donor will not be displayed).

Special Fund: If non-blank, only display donors and donations whose Special Fund column contains this
value as a substring. For example, a value of Geffen, will match Steve Geffen Fund (if the donor has no

donations, then there can be no match and the donor will not be displayed.

Clearly, the Non-fund Donations Only and Special Fund filters are mutually exclusive. Otherwise, any
combination of filters may be simultaneously applied.

Buttons

Mark Donations as 'Thanked'| Export | Labels | Donations| Totals | Logoff |

The “Mark Donations as Thanked” Button

This will mark all filtered donations’ Thanked column with the value Y. There is no way to undo this
operation, so use it with discretion. You normally do this after running off thank-you letters for the
filtered donations or after downloading the files required for running off the tank-you letters.
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The “Export” Button

This is used to download the file required to print thank-you letters, membership.txt. First you apply
any filters you wish to limit the displayed donors and donations (e.g. usually “Un-thanked” donors and
perhaps a Special Fund filter). Then click on the Export button at top. A new window will open:

(@savesrs X
—
LT, | .~ Computer ~ 05 () ~ Download ~ - [‘i}]l Search Dowrload Fel
Organize *  Mew folder = - .é.
| websites ;I Marne Dake modified “ | Type | Size | I:
. RECIPES
. ] 1212812010 8:08 PM File folder
%# Dropbox
B Deskiop J mrysql-connector-java-5.1.7 12/28§2010 &:08 PM File folder
| images 12/29§20105:14 PM File folder
:_,-g Libraries JWiin_NT 12/29§20105:14 PM File folder
= Documents | DataCopy 3132012 2:32 PM File Folder
ot music | rgrove-lazyload-1a2df18 S/8/2012 10:15 &M File Folder
=/ Fictures
i | events 7l31/2012 11:36 AW File folder
B videos
J svnsandbaox SI20/2012 949 PM File folder
# Homegroup ) kemp 12/7/2012 11:43 aM  File folder
«?-, Arny Aaronson (PSYCHO , swfobject-master 1/8/2013 7:58 AM File folder
| Brinton Smith Thesis on Emanuel Feuermann...  10J3/2013 11:34 AM  File Folder
L
H .mCDmputer ) Kevra Kulfi {indian Ice Cream) Recipe_files 10/3/2013 11:34 AWM File folder
o5 iC
s ('|,'fP ! hol )2} ) LiveCareer Report For Ronald Aaronson Basi...  1003/2013 11:34 &M File Folder
L c (\iPsychology-po) (2
F - Ll Waters nf March Files 1MA2M3 1134 &M File Frider Ll
File name: |membership.t><t j
Save as type: IText Document j
 Hide Foldersl Save I Cancel |
A

Your should download the file as "membership.txt" in the directory that has been setup for doing
Microsoft mail merge operations for printing thank-you letters (on Windows systems, C:\Membership).

The “Labels” Button

This is used to download the file required to print mailing labels, labels.txt. First you apply any filters
you wish to limit the displayed donors and donations (e.g. usually “Un-thanked” donors and perhaps a

Special Fund filter). Then click on the Labels button at top. A new window will open:
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d
_/_'\_ _/_'\_ ~
o | .= Computer = Q5 (C:) ~ Dowrload - > |ied I Search Dowrload [.‘]‘
COrganize *  Mew folder 4= - I@I
| wiebsites ;I Marne Diate modified = | Tvpe Size IL
. RECIPES
- "] 12/28/2010 &:08 PM File Folder
%# Dropbox
B Deskiop | mysgl-connector-java-S.1.7 12/28§2010 &:08 PM File folder
| images 1212902010 5:14 PM File folder
- Libraries L Win_NT 12/29§20105:14 PM File: Folder
j Documents | DataCopy Sf1afz012 2152 PM File folder
o' s | rgrove-lazyload-1azdf1 & 5(3/2012 10:15 &M File Folder
= Fictures
i | events 713102012 11:36 AWM File folder
B videos
J synsandbox a120/2012 949 PM File folder
#&) Homegroup | kemp 12)7(2012 11:43 AM  File folder
3; Amy Aaronson (PSYCHOT , swhobject-master 1/8{2013 7:58 &M File folder
J Brinton Smith Thesis on Emanuel Feuermann,.,  1003/2013 11:34 &M File folder
L
H .mComputer ) kewra Kulfi {indian Ice Cream) Recipe_files 10032013 11:34 AW File folder
o5 (C:
L: ('L'EP ) hol )22} ) LiveiCareer Report for Ronald 8aronson Basi,..  1003/2013 11:34 &M File folder
 (\WPsychology-pc) (2
-~ .. - LI Wiakers nf Marrh Files 1NIAZN1311:34 aM File folder LI
File name: j
Save as bype! IText Dacurnent j
“ Hide Foldersl Save I Cancel |
£

Your should download the file as "labels.txt" in the directory that has been setup for doing Microsoft
mail merge operations for printing thank-you letters (on Windows systems, C:\Membership).

The "Donations” Button

First you apply any filters you wish to limit the displayed donors and donations (e.g. usually a date
range). Then click on the Donations button at top. A new window will be opened:
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@ IncomefEx x|

Daly Playll % ¥ o= watch TCh % ¥ Y Angulards: x ¥ 7 APIRefers x 1 o Tutorial — x ¥ @ TheCrosst x | [ BroceoliRa % ¥ @ Communiy x ¥ G Friends Co x ) Donations %

C M @ hitps:/fwww friendsnepl .org/membership/ogi/donations php ?memberWhere =donation_date%20=9%30%20%272015-01-01%27% < M & @ © E =

2% apps B Google b IMDh % MRQE @ Rotten Tomatoes: Mo.. W Wikipedia g Dictionary.com &) Language Tools [ Google Reader [ Plex 1t (] Imported From Firefox

Donor Donation Date|Donation Amount| Special Fund [Donation Type | Matched| Matching Partner |Volunteer Buy Seat|Total Donations

Nancy & Jamie Better
7 Dogwood Lane
Greemwich, CT 05830
203-628 3619

Susan Geffen
17 Bayberry Road
Armaonk, NY 10504-1004 2015-07-10 $1000.00| Steve Geffen Fund R | M H $1000.00
914-273-3014
spgeffenigdanl com

Matthew L. Graer Children's Foundation
b Elias Lane 2015-03-10 $1000.00| Children's Room R il M I $1000.00
Miltorn, MA 02186-1045

Wrs. David L. Grove
5 The Knall
Armank, MY 10504-1022 2015-01-05 $1000.00| Steve Geffen Fund R N M M $1000.00
914-273-8552
grorchidsigaol.com

Fred & Wicki Feiner
14 Helena Drive 2015-03-23 $500.00|Children's Room R N M il $500.00
Chappagua, NY 10514
Debra & Robert Gottlieb
2 Creemer Road
Armonk, WY 10504
914-273-8650

Lauris & Ginta Lambergs
178 Bigelow Street
Boston, MA 02136
517-818-6459

Williarn Madden

16 Wrights Mill Road
Armonk, NY 10504
273 2603

MNancy and Roger L Strong Jr.
G Ridgeview Circle

Armank, MY 10504 2015-07-08 $500.00 R N N ¥ $a00.00
914-273-6710
strongjr@optonline. net
Matthew and Irma Yaccaro
15 Hemlock Hallow Rd
Armaonk, WY 10504 2015-06-20 $500.00 R N N A $a00.00
914-273-6618
MatthVaccaro@gmail. com

2015-03-17 $1000.00|Children's Room R N M H $1000.00

2015-01-05 $250.00|Steve Geffen Fund R N M il

$a00.00
2015-058-25 $250.00 R N M ¥

2015-03-31 $500.00|Children's Roorm R M M I H500.00

2015-08-23 $500.00 R N M A §a00.00

Marilyn & John F. Heimerdinger e
13 Thornwood Road 2015-01-15 $300.00|special friend R il M N

This will be a list of donations in descending order by "total donations" (i.e. adding up for each donor all
of his donations that are selected by the current filters in effect).

The “Totals” Button

This will cause a new window to open with the dollar total for all filtered donations:

) Totals - Mozilla Firefox o o] 4|

I @ |htt;):,f,lwww.ﬁiendani.org;‘tesh'nemberﬁip,fcgi,-‘toials.mp?whereq

Total Contributions: $1,200.00  Close This Window

|Done l?ljlﬁ &

The “Logoff” Button
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Click this button to logoff from the application when you are through. Logging off is very important,
especially if you are using a shared computer.

Suggested Process to be Followed

Entering New Donations

Type enough of the donor’s name into the super name filter text box to locate any matching existing
donor. If no match is found, add the new donor. By keeping the name filter on, the newly added donor
should be clearly visible without having to look for it. If the donor already exists, determine whether
existing information needs to be updated. Then click on the donor entry and add the new donation
information, keeping the Thanked column as N unless the donation does not require thanking (e.g. a
corporation donation where the donor has explicitly stated that there is no need for recognition). Set
the Special Fund column appropriately if this donation is earmarked for a special fund. If this is a regular
donation that will be matched by a matching entity, set the Matching Partner column to the name of
the entity, e.g. IBM, and set Matched to N since the donation has not been matched yet. If this is the
matching donation, enter the donor names that are being matched in the Matching Partner column and
for each donor, update the appropriate donation to show that it has now been matched (set Matched to
Y).

Giving Thanks

After a sufficiency of donations has been entered, filters should be set to select only un-thanked
donations. Subsets of these donations may be selected using additional filters (e.g. un-thanked, special
fund donations). Then download membership.txt (by clicking on the Export button) and labels.txt (by
clicking on the Labels button) and run off the thank you letters and mailing labels. After all the
donations have been thanked, these donations should be marked as thanked (by clicking on the Mark
Donations as 'Thanked' button) to start the next cycle of entering donations and thanking. But:

When the Community Support function is divided between two people, i.e. one person is entering
donations and another is doing the thank-you letters, there is the possibility that some donations may
go un-thanked. Here is the scenario: Let's suppose the database currently has 30 un-thanked
donations. The individual who sends out the thank-you letters applies a filter to select all un-thanked
donations and downloads membership.txt and labels.txt reflecting those 30 donations. After printing
out the letters and labels, the Mark Donations as 'Thanked' button is clicked. In the several minutes (or
longer) that it took to print the letters and labels, the other Community Support person may have
entered a new donation. That donation will have been thanked without a thank-you letter being sent
out. The way to reduce the "window" for this potential problem is to immediately click on the Mark
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Donations as 'Thanked' button once the membership.txt and labels.txt files have been successfully
downloaded.



