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Objectives

 Summer cleanup:
— Creating an “unworked list”
— Creating the Pledges Aging Receivable report

* Creating payment reminders — review of process
* Adding an event for Scouting Gives — important pre-steps

e (Questions
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SUMMER CLEANUP
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UNWORKED LIST
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“Easy Button” Reports

* Appeal Constituent Report
— Unworked or worked report
— Flat list report
— Export to PDF or Excel

* Appeal Progress Report

— How are we doing this year compared to prior year
— Export to PDF or Excel
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“Easy Button” Reports

7
(£l Revenue
More tasks Reports Transactions
L Appeal progress results °f B5A Appeal Constituent Export (OLTP) &€ Transaction searc

o 854 Appeal Constituent Report (OLTP) . Batch entry
< °f B5A Appeal Progress Export (OLTP) #} Batch search

o BSA Appeal Progress Report (OLTP) ¢ Add a payment

“J Pledge Receivable Aging Report

°f Appeal Progress by Category

oI Appeal Progress by Solicitor

°f BSA summary of Appeals

=f Solicitor Performance by revenue
category

= Account distribution
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BSA Appeal Constituent Report

BSA Appeal Constituent Report (OLTP) '

Site:[ v Coundi |V o Report Code: | 2021 |V e

Annual Appeal(s): | )

Multi-year Appeal(s):
(144) 2021 Eagle Recognition Event
(144) EN21 - 2021 Endowment Campaign

(144) R21 - 2021 Gifts-in-Kind e

o O Only include rmulti-year appeal revenue fon
E Exclude | Breakdown | Filter

I} Include Al
[ Include Prior Year 1 Giving [ Include Current Year Constituent Appeal/Response (Worked) Info
[ Include Prior Year 2 Giving [ Include Current Year $0 Pledge (Worked) Info

OO oo

= View report

(] Include Prior Year 3 Giving [ Include Donor Status Stats

[
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BSA Appeal Constituent Report - Exclude

=

BSA Appeal Constituent Report (OLTP)

5ite:| Counci |Y o Report Code: | 2021 |V e

Multi-year Appeal(s):

Annual Appeal(s): All

(144) 2021 Eagle Recognition Event

(144) EN21 - 2021 Endowment Campaige
(144) R21 - 2021 Gifts-in-Kind

o O Only include multi-year appeal revenue for:
Include Breakdown | Filter

OO0 O

=| View report

1 Exclude AN
(] Exclude Current Year Donars [ Exclude Current Year Solicitees Exclude Constituents Marked as Do Mot Solicit
[] Exclude Current Year Non-Donars [ Exclude Current Year Mon-Solicitees Exclude Constituents Marked as Deceased

(] Exclude Current Year Waorked Constituents (via an Appeal Response) () Exclude Current Year Nan-Donaor, Non-Salicitees Exclude Constituents Marked as Inactive
[ Exclude Current Year Worked Constituents (via a 50 Pledge)
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BSA Appeal Constituent Report - Breakdown

- .

BSA Appeal Constituent Report (OLTP)

Site: Counci |"’ o Report Code: | 2021 |"’ e

Multi-year Appeal(s):

Annual Appeal(s): | )
(144} 2021 Eagle Recognition Event
(144) EN21 - 20271 Endowment Campaigo
{144) R21 - 2027 Gifts-in-Kind

o O Only include multi-year appeal revenue for: _
Include | Exclude Filter

I Breakdown by Al

[J Break Down by BSA Structure () Anchor to Latest Revenue or Constituent Appeal
[J Break Down by Giving Category [ sort by Mame (Last/First) Only

[J Break Down by Solicitor

[ Break Down by Revenue BSAFR Group

O OoOoo

View report
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BSA Appeal Constituent Report — Filter - View

S

BSA Appeal Constituent Report (OLTP)

Site:l Counci w o Report Code: | 2021 |V e

Annual Appeal(s): | )

Multi-year Appeal(s):
{144} 2021 Eagle Recognition Event

(144) EN21 - 2021 Endowment Campaigo
{144) R21 - 2021 Gifts-in-Kind

o O Only include multi-year appeal revenue for: _
=l View report

Include Exclude Breakdown E e

OO OO

Az of Date; | | | Filter on BSA Structure; | |
Current Year Minimum Giving: | | Filter on Giving Categery: | |
Prior Year(s) Minimum Giving: | | Filter on Salicitar | |

Prior ¥ear Minimurm 15 Cumulative
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BSA Appeal Constituent Report (OLTP)

CY Appeal: S21 — 2021 Friends of couting As of B/18/72021
BY1l Appeal: 520 — 2020 Friends of Scouting
BPY2 Appeal: S19 — 2019 Friends of Scouting
PY3 Appeal: S1B — 2018 Friends of Scouting
Pack 0422 (Bl " o8 Individual, Lapsed, Unworked)
- Community Campaign, [Mo Solicitor], | ome s N T . S E O N . ==
1 Comtributiom Paid Wirite-off Balance Sol Credit
CY 50.00 £0.00 S0.00 F0.0:0 S0.00
—— P H0.00 $0.00 S0.00 0.0 5000
P2 S5O0 .0 350000 S0.00 30,00 S0.00
PY3 2000 0200 SO.00 F0.00 S0.00
Crew 2727 | L% £&0, Individual, Lapsed, Unworked)
, Family Campaign, £™ m m - = = = m = = u =
1 ] Contribubon | FPad | Wnte-off Balance | Sol Credit
e =) CY H0.00 £0.00 S0.00 S0 040 50,00
= - P 5000 £0.00 S0.00 0,00 S0.00
P2 S185.0:0 318500 S0.00 F0.0:0 $185.00
PY3 2000 0200 SO.00 F0.00 S0.00
Fabrication, LLC @ == g, Organization, Lapsed, Unworked)
- Community Campaign, [No Solicitor], (Mt - o . = H iallem B  somew)
1 L L L L L ¥ Wirite-offf Balamca Sol Credit
u H EE = N . Cy S0 00 0,00 S0.00 Sl 0D S0.00
| - — P 5100.00 %000 $100.00 50.00 50,00
P2 S 100 .0 3100200 S0.00 30.0:0 S0_00
PY3 2000 0200 SO.00 F0.00 S0.00
Deb Estmey [(B& e " ndividual, Lapsed, Unworked)
Family Campaign, F - == = m L = =
1 Comiribastiom Paid Wirite—-off Balance Sod Credit
o = Cy 20.00 0,00 S0.00 30,00 S0.00
= | P 50.00 £0.00 S0.00 F0.0:0 S0.00
| — - PY2 $50.00 £50.00 50.00 $0.00 £50.00
PY3 S50 .00 50,00 SO.00 F0.00 50,00
‘Rﬂ“hhi_ “om_ e = B wilm Coml “oeses_sewoew | SEN S S

|
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Report
Cookbook

e Can be found on the
'Files' tab of the BBCRM
Users Forum on
Workplace

* Contains 'recipes' for
several reports
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Unworked List for Annual Appeal by BSA Structure with 1 Year History

Description: This example shows how to generate 3 report listing unworked donors for a2 selected annual appeal by BSA

Structure and including one year of giving history

BSA Appeal Constituent Report (OLTP)




PLEDGES AGING RECEIVABLE
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Pledge Aging Receivable Report

* Print report and give to management to review:
— All open pledges
— Share with management to determine how to contact those behind
In payment

* |s a “data warehouse” report

* When should follow-up begin on donors behind in payments?

S\
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Blackbaud CRM™ P Constituents™ Name or laokup 10 A || © Add new -

'Home = | Constituents = |Marketing and Communications = Revenue ~ |Events = | Memberships = | Prospects ~ | Foundations = |F

-

.ﬂ
(£l Revenue

More tasks Reports Transactions
g Appeal progress results o BSA Appeal Constituent Export (OLTP) &€ Transaction searc
& Rrecurring Gift List o BSA Appeal Constituent Report (OLTP) B Batch entry
o BSA Appeal Progress Export (OLTF) ) Batch search
°f BsA Appeal Progress Report (OLTF) & Add a payment

2J Pledge Receivable Aging Report
°f Appeal Progress by Category
o Appeal Progress by Solicitor

°f B5A Summary of Appeals

7} Solicitor Performance by revenue
category

= Account distribution

=| Adjusted revenue

= Giving activity

=/ Giving detail

|=| Matching gift claim summary
|=| Projected income

|=| Recurring gift missed payments
=] Revenue annual statement

|=| Revenue by payment method
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Pledge Receivable Aging Report

{] Pledge Receivable Aging Report l

BsA& Organization Area Council o V| Report Code |2021 e V| T T

Appeal F21 - 2021 Friends of Scouting e V| o

<N
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Run Date: SMa2021 Pledge Receivable Aging Report Page 1 of 17
Run Time: S00:13 m ¢ Council
Selection Options:
ESA Organization: | = -
Repart Code: 021
Appeal. == 521 - Friends of Scouting 2021
Giving Category: ALL
Appeal: = = =
ESA Structure: —
Giving Category: Community Gifis
Fledge Pledge Pledge Current Fast Dus:
Constituent Mame Date Amount Balance Dug 30+ &0+ 90+
Heesuen = coemms § (B8 0T 22-Jun-21 515.00 34334 0.00 Q.00 0.00 0.00
Phone Mo: (7
Community Gifts Total: 515.00 34334 0.00 Q.00 0.00 0.00

The information contained in this report is the confidential property of Boy Scouls of Amernica. Unauthorized uge or distribufion is prohibited.
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Run Date: SM82021 Pledge Receivable Aging Report Page 6 of 17
Run Time: G035 = = N mE u
Appeal: = e = =
BSA Struciure: . mm
Giving Category: Family Gifiz
Pledge Pledge Pledge Current Pa=t Dus
Constituent Name Date Amount Balance Due 30+ a0+ 90+
= . : 11-Jun-21 25000 250.00 0.00 0.00 0.00 Q.00
Phone No: | Fs =
= - == 10-KMar-21 12500 125.00 0.00 0.00 0.00 125.00
Phone MNo: - [
N EEEs T . 12-May-21 12500 G250 0.00 0.00 0.00 0.00
HILIIIE'- LR LR = b i el o
EUENETEEN . ENC O ZE . E. 253-Jun-21 12673 G564 0.00 0.00 0.00 Q.00
Phone No: 2= B =
[N == - — 1 11-Jun-21 250,00 25000 e 2000 0.00 0.00 0.00
Frone ™o, | Sl
=-m — Ty 11-Jun-21 125.00 G334 0.00 0.00 0.00 0.00
Phomne MNo: (¥
Farmily Gifts Total: 1,003.75 856 65 5000 0.00 0.00 12500
Five Creeks Total: 112575 91920 2000 0.00 0.00 125.00

The information contained in this report is the confidential propery of Boy Scouls of Amenica. Unauthorized use or distribution is prohibited.
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PAYMENT REMINDERS
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Reminders — Cash is King

* Should be ran monthly
* Past Due

e Current Month

* Next Month

* New Reminders

e Selections need to be updated each year to bring in new
pledges.

v\,
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Reminder Location

Home * |Constituents ~ 'Marketing and Communications * ' Revenue * Events * | Memberships ~ | Prospects * |Volunteers * Foundations

% Marketing and Communications

Planning and other tasks Appeal Donor relations

2| Planning calendar Appeal search g Receipts

w
&, Constituent density map J' Add an appeal 4 | Acknowledgements
4 Appeal mailings ¢ Reminders
d' Appeal progress results 4 | Flanned gift acknowledgements

* Manage correspondence

Reports Pledge card report Marketing efforts

=| Appeal Progress by Category =| Run pledge cards ® Direct marketing efforts

%J BSA Appeal Organization Structure 4 Marketing acknowledgements
Report Marketing plans

= Appeal profile < Membership renewal efforts

=/ Appeal performance =N Public media efforts

= Source codes

@y Sponsorship efforts
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** Prepared. For Life."




Reminder Processes

.")F-
= Reminders
Review Reminders
Reminder processes (4) @ Add | ¥ Filters | [2]| Morew
Sites: | Selected sites v |gs | T Apply #F Reset
Mame Description Output format
%) L060 Pledge Payment Reminders Current Month Current Month Reminders
9 start process | |3 Set format options "Edit 2% Delete :ASSign permissions
LO60 Pledge Payments Due Mext Month Next Month Fledge Reminders
LO60 Pledge Payments Mew This Month Used to bill new pledges put in this mont...
LO60 Pledge Payments Overdue Last month or older pledge reminders

v\,
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Past Due Reminders

* Looks for pledges that have an
installment date on or before the

last month.

e Run at the first of the month
using the last day of previous
month as run date.

I\
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Run reminder process

Process name: LO&0 Pledge Payments Overdue

Calculate amounts as of: | <Specific datex |V | 7/31/2021| |_°

[ExclusiunsJ

[ Mark reminders sent when process completes

W

[J Create selection from results

@Help l Start H Cancel J




Current Month Reminders

D O Y o TS g P

| Run reminder process

* Looks for pledges with a next
i n Sta | I m e nt d ate Of t h iS Process name: L060 Pledge Payment Reminders Currentiﬂenth

Calculate amounts as of, | <Specific date» |V | 8/31/2021] | ]
m O nt h [ExclusinnsJ
[ ]
I () Mark reminders sent when process completes

W

) Run at beginning Of month (J create selection from results
and use the last date of the et e :
month as run date. -

9 Help Start l Cancel
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Next Month Reminders
T A ———

LO&0 Pledge Payments Due Next Month

* Looks for pledges with next
installment due next month.

Calculate amounts as of: | <Specific date»

v | | 9/30/2020|

* Run at end Of Current month lélﬂrl-:Zir':::nrgf—_'-Jr’ninderi5{-_'-ntwhen process completes
using the last day of next . |
month as run date. .

W

@ Help Start [ Cancel
-
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W Prepared. For Life."



New This Month Reminder

B S T LIFY

Run reminder process

* Looks for pledges never billed.

LO&0 Pledge Payments Mew This Month

T::uda}{ R

* Run using current date or the ——
date that it ru nS. I [Exclusinan

* Once the bill is generated and
you mark them as sent, these
bills will move to normal
processes. @ et

[ tark reminders sent when process completes

W

[J create selection from results

Start J [ Cancel

v\,
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Generate Bills (Reminders)

* Process is the same for all bills
* Merge letter and review / Mark sent

Gl History | Job schedules

Recent status L @‘ﬂerge letter | [W]Merge label | /A Delete ? Mark sent bilezr results |gl Download output ™
Status: Completed

Status message: Completed

Started by: netbsa\carsled Server name D2PBBISEC10BY

Started: 7/6/2027 4:43:17 PM Total records processed: 14

Ended: 7/6/2021 4:43:51 PM Number of exceptions 0

Duration 34 seconds Records successfully processed: 14




Reminder Templates

* Located under Letters & Documents under Marketing and
Communications.

i, Letters and Documents

Documents (2 & add | S Filters | [2] | mMore~

Type ‘ |V Sites: | Selected sites ¥ |am I Apply - Reset

m

Mame « Sit
d Acknowledgement

Matthew Sumpter Thank You Fikes Peak - Rocky Mountain Counal
3 Reminders

L0600 Current and Next Month Reminder Fikes Peak - Rocky Mountain Counal

LOG0 Over Due Reminder Pikes Peak - Rocky Maountain Council

=2 View document Edit #% Delete

MName: LO60 Owver Due Reminder Cost: $0.0000 per piece
Site: Pikes Peak - Rocky Mountain Council
Type Reminders

Attachment: LO80 Reminders_ScoutMNET_Like_Pledge_Overdue 8.4.21.docx

=) | Prepared. For Life.
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Reminder Template Update

Blackbaud CEM™ P Constituents= Name or lookup ID /| | ©@Add new ~

Edit reminder process >

| Home = |Constituents = | Marketing and Communications

g Reminde rs Mame: | LO60 Pledge Payment Reminders Current Manth |
Review Reminders Description: | Current Month Reminders |
Reminder processes (4) Oﬂ\dd 7 Filters i]'_ Site: | Pikes Peak - Rocky Mountain Council |V £ TO update templatel head
| — Output grouping: | Commitment v to your reminder process
Sites: | Selected sit v \os | W Apply &FRes . .
— - L060 — and click edit. Once the
Mame Letter template:  Reminders_ScoutNET_Like_Pledge_Overdue| — “~N00sTIE .
: . 8.4.21.docx & Clear file form opens clear the file
(%) L06D Pledge Payment Reminders Current Month h | d
: 3  <File not specified 8 Choose file and then upload your
i start process | ] Set format options | # Edit y “rie hotspeced= & clear file p y
________________________________ Outputtype: | Export demition s updated template. If you
LOBD Pledge Payments Due Mext Month .
LO60 Pledge Payments New This Month Export definition: |Cu5t:um Pledge Reminder Fields » use the same flle name
LO60 Pledge Payments Overdue Criters update the date in the
riteria
-
Generate reminders for (] all pledges PRl Then update the
[ All recurring gifts template under
Custom selection documents.
Selection: | LOGO Pledge Payments Due This | [# #
Exclusions
s\
@_ﬁ‘{v ricpdicu. rui Liic. -



APPEALS & EVENTS
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Scouting Gives Event Setup

1. Create CRM Appeal

— Add designation to Desighation Tab on appeal
2. Create CRM Event

— Mark event to allow desighation when creating event
— Add the appeal created above to the Appeal Tab on event
— Add the designation to the Designation Tab on event

3. Create Scouting Gives Event

N
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Add Appeal

* Created under Marketing and Communications

- — U

| Add an appeal

i Fill in appeal information to
Name: (999) Scout Gives Event create the appeal. See
Description: [ Sample appeal to use with Scouting Give event sample on the left.

[ Directions to add an appeal

can be found with the CRM
user guides.

Category: Special Events s
Report code: | 2021 o
Site: Boy Scouts of America v P
Start date: 1/1/2021 (4
L End date: 12312021 |8
Ii
Gozl $60,000.00
E
W”A\“ P d. For Life” 1
*tjr;j: PSS L T @Help Save [ Cancel J
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Add Designation to Appeal

I Appeal: (999) Scout Gives Event

Description:  Sample appeal to use with Scouting Give event.  Start date: 17172021

Business unit: End date 12/31,/2021
Category Special Events Goal: $60,000.00
Report code: 2021 Status: Active

Site: Boy Scouts of America Membership

Balances | Revenue Details (Wnite-offs) | Team Setup | Matching Gift Claims H

Contributions | Revenue Details (Splits) | Prior Appeal | Revenue Sun

Designations (0 Edit list of appeal designations | | | More~ Edit designations
Designation |
Benefits (0 6‘."i6'-‘-' benefits catalog | & Add 2] | More~= Resonation Default designation

ovel Frd 99905651 Scouting Give Event v |

Find the Designation tab on

the appeal. Click Edit list of

appeal designations. Search

for and select your

designation. Make one your

default and click save. @ 1o e — E—

N\
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Create CRM Event

e Add an event under Events in CRM

ing and Communications| ™
General
= .
\'_ = Events \ MName: 992 Scouting Gives Event Details
Description:

Scouting Gives Event sample = ]
Start date: | 10/17/2021 % Start time: | 1:00 PM |

Enter the name of an event e ﬁ Add new= = )
End date: 10/17/2021 4  End time: | 5:00 PM |

4 Event ~ Category: | Special Fundraising Event i

— Location information
4 Multi-level event Sites: Site
Event calendar = J# Auction Boy Scouts of America Location: | Alpine Country Club L

\Calendar [ List M| \ Room/Unit: | v Capacity: II'
S T = 4 ¢ AuAncet 2021 [J Event is an auction Contact: |John Kushn ‘;D

[ - [T PR PRreys Py

Drop the chevron next to the search window Event allows designations on fees
and click add new Event. The Add and Event |copy options]

form opens. Fill in the form remembering to
check the Allow Designations button. = osae || cancel |




Add Event Designati
Registrations | Tasks/Coordinators SPW’EJGH HMopeals | Documentation | Job Occurrences

Designations (0} # Edit | [2] | More~
Designation a Default
* T ||
l
Designation Default
899905651 Scouting Give Event L
Find the Designation Tab once * -
you create the event. Click the
edit button. This will open the
designation search box.
Search for the same
designation you have on your
event appeal and default it.
Click save. @ rebp save || Cancel

=) | Prepared. For Life.
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-
Add Event Appeal

Registrations | Tasks/Coordinators | Speakers | Expenses | Options | Inwvitations | Designationg SR OQocumentation

Appeals (0) | # Edit appeals |[Z] | More~

star

Appeal
1 Edit event appeals B

k| F

Appeal

Locate the Appeals Tab on your _
(999) Scout Gives Event

event. Click the Edit Appeals
button to open an appeal search
box. Select the appeal you
created before you began your
event creation. Click Save. ;

@ Help

|_ Cancel

| e

Save

<N
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Scouting Gives

* Wait 5 minutes and your event will show in Scouting Gives to
select and set up.

I\
W Prepared. For Life."



Data Clean Up

* Giving Categories
 BSA Structure values

CR:F> | Prepared. For Life.
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-
Giving Categories

e Review list in batch or

— Request list from Member Care
* Determine giving categories to revise or delete
* Create ticket with Member Care to have updated
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BSA Structure

e Review list in batch or

— Request list from Member Care
 Determine structure to revise or delete
* Create ticket with Member Care to have updated

i\
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Next Forum

September 15, 2021
10:00 am or 2:00 pm CT




BOY SCOUTS OF AMERICA Join Give Shop My.Scouting Login Q = Menu

Resources Council Office Procedures

Council Stewardship Policies
Council Business FASB Accounting Changes and the BSA — new for 2018
Practices Fiscal Management Procedures for Stewardship

Fiscal Policies And Procedures for BSA Units — Revised November 2019
Council Fiscal Interpreting Financial Statements
Management and Life Insurance Imputed Calculation
Training Local Council Accounting Manual

Local Council Financial Audit Tools
ellirzie New York Conflict of Interest Policy—Updated March 2014
Excellence

New York Conflict of Interest Policy—March 2014

Records Retention Policy— Updated January 2019

Presentation; Fringe Benefits: Employer-Provided Vehicles and Group-Term Life Insurance -
Uploaded April 2014

Record Camp Card Transactions—PeopleSoft

Record Product Sales in General Ledger

Funding The Time Study Forms

Council Funding and
Finance

Financial Planning

Council Blackbaud CRM User Forum www.scouting.org/financeimpact

Council PeopleSoft Support s

Administration

* Accounis Payable
Local Council

Financial Audits * Asset Management

* Audit Adjustments
Back Office

*; AP
lm}
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Member Care Self-Service

* http://membercare.scouting.org
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http://membercare.scouting.org/

http.s/membercare.scouting.org

,—J/\-—\ Online Support Center
w Boy Scouts of America National Service Center

Meed a resolution fast? Then, check out our knowledge base. We are hard at work updating knowledge and
documentation.

Can't find what you are looking for in the knowledge base? Open a ticket using the service catalog below.

If you have feedback on how we can improve, please let us know by clicking on the link below.

Click here

What do you need help with?

Search Q

Search help

Council Support 8+ New Council User or Transfer
Account & Access

Mational Support

Council Account Termination

Scout Shops/NDC Support . o
ps PP Account & Access

v\,
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Choose
“Council Support”
Then on right side:

“General Assistance”



http://membercare.scouting.org/

Summary — Description — Council

Summary
Blackbaud - need new giving category
A brief description of your problem.
Description - For quick resolutions please provide as much detail as possible.

Please provide me a list of giving categories

-
Council #
006 Black Warrior Council w
_/AN\_ MTLMHAE employees select 999 and MOCScout Shop emplovees select GO0
RE#® | Prepared. For Life. ’ }
t\‘,j@



User Name — Application - Attachments

Council #

006 Black Warrior Council w
MTL/HAE employees select 999 and NDC/Scout Shop employees select 000
User Mame

& Don Day w

User ID (optional)

example: Jodavis

Application

Blackbaud CRM

Ex

mple: Blackbaud, Peoplescft, Membership, etc.

o

Attachment (optional)

@ Drag and drop files, paste screenshots, or

browse

Create  Cancel
S\
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Questions & Answers
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