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September 22, 2021

Cornelia Ellis – Rich White

John Kuehn – Don Day



Objectives

• Batch entry – review of batch types

• Creating payment RECEIPTS – review of process

• Creating an “unworked donor list” 

• Using Endowment Recognition programs – James E West, etc

• Questions 



BATCH ENTRY – REVIEW OF TYPES



Batch Entry



Add a Batch



Revenue Batch Templates 
• LC Cash/Check Payment Donation

• LC Credit Card Payment Donation

• LC Gift-in-kind & Service Contribution

• LC Pledge Commitment

• LC Pledge Commitment with Credit Card

• LC Pledge Payment Cash/Check

• LC Pledge Payment Credit Card

• LC Recurring Gift Commitment (monthly or 
other schedule)

• LC Stock & Securities Received



PAYMENT RECEIPTS



Finding a Receipt

• Receipts are ready to view the next day in CRM

• They generate as a nightly process

• To find - jump to the receipt from Payment Revenue Record



CRM Payment Record

Proceed to the revenue record 
you need a receipt for. The 
system generates receipts 
each night for the revenue 
entered during the day. The 
Receipt History link will not be 
there until the process runs.



Receipt History

The Receipt History page 
opens.  Click the hyperlink 
that is the process date.  
Remember the process date.



The link brings you to the 
receipting process.  You want to 
click the history tab and look for 
the receipt process date.  This will 
give you a stack of receipts 
created on that day.  You will 
need to drop the chevron and 
merge the documents for that 
day.



Find Donor and Copy Receipt Text

The document stack will open in 
Word.  Use the find feature to locate 
your donor.  In this case, it is 
Wonder Woman who lives in Las 
Vegas. Copy the text and paste it to 
a new document for your use in 
sending a receipt.



UNWORKED LIST



“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



“Easy Button” Reports



BSA Appeal Constituent Report



BSA Appeal Constituent Report - Exclude



BSA Appeal Constituent Report - Breakdown



BSA Appeal Constituent Report – Filter - View





Report 
Cookbook

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

• Contains 'recipes' for 
several reports



USING RECOGNITION PROGRAMS



Recognition Programs

– Heritage Society

– James E. West

• $1,000 - $24,999 benefiting council endowment

– Second Century – Current Gifts

• $25,000+ payable over 5 years for Fund 1,2 or 3

– Second Century – Deferred Gifts

• $25,000+ planned gift for Fund 1,2 or 3

– Presidents Leadership Circle

• $1,000,000 conducted through BSA Foundation



Planned Gift Addition

• Person must have constituency of Giving Prospect

• Proceed to Prospect Tab / Planned Gifts Sub Tab

• Add planned gift



Adding A Bequest – Planned Gift

After a person is a Giving Prospect, you can 
add a Planned Gift to them.  When you click 
“Add” this form opens.  Pick the type of 
planned gift and fill in the amount.  Make the 
status Accepted.  This is a Bequest so the 
donor can change their mind, so it is 
Revocable.



Add Recognition to a Constituent

• Go to constituent record

• Navigate to Revenue Tab / Recognitions Sub Tab

• Click “Add” button next to Recognition Programs

• Add appropriate recognition

• We will demo all three.  Should be added after Pledge, 
Contribution or Planned Gift is added to the system.



As you can see Bruce is a Planned 
Giver and has made two gifts. One 
is an endowment gift of $1,000 and 
one is a pledge for $100,000 paid over 
5 years for the capital appeal.



Add a James E. West
Navigate to the recognition 
tab under Revenue and click 
“Add”.  Select your 
recognition program and the 
level.  Bronze is for $1,000



Add a Second Century - Current
After clicking the “Add” 
button select your 
level.  In this case, 
Bruce has done a 
$100,000 gift paid over 
5 years for the capital 
appeal.



Add Second Century - Deferred
This is for the planned 
gift demonstrated earlier.  
Bruce has said he intends 
to provide $50,000 to the 
BSA in his will through a 
bequest.  Please note 
that you could include 
the planned gift in the 
comments so you can tie 
the recognition back to it.  
Next level is at $100,000.



Recognition Summary
This is the summary after 
each program has been 
added.  Please note that the 
James E West can be 
cumulative.  If you click the 
hyperlink, this take you to a 
page where you can edit the 
recognition.



James E. West move to next level



List and Reports

• Recognition Programs List under Constituents

• Planned Gift Detail report under Prospects



Planned Gift Detail Report

This is a report found under the Prospect 
functional area.  Type in your selection.  
Yours looks like this one except it has LXXX 
with XXX being your council number.  I ran it 
for this year and it brought in the planned 
gift for Mr. Wayne.



Recognition Program List
This is found under the 
functional area of 
Constituents.  It will ask 
you to select your site and 
then each tab will run for 
you.  You can filter and 
download to excel.



Tributes and Revenue

• Should be added in CRM for Memorials and Tributes

• Can be done in Batch

• Tributes can also be created under constituents, so they are 
ready to use during batch entry.



Creating a Tribute
Go to Constituents and 
click Tributes.  Then 
Click the “Add” button.  
Select your type of 
tribute.  Find the 
constituent. Select 
name format and then 
click create Tribute Text. 
Add the default 
designation and a 
tribute letter if you have 
created one. 



Constituent Tribute



Attach Donations to Tributes in Batch

First create a batch to place your tribute 
donations into. In this case, two came in the 
mail. Once the lines are in batch, you need to click 
the Tribute button on the Revenue tab to attach it to 
the tribute.



Finding the Tribute

The search box opens.  I use an * 
followed by the name.  It will search 
for any name that has this in it and 
fill in the correct tribute.  You can 
just use a last name also.  Do this for 
each line and then commit the 
batch.



Tribute Revenue
If the widow want to know what has come in for tributes, you can go to the 
tribute and look at the Revenue tab for the total the amount.  In this case its 
$150.  If the widow would like to send out acknowledgements, you can 
download the Donor Information and send the addresses to the widow.



Tribute Revenue Report

These reports are found under 
Constituents / Tributes.  The reports 
are located on the left side under 
reports.  Example of the one on the 
right is Tribute Revenue.  Note report 
needs to be filtered by date or better 
yet by Appeal.



Data Clean Up

• Giving Categories 

• BSA Structure values

– Review list in batch or 

• Request list from Member Care 

– Determine giving categories OR structures to revise or delete

– Create ticket with Member Care to have updated



Next Forum

October 27, 2021*
10:00 am or 2:00 pm CT

* Note this is a week later than usual



www.scouting.org/financeimpact



Member Care Self-Service

• http://membercare.scouting.org

http://membercare.scouting.org/


http://membercare.scouting.org

Choose 

“Council Support”

Then on right side:

“General Assistance”

http://membercare.scouting.org/


Summary – Description – Council 



User Name – Application - Attachments



Questions & Answers


