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Objectives
• Understanding Payment Reminders (bills) & Acknowledgements (thank you’s)

o Best practices
o When to send 
o How to customize

• Query vs OLTP Reports vs Data Lists
• Tracking Your Appeal Progress
• Questions – Answers



Location in CRM

• Marketing and Communications

– Donor Relations

• Acknowledgements

• Reminders



To find your reminder and 
acknowledgement routines proceed to 
the Marketing and Communications 
functional area. Your council had 4 
reminder routines and 3 
acknowledgement routines created for 
you during conversion. The number of 
business routines may be different now.



Once in the Marketing and Communications 
functional area, proceed to Donor 
Relations. There you will find 
Acknowledgements and Reminders. We will 
begin with Reminders. Click the Reminders 
link.



Reminders have two tabs. If you click the 
Reminders tab it will display the reminder 
routines that are set up for you. No need 
to filter by site. Your site security will only 
allow your reminder routines to display.



Routines and what they bill

• LXXX Pledge Payment Overdue

– Bills those pledges that are overdue 

– Run on the 1st business day of the month and place the date of the 
last day of the previous month in the start process.

• LXXX Pledge Payment Current Month

– Bills pledges that have and installment due during the current month.

– Run on the 1st business day of the month and type in the last day of 
the month in the start process.



Routines and what they bill

• LXXX Pledge Payments Due Next Month

– Provides bills for those who have installments next month

– Can be ran at the end of a month using the last day of next month in 
the start process

• LXXX Pledge Payments New This Month

– Provides bills for those pledges that you just entered. It looks 
for pledges never billed.

– Run at the end of each week to send bills to those that want to be 
billed now.



If you plan to create your own billing 
statement in letter format, you can 
download the merge fields. It is an 
export definition header file with the 
name of Custom Pledge Reminder 
Fields. These are what places the data 
onto your established reminders. Click 
“Generate header file” and fill in the 
info and click “OK” to download.



The excel sheet will look like this.  
You can save it on your desktop 
for future use.



We will review the LXXX Pledge Payment Overdue 
reminder. If you drop the chevron, you can start 
the process or edit the process. You can also click 
the reminder hyperlink and go to its home page. I 
would suggest clicking the hyperlink the first few 
times to go to the home page. Appeals being 
billed should be reviewed annually to ensure you 
capture new appeals created.



To demonstrate how you 
might adjust the appeals 
connected let's edit the 
process. You need to tell 
them which appeals to 
pull reminders for. This 
must be updated yearly. If 
you write pledges off on 
a regular basis you can let 
it run for all pledges. Click 
the edit process button.



From this page you can 
see the letter template 
that has been 
uploaded that will 
merge for printing.  
You can clear this file 
and replace it from 
your hard drive with 
one that you create.

You will need to head 
to the selection 
(query) that supplies 
the routine with the 
installments that are 
overdue.  Click the 
pencil next to the 
selection to edit.

You always need 
a selection in this 
process. Never 
run all pledges or 
all recurring gifts



The query looks for your revenue that 
equals a pledge that has a balance and is 
marked to receive a reminder.  The 
installment is last month or before. 
(overdue). All revenue has an appeal 
attached.  Include all appeals you want 
billed to.



To add your appeals for year 
2023, click the appeal report 
code line in the right filter 
box. Then add year 2023 to 
the right side and click 
OK. Now reminders will go 
to 2022, 2023 and Multi-Year 
appeals.



Once you have added your 
additional appeals, save and close 
the selection and then save the 
edit process.



Once you have updated the 
selection, you can click 
“Start process”.



When the reminder process box opens 
change it to specific date and type in the 
correct date for the reminder you are 
running.  This is for overdue bills - use 
the last date of last month.  Then click 
start.



This reminder took 27 seconds to run. You have 
the choice to merge your letter. After you merge, 
review and decide to mail you click Mark Sent. If 
you don’t like what you see you Clear 
Results. You should review for address issues. If 
you find issues, clear results – fix issues on 
constituent record and then run reminders 
again. You can download the output for a quick 
review of contact information to identify who 
need edits.



This is what the standard 
reminder looks like. It will 
print on BSA stock paper and 
fold for you to place in the 
normal envelope. If you 
review before mailing, you 
can fix the constituent 
records and then rerun. You 
can create your own 
reminder as mentioned 
before.



If you need to edit your reminders because of a 
phone number or address change you go to 
Letters and Documents under Marketing and 
Communications and view your documents to 
download it.



Reminders are two to a page. If you plan to create a 
letter, this template shows you the merge fields used 
on the overdue bill. If you download the other 
reminder, it will show you the fields used on the 
current and next month reminders. Make changes 
and save the file to your hard drive. Clear the old 
reminder and upload the new one to your reminder 
routine by editing the process.



Reminders

• Member Care can assist you with updating your reminder 
statements.

• If you want to create a new reminder process create an 
incident with member care for assistance.



Acknowledgement

• Three original processes created for you.

• Member Care can assist you to edit these.

• File a ticket with Member Care if you need to create new 
processes i.e. specific dollar ranges, different letters for 
different appeal.

• Councils can add new Acknowledgement letters but not Assign 
Letter Process or Acknowledgment Processes



Acknowledgement (Thank You’ s) are 
found under Marketing and 
Communications – Donor Relations.



Acknowledgements
• Three Processes Created

• LXXX Non-Pledge Thank You Letter

– Thanks for straight contributions – non pledge payments

• LXXX Pledge Thank You Letter

– Thanks for new pledges

– If you plan to also thank the donor when the pledge is paid in full 
this one should not be marked as Acknowledged.

• LXXX Pledges Paid in Full Thank You

– Thanks, when pledges are paid in full



Acknowledgements

• Acknowledgements have three parts

– Letter

• Letter template and revenue selection

– Assign Letter Process

• Assigns the letter to the revenue in the selection

– Acknowledgement process

• This creates the merge letter file so you can review your letters and mail them 
and mark them as acknowledged. Letters must be assigned before this is ran.

Three parts named the same



There are three tabs. We will review the 
letters tab first. The letter is added here
and the assign letter process is create
here. We will review the Non Pledge
Letter. If you look at tasks, you can also 
download your merge fields



This is like downloading your merge 
fields for reminders. The output is an 
export definition, and it is labeled 
Acknowledgement Headers. Some 
councils have unique export 
definitions. Once downloaded, you can 
save on hard drive for future use as you 
create your own letter.



This is the merge field file.  
Save it to your hard drive so 
that you can use these when 
creating your letters to place 
into the system



If you click the chevron on the left, you 
can download your letter template to 
make changes or you can update the 
template and load your own into the 
system.  You can also edit the process.  
We will go there now.



This shows the letter that is attached 
to the process. You can clear the 
letter and then choose a new one 
from your desktop by clicking choose 
file. All your acknowledgements 
need the appeals you need to thank 
updated annually. Click the pencil to 
go to the selection (query).



Once a year you should review your 
acknowledgement selections to ensure 
they have the correct appeals and or 
appeal report codes. If we needed to add 
this year's FOS appeal to this line, we 
would double click it, search for the new 
appeal or appeal report code and added it 
to the selection.



Always run this with a 
selection included.  
This makes it specific 
to your revenue.

Here is what the 
Assign Letters 
Process look like. It 
has your letter 
attached and a 
selection included. It 
is the same selection 
attached to the 
letter. We do not run 
this or set it up to 
run for all 
revenue. We also 
never run it for all 
letters. We run it for 
a selected letter that 
belongs to us.



Once you updated the 
selection, you can run the 
process to assign the letter to 
the revenue record.  Drop the 
chevron and click start 
process.  Don’t edit any item 
in the process box.  Just click 
start.



The view will switch to the 
home page for the assign 
letter process. Notice that it 
is named the same as the 
letter. It took 3 second and 
assigned the letter to 
18 revenue transactions. I 
would suggest automating 
this with a job 
schedule. This must be run 
before you create your 
letters.. If you automate, 
then you need not click start.



This process already has a job schedule on it that 
runs weekly. Sunday was picked. One could 
come into the office on Monday and run the 
Acknowledgements to generate the letters. If 
your process does not have a job schedule you 
can click the add button and create one. Pick a 
schedule for your office routine.

Frequency

Schedule

Time and Start Date



The acknowledgement 
process always is set 
up with the same 
selection and letter the 
assign letter process 
has on it. The process 
will not run if the 
selection is missing.

This process is the third 
piece in creating 
acknowledgements. It 
is attached to your 
letter and the selection 
that is attached to your 
letter. Never run this 
with All “not 
acknowledge” revenue.



Click the Acknowledgements tab to 
find the named process to run thank 
you letters. We are looking for the 
Non Pledge thank you. Drop the 
chevron and click start. This box 
appears. Don’t alter what you 
see. We mark items as acknowledged 
after we review them and print them 
to mail. Click Start



This took 31 seconds to run 
and generate the 
33 letters. The next step 
would be to merge your 
letters and review them. If 
you are missing information 
clear the results, fix the 
information on the 
constituent record and then 
click start process again.

If you do not clear the 
results or delete this set 
of letter they will not 
regenerate. The last step 
is to mark them as 
acknowledged.



I clicked Merge letter. This is 
the letter currently used. It 
generates with the current 
date. It provides the gift 
amount, address info and 
the greeting. You also see 
the appeal at the 
bottom. The amount merge 
field provides the dollar sign.



If you want to change the 
letter. I suggest downloading 
the current letter to see the 
merge fields used. To do this 
click view template. Note that 
there is an update template 
button next to it.. This allow 
you to select your word 
document and load it into the 
reminder. You would clear 
your results upload your new 
letter and then run your 
letters again. Remember you 
need your excel header file to 
place your merge fields into 
your letter.



This is what the template looks like. You can see the 
merge fields used. The Primary Contact Name will 
only populate if the constituent is an 
organization. This is also true for the Primary Contact 
Salutation. The date is a document part that places 
the current date when you merge the letters. Letters 
should be update yearly.



After you mark a reminder as 
sent or an acknowledgement as 
acknowledged, it shows on the 
constituent record under the 
communications tab.



It is also on the 
revenue record on 
the letters tab.



Need data – what to do

• Query – Information Library

• OLTP constituent reports

• Data Lists



Creating Queries

• Two distinct types of queries (Analysis Tab)

– Constituent

– Revenue

• Lots of fields to choose from 

• Many variables 

• A library of “template” queries in LXXX Folder

• Can be difficult to create based on data needs



Running OLTP reports

• Two “stock” reports (Revenue Tab)

– Appeal Constituent Report – constituent listing

– Appeal Progress Report – results by structure

• Report design is set – parameters can be adjusted

• Report “Cookbook” available on Finance Impact website and 
MyBSA - CRM User Guides.



Using a data list

• Currently 12+ data lists available

• Easy to use – just indicate your Site ID

• Is essentially a “stock” query with easy to obtain results

• Limited to 10,000 or less records



Tracking Your Appeal Progress



Using Appeal Progress





Multiple tabs available



Contributions



By Giving Category or by Structure



Solicitor Credits



Revenue Details (Splits)



Add to Shortcuts



Where to find Data Lists

Constituents Tab

• Interactions List

• Organization Donor List

• Employer-Employee Relationships

• BSA Eagles List builder

Revenue Tab

• Appeal progress results

• Daily Revenue Transactions List

• Gift in Kind List

• Recurring Gift list

• Revenue Data Hygiene

• Write-Offs List

Constituents Tab
• Recognition Programs List

• Volunteer Award List



www.scouting.org/financeimpact





Member Care Self-Service

• http://membercare.scouting.org

• Creating an incident directly in JIRA

http://membercare.scouting.org/








http://membercare.scouting.org

http://membercare.scouting.org/


Summary – Description – Council 



User Name – Application - Attachments



Next Forum

June 21, 2023
10:00 am & 2:00 pm CT



Questions & Answers
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