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Objectives

o Contribution Statements

e Pledge Write-Offs

e PY -inbound Channel

e Event Mapping

* Reminders and Acknowledgements Selection review
e Uncommitted batches

e Questions — Answers
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Creating the Annual

Contribution Statements




Contribution Statements

« Should be mailed to donors by the last day of January.
 Contribution statement template in CRM Is ready for use.
» Before you start — download the Job Aid and read it.

 Job Aid can be found in the CRM User Guides under Marketing
and communications.
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IRS Publication 1771, Charitable Contributions—Substantiation
and Disclosure Requirements

* A donor must have a bank record or written communication from a charity for any monetary
contribution before the donor can claim a charitable contribution on his/her federal income tax
return

* Adonor is responsible for obtaining a written acknowledgment from a charity for any single
contribution of $250 or more

* A charitable organization is required to provide a written disclosure to a donor who receives goods or
services in exchange for a single payment in excess of $75

* Recipient organizations typically send written acknowledgments to donors no later than January 31
of the year following the donation.

L
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Process Overview

RUN export to Review data set Run mail merge
P —> andupdateas —>  to generate
get data set |
‘ needed statements
v

Review and mail
statements
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Process Overview

* Marketing and Communications>Packages>Letters and documents>View letters and
documents>Documents tab

* Job Aids have detailed, step-by-step instructions

~ij| Letters and Documents

Documents & Add | W Filters | 2] | More~

990 Schedule B Part [ Job Aid
990 Schedule B Part [ Template

Contribution Statement Job Aid
Contribution Statement Template

Contribution Statement Template - Margin Option 1

L
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To Download Document
* (Click the Chevron

* Either click “View document” or click the document hyperlink
to download.

* DO NOT edit and/or change the site from LC Global to your council.

= <MNone>

890 Schedule B Part | Job Aid LC Global
) 990 Schedule B Part | Template LC Glokal
) Contribution Statement Job Aid LC Global

| 5 View document || 7 Edit 7% Delete

Mame: Contribution Statement Job Aid Cr
Site: LC Glabal
Type: De

Attachment] Blackbaud_CEM_4 Contribution_Statement_lob_Aid_1_9_17.pdf

Contributicn Staternent Template LC Global
Contribution Staterment Template - Margin Option 1 LT Glokal
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Run Export

3 Choices

— Cumulative contributions > SO
* All donors get statements

— Cumulative contributions >= $250 or Benefited

* Donors that give $250 or more, cumulatively, and any donors that received
benefits get statements

— Single contribution >= $250 or Benefited

* Donors that give a single gift of $250 or more and any donors that received
benefits get statements

Prepared. For Life.
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Run Export

* Administration>Tools>Export

( Export

Prepared. For Life.
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Run Export

* Because you are site secured only your
records will be returned when you run this.

Tasks v Export list
1 @ Start process £ Contribution_Statement_Data Cumulative_Donations>$%0 - Export
Edit process
BY Setf . Mame: Contnbution_Statement_Data_Cumulative Donations>$0 Query name'\Export definition: Contribution Staterm
4 Set format options
I G R Description: Contribution statement data for mail merge for all Export type: Ad-hoc Query
| Generate WSF

donors with cumulative contnbutions > §0.

g Create job schedule

x Delete process

Shortcuts

<] Add this page to Recent statu

shortcuts 2 .@. Completed

Status message: Completed

Status

G Manage my shortcuts

f Post Revenue to GL Started by: netbsa\rwhite Server name D2PBBISECIOBY

L netbsallhendric - Started: 1/8/2016 1:05:09 PM Total records processed: G2438
s e Ended: 1/8/2016 1:20:32 PM Number of exceptions: 0

¥ Query Duration: 15 minutes 23 seconds Records successfully processed: 92438
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Review and Update

* Review your data and make updates as needed
* Add a dummy record at end of the file

A B C b E F G H 1 J K L M | U P ",

1 |BU5|NE55_5i1e > ID Last First Address City State ZIP Date Transacticappeal Amount Receipt & Benefit Vi Benefit D¢ Revenue |
2 1 42 B-1 94080-49] ##EREERE Payment E15 - 5900.00 $900.00 rev-14573
3 2 42 8-1] 94602-185 #annient Payment E16- $300.00 5$300.00 rev- 14697
4 3 42 §-11 94611-392 #HFFEET Payment E16- 5250.00  5250.00 rev-14689
3 4 42 E-1] 94602-120 #amRienk Payment E16- 5$500.00 5$500.00 rev-14709
6 5 42 8-1] 94511-33] #aRREERE Payment b16- 5100.00  5$100.00 rev-14688
F) i1 42 8-1] S4611-362 #annEEnt Payment 1501 5$260.00 5260.00 rev- 14692
] 7 42 B-11 94511-362 #eHHEEERE Payment 501 5400.00 50.00 rev-14700
g a3 42 8-1] S4611-262 HamREERl Payment [ 500 diieaniy baonlornn rew- LAT
10 9 42 B-11 94511-362 #uRREERE Payment b16 - AiiHRRE R rev-14701
11 10 42 8-11 54602-243 4/6/2015 Payment E15 - 5100.00  $100.00 rev-14601
591 590 94611 sistEEEd Payment h16- 5100.00  5100.00 rev-14711
502 | Dummy Dummy Discard

-HJ’A\-—-
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Review and Update

* Review Columns W and X
— Possible benefit issue
— Possible receipt or benefit amount issue
— These issues depend on how you have been using the system
— Giving category column is on the sheet to help with benefits in column 'Y
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Il_UD-JI o
(089) 517 -
(089) 517- $250.00
(0B9) 517- $250.00
(0B9) ALT  HiHHHHHH
(089) A17 $120.00
(089) A17 $500.00
(089) A17 $100.00
(089) A17  $40.00

)

}

JL

$250.00

(089) 517- $250.00
(089) 517 -

=== Ao -

Al R

U
89)S1  $50.00
89) X1  $500.00
89) X1 51,300.00
89)S1  $500.00
89) 51  $500.00

@al ¢ SASM Mn
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DU
$250.00
$250.00
$250.00
50.00
$0.00
$0.00
$100.00
50.00
$250.00

HHHHHHHH | R

dmm - -

bl L PR

$50.00
$500.00
$980.00
$500.00
$500.00

SN M

IEv-2 5312

PAS-1398¢
PAS-1397¢
PAS-1396¢
rev-41589.
rev-41598
rev-41598
rev-41598
rev-41599
PAS-1398"
PAS-1398:

B W TSR

rev-41706
rev-34061

$320.0(

Table Sponsor |rev-34061

rev-41640
PAS-1395¢

NAC 130RC

aC

01738 FALSE
60848 FALSE
60470 FALSE
491027 TRUE
497003 TRUE
497682 TRUE
498645 FALSE
499007 TRUE
61326 FALSE
01364 FALSE
585076 FALSE
431701 FALSE
431585 FALSE
533302 FALSE
59990 FALSE
RNADY CAICC

pdate

L o ¥ s
FALSE
FALSE
FALSE
TRUE
TRUE
TRUE
FALSE
TRUE
FALSE
FALSE
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Sebring
Family
Community -
Mexico Trip
Kendra Scott Necklace a
Golf Clubs and Bag
aponsor

Play and Music Lesson
Community - DCA
Citrus County

DCA

R R RLEREERRTER B el

Community - DCA

Table Sponsors

Board Division
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Run Mail Merge

* Download mail merge template

* Edit merge field values for your council

* Start a Directory mail merge

Select the contribution statement data file

* Finish the merge

Prepared. For Life.
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-
Run Mail Merge

m H = Contribution_Staternant_Templatasd Sl dacs- Word T [ = 0
FILE HOME IMSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ACROBAT Rich White ~
e r"-; ) i] WIET v =Talelf. | e
=9 Envelopes I_ Start Mail Merge £z Ble E'llﬂ
[ss Select Recipients = _ nd Recipie -
El Labels Highlight - Fresvie ishd: Mergeto
3 B ol it List Marr Eizisd Inserl M [ { o g hec 1 E 0rs bollinrms .nljﬂh-E pDF
Create Start Mall Merge Write B Insert Fields Preview Results Fimish Acrobat
L 1 i 3 4 5 B 7 iy

{ IF { MERGESEQ } = 1 "Discard This Page. { SET PreviousConstituent "™ }{ SET CouncdilAddress "Example Council, 123
Main 5t., Anytown, TX 12345" }{ SET CouncilContact "email First.Last@scouting.org™ }{ SET CouncilTaxiD "[Federal Tax
10#]" }{ SET Year "2015" }" " H SET CurrentConstituent { MERGEFIELD ID } H IF{ CurrentConstituent } ={
PreviousConstituent } "{ MERGEFIELD Date } { MERGEFIELD Amount \# "S$#,###8 8880.00 } { MERGEFIELD
Appeal  IF { MERGEFIELD Benefit_Value } <> "" "{ SET BenefitValue { MERGEFIELD Benefit_Value \# "S$# 58 #5#50.00 }
¥* "{ SET BenefitValue 0 }* K BenefitValue \# "$#, ###, ##50.00 K SET NetContribution { = { MERGEFIELD Amount } -
BenefitValue } } { NetContribution \# "S#,###,###0.00 { SET TotalPaid { = TotalPaid + { MERGEFIELD Amount } } { SET
TotalContribution { = TotalContribution + { NetContribution } } { SET TotalBenefitValue { = TotalBenefitValue + {

Benefitvalue }} 1"
Total:{ TotalPaid \# "S#, ### #8#0.00 } { TotalBenefitvalue
\# "G, mite #020.00 H TotalContribution \# "S# s, ##20.00 H SET TotalPaid 0 H{ SET TotalContribution 0 H SET
TotalBenefitValue 0 }
-—-..‘/\.-—-
@ » | Prepared. For _.__.
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Run Mail Merge

E| E = Contribution_Statement_Template v1.8.2015.docx
FILE HOME IMNSERT DESIGN PAGE LAYOUT REFERENCE[S 1 MAILINGS ]

[25 Start Mail Merge ~
TJZ (z= Select Recipients = ] L
BY Type a New List nsert Merge Fielc ; -:t
Creite[ 3 |:| Use an Existing List i]nsrzrt Fields
:E [8=] Choose frem Outlock Contacts 4 :

=1 Envelo

|:| Labels

L

{ IF { MERGESEQ } = 1 "Discard This Page. { SET PreviousConstituent "" }{ SET Cou

* Navigate to your downloaded data file and select it

L
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Run Mail Merge

E] H = Contnibution_Statemnent_Template v1.8.2015.docx -
FILE HOME IMNSERT DESIGN PAGE LAYOUT REFEF‘.ENCEE 1 MAILINGS ]

= EHVE|DFLSZ |E|5tart Mail Merge - ] Address Blocl

|:| |£] Letters eetimg Line N
Labels : - P
21 E-mail Messages et vierge Field Results
Create E] Envelopes ¢ Insert Fields |
— [
= E "—_' Labels...

3 E Directory |
il i stituent " }{ SET Cour

lormal Word Document
Main St - ntact "email First.Last@scouting.o

iDi)] X Step-by-Step Mail Merge Wiz stituent { MERGEFIELD ID } HIF{
PreviousConstituent } "§ MERGEFIELD Date } { MERGEFIELD Amount \#

el
o
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-
Run Mail Merge

E:I H ©- Contribution_Statermnent_Template v1.82015.docx - Word 7T B -0 X
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW ACROBAT Rich White -
[ I ¥ ey =
9 Envelopes 5 Start Mail Merge =] Address Block ?? @ 'l: 41 |
[25 Select Recipients = =| Greeting Line R | O Find Recipient
[=1 Labéals kot Highlight = = Preview
1= |_# Edit Recipient List Merge Fields (=l Insert Merge Field = Results L+t Check for Errors
Lreate start Mail Merge Wiite & Insert Fields Preview Hesulls
L 1 JPOY 3 a 5 5

send kmail Messages...

{ IF { MERGESEQ } = 1 "Discard This Page. { SET PreviousConstituent " } { SET CouncilAddress "Example {:m;hﬂl, 123

Bllaie Po Aocdeies TWAA28C0 1 §FofFr racos ol cmba et Wase il Flecd | ok e snbine arsdl | I 0FF oo el et IIFadaca]l Ta
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Run Mail Merge

g 4 . Directorg - Woed T B - 0O X
{OAE IHSERT DESIGM PAGE LAYOUT REFEREMKCES MATLIMGS REVIES WIEW ACROEAT Fach White =

e - ¥ 4 - . .

Colibri (Bocy) - |11 -| A" &' Aa- B¢ O - naBbCcoe| Assboeox AaBbC: - T®
Pesie w B I U -ax x G - . A - :. _ . & 1 T« T Momnal | T Mo Spac Heading 1 =|:|I.r|:_|
Clipbaard & Font ] Faragraph ] Style ] -
L L 4L ! 1 § L =
F4611-340%

Dear Clifford Wang,

The fallowing is a list of paid contributions for the calendar year 2015 recorded by Example Council, 123 Main 5t.,
Arytown, T8 12345 (Federal Tas 1D [Federal Tas 10#5]). Thank you for your generous support of Scouting| if you have any
guestions or concerns, phease email First.Last@scouting.org.

Date Amaurnt Paid al Nama Benefit Value  Net Contribution

10142015 150.00 2016 Friends of Scouting 100 0 50.00
frrething ooai!

12212015 150,00 2016 Friends of Scouting 0,00 150,00

12/22/1015 1500 2016 Friends of Scouting .00 150,00

12/23/2015 150000 2016 Friends of Scouting 1000, 50,00
jrrrething awesome!

12/24/2015 150.00 2006 Friands of Scouting .00 150,00

12/25/2015 15000 2016 Friends of Scouting 0.00 150,00

12/26/2015 150,00 2016 Friends of Scouting 0.00 150.00

12272015 150,00 2016 Friends of Scouting .00 150,00

12/28/2015 150.00 2016 Friends of Scouting 100,00 50,00

Benefit:
Total: 5 1,350.00 5 300.00 5 1,050,00

Prepared. For Life.




s
Review and Mail

* Print, fold, stuff and mail per your council’s usual procedure
* Discard the first and last pages from the merge file

Prepared. For Life.
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e
Global Write Offs

 Determine collectible value
* Create the Pledges Receivable Aging Report
 Blackbaud CRM ~ Revenue ™

= By B5A-BSA~

Blackbaud CEM " P Constituents ™ Nome or iookup I &9 Add new ™

'Home = Constituents = | Marketing and Communications *  Revenue ™ | Events ~ H!ﬂberﬂilps'lhnspech" M"W'IEM'ITW

"ﬂ Revenue

4 Appeal pro W B5 o T
@ constiven o] &5t
nstallmer F s R
4 I ad
9 Pled bl t P
o Ap @ A
o Ap ]
r |
J s
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Determine collectible value

Create the Report
1. BSA Organization — your council

2. Report Code —year

3. Appeal — must be run for each open appeal with outstanding donor pledge
values

4. Click “View Report”

5. Wait...

a—qu’A\-—-
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Pledge Receivable Aging Report

:Hﬂnkhﬂ”d HM ™ P Constriuents ™ o kL [ r [+ TR Welcome Vs leey BSA-B5A~

f Pledge Receivable Aging Report

BSA Organization  000-ESA * Counc i oﬂﬂm Code | 2018 ' o View Repart

Appeal 1B5AF Legacy ¥ o o
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Pledge Aging Receivable Report

* Print report and give to management to review:
— All open pledges
— Determine who will still pay
— Sign and date

* After management review, proceed to Pledge Write-Off
process

Prepared. For Life.




Pledge Write-off Procedure

* Determine when your council needs to write-off pledges.
* Pledges written off by appeal

* You will use your current Global Pledge Write-off business
process

* You will edit the selection in your current business process

Prepared. For Life.




Edit pledge write-off process i

Global Pledge Write-off

edge write-off processes (776) & Add Gencral
| Mame: L3g2

Mame Clesription
144 Py . ] Description: Pledge Write-Off Process Gn tg th E' G I Uhal

edge Write-Off Proc F"I d W ,t ﬁ:
L144 Abrsham Linco... Just change the seledl Selection: | L382 Global Write Off Query (Ad |4 #° €dge Vvrite-o
L0G3 Plﬂe Witto-Lith an Post status: Do not post . _"'- pI’GCESSES d nd
1022 Pledge Write-Off Prog .
583 Pledge Write-Off Prog : date edit your
L1382 Pledge Wirite-Off Pros Site: Allegheny Highlands Coungil | 2 routine. No need

i‘S!a:tpmczﬁg ' Delete L‘..‘r t Write-off reason tﬂ Create a HEW
t::j ::zﬂﬁt&;::mf Reason code: | UNC - Uncollectable i rUUUnE- WhEﬂ
H = e SHrod . "
1303 Pledge Write-Off Prog Details: 2017 Write Off the edit window
L157 Pledge Write-Off Prog opens click the
L 46R Pledge Write-Dff Prog . .
| Cutpurt

o el ° pencil to edit the
1368 CORVErsIONPIEIOEB Wl [ (reate output selection d query attached
220 Pledge Write-Off Prog .
i e == as the selection.
L6535 Pledge Write-Off Prot
LG5 Global Write-Off
1449 Pledge Write-Off Prof (@) Help e || N——
LO06 Pledge Write-Off Prot_

|
R
.
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Edit Ad-Hoc Query - L382 Global Write Off Query

Solect Tiltor and ootput Hiolds eSS g =Tyt Wugin 1ol eTi il Frewmew metults Lot save ppiions

Find felck X'y X or o [l e el
Browse for fields in! | Splect Revenue felds: Include racords where;
= =] Revenue @ P =l - [ Transaction type is equal to Bledge
18 55 Adjustment - [ and Pledge/Grant award balance i greater than 0
4 gﬂppeal g *:Z’“““‘“‘fm ] and AppealSite\Site |0 15 equal to 362
= Application Dietails Hp [T 0 and AppeahAnpeal record is ane of (353) F-18 - 2018 Friends of Scouting ]
@ 5 Appraksals  Batch descnption - i
D Attachments o EFRSPTES  Apply Criteria
1 Attributes {1 Benefits waivet
— 1 RS SIS W e -

The Query will open, and you will

need to adjust the filters to only ¥

write-off those appeals you want | S0 e S

to close. You do this by clicking !

on the Appeal record/Name filter |

and adding in the names of the |

appeals you need to write- |

off. This example show the | T

council preparing to do more !

than one appeal at a time. They | e
have cha nged the filter to “one um_—l_m_l‘

of” and then can now list
multiple appeals.
Prepared. For Life.
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Edit Ad-Hoc Query - L382 Global Write Off Query
Select filter and output fields Set sort and group options m Set save options

Results (78 records found)

AppealiMame

{382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...
{382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout..,
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout..,
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...
(382) F-18 - 2018 Friends of Scout...

MO E an a0 Fdd-

Prepared. For Life.
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Pledge/Grant award balance
$250.00
$600.00
§300.00
§40.00
§30.00
$20.00
§1.200.00
$1,000.00
§95.00
$30.00
§60.00
§$100.00
§720.00
§45.45
§75.00

F 9 fin

Always preview your query
before saving it and
running your routine to
make sure only your
appeals are showing and
that only the appeals you
want to write-off are listed.



If you need to exclude specific constituents from the write-off process, you can add the line Constituent\Lookup ID to
the Include records where window, then change the operator from 'Equal to' to 'Not one of', then list as many Lookup
IDs as necessary. If you want to exclude specific pledges, you can do the same with the field 'Revenue ID is not one of'

2 SRR RN A AR

nclude records where:

-| .I:--_I|I

0 Appeal\Site\Site 1D is equal to 027
,:] and AppealhAppeal record is one of [D27) F19 - 2019 Friends of Scouting, (027) F20 - 2020 Friends of Scouting, (027) FG21 - 2021 Fresno Golf Tournament, [027) F21 - 2021 Friends of Scouting

:] and Transaction type is egual to Pledge
[] and Pledge/Grant award balance is greater than D
.] and Constituent\Lookup |1D iz not cne of 8-12345678 8-87654321 or is blank

Nt L%

Resuits fields to display:

[] AppealName

0 Pledge/Grant award balance
U Constituent\Name

(] Constituent\Lookup ID
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If you need a list of what was written off after the process, go to Revenue/More Tasks/ Write-Offs Data list. Search for

your site and then filter by the date the you ran your write-offs. It will provide a list of those written-off on or after the
date that you used the write-off process.

£l Revenue

List for Write-offs

8 £ = f T fz on or after 1/1/2018 o
8 Sift Appeal sl - R0 5 | o Rece
.,B 006 (006} F-21 2021 Friends of Scouting 8-32: rd 171972021 re-4 £500.00 £500.0
B 006 {006) F-21 2021 Friends of Scouting 8-32: ard 121 rev=d S400.00 £400.0
Le [006) F-21 021 Friends of Scouting 8-32 211912021 ev-d 525.00 $250.0
006 (005) F-21 2021 Friends of Scouting B-32: 71972021 rey-d $100.00 §100.0
D06 (006} F-21 2021 Friends of Scouting B-32 . 12/30/2020 rev-d §2000.00 §2.000.0
00a (006) F-21 2021 Friends of Scouting 8-32 § 37er2021 pay-d £100.00 £100.0

Prepared. For Life.




PY — Inbound Channel

o Used with Prior Year Pledge Payments

e Payment is connected to a Prior Appeal

* PY Payment clears the Prior Year Recelvable Account

* There Is no such thing as a prior year pledge or donation.

Prepared. For Life.




Event Revenue Mapping

e Create your event Appeal.
« Create your event — add event appeal and designation.
e Grab the "Event Revenue Setup Request" and complete.

o Submit "Event Revenue Setup Request” via a Member Care
ticket to have your appeal and event GL mapped for event
registrations.

Add an Event

Auction Setup

Event Revenue set up

Event Revenue Setup Request

Event Invitation and Registration

Event Registration Options
Prepared. For Life. Bulk add Event Registrants

/N
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Look for Instructions - Read

HOW TO ADD AN EVENT in Blackbaud CRM (screenshot example, required fields highlighted in green)
These fields are the minimum necessary to create a "bare bones" event in BCRM, so BSA National can complete your Event GL.
Later you can go back to the Event in BCRM and add details including Invitations, Expenses, Tasks, Registrants, etc.

Please follow the steps below on the "New_Events" tab of this spreadsheet tool.
Enter all relevent information, so BSA National staff can configure BCRM GL mapping for your event(s).
Then use "Save As..." and give this Excel file a new name that includes your Council number and the date.

Finally, submit a Support Ticket to Member Care, and make sure to attach this new file.
IMPORTANT: Before adding any registrations for an Event, on the Event make sure you have (1) competely configured all

Registration Options on that tab including Fee amounts and any zero-dollar benefit items, (2) linked all necessary Designations
and sub-designations on the Designations tab, and (3) linked the related Appeal(s) on the Appeals tab.

|

General

Description: | Fictional event for a hypothetical counci [

=

End date: | mm/dd/ ey L% End time: hhamm AM

Note: You can only enter information on the New Events tab. Other tabs are locked
for use by BSA National staff to complete your Council's Event GL mapping in Blackbaud CRM.

STEP |DESCRIPTION

1 (IMPORTANT: Before completing the "Mew_Events" tab of this spreadsheet tool,
please make sure that all of your Council's revenue events -- and any related Appeal records
needed for the fiscal year -- already exist in Blackbaud CRM. {See screenshots on this tab.)

You will need to copy the exact names of each of these records (Events, Appeals, Designations) from
BCRM to the "Mew_Events" tab. If any of these Events, Appeals or Designations are missing from BCRM
(or if any record names entered in this tool differ from actual BCRM record names), then revenue from
those Event's Registrations will not commit in BCRM or post to GL/PeopleSoft.

2 |"New Events" tab (Cell A1): Confirm the Default Event Contribution Account used by your Council. _

Location information

{"4201" is most common.) Sites:
Sal2 Location: Fe
3 |Column B {Cell B4): Enter your Council's PeopleSoft Business Unit. This 4-character text (ex: L999) . i
should auto-populate for all event rows. 2 Capacity: | 0f
@ eventis an auction conact. | B

4 |Column C: Enter the Start Date for each Event. Do not show event on calendar

5 |Column D: For each Event this fiscal year, copy-and-paste the Event Name from BCRM.

[copy options
See directions and screenshot on this tab for steps to add a new BCRM event. When adding o new (<opy o l

@ Help - i

event, make sure to check both "Event is an auction " and "Event allows designations on fees "

6 |Column E: From BCRM, copy-and-paste the Appeal Name associated with this Event.
Every Appeal in BCRM should include Appeal Category, Appeal Report Code, Site, and Start Date.

7 |Column F: From BCRM, copy-and-paste the Designation Name needed for this Event. HOW TO ADD AN APPEAL in Blackbaud CRM ([screenshot example, required fields highlighted in yellow)

Note: If an Event will receive revenue for 2+ Designations {(multiple Peoplesaft Projects/Fund Types)... _Il
Prepared. For Life.




Fill In Event Tab

M =] L% r
First Create Records in Blackbaud CRM. Then Copy-&-Paste Record Names Below.
Event Name Appeal Name Designation Name
New |Business Event First create each Event in BCRA. First create each Appeal record in BCRM. Designations should already exist in BCRM.
Event Unit Start Date |Then copy-&-poste each Event name here. Then copy-&-paste each Appeal name here.  |Use the exact same Designations as last year.
Row Use 2 rows if an Event needs 2 Designations. | An Appeal can only be linked fo 1 Event Request new Designations for any new Frojects.
Ex (922 | 10/10/2018 |(939 Sporting Clays 2018 (example) (922 R18 - Sporting Clays 2018 (example) 99907771 Sporting Clays - Operating (example)
4q 067 3/1/2024 |LOBT 2024 Sporting Clay (0B7) 5C24 - Sporting Clay 2024 06707801 Sporting Clays - Operating
LOR7 2024 Eagles and Adult Recognition (067) GOE24 - Gathering of Eagles Adult 06705121 Gathering of Eagles and Adult -
5 loe7 4,/15/2024 .. ,
Recognition 2024 Operating
] 067 7/15/2024 LO6B7 2024 Golf (067) G24 - 2024 Golf Tournament 06707551 Golf Tournamen - Operating
7 loe7 3/15/2024 LO67 2024 Pinewood Derby Social (067) AP24 - Adult Pinewood Derby 2024 06707511 Adult Pinewood Derby - Operating
Revenue Contribution Account Codes Needed For Each Special Event (PeopleSoft Account
Copy and paste the id (Peop
appeal name1 event 4201 4202 4203 4204 4205 4209 4231 4250 .
name and deS|gnat|On Sponsarship/ | Participanty Program Event Event Auvuction/ Other (raffle, Fees - Fair Place a "YeS" II’I'[O
. Donation Ticket ltems Advertising | Concessions | Resale items | mulligans, etc.) | Mamxet Value
into the form from the the accounts you
YES no no mayhe no ¥ no yes I . h
events you have create. plan to use wit
YES Yes no Yes no yes neo Yes
your event
YES Yes no Yes no Yes no YES g
options
YES Yes no Yes no Yes no yes
YES Yes no Yee i Yes (s yes
N e no no no no no no no no
& Y | Prepared. For Life.
tvj nre Ay nre aln] Ay nry Ay Ay




Updating Donor Communications for 2024




Updating Reminders and Acknowledgements

« New appeals mean new revenue

e Selections that creates donor communication needs to be
updated

e Add new appeals
e Add report code 2024

Prepared. For Life.




Finding your Reminder Selections
Remindars

Lg% e

Reminder processes &9 Add W Eilters WMore™ Name: LOO4 =MW F;wncrucufrtrla‘.‘-c Overdue
-, [E—— =Tl o Description Curmrent month & Last month/cider pledge reminders
= ECLED STeS aa ¥ Hpphy e Resel
= Site: Mobile Area Counc AL
Current Month Reminders = o
v Jutput grouping: mmitment
sdge Payments Current and Overdue urrent month & Last month/clder pledge reminders NPty (e
: LOO4 B Choos
¥ Start process | 1) Set format options Edit 7] Delete | Assign permissions Letter template: - = - - R
e 3 Reminders_ScoutNET_Like_Pledge Remindersdocx [E Ciear file
Next Month Pledge Remindars . B Chooes
| template:  <File no cified> -
Used to bill new pledges put in this month by batch Label template t specified @ c i
Cutput type Export definition e
Export defimition: | L00S Custom Piadge Reminder Fieids 2

Reminders are found under Marketing & Critesia
Communications / Donor Relations. You will need Generate reminders for (] All pledges

to edit each reminder process and update the m:@ﬁ

selection for the next year. o e E

Exclusions

-—J’A\-—-
@ Prepared. For Life.



Updating your Appeal selections

Q"FT&:'{Q' bl

Inslude recori whese

ACsOe NECOnds wiane

1 AppeaiSite\Site ID is equal to (04

Appenl SiteiSite 10 b egual o

i SiteiSite 1D 03 = & : A o e T e b e et i e e e

[ and AppealAppeal record it equal 2 (D04) 532 - 2022 FRIENDS OF SCOUTING 1 and AppealAppeal record is one of (004) 522 - 2022 FRIENDS OF SCOUTING, (D04) 523 - 2023 FRIENDS OF SCOUTING
Plarimm =y finchdBeant dak o %

oo e L fore ths cuodi o 1 and Pledas/Crant anard aext netallmsnt dats e oan or betfnep thee maonth ges blask

0 and Trarsaction type i coe of 1.ed;rur " 1 and Transaction type is one of Pledge
grester than O | PP |

d PledgeGrant beard balance i B .
.-JJ“ Flegge i o ] and Fledge/rant award palance i5 greater than 0

O and Serd pledge reminder s equal 13 Yes A
j and Send pledge reminder 15 equal 1o Yes

Fy = o -
| o alue Cutput feld i -7
o . lesults fHields to display
{004) 523 - 2023 FRIENDS OF SCOUTING 1 AppealName

0 Amzunt (Pedge Amaunt)
@ Dass (Pladye Date
[J Pledge/Grant saard nest instaliment date (Next nstaliment Due ] Gy g C‘r“!‘.:‘:r.:' Attribute’Value

1 BSA Structure Attribute\Value

[ Construent\Name [Consttuent ] Arnount (P edge Amount)
:I CorstiuentiLooious 1D (Lookup 15H
n} Piedge/Grant sward balance (Ealance)
3 Latest ingladment payment date

[ Latest imatarsent payment asmount Constituent\Name (Constituent)

1 Date (Pladge Date)

1 Piedge/Grant award next instaliment date (Next Instaliment Due)

0 Revenoe record e 1 ConstituentiLookup 1D (Lockup 1D)
1 Pledge/Grant award balsnce (Balance)

A | sback inctallmant mavmant Asfas

We still need to remind current appeal but also need to start
reminding those that pledge for 2023. Double click your
: Prepared. For Life” appeal record box and add the 2023 appeal and save. You

may need to change it to "One Of" to add multiple appeals.




Finding your Acknowledgement Selections

i+ | Acknowledgements

Revenus

Revenue

. Revenue

F = =
nESET

il Start process | 1] Set format options

" Edit

?‘ siete

Revenue

Acknowledgements are found under Marketing
& Communications / Donor Relations. You will
need to edit each acknowledgement process and

Thank you letters for all donations

o
' REFIGN PEFMISSIONS

update the selection for the next year.

Prepared. For Life.

|l ey

Namae: LOO4 Piecige Paid in Full Thank Yol Letter
Description
Site Maobile Area Counc 8
Maifing label template <File not speciied> EI' ¥

Ll
Acknowledge revenue with letter: | LOD4 Piegge Paid in Full Thank You Letter e
Acknowledge: All ‘Not acknowledged’ revenue

B Selected revenue

Selection LO04 Predges Paid in Full Config [Ad-hoc Query Ll

Exclusions

Thess options may be modified at run time.

| Miark latters "Acknowledged’ when process completes



Px e & Bl G0
HI E E'Iﬂi =-I-=';

] AppeanSineiSits 1D is equal o 004
1 snd AppealiRaport code is equat to 2022
L3 - 2

L] 4 -
] #nd Pledge/Grant anard balence 5 equal to 0
] and D'-g risl .:-'e:l-ae amount it greater than 1]

] and Latest instaliment payment dade is not blank

SET |

ity figldy to :I'-qu
| AppeatName

] Ciriginal pledige sm
| Pledige/Grant aves| @ Value Oxstput Feld
1 B34 Structure Attnl

| Giving Category A8
] Contituentilesti
1 ComstituentiFirst il

] Constituentil ook £l

Updating Report Codes

0K

Cancel

Prepared. For Life.

We still need to thank
current appeals with
report code of 2023 but
you also need to start
reminding those that
pledge for

2024. Double click your
Report Code line add
the 2024 Report Code
and save. You may
need to change it to
"One Of" to add
multiple Report Codes.

wxX + 4% :r ] s e Ak

Include records where:

Ol AccealiSitel Site 10 e amal to D0

[ and Appeal\Report code is one of 2022, 2023

il and Transaction type 15 one of Pledge
[ and Pledge/Grant award balance is equal to 0
[ and Criginal pledge amount is greater than 0

[ and Latest installment payment date is not blank

> =~ "

Results fields to display:

[ Appeal\Name

a Onginal pledge amount

[ Pledge/Grant award balance

[0 BSA Structure Attribute\Attribute group

[ Giving Category Attribute\Attribute group

i Constituent\Last/Orgamzation/Group/Household name
Constituent\First name

[ Constituent\Lookup 1D




s
Uncommitted Batches

e Review batch entry for uncommitted batches.

 All batches created before 12/31/23 should either be
committed or deleted before you close your 2023 books In

PeopleSoft.
 Clear the Date Range filter and leave Sites filter to "All Sites".

Prepared. For Life.




~d# Batch Entry Before the filter is cleared there are
Uncommitted Batches  Elliliad=s §=) iy 12 batCheS Once the Date Range IS
Uncommitted batches (12) @ Add | #4 Batch search | [E] | More~ cleared there are 15 batches. Nov.
— B s [ & Oswewonys DEC. Batches appeared.
Search | @ Columns~™ &F Clear all filters
Batch number Chwner F | Date added Batch template Status
L1082562 Megan 17172024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1062915 Megan 17272024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1083507 Megan 17372024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1064171 Megan 1/4/2024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1064661 Megan 1/5/2024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
Uncommitted batches (15) ) Add ﬂ Batch search | [2] | Maore~
Date range: |V Sites: | Al sites |v = [ Show only batches with exceptions T Apply #F Reset
Search | @ Columns™ &F Clear all filters
Batch number Chwiner F | Date added « Batch template Status
L1046647 Megan 111372023 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1054534 Megan 12/8/2023 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1054555 Megan 12/8/2023 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1082562 Megan 14172024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1062915 Megan 17272024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L1063597 Megan 1/3/2024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
L10a4171 Megan 17472024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry
- Prepai... LlDE-rl_E-_ﬁ'Iu Megan 1/5/2024 LC Import of Pledge Payments Credit Card Scheduled... 1. Data Entry



BOY SCOUTS OF AMERICA

Council Support

Council Management
Support

Contact Council
Management Support

Council Assessments
Council Board Resources

Council Business
Practices

Council Fiscal
Management and
Training

Journey to Excellence
Council Funding and Finance

Financial Planning

Funding The Council

Council Administration

Local Council Financial
Audits

Back Office Business
Solutions

Prepared. For Life.

JOIN USs GIVE SHOP MY.SCOUTING

Home > Council Support > Council Funding and Finance > Council Administration

Council Administration

The sections below provide tools for Council staff to assist them in the proper management of their C
designed for staff use but may provide detailed information to volunteers interested in the particul

cil. Thisis

Accountable Plan Template

Council Office Procedures

Council Stewardship Policies

FASB Accounting Changes and the BSA - new for 2018
Fiscal Management Procedures for Stewardship

Fiscal Policies and Procedures for BSA Units — Revised April 2022
— — BSA Units PayPal and Venmo Reporting Update
Interpreting Financial Statements

Life Insurance Imputed Calculation

Local Council Accounting Manual
Local Council Financial Audit Tools
New York Conflict of Interest Policy—Updated March 2

www.scouting.org/financeimpact

New York Conflict of Interest Policy—March 2014
Records Retention Policy- Updated January 201
Presentation: Fringe Benefits: Employer-Provj
Record Camp Card Transactions—People
Record Product Sales in General Ledg
Time Study Forms

d Vehicles and Group-Term Life Insurance - Uploaded April 2014

Blackbaud CRM Resources
BSA Fiscals Forum
PeopleSoft Support

* Accounts Payable




I @ BOY SCOUTS OF AMERICA JOIN US GIVE SHOP MY.SCOUTING Q

. Home > Council Support = Council Funding and Finance = Council Administration = CRM Resources
Council Support

Council Management

CRM Resources

Contact Council
Management Support

CRM Process Videos

Council Assessments CRM (Blackbaud) User Forum Presentations

Council Board Resources Report Cookbook (for OLTP) BSA Appeal Progress & Appeal Constituent Reports
Council Business 2022

Practices

January 2022 User Forum — Slide Deck - recording
February 2022 User Forum — Slide Deck - recording
March 2022 User Forum — Slide Deck - recording
April 2022 User Forum — Slide Deck - recording
— Creating Constituent Interactions * Using the Constituent Interaction Data List * Using Development Workspace

Journey to Excellence * Scouting Gives Setup

Council Fiscal
Management and
Training

Council Funding and Finance 2021

L

Prepared. For Life.




Member Care Self-Service

 http://membercare.scouting.org

e Creating an incident directly in JIRA

Prepared. For Life.



http://membercare.scouting.org/

Welcome to the National IT Service

Catalog

We value your feedback. Click Here

My Open Tickets | My Closed Tickets | Knowledge Base | Report Security Issue | Report Phishing Attempt | Password
Reset | Office365 | HR Gateway | MyBSA

Announcements & Updates IT Online Service Catalog
Updates to My.Scouting and o National Emol
@ Registrar Tools (August 19th) o !ama National Employee
A list of updates can be found in Confluence. Click
here!
My.Scouting ‘ % | am a Council Employee
My.5Scouting and associated applications are still

experiencing issues It 1s recommended you work in
smaller batches the next few days as the potential
still exists that Registrar Tools and EMS could freeze
up again. We will keep you updated.

-—-..‘/\.-—-
W Prepared. For Life.




Service Categories

Welcome to the National Online Support

QA AP rord I
<@ Accounts & Passwords Center Service Catalog.

6— [B5A Applications (Operations)

D—

Information Services Group.
? BSA Applications (Program)

Each service will have the following_in

Email, Communication &

[

A brief description

* How to request supp
+ Links to additional
f-ﬁ;? Network Services * Highlighted Fre

Collaboration

owledge or training
ently Asked Questions

To go directly to#he knowledge base, click here.
[E] Security Services
mething we can do to make this service catalog better,
us know; click here.

O

Hardware & Software

ouncil Services

General Assistance

(s

|
R
.

Prepared. For Life.
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Service Categories

Accounts & Passwords

B5A Applications (Operations)

B5A Applications (Program)

Email, Communication &
Collaboration

.}‘\'\
Ik, |

Metwork Services

Security Services

0

Hardware & Software

(o

General Assistance

General Assistance
The General Assistance option should be used when the issue or question isn't

Catalog.

When possible, open a ticket by selecting the service from the Service Catalog
Request link. Doing so will ensure all the necessary information is collected anc
quickly routed.

Tickets opened using the general assistance option go into the general queue
the order received.

Open A Request




http.,membercare.scouting.orq

Online Support Center

A\
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/MNDC 5 ort . o
out Shops >Uppol Account & Access

|
R
.

Prepared. For Life.



http://membercare.scouting.org/

Summary — Description — Councill

Summary
Blackbaud - need new giving category
& 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 v

Ly

- A ol ros e cm et - Ty : . s AR
NTL/HAEB employees select 999 and MDC/Scout Shop employees select D00

L

Prepared. For Life.




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 CEM

Ex

mple: Blackbaud, Peoplescft, Membership, etc.

o

Attachment (optional)

@ Drag and drop files, paste screenshots, or

browse

Create  Cancel

L

Prepared. For Life.




Next Forum

February 21, 2024
10:00 am & 2:00 pm CT




Questions & Answers

Prepared. For Life.
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