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Objectives

Blackbaud Merchant Services
Global Write-off & Write-off Data List
The 990
Blackbaud / PeopleSoft



Blackbaud Merchant Service
• Credit Card Processor linked to CRM
• Active if you have used credit card processor in prior 13 

months
• Access is through Blackbaud.com with a Blackbaud ID



Blackbaud Merchant Service
• Batches used in your Credit Card Processor

o LC Credit Card Payment Donation
o LC Pledge Payment Credit Card
o LC Combined Batch
o LC Import of Pledge Payments Credit Card Scheduled Process
o LC Import of Recurring Credit Card Scheduled Process



Blackbaud Merchant Service

Above is a sample LC Credit Card Donation Payment 
batch. The individuals are loaded in with their CC info and 
it is ready to be ran through a credit card processor.  Save 
and close the batch and write down the batch number to 
process.



Blackbaud Merchant Services
Revenue \ EFT \ Credit 
Card Processing.  Drop the 
chevron and click start and 
type in the batch number 
needing processed.  The 
screen on the right will 
open so that you can see 
the results when 
completed.



Blackbaud Merchant Service
Blackbaud.com

If you are processing credit cards weekly, you will need to 
log into Blackbaud.com to pull your disbursement reports 
to balance your checking account



Blackbaud Merchant Services

Once logged into Blackbuad.com, you will land 
on your profile page.  To reach Merchant 
Services, you can click the link in the lower left 
corner or the link under the coin stack in the 
upper left-hand corner.



Blackbaud Merchant Services

You will land on you home page.  You can pull your 
disbursement calendar for the year on this 
page.  Alerts on your account will also be displayed 
on this page.



Blackbaud Merchant Services
On the transaction tab, navigate to the 
transaction list to review transaction 
processed in your batches.  Or you can 
select suspect transactions or 
chargeback to address issue on 
transaction that are large and need a 
second level of approval or address a 
donor's concern on why they are being 
charge by your council.



Blackbaud Merchant Services

On the reports tab, you can download 
your disbursement reports. These will 
provide the needed documentation on 
the ACH deposits that you receive from 
Merchant Services.  You will need to 
account for the credit card fees.  You 
can download the detail which list the 
donors, or you can select summary.



Blackbaud Merchant Services

Control Panel \ Setting provides you 
the ability to review your contact 
details, set notifications, update your 
bank account and change signatories.



Blackbaud Merchant Services
• Review Contact Details – Update and remove John Kuehn
• Review Notifications – Remove those no longer employed
• Review Signatory – When the person moves or changes replace
• Disbursement Information – Update deposit bank changes
• Account Configuration – Leave Default
• Email acknowledgements – Don't enable
• PayPal Commerce – BBMS not connected to online platform



Global Write-off Process
• Should be ran yearly
• Run when you no longer want older pledges in overdue 

reminder
• Closes pledge in CRM
• Does not write to PeopleSoft
• Reduces data entry errors with mismatched appeals
• Pledge payments want to fulfill oldest pledges first



Write-off Overview
• Revenue Tab – Global Pledge Write-off 

– Click chevron next to council – Edit Process
– Edit appeal(s) to write-off
– Preview results
– When ready – click Start to run process
– The process runs – see results in “Write-Offs Data List”
– See detailed presentation on February recording



Global Pledge Write-off
Proceed to the data list under revenue.  Use your 
council number as the Site ID and click search and 
select your council.  This open the list.  Next place 
the date in that you ran the process and click 
apply.  This will generate the write-off list for you 
to download using the "More" button.



Reports for IRS-990



IRS 990
• Download Direction from User Guide under Reports

o IRS 990 Schedule B

• Process is like running contribution statements.
• Provides a list of donor(s) who have pledged or donated 

$5,000 or more in the previous tax year.
• No need to create a query.



IRS 990
Under Marketing & Communication you can navigate to Letters and 
Documents.  On the document tab you will find the Job Aid and the 990 template 
you will need for  mail merge.  Drop the chevron and click "View document".  Save 
to your desktop.  There is no need to click the edit button



IRS 990
Export is found under Administration / Exports.  Drop the 
chevron and click start.  There is no need to edit the 
process.



IRS 990
When the process completes, use the "Download output" 
button to export to Excel. Save the file to your desktop so that 
you can connect your 990 template to it for the mail merge 
process.



IRS 990
Below is the template.  You will need to double click the header and add your 
Council Name, Employer ID Number and update the year next to 
Contributors.  Save your template then mail merge it to your export file. 
Note:  Remove <> and () when changing out information above.



IRS 990 – Sample Output



Blackbaud/PeopleSoft



Batch Entry Creates GL Entries



CRM Designation



Inbound Channel





Revenue Category - Restrictions



Revenue Category – Special Events





PeopleSoft Account



Designation Creation



Blackbaud CRM Resources





www.scouting.org/financeimpact





Member Care
• Phone 972-580-2489

• http://membercare.scouting.org
– Creating an incident directly in JIRA

http://membercare.scouting.org/










Fill in the Boxes – Add an Attachment
CLICK - Submit



Next Forum

May 15, 2024
10:00 am & 2:00 pm CT



Questions & Answers
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