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Creating a Donation Campaign

A Donation Campaign categorizes how and why a donation is received by your organization. For example: Donors who
give at an Individual Giving Level may give Annually, to a Special Benefit or to convert an unused ticket into a donation.
Each of which represents a type of a Donation Campaign within the Individual Giving Levels.
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1. To start, click Setup>System Tables>
Donation Campaign. The Donation campaign List
window opens.
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2. Click the New Few button. The Campaign window
opens to the Description tab.
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Enter the Name of the campaign.
Enter the Time Period of the campaign.
Enter the Solicitor for this campaign.
This field is defaulted to the current user. The
Employee Lookup button can be used to display a
list of all current Employees.
6. Select a Ticket Face.
This prints an extra ticket for a donation and can
only be used by thermal printers.
7. Select the Notification type.
This will send an email to whomever has been
setup to receive emails based on type of
notification.
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8. Click the Accounting FAecounting | .,
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[Description Accounting Edts| {Dlstcs [Notes |61 Euties

Posting Accounts

The bank sccount is slweys the same a8 your main bank sccount specified in code tables, Change it ealy if Donations ts this fund
8re ta go ints a different bank accaunt, —~

- 9
Bank -i:-:uuntl 1010-0 &5 cCash b

hase are the GfL accounts that funds are posted w. Generally, a different account is picked for items envered for last fiscal year
juswally means a special accounting entry). current fiscal year and and deferrals for future Donation,

Income FY2010 and Earlier 4020-0 %9 EvestRsvenus-Earned Othar-Typs 1
Income for FY2Z011 4020=0 57 EventRavenus-Earnad Othar-Typa 1
Deferred Revenue FY2012 and Later 4020-0 53 EventRavenus-Earnsd Othar-Typs 1

Benefit Amount

Eanafits are tha nen-deductabla porvion of 2 Donation and wsually sccwr for fundraising dinners or capital pledges (and somaumas
proportion to the amount givan)

|| Patron 15 allowed to receive a benefit when giving to the campaign
Can be changed from the defauk for the gnang level

Benefit Account 4020-0 13

<Agcount Missifg>

9. Enter the Accounting information for this campaign.
Different G/L Accounts can be selected for prior
fiscal years, current fiscal year and future fiscal
years.

For more information see the online help:
http://www.theatremanagerhelp.com/general-
ledger-adding-accounts-to-the-general-ledger

9b. You can also enable or disable benefit amounts.
Benefits are the non-deductable portion of a
donation. If you choose to enable, you will need to
enter a Benefit Account Number.

Edits

10. Select the Edits tab.

Description | Accounting Edits Sta.tlsth[.\'otesiﬁ-l Entries

Accept Donation at

&llgv Campaign to be used when entering 8
Danation

Giving Level Matrix
The giving level matrix indicates the recognition levels that are in place for this
Campaigh

Giving Level [ -

——|Corporate Donation Ranges
Vil nd -

aeq + Liv

< Via the Donor Tab
< In Conjunction with a Ticker Sale

Special Benefit Events

Taken during a Ticker Return

@) =

Accepted on the Internet

Grving Level lfimsu!_ Beneft Events

Print Controls On Receipts

< Print Receipts for Campaign Seq # Giving Level From

The Edits tab allows you to:
a. Set the access for the campaign.
b. Choose if all receipts should be printed.
c. Determine if this campaign is to be
included in yearly statistics
d. Set the Giving Levels
11. Select the giving level matrix to use for the
campaign.
For more information see the online help:

Wover [minimum amou TR ssggg} - http://www.theatremanagerhelp.com/theatre-
Include in Patron Statistics - 19 Sustainer 51,00001) I manager-help/system-setup-giving-levels-creating-
il e ' 4 giving-levels
dasirad. = .

#*| Add |[ 4 Detal |[=| Remove . .. isti
L= [0 I ve) 12. Click the Statistics Htalistics Tab.
k-q Campaign Detail - Little Calqured Biocks Gala (inserting) 13. Enter the target amount for the campaign.
- - 14 = 8 2 14. Click the Save button.
LT i =t 3 . . .
Hep il | ol Spel 15. Close the Campaign Detail window.
A Donatien Campaign is used to track funds received and allocated to a particular accounting code. Gaenarally, th 16 The Campalgn WI” be Saved and dISplayed on the

Campaign Mame |Lir|:l-e Coloured Blocks Gala

Description | Accounting | Edits Statistics Notes |G/L Entries
Tha statistics ara kape as @ total far all Denatiens given e this Campaign. Targeats are usaful for long tarm
Thaatra Manager does not suppart targets on an annual basig for ongoing/annual campaigns,

13
Total Target | 1000000
Non Financial Donation Amounts
Prospects | 50.00
Soft Pledges | $0.00
Saft Credits | $0.00
Donation Amounts Affecting G/L
Actual | 50.00 Total Donations li
Hard Pledges | $0.00
Matching Gifts | 50.00 # Gifts Marched |—Cl
Writcen Off | 50.00

owver from year to year [to allow yvearly comparisons) because the fiscal year on the Denation separates the annua

capit

Donation Campaign window.
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