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Theatre Manager>Donations>Matching Gifts

A Matching gift, or donation is a gift or donation made by a matching donor — usually a company— but can be an individual, under the
provision that the original donor first makes a gift. In this example and in the screencast, Boundary Credit Union’s Matching Gift

Coordinator is set up in Theatre Manager. Marlene Smith them makes a donation that is matched. And the Donor Program Report is
run.

Part 1 Setting up Matching Gifts

: 1. Open the Patron record for the Patron who will be
:“ R Ty l T ] SR matching the gift. In this example, it will be Chris Ball.
*Contact Info | sAddress | Web l Patron . Match .
2. Click on the Match tab in the Patron

Data portion of the window (Top right).

'_“““' 3. Check the Matching Gift Company gift box.

This daes sheuld be flled sut for only matching gift coardinstors warking for 8 matching gift HIEE

company. Tt allows you to find snd sssociate matching gifts to the payee as only these contacts Ii] Matching g|ft company

sppear in the search lise,

Enter the ratio that the company matches with. [fthers is & minimum required for the match to be The CheCkbOX mUSt be enabled If the Patron is to be

considered, then please enter that, Ifthers is 8 maximum amaunt that the company matches to used as a Matchlng Gift Company.

enter that to limit the matching gift during entry, Leswe sither blank if there is mo lower or upper

limits.

[ Matching gift cnmnanv]
March gift ratio | 100, 00%
Minimum amaunt |minimum match  amount of gift bafere company matchas
M Gt |_ ; FFiL = .-.l-..'. mzxamum amount the company will mazch
Maich gifk ratic [100.00% 4. Enter the Matching gift ratio. _ _
The Matching Gift Ratio is the amount the Matching Gift
Patron will match. For example:
If | donated $250.00 and the ratio is 100%, the
matching gift would be $250.00
If the Ratio is 33% The matching gift would be $82.50
Minimum amount |minimum match — @meunt of gift bafers company matches 5. In addition, any minimums and maximums can be
Maximum ameount |masximum mamximum amount the company will match indicated.

6. When complete, click the Save Save button in the
Theatre Manager ribbon bar.
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Part 2a Making the Donation, Adding the Matching Gift

Open the Patron record for the Patron who will be making

the Donation. In this example, it will be Marlene Smith.

Status Order # Prog Yr L 7. Click on the Donation Donation Tab.

8. Click the New button.

4

= = post dated payments ex

[ #] New |55 Open ]|

9. Enter the Donation Campaign

10. The Donation Amount and

11. Enable the Matching Gift check box. The Donation
Matching Gift Window opens.

__| Donation #44 Detail fior Marlene Smith (Patron 287)

) # i EN = 3
Help e 1 Delete

Details Notes |Plad:n Schedule/Contacts |'[|s

C&mpaign“_ﬁnnuu} Individual T 1

Dare Donated |Nov 11 2010 2
Solicitor |13 & D
[Donation @iy~ | 510000 Je

Tatal Payments |- 50.00
Write OFf Amount

I Matching Gift

e b —

¥ Pk Mt hirag et = =R | 12. To find the Matching Gift Patron, Click the patron
e button next to the ID field.

& macching gift will be set up 31 2 receivable for the follewing Fatran in the amount entered
[ below. sy changes to this particulsr donatan will nat chenge the sm qunt o the sriginal i
=

C‘.J.‘qy gt Patron # |patron # =]

Campaign [Bomsl indsdval | = 13. Search the contact list to find the Patron. Single click
Sobcitor [13 | 4 Darvin Shuw to select them.
Armeaint lm
Pavon # [paton e &
Program Year [20100
Fiscal Year lr

Giving Ratio [100.00%

W) Cancal | [ J Create |

" Fhanation Matching Gift [o Fo By default, Theatre Manager assumes the matching gift to
be the same as the donation. If the ratio has been

& matching gift will be wet up sn @ recercable for the fawing Batman in the amows: sntarsd

‘i ::-r_::u-. Ay changas ta this particular danatssn will sk chinga tha am ount of tha ariginal modified under the Donor tab of the Matching Gift Patron,
o i : the ratio is calculated and inserted in the matching gift
Campaign [Mﬂud Imdividual | detail.
Solicror |13 & Darvin Shaw The Matching Gift can be more, equal to, or less than the
Amaunt | $500.00 Supar Navas amount of the current donation.
paromz [6 & cesall 14. Review the amount and click the Create
—_— undary Credic Usign I;
Frogram Year 2010 :ﬁ;wf:;érﬁl‘: e [ IJ ;[’EEtE button
Fiscal Year [2011 |

Giving Ratia |100,00%
l ] Cancel .J Creats ]
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| Donation 222 Detail for Kem Smith (Patron 273) == ¥=n | Once the payment transaction has been
= * —— — _ — ' completed, the Donation Detail window

el [l i e rai gt | et Ogie will return.

To view details, click the Matching Gift

Details | Notes Pledge Schedule/Contacts | Tasks EH.&-L‘E:ipIE |5-nl!t Credits Matching Gift Transaetions

& matching cift mat st us &3 & receivable for the folloming Datron in the smesnt ntared balom. Any changas o this particular . Matching Gift tab
danatia does net change the coresporsiag marching gift. You must e te macching gift an chat Patres’s recerd, " )
15. Return to the Details tab and click

Cris Ball : P
Patron # |E6 E-o:-c:n Cradit Unios the Payment - EV T L
Gifting Sanager .
Amcanc | $300.00 102 Cantar ve to PAY for the donation.

Order 2 [p5 Midway BC, VIH 1MO

Gaving Ratin [1 00 00%

L4 Show Matching Gift Patron

Lk Changas swtcadilully savad on Novasbar 1008, 2010 a8 12:17:12 DM

Part 2 b Running the Donations Report & Receipts>Donor Program

__| Reports o = ] & )
o + & = = = 16. Click the Reports F*== putton in the
s e e Theatre Manager Ribbon bar. The
The “Donation Reparts & Receipts® report category is based on the Donatons recorded under the Patrons Donation H
tab or when tickers are sold. The reports are accurate to the last Donation entered. ReportS DIaIOg Opens. A
17. Select the Category Donation Reports
213 Use “Audir List-Receipts” 1o print & list of receipts and the Donor whe recenved them. -
N In & Receipts.
18. Then select Donor Program Insert
Reports (either one, in this example we
are using Giving Level)
Repart Categories Reparts in the Category 5 p r| nt
. . et
Category Report Name System Mame 19. CIICk the Print =
Artendance for House and Calenda - Donor Giving Trend by Year (Program) |rDonationyYearHist.., - button.
Box Office Statistics = .
Coyrse Bannris [Don or Program Insert-Giving Level Eroqnatlonvmgmm
|_ Donation Reports & Recelpts I Tonor Program TNSer-Giving Level with 355 Total TrOonatoNPTogram.

XPOIIng, Labels & Rec OUnts = Doenor Summary {rDonatonsummary...
G/L Reports Donor Summary-Campaign & Giving Level (Fiscal) {rDonationSummary
Mail List Reports Donor Summary-Campaign & Giving Level (Program) {rDonationSummary... | &
Miscellaneous Reports Denor Summary-Campaign & Year (Fiscal) |rDonationsSummary2
Order and Fayments Donor Summary-Campaign & Year (Program) irOQnahonSummar\r...
Pass/G.C. Reports Donor Summary-Donor (Fiscal) {rDonationSummary... =
Patron Notes and Contact History ' b
Patron Reports -
Sales Summiary Analysis -
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] Donor Program Insert-Giving Level Criteria = | 5 (k]
\ & - u
.t -~ = 0 e
Help LastUsed Baved Save Bawe Az

Titles

Search| Insert Summary Donor Snmmn)-JSaﬂ

Donation Giving Level Matrix
This process examines each donation found using the criteria and places the donor into the proper gving level {as determined by
the giving level matria.  For denors who make multiple donations, Theatre Manager can combine the multiple donations and

TEACTIATE & QIvIvy 1EVE TOar TaT e Onmars Dased G T SEIeced Qiving Hver Tani
¥ Add marching gift amount to patren's recognition when ealeulating thair giving level!
This aption increases the patrons recognition amount by the amount thar their employer contributed as part of a marching

gift program. Note that the employer is also recognized.

" Add Soft Credits to patron’s recogmition when calculating their gning level

Each donation is shown individually within its own unigue giving level matrix
Combine each donation into a single giving level matrix based on sort name
Combine each denation into a single giving level marrix based on program name
@ Combine sach donation into a single giving level matnx based on patron number
Mote: A Donation will only be combined if the following two conditigns are true:
They are for the same Patron
The donation record's sort name is the same

Gnang Level Matrix |Corparate Donation Ranges
T &

Special Benefit Events N

4) Previous

CeiNet |3 Cancel!][_g_bml

20.

21.

22.

23.
24,

Enable the Add Matching gift amount
to patron’s recognition when calculating
their giving level

Enable Combine each donation into a
single giving level matrix based on patron
number

In the sub-selections, choose Corporate
Donation reports.

Click the Done report

button.

ilGiring; Level Matrix: Corporate Donation REanges

¥ o®» & B & & 7 B
Add To.. Frint  PrintFage FOF  ShowPr..  Save Alter Crit... Fun Again Fun Simi...
= E 25 L= o ARTS
Donation - Combined Giving Level S MANAGEMENT
User Master SYSTEMS
Now 11 2010 12:50 PM
Page 1 of 1

Title Sponsor between 20000.00 and 34999.99

ick Dunsten

roduction Sponsor between 5000.00 and 19999.99

nterprise Center
nterprise Center
H. Gordon
arb Kowalik
F.ob Sabastion

|Director's Circle between 2000.00 and 4990,00

School District #13
Jim Smith

Benefactor between 500.00 and 1999.929

Alex A Anderson

Boundary Credit Union

obby Patruel
Anonrymous

(Tohn P. Smith
[Marlene Smith |

Angel between 0.01 and 499.99

Boundary Playhouse

| W . S
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