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Before you use the new Blackbaud Altrufeatures released in November 2012, we recommend that you review
the information in this guide. It will help you and any otherAltruusers in your organization get the most from the
enhancements we introduced.

Administration

The following Administration enhancements are available in Altru 2.95. For more information about these
features, see the Administration Guide.
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Constituent Matching Settings

To make the options on the Constituent matching settings page easier to understand, we changed the order of
the columns and renamed the actions in the Action column.

Constituent matching # Edit
n batch
. . . ] : . ; - 100
Action Threshald Match confidence 1 Matched constituents | W g5
i . = Possible matches |
Process automatically®  Matched constituents 100% - 95% 70
Review constitusnts Fossible matches 94% - T0%
Create new record Mo match £9% - 0%
Mo match
*For batches created with the constituent batch type, all matches will require
manual review, LM
lo batc n record entr
{ " 1 " 100
Action I Threshold Match confidence i
Possible matches
Review constituents Poszible matches 100% - 705 —-70
Create new record Mo match 893 - 0%
Mo match |
-0

The same label and columns updates were made on the Add/edit batch template and the Add/edit import
process screens for batches and templates that support constituent matching.

Also, on batch templates, you can now select Use global settings to use the settings defined on the Constituent
matching settings page in Administration. If you select this option, matching settings on the template are
updated automatically any time you update matching settings in Administration. To change the default settings,
clear Use global settings, select Check for records that match existing constituents, and then adjust the
thresholds.
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Add a batch template

Let's get started  Select fields and defaults  Configure options ~ Set permissions  Confirm and save
' 0 - O O
Commit options [l Fridally ]
Use global settings
|| Check for records that match existing constituents J
—
i i 100
Action i Threshold Match confidence i T e s
. : ! Paossibl tch
|| Update constituents  Matched constituents 100% - % SEARGIARS -70
[7] Review constituents  Possible matches 4% - %
Add new constituent Mo match 69% - 0%

Likewise, on import processes, you can now select Use batch template settings to use the percentages defined
on the batch template selected for the import. If you select this option, matching settings on the import process
are updated automatically any time you update matching settings on the associated batch template. To change
the default settings, clear Use batch template settings, select Check for records that match existing
constituents, and then adjust the thresholds.

Add import process (O] ]

Configure import file Map fields Set options
I O -

port workflow [EEOESad EiraiTats @l Date formats  Other
Use batch template settings
| Check for records that match existing constituents _,) Makchedh constiments |
Action (i Threshold Match confidence i Possible matches 7|
| Update constituents  Matched constituents 100% - %
No match -
Review constituents  Possible matches Q4% - %
Add new constituent No match 69% - 0%

Note: Constituent matching is available for only these batch types: constituent update, enhanced revenue,
revenue, and revenue update.
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Communications

The following Communications enhancements are available in Altru 2.95. For more information about these
features, see the Communications Guide.

Acknowledgements and Reminders Enhancements

In this release, usability enhancements were made to the add and edit letters screens for acknowledgements and
reminders to simplify the workflow. You can now manage all recipient, processing, delivery information, and
letter content from the same screen on the Create your letters step of the process. Use the scroll bar to access
the options on the screen.

Reminders
&¥ Create your letters (D Finish up
Eeties o e mailing ‘What would you like to name this letter? ‘.Lette[3 | uee pievious tetter
Letter 1 x Erdurciliad
o
Letter 2 * Letter recipients .
Letter 3 x Selections of constituents that will receive this letter:

Add another letter Add \

[C] Include inactive constituents

Letter content

t would you li

m

@ Merge recipient information with a letter.
Select this option if printing your letters in house.

D Also download C5V (Mail only)

) Export a.CSV file of the recipient information,
Select this option if using o mail house.

How do you want to send this letter? @
@ Mail

0 Ernail

) Mail and Email

Mrrmn Einldes  Demindar mmares fialde Reeice Edis

@ Help 5 i Mext | | Cancel

When you add or edit letters for acknowledgements and reminders processes, you can now select to run specific
letters immediately after you save the process. On the Finish up step of the add or edit letters process, select the
letters to run. When you click Finish and close, the appropriate output is generated for the selected letters.
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Reminders
(@ Create your letters @ Finish up

Finish up!
Arrange the letters to specific audiences, such as members and major danars, hefore those to more general audiences and then click
Finish and close. When the pracess runs_ it downloads the autput in vour brawser, sends any email, and marks the commitments as
having reminders sent. If you selected to both merge recipient information and generate a .csv file, vour browser downloads a zip file
that contains your letters and recipient information. To min the process manually from the Reminders page, click Run reminders. To

process letters immediately after you click Finish and close, select Run now for the associated letter, On the History tab of the Reminders
page, you can download the output for previous process runs.

Letters

e + &

Run now g Run monthly (7] Order @ Name Send via
¥ E| 1 Letterl Mail and Email
0 e 2 Letter2 Mail
a 0 3 Letter3 Mail

a Help Previous lext ‘ Finish and close ‘ | Cancel |

When you select the processing options for your acknowledgements and reminders, you can now select to
process your letters manually, or run automatically on a daily, weekly, or monthly basis. This provides the

flexibilty for organizations with multiple departments to process letters at different times, or account for seasonal
or archvied letters that should be run separately.

To edit processing options, access the process page, and click Edit under Processing options.
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Processing options

Address processing: |Standard |V i |

Mame format: | Standard |V |

Exclude these solicit codes

Do not mail (required) Edit
Mo mail temporarily (default)

Scheduling

Schedule to run: Monthly |"

Reminders run every month. The next run occurs on 11/1/2012 at 3:00 A.M.
To run the process manually, click Run reminders.
Letters scheduled to run: Letter1
[T Letter2

9 Help | Save: || Cancel |

The selections you make on the Edit options screen are reflected on the Finish up step of the add and edit letters
screens. From here, you can edit which letters should run according to the schedule you selected on the Edit
options screen.

Reminders

(D Create your letters @ Finish

Finish up!

[ ] Arrange the letters to specific audiences, such as members and major donors, before thase to more general audiences and then click
Finish and close. When the pracess runs, it downloads the output in your browser, sends any email, and marks the commitments as
having reminders sent. If you selected to both merge recipient mformation and generate a .csv file, your browser downloads a zip file
that contains vour letters and recipient information. To run the process manually from the Reminders page, click Run reminders. To
pracess letters immediately after vou click Finish and close, select Run now far the associated letter. On the Histary tab of the Reminders
page, you can download the output for previaus process runs.

Letters
+ +
Run now @ Run monthly Order @  Name Send via
1 Letterl Mail and Email
E 2 Lefter2 Meail
B | 3 Letter3 Mail

Finish and close | | Cancel

e Help .
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When you run acknowledgements and reminders from the process page, the Run process screen now appears.
From here, you can select which letters to generate when you run the process, and select to download a .CSV file

of the results to create labels or envelopes. If your mailing contains email content, you can select to send emails
immediately when you run the mailing, at a future date and time, or manually.

Run reminders

Did you know?

] After you run your mailing, you can download its output files {.csv, .doox) from the

History tab of the mailing’s recard.

Select the letters/CSV that you would like to download

;;,,-J,} Letter 1 Mail (36 pieces), Emnail (3 pieces) [T Download C5V {Mail only)
|| Letter 2 Mail (0 pieces) [T Download CS¥ (Mail only)

Email processing

@ Send the email messages immediately when I run the mailing.

*) Send the email messages at a future date and time.

8 - A w

! Iwill manually send the email messages.
{Note: To manually send email, click Send email on the History tab of the mailing's record.)

Run | | Cancel

Appeal Mailing Enhancements

In this release, enhancements were made to the add and edit letters screens for appeal mailings. You can now
manage all recipient, processing, delivery information, and letter content from the same screen on the Create
your letters step of the process. Use the scroll bar to access the options on the screen.



8 CHAPTER 1

Add an appeal mailing letter

@b Create your letters (D Finish up

Letters in this mailing: What would you like to name this letter? Letter 3 i Use previous letter
ToneiE x s |

: -
Letier? x Letter recipients

Letter3 Fal

Add another letter dd \

[7] Include inactive constituents

m

Recent activity: Edit

Constituents who have been mailed to in the past 4 weeks o
Constituents whe have been mailed to 12 or more times this year

m

Constituents whe have given in the past 4 weeks
Solicit codes and selections: Edit

Do not mail (required)
Mo mail temporarily (default)

Letter content

@ Merge recipient information with a letter, -
@ Help | Mext | Cancel

Constituent: Communications

From the Appeals tab, you previously clicked Edit and then selected Constituent appeal or Responses. Now, the
dropdown menu is replaced by separate buttons for Edit constituent appeal and Edit response.

Constituents

The following Constituents enhancements are available in Altru 2.95. For more information about these features,
see the Constituents Guide.

Constituents: Quick Find

To quickly find a constituent’s record, you can now enter a name or constituent lookup ID in the quick find field.
Previously, you could only use names in the quick find search field.

Constituent Record: Relationships Tab

On a constituent record, the Relationship tab previously contained one button to add a relationship, and you
selected whether you wanted to add an individual, organization, or group/household relationship. Now, the
Relationship tab contains Add individual, Add organization, and Add group/household buttons you can use to
add each type of relationship.
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The tab now also shows the constituent’s employment history. You can now edit a constituent’s employment
information from this tab. Previously, employment history was a separate tab.

Constituent Record: Personal Tab

On a constituent record, the Personal tab previously did not show the constituent’s first, middle and last names.
Now, the personal information section shows the constituent’s first, middle and last names. To edit the
constituent’s name, click Edit.

Additionally, you can now edit name formats and aliases from the Personal tab. You previously used the Name
tab.

Constituent Record: Organization Tab

On a constituent record, the Organization tab previously did not show the constituent’s name. Now, the
organization details section also shows the organization’s name. To edit the name, click Edit.

Additionally, you can now edit name formats and aliases from the Organization tab. You previously used the
Name tab.

Constituent Record: Contact Tab

On a constituent record, the Contact tab is now divided into Addresses, Phone numbers, and Email addresses.
You can collapse and expand these lists. To learn more about an address, phone number or email address,
expand its list. You can also click Add for each list to add new contact information.

Constituent Record: Documentation Tab

The default sort order for items listed on the Documentation tab is now by descending date.

Previously, you used the Notification menu to add, edit and delete notifications. Now, the dropdown menu is
replaced by separate buttons. You can click Add notification to create a notification. If notifications already exist,
Edit notification and Delete notification buttons also appear.

Constituent Record: Documentation Summary Tabs

The default sort order for items listed on all Documentation summary tabs is now by descending date.

Constituent Record: More Information--Interactions

The default sort order for items listed on the Interaction tab now is now by descending date. When interactions
are sorted by date, they are no longer grouped.
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Constituent Record: More Information--Communications and
Appeals

From the Appeals tab, you previously clicked Edit and then selected Constituent appeal or Responses. Now, the
dropdown menu is replaced by separate buttons for Edit constituent appeal and Edit responses.

Constituent Revenue History

Unearned revenue, now appears in the Revenue type column, on the Revenue History tab of the constituent
record.

(£l Ferris Olin - Revenue and Recognition

Leokup ID: 8-10001023 Spouse:

Active constituenciest Donor

Revenue Summary Recognition Summary ~ Recognition History | Recognition Programs =~ Matched Gifts | Recognition Defaults

1 &
Group by: Commitment || Daterange: | This calendar year e Type: AN i

[ l I Apply #F Reset
Revenuetype: | Al ¥ | Revenue filter: e EE3
Date Amount Balince i Tiamaction Anplication Revenue type Detai ategor Pouimert ot | Core it ient
104272012 §179.60 Payment Order Unearned revenue  fOrder) 179.60... Check Ferris Clin

Also, if you click the link, the Revenue Transaction page appears with information about the payment.

Constituent Merge

We made several enhancements to the constituent merge process.

Merge Group Data

You can now retain group information when you merge constituent records. This includes inception date, type
code, and name format function. To view these group data merge enhancements, select Personal/organization
information on the Add constituent merge configuration screen.

In the new Group details criteria field, select whether to retain group details from the target, the source, or the
group with the most recent inception date. You can select the checkbox below the field to prevent the merge
process from overwriting group data when fields are blank.
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Add constituent merge configuration
Marne: | |
Description: ! !
Merge tasks
AT P S i B R -~ Personal / organization information merge task
p I ization inf ti : : : . !
E et mnineotion i i This merge task merges the persenal information or organization details of
[¥| Phene numbers two constituents.
[¥] Recognition defaults Task options
¥ Recognition programs W e e e
[ Relationships ~ corresponding fields in Target Record are blank =
[¥] Revenue Groups/Households
[¥] Sales order o
rimary contact i 5
& Security groups criteriar:;r |Target 5 primary contact b
(¥ Sites 5 For mail preferences that send to member:
¥ Solicit codes [¥] Include mail preferences
¥ 5 hi I f T
9 PorsoRnP = dnucallisceaSes T |Target'5 mail preference :"
[¥] Staff records £  XBEE: . [=|
= Group details T
T ; : ;
[¥] Stewardship plans E i |Target 5 group details 185
[ SUIvEyS Fil Keep group details from the Source Record if |
[¥] Tributes x corresponding fields in Target Record are blank =
@ Help Save || Cancel

Events

The following Events enhancements are available in Altru 2.95. For more information about these features, see
the Events Guide.

Enhancements to the Events Page

On the Events page, a new Capacity column on the List tab displays the total capacity for events. You can click
the column header to sort the list by capacity.

In addition, the Category and Location filters on the Events page now retain your filter selections the next time
you log in. This makes it easier to view the event information that is most important to your organization.

Other enhancements have been made to the Events page, such as the ability to collapse and expand the
calendar. You can also set up RSS feed alerts for newly added events and changes made to existing events.
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Events
Enter the name of an event ] _p @Acld new =
i Calendar [EList EY = Exportf
Jump to date: |10/10/2002  |[8 4 * October 2012 Day Week = Month Year
Group by: Category B vormne 5 : o S
Location: . |3 Catex
[ Beachside Hotel 4 | 3 10/5/2012 1200 am  10/6/2012 1200 am 0 0
[T Brooks Dining Hall [l 10/5/2012 12:00 am  10/6/2012 12:00am 0 0
[7] campus Center Ballroom =7 ![J 2 10/5/2012 1200 am  10/6/2012 12:00am 0 0

Constituent: View as Event Registrant--Restrictions

From the Restrictions tab, to edit a constituent’s event restrictions, including setting defaults such as Kosher or
Vegetarian meals, you previously clicked Edit and then selected Registration restrictions or Constituent default
restrictions. Now, the dropdown menu is replaced by separate buttons for Edit registration restrictions and Edit
constituent default restrictions.

Fundraising

The following Fundraising enhancements are available in Altru 2.95. For more information about these features,
see the Fundraising Guide.

Fundraising Hierarchies

With this release, we made it easier to locate and mange your designations. The Fundraising Hierarchies grid now
displays all the designations in the grid in an alpha-numeric order. You can search for a designation numerically
and then alphabetically, while maintaining the hierarchy structure.

We also enhanced the designation filters and search functionality within the grid. Now you can you can enter any
portion of a lookup ID, designation, or public name in the Search for field to return valid results. For example, if
you enter "2012," any lookup ID, designation, or public name in your database containing the number "2012"
appears in the search results. You can also sort the grid by designation, lookup ID, public designation name, and

type.
On the Fundraising page, the Fundraising hierarchies link is now located under Fundraising.
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[ ] Fundraising Hierarchies
Designations (100) @ Add | T Fiters | [3]- & &
Searchfor | Designation, Lookup ID, Public name | Type: | |V [] Only show active designations
4 Apply  @F Feset
Sort by: | Designation |V |A5cending |V
Pagelof3 «First =« 1 2 3 > Last»
(| Designation Designation path Designation lookup 1D Public designation name Type
O 1999 Annual Fund 1999 Annual Fund 90ANNUAL Q9ANNUAL Fund
€ il K Delete | ¥ Mark active
[/ & 1999 Membership Fund 1999 Membership Fund 9SMEMEBER SOMEMBER Fund
[C] & 2000 Annual Fund 2000 Annual Fund 2000AMNUAL 2000 ANNUAL Fund
[E]/& 2000 Membership Fund 2000 Membership Fund 2000MEMEBER 2000MEMBER Fund
I:‘ ) 2000 Initiative 2000 Membership Fund % 200..,  2000MEMBER-2000 Initiative 2000 Initiative Initiative
B ® 2001 AnnuglFu 2001 Annual Fund 01 AMNMNUAL 2001 ANNUAL Fund
=S i R P Sy I i SRR o SR S

Designation Search

With this release, we made it easier to search for designations by adding a link to the Designation Search form on
the Fundraising page for quick access.

We also enhanced the designation search functionality. Now you can you can enter any portion of a lookup ID,
designation, or public name to return valid results. For example, if you enter "Appeal," any lookup ID,
designation, or public name in your database containing the word "Appeal" appears in the search results.

Designation Search 28 I

Search for: | Lookup ID, Designation, Public name | [ Include inactive
-
1) Show advanced search options

Results

Lookup ID Designation  Public name  Is active WSE category Alternate l..  Report cod.. Reportcod.. Use code

PUR S N ey SV T oF S WLLY L SO e

Note: You can still access the advanced search options by selecting Show advanced search options. When you

expand those fields, you can use VSE category, Use code, Purpose type, Purpose category, Purpose site, and
Report code 1 and Report Code 2 fields to narrow your search.
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General Features

The following general features enhancements are available in Altru 2.95. For more information about these
features, see the General Features Guide.

Shortcuts Added

To replace the Favorites functionality, we added the Shortcuts feature. This new feature creates shortcuts to
pages and records that you access frequently. When you specify pages as shortcuts, you can quickly access them
from the Shortcuts menu on the explorer bar.

In addition, you can organize, rename, delete, and email shortcuts.

Tabs and Headings

We changed the way tabs and headings appear on records and pages. Tabs are now visually delineated. Section
headings on tabs are larger and green for increased visibility, and include an item count for each section.

We also added options to Expand all and Collapse all for tabs with more than one section heading. You can still
use the arrows next to each section to expand or collapse just that section.

Sumimary W Personal info | Relationships | Memberships | Constituenc
Expand all 22 Collapse all

Z‘ﬁﬁ'// U Filters @* 2|

i F
Addresses (1) Alel =i

Contact information | Type Prmary | Do not co Start date | End clate

125 Smokerise W.. Home [Current) Yes

£
Phone numbers (1) € Add |  Filters | 3]+ [2] &2
Contact information | Type Primary | Do not con.., | Start date | End date
843-798-6693 Home (Current)  Yes

£

Email addresses {0) & Add | 5F Filters @v =] 2

Contactinformation | Type | Primary | Do not contact | Start date | End date

Organizational Calendar RSS Feeds

From the Organization calendar, you can now receive notifications as a Really Simple Syndication (RSS) feed
through your browser or reader such as Microsoft Outlook. To receive RSS feed notifications, click View RSS feed
on the Organization Calendar page. You can select to receive notifications when new events, program events,
group sales, and calendar items are added.
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General Ledger Setup

The following General Ledger mapping enhancements are available in Altru 2.95. For more information about
these features, see the Administration Guide.

Segment Value Search

With this release we improved the segment mapping search functionality. When you map a segment or
composite segment from the Define Segment Mappings page, a new search form lets you quickly browse for
segment values. For example, when you map an individual segment, you can select the magnifying glass icon in
the Segment value field to access the Segment Mapping Value Search appears.

Segment Mapping Value Search

Segment value: ||

Results

Segment value

“amndl B o SN PN PP it P

To use this form, enter the Segment value field and select Search. You can then select the segment value from
the results grid.

We also added a Search for field to the Map Segment and Map Composite Segment Values grids.
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Segment Mappings

Map Segment

Specify the segment value to use for this segment when#enerating GL distributions for transactions associated with the specified record

The first row in the grid represents the segment valy#to use for this segment when no record is involved in the transaction.

In Chan segment (7] 7 Edit all be- E &

Search for: | Name Segment value U Apply 4 Reset
Mame Segment value
Mot Used =

<Default> CHAMNMNELCODE
<Inactive > CHAMMELCODE

i e e B e R

You can use this search to save time locating segments and composite segments you want to map. To access the
Search for field, select Filters on the toolbar above the grid.

Unearned Revenue Transaction Mapping

To create appropriate GL distributions for liability payments associated with Group sales reservations or orders,
you can now use "Unearned revenue" as a revenue type for Group sales ticketing office payments.

For example, when a group makes a payment for a reservation prior to check-in, the amount exists as "Unearned
revenue" for GL distribution purposes. Or, when a group makes a payment for a reservation that is larger than
the group reservation total amount, the overage amount exists as a "Unearned revenue" for GL distribution
purposes. In both examples, distribution information displays on the GL Distributions tab of the payment record.

Continuing with the examples above, when the group checks in and makes an additional payment, the offsetting
distribution information for the payment’s "Unearned revenue" appears on the order record. The revenue type
for the amount continues to exist as "Unearned revenue" even after check-in.

To generate GL distributions for Group sales ticketing office payments, you must first create mappings to GL
accounts or account codes. To access the Transaction Mappings page, click Define Transaction Mappings on the
General ledger setup page of an account system. To access the Ticketing Office page, click "Ticketing."

On the Payments tab, when you add or edit a transaction mapping and select to map revenue types, you can
select "Unearned revenue" from the Revenue type screen. For more information about how to define
transaction mappings and other General Ledger Setup tasks, see the General Ledger Setup Guide.

Warning: The program does not allow unmapped transactions to post. Therefore, if your organization plans to
use the "Unearned revenue" transaction mapping, you must map the new revenue type prior to accepting
payments for group sales.
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Memberships

The following Memberships enhancements are available in Altru 2.95. For more information about these
features, see the Memberships Guide.

Constituent Membership Page Enhancements

We made several enhancements to the constituent membership page to bring additional information to your
fingertips.

On a constituent membership page, you can now view add-ons associated with the membership. Add-ons now
appear in their own section. By default, only current, active add-ons are displayed, but you can select to include
expired add-ons.

On a constituent membership page, member constituencies now appear in the Additional details section.
Previously, these were located in the Primary member section.

On a constituent membership page, membership cards now appear in their own section instead of in the
Benefits and sent items section.

On a constituent membership page, you can now view a summary panel of the comments or notes associated
with the membership revenue transaction, as well as comments associated with the membership details. From
this panel, you can also edit the comments. Previously the membership revenue comments were accessed from
the revenue transaction and the membership comments were accessed from the Edit membership details
screen.

Mid-term Membership Upgrade

You can sell an upgrade to a membership during the membership, but prior to the renewal window. In order to
be eligible for an upgrade, the membership must be changing from one level to a higher level, such as from
Individual to Family, or from a shorter term to a longer term. You cannot upgrade a membership from one
membership program to another.

If a membership is eligible to be upgraded, an Upgrade now button appears for the membership on the
constituent's Memberships tab and on the constituent membership page. The only level and term options
available are ones that change the membership to a higher level with same or longer term or to a longer term at
the same level.

Membership Expiration Dates

We've updated the default expiration dates for memberships in a program to include a period of time in which
the membership is extended and the expiration date is "pushed" to the next period.

To expire the memberships for the program on the same day and month every year, select Is fixed on the
Renewals tab and enter the month and day in the Expiration date column. In the Push to next period after
column, enter the membership join date that extends the membership until the next expiration date. For
example, you enter 12/31 in the Expiration date column. If you enter 09/01 in the Push to next period after
column, the expiration date for a constituent who joins on or after September 1 is December 31 of the following
year, not the current year. You can enter multiple rows of dates in this grid if you want to expire and push
multiple dates throughout the year.
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Membership Card Format

For a membership program, the membership card format is no longer required.

Save Constituents in Membership Dues Batch

In the Membership Dues Batch, new constituents are now saved to the batch row. When the batch is
committed, the new constituent records are actually created. Previously the constituents were created as they
were entered.

Edit Membership ID

We have added the ability to edit the membership ID from the constituent membership page. To customize a
membership ID for a constituent, on the constituent's membership page, click Edit membership ID under Other
tasks. The Edit membership ID screen appears.

Memberships and Recurring Gifts

For recurring memberships, you can choose to create the recurring gift, but not make the first payment.
However, you can still enter credit or debit card information. The token will be saved to use for future recurring
gift payments for the membership.

Revenue

The following Revenue enhancements are available in Altru 2.95. For more information about these features, see
the Revenue Guide.

Pledge Receivables Report

Use the Pledge Receivables report to view the detail and total amount of your outstanding pledges. Only posted
activity is included in this report. You can filter the report by constituent or designation, and include only pledges
with specific characteristics, like the as-of post date. For each pledge, you can view its constituent and
designation, pledge date, Lookup ID, and Revenue ID. You can also view information about any balance,
payments, and write-offs associated with each pledge.
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h? Pledge Receivables Report

Report type: |5ummary Pt

As-of post date: | 9/19/2012 |E

Group by: |Con5tituent >

M 4|1 Jofz b Pl [100% v | |find |nee B @3 &

Pledge Receivables Report

As of: 91972012 Include: Posted

Group by: Constituent

Constituent / Pledge Write-offs Payments Balance
Lookup ID

Abrahms Wendy /8 $50,000.00 50.00 50.00 $50,000.00
-10000545

Andrews. George /8 $1,000.00 50.00 $0.00 $1,000.00
-10000260

Herw&le;R%. 00.00 50.00 5000 $5,000.00
* ‘ _‘.r-u—- "-%&‘Jw"ﬁ’x’*“"’l ‘l‘

Note: The purpose of this report is to reflect the detail and total amount of your outstanding pledges.
Therefore, this report includes only posted activity. If you have pledges in your system marked as “Do Not
Post,” they will not appear on the Pledge Receivables Report.

You can access the Pledge Receivables Report from the Financials page under Reports. For more information
about the Pledge Receivables report, see the Reports Guide.

Edit Matching Gift Payments

You can now click Edit matching gift payment under Tasks on a payment record to edit matching gift payments.
The new Edit matching gift payment screen makes it easier to correct errors made when the payment was
originally entered by displaying lookup IDs, applied amounts, claim amounts, and other details. Previously, you
could only edit matching gift claims on the Edit posted payment screen.

Edit matching gift payment for IEM 28

Amountto apply:  5125.00 Search by namé | | View: 7 Apply

Amount remaining: 50,00 @ All claims

Date: | Specific date range |" = L 5
) Paid claims

Start date: |2,r1,f2012 |5 End date: | /512012 B ® unpaidclaims

Name Lookup ID Applied am.. Claim ama. Designation look..  Designation Claim lookup... Claim date Original pa.
1| Rodgers, Rand... 8-10001318 §125.00 §125.00 HMEBPF Half Moon Ba.. rev-10004975 8/23/2012 8/1/2011 |

Revenue Record

On a revenue record, you can now click the node next to Transaction summary to quickly expand or collapse
transaction summary information, including status and payment method details.
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GL Distributions Tab

We made several enhancements to the GL Distributions tab on the revenue record for payments and orders.

The GL Distributions tab displays a timeline that lists original payment transactions and subsequent activity
associated with original transactions, such as adjustments. For example, if you adjust a payment twice, the
timeline displays the original payment as well as the two adjustments. All transactions in the timeline are listed
by post date.

In the timeline, under Transaction history by post date, click All dates to view transaction activity for all dates
associated with the original transaction. Or, you can click each transaction activity separately for a more
specific view. Transaction activity that occurs on the same post date is listed separately in the timeline. Note
that transactions with a status of "Do not post" are not included in the timeline.

Colored arrows display beside each GL distribution row, indicating current and reversal distribution activity
associated with a transaction. Green signifies current GL distributions for a transaction; orange signifies GL
distributions that have been reversed; and red signifies reversal GL distributions.

. Alexander Jones
= .
(£l 9/1/2012 Payment: $2,000.00
ction summary
Details Benefits Matching Gifts Letters Documentation Tributes Stock Sales Adjustment History
Transaction history by post date
— |
Altdates i 9/4/2012 9/4/2012 9/5/2012 9/12/2012 9/20/2012 10/10/2012 10/10/2012 10/11/2012
SE S Sold stock Adjustment Sold stock Sold stock Sold stock Adjustment Adjustment Adjustment
GL distributions (38) Frilers | @ @ pi- @ &
View: ‘_A\I w0 A7 Apply #F Reset
Account Description | Debitamount| Credit amount | Reference
4 Donation Edit
= M60-002-000 Test Account $2,000.00 Jones-Donation-Stock 10/10/2012 Posted Gift - Stock
¥ 50§0-002-000 Test Account $2,000.00 Jones-Donation-Stock 10/10/2012 Posted Gift - Stock
% 406D-002-000 Test Account $2,000.00 Reversal - Jones-Donation-Stock  10/10/2012 Posted Gift - Stock
4 106D-002-000 Test Account $2,000.00 Reversal - Jones-Donation-Stock 10/10/2012 Posted Gift - Stock
10$0-002-000 Test Account $2,000.00 Jones-Donation-Stock 9/1/2012  Posted Gift - Stock
4060-002-000 Test Account $2,000.00 Jones-Donation-Stock 9/1/2012 Posted Gift - Stock
W nmnrtl Pt B i A g AR, . ittt G it

We added the View filter to further specify the types of distributions you want to view on the tab.

To promote a more streamlined interface, we removed the traditional grids that previously separated each
distribution type. Now, distribution types are listed in a more unified way, separated by headers that reflect
the distribution’s application type. We also removed the term "GL distributions" from each distribution type
header. For example, "Sold stock GL distribution" now appears as "Sold stock."

If an alias exists for a transaction, the alias displays in the Account column (instead of the account number).
The account alias associates the account number in the system with the account number in your third party
general ledger system. For more information about the account alias, see the General Ledger Setup Guide.

If a transaction was entered using an enhanced revenue batch, the batch number associated with the
transaction displays in the Batch number column.

The Mapping type column displays the type of revenue transaction, such as Gift — Stock.
For sold stock distribution headers, the transaction date and amount display.

Previously, reversal transactions were listed in a separate grid. With this release, reversal activity now displays
under the distribution header of the original transaction. For example, when you edit a posted donation, the
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Donation distribution header appears and lists current distributions as well as reversal distributions.
"Reversal" displays under the Reference column.

¢ To edit a distribution, you now click Edit next to a distribution header. Previously, Edit distribution displayed
in the grid that separated each distribution type.

¢ To help ensure transactional integrity, we changed the way you can edit distribution information from the GL
Distributions tab. For payment transactions (such as original payments) and order transactions (such as
discounts), you cannot edit the Transaction type or Amount information on the Adjust and Edit GL
distribution screens. Only the Account and Reference fields are editable. You can, however, edit the
transaction type or amount information from the transaction record.

GL Distributions and Refunds

You can now edit unposted Refund GL distributions for order transactions. To edit GL distributions for order
refunds, from the Refunds tab of an order transaction, click the refund. On the refund page that appears, click
the GL Distributions tab. On the action bar of the refund distribution, click Edit distribution. Note that Refund GL
distributions for order transactions do not display using the new GL distribution timeline.

When you refund a benefit associated with an order, the reversal GL distributions are included on the GL
Distributions tab of the order and are displayed using the new GL distribution timeline.

Transaction Search

You can now search for transactions with the revenue type of unearned revenue. Unearned revenue is a new
revenue type added this release to account for prepayments and overpayments made prior to when a
reservation is checked-in. To search of unearned revenue transactions, from Revenue, click Transaction search.
Select Unearned revenue from the Revenue type drop-down.

Transaction Search =268
r | T — T — F ]
Last/Org/Group name: Date from: |E8( To: [3 _ﬂ__f
A 1 ; r - - Clear |
First name: | Transaction type: e < ~
Lookup ID: Revenue type: e
Receipt number: | | Payment methad:
- E Gift
Revenue ID: L | Batch number: Event registration
[T] Match all criteria exactly Membership

! Show advanced search options Membership add-on

Ticket

Results Fee
Lockup ID Mame Transaction.. Amount Paymentm.. Date 15 Revenue ID
Facility

Merchandise

Other

Unearned revenue

aHeIp : Select || Cancel i
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Revenue Transaction Details

From the Details tab of the Revenue Transaction page, now, for all payments made through a sales order
method such as Advance sales or Daily sales, only the link to the sales order record appears.

(@ 10/2/2012 Payment: $179.60

Payment amount: §179.60 Date: 10/2/2012
Receipt amount:  $0.00 Batch number:
RevenuelD:  rev-10001489

Acknowledgements: Not acknowledged Payment method; Check
Receipt preference:  Per payment Check number:

Receipt status: Mot receipted Check date:

Receipt date:

Receipt number:

Post status: Not posted

Post date: 10/2/2012

Post processID:

ocumentation | GL Distributions | Tributes

F
2
-
:
£
=
2

Order $179.6
Applied to:| 8/31/2012 for Qrder #10000187

Sales

The following Sales enhancements are available in Altru 2.95. For more information about these features, see the
Sales Guide.

New Revenue Type

Anew revenue type of Unearned Revenue was added. It was added to support the creation of appropriate GL
distributions for prepayments and overpayments associated with reservations.

Payments toward group sales reservations that have not been checked-in have been changed to the new
revenue type, Unearned Revenue. However, no other account information has been changed. Mapping types for
payments toward group sales reservations that have been checked-in have not been changed.

Note: Your current Admission account mapping has not been changed, but Unearned Revenue has been added
to any Ticketing Payment mappings that contained Admission mappings.

Location Availability Report

With the new Location Availability report, you can check the availability of locations for program events and
special fundraising events during a specific time period. When you check the availability, you can view locations
that are either available or unavailable for the date or date range entered.
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Location Availability

Select Al Unselect All

1 ; : )
I} Brooks Dining Hall

]

[E] Campus Center Ballroom Availability: | Available |¥ From: |6282012 |3 From: | 1200:00AM | | 7 Apply #FReset

IZ| Carolina Tennis Center

Pt Date: | Specific date [ To: | 6/30/2012 '“a] To: | 11:58:58 PM |

Y| Central Gardens =2 = L 1 L |

= PR RO i
Location « Program/Event | Date Start Time End Time Used Available | Event Capacity Location Ca
= Beachside Hotel
Beachside Hotel 6/28/2012 12:00:00 AM 11:59:59 PM 0 50 50 50
Beachside Hotel 6/29/2012 12:00:00 AM 4:00:00 PM 0 50 50 50
Beachside Haotel 6/29/2012 6:00:00 PM 11:59:59 PM 4] 50 50 50
Beachside Hotel 6/30/2012 12:00:00 AM 11:39:589 PM 0 50 50 50
= Central Gardens

\\an\_ [28/2) s, 12:00:00 AM 13:50-50 Pl

To view the Location Availability report from Sales, click Location availability under Reports. From Events, click
Locations and then click Location availability under Reports on the Locations page.

Scheduled Event Ticket Detail Report

On the Scheduled Event Ticket Detail report, you now have the ability to sort by last name. This is now the
default sort option. Prior to this release, you could only sort by full name, which was ordered by first name, last
name.

Volunteers

The following Volunteers enhancements are available in Altru 2.95. For more information about these features,
see the Volunteers Guide.

Volunteer Schedule Report

The Volunteer Schedule Report is now sorted so that the most recent date is at the top. Jobs with the same date
are now sorted by start time.

To view this report, go to Volunteers and click Volunteer schedule.

Web

The following Web enhancements are most relevant to people who configure and manage your web forms. Users
who work in this area are usually assigned the Web Forms Administrator system role. For more information
about these features, see the Web Forms Guide.
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Add-ons for Membership Forms

On your membership web forms, you can now include member add-ons to allow website users to pay for
additional members when they purchase memberships online. When you edit a membership form, a new Add-
ons section displays any member add-ons that are available for the membership program so that you can
include them on the membership form.

Add-ons

Select the add-ons to sell with this membership. For add-ons that allow multiple purchases, enter the maximum number that
website users can buy. To edit the display order, click and drag items in the list.

Additional members
Include Add-on Price Maximum number for sale

S [ Addt. Member $10.00 3

Note: Only add-ons with the "Additional member" type are currently available for membership forms. Add-ons
with the "Benefit" type will be available in a future release.

When you include an add-on on the form for a membership program, it is automatically included on the
corresponding membership renewal form so that website users can purchase it with renewals as well as new

memberships.

Tip: Keep in mind that if you plan to discount tickets for a membership program or level, you should set the
ticket limit on the discount high enough to include both members and any potential add-on members. If the
combined number of members and add-on members exceeds the ticket limit, not all members will receive their
ticket discounts. For more information about discounts, see the Tickets Guide.

Email Alerts for Online Sales

With the new Email alerts for online sales configuration task, you can now set up set up email alerts in Web or
Sales to notify you when website users submit orders on your web forms.

Email alerts allow you to track web form activity and access registrant information and sales order information
outside of the program. For example, you can use alerts to monitor how quickly events fill up so that you can
adjust capacity or resources as necessary, or you can use them as prompts to follow up with registrants, major
donors, or other website users who submit web forms. After online transactions, you receive email with details

about the sales order.
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From: # Altru Online Order Alerts

Ta: # John

Ce

Subject: Altru Alert - New online sales order: Daily admissions

: Tue 10/09/2012 3:26 PM

You received a new sales order through your web forms!

el

Order Information Patron Information
Order Number: 10002144 Name: Chris
Total: $38.86 Email: chris@blackbaud.com
Date: 10/9/2012 Phone:
Address:
123 N House St
Goose Creek, SC 29445

Order Details

Description Quantity Price Total
Tickets

Admission - Adult 3 $12.00 $36.00

Discounts

B e N T WY

To set up email alerts, go to Web or Sales and click Email alerts for online sales under Configuration. The Email

alerts for online sales screen appears.

Email alerts for online sales

To set up email alerts for web form transactions, enter
your email address and select the types to receive,

Email address: |

] Daily admissions

[T scheduled program events
[T] Fundraising events

[C] Memberships

|| Denaticns

i Save |i Cancel i

On this screen, you can enter an email address and select the types of transactions to receive alerts for.
Application users can set up alerts for one email address per user, and they cannot set up alerts for email

addresses that already receive alerts.

After you set up email alerts, you can use the new Email alerts management configuration task in Web to
manage them. On the Email alerts management page, you can view the email addresses that receive email alerts
and the types of alerts they receive. To remove alerts for email addresses, you can delete them from the list. For
example, when employees leave your organization, you can remove alerts for their email addresses.
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Secure Payment Page

To securely accept and process online credit card transactions such as donations and membership dues, your
web forms use a secure payment page. This page now uses HTML5-based functionality and media queries to
ensure an optimal experience on mobile-optimized websites and devices of various screen sizes.
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