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Welcome to the
GIFTS Plus Pack .NET
Extension

Congratulations on your purchase of the Plus Pack .NET extension
for GIFTS, and welcome to the Plus Pack utilities for increased
productivity. This manual describes how to configure and use
these utilities.

In This Chapter

About the GIFTS Plus Pack......cccccceevvieiniiiiniieinieceeee e v
GIFTS BAtCh PIUS ....veeeviieceeesieceee ettt vi
GIFTS Requirements PlUS.........ccveiieecieecieenieecre e vii
GIFTS Payments PIUS ......oooveeevieeeeceie et vii
GIFTS RemMinders PIUS .....ccecueecieeieeieeteeeecteeeeeteereesve e viii
GIFTS Charts PIUS ....ccueeciieeecieceecte ettt viii
GIFTS EMQIl PIUS oottt sttt ix
GIFTS Link Plus for use with OutlooK.........c.cccecvevvvrieeennnnen. ix
GIFTS Tax STatus PlUS......eeeiveieciie et ix
GIFTS Watchlists PIUS ......cccoveeeiiiieiieecciee e ix

About the GIFTS Plus Pack

The GIFTS Plus Pack is a set of .NET add-on utilities that integrate
seamlessly into GIFTS to offer extensive options for updating batches of



records, verifying tax status information, verifying watchlist information,
updating and adding organizations, batch requirement and payment
scheduling, enhanced charting, and enhanced e-mail capabilities. The
utilities are built on the Microsoft .NET platform, and are accessed from
within GIFTS for a seamless user experience.

The Plus Pack includes the following ten utilities:
< GIFTS Batch Plus

% GIFTS Requirements Plus

% GIFTS Payments Plus

< GIFTS Reminders Plus

% GIFTS Charts Plus

< GIFTS Email Plus

< GIFTS Tax Status Plus

< GIFTS Watchlists Plus

< GIFTS Link Plus for use with Outlook

The features of these utilities are summarized in the sections that follow.

GIFTS Batch Plus

Batch Plus provides the following capabilities for modifying batches of
records in GIFTS:

Create or change classification codes: Batch coding allows you to revise
and refine your coding system as your organization grows and evolves.
GIFTS Batch Plus is a powerful and convenient method for altering the
coding for multiple records in a single step.

% Assign staff: You can change the member of your staff associated with
batches of Request records, and specify whether the Activities
associated with the Requests are transferred to the new staff member.

GIFTS Batch Plus



4+ Modify Request Type: You can change the Request Type and Request
Status for batches of GIFTS Requests.

% Modify Project Descriptions: You can add text to the beginning or end
of the Project Description for a batch of Requests, or overwrite the
existing descriptions with a new one.

% Assign Meeting Dates: You can assign or change the meeting dates for
batches of Requests. This allows fast and easy updates to GIFTS as your
grant review meetings evolve.

GIFTS Requirements Plus

Requirements Plus provides the following capabilities for working with
GIFTS Requirements:

% Schedule requirements: You can schedule requirements for multiple
Requests or Payments at any stage of your workflow. This flexible
requirement-scheduling tool allows you to select groups of Request or
Payment records based on a fixed or relative date, project start dates
or end dates, Payment Schedule Date, Paid Date, or other relevant
dates.

< Automatically schedule payment contingencies: For groups of
records, you can schedule Payment Requirements and make the
payments contingent on completion of those requirements.

4 Delete requirements: You can maintain the integrity of your data and
more effectively manage staff resources by deleting groups of
requirements that are no longer valid.

GIFTS Payments Plus

Payments Plus extends the payment scheduling capabilities of GIFTS with
the following features and capabilities:

% On-demand Schedule Creation: You can create payment schedules for
Pending and Approved Requests at any time (provided that no

GIFTS Requirements Plus Vi



payments have already been created), not just during the Approval
process.

% Updating Existing Schedules: You can modify the payment schedule
for a Request from a single screen. This saves keystrokes, and as you’'re
working you can see how the changes you make affect the total
amount scheduled.

% Batch Processing: You can create payment schedules for batches of
Requests.

% Greater Flexibility When Creating Schedules: Many of the defaults and
restrictions that apply when scheduling payments in GIFTS do notapply
to Payments Plus. For example, you can divide different percentages
of the grant amount among payments, schedule payments outside of
the Start Date or End Date of a grant, and specify whether payments
that fall on a weekend are moved to a weekday.

GIFTS Reminders Plus

Reminders Plus provides the following capabilities for sending
reminders:

% Automatically send reminders: You canschedulearemindertobe sent
relative to the due date of any GIFTS Activity and Requirement type.
For example, you can set up a reminder on Progress Reports to be sent
one week prior to the due date, and GIFTS will automatically send out
emails to the recipient/s you selected. Reminders Plus runs on a daily
basis at a time specified by you.

GIFTS Charts Plus

This advanced charting utility allows you to transform GIFTS data into
presentation-ready charts and graphs, and improves your ability to
select the data to be included in your charts.

Viii GIFTS Reminders Plus



GIFTS Email Plus

Extends GIFTS email capabilities by allowing you to attach GIFTS
documents or other files to your messages, and to easily retrieve the e-
mail addresses of Contacts affiliated with the information you are
sharing.

GIFTS Link Plus for use with Outlook

GIFTS Link Plus for use with Outlook allows you to send Outlook email to
GIFTS as a Mail Activity. If you have Document Manager, you can store
the email and/or email attachments as documents. Please note that
Essential GIFTS users cannot use GIFTS Link Plus.

GIFTS Tax Status Plus

Tax Status Plus allows you to verify and update tax status information for
Organizations in GIFTS. It also describes how to search for tax exempt
organizations in MicroEdge’s Tax Exempt Organization Database.

GIFTS Watichlists Plus

Watchlists Plus helps you comply with your own internal compliance
programs by checking Organizations and/or Contacts against specific
Watchlists, such as those provided by OFAC, the FBI, INTERPOL, and the
European Union, among others.

GIFTS Email Plus IX
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Setting U
Plus Pack Securi

This chapter describes how to configure GIFTS Plus Pack security
using the Plus Pack Configuration utility. For information about
installing the Plus Pack, please refer to Installing and Configuring
GIFTS Plus Pack 5.2.1.

In This Chapter

About Security and the Configuration Utility .............c......... 2
Accessing the Configuration Utility .........cccoecvveeeenicieneennen. 2
Setting Up Batch Plus Security .......ccoeeevvveeecicieee e, 3
Setting Up Requirements Plus Security ........ccoceeevecvveeeennnenn. 5
Setting Up Payments Plus SECUTitY....cccccceeeeeeeeviciiiinreeeeeeenn, 6
Setting Up Reminders Plus Security .......ccccovvvveeeiiniieneennnen, 8
Setting Up Link PIUS SECUFItY ...ccccvvevieeeeiee e, 10
Setting Up Tax Status Plus SECUritY .....cccoveveveeeceeeecrreeenneee. 14

Setting Up Watchlists Plus Security........ccccoeeveeeieciveeeenee, 18
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Setting Up Plus Pack Security

About Security and the Configuration

Utility

Batch Plus, Requirements Plus, Payments Plus, Reminders Plus, Tax
Status Plus, Watchlists Plus, and Link Plus for use with Outlook have the
ability to change large amounts of data in a single operation. Since these
changes cannot be undone, it is important to restrict the use of these
utilities to qualified members of your staff. There are no security
restrictions for Charts Plus and E-mail Plus, which are available to all
users.

You can use the Plus Pack Configuration utility to determine which GIFTS
users have access to these utilities, and which features of the utilities are
available to your users. When you assign permissions, you can grant
access to entire GIFTS user groups or to individual GIFTS users. For
information about installing the Plus Pack, please refer to the Installing
and Configuring GIFTS Plus Pack 5.2.1.

Note: Users can access a utility if you grant permission to their user
account or to their user group.

Accessing the Configuration Utility

The Plus Pack Configuration utility runs automatically at the conclusion
of the Plus Pack installation or upgrade process. If you would like to run
the utility at any other time, double-click PlusConfigurationTool.exe from
the Config folder of the setup files you downloaded when you installed
the Plus Pack on your GIFTS file server.

Note: The utility must be run from a GIFTS workstation with version 2 of
the Microsoft .NET Framework. If your network security policies do not
allow you to run .NET applications over your network, you need to install
the Config folder locally (on the workstation from which
PlusConfigurationTool.exe will be run).

About Security and the Configuration Utility



Setting Up Plus Pack Security

Caution: The Plus Pack Configuration utility does not require an
administrative login. If you copy the utility to your network, be sure to
copy it to a location where only the GIFTS Administrator can open it. You
can also use Windows security to deny the “execute” permission to
unauthorized users. For information about Windows security, please
refer to your Windows documentation.

Setting Up Batch Plus Security

To set up the menus and security for Batch Plus:

1 Openthe Plus Pack Configuration utility, as described in “Accessing the
Configuration Utility” on page 2. The Plus Pack configuration options

are displayed.

2 In the Options list to the left, highlight Batch Plus. A list of Batch Plus
functions is displayed.

Plus Pack Executable Location |c:\giftsBD\GIFTSF'IuS\

Options

Uszer Permissions

Group Permissions
=I- Requirements Plus

Uszer Permissions

Group Permissions
=I- Paymentz Plus

Uszer Permissions

Group Permissions
—I- Reminders Plus

Uszer Permissions

Group Permissions
—|- Taw Status Pluz

Uszer Permissions

Group Permissions
= Wwatchlists Plus

Uszer Permissions

Group Permissions

Browse...

Select the functions that should appear in the GIFTS Flus menu for all users

Iv Update Contact Coding Sheets
Iv Update Organization Coding Sheets
Iv Update Payment Codes

Iv Update Request Coding Sheets

v Update Request Meeting Dates

v Update Request Project Descriptions
v Update Request Staff

v Update Request Type/Status

3 Choose which of the functions should be displayed to Batch Plus users.
If a function is not selected, no users will have access to it.

Setting Up Batch Plus Security



Setting Up Plus Pack Security

4 Click the Group Permissions option for Batch Plus. A list of your GIFTS
user groups is displayed.

Options

-I- Batch Plus 0] Group Access Application
ser Permizsions » 1 Adrmin
. 2 View Only Privileges |

=I- Requirements Plus
Uszer Permissions
Group Permissions

5 Click the Access Application checkbox for user groups that should have
access to Batch Plus. All users within the groups you select are granted
permission to use Batch Plus.

6 Ifthere are any additional users who should have access to Batch Plus,
click the User Permissions option. A list of GIFTS users is displayed.

Options
= Batch Plus D Uszer Mame Access Application
g ADMIN Admin
; » BEM Ben E. Factor |
= Requirements Plus CHARITY  Charity Bal O
Uszer Permissions
Group Permissions Ch Celette Rogers O
= Paymerts Plus DAY Daisy Grant O
User Permissions HOFE Hope Charity |
Group Permissions KG Kelly Goldberg O
= Reminders Plus L Lee Wwiliamson |
User Permissions PHIL Phil &nthiopy O
Group Permissions o5 S arah Sullivan 0
—|- Taw Status Pluz B Teny Brawn 0

Uszer Permissions

Group Permissions
= Wwatchlists Plus

Uszer Permissions

Group Permissions

7 Clickthe Access Application checkbox for users who should have access
to Batch Plus. (If you have already granted access to a user's group, you
do not have to select his or her name to provide access.)

At this point, you can click OK to save your security settings or—if you
want to set up security for Requirements Plus, Payments Plus, Reminders
Plus, Tax Status Plus, Watchlists Plus, or Link Plus for use with Outlook—
go to “Setting Up Requirements Plus Security” on page 5 or “Setting Up
Payments Plus Security” on page 6, “Setting Up Reminders Plus Security”
on page 8, “Setting Up Tax Status Plus Security” on page 14, “Setting Up
Watchlists Plus Security” on page 18, or “Setting Up Link Plus Security”
on page 10 to continue using the configuration utility.

Setting Up Batch Plus Security



Setting Up Plus Pack Security

Setting Up Requirements Plus Security

To set up the menus and security for Requirements Plus:

1 Openthe Plus Pack Configuration utility, as described in “Accessing the
Configuration Utility” on page 2. The Plus Pack configuration options
are displayed.

2 In the Options list to the left, highlight Requirements Plus. A list of
Requirements Plus functions is displayed.

Optiong

=l Batch Plus o Select the functions that should appear in the GIFTS
Uszer Permissions Flus! menu for all uzers
Group Permizsions

B8 F equirements Plus v Create Request Requirements

Uzer Permizsions
Group Permizsions
- Payments Plus v Delete Requirements in Batch

v Create Payment Requirements

3 Choose which of the functions should be displayed to Requirements
Plus users. If a function is not selected, no users will have access to it.

4 Click the Group Permissions option for Requirements Plus. A list of
your GIFTS user groups is displayed.

Options

-I- Batch Plus 0] Group Access Application
User Permis.sio.ns » 1 Admin
Giraup Permissions 2 Yiews Only Privileges |

=I- Requirements Plus
Uszer Permissions

=I- Paymentz Plus
Uszer Permissions
Group Permissions

5 Click the Access Application checkbox for the user groups that should
have access to Requirements Plus. All users within the groups you
select are granted permission to use Requirements Plus.

Setting Up Requirements Plus Security 5



1 Setting Up Plus Pack Security

6 If there are any additional users who should have access to
Requirements Plus, click the User Permissions option. A list of GIFTS
users is displayed.

Options

-I- Batch Plus 0] Usger Name Access Application
User Permis.sio.ns » | ADMIN Admin

R G_[DUD F'ternP1:ssmns BEM Ben E. Factor O

o CHARITY  Charity Bal |
Group Permissions Ch Eoteteligners O

= Paymerts Plus Dalsy Draizy Grant O
User Permissions HOFE Hope Charity |
Group Permissions KG Kelly Goldberg O

= Reminders Plus L/ Lee Wiliamson |
User Permissions PHIL Phil &nthropy O
Group Permissions 55 Sarah Sullivan O

—|- Taw Status Pluz TE Termy Brown 0
Uszer Permissions Y
Group Permissions

7 Click the Access Application checkbox for users who should have
access to Requirements Plus. (If you have already granted access to a
user's group, you do not have to select his or her name to provide
access.)

At this point, you can click OK to save your security settings or—if you
want to set up security for Batch Plus, Payments Plus, Reminder Plus, Tax
Status Plus, Watchlists Plus, or Link Plus for use with Outlook—refer to
“Setting Up Batch Plus Security” on page 3 or “Setting Up Payments Plus
Security” on page 6, “Setting Up Reminders Plus Security” on page 8,
“Setting Up Tax Status Plus Security” on page 14, “Setting Up Watchlists
Plus Security” on page 18, or “Setting Up Link Plus Security” on page 10
to continue using the configuration utility.

Setting Up Payments Plus Security

To set up the menus and security for Payments Plus:

1 Openthe Plus Pack Configuration utility, as described in “Accessing the
Configuration Utility” on page 2. The Plus Pack configuration options
are displayed.

6 Setting Up Payments Plus Security



Setting Up Plus Pack Security

2 Inthe Options list to the left, open the Payments Plus options (if
necessary).

Optiong
=|- Batch Plus
|dzer Permissions
Group Permizsions
=1 Requirements Pluzs
|dzer Permissions
Group Permizsions
Bl Payments Plus
|dzer Permissions
Group Permizsions

3 Click the Group Permissions option for Payments Plus. A list of your
GIFTS user groups is displayed.

Options

-I- Batch Plus 0] Group Access Application
User Permis.sio.ns » 1 Admin
Giraup Permissions 2 Yiews Only Privileges |

=I- Requirements Plus
Uszer Permissions
Group Permissions

=I- Paymentz Plus

Uszer Permissions

Group Permizsions

—I- Reminders Plus
Uszer Permissions
Group Permissions

4 Click the Access Application checkbox for the user groups that should
have access to Payments Plus. All users within the groups you select
are granted permission to use Payments Plus.

Setting Up Payments Plus Security 7



1 Setting Up Plus Pack Security

5 |If there are any additional users who should have access to Payments
Plus, click the User Permissions option. A list of GIFTS users is

displayed.
Options
-I- Batch Plus 0] Usger Name Access Application
User Permissions » | ADMIN Admin
G.roup Permissions BEN Ben E. Factar O
= Regirements Plus CHARITY  Charity Biall O
Uszer Permissions
Group Permissions Ch T E=m g
= DAY Daisy Grant O
e HOFE Hope Charity |
Group Permissions KG Kelly Goldberg O
= Reminders Plus L/ Lee Wiliamson |
User Permissions PHIL Phil Anthropy O
Group Permissions 55 Sarah Sullivan O
=I- Tax Statuz F'Iu.s ) T8 Temy Brown O
Uszer Permissions
Group Permissions

6 Click the Access Application checkbox for users who should have
access to Payments Plus. (If you have already granted access to a user's
group, you do not have to select his or her name to provide access.)

At this point, you can click OK to save your security settings or—if you
want to set up security for Batch Plus, Requirements Plus, Reminders
Plus, Tax Status Plus, Watchlists Plus, or Link Plus for use with Outlook—
refer to “Setting Up Batch Plus Security” on page 3 or “Setting Up
Requirements Plus Security” on page 5, “Setting Up Reminders Plus
Security” on page 8, “Setting Up Tax Status Plus Security” on page 14,
“Setting Up Watchlists Plus Security” on page 18, or “Setting Up Link Plus
Security” on page 10 to continue using the utility.

Setting Up Reminders Plus Security

To set up the menus and security for Reminders Plus:

1 Openthe Plus Pack Configuration utility, as described in “Accessing the
Configuration Utility” on page 2. The Plus Pack configuration options
are displayed.

8 Setting Up Reminders Plus Security



Setting Up Plus Pack Security

2 Inthe Options list to the left, open the Reminders Plus options (if
necessary).

Optiong
=|- Batch Plus
|dzer Permissions
Group Permizsions
=1 Requirements Pluzs
|dzer Permissions
Group Permizsions
= Payments Plus
|dzer Permissions
Group Permizsions
Bl Feminders Plus
|dzer Permissions
Group Permizsions

3 Click the Group Permissions option for Reminders Plus. A list of your
GIFTS user groups is displayed.

Options

-I- Batch Plus 0] Group Access Application
User Permis.sio.ns » 1 Admin
Giraup Permissions 2 Yiews Only Privileges |

=I- Requirements Plus
Uszer Permissions
Group Permissions
=I- Paymentz Plus
Uszer Permissions
Group Permissions
—I- Reminders Plus
Uszer Permissions

—|- Taw Status Pluz
Uszer Permissions
Group Permissions

4 Click the Access Application checkbox for the user groups that should
have access to Reminders Plus. All users within the groups you select
are granted permission to use Reminders Plus.

Setting Up Reminders Plus Security 9



Setting Up Plus Pack Security

5 Ifthere are any additional users who should have access to Reminders
Plus, click the User Permissions option. Alist of GIFTS usersis displayed.

Options
-I- Batch Plus 0] Usger Name Access Application
User Permis.sio.ns » | ADMIN Admin
G.roup Permizzions BEN EBen E. Factor O
= Regirements Plus CHARITY  Charity Biall |
Uszer Permissions
Group Permissions Ch Eoteteligners O
= Paymerts Plus Dalsy Draizy Grant O
User Permissions HOFE Hope Charity |
Group Permissions KG Kelly Goldberg O
= Reminders Plus L/ Lee Wiliamson |
Liser Permissions PHIL Phil nthrapy O
Group Permissions 55 Sarah Sullivan O
—|- Taw Status Pluz TE Teny Browin 0
Uszer Permissions
Group Permissions

6 Clickthe Access Application checkbox for users who should have access
to Reminders Plus. (If you have already granted access to a user's
group, you do not have to select his or her name to provide access.)

At this point, you can click OK to save your security settings or—if you
want to set up security for Batch Plus, Requirements Plus, Payments
Plus, Tax Status Plus, Watchlists Plus, or Link Plus for use with Outlook—
refer to “Setting Up Batch Plus Security” on page 3, “Setting Up
Requirements Plus Security” on page 5, “Setting Up Payments Plus
Security” on page 6, “Setting Up Tax Status Plus Security” on page 14,
“Setting Up Watchlists Plus Security” on page 18, or “Setting Up Link Plus
Security” on page 10 to continue using the utility.

Setting Up Link Plus Security

10

To set up the security for Link Plus, including how email messages are
stored, how to treat existing Email Activities in GIFTS, where email
messages are to be stored, and whether or not to include email
attachments in GIFTS:

1 Openthe Plus Pack Configuration utility, as described in “Accessing the
Configuration Utility” on page 2. The Plus Pack configuration options
are displayed.

Setting Up Link Plus Security
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2 Inthe Options list to the left, highlight Link Plus.

4 GIFTS Plus Pack Configuration g|
Plus Pack Executable Location|C:AGIFTS\GIFTSPius\ |
Options
. User Pemissions it/ Specify the settings for Link Plus below.
Group Pemissions
= Payments Plus Message Storage
i~ lser Permissions
Group Pemissions () Save messages in Activity Notes (%) Save messages as .msg files
=- Reminders Plus
i User Permissions Default Export Option
Group Pemmissions
= Tax Status Plus () Match to existing Activity (®) Create new Activity
i+ User Permissions o T - —
Group Pemissions Default when linking to a new Activity il_Existing Request(s) ¥
= Watchlists Plus ‘when linking to an existing Activity EOverwrite (existing Activity will be deleted) v [
i~ lser Permissions L =
Group Permissions M - [ : 1 i
gelAtachment directory |CAGIFTS Document Browse...
=8 Link Plus | -
i~ lser Permissions Allow export of attachments
Group Pemissions
Proxy Settings -

3 In the Message Storage section, select one of the following options:

% Save messages in Activity Notes: This radio button saves the body
of the Outlook email in the Long Notes section of the associated
Mail Activity.

% Save messages as .msg files: If you have Document Manager, this
radio button saves the Outlook message file (.msg) as a document
which is linked to the Mail Activity.

Note: This field only displays if you have the Document Manager.

4 In the Default Export Option section, select one of the following
options to set as default for all Send to GIFTS link actions:

% Match to existing Activity
< Create new Activity

5 In the Default when linking to a new Activity section, set the default
to one of the options available.

Setting Up Link Plus Security 11
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6 In the When linking to an Existing Activity section, select one of the

following options. These options determine how existing Mail
Activities in GIFTS will be handled.

% Overwrite (existing Activity will be deleted): The existing Mail
Activity (and associated .msg file), as well as any External
Document attachments will be overwritten with the new Outlook
email.

% Create new (existing Activity will remain): The existing Mail
Activity (and associated .msg file), as well as any External
Document attachments will not be overwritten with the new
Outlook email.

% Ask user (user chooses to delete existing or not): The user can
choose whether or not to delete the existing Mail Activity (and
associated .msg file), as well as any External Document
attachments.

In the Message/Attachment directory section, click the Browse
button to change the location where email attachments and Outlook
message files (.msg) are stored.

Note: The default location for this field is pulled from the Document
path field of the GIFTS External Preferences. Since this is a global
setting for all Link Plus users, this must be a location that all users can
access. For more information about GIFTS External Preferences, see
the GIFTS Administrators Guide.

Note: This field only displays if you have the Document Manager.

Select the Allow export of attachments checkbox if you want users to
have the option of creating separate External Document Activities for
any email attachments when linking an Outlook email. If you deselect
this checkbox, users will not have this option, and no email
attachments will be imported into GIFTS when linking an Outlook
email.

Note: This field does not display if you do not have the Document
Manager.
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9 Click the Group Permissions option for Link Plus. A list of your GIFTS
user groups is displayed.

Plus Pack Executable Location |C:AGIFTSAGIFTSPlush

Options
Uszer Permissions ~ 18] Group Access Application
Group Permissions » |1 Adminiztratar
= F'a_l,lrunenlsPF'lus. . 2 Wiew Only Privieges
et Permissions 3 Grants Officer
Group Permissions X
. Remindsrs Plus 4 Grants Officer - NO EMPLOYEE Gl
5 MG User

Uszer Permissions

Group Permissions
= Tax Status Plus

Uszer Permissions

Group Permissions
= W/ atchlists Plus

Uszer Permissions

Group Permissions
= Link Phas

U zer Permissions

Proxy Settings 2

10 Click the Access Application checkbox for the user groups that should
have access to Link Plus. All users within the groups you select are
granted permission to use Link Plus.

Note: In order to keep compliance records accurate, it is important to
restrict the use of the utility to qualified members of your staff.

11 |If there are any additional users who should have access to Link Plus,
click the User Permissions option. A list of GIFTS users is displayed.

Plus Pack Exscutable Location |CAGIFTSAGIFTSFlush

Options
User Permissions fad D User Name Access Application
Group Permissions » | ADMIN Admin
= Payments Plus BEN Ben E. Factor

Uzer Permizsions
Group Permizzions
Feminders Plus

BOARD z-Board Member
CHARITY Charity Ball

User Pemissions CR Colette Rogers
Group Pemissions DAISY Daigy Grant
=I- T ax Statuz Plus HOPE Hope Charity
User Permissions K& Kelly Goldberg
Group Perizsions L Lee Williamson
o W"“E:E‘;:':?mm MG USER 2 Metching GIFTS User
Group Pemissions il RhilSnticRy)
- Link Flus S8 Sarah Sullivan
I TB Tery Brown

up Pel
Prosy Settings 3
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12 Click the Access Application checkbox for users who should have
access to Link Plus. (If you have already granted access to a user's
group, you do not have to select his or her name to provide access.)

Setting Up Tax Status Plus Security

Note: Tax Status Plus requires an active subscription to
MicroEdge’s tax information service. If you do not have a
subscription, contact your sales representative for more

information.

To set up the default selected tax status fields and security for Tax Status

Plus:

1 Openthe Plus Pack Configuration utility, as described in “Accessing the
Configuration Utility” on page 2. The Plus Pack configuration options

are displayed.

2 Inthe Options list to the left, highlight Tax Status Plus. A list of default
selected Tax Status Plus fields are displayed.

Options

—I- Batch Flus
User Permizsions
Group Permizzions
—I- Requirements Plus
User Permizsions
Group Permizzions
—I- Payments Plugz
User Permizsions
Group Permizzions
—I- Feminders Flus
User Permizsions
Group Permizzions
B8 Tax Status Plus
User Permizsions
Group Permizzions

Select the default Tax Statuz figlds to ovenwrite when you
update an Organization following werification

-

< < < < < % 1 «

Legal Mame
Tax D
Regiztration Date

Tax Status

Tax Statuz Date

Last Verification Date

Last Verification Mame
Mext Verification Date

Motes

3 Click the check box next to the tax status fields that will be selected by
default to overwrite current organization information when a user

updates an organization.

14
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Note: The Web Service URL is a link to the MicroEdge web service that
retrieves information from MicroEdge’s Tax Exempt Organization
Database. Leave this field blank if you want to use MicroEdge’s default
Web Service URL.

4 Click the Group Permissions option for Tax Status Plus. A list of your
GIFTS user groups is displayed.

Options

-I- Batch Plus 0] Group Access Application
User Permis.sio.ns » 1 Admin
Giraup Permissions 2 Yiews Only Privileges |

=I- Requirements Plus
Uszer Permissions
Group Permissions
=I- Paymentz Plus
Uszer Permissions
Group Permissions
—I- Reminders Plus
Uszer Permissions
Group Permissions
—|- Taw Status Pluz
Uszer Permissions

= Wwatchlists Plus
Uszer Permissions
Group Permissions

5 Click the Access Application checkbox for the user groups that should
have access to Tax Status Plus. All users within the groups you select
are granted permission to use Tax Status Plus.

6 If there are any additional users who should have access to Tax Status
Plus, click the User Permissions option. A list of GIFTS users is

displayed.
Options
-I- Batch Plus 0] Usger Name Access Application
User Permis.sio.ns » | ADMIN Admin
R G_[DUD F'ternP1:ssmns BEM Ben E. Factor |
= nedurements s CHARITY  Charity Biall |
Uszer Permissions
Group Permissions Ch Eoteteligners O
= Paymerts Plus Dalsy Draizy Grant O
User Permissions HOFE Hope Charity |
Group Permissions KG Kelly Goldberg O
= Reminders Plus L/ Lee Wiliamson |
User Permissions PHIL Phil &nthropy O
Group Permissions 55 Sarah Sullivan O
T TE Termy Brown O
Group Permissions
= Wwatchlists Plus
Uszer Permissions
Group Permissions

Setting Up Tax Status Plus Security 15
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7 Click the Access Application checkbox for users who should have
access to Tax Status Plus. (If you have already granted accessto a user's
group, you do not have to select his or her name to provide access.)

Entering Proxy Server Information for Tax
Status Plus

Since Tax Status Plus uses a web service to access information from
MicroEdge’s Tax Exempt Organization Database, you can enter proxy
server information in the Proxy Settings section of the Plus Pack
Configuration utility. This is only needed if your organization uses a proxy
server. This allows Tax Status Plus to retrieve this information using the

web service.

Tip: If your organization does not use a proxy server, you do not need to
complete this task.

Note: This isthe same information thatis located in the Preference’s tool’s
GIFTSConnections section in the GIFTS Administrator Module. Whatever
you enter here overwrites the information entered there.

Setting Up Tax Status Plus Security
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To enter proxy server information:

1 Inthe Options list to the left, highlight Proxy Settings. Your proxy
settings display.
Pluis Pack Execttable Location | CAGIFTSAGIFTSPusy

Options
User Permissions ~
Group Permizsions
= Payments Plus
User Permissions
Group Permizsions
=) Reminders Plus
User Permissions
Group Permizsions User Name  |Admin
=) Tax Status Plus
User Permissions
Group Permizsions
=1 Wwatchlists Plus Doman | CORP
User Permissions
Group Permizsions
= Link. Plug
User Permissions
Group Permizsions
Prosy Settings -

Fill in your proxy server settings below.
Proxp Server [Mame or IF]10.20.35.125

Port 8080

Pasoword | #es]

2 Enter the following information, if necessary:

Proxy Server (Name or IP): [URL or IP address of proxy server|

Port: [port on which proxy server is running]

User Name: [Windows username that allows access to proxy server]
Password: [Windows password that allows access to proxy server|
Domain: [user domain]

Important: The Windows password you enter in the Password field will be
encrypted in the Preferences tool, unless it is the same as the current
password. If you want to use the same password as the one entered in
the Preferences tool, you must first delete it from the Preferences tool
and enter it here. If you do not, the web service will not be able to
successfully connect to the proxy server.

At this point, you can click OK to save your security settings or—if you
want to set up security for Batch Plus, Requirements Plus, Payments
Plus, Reminders Plus, Watchlists Plus, or Link Plus for use with Outlook—
refer to “Setting Up Batch Plus Security” on page 3, “Setting Up
Requirements Plus Security” on page 5, “Setting Up Payments Plus
Security” on page 6, “Setting Up Reminders Plus Security” on page 8,
“Setting Up Watchlists Plus Security” on page 18, or “Setting Up Link Plus
Security” on page 10 to continue using the utility.
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Note: Watchlists Plus requires an active subscription to MicroEdge’s
watchlist service. If you do not have a subscription, contact your sales
representative for more information.

To set up the default Watchlists, threshold, and security for Watchlists
Plus:

1 Openthe Plus Pack Configuration utility, as described in “Accessing the

Configuration Utility” on page 2. The Plus Pack configuration options
are displayed.

2 Inthe Options list to the left, highlight Watchlists Plus. A list of default
selected Watchlists are displayed.

£14 GIFTS Plus Pack Configuration @
Plus Pack Executable Location C:AGIFTS\GIFTSPlus®. Browse...
Options

I+ Batch Plus -

: Select those lists that should be employed by \Watchlists Plus.
i~ User Permissions

i Group Pemmissions
equirements Plus

i User Pemissions
Group Pemmissions
ayments Plus

i User Pemissions
Group Pemmissions
eminders Plus

i User Pemissions
i Group Pemmissions

m

BIS - Bureau Of Industry and Security
FinCEN - Financial Crimes Enforceme
EPLS - Excluded Parties List System
QIG - HHS Office of Inspector Gener,

England - Bank Of England Sanction
Europe - European Union List

FBI - FBI Most Warted

INTERPOL - Intemational Criminal Pe
QFAC - Office of Foreign Assets Cont
(Q5FI - Canadian List

PEP_FO - Politically Exposed Person
TEL - Temorist Exclusion List

UNSL - United Nation Sanction List
WENK - World Bank Ineligible Fims

ax Status Plus
User Pemissions 4 [l 3 ] m -
H Group Pemmissions
] Threshold 0.95 % Web Service Password
i Lser Permissions
i-- Group Pemmissions

\nleb Service URL

Ok Cancel

Note: As of October 1, 2014, the following Watchlists are included in
this list:

% BIS - Bureau of Industry and Security

% FinCEN - Financial Crimes Enforcement Network

% EPLS - Excluded Parties List System
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% OIG - HHS Office of Inspector General
% England - Bank of England Sanctions
< Europe - European Union List

< FBI - FBI Most Wanted

% Interpol - International Criminal Police
% OSFI - Canadian List

% OFAC - Office of Foreign Assets Controls
% PEP_FO - Politically Exposed Persons
% TEL - Terrorist Exclusion List

< UNSL - United Nations Sanctions List
% WBNK - World Bank Ineligible Firms

3 If you do not want to include certain Watchlists when Watchlists Plus
performs a search, highlight one or more Watchlists from the right
field, and click Remove.

Note: To add a removed watchlist, highlight it in the left field and click
Include.

4 Edit the Threshold, if necessary.

Important: This field defines how close the record information from
GIFTS must match the information on a watchlist in order for a “hit”,
or acknowledgement of a matching record, to be registered in
Watchlists Plus. You can have a threshold between .75 and 1. If you
use a high threshold, such as .95 and above, information must be
closely matched for a hit to occur. If you use a lower threshold,
information does not have to be so closely matched for a hit to occur.
Generally, a low threshold returns more hits, and a high threshold
returns fewer hits. The default threshold is .95.

Note: The Web Service URL s a link to a web service, which provides the
Watchlists Plus functionality. The Web Service Password is the

Setting Up Watchlists Plus Security 19
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password to this web service. Leave both of these fields blank, unless
instructed otherwise by MicroEdge.

Click the Group Permissions option for Watchlists Plus. A list of your
GIFTS user groups is displayed.

Plus Pack Executable Lacation [T \GIFTSGIFTSPlush

Options
User Pemissions ~ D Group Access Application Update Activities
Group Permissions »
= Payments Plus
User Permissions
Group Permissions
= Reminders Plus
User Permissions
Group Permissions
= Tax Status Plus
User Permissions
Group Permissions
= Watchlists Plus

Addrinistrator

View Only Privileges
Girants Officer

Girants Officer - NO EM
MG User

[T
NEEEE
NEEEE

= Link Plus
User Permissions
Group Permissions
Proxy Settings -

Click the Access Application checkbox for the user groups that should
have access to Watchlists Plus. All users within the groups you select
are granted permission to use Watchlists Plus.

Note: In order to keep compliance records accurate, it is important to
restrict the use of the utility to qualified members of your staff.

Click the Update Activities checkbox for the user groups that will be
able to mark Watchlists Plus Activities as false positives, or Done.

Setting Up Watchlists Plus Security
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8 Ifthere are any additional users who should have access to Watchlists
Plus, click the User Permissions option. A list of GIFTS users is displayed.

Plus Pack Executable Location |C:\GIFTS4YGIFTSPlush
Options

User Pemissions ~ D User Name Access Application Update Activities
Group Permissions b | ADMIN Adrin 0 0

E- Payments Pius BEM Ben E. Factor (.| F
Wser Permissions BOARD  zBoard Member 0 0
Group Permissions .

= Beminders Plus CHARITY  Charity Ball O O
User Permissions tR Colette Rogers ] O
Group Permissions DalsY Diaisy Grant (.| P

= Tax Status Plus HOPE Hape Charity .| [}
User Permissions KG Kelly Goldberg 0 F
e hsiussions L Lee Willamson @] 0

o Wath"“sp‘“s MGUSER = Matohing GIFTS Use 0 0
User ns <
Group Permissions il ul Anthm.py ] |

= Link Plus 55 Sarah Sullivan O F
User Permissions TE Tery Brown .d] O
Group Permissions

Proxy Settings 3

9 Clickthe Access Application checkbox for users who should have access
to Watchlists Plus. (If you have already granted access to a user's group,
you do not have to select his or her name to provide access.)

10 Click the Update Activities checkbox for the users that will be able to
mark Watchlists Plus Activities as false positives, or Done.

Note: Users must also have the Update/Delete System Activities
permission in order to mark Watchlists Plus Activities as false
positives. For more information, please refer to the “Managing
Permission Sets” section in Chapter 4 of the GIFTS Administrator’s
Guide.

Entering Proxy Server Information for
Watchlists Plus

Since Watchlists Plus uses a web service to access information, you can
enter proxy server information in the Proxy Settings section of the Plus
Pack Configuration utility. This allows Watchlists Plus to retrieve
Watchlists information using this web service. You do not need to repeat
this task if you have already performed it for Tax Status Plus.
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Tip: If your organization does not use a proxy server, you do not need to
complete this task.

Note: Thisisthe same information thatis located in the Preference’s tool’s
GIFTSConnections section in the GIFTS Administrator Module. Whatever
you enter here overwrites the information entered there.

To enter proxy server information:

1 Inthe Options list to the left, highlight Proxy Settings. Your proxy
settings display.
Plus Pack Execulable Location | CAGIFTSAGIFTSPust

Optiotz
User Permissions ~
Group Permissions
= Payments Plus
User Permissions
Group Permissions
= Reminders Pl
User Permissions
Group Permissions User Name  |[Admin
= Tax Status Plus
User Permissions
Group Permissions
= whatchlists Plus
User Permissions
Group Permissions
= Link Plus
User Permissions
Group Permissions
Proxy Settings &

Fill in your proxy server settings below.
Prosy Server [Mame or IF]|10.20.35.125

Port | 8080

Passward | ows]

Domain CORP

2 Enter the following information, if necessary:

Proxy Server (Name or IP): [URL or IP address of proxy server|

Port: [port on which proxy server is running]

User Name: [Windows username that allows access to proxy server]
Password: [Windows password that allows access to proxy server]
Domain: [user domain]

Important: The Windows password you enter in the Password field will be
encrypted in the Preferences tool, unless it is the same as the current
password. If you want to use the same password as the one entered in
the Preferences tool, you must first delete it from the Preferences tool
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and enter it here. If you do not, the web service will not be able to
successfully connect to the proxy server.

At this point, you can click OK to save your security settings or—if you
want to set up security for Batch Plus, Requirements Plus, Payments
Plus, Reminders Plus, Tax Status Plus, or Link Plus for use with Outlook—
refer to “Setting Up Batch Plus Security” on page 3, “Setting Up
Requirements Plus Security” on page 5, “Setting Up Payments Plus
Security” on page 6, “Setting Up Reminders Plus Security” on page 8,
“Setting Up Tax Status Plus Security” on page 14, or “Setting Up Link Plus
Security” on page 10 to continue using the utility.
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This chapter provides an overview of Batch Plus features and
describes how to update batches of records with the Batch Plus

utility.
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Using Batch Plus

About Batch Plus

Batch Plus allows you to update the following types of data for numerous
database records in a single step:

Coding Sheets - You can modify, add, or remove codes for
Organization, Contact, Payment, and Request records.

Request Staff Assignments - You can assign a batch of Requests to a
member of your staff, or change the staff assignment for a batch of
Requests.

Request Types - You can change the Request Type and Request Status
codes for a batch of GIFTS Requests.

Project Descriptions - You can overwrite the Project Description for
selected Requests, or add text to the beginning or end of each Project
Description.

Meeting Dates - You can update the Meeting Date for batches of GIFTS
Requests.

Payment Information - You can modify the Fund, GL Account, Type,
and Support Type for batches of GIFTS Payments.

Note: Your Administrator can set up Batch Plus to prevent the use of some
of these features; not all of these options may be available on your
system. In addition, all GIFTS security permissions apply to operations
that you perform with Batch Plus. If you do not have permission to make
a change in GIFTS, you also cannot make that change with Batch Plus.

26
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Updating Coding Sheets

With Batch Plus, you can update the Coding Sheets of your Organization,
Contact, Payment, and Request records. You can:

% Add, remove, or replace codes
< Change secondary codes to primary codes

Before You Begin: MicroEdge strongly recommends that you thoroughly plan
any changes to your coding structure in advance. The changes you make
to the database are permanent, and cannot be undone. Make sure that
you have a current and valid backup of your database before proceeding.
For information about planning code replacements, please refer to the
“Replacing Codes” section in Chapter 2 of the GIFTS Administrator’s
Guide.

To modify the Coding Sheet for a batch of Requests, Organizations,
Contacts, or Payments:

1 Inthe GIFTS Organizer, select the records you want to update. (To
select a group of records in the Organizer, hold down the SHIFT or CTRL
key as you click on records.)

2 From the Main menu, select GIFTS Plus > Update » Coding Sheet if
you are in the Requests folder, or GIFTS Plus » Update Coding if you
are in the Organizations or Contacts folder. The options for updating
Coding Sheets are displayed.

% Update Requests Coding Sheets =

Hows will you be updating the coding sheet?

& 4dd & code " Femove a cods
[~ &dd az Primary I™ | Include &l subcodes
Make an existing code ™ Replace a code
primary

Code Table

| =
Code

| i
Fieplacement Code

| i

Urﬂg‘:\fe Cancel |

4
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3 Choose an option:

To add a new code: select Add a code. If you would like to make the
new code the primary code, select the option to Add as Primary; any
pre-existing primary codes will become secondary codes.

% Add a code
v &dd az Primary
To make an existing code a primary code: Select Make an existing code
primary.

+ Make an existing code
primary

To replace a code: Select Replace a code.

' Replace a code

To remove a code: select Remove a code. If you are removing a code
from a table with multiple levels, you can select Include all subcodes
to remove all codes below the code that you specify.

& Femove a cods
¥ Include all subcodes

Example: You are updating the Program Area codes for three records.
They are coded as Culture/Performing Arts/Music, Culture/
Performing Arts/Theater, and Culture/Performing Arts.

If you choose to remove the Culture/Performing Arts code and do not
select the option to Include all subcodes, only the Culture/Performing
Arts code for the last record is removed because it is the only exact
match. The codes for Music and Theater are not removed. If you do
select the option to Include all subcodes, then the Performing Arts
codes for all three records are removed.

In the Code Table field, select the Code Table that you want to modify.

Code Table
IAge Group j

In the Code field, select the code you want to add, change, or remove.

Code
| Children (513) =

If you are replacing a code, select a replacement code in the
Replacement Code field. Otherwise, this field is not available.

Updating Coding Sheets
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7 Click the Update Now button. Batch Plus displays a list of the records
that will be updated, and prompts for confirmation that you wish to

continue.

# Update Requests?

You have chozen to add the code Children [B-13] to the following Requests:

x|

388.01 Adventure Club of Manhattan

275
And

Atlington Schoal of Dentistry
Advenbure Club of b anbatt

Summer YWildermess Survival
Program - for teens
Funding for new instruments

The sunnoet of "t duenbres for

Updating Coding Sheets

There is no undo for this process, so it is strongly recommended that vou have
a current backup of your database.

Do you wish to continue?

8 Click Yes to continue. Batch Plus displays a log of the processing results
and a confirmation message, which gives you the option of making
more changes to the records you selected.

9 Inresponse to the confirmation message, click Yes if you want to make
additional changes to the records you selected in the Organizer, or No
to view a log of the changes made to your data.

You can click Print Log or Save Log to print or save a copy of the log.
When you are finished reviewing the log, click Close to end your Batch
Plus session.

Percentage Codes In GIFTS Batch Plus

The following rules to functionality have been added to GIFTS Batch Plus
to support percentage codes.

Add Code When a code is added, the following rules apply:
% If a code is added as a secondary code, it will be set at 0%.
% If a code is added as a primary code, the following will apply:

o<

% If there are no existing codes, it will default to 100% with full
Request/Grant amount.

29
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% If a primary code already exists at 100%, the new primary code will
be set to 100% with full Request/Grant amount. The old primary
code will be set to 0%.

% If the request has an existing code at less than 100%, the new
primary code will be added at 0% and the user will need to adjust
the value manually.

Remove a Code When a code is removed, the following rules will
apply:

% If the code is secondary, its allocation will be added to the primary
code.

% If the code is primary, its allocation will be added to whichever code
becomes the primary.

Make a Code Primary When a secondary code is made primary, the
following rules apply:

% If the existing primary code is allocated at 100%, the new code will be
set to 100% and the old one wil be set to 0%.

% If the existing primary code is not set at 100%, only the primary flag
will change and the percentages will remain the same.

Replacing a Code When a code is replaced, the allocation amount of
the new code will be the same as the one it replaced.

Updating Coding Sheets



Using Batch Plus Z

Updating Request Staff Assignments

You can change the Staff member assigned to a group of Requests, and
also update the To-Do Activities and Requirements associated with those
Requests.

Before You Begin: The changes you make to the database are permanent,
and cannot be undone. Make sure that you have a current and valid
backup of your database before proceeding.

To update the Staff member assigned to a batch of Requests:

1 Inthe GIFTS Organizer, select the Requests that you want to update.
(To select a group of records in the Organizer, hold down the SHIFT or
CTRL key as you click on records.)

2 From the Main menu, select GIFTS Plus » Update » Staff. The options
for updating staff assignments are displayed.

% Update Request Staff =
Change Stef to: | |

Update To-do Activities/Requirements
¥ | Open (not dore]
| Gverdue ¥ | Future

I~ | Clased (done]
Urﬂg‘:\fe | Cancel |

3 Inthe Staff field, select the member of your staff to whom the records
should be assigned.

Note: Staff members are listed alphabetically.

4 Select Update To-Do Activities/Requirements to update the To-Do
Activities and Requirements associated with the Request so that they
are the responsibility of the new staff member.

Note: Only the Activities and Requirements assigned to the Request’s
current staff member are updated; items assigned to other staff
members are not changed.
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% Select Open (not done) to update Open Activities and
Requirements. Check Overdue to update items that are overdue,
and Future to update items that are due in the future (including
the current day’s items).

% Select Closed (done) to update closed Activities and Requirements
so that they are shown in GIFTS as being the responsibility of the
new staff member; GIFTS will not change the name of the staff
member who marked the Activity as Done.

5 Click the Update Now button. Batch Plus displays a list of the records
that will be updated, and prompts for confirmation that you wish to
continue.

6 Click Yesto continue. Batch Plus displays a log of the processing results
and a confirmation message.

7 Click OK to close the confirmation message. The process log remains
open.

8 Youcan click Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, click Close to end your
Batch Plus session.

Updating Request Type and Request

Status

32

Before You Begin: The changes you make to the database are permanent,
and cannot be undone. Make sure that you have a current and valid
backup of your database before proceeding.

To change the Request Type and/or Status assigned to a group of
Requests:

1 Inthe GIFTS Organizer, select the Requests that you want to update.
(To select a group of records in the Organizer, hold down the SHIFT or
CTRL key as you click on records.)

Updating Request Type and Request Status
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2 From the Main menu, select GIFTS Plus » Update » Request Type/
Status. The options for updating are displayed.

# Update Request Type/Status - |EI|1|
Fequest Type

I jv
Status

Urﬂg‘:\fe | Cancel |
&

3 Inthe Request Type field, select the Request Type that you would like
to apply to the Requests.

4 In the Status field, select the Request Status that you would like to
apply tothe Requests. Note that only the Statuses for the Request Type
you chose in Step 3 are available.

5 Click the Update Now button. Batch Plus displays a list of the records
that will be updated, and prompts for confirmation that you wish to
continue.

6 Click Yesto continue. Batch Plus displays a log of the processing results
and a confirmation message.

Update Complete =

2 Requests were updated successfully, To see these changes in GIFTS, select Edit- =Refresh to update the display of records
in the GIFTS Organizer.
1 record could not be updated, Please refer to the process monitor For details,

7 Click OK to close the confirmation message. The process log remains
open.
RI=TEY

Update complete

p | Update Request Type/Status to Cash Grants/Considered for Board

1. Error occurred while updating Request [366.01] Considered for Save Log

Board iz not a valid Status for Approved Reguests.

2 of 3 Requests updated successhully. Bt Lem

Cloze

i
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Example: In the log shown here, an Approved Request was not updated
because the Request Status selected was valid only for Pending
Requests.

8 You can click Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, click Close to end your
Batch Plus session.

Updating Project Descriptions

34

Before You Begin: The changes you make to the database are permanent,
and cannot be undone. Make sure that you have a current and valid
backup of your database before proceeding.

To change the Project Description assigned to a group of Requests:

1 Inthe GIFTS Organizer, select the Requests that you want to update.
(To select a group of records in the Organizer, hold down the SHIFT or
CTRL key as you click on records.)

2 From the Main menu, select GIFTS Plus » Update » Project
Description. The options for updating are displayed.

# Update Project Description ﬂ

7 Clear current value
' Update curent value

" Replace with text below

' Append text Im the current value
separated by a IBlank Line vl

|

|

Urﬂg‘:\fe | Cancel |

Updating Project Descriptions
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3 Select the options for updating or clearing the Project Descriptions for
the Requests you selected:

% To clear the Project Description for the Requests, select the Clear
current value option.

% To replace the existing Project Description text with new text,
select the Update current value option and then the Replace with
text below option. Enter the new text in the field.

% To append text to the beginning or end of the existing Project
Descriptions without clearing the existing text, select the options
to append text either above (before) or below (after) the existing
text. You can specify whether the new and existing text are
separated by a blank line, carriage return, space, or tab. Then
enter the new text in the field.

4 Click the Update Now button. Batch Plus displays a list of the records
that will be updated, and prompts for confirmation that you wish to
continue.

5 Click Yesto continue. Batch Plus displays a log of the processing results
and a confirmation message.

6 Click OK to close the message. The process log remains open.

7 You can click Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, click Close to end your
Batch Plus session.
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Updating Meeting Dates

36

Before You Begin: The changes you make to the database are permanent,
and cannot be undone. Make sure that you have a current and valid
backup of your database before proceeding.

To change the Meeting Date assigned to a group of Requests:

1 Inthe GIFTS Organizer, select the Requests that you want to update.
(To select a group of records in the Organizer, hold down the SHIFT or
CTRL key as you click on records.)

2 Fromthe Main menu, select GIFTS Plus » Update » Meeting Date. The
options for updating are displayed.

% Update Meeting Date =

" Clear Mesting Date

' Update Meeting Date to IE.-"24.-"2DDS 'l
Urﬂg‘:\fe | Cancel |

3 Specify the changes you would like to make:

% To clear the Meeting Date for all of the selected Requests, select
the Clear Meeting Date option.

% To update the Meeting Date for all of the selected Requests,
select the Update Meeting Date option and enter the new
Meeting Date for the Requests.

4 Click the Update Now button. Batch Plus displays a list of the records
that will be updated, and prompts for confirmation that you wish to
continue.

5 Click Yes to continue. Batch Plus displays a log of the processing results
and a confirmation message.

6 Click OK to close the message. The process log remains open.

7 You can click Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, click Close to end your
Batch Plus session.

Updating Meeting Dates
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Updating Payment Information

Before You Begin: The changes you make to the database are permanent,
and cannot be undone. Make sure that you have a current and valid
backup of your database before proceeding.

With Batch Plus, you can update the Fund, G/L Account, Payment Type,
and Support Type codes for batches of Payments. To update these
codes:

1 Inthe GIFTS Organizer, select the Payments that you want to update.
(To select a group of records in the Organizer, hold down the SHIFT or
CTRL key as you click on records.)

2 From the Main menu, select GIFTS Plus » Update Codes. The options
for updating codes are displayed.

icix

Code Table
Fund -

Code
Uﬁgﬁe | Eancell
&

|<N0ne>
3 In the Code Table field, select the code that you would like to change.

4 Inthe Code field, select the new code for the Payments. If you want to
clear the codes, select <None>.

5 Click the Update Now button. Batch Plus displays a list of the records
that will be updated, and prompts for confirmation that you wish to
continue.

6 Click Yesto continue. Batch Plus displays a log of the processing results
and a confirmation message.

7 Click OK to close the message. The process log remains open.

8 Youcan click Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, click Close to end your
Batch Plus session.
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This chapter describes how to use Requirements Plus to create or
delete batches of Requirements for your Requests and Payments.

In This Chapter

About RequIremMents PIUS.......ccccvueeveevieeneenerersesvesssnssneens 40
Creating Batches of Grant Requirements..........cccccuveeeenneee. 1
Creating Batches of Payment Requirements........cc.......... 43

Deleting Batches of Requirements........ccccevvvciveeeivcveeeennne 45
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About Requirements Plus

40

Requirements Plus allows you to update the following types of data for
numerous database records in a single step:

K3
o

Schedule Requirements: Schedule requirements for multiple records,
at any stage of your workflow. This flexible requirement-scheduling
tool allows you to schedule requirements for groups of Request and
Payment records that you can select based upon a fixed or relative
date, Project start dates or end dates, Payment Schedule Date, Paid
Date, or other relevant dates.

Automatically schedule payment contingencies: For groups of
records, you can schedule Payment Requirements and make the
payments contingent on completion of those requirements.

Delete requirements: You can maintain the integrity of your data and
more effectively manage staff resources by deleting groups of
requirements that are no longer valid.

Note: Your Administrator can set up Requirements Plus to prevent the use
of some of these features; not all of these options may be available on
your system. In addition, all GIFTS security permissions apply to
operations that you perform with Requirements Plus. If you do not have
permission to make a change in GIFTS, you also cannot make that change
with Requirements Plus.

About Requirements Plus
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Creating Batches of Grant
Requirements

Before You Begin: The changes you make to the database are permanent,
and cannot be undone. Make sure that you have a current and valid
backup of your database before proceeding.

To create Grant Requirements for a batch of Requests:

1 Inthe Requests folder of the GIFTS Organizer, select the records that
you want to update. (To select a group of records in the Organizer, hold
down the SHIFT or CTRL key as you click on records.)

2 From the Main menu, select GIFTS Plus » Create Requirements. The
options for creating Grant Requirements are displayed.

ﬂ Create Request Requirements ﬂ

[ Mew Regurement Options —————
Type ‘

Scheduls Date ‘ Adjust far

Weekends

Type ITax Exemption Letter ﬂ

¢ Dueon | 9/10/2006 x
Add |
' Due = I i

1% After " Before
Disposition Date vl Femove

IV Adjust for weekends

£
Firiish Cancel

3 Inthe Type field, select the type of Requirement you would like to add.

4 Specify the date on which the Requirements will be due. You can
choose a specific date, or a date relative to the workflow of each
Request.

Example: If you are setting up requirements for final reports, you can
specify that they be due 30 days after the Project End Date. GIFTS sets
the due dates based on the Project End Date of each Request.

5 If you specified a relative date and you do not want any requirements
to be due on a weekend, select the Adjust for weekends option.
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Example: If the 30th day after the End Date of a project falls on a
Saturday, GIFTS will move the due date to the preceding Friday. If it
falls on a Sunday, GIFTS will move it to the following Monday.

Click Add to create the Requirement. It is displayed in the grid.

ﬂ Create Request Requirements 5[

—Mew Requirement Options

Type Scheduls Date Adjust for

Type IFlna\HepUrt j Wweekends
(9 Final Repart 30 Day(s) after Project End Date
© Dueon [ 871072005 =]
& Due 303: lm
& After " Before

¥ Adiust for weekends

4l

Il
Finish Cancel

Repeat Steps 3-6 to add any additional Requirements for the Requests.

Note: If you decide not to create one of the Requirements in the grid,
you can highlight it and click Remove.

Click the Finish button. Requirements Plus displays a list of the
Requirements that will be created, and prompts for confirmation that
you wish to continue.

Click Yes to continue. Requirements Plus displays a log of the
processing results and a confirmation message

Click OK to close the confirmation message. The process log remains
open.

You can click Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, click Close to end your
Requirements Plus session.

Creating Batches of Grant Requirements
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Creating Batches of Payment
Requirements

Before You Begin: The changes you make to the database are permanent, and
cannot be undone. Make sure that you have a current and valid backup
of your database before proceeding.

When you create Requirements for your Payments, you have the option
of making the Payments contingent upon the completion of their
Requirements. Contingent Payments cannot be made until their
contingent Requirements have been marked as Done in GIFTS.

To create Requirements for a batch of Payments:

1 Inthe Payments folder of the GIFTS Organizer, select the records that
you want to update. (To select a group of records in the Organizer, hold
down the SHIFT or CTRL key as you click on records.)

2 From the Main menu, select GIFTS Plus » Create Requirements. The
options for creating Payment Requirements are displayed.

# Create Payment Requirements 5[

—Mew Requirement Options

Adjust far
Weekends

Tupe Schedule Date ‘ Contingency
Type ICha\Ienge j

£ Duson [ 87072005
Add
& | = ~

& After " Befare

Paid Date - Femoyve

v Adiust for weekends

[~ Mark Payments as Contingent

Fiiish Cancel

In the Type field, select the type of Requirement you would like to add.

4 Specify the date on which the Requirements will be due. You can
choose a specific date, or a date relative to the workflow of each
Payment.

Example: If you are setting up requirements for signed contracts, you
can specify that they be due 21 days before each Payment’s Schedule

Creating Batches of Payment Requirements 43
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Date. GIFTS sets the due dates based on the Schedule Date of each
Payment.

If you specified a relative date and you do not want any requirements
to be due on a weekend, select the Adjust for weekends option.

Example: If the 21st day before a Payment’s Schedule Date falls on a
Saturday, GIFTS will move the due date to the preceding Friday. If it
falls on a Sunday, GIFTS will move it to the following Monday.

Select the Mark Payments as Contingent option if you want to ensure
that the Payment will not be Paid until the Requirements have been
marked as Done.

Click Add to create the Requirement. It is displayed in the grid.
£

[ Mew Reguirement Options

Adjust for

Contingency
Type ISlgnsd Contract j ‘wheekends
€ Dueon | 9/10/2005
Add
& Due | |Da.'.'[S] ‘I =
™ After %" Before

H

Schedule Date vI Remove

W Adiust for weekends

v Mark Payments & Contingent

Finish Cancel

Repeat Steps 3-7 to add any additional Requirements for the
Payments.

Note: If you decide not to create one of the Requirements in the grid,
you can highlight it and click Remove.

Click the Finish button. Requirements Plus displays a list of the
Requirements that will be created, and prompts for confirmation that
you wish to continue.

Click Yes to continue. Requirements Plus displays a log of the
processing results and a confirmation message

Click OK to close the confirmation message. The process log remains
open.

Creating Batches of Payment Requirements
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12 You can click Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, click Close to end your
Requirements Plus session.

Deleting Batches of Requirements

Before You Begin: The changes you make to the database are permanent,
and cannot be undone. Make sure that you have a current and valid
backup of your database before proceeding.

To delete a batch of Grant Requirements or Payment Requirements:

1 Inthe Requirements folder of the GIFTS Organizer, select the records
that you wantto update. (To select a group of records in the Organizer,
hold down the SHIFT or CTRL key as you click on records.)

2 From the Main menu, select GIFTS Plus » Delete Requirements. GIFTS
prompts for confirmation that you wish to continue.

Confirm Deletion of Requirements =]
‘fou have chosen to delete 3 Requirements, There is no undo For this operation,
Are you certain that you wish ko proceed?

fes Mo |

3 Click Yes to continue. Requirements Plus displays a log of the
processing results and a confirmation message

4 Click OK to close the confirmation message. The process log remains
open.

5 You canclick Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, click Close to end your
Requirements Plus session.
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Using
Payments Plus

This chapter describes how to use Payments Plus to create or
modify payment schedules for GIFTS Requests.

In This Chapter

About Payments PlUS.......ccccveverieeveeeiieesee s sre e e 48
Creating a Payment Schedule for a Request ...........coccu.... 49
Modifying the Payment Schedule for a Request................ 51

Scheduling Payments for a Batch of Requests.................... 53



Using Payments Plus

About Payments Plus

48

The standard GIFTS software provides options for automatically creating
a payment schedule for a Request during the Approval process.
Payments Plus enhances your ability to create and modify payment
schedules with the following features:

e
o

On-demand Schedule Creation: You can create payment schedules for
Pending and Approved Requests at any time (provided that no
payments have already been created), not just during the Approval
process.

Updating Existing Schedules: You can modify the payment schedule
for a Request from a single screen. This saves keystrokes, and as you're
working you can see how the changes you make affect the total
amount scheduled.

ﬁ Modify Papment 5chedule x|
Request [480] -- $25.000.00 [project to run from 6/1/2006 to 6/1./2007]

The giid below shows those Payments that cunenty exist for this Request. Make any desied changes to schedule dates
or amaunts, then click Finish to complete the update.

# | Status |ScheduleDate F Armount |

1 Scheduled 2006 $1000000 40
2 Scheduled 2006 $5,000.00 20
3 Scheduled 11/01/2006 2006 $5,000.00 201
4 Scheduled 02/01/2007 2007 $5,000.00 20

a8

| Budget Resolution

&

» Mo resolution needed. Budget vear does not

]

Mo resalution needed: Budget ‘Vear does not

&

Mo resolution needed. Budget vear does not

-
-

]

Mo resalution needed: Budget ‘Vear does not

Payment Schedule Total :  $25,000.00 [100.0% of grant amount] E | Cancel |

Batch Processing: You can create payment schedules for batches of
Requests.

Greater Flexibility When Creating Schedules: Many of the defaultsand
restrictions that apply when scheduling payments in GIFTS do notapply
to Payments Plus. For example, you can divide different percentages
of the grant amount among payments, schedule payments outside of
the Start Date or End Date of a grant, and specify whether payments
that fall on a weekend are moved to a weekday.

Note: GIFTS security permissions—as well as branch restrictions, if your
organization has branch security—apply to operations that you perform

About Payments Plus
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with Payments Plus. If you do not have permission to make a change in
GIFTS, you also cannot make that change with Payments Plus.

Creating a Payment Schedule for a
Request

To create a payment schedule for a Pending or Approved Request:
1 Inthe Requests folder of the GIFTS Organizer, select the Request.

2 From the Main menu, select GIFTS Plus » Create/Update Payments.
The options for creating a payment schedule are displayed.

ﬁ Step 1 - Select Schedule Dptions E3
Request [481] -- $40,000.00 [project to win from 7/2/2006 ta 7/2/2007)
# of Payment(s) |4 3: ¥ Adust scheduls dates for weekends
¥ Round payment amaunts to nearest whole number
Schedule Every |3 ﬁ IMonth[s] ﬂ
Default Codes
1stPayment Date @ on " after Payment Type ICharitabIe Contribution j

IF'miec:t Start [ate (7/2/2006) j G/L Account |<None specified: j

Mest -» | Cancel |

3 Select the number of Payments you wish to schedule and the interval
between each payment (in days, weeks, months, or years).

4 From the list of dates, specify the date that will be used as the basis for
scheduling the first Payment. Your options for choosing a date vary
according to the Disposition of the Request and by the available data.

Examples: The Approval Date and Project End Date are only available for
Approved Requests. Likewise, the Request’s Meeting Date is provided
as an option only when one has been specified for that Request.

5 Select whether the first Payment falls “on” or “after” the date you
chose in the preceding step.
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Example: If the Payments are scheduled every three months and you
choose to start the Payments “after” the Project Start Date, the first
Payment will be scheduled three months after the Start Date.

If you do not want any Payments to be scheduled on a weekend, select
the “Adjust schedule dates for weekends” option.

Example: If a Payment’s date falls on a Saturday, GIFTS will move it’s
schedule date to the preceding Friday. If it falls on a Sunday, GIFTS will
move it to the following Monday.

Select the “Round payment amounts to nearest whole number” option
if you want to ensure that all of your Payments are made in whole
numbers—even as you edit payment amounts based on percentages.

Select the default Payment Type and General Ledger Account codes to
be applied to all of the Payments.

Click Next. You are prompted to review and modify the payment
schedule:

# Step 2 - Review and Modify Payment Details Ed
Request [481] - $40,000.00 [project to run fram 7/2/2006 ko 7/2/2007)

The grid below shows thase Papments that will be created for this Request. Make any desired changes to schedule dates
or amaunts, then click Finish to complete Payment creation.

# ‘ Schedule Date Fr | Arnount | # | Budget Resolution
07/03/2008 2006 $10.000.00 25% <5elect a Reserve Fund/Line ltem>

10/02/2006 2006 §10.000.00 25% <Select a Reserve Fund/Ling Itemy

01/02/2007 2007 $10.000.00 28% Mo rezolution needed: Budget Wear does not exist
04,/02/2007 2007 $10,000.00 25% Mo resolution needed: Budgst Year does nat exist

Lalalale

I B

Payment Schedule Total : $40,000.00 [100.00% of grant amaunt] < Back I Bl | Carcel

% You can edit the Schedule Date, Fiscal Year (FY), or amount of the
scheduled Payments. Note that you can change the amount of the
Payments by either editing their amounts or their percentages. As
you change amounts, the Payment Schedule Total at the bottom
of the window is updated to reflect the changes you make.

% If you have the optional Budget Module, you may be required to
resolve the Payments against your Budget. You can resolve the
Payments against line items for the grantee organization or from a

Creating a Payment Schedule for a Request
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reserve fund. To resolve a Payment, click the icon at the right edge
of the Budget Resolution column and choose a Budget item.

| Budget Resolution |
<Select a Reserve Fund/Line ltem
<5elect a Reserve Fund/Line lterm: .

For more information about the conditions under which Payments
must be resolved, please refer to the “When Payments Need to be
Resolved” section of the Budget Module User’s Guide.

10 Click Finish. If the payment creation is successful, a confirmation
message is displayed after the GIFTS Payment records are created. If
any of the Payments cannot be created, the entire process is cancelled
and a message explaining the cause of the cancellation is displayed.

11 Click OK to close the confirmation message.

If the process ran successfully, the payment schedule for the Request has
been created. You can make further changes by either editing the
Payments individually in GIFTS, or by using Payments Plus to re-open the
Request’s payment schedule, as described in the next section.

Modifying the Payment Schedule for a
Request

To modify the dates, amount, or resolution of payments for a Pending or
Approved Request:

1 Inthe Requests folder of the GIFTS Organizer, select the Request.
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2 From the Main menu, select GIFTS Plus » Create/Update Payments.
The Request’s payment schedule is displayed.

ﬁ Modify Payment Schedule B3

Request [481] - $40,000.00 (project to run from 7/2/2006 ta 7/2/2007]

The grid below shows those Payments that currently exist for this Fequest. Make any desired changes to schedule dates
or amaunts, then click Finish to complete the update,

&

| Budget Resolution
Community Reserve [$42,500.01)
Community Feserve [$42,500.01)

Mo resolution needsd: Budget Year does not

# | Status | Schedule Date Fy Amount
1 Pad 07/03/2006 2006 £ 1000000 25
2 Gchedued 10/02/2008 |o|2006 HIHGEIEE T 25
3 Scheduled 01/02/2007 2007 $10.000.00 25
4 Scheduled 04/02/2007 2007 $10,000.00 28k No_ l‘esolutinn needed: Budget Year does nat

o

»

I3

o

I

Payment Schedule Total:  $40,000.00 (100.00% of grant amaunt] St | Carcel |

Note: Voided and Cancelled Payments are not displayed.

3 You may edit the Schedule Date, Fiscal Year (FY), Amount, and Budget
Resolution of the Payments. Note that some data may be read-only
(“grayed out”) if any of the following restrictions apply:

% You cannot edit the Schedule Date or Amount for Paid or
Refunded Payments.

% Your GIFTS security permissions may prevent you from changing
the Fiscal Year assigned to Payments.

% If you have the Budget Module, you cannot edit Payments
resolved against a Closed Budget Year or against line items that
you do not have permission to access.

4 Click Finish. If the payment modification is successful, a confirmation
message is displayed after the Payments are updated. If any of the
Payments cannot be updated, the entire process is cancelled and a
message explaining the cause of the cancellation is displayed.

5 Click OK to close the confirmation message.

If the process ran successfully, the payment schedule for the Request has
been updated.

Modifying the Payment Schedule for a Request
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Scheduling Payments for a Batch of
Requests

To create a payment schedule for a batch of Pending or Approved
Requests:

1 Inthe Requestsfolder of the GIFTS Organizer, select the Requests. You
can select a mix of Pending and Approved Requests, as long as your
GIFTS permissions allow you edit all of the Requests that you select.

Tip: Toselectagroup of Requestsinthe Organizer, hold down the SHIFT
or CTRL key as you click on them.

2 From the Main menu, select GIFTS Plus » Create/Update Payments.
The options for creating a payment schedule are displayed.

% Step 1 - Select Schedule Options gj

Generate schedule of Payments for selected Reguests

# of Payment(s) 3 3 | Adjust schedule dates for weekends
A . : Found payment amounts to nearest whole number
Schedule Every |1 ¥ | | Monthiz) |
T Default Codes
Bt Fopyrees Bk S0) s C ) e Payment Type | Chartable Contribution |
: .Dispos'rtion.l.jate v

GIL Account | 000100 |

3 Select the number of payments you wish to schedule and the interval
between each Payment (in days, weeks, months, or years).

4 Fromthe list of dates, specify the date that will be used as the basis for
scheduling the first Payment. Be sure to choose a date that is valid for
all of the Requests you selected.

Example: If you select Meeting Date and a Request in the batch does not
have a Meeting Date, Payments Plus will not create Payments for that
Request because there is no date on which to base the payment
schedule.

5 Select whether the first Payment for each Request falls “on” or “after”
the date you chose in the preceding step.
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Example: If the Payments are scheduled every four weeks and you
choose to start the payments “after” the Disposition Date, the first
Payment for each Request will be scheduled four weeks after its
Disposition Date.

If you do not want any Payments to be scheduled on a weekend, select
the “Adjust schedule dates for weekends” option.

Example: If a Payment’s date falls on a Saturday, GIFTS will move it’s
scheduled date to the preceding Friday. If it falls on a Sunday, GIFTS
will move it to the following Monday.

Select the “Round payment amounts to nearest whole number”
option if you want to ensure that all of your Payments are made in
whole numbers—even as you edit Payment Amounts based on
percentages.

Select the default Payment Type and General Ledger Account codes
to be applied to all of the Payments.

Click Next. You are prompted to review and modify the payment
schedule:

* Step 2 - Review and Modify Payment Details

The following schedule will be used to create Payments for the selected Reguests. Make any desired changes and then
click Mext to specify Budget Resolution.

# Schedule Date
» | 1 Disposition Date 3%
2 1 Month(s) after Disposition Date %
3 2 Month(s) after Disposition Date 3% %
[] Divide amount egually amang Payments Payment Schedule Tolal :  100.00

[ < Back| [Ne—>| | Caneel |

% You can edit the amount of the scheduled Payments by changing
the percentage allocated to each one. Since the grant amount for
each Request is different, you can not edit specific payment
values. As you change the percentages, the Payment Schedule
Total at the bottom of the window is updated to reflect the
changes you make.

Scheduling Payments for a Batch of Requests
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% If you chose a specific date in the previous step (instead of a date
relative to each Request, such as the Disposition Date), you can
edit the Schedule Date of each Payment.

% If you prefer to have the payment amounts be exactly equal for all
scheduled payments, check the box for Divide amount equally
amount Payments. You will notice the percentage column is
removed when this is enabled.

* Step 2 - Review and Modify Payment Details

The following schedule will be used to create Payments for the selected Reguests. Make any desired changes and then
click Mext to specify Budget Resolution.

# Schedule Date

1 Disposition Date
2 1 Month(s) after Disposition Date
3 2 Maonth(s) after Disposition Date

>

Divide amount egually among Payments Payment Schedule Total :  100%

by [ < Back| [Ne—>| | Caneel |

10 Ifyoudo not have the optional Budget Module, please proceed to Step
12. If you have the Budget Module, click Next. Payments Plus displays
a list of the Open Budget Years for your system.

* Step 3 - Specify Budget Resolution

The Reguest's linked budget item will be used when resclving any Payments to be created for it. You may also specify
below the reserve fund to be used if a budget item is not defined or the linked item does not have sufficient funds.

Year Default Reserve Fund

2010 <Mone selected:
bl 2011 Atts Reserve ($679,650.00)

[

[ < Back| | Finish | [ Cancel |

Budget resolution is required for all payments that are created for
Approved Requests; funds for Pending Requests are not committed.

For each Approved Request, Payments Plus will attempt to resolve
Payments against the Budget item to which the Request is linked.

55
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Payments Plus can attempt to draw funds from a default reserve fund
that you specify if any of the following conditions apply:

% There is no Budget item linked to the Request
% The linked Budget item has insufficient funds

% A Payment falls in a different Budget Year than the linked Budget
item

If you would like to specify a default reserve fund for a Budget Year,
click the icon at the right edge of the Default Reserve Fund column to
select a reserve fund. This reserve fund will be used only for Payments
that fall within that year. Repeat this step for each Budget Year that
should have a default reserve fund.

Note: Selection of default reserve funds is not required; however,
Payments Plus does not create payments if their funds cannot be
resolved against a Budget Item.

Click Finish. A process log is displayed as the Payments are created. A
confirmation message is displayed at the end of the process, which
indicates whether any Payments could not be created.

Click OK to close the confirmation message. The process log remains

open.

% GIFTS Payments Plus Q@@

Payment creation complete.

» :Payments successfully created for Reguest [746]

Payments successfully created for Request [745] Save Log
Print Log

Close

Ar e

14 You can click Print Log or Save Log to print or save a copy of the results

log. When you are finished reviewing the log, Close it to end your
Payments Plus session.

You can make further changes by either editing the Payments
individually in GIFTS or by using Payments Plus to re-open the payment

Scheduling Payments for a Batch of Requests
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schedule for individual Requests, as described in “Modifying the
Payment Schedule for a Request” on page 51.
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This chapter describes how to use Reminders Plus to create or
modify reminders for GIFTS Activities and Requirements.

In This Chapter
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Using Reminders Plus

About Reminders Plus

Sending reminders with the standard GIFTS software entails running
regular searches for upcoming or overdue items and using the
correspondence feature to manually send reminders. Reminders Plus
automates this process, saving you a significant amount of time and

ensuring that reminders are never mistakenly forgotten.

With Reminders Plus you can:

K3
o

Schedule automated reminders: You can schedule a reminder to be
sent for any GIFTS Activity or Requirement type that does not have a
Done date or Received date, respectively. For example, you can set up
a reminder on Progress Reports to be sent one week prior to the due
date and GIFTS will automatically send out emails to the recipient/s
you select.

Send reminders to multiple recipients: You can select an unlimited
number of recipients for your reminders, specifying To, Cc, or Bcc for
each. In addition to grantee contacts and staff from your GIFTS
database, you can manually enter additional email addresses. You can
even send reminders to mobile phones with SMS capability. You also
have the ability to exclude contacts on an individual level.

Keep a record of sent reminders: You can choose to create an Activity
for each reminder sent. Activity notes include the recipient names and
addresses and also the body text of reminders, providing a full record
of all correspondence.

Specify a time to send the reminders: Reminders Plus can be set up to
run on a daily basis at a time specified by you using the Windows Task
Scheduler.

Creating a Reminder

To create a new reminder for an Activity or a Requirement:

1

60

From the GIFTS Organizer Main menu, select GIFTS Plus » Reminders
Plus. (You do not need to have an Activity or Requirement selected.)
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The Reminders Summary form opens. If you have any existing
reminders, they are displayed here.

4% Reminders Plus

File Tools

[ New Reminder... [} Edit Reminder...

‘when
1 Month Before
1 Month Before

Record
Activity
Activity

Name
(W Project & Site Visit
Praoject B: Meeting Confir

Change User| Change Date
ADMIN 3126/2012
ADMIM 3/26/2012

Last Run
4/5/2012 10:
4/5/2012 10:

Status
Disabled
Disabled

From the File menu or the toolbar, select New Reminder. The New
Reminder form opens.

Enter a Name for your reminder. The name is used to recognize your

[@sievet
|[] Phene Call

|[] Mesting

|[] Reminder

In the Record field, select Activity or Requirement.

In the Type field, select all the record types for which you want this
reminder to be sent. You can create a very generic reminder and use
it for all record types, or you could create a different reminder for each
type.

Note: The Advanced button is for creating reminders based on criteria
other than Activity and Requirement due dates, using SQL queries. An
example could be if you only wanted a reminder sent for Site Visit
activity. If you are interested in custom advanced functionality, please
contact MicroEdge Custom Programming Services for more
information.
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Using Reminders Plus

In the Recipients section of the form, select To, Cc, or Bcc for any
contact and staff options you want. If you leave a field blank, the
corresponding recipient will not receive an email.

Note: Inactive contacts and staff will not receive reminders.

If you have selected to remind staff but there are certain staff who
never want reminders, you can block them by clicking Exclude. This
opens a separate window with a list of active staff users.

Recipients
Please select To. Cc. or Bee.

™| Staff on Request

¥ | Secondary Staff on Request
¥ | Staff on Activity

Ml Primary Contact on Reguest

¥ | Contact on Activity

¥ | Contact on Payment

Select any users you want to exclude from the reminder and click OK.

Note: The Exclude settings override any other Recipient selections you
have made.

Secondary Staff members can also be included in the Reminder emails
using the Secondary Staff on Request option.

For Other, select To, Cc, Bcc, or SMS.
% For To, Cc, and Bcc, enter an email address.

% For SMS, enter a 10-digit mobile phone number with SMS (short
message service) messaging capability.

Click Add.

Repeat for each ‘other’ contact you want to add. To remove an ‘other’
contact, select the address and click Remove.

Creating a Reminder
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Using Reminders Plus 5

In the Send section, the Subject Prefix field can be used to enter any
text you want to display as a prefix on the subject line of your message.
(The subjectline of your message is determined by your mail template.)
You can leave this field blank if you prefer.
Send

Subject Prefix |GIFTS Reminders Plus:

Template | W
Attachment Template Site Vist Reminder v
Occurs 1| |Months % m ~| Due Date

Create Activity Enabled

=B

From the Template drop-down menu, select the email template you
want to use for the reminder. You must use an existing GIFTS email
correspondence template; if nothing displays in the drop-down menu,
you do not have any templates set up in GIFTS. Please refer to “Creating
a New Correspondence Template” in Chapter 7 of the GIFTS
Administrator’s Guide for instructions on adding templates.

The Attachment Template drop-down menu, lets you select from the
available printed letter templates for the record type to attach to the
Reminders email so recipients can return their information quickly.

In the Occurs fields, specify the date on which you want the reminder
sent relative to the due date of the Activity or Requirement. You can
have reminders sent X days, weeks, or months before or after a due
date. If you want a reminder sent on the due date, set it to be sent 0
days before or after the due date.

Note: If you set your reminder to be sent 0 weeks or months before or
after the due date, and you send reminders on a daily basis, your
recipients will get a reminder every day of the week or month in which
their Activity or Requirement is due.

If you want an Activity to be created for your reminder, select the
Create Activity check box. If created, Activity notes include the
recipient names and addresses and also the body text of reminders,
providing a full record of all correspondence.
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18 By default, new reminders are Enabled, meaning they are active and
will be sent. To disable your reminder, clear the Enable box. Disabled
reminders are not sent when Reminders Plus runs.

Creating reminders does not mean they will be sent; you need to
schedule the Reminders Plus Engine to run and send them. For
instructions on sending reminders, please see “Scheduling and Running
Reminders Plus” on page 66.

Editing Reminders

Reminders are edited using the same form with which they are created.

To edit a reminder:

1 From the GIFTS Organizer Main menu, select GIFTS Plus » Reminders
Plus. The reminders Summary form opens. Your existing reminders are
displayed.

=l

File  Tools

D Iew Reminder @ Edit Reminder

. Final Report Due in - Activity O Months  ADMIN 10411/20 101042006 4:47:4  Success

2 Double-click the reminder you want to edit. The Edit Reminder form
opens.

The Edit Reminder form has the same fields as the New Reminder form.
For an explanation of the fields, please see “Creating a Reminder” on
page 60.

3 Make any changesyouwantto the reminder and click OK at the bottom
of the form. Your reminder is edited.

Specifying Email Settings

Reminders Plus uses the same email program as GIFTS, but in some cases
GIFTS prompts for additional information when sending email. Since

64 Editing Reminders
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Reminders Plus is run on an automated, scheduled basis, any such
additional information needs to be stored as a setting.

If your GIFTS system is set up to use Lotus Notes API, VIM, or SMTP/POP,
you need to specify email settings. If your GIFTS system is set up to use
MAPI, you do not need to specify settings.

Note: If you are not sure what your GIFTS email settings are, you can verify
them from the GIFTS Administrator Module. Go to Setup » Preferences,
and look at “E-Mail Program Used” on the External tab.

To specify email settings:

1 From the Summary form of Reminders Plus, go to Tools » Email
Settings.

Note: If Email Settings is disabled (greyed out) on the Tools menu, your
GIFTS system is set up to use MAPI and you do not need to specify
settings.

Depending on your email settings, one of the following forms appears.

< Lotus Notes API
=k

Authentication

User: Il

Password: I

Cancel |

% VIM or SMTP/POP
iBix

Authentication

User:

|
Password: I
From Dizplay M ame: I
|

Fieply To Email Address:

()8 I Cancel

Specifying Email Settings 65



Using Reminders Plus

2 Enter a User name and Password. Note that these should come from
your mail system and not GIFTS.

3 For VIM or SMTP/POP, enter a From Display Name (the name that will
display as the sender of the reminder) and a Reply To Email Address
(the address which will display as the ‘from’ address and to which
recipients’ replies will be sent).

4 Click OK. These settings will be used for all messages sent from
Reminders Plus until changed.

Scheduling and Running Reminders

Plus

66

The part of Reminders Plus that actually generates and sends the
reminders you create is called the Reminders Plus Engine. It can be
scheduled to run automatically via a task scheduler or it can be run
manually. The following sections describe how to run the Reminders Plus
Engine.

Although you can create reminders from any GIFTS workstation, you can
only schedule and send reminders from a workstation on which you have
run the Reminders Plus Engine Setup. For information on the running the
Reminders Plus Engine Setup, please see your GIFTS Plus Pack 3
Installation or Upgrade documentation.

If you are not sure whether the Reminders Plus Engine Setup has been
run on your workstation, you can verify that through your Control Panel.

To verify that the Reminders Plus Engine Setup has been run:

1 Go to the Start menu and choose Control Panel » Accessories » Add
or Remove Programs. A list of all the programs installed on your
workstation appears.

Scheduling and Running Reminders Plus
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2 Scroll down the list to look for:

|ﬁ| MicroEdge RemindersPlus Engine

If you do not see the MicroEdge RemindersPlus Engine, it has not been
set up onyour workstation and you cannot schedule and runreminders
from this machine. If you think you should have this capability, please
contact the administrator who installed or upgraded your GIFTS Plus
Pack.

Scheduling Automated Reminders

The workstation sending reminders does not need to have a user logged
in to send reminders, but it must be turned on. Be sure to schedule
automated reminders on a machine that will be left on.

Important: If you are running Windows Vista on your workstation, refer to
the instructions located on page 69.

To schedule the Reminders Plus Engine to run as an automated task:

1 From the workstation on which you have run the Reminders Plus
Engine Setup, go to the desktop Start menu and choose All Programs
» Accessories » System Tools » Scheduled Tasks. The Scheduled
Tasks Control Panel open.

Note: If you are using Windows 2000, the path is Start » Settings »
Control Panel » Scheduled Tasks.

2 Double-click Add Scheduled Task. The Scheduled Task Wizard opens.
3 Click Next. You are prompted to select the program you want to run.

4 Click Browse and select the GIFTSRemindersPlus.exe file located in your
GIFTSPlus directory.

5 Click Opentoselectthe GIFTSRemindersPlus.exe file. You are prompted
to enter the name and frequency of the task.

Scheduling and Running Reminders Plus 67
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Enter a description, and select whether you are scheduling Reminders
Plus to run once or on a regular basis.

Scheduled Task Wizard x|

Type a name for thiz task. The task name can be
the same name az the program name.

|GIFTSFiemindersPlus

Perfarm this task:

* Daily

= wieekly

= Monthly

" One time only

" ihen my computer starts
 when | log on

< Back I Mext > I Cancel |

Click Next. You are prompted to enter the time and day on which you
want the program to run.

Enter a starting day and time.

Click Next. You are prompted to enter the login information for the
Windows user account that will be used to run the Reminders Plus
Engine.

Enter the login and password for your Windows user account.
Remember thatto schedule the Reminders Plus Engine, you must have
permission for Reminders Plus.

Click Next. The Wizard displays the options you selected.

Select the “Open advanced properties for this task when | click Finish”
option.

Click Finish. The task properties are displayed.

Note: If Windows displays an “access denied” message, the user ID you
entered does not have permission to use Reminders Plus, or the
password you entered was not correct.

Inthe Run field, at the end of the path to GIFTSRemindersPlus.exe, type
a blank space and then type “-generate” (do not type a blank space

Scheduling and Running Reminders Plus
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after “-generate”). This parameter indicates that the Reminders Plus
Engine should run, generating and sending reminders.

GIFTSRemindersPlus ed e

Task |Schedule| Settingsl Securityl

ggg C:wIMDOMWSAT asks\GIFTSRemindersPlus. job

Fun: IIFTSB‘I WGEIFTSPIusAGIFT SRemindersPlus. exe - generate

Browse... |

Start in; [E:AGIFTSETNGIFTSPlus

Comments: ’

Fun as: IMIEHDEDGE\piewett Set pazsword... |

[~ Run only if logged an
¥ Enabled [scheduled task runs at specified time]

QK I Cancel | Apply |

14 Click OK to save your changes. If you are prompted to re-enter your
Windows login information, re-enter it and click OK.

To schedule the Reminders Plus Engine to run as an automated task from
a workstation running Windows Vista:

1 From the Windows Start menu, choose All Programs » Accessories »
System Tools » Task Scheduler. The Task Scheduler Window appears.

2 Click Create Basic Task from the Actions section. The Create Basic Task
Wizard appears.

Enter the Name and Description for the batch, and then click Next.

4 Select when you want the batch to run, either once or on areoccurring
basis, and then click Next.
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5 Enterastarting date and time, and the frequency, if needed. Then click

Next.

Weekly

Create a Basic Task

Start: - -00: =1 " .
Trigger Sart: | 14008 7| | Gon00 P ™ Universal time
Action Recur every: |1l wieeks on
Finish ™ Sunday ¥ Monday ™ Tuesday ™ Wednesday

™ Thursday ™ Friday ™ Saturday

6 Select Start a program, and then click Next.

7 Click Browse and select the GIFTSRemindersPlus.exe file located in your
GIFTSPlus directory.

8 Click Open.

9 Inthe Add arguments field, enter “-generate”. This instructs the
scheduler to run the batch in silent mode.

10 Inthe same field after the “-generate”, add the name of the batch and
the name of the GIFTS user who created the batch in the following

format:
batch=[batch name] login=[GIFTS user ID].

Start a Program

Create a Basic Task

Trigger Programscript:

Weekly

X Cihgifts\GIFTSRemindersP lus exe Browse... |

Action —

Starta Program Add arguments (optional): I-generate batch=[batch name]login=[GIFTS user ID]
Finish

Startin {optionalj: I
11 Click Next.

12 To configure advanced settings, select the Open the Properties dialog
for this task when | click Finish checkbox.
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Note: This step is optional and launches the Properties window after
you click Finish which allows you to enter advanced settings.

13 Click Finish.

The Reminders Plus Engine and Window Scheduled Tasks are now set up
to run at the time you specified, without any further user intervention.
When the Reminders Plus Engine runs, any reminders scheduled for that
day are sent out and—for any reminders that were set up to create an
Activity—an Activity is created in GIFTS.

Running Reminders Plus Manually

The Reminders Plus Engine can also be run manually at any time from a
workstation on which the Reminders Plus Engine Setup has been run.

The Reminders Plus Engine is run via the GIFTSRemindersPlus.exe located
in your GIFTSPlus directory. However, because this executable also runs
Reminders Plus, if you double-click the GIFTSRemindersPlus.exe, it will
open the Plus Pack feature, exactly as if you had selected it from your
GIFTS menu. In order to tell the GIFTSRemindersPlus.exe to run the
Reminders Plus Engine to generate and send reminders, you need add
certain parameters to the command. This is done by creating and
modifying a shortcut to the GIFTSRemindersPlus.exe.

To create a shortcut to run the Reminders Plus Engine:
1 Locate GIFTSRemindersPlus.exe in your GIFTSPlus directory.

2 Right-click on GIFTSRemindersPlus.exe and select Create Shortcut. A
shortcut is created in the same folder. You can move this shortcut, for
example to your desktop, after creating it.

|E}Shortcut to GIFTSRemindersPIus.exe|

3 Right-click on the shortcut and select Rename. Rename your shortcut
Reminders Plus Engine, or something else you will remember easily.
You do not need to include .exe in the name.

4 Right-click on the shortcut and select Properties. The Properties
window appears.
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5 Inthe Target field, at the end of the path to GIFTSRemindersPlus.exe,
type ablankspace andthentype “-generate” (do not type a blank space
after “-generate”). This parameter indicates that the Reminders Plus
Engine should run, generating and sending reminders.

Reminders Plus Shortcut Properties 2=l

General  Shortcut | Eompatibilityl Securityl

Reminders Plus Shortcut

Target type: Application

Target location: GIFTSPlus

Target: I\GIFTSF'Ius\GIFTSHemindersF’Ius.exe -generate

6 Click Apply.

Your shortcut is now set up to run the Reminders Plus Engine. You can
double-click this shortcut to generate and send reminders manually at
any time.

Disabling and Deleting Reminders

72

You can disable or delete a reminder at any time. A disabled reminder
will not be sent, but its settings are saved and it can be enabled again to
be sent in the future. A deleted reminder is permanently removed from
your system.

To disable a reminder:

1 Fromthe Summary form of Reminders Plus, double-click on areminder
to open the Edit form.

2 At the bottom of the form, clear the Enabled check box.
[V Create Activity %Enabled Cancel | |

3 Click OK. The reminder is disabled and will not be sent unless it is
enabled again.

Disabling and Deleting Reminders
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To delete a reminder:

1 From the Summary form of Reminders Plus, click on a reminder to
select it.

2 Go to File » Delete Reminder. A confirmation message appears.

3 Click Yes to delete the reminder. This action cannot be undone.

Viewing the Error Log File

If Reminders Plus encounters any errors when it runs (either scheduled
or manually), it generates an error log file where you can view
information about the error/s that occurred. Error logs are text files,
created on a daily basis (when errors occur) and named in the following
format: Reminder MM-DD-YYYY. If more than one reminder encounters
errors in a day, all the error messages for that day are included in a single
log file.

You can quickly see if a reminder had any errors by looking at the Status
column of the Summary form.

-loix

File  Tools

D Iew Reminder @ Edit Reminder

Mame | Fecaord | Frequenc:y| Change LI | Change [ | Last Run | Statuzs |
Feport Due i Requirement 1 'wWeek ADMIN 10/40/200 Ermor
Don't Forget!  Requirement 1 'Week ADMIN 9/25/2008

If a reminder’s status is Error, an error log file has been created. Note
that if no errors occur, a log file is not created. A status of Error does not
necessarily mean that your reminder has not been sent. It can indicate a
partial error, for example, that one of three recipients was missing an
email address. The log file contains these details.

To view the error log file:

1 From the Summary form of Reminders Plus, go to Tools » View Error
Log. The directory where your error logs are written opensin a
separate window. The default location is the Logs\Reminders Plus
folder in your GIFTS directory.

Viewing the Error Log File 73
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2 Select the log file you want and double-click to open it and view error
details.

3 When you are finished reviewing errors, you can close the log file and
log file directory windows.

Viewing the Error Log File
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This chapter describes the new charting features found in GIFTS
Charts Plus. You can chart more kinds of Payment and Request
data by an expanded list of categories, and use powerful charting
tools to format charts to meet your organization’s needs.

In This Chapter

About Charts PIUS .....ccuveviiiiiie e 76
Selecting the Data You Want to Chart.......ccccccevveeenneennenn. 77
Selecting How to Group Your Data........ccceeeveeveereenreeenneens 83
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Working with Chart Properties........cccccovvveeveveevveeeeneeenne 105
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About Charts Plus

76

GIFTS Charts Plus is available for charting both Requests and Payments.
To access the Charts Plus feature, log in to GIFTS, select either the
Requests or Payments folder in the Organizer, then choose GIFTS Plus »
GIFTS Charts Plus from the main menu:

% GIFTS Charts Plus =] B3
Specify Data | Chart It |

—Specify data to be included

Balance

Count of Requests
Grant Amount
Crai
Fes

e =

< Hemove |

Lalculation I x l

—Specify how the data should be grouped

=

When setting up your chart, there are two main determinations you will
make:

% Which data do you want to chart? — In both Requests or Payments
charting, you have a selection of data available. For example, if you
want a chart that shows the total of Grant Amounts your organization
gave away in each Fiscal Year, Grant Amount is the data you want to

chart.

Note: You can select more than one data field for a single chart.

About Charts Plus
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% How do you wantthe chart to group the data? — Once you know which
data you want to chart, you will decide how you want it grouped in the
chart.

In our first example, we described a simple chart that shows total of
Grant Amounts per Fiscal Year. In GIFTS Charts Plus, this means the
data (Grant Amount) is grouped by Fiscal Year.

The next two sections of this chapter describe selecting data to chart,
and how to use the grouping options of GIFTS Charts Plus.

When You’re Ready to View Your Chart

The options in the next two sections are found in the Specify Data tab of
GIFTS Charts Plus. When you’re ready to see the chart you’ve created
there, click the Chart It! tab to open it:

4 GIFTS Charts Plus M= k3

Specify Datg | Chart [t I

|'S|:|ecify data to be included
| |

Balahce [

Options found in the Chart It! tab are described in “Formatting and Other
Chart Options” on page 93.

Selecting the Data You Want to Chart

This section of the chapter discusses which fields you can chart data
from, how to add and remove the fields, and the options available for
calculating the selected data.

Selecting Requests or Payments to Chart

The first step is to display the Requests or Payments you want to chart in
the GIFTS Organizer. Use standard GIFTS functionality (such as searching
or zooming) to display the records you want to chart data from.

Once you have displayed the desired Requests or Payments in the
Organizer, highlight the ones you want to chart. If you want to chart all

Selecting the Data You Want to Chart 77
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records currently displayed in the Organizer, you can press CTRL+A in the
folder to select all.

Once you have selected the records you want to chart data from, choose
GIFTS Plus » GIFTS Charts Plus from the main menu to begin setting up
your chart.

Selecting the Fields You Want to Chart

After you have selected the Requests or Payments you want to chart in
the GIFTS Organizer, you can use Charts Plus to specify exactly which
data from those records the chart should measure and display:

% GIFTS Charts Plus =] B3
Specify Data | Chart It |

—Specify data to be included For this Requests chart,

we have selected to chart

both Request Amountand

Balance
Count of Requests
Orginal Grant Amount

Recommended Amount Grant Amount.
Add > | _N
P | u Use these arrow keys to
change the order of the

fields selected.

For example, if you
creating a bar chart and
want the bars for Grant
Amount to appear to the

Calculation |Sum :l' left of the bars for

Request Amount, you can

—Specify how the data should be grouped

| =

On the left of the “Specify data to be included” section of the Specify
Data tab is a complete list of fields you can chart data from. (For more
information on the kinds of fields available, please see “Which Fields Can
| Chart?” on page 80.)

If you want to chart data from a field, select the field in the left list and
click Add. The field will move to the right list, and the data from the field
will be charted.

Selecting the Data You Want to Chart
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Selecting Multiple Fields to Chart

In the screen shot above, we selected two fields to chart data from:
Request Amount and Grant Amount. How does this appear once we
chart this data?

It depends on which kind of chart you choose. (For more information on
choosing chart types, please see “Series Properties” on page 107.) In
general, however, when you choose more than one data field to chart,
data for each field will appear next to each other within each grouping.

For example, let’s chart Request Amount and Grant Amount, grouped by
Fiscal Year. In the following bar chart, we see the two amounts charted
next to each other within each Fiscal Year:

% GIFTS Charts Plus =] B3

Specify Data  Chart It |

REPSU|EEDER| K

‘equest Amount, Total Grant Amount by Fiscs

$1,600,000.00 -
$1,400,000.00 -
$1,200,000.00 -
$1,000,000.00 -
. Total Reguest Amount
$&00,000.00 [ Total Grant Amount

$600,000.00

$400,000.00

$200,000.00

$0.00

For each Fiscal Year—that is, within each grouping—two bars appear:
one for Total Request Amount, one for Total Grant Amount.

Selecting the Data You Want to Chart 79
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Which Fields Can | Chart?

Fields available for charting in Requests and Payments are limited to
those with numerical values. By default, these include all currency (or
amount) fields in the Requests and Payments. Also, you can chart by
record count—that is, the number of selected Request or Payment
records which fall within each grouping.

GIFTS Customizer GIFTS Customizer fields with numerical values can
also be charted. If you use the GIFTS Customizer, you can chart Request
or Payment custom fields of the following types:

Small Number, no Decimal Currency
Medium Number, no Decimal Number, with Decimal

Large Number, no Decimal

Multi-currency |If you use GIFTS multi-currency features to track
Request and Payment amounts using exchange rates, these currency
fields can be charted as well. For example, working with multi-currency
Payments, you could chart both functional and local/other Payment
Amounts.

Selecting the Data You Want to Chart
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Calculation Options for Charted Data

Below the list of selected fields in the Specify Data tab, you can select
how you want the chart to calculate data from the fields:

% GIFTS Charts Plus
Specify Data | Chart It |
—Specify data to be included

IS[=] E3

Balance

Count of Requests
Orginal Grant Amount
Recommended Amount
Fequest Amount

>

<- Remove

il

Calculation ISum 'l

—Specify how the data should be grouped

I Fizzal Year

=

Select from the following Calculate options:

Option

Description

Sum

Average

Maximum

Minimum

For the charted field, the total from all selected Requests or
Payments within each grouping.

For the charted field, the average of all selected Requests or
Payments within each grouping.

For the charted field, the single highest amount or number
from the selected Requests or Payments within each
grouping.

For the charted field, the single lowest amount or number
from the selected Requests or Payments within each
grouping.

Note: The Calculate options are not available for record counts such as
Count of Payments or Count of Requests.

Selecting the Data You Want to Chart
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Percentage Codes In GIFTS Charts Plus

Charts Plus supports percentage codes with an option labeled Include
Secondary Codes/Percentages on the first tab of the Chart Plus form.

This option is only enabled when grouping by a coding table that has
been set to track percentage amounts and the Request/Grant Amount
fields are included as data values.

If this flag is checked, the resulting charts may include each Request
multiple times based on the associated codes and represent the
appropriate partial amount of the Request/Grant in each area.

=loix]

Specify Data | Chart It I

—Specify data to be included

Adrin Actual Amount
Admin Budget Amount Fequest Amaunt
Balance
Count of Requests
Direct Project Budget Amount
Direct Project Exp Actual Amount
Grant Amaunt Add > _ﬂ
Nurber of Attendees Confirmed
Number of Attendees Needed _H
Nurnber of Tickets <= Flemaove
Qrginal Grant Amaunt
Paid Amount

g unt
alue Per Ticket Amount

Calculation e

—Specify how the data should be grouped

Display | Description hd Code Level |Lewel1 vl

[ Include Secondary Codes/Percentages
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This will then take into consideration the distribution of code values
across Requests with groups displaying based on the actual percentage
allocation.

Bl =

Specify Data : Chart It I

Total Request Amount by Geographical Ares Served

B Mortheast
[T Morthwvest
B southeast
|| Southwvest
[Tlwiest

Selecting How to Group Your Data

Once you have selected the Request or Payment field(s) you want to
chart, you next choose how to group them. GIFTS Charts Plus provides a
great number of different categories to group by, and grouping options
let you specify how broad or narrow each group will be.

Tip: Explore the different grouping options to see what works well for
you. You may find a useful way to group data in a chart that you haven’t
thought of before.

Different grouping categories are available for charting Requests than for
charting Payments. Different kinds of categories have different grouping
options. We will discuss these different aspects of grouping in the
following order:
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% Request Grouping Categories — This topic providesan overview of the
fields and categories by which you can group charted Request data.

< Payment Grouping Categories — This topic provides an overview of
the fields and categories by which you can group charted Request data.

% Grouping Options Based on Group Type — After you choose a
category by which to group charted data, you may have grouping
options to choose. Different grouping category types have different
options, described in this topic.

Request Grouping Categories

The following categories provide a general overview of Request details
by which you can group chart data:

Category Description

Request Type, Status, or  These categories allow you to group Request amounts
Disposition and numbers into different stages of your workflow.

Request amounts Group data by Recommended, Request, or Grant
Amount, or by calculated amounts like Balance.

For example, you could choose “Count of Requests” as
your data, then group that data by ranges of grant
Amount ($0.00-$50,000.00, $50,001-$100,000, etc.) to
see how many grants of each size you have given.

NOTE: Multi-currency users can group chart data using
either the local/other or functional amount.

For information on options for grouping by amount and
number, please see “Grouping Options Based on Group
Type” on page 88

Request dates Select a date range for Disposition Date, Request Date,
Project Start or End Date, and so on.

For information on options for grouping by date fields,
please see “Grouping Options Based on Group Type” on
page 88
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Category Description

Request Coding Sheet You can select a Code Table from the Request Coding

Categories Sheet and the chart will break down Request data by
code.

Example: Chart Grant Amount by Program Area and see
how much you are giving to each kind of project.

For information on options for grouping by Coding Sheet
categories, please see “Grouping Options Based on Group

Type” on page 88
Grantee Organization’s You can select a Code Table from the Grantee
Coding Sheet Organization’s Coding Sheet and the chart will break

down Request data by code.

For example, you could chart Request Amount by
Geographical Area Served to see which regions of the
country may be less aware of your charitable
organization.

For information on options for grouping by Coding Sheet
categories, please see “Grouping Options Based on Group

Type” on page 88
Grantee Organization Your chart can break down Request data by Grantee
details Organization, or by the Grantee Organizations’ countries,

states, or Zip codes.

Other Request details Group by Request Primary Contact or other Request
details found in the GIFTS Charts Plus options.

GIFTS Customizer — Certain GIFTS Customizer fields are also available
for grouping data in charts. When you are charting Request data, custom
fields from the the following records are available:

<+ Requests
< Request Grantee Organizations

Request custom fields and custom fields from Grantee Organizations can
be used as chart groups if the custom fields are of the following types:

Small Number, no Decimal Currency
Medium Number, no Decimal Number, with Decimal
Large Number, no Decimal Date
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Values

For information on grouping options for date, currency, and number
fields, please see “Grouping Options Based on Group Type” on page 88.

Payment Grouping Categories

The following categories provide a general overview of Request details
by which you can group chart data:

Category

Description

Payment Status

Payment Amount

Payment dates

Request Coding Sheet
Categories

86

These categories allow you to group Payments data into
categories like Paid, Hold, and so on.

Chart Payments data in groups based on ranges of
Payment Amount.

NOTE: If you use GIFTS multi-currency options, you can
chart by a range of local/other or functional amounts.

For information on options for grouping by amount,
please see “Grouping Options Based on Group Type” on
page 88

Select a date range for Schedule Date, Paid Date, and so
on.

For information on options for grouping by date fields,
please see “Grouping Options Based on Group Type” on
page 88

You can select a Code Table from the Coding Sheet of the
Payment’s Request and the chart will break down
Payment data by code.

Example: Chart Payment Amount by Request’s Program
Area and see how much you are giving to each kind of
project.

For information on options for grouping by Coding Sheet
categories, please see “Grouping Options Based on Group
Type” on page 88
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Description

Grantee Organization’s
Coding Sheet

Payee Organization’s
Coding Sheet

Other Payment details

You can select a Code Table from the Grantee
Organization’s Coding Sheet and the chart will break
down Payment data by code.

For example, you could chart Count of Payments by
Geographical Area Served to see which regions of the
country have received the most Payments.

For information on options for grouping by Coding Sheet
categories, please see “Grouping Options Based on Group
Type” on page 88

You can select a Code Table from the Payee
Organization’s Coding Sheet and the chart will break
down Payment data by code.

For information on options for grouping by Coding Sheet
categories, please see “Grouping Options Based on Group
Type” on page 88

Group by Request Primary Contact or other Payment
details like G/L Account, Fund, or Fiscal Year.

GIFTS Customizer — Certain GIFTS Customizer fields are also available
for grouping data in charts. When you are charting Payments data,
custom fields from the the following records are available:

0
e

Payments

e
<

Requests

o

X3

% Payee Organizations

» Grantee Organizations

Payment, Request, and Organization custom fields can be used as chart
groups if the custom fields are of the following types:

Small Number, no Decimal Currency

Medium Number, no Decimal Number, with Decimal
Large Number, no Decimal Date

Values

Selecting How to Group Your Data
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For information on grouping options for date, currency, and number
fields, please see “Grouping Options Based on Group Type” below.

Grouping Options Based on Group Type

When you select certain types of categories by which to group data in a
chart, GIFTS Charts Plus provides different grouping options particular to
that group type.
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Amount and Number Categories For example, Recommended
Amount (when charting Requests) or Payment Amount (when charting

Payments):

% GIFTS Charts Plus
Specify Data | Chart It I
—Specify data ta be included

B alance

Murnber of Books
Qrginal Grant Amaunt
Recommended Amount
Request Amount

=] 3

Count of Requests

Add >

kB

i

< Remove

Calculation %

—Specity how the data should be grouped

Range (10000 3:

Option

Description

Range

Selecting How to Group Your Data

When you group data by amount or number, you need to provide
a range. In this field, enter a number indicating the size of the
range.

In the example above, we have selected to group by Original
Grant Amount using a range of 10,000. This chart will show us the
number of selected Requests for which the Original Grant
Amounts were:

% $0.00 - $10,000.00

% $10,000.01 - $20,000.00

...and so on.
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Date Categories For example, Project Start Date (when charting
Requests) or Paid Date (when charting Payments):

% GIFTS Charts Plus
Specify Data | Char It |
[ Specify data to be included

Count of Requests
Grant Amount

MNumber of Books
Recommended Armount
Request Amaunt

=
Orginal Grant Amount
Add > N
<-Hemove ﬂ

Calculation | Sum =

— Specify how the data should be grouped

IMeetmg Date ﬂ
Group by [real 'I
Day
Moarth
uarter
Option Description
Group by When you group data by a date, you determine the range of dates

90

to comprise each category by choosing grouping by day, month,
quarter, or year.

In the example above, we have chosen to group by Meeting Date.
We can group Requests data by the year (Requests with Meeting
Dates within the same year will be grouped together), quarter,
month, or day.

NOTE: If your Fiscal Year is not the same as the calendar year—for
example, your Fiscal Year as specified in the GIFTS system runs
from October 1-September 30—you will have six options here:
You can group by Fiscal Year, Calendar Year, Fiscal Year Quarter,
Calendar Year Quarter, Month, or Day.

Selecting How to Group Your Data



Using Charts Plus

Coding Sheet Entries When charting Request data, you can group
data by code, breaking down amounts by classifications in the Request’s
Coding Sheet or the Grantee Organization’s Coding Sheet:

% GIFTS Charts Plus [_[O]x]
Specify Data | Chart It I
—Specify data ta be included
Girant Amount
Request Amount
Add | |
< Remove | _H
Calculation %
—Speciby how the data shald e grouped
IPngram HLrea j
Display ipi 'I Code Level |Level 2 -
Option Description
Display This selection determines how the chart labels each

group of data. You can choose to label your chart using
each classification’s Description, Code, or both.

Code Level This option is available if you select a multi-level Code
Table by which to group data. Select the level at which
you want to break down data in your chart.

This option is not shown if you choose a single-level
Code Table.

In the illustration above, we have chosen to chart Grant Amount by
different Program Areas specified in the Request Coding Sheet. We are
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breaking down data at Level 2 Program Area, to get a little more detailed
view:

#% GIFTS Charts Plus CaE|
Specify Data  Chart It I
abhas m- (R Rlees P ELED DR &

Total Grant Amount by Program Area

$90,000.00

$80,000.00 -
$70,000.00 -
$E0,000.00 -
$50,000.00 -
$40,000.00 -
$30,000.00 -
$20,00000 -
$10,000.00 -

$0.00

=Mo code specifisd= -
Performing Arts -
Elemertary & Secondary Ed
Acutt & Continuing Ed
Higher Ed -
Health & Wellness -

Children & Families

Contact and Organization Names You can chart Request data by
Grantee Organization or by the Grantee Organization’s Primary Contact.
Payments can be charted using those groupings, as well as by Payee
Organization and Payee Organization’s Primary Contact. GIFTS Charts
Plus provides options on how to label these groups in your chart:

Group Type Description

Organization When you group data by Organization, the chart can
label groups using the following Organization details:

< AKA

< ID

< Legal Name
< Name

% Sort As Name

92 Selecting How to Group Your Data



Using Charts Plus 6

Group Type Description

Contact When you group data by Contact, the chart can label
groups using the following Contact details:

O

< Full Name

« Last Name, First Name

Viewing Your Chart

When you’re ready to see the chart you’ve created, click the Chart It! tab
to open it:

4§ GIFTS Charts Plus [_ |O0)

Specify D atg | Chart IH I

|’Specify data to be included
| |

Balance [

The next section describes the options you can use to format the chart
you’ve created.

Formatting and Other Chart Options

Charts Plus allows you to create many different kinds of charts—bar
charts, pie charts, and many others—and to format the charts and its
labels a number of different ways.

Once you have created a chart you like, you can save the chart settings
and apply them to new charts you create. You can also print your chart,
or copy the chart as a graphic and paste it into word processing
documents and other files.

This section provides an overview of these and other options available in
GIFTS Charts Plus.
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Tip: GIFTS Charts Plus is a powerful and dynamic tool, and the
possibilities and variations the Charts Plus options provide are too
numerous be detailed here. We encourage you to try different things to
find charts that suit your needs best.

The Charis Plus Toolbar

In the Chart It! tab, the Charts Plus toolbar provides a quick way to
access most chart options.

Note: Many of these options are more easily shown than described;
several items in the table below will refer you to later topics to get full
information about them.

Icon Name Description
r_.;'ﬁ Personalized Options under this selection allow you to save chart
Charts settings, apply your saved settings, and to restore

your chart to the Charts Plus default settings.

Note that you can only save one set of chart
settings. These settings will be saved and available
to you until you save another set.

Copy to If you want to paste your chart into a word
Clipboard processing document or other files, click this icon
and choose to copy an image of the chart as either a
Bitmap or a Metafile. Then go to the other file and
press CTRL+V to paste the chartin.

You can also choose to copy only chart data to the
clipboard. This table of data can be pasted in
spreadsheet programs such as Excel, or other files.

% Print Print your chart by clicking this icon.

I Gallery The Gallery allows you to change your chart to
another type, such as a bar chart, horizontal bar
chart, pie chart, and many others.

Formatting and Other Chart Options



Using Charts Plus

Icon Name

Description

I Palette Selector

3& 3D/2D

Rotate Vi
2 otate View
cb Rotate Around Y
Axis
¥ Rotate Around X
= Axis
& Clustered (Z-
— Axis)
i Axes Settings
i :
HEC Point Labels
=

3, Data Editor

Legend Box

Formatting and Other Chart Options

Click this icon to select a different color scheme for
your chart.

You can toggle this icon to switch your chart
between two-dimensional and three-dimensional
views. If you choose a 3D chart, the next option,
Rotate View, is available. This and other 3D options
are described in “Working with Three-Dimensional
Charts” on page 96.

These four options—Rotate View, Rotate Around Y
Axis, Rotate Around X Axis, and Clustered (Z-Axis)—
can be used with three-dimensional charts.

For more information on how these options work,
please see “Working with Three-Dimensional
Charts” on page 96.

Axes Settings are available for bar charts, line
charts, and point charts. They allow you to add grid
lines to the chart, change labels, and so on.

For details, please see “Working with Axes Settings”
on page 99.

If you click this icon to add point labels, the chart
will label each chart element—for example, each
“slice” of a pie chart—with the amount or number
the element represents. Please see “Displaying
Point Labels” on page 102 for more details.

After you have created a chart, you can edit the
data shown by clicking the Data Editor icon.

For more information, please see “Editing Chart
Data” on page 104.

Clicking this icon toggles the legend box on and off.
The legend box is useful if you have selected more
than one amount or number to chart.
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Icon Name Description

@ Zoom Toggle Zoom on and you can select an area of the
chart and zoom in on it. Toggle the Zoom icon off
and the full chart is displayed again.

Properties Click here to open the Properties menu. Many
_ options in the Properties menu can be accessed
using other icons in the Charts Plus toolbar.

For more information on chart Properties, please
see “Working with Chart Properties” on page 105.

Working with Three-Dimensional Charts

In the illustration below, we selected several Requests and created a
simple chart of their total Request and Grant Amounts, grouped by fiscal
year:

% GIFTS Charts Plus H=
Specify Data  Chart 11 |

2 & |1 -] - RS D] A 3(@” N Here we have toggled the
Jtal Reguest Amount, Total Grant Amount by Fiscal Yes Legend Box icon on. The
legend appears, allowing
i I o us to see what each color
bar in our bar chart
§1,400,000.00
represents.
$1,200,000.00 -
§1,000,000.00
.Total Request Amount
$800,000.00 - || Total Grant Amourt
$600,000.00
$400,000.00 -
$200,000.00
$0.00
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This is a two-dimensional chart; this is the default setting when you first
sq create a new chart in GIFTS Charts Plus. Click the 3D/2D icon in the
Charts Plus toolbar to change this into a three-dimensional chart:

4% GIFTS Charts Plus [-10] %]

Specify Data Chall\l!l
[ale @ 2 Ol = (R »

Totsl Reguest Amount, Total Grant Amount By Fiscal Year

Here we have turned
the legend box off.

1,600 00000

$1,400,000.00 -
$1,200,000.00 -
$1,000,000.00 -
$800,000.00
$600,000.00 -
$400,000.00 -
$200,000.00 .
$0.00 ! ' ’

2002 2003 2004

After you have changed your chart to a 3D chart, the other 3D chart
options will allow you to rotate the chart to create different dynamic
effects.

Rotate A three-dimensional chart can be rotated around its X axis (the
horizontal base of a bar chart) and/or its Y axis (the vertical side). Before
you can perform these rotations, you must first toggle the Rotate icon
on.

Note: 3D chart rotation settings can also be found in the Charts Plus
Properties window, as described in “Working with Chart Properties” on
page 105.
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Rotate Around Y Axis Click this icon to rotate your 3D chart around
its Y axis. In the illustration below, this is our original 3D chart after
clicking twice:

$# GIFTS Charts Plus

Rotate Around X Axis Click this icon to rotate your 3D chart around
its X axis. In the illustration below, this is our original 3D chart after
clicking twice:

# GIFTS Charts Plus
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Clustered (Z-Axis) Inthe 3D charts we’ve tried so far, the two chart

elements—Total Request Amount and Total Grant Amount—have been

-=  shown side by side. By clicking the Clustered (Z-Axis) icon, we can show
i them one behind another:

[@crFischartspos __ HEEEH|

Specify Data |

Total Request Amount, Total Grant Amount by Fiscal Year

$1,600,000.00 -

$1,400,000.00 -

$1,200,000.00 -

$1,000,000.00 -

$800,000.00 -

$600,000.00 -

400,000 .00 -

$200,000.00 -

$0.00

Note: The Clustered (Z-Axis) icon is available for 2D charts as well.
However, if the second element is less than the first element in front of
it, that first element won’t be seen in the chart.

Working with Axes Settings

Axes Settings provides you with options for both the X and Y axes when
working with bar, line, gantt, and point charts.

Tip: One of the more useful GIFTS Charts Plus options—to use vertical
labels for the X axis—appears in this menu. This option changes the chart
labels along the bottom of your chart to read up-and-down. If you are
charting by a grouping category with a long label, this will prevent the
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labels from overlapping one another, thus rendering some invisible in
the chart:

#% GIFTS Charts Plus B |
Specify Data  Chart It I

2 6 & | il - (Rl - Bbo Gt B &

o 53 a7 |9 07 i A T W

Total Recommended Amourt, Totsl Grant Amourt by Program Area

$1,300,000.00
$1,200,000.00
$1,100,000.00
$1,000,000.00
$300,000.00 -
$500,000.00 -
$700,000.00 -
$500,000.00 -
$500,000.00 -
$400,000.00 -
$300,000.00 -
$200,000.00 -
$100,000.00 -

$0.00

Education

Artz and Culture l

Civic and Community

Health and Human Services

When you click the Axes Settings icon, the following menu is displayed:

— Y Axis and X Axis in the menu are
B arid not options themselves—they
Interlaced are headingsindicating which axis
the menu items following them
M o apply to.
‘ertical Labels
Staggered
Show Labels
Options ...

Note: More detailed options for customizing the Y axis can be found in the
Charts Plus properties, as described in “Working with Chart Properties”
on page 105.
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The following options are available for the Y axis:

Option

Description

Grid

Interlaced

Select this option to display horizontal grid lines behind the
chart elements. For example, if you are charting Total Payment
Amount, grid lines might be placed to indicate multiples of
$1,000.00.

Select this option, and instead of horizontal grid lines,
horizontal bands of alternating shading will appear behind the
chart elements.

For example, if you are charting Request Amount, alternating
bands representing intervals of $10,000.00 will appear behind
chart elements.

The following options are available for the X axis:

Option

Description

Grid

Vertical Labels

Staggered

Show Labels

Formatting and Other Chart Options

Select this option to display vertical grid lines behind the chart
elements. For example, if you are charting Total Payment
Amount grouped by a Range of 1,000, grid lines will be placed
to indicate multiples of $1,000.00.

In a bar chart, for example, labels for each bar appear along the
X axis below the chart. These labels indicate the grouping that
the chart element is in.

If you are charting by a grouping with long labels—for example,
by Program Area or other Coding Sheet classification—
horizontal text labels may overlap and render some labels
invisible.

Choose this option to change the labels to read up-and-down
rather than horizontally.

Another option for long X axis grouping labels is to stagger
them. Select this option, and labels will alternate position, each
appear one line above or below the last:

$0.00 _, -, -. -. |

Civic and Community Education
Artz and Cutture: Health and Human Services

At the same time, you can choose not to show group labels at
all by toggling the Show Labels option off.
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Displaying Point Labels

T Use the Point Labels icon to have the chart label each chart element—for
3 example, each “slice” of a pie chart—with the amount or number the
element represents.

Click the icon to open the Point Label Options:

[~ Show pairt labels

[ Force autside [pie charts anly]

Style
IAmount j

Change Font... |

Paint Label Fort
Finished | Cancel |

Option Description

Show point labels Select this option to show point labels in your chart.
Force outside (pie If you are creating a pie chart, and do not want point
charts only) labels to appear in the “slices” of the pie, select this

option.

NOTE: The illustration following this table shows an
example of a pie chart with this option turned on.
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Description

Style

Change Font

Formatting and Other Chart Options

Since your chart elements—the “points” you are
labeling—are numbers and amounts, you have options
on what the label calculates and displays.

< Amount—Example: $12,340.00

< Amount (Percentage)—Example: $12,340.00
(34.12%)

< Amount of Total—Example: $281,102.00 of
$1,899,300.00

< Amount of Total (Percentage)—Example:
$281,102.00 of $1,899,300.00 (14.80%)

% Percentage—34.12%
< Percentage (Amount)—34.12% ($12,340.00)

< Percentage (Amount of Total)—14.80% ($281,102.00
of $1,899,300.00)

Select this option to choose a different font for your
point labels.
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When you have set your options, click Finish to display your chart with
point labels:

% GIFTS Charts Plus aE|
Specify Data  Chart It I

abasle-[ms-(Rlee s B EERER| &

Total Grant Amourt by Program Area

$1,132,35000 (35 B0%) —————

[ Civic: and Community

$1,229.95000 (30.67%) L] Arts and Cutture
[ Eciucation
|| Health and Human Services

$582,785.00 (21.47%)
135 456.00 (4 26%)

Editing Chart Data

After you have created a chart, you can edit the data shown. Click the
Data Editor icon on the chart toolbar. The data table opens within the
chart window:

B Totsl Reguest Smourt 1,244 ,850.00 13545600 FE35,785.00 $1,206,475.00

[ Total Grant Amount | $1,229,350.00 $135,456.00 | $652,785.00 | $1,132,350,00 |

Double click on the data value you want to edit. Your cursor now appears
in that table cell, allowing you to change the value. (You can edit the data
labels as well.) Then press ENTER to refresh the chart to reflect the new
data.

Note: Adjusting data in the chart’s Data Editor will not affect the data
stored in GIFTS. If you make changes in the Data Editor, close the chart,

then recreate the same chart, your previous changes to the data will not
appear.
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Working with Chart Properties

Click the Properties Icon to open the chart Properties window:

Properties !E[ E
General | Series I ' duis I
- Color
Palette: I [ 1 =11 ] VI a0
[ Botated view
Backgound [ 1 +] i
[ Cluster [Z awis)
Chatbor [ | ~|
¥
~ Effect:
Stacked: Ih{ﬂ; Side by Side VI
®
Aues II:l Flat Frame VI
IV fnti-Aliasing
b IBD 3: i IBD 3:
QK | Cancel | Apply |

Many of the properties repeat features found in the Charts Plus toolbar.
The selections here in some cases provide more detailed options.

Tip: Many properties described below are accessible in other ways in
Charts Plus. Accessing certain options using an alternate method (rather
than working through the Properties window detailed here) can be more
intuitive. These alternate ways to get to a preference are noted where
appropriate.

General Properties

In the General Properties tab, you can select chart colors, choose effects
like stacked bar charts, select the way the chart axes are displayed, and
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use the 3D chart features described in “Working with Three-Dimensional
Charts” on page 96.

Option Description

In the Colors section of the General tab:

Palette Here you can select a different color scheme for your chart.
Background Change the color of the screen behind the chart.
Chart Box Change the color of the chart box. The chart box in bar, line,

point, and other charts is the background within the chart (as
opposed to background behind the whole chart, set using the
previous option).

In the Effects section of the General tab:

Stacked When creating bar charts where more than one data selection
is charted, you can choose to show the amounts stacked
instead of side-by-side.

Axes This menu provides options on how you want the chart to
display the X and Y axes (or the “frame” of the chart).

In the 3D section of the General tab:

3D Select this check box to switch your chart from a two-
dimensional to a three-dimensional view.

Rotated View Select this option to create a rotated 3D chart, as described in
“Working with Three-Dimensional Charts” on page 96.

Clustered (Z-Axis) Select this check box to show multiple data elements within a
grouping one behind the other, rather than side-by-side, as
shown in “Working with Three-Dimensional Charts” on
page 96.

X and Y settings If you are working with a rotated-view 3D chart, use these
settings to enter the degree (0-360) to which the chart should
be rotated against each axis.

When you change the X or Y settings, the globe above will
indicate the current position.
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Series Properties

In the Series tab of chart Properties, you can change your chart type, and
select colors, shading, shape, and borders of chart elements (e.g., slices
in a pie chart or bars in a bar chart).

Properties !E[ E
General  Series |YAxis I
All Series —Bar
idth; |26 =
Gallery: Im Gap width: I 3'
" Sguare
Paint Label
[ PartLebels ' Cylinder
' Cone
gl v Border

Scheme: lm Effect: lm
Lolor: lﬁ Calar: lﬁ
Alternate: lﬁ Style: m
Pattem: l% “eight: IE

QK | Cancel | Apply |

All Series In the All Series section of the Series tab, you can select a
different chart type. These are the same options found using the Gallery
icon, as described in “The Charts Plus Toolbar” on page 94.

The option to display point labels in your chart is also found here. For
point label font and formatting options, however, you should set up
point labels from the Charts Plus toolbar, as described in “Displaying
Point Labels” on page 102.

Fill Fill properties determine the color and appearance of bars and
lines in chart types that use those markers.

Important: The color options provided in this section of the Charts Plus
properties—except the first, Gradient—can only be used if you access
properties the right way. If you want to change the color of bars or lines
in the chart, close Properties, right-click in the chart on the data element
you want to change, then select Properties in the menu. Then you will be
able to change its color.
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Bar/Marker Options in the top right corner of the Series tab change
depending on the type of chart you choose in the Gallery menu to the
left.

% No options are available for area, pie, surface, doughnut, bubble,
contour, or area-curve charts.

% The following Bar options are available for bar, high-low-close, cube,
pyramid, open-high-low-close, candlestick, and gantt charts:

Option Description

Gap width Set the width of the gap the chart will show between
bars in your chart.

Square/Cylinder/Cone | Select the shape the chart should use for data elements
in the chart.

% The following Marker options are available for line, scatter, curve,
pareto, step, and radar charts:

Option Description

Shape Select the shape that the chart should use to show the
data points in the chart.

If you are creating a line chart and do not want to
show points, select the blank option here.
Size Select the size of the data points in your chart.

Same color lines Select this check box to make the lines in the charts
above the same color as the related data elements it
measures. This is used in pareto and other charts
which show both bars (like in a bar chart) as well as
lines to show amounts.

Border The options here allow you to modify the borders around each
data element (for example, the borders of the cylinders in a 3D bar
chart).
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Y Axis Properties

You have many options to customize the Y axis, or left side of your bar or
line charts:

Properties

Generall Serieg T Awis |

= B3

~Scale - Gridiines / Tickmarks
Steq: IAuto I Show Gridines
Minimum: lAutD— Tickmark: I Outside © l
I aximurn: IAuto Calar: I_ VI
Decimals: m Syl lz
Farmat: lm weight: IE
I Logarithmic I Interlaced
-~ Label Colar: lﬁ
Angle: lm
" Staggered
QK | Cancel | Apply |

Some of the most useful here are Step and Minimum:

% Step—Step determines the interval between each amount or number
label shown along the outside of the Y Axis.

For example, depending on the range of amounts in the chart’s
groupings, GIFTS Charts Plus might automatically label every
$10,000.00:

Working with Chart Properties

$30,000.00

$20,000.00

$10,000.00

$0.00 -

Gl 2001
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Here in the Y Axis properties, you can specify another Step (for
example, $20,000.00 instead), and the chart will change the Y Axis
interval to that number.

$40,000.00 -

$20,000.00 -

FO00 | —
G 2001

< Minimum—By default, the chart will display all amounts from the
minimum group amount to the maximum group amount. If you enter
a number in this field, the chart will only display a range from that
number to the maximum group amount.

This can be useful if group amounts vary within a fairly small range. To
accentuate the differences between the group amounts, set a higher
minimum and the differences will be more readily visible.

For example, here are Request and Grant Amounts grouped by
Project Start Date (grouped by quarter), using the default Y axis
minimum (i.e., zero):

% GIFTS Charts Plus HE|
Specify Data  Chart It I

A0S E- (- |REPS DR LD ER| %

Total Request Amount, Total Grant Amourt by Project Start Date

$160,000.00
§150,000.00 -
§140,000.00
§130,000.00 -
§120,000.00 -
§110,000.00
§100,000.00 -
$80,000.00 -
§$80,000.00 -
§70,000.00 -
$60,000.00 -
§$50,000.00 -
§40,000.00 -
$30,000.00 -
$20,000.00 -
§10,000.00 -

$0.00

G 2003 o1 2004 Q2 2004
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By setting the Minimum to $50,000.00, we can see the show the
differences in quarters yet more vividly:

4§ GIFTS Chatts Plus
Specify Data  Chart It |

O[]

B

Fio

Ao, Teal Gart Arcurt by Progct SiatOdte

516000000
F150,000.00 -
14000000 -
sanponon |
:-$1 _20_,0_00.0_0 4
1100m00 -
: $100,000.00 -
. $30,000.00
ey
-~ ET0000.00 -

- 560000.00

900000 |

042003

T Q1 20.0.4. 0 GQ 200:4

The following table details all Y Axis properties options:

Option

Description

In the Scale section of the Y Axis tab:

Step

Working with Chart Properties

Step determines the interval between each amount or
number label shown along the outside of the Y Axis.

For example, depending on the range of amounts in the
chart’s groupings, GIFTS Charts Plus might automatically label
every $10,000.00:

$30,000.00

$20,000.00

$10,000.00

$0.00
21 2001

Here in the Y Axis properties, you can specify another Step
(for example, $20,000.00 instead), and the chart will change
the Y Axis interval to that number.
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Option Description

Minimum By default, the chart will display all amounts from the
minimum group amount to the maximum group amount. If
you enter a number in this field, the chart will only display a
range from that number to the maximum group amount.

This can be useful if group amounts vary within a fairly small
range. To accentuate the differences between the group
amounts, set a higher minimum and the differences will be
more readily visible.

Maximum Enter a number here, and the chart will not show group
amounts above it.

Decimals Enter the number of decimal places you want to display for
the numbers marking off the Y axis intervals.

Format Select the format you want to use for the numbers marking
off the Y axis intervals. Currency is the default setting, and
appropriate for most Payments and Requests charts (which
mostly deal with monetary amounts).

Logarithmic This check box displays the numbers along the Y axis in
logarithmic terms. (This is unlikely to have much use when
charting Grant Amounts and Numbers of Payments.)

In the Labels section of the Y Axis tab:

Angle You can change the angle of the labels marking the Y axis
intervals from horizontal to vertical or 45 degrees.

Staggered Select this check box to stagger the Y axis labels.
In the Gridlines/Tickmarks section of the Y Axis tab:

Show Gridlines Select this option to show horizontal gridlines marking each Y
axis interval.
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Description

Tickmark

Color
Style
Weight

Interlaced

Color

Working with Chart Properties

Choose the kind of tickmark you want to use to mark each
interval or step along the Y axis: none, inside, outside, or
across.

Here we have chosen across:
F10,000.00 Tickmarks
$5,000.00

F0.00 1
1 2001

These three options allow you to change the color, style, and
weight (or thickness) of the Y axis tickmarks.

Select this option, and instead of horizontal grid lines,
horizontal bands of alternating shading will appear behind
the chart elements.

For example, if you are charting Request Amount, alternating
bands representing intervals of $10,000.00 will appear
behind chart elements.

This selection determines the color of the bands created
when you choose the Interlaced option above.
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Using E-Mail
Plu

This chapter describes how to use E-Mail Plus to send e-mail
messages to Contacts and members of your staff. Messages sent

from E-mail Plus can include GIFTS documents or other files as
attachments.

In This Chapter
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Sending Batch E-Mails with E-Mail Plus



7 Using E-Mail Plus

Using E-Mail Plus

E-mail Plus allows you to send e-mail messages from GIFTS that include
file attachments, and to easily select the e-mail addresses of your staff
and of the Contacts affiliated with the information you are sharing.

To send a message with E-mail Plus:

1 Inthe GIFTS Organizer, select the Request, Organization, or Contact
records associated with the contacts to whom you wish to send a
message.

2 From the Main menu, choose GIFTS Plus » GIFTS E-Mail Plus. The E-
Mail Plus window is displayed.

# Send E-mail for Request [282.01] - |EI|1|

: File Action

E 7 Send Message ":/Q Check Speling  Attachments =

To.. “neffm@bkl}lnballet.ord
cc... ||
BCL... ||

Subject I

| =

By default, the recipient of the message is the Contact you had selected
in the Organizer; if you selected a Request or Organization, the
recipient is the Primary Contact of the Request or Organization.

Note: If you selected more than one record in the Organizer, the
options for specifying the message recipients are different; please
refer to “Sending Batch E-Mails with E-Mail Plus” on page 119 for
more information.

116 Using E-Mail Plus



Using E-Mail Plus 7

3 To add or change the message recipients, click the To button. E-Mail
Plus displays a list of Contacts affiliated with the record you selected.

_ioix
Stalf |
Name/Tile | E-mail |
vyl & Mr. Martin Doyle doylemiziafc. org
1 Executive Director
r Msz. Joanne Colling collingjoanned@ncp.org
L President
r Mr. Mortimer Humphriez  humphries@model. org
L Executive Director of Op
r Mr. Thomasz Smithton smithtontom{@afc. org
L Executive Director
r Ms. Alice Johnston slice@afc.org

Events Coordinator

Seglﬁd | Des;“lectl Finishedl Cancel |
=

% Select the Contacts you would like to add as recipients. You can
click Select All to select all of the Contacts listed, or Deselect All to
deselect all of them.

% If you would also like to send the message to members of your
staff, click the Staff tab and select the users you would like to
include. Note that only users with an e-mail address on file are
displayed.

% When you have selected the people to be added as recipients,
click Finished to return to the E-Mail Plus window.

4 |If youwould like to send copies of the message to CC or BCC recipients,
you can click CC or BCC to add those recipients.

5 Enter the Subject and body text of the message. If you want to spell
check your message, click Check Spelling or press the F3 key.

Note: The Check Spelling (F3) feature is not compatible with 64-bit
Windows versions and will not be available here.

Note: Click the right mouse button and choose the appropriate
selection to cut, copy, paste or select all text in the Body text field.

6 If you would like to attach files to the message:
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% Click the Attachments button or choose Action » Attachments
from the E-Mail Plus menu. GIFTS displays two options: to select a
GIFTS document or to browse for files on your computer.

Attachments «

= Erowse for file(s)... Chrl+O

|@ Select Docurment(s). .. h Chrl+D |

% If you choose the option to Browse for file(s), the standard
Windows dialog for file browsing is displayed. Select the file from
your computer or network, and click Open. The filename is
displayed in the grid.

Altachments:

File Name | File Size

» E Progrezz Report Guidelines. doc 149

% If you choose the option to Select Document(s), GIFTS displays a
list of associated GIFTS documents. You can use the options in the
Show menu to filter the list, and select the External Documents
Only option to restrict the list to documents attached with the
optional Document Manager. Click Finished to return to the E-Mail
Plus window, where the document’s filename is now displayed.

% To add another attachment, you can click the Attachments button
again. To remove an attachment, select it in the grid and press the
DELETE key.

7 Set the options for tracking the message:

Option Description

Log Mail Activity If this option is on, GIFTS creates an Activity record indicating
that the message was sent. The Activity record includes “E-
Mail” as its Title, the Subject that you specified for the
message, and “Sent E-Mail” in the Notes field.

Save Message in Enable this option to save the text of the message in the Long
Activity Notes field of the Activity record.

Read Receipt Requests a message from the recipient’s e-mail system to
confirm that the message was received. Your GIFTS user
account must include an e-mail address to which the receipt
can be sent. Not all e-mail systems will send a receipt.
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8 Click Send Message or choose File » Send Message from the E-Mail
Plus menu to send the message. E-Mail Plus displays a log showing the
progress of the e-mail.

9 When the process is complete, E-Mail Plus displays a confirmation
message.

10 Click OK to close the confirmation message. The process log remains
open.

11 You canclick Print Log or Save Log to print or save a copy of the results
log. Whenyou are finished reviewing the log, close the process monitor
to end your E-Mail Plus session.

Sending Batch E-Mails with E-Mail Plus

The procedure for sending batch e-mails with E-Mail Plus is nearly
identical to the procedure for sending a message regarding a single
record. However, the choices for specifying the message’s recipients and
file attachments are different.

To send batch e-mail using E-Mail Plus:

1 Inthe GIFTS Organizer, select a batch of Requests, Organizations, or
Contacts. (To select a group of records in the Organizer, hold down the
SHIFT or CTRL key as you click on records.)

2 From the Main menu, choose GIFTS Plus » GIFTS E-Mail Plus. The E-
Mail Plus window is displayed.

% Send Batch Request E-mail 10l =|

= %9 Send Message ":/Q Check Spelling @ Attachments

Send ta Primary Contacts in ¢+ a single e-mail ¢~ separate e-mails

(ol ||

BCC... ||
Subject I

The recipients of the message are the Primary Contacts of each record
you selected; you cannot edit the recipients of batch messages.
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Specify whether you want to send a single e-mail (with all recipients
listed in the “To:” field), or separate messages to each recipient.

If you would like to send copies of the message(s) to members of your
staff, you can click the CC or BCC buttons to add those recipients.

_ioix
| Mame | E-mail |
p | [T Admin admin@madel.org
[ Colette Rogers crogers(@model.org
[T Kely Goldberg kgoldbergi@madel. org
[ TenyBrown throwni@model.org
A

Seglﬁd | Des;“lectl Finishedl Cancel |

% Select the users you would like to add as recipients. Note that only
users with an e-mail address on file are displayed. You can click
Select All to select all of the users listed, or Deselect All to deselect
all of them.

i

% When you have selected the users to be added as recipients, click
Finished to return to the E-Mail Plus window.

If you are sending a single message, each CC or BCC recipient receives
a copy of the message you send. If you are sending separate e-mails,
each CC or BCC recipient will receive a copy of each message sent.

Note: In batch mode, GIFTS Contacts are not listed when you click the
CC or BCC buttons. If you would like to send a copy or your message

(or messages) to a specific person, you can manually enter their e-mail
address in the CC or BCC field.

Enter the Subject and body text of the message. If you want to spell
check your message, click Check Spelling or press the F3 key.

Note: The Check Spelling (F3) feature is not compatible with 64-bit
Windows versions and will not be available here.
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6 If you would like to attach files to the message:

% Click the Attachments button or choose Action » Attachments
from the E-Mail Plus menu. The standard Windows dialog for file
browsing is displayed.

% Select the file from your computer or network, and click Open.
The filename is displayed in the grid.

Altachments:

File Name | File Size
» E Progrezz Report Guidelines. doc 149

% To add another attachment, you can click the Attachments button
again. To remove an attachment, select it in the grid and press the
DELETE key.

7 Set the options for tracking the message(s):

Option Description

Log Mail Activity If this option is on, GIFTS creates an Activity record indicating
that the message was sent. The Activity record includes “E-
Mail” as its Title, the Subject that you specified for the
message, and “Sent E-Mail” in the Notes field.

Save Message in Enable this option to save the text of the message in the Long
Activity Notes field of the Activity record.

Read Receipt Requests a message from the recipient’s e-mail system to
confirm that the message was received. Your GIFTS user
account must include an e-mail address to which the receipt
can be sent. Not all e-mail systems will send a receipt.

8 Click Send Message or choose File » Send Message from the E-Mail
Plus menu to send the message. E-Mail Plus displays a log showing the
progress of the batch e-mail.

9 When the process is complete, E-Mail Plus displays a confirmation
message.

10 Click OK to close the confirmation message. The process log remains
open.

Sending Batch E-Mails with E-Mail Plus 121



7 Using E-Mail Plus

11 You canclick Print Log or Save Log to print or save a copy of the results
log. When you are finished reviewing the log, close the process monitor
to end your E-Mail Plus session.
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for Use with Outloo

This chapter describes how to use Link Plus for use with Outlook.

In This Chapter
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About Link Plus

124

GIFTS Link Plus for use with Outlook allows you to send Outlook email to
GIFTS as a Mail Activity. If you have Document Manager, you can store
the email and/or email attachments as documents. During the linking
process, you can choose to link the Mail Activity with a record in GIFTS.

Depending on how Link Plus has been configured, the body of the email
will be saved in the Long Notes section of the Mail Activity, or the email
will be saved as a message (.msg) file in Document Manager. Also,
depending on how Link Plus has been configured, email attachments
may be exported into GIFTS as External Document Activities.

Note: The examples in this section have the body of the email saved in the
Long Notes section of the Mail Activity.

For more information about configuring Link Plus, see “Setting Up Link
Plus Security” on page 10.

Note: Essential GIFTS users cannot use GIFTS Link Plus.

Working with the Link Plus Icon

After you install Link Plus, the Link Plus icon appears as a MicroEdge
daisy on your 2003 Outlook standard toolbar. For Outlook 2007/2010,
there will be a Send to GIFTS icon located in the Add-Ins tab.

After selecting any sent or received email, you can click this icon to
export it to GIFTS.

Note: If you have the Standard toolbar hidden, the icon will not appear.
Also, if Word is your default email editor and you are using Outlook 2003,
‘Send to GIFTS’ appears in place of the icon in the email window.

For any unsent message, you can depress the Link Plus/Send to GIFTS
button to automatically export the message to GIFTS when the email is
sent. The button will remain depressed after you click it.
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The image below displays an unsent email message in which the Send to
GIFTS button has been depressed.

sage (HTL) o B OER
-~ @
[ D ¥ Follow Up ~ (5] F
U] P )
@ U _/] : 4 w
¥ High Importance ,
Attach Attach Signature Zoom Send to
File THem~ - § LowImportance GIFTS
ifelde | dags x| zoom ) Mickotdar Gliis|

Important: An email with a depressed Send to GIFTS button is automatically
exported to GIFTS just before the email is sent, so a Mail Activity is
created in GIFTS regardless of whether or not the email is delivered to its
recipient(s). If you do not want a Mail Activity in GIFTS for an undelivered
email that did not reach its intended recipient(s), you must manually
delete the Mail Activity in GIFTS.

Exporting Outlook Email into GIFTS

If you have both GIFTS 6.4 and Plus Pack 5.2, you can export one or more
Outlook email messages to GIFTS.

To export Outlook email and create a new Mail Activity in GIFTS:
1 Select one or more email messages in Outlook.
Note: You cannot export any unsent emails into GIFTS.

2 Gotothe Add-Instab and clickthe Send to GIFTS button in the Outlook
toolbar. (Outlook 2007/2010)

For individual emails, just double-click the email and then click on the
Send to GIFTS button in the toolbar.

Note: If you have previously exported this email to GIFTS, a message
appears asking you if you want to export it again.

Tip: If you want to see which emails have already been exported to
GIFTS, you can add the MERECID column to your Outlook Inbox. This

Exporting Outlook Email into GIFTS 125



8

126

Using Link Plus for Use with Outlook

column displays a GIFTS Activity ID if the email has already been
exported to GIFTS. To add this column:

i. Right-click on the Outlook Inbox column and select ‘Field Chooser’.

ii. Select ‘User-defined fields in Inbox’ from the Field Chooser drop-
down menu.

iii. Drag and drop ‘MERECID’ to any Inbox column heading location.
If you are not currently logged into GIFTS, a GIFTS Login dialog box

appears. Enter your GIFTS login information and click OK. The GIFTS
Link Plus Matching Options window appears.

%% GIFTS Link Plus - Matching Options CEE

‘When exporting the selected message to GIFTS:
() Match to existing Activity (%) Create new Activity
Link to
Quick Search
Mo matching Requests could be found.  Use the Quick or
Advanced search above to look for possible matching
Requests.

In the two radio buttons at the top of the window, select whether you
would like to Match to an existing Activity or Create a new Activity.

Note: If you select Match to existing Activity, your new Mail Activity
will either overwrite or create a new Activity, depending on your Link
Plus preferences. For more information, see “Setting Up Link Plus
Security” on page 10.

Using the Link to drop-down menu, select the kind of existing GIFTS
record to which you want to link the email(s), or if you do not want to
link the email(s) to any existing GIFTS record.

Note: This field is only active if you selected the Create new Activity
radio button.
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6 Enter search text in the Quick Search text box to help find the GIFTS
record(s) to which you want to link the email(s), and then click Go.
Possible matches display in the GIFTS Link Plus Matching Options
window.

Note: For more information about using this field as well as the
Advanced search functionality, refer to “Linking Email to Existing
GIFTS Records” on page 129.

45 GIFTS Link Plus - Matching Options

‘When exporting the selected message to GIFTS

(O Match to existing Activity (2} Create new Activity
Link to existing Request(s) A
Quick Search [New iork
Organization/Contact Request -~
The Children's Fund Charles 424
Foberts Engage mare Mew Yoarkers in
learning abaut, shaping, infarming,
and acting on public policy issues to..
Big Brothers Big Sisters of New York 434
] City Suzanne Celebrate New Yark
James
Big Brothers Big Sisters of New York  434.01
] City Suzanne Celebrate New Yark
James
Big Brothers Big Sisters of New York  434.02
] City Suzanne Celebrate New Yark e
Lamnas.

[ mest [ Fiich | [ cancel |

7 Advanced Search: If you would like to specify which field to search on
in GIFTS, click the Advanced button. This will open the ‘Search for’ form
and allow you to select from a limited number of record type specific
fields to use as search criteria. Some examples include IGAM
Application ID, Request ID, Project Title, Organization ID, or Tax ID.

8 Once search results are displayed, enable the checkbox next to the
GIFTS record(s) to which you want to link the email(s) and then click
Next. The GIFTS Link Plus Export Options window appears.
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11

Note: You can link an email to multiple GIFTS records (except for
Activities), and you can link multiple emails to a single GIFTS record,
but you cannot link multiple emails to multiple GIFTS records.

# GIFTS Link Plus - Export Optians B
Contact
Request Primary Contact [Mr. Charles Roberts, Change.
robertsc@tef.arg)

Organization

Request Frimary Organization (The Childien’s Fund)

Tite Trasmitial Letted
Kewwords

Motes Email received

Download attachments

[ Back | [ Fiisn | [ concel |

Note: Click Change next to the Contact or Organization fields to change
these records. These fields are not active if you are exporting multiple
emails.

Enter an Activity Title, Keywords, and Notes, if necessary.

If you want to include any email attachment(s) in the export, enable
the Download attachments checkbox.

Note: This field only appears if Link Plus is configured to allow email
attachments, and your email contains an attachment. In order to
download email attachments, you must have the Document Manager.

If you selected to match this Activity to an Existing Activity, enable the
Delete existing Activity if you want this Activity to replace the existing
one.

Note: This field only appears if your Link Plus preferences have been
configured to allow this option. For more information, see “Setting Up
Link Plus Security” on page 10.
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12 Click Finish. A process monitor appears.

Export to GIFTS completed successfully
p | Activity [3BE7] created in GIFTS

Save Log

PFrint Log

Close

13 Click Close.

Note: You can click Save Log to save this log information as a text (.txt)
file, or Print Log to print it. Please note that this is the only log created
for the Mail Activity, so if you do not save it, you will have no history
of it.

Linking Email to Existing GIFTS Records

You can use the Quick Search text box and the Advanced button on the
GIFTS Link Plus Matching Options window to locate the correct GIFTS
record to which you want to link the Outlook email. This section
describes step 6 in “Exporting Outlook Email into GIFTS” on page 125.

# GIFTS Link Plus - Matching Options

‘when exporting the selected message to GIFTS:

(5) Match to existing Activity () Create new Activity
Link to
Quick Search

Mo matching Activities could be found. Use the Quick or
Advanced search above to look for possible matching
Activities.

Cancel
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Working with the Quick Search

Depending on which selection you make in the Link to drop-down menu,
you can enter search criteria in the Quick Search field and click Go to
display all related GIFTS records containing that criteria.

4% GIFTS Link Plus - Matching Options

‘when exparting the selected message to GIFTS

() Mateh to existing Activity (%) Create new Activity
Link to existing Request(s) b
Guick Search |New York
Organization/Contact Fequest fa
The Children's Fund Charlzs 424
Raberts Engage mare New Yarkers in

learning about. shaping. informing.
and acting on public policy izsues to..
Big Biathers Big Sisters of Mew Yark 434
| City Suzanne Celebrate Mew York,
James

Big Brothers Big Sisters of Mew York 43401
City Suzanne Celebrate New York
James

Big Brothers Big Sisters of Mew York  434.02
E City Suzanne Celebrate New York %

[ Met |[ Fiish ][ Concel |

The Quick Search uses the following logic to find possible matches,
depending on the selection in the Link to drop-down menu:

Existing Request(s) The functionality searches first for a Request ID
that matches the search criteria. If no match is found, the functionality
searches for a Request Reference Number that matches the search
criteria. If no match is found, the functionality then searches for a
Project Title that contains the search criteria.

Existing Organization(s) The functionality searches for any
Organization Name that contains the search criteria.

Existing Contact(s) If the search criteria contains a space, the
functionality uses the first word to search for a Contact First Name that
matches the search criteria, and uses the second word in the search
criteria to search for a Contact Last Name that matches the search
criteria. If no match is found, the functionality then searches for a
Contact Last Name that contains the search criteria.
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Match to existing Activity If you select this radio button, the Link to
drop-down menu is grayed out. The functionality searches for a Letter
Subject that contains the search criteria. If no match is found, the
functionality searches for a Request ID that matches the search criteria.
If no match is found, the functionality then searches for Letter Keywords
that contain the search criteria.

Working with Advanced Search

The Link Plus Advanced search functionality works similarly to the Quick
Find Search functionality in GIFTS. The Advanced search functionality
appears when you click Advanced on the GIFTS Link Plus Matching
Options window.

To use the Advanced search functionality to export Outlook email and
create a new Mail Activity in GIFTS:

1 Select one or more email messages in Outlook.
2 Click the Link Plus icon in the Outlook toolbar.

Note: If you have previously exported this email to GIFTS, a message
appears asking you if you want to export it again.
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3 If you are not currently logged into GIFTS, a GIFTS Login dialog box
appears. Enter your GIFTS login information and click OK. The GIFTS
Link Plus Matching Options window appears.

%% GIFTS Link Plus - Matching Options =03

‘When exporting the selected message to GIFTS:
(3) Match to existing Activity () Create new Activiey

Link ta

Quick Search | | [ Go ] [ Advanced

Mo matching Activities could be found. Use the Ouick or
Advanced search above to look for pozzible matching
Activities.

Cancel

4 At the top of the window, select to link the email(s) to an existing Mail
Activity currently in GIFTS if it is not already selected.

Note: Your new Mail Activity will either overwrite or create a new
Activity, depending on your Link Plus preferences. For more
information, see “Setting Up Link Plus Security” on page 10.

5 Click Advanced. The Search for Activities window appears.

3 Search for Activities

Bvailable Fields
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6 Afterselectingafieldinthe Available Fields drop-down menu, click Add
to add a search expression to the search criteria. A window allowing
you to enter specific search parameters for that expression appears.

- Primary Contact Last Name

is | |Anderzon

Note: The drop-down menu on the left side of the window allows you

to enter an operator, such as “is”, “begins with” or “contains.” The
field on the right side allows you to enter a value.

7 Entersearch parametersforthefield, and thenclick OK. The expression
appears in the Search for Activities window.

Tip: Click Edit to edit the search parameters for a selected expression,
or Remove to remove any selected expression. Click Clear to remove
all expressions from the search criteria.

8 Add more search expressions to the search criteria, if necessary.
9 Click Finish. Any records matching the search criteria appear.

10 Enable the checkbox next to the GIFTS record(s) to which you want to
link the email(s) and then click Next. The GIFTS Link Plus Export Options
window appears.
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11
12

13

14
15

Note: You can link an email to multiple GIFTS records, and you can link
multiple emails to a single GIFTS record, but you cannot link multiple
emails to multiple GIFTS records.

# GIFTS Link Plus - Export Optians B
Contact
Request Primary Contact [Mr. Charles Roberts, Change.
robertsc@tef.arg)

Organization

Request Frimary Organization (The Childien’s Fund)

Tite Trasmitial Letted
Kewwords

Motes Email received

Download attachments

[ Back | [ Fiisn | [ concel |

Note: Click Change next to the Contact or Organization fields to change
these records. These fields are not active if you’re exporting multiple
emails.

Enter an Activity Title, Keywords, and Notes, if necessary.

If you want to include any email attachment(s) in the export, enable
the Download attachments checkbox.

Note: This field only appears if Link Plus is configured to allow email
attachments, and your email contains an attachment. In order to
download email attachments, you must have the Document Manager.

If you selected to match this Activity to an Existing Activity, enable the
Delete existing Activity if you want this Activity to replace the existing
one.

Note: This field only appears if your Link Plus preferences have been
configured to allow this option. For more information, see “Setting Up
Link Plus Security” on page 10.

Click Finish. A process monitor appears.

Click Close.
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Note: You can click Save Log to save this log information as a text (.txt)
file, or Print Log to print it. Please note that this is the only log created
for the Mail Activity, so if you do not save it, you will have no history
of it.

Working with Link Plus Email Activities
in GIFTS

After you export an Outlook email into GIFTS, you can view the
associated Mail Activity in GIFTS. The Mail Activity appears in both the
Activities and Documents tabs in GIFTS.

The image below displays a Mail Activity.

2% Document [3694] MliSIES;

File Action Help
save and Close | g Browse Far File

Activity ] Long Motes W

Reference
Abuse Prevention and Rehahilitation Fund 1y Feq. ID / Ref. No.
[Abuze Frevention and Rehabilitation Fund) _
“washington, DC 20001
Lontact |Haz|ett, Haoward j 3693
Docurnent
Date 0E/19/2003 -
File Mamme |
Title [E-Hail
Subject |F|E. please review the grant information for the D avis Health Alliance
Athor |Anna
Kepwards |Graan’rupusaI
Notes Sent E-tall
[F3 = Spell)
¥ Shareable
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If you selected the ‘Save Messages in Activity Notes’ preference in the
Link Plus section of the Plus Pack Configuration utility, the email content
is displayed in the Long Notes section of the Mail Activity.

% Document [3694] EEX

Eile | Action Help
Save and Clase | gy Browse for File
Activitg  Long Notes ]

[F3 = Spel]

Too Anna
Hey Anna,

Thiz look s fine but let me check on the determination letter with respect to their curent
statuz.

- &ne

--iiginal Meszage--

From: Anna

Sent: Thursday, June 11, 2009, 10:45 &AM

Tar Anne Srith

Subject: Please review the grant information from the D avis Health liance

Hi there,

Can yau take a look at the attached and let me know if we shauld mowve fanward?

Thanks,

- &nna

If you selected the ‘Save messages as .msg files’ preference in the Link
Plus section of the Plus Pack configuration utility, the email content is
attached to the Mail Activity as an .msg file. You can view the .msg file
containing the email content by clicking View File on the Mail Activity, or
by zooming in on the Activity and clicking the Documents tab.

For more information about Link Plus and the Plus Pack Configuration
utility, see “Setting Up Link Plus Security” on page 10.

Working with Email Attachments in GIFTS

If the email contains attachments, and you selected the ‘Download
Attachments’ checkbox while exporting the email, each email
attachment appears in GIFTS as an External Document Activity. Below is
an image showing two related Activities: a Mail Activity and an External
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Document Activity. Both of these Activities were created when one email
with one attachment was exported to GIFTS using Link Plus.

volunteer Gifts ] Donors | Revisws |
Budget | Eaymerts | Recurements | Documerts 1 batching Gifts
Drganizations 1 Recuests 1 Affliations 1 Contacts Activities

Extemal Documert Adventure Club of Manhattan Emai recsived (CAGIFTS\Documer Created: 6/3/2003 by
Due: 6/3/2009 Vittari, Adrienne: Feport.doc) ADMIN
Dorne: /342008 by ADMIN Tel 1212) 3238767
Stalf. 0 Fax: (212) 3238777
witoria@acofm. org

Both Activities display in both the Activities tab and the Documents tab.

Note: If you do not have the Document Manager, you cannot export any
email attachments to GIFTS, and no External Document Activities will be
created.
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Using Tax
Status Plus

This chapter describes how to use Tax Status Plus to verify and
update tax status information for Organizations in GIFTS. It also
describes how to search for tax exempt organizations in
MicroEdge’s Tax Exempt Organization Database.

Note: Tax Status Plus requires an active subscription to
MicroEdge’s tax information service. If you do not have a
subscription, contact your sales representative for more
information.

In This Chapter

About Tax Status PIUS .......c.ceecevirieecieecee e 140
Verifying an Organization’s Tax Status..........cccceeeeuvennee. 142
Updating Organization Information .........ccccevvevveevnneenen. 148

Looking Up Tax Exempt Organizations..........ccccceeveeennnenn. 150
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About Tax Status Plus

140

Tax Status Plus allows you to verify the tax status of one or more
Organizations in GIFTS against MicroEdge’s Tax Exempt Organization
Database. After verifying the tax status of one or more Organizations,
you can update GIFTS with current tax status information.

You can also use Tax Status Plus to look up tax exempt organizations not
in GIFTS.

For Tax Status Plus 5.2, secondary foundation codes are supported and
displayed (if one currently exists) in the Tax Status tab form for each
Organization.

For more information on Organization tax status data, please refer to the
“Tax Status” section in Chapter 8 of the GIFTS 6.4 User’s Guide.

About MicroEdge’s Tax Exempt Organization
Database

MicroEdge’s Tax Exempt Organization Database is a database that
contains the most current information on all tax exempt organizations.
MicroEdge frequently updates this database with information from the
IRS Exempt Organization Master Listing and the Canada Revenue
Agency’s registered charities database.

Setting Up Tax Status Codes

GIFTS can only be updated with tax status codes that are found in its tax
status code table. Before you use Tax Status Plus, your GIFTS
Administrator must be sure that the tax status code table is up-to-date.

When you verify an Organization’s tax status, a search is done on the tax
status, and if found, the tax status codes of the Organization in GIFTS and
MicroEdge’s Tax Exempt Organization Database are compared.

Whenever you make an attempt to update GIFTS with a code not found
in GIFTS, you will be notified. Your GIFTS Administrator can add the
missing code using the steps below, and you can then repeat the update.

About Tax Status Plus
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To set up tax status codes in the GIFTS Administrator Module:

1

2

About Tax Status Plus

Select Setup » Code Tables from the Administrator menu. The Table
Maintenance window is displayed.

Go to the System tab and double click Tax Status. The Code
Maintenance [Tax Status] window is displayed.

%> Code Maintenance [Tax Status]

File Action Help
D ﬂew% %lT s Find

Select [tem

"B [01] 5011
L[ [02] 501[c)2

—[E1[03] 501(=)3

—[E1[04] 501(c)4

—[E1[05] 501(c)5

[ [06] 501[c)6

[ [F02-03] Private Operating Foundation

—[=1 [F04] Private Mon-operating Foundation

[ [F09] Suspense

—[E1 [F10-15] 509(a)(1)

—[E1 [F18] 503(a)(2] under 170(b)(1 (&) i)

1 [F17] 509()(3] under 170(b)(1 (&) vii]

(1 [F18] 509(a)(4]

1 [F21] 509(a)(3] Type |

—[E1 [F22] 509(a)(3] Tvpe Il

[ [F23] 509(a)(3] Type |l functionally integrated
L[ [F24] 509(a)(3] Type |l not functionally integrated

Do one of the following:
 To add a new tax status code, click New.

% To update a tax status code already in the table, double-click the
code.

Enter the Code for the tax status.

Note: For a listing of all the primary and secondary tax codes and their
associated descriptions and organization types, please refer to
“Appendix: Tax Status Codes” on page 177.

Enter the Description for the tax status.

Note: This description appears in the Tax Status section of the Tax
Status menu in the Organization window and can be anything that
describes the tax status. For instance, if the tax status code is 03, an
accurate description might be 501(c)3.
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6 Repeat this process until all tax status codes are set up.

Note: For more information about adding and editing codes in the
Administrator Module, please refer to “Adding Codes” and “Editing
Codes” in Chapter 2 of your GIFTS Administrator’s Guide.

Verifying an Organization’s Tax Status

You can verify the tax status an Organization to ensure that GIFTS
contains the most current tax status information. You can then update
GIFTS with this current information.

To verify an Organization’s tax status:

1 Inthe Organizations folder of the GIFTS Organizer, select the records
that you want to verify. (To select a group of records, hold down the
SHIFT or CTRL key as you click on records.)

2 From the Main menu, choose GIFTS Plus » Tax Status Plus Verify. The
GIFTSPlus Verification utility searches for the Organization’s Tax ID in
MicroEdge’s Tax Exempt Organization Database, and if the Tax ID is
found, compares the tax status code for the Organization in the two
databases. The Tax Status Plus - Verification Summary window is
displayed.

The resultz of your tax statuz verfications are summarized below,

tatched

The taw ztatus of 9 Organizations matched. Viiew Besults
Mot Matckhed

The tax status of 18 Organizations did nat match
Mot Found

The Tax ID was not found for 31 Organizations. Wiew Pesults. .

The Tax Status Plus - Verification Summary window contains three
sections:
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% Matched: This section displays the Organizations whose GIFTS Tax
ID and tax status matched the information in MicroEdge’s Tax
Exempt Organization Database. For more information, please
refer to “Viewing Matched Organizations” on page 143.

% Not Matched: This section displays the Organizations whose GIFTS
Tax ID matched the information in MicroEdge’s Tax Exempt
Organization Database, but not the tax status. For more
information, please refer to “Viewing Not Matched Organizations”
on page 145.

< Not Found: This section displays the Organizations whose GIFTS
Tax ID was either missing or not found in MicroEdge’s Tax Exempt
Organization Database. For more information, please refer to
“Viewing Not Found Organizations” on page 146.

Viewing Matched Organizations

After verifying the tax status of one or more Organizations, you can view
information for Organizations whose GIFTS Tax ID’s and tax statuses
match the information in MicroEdge’s Tax Exempt Organization
Database.
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To view matched Organizations:

1 Fromthe Matched section of the Tax Status Plus - Verification Summary
window, click View Results. The Tax Status Results - Matched window

is displayed.

Wou can undate the tax status of each Oroanezation wath datads from thew matching Organization.
Click Datals to see what rew data wil be added to the Organization

GIFTS Qrganczation Matching Drganization TaxID Tax Status  See Delals

[ | Arna Deavere Srith Waiks | Anna Deavese Smith Waotdks Inc | 020868545 | 501¢[3) Detail:
[] | Anna Deavere SmithWorks | Anna Deavere Smith Warks Inc | 020558545 | 501¢{3) Detail:
[ | Anna Deavere Smith Works | Anna Deavere Smith Works Inc | 020666545 | S0c(3) Detailz
[ | Anna Deavere Smith Works | Anna Deavere Smith Waorks Inc | 020668545 | 501c¢(3) Detail:
[ | Barbara Lubin Goldsmith F | Barbara Lubin Goldsmth Found | 237031986 | 5003 Detaily
[ | Babaca Lubin Goldsmith F | Barbara Lubin Goldswath Found | 237031986 | S01¢{3) Detaily
[] | Babaca Lubin Goldsmith F | Basbara Lubin Goldsmwith Found | 237031986 | S0cf3) Detaily
[] | Ben & Ruth Smith Foundati | Ben & Ruth Smith Foundation 136279923 | S0cf3) Dt il
p | [J | Bettiam M Goldsmith Foun | Bertrand M Goddsmith Foundation | 226084506 | 501c(3) Details
SelectAl | DeselectAn | Print | Update | Cose |

The Tax Status Results - Matched window contains the following fields:

Field

Description

GIFTS
Organization

Matching
Organization

Tax ID
Tax Status

See Details

The tax status matched.

The name of the Organization in GIFTS.

The name of the organization in MicroEdge’s Tax Exempt
Organization Database that shares the same Tax ID.

The Tax ID matched.

Click Details to view which Organization fields can be

updated. Please refer to “Updating Organization
Information” on page 148 for more information.

2 Choose from the following options on the Tax Status Results window:

Option

Description

Select All

144

Selects all the Organizations.
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Option Description

Deselect All Clears all the selected Organizations.

Print Prints the displayed information.

Update Updates GIFTS for the selected Organizations. Please refer to
“Updating Organization Information” on page 148 for more
information.

Close Closes the window.

Viewing Not Matched Organizations

After verifying the tax status of one or more Organizations, you can view
information for Organizations whose GIFTS Tax ID matched the
information in MicroEdge’s Tax Exempt Organization Database, but not

the tax status.

To view not matched Organizations:

1 From the Not Matched section of the Tax Status Plus - Verification
Summary window, click View Results. The Tax Status Results - Not
Matched window is displayed.

“You can update the tax stabus of each Oiganization with detads from ther matching Organization:
Click Datals o see what new data wil be added to the Organization

GIFTS Organization  Matching Organizatio TaxID Cunent Tax Status  MNew Tax Status  See Detals

[ | Ameican Legion Po | American Legion Post | 150517092 S01(ena Deatail:

T[] [Ameican Legion Po_| Ameiican Legion Post | 150517032 501(c)13 Delais

[] | Amesican Legion Po | Ametican Legion Pest | 150517092 S01[ena Detail:

] [Ameican Legion Pa_| Ametican Legion Fost | 146046263 501[c)13 Delak

[ | Amesican Legion Po | Amencan Legion Post | 145046283 501(cn49 Detailz

] [Amencan Legion Po | Amenican Legion Fost | 146046263 ERIEE Delal

[] | #nna Deavere St | Anna Deavere Smith | 020686545 501(ck3 Delails

[ | Anna Deavere Smit | Anna Deavere Smith | 020885545 SMel Delaily

] | Baibaea Lubin Gold | Barbaa Lubin Golds | 237031986 S Delil:

[ | Babaea Lubin Gold | Barbara Lubin Golds | 237031986 S0(c3 Delai

» | [ |Blacksmith Instiute | Blackemith Inclitate In_| 133075779 S0(c3 Celail

SeectAl | ODesclectad | Pint. | Update Close
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The Tax Status Results - Not Matched window contains the following

fields:

Field Description

GIFTS The name of the Organization in GIFTS.

Organization

Matching The name of the organization in MicroEdge’s Tax Exempt
Organization Organization Database.

Tax ID The Tax ID matched.

Current Tax Status | The tax status of the Organization in GIFTS.

New Tax Status The tax status of the Organization in MicroEdge’s Tax Exempt
Organization Database.

See Details Click Details to view which Organization’s fields can be
updated. Please refer to “Updating Organization
Information” on page 148 for more information.

2 Choose from the following options on the Tax Status Results - Not
Matched window:

Option Description

Select All Selects all the Organizations.

Deselect All Clears all the selected Organizations.

Print Prints the displayed information.

Update Updates GIFTS for the selected Organizations. Please refer to
“Updating Organization Information” on page 148 for more
information.

Close Closes the window.

Viewing Not Found Organizations

After verifying the tax status of one or more Organizations, you can view
information for Organizations whose Tax ID was not found in
MicroEdge’s Tax Exempt Organization Database.

To view not found Organizations:

1 From the Not Found section of the Tax Status Plus - Verification
Summary window, click View Results. The Tax Status Results - Not

146
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Found window is displayed.

Select an Organization and click Look Up to search for tax status information.

Drganization 1D State/Frovince A
Abuse Prevention and Rehabifitation 22 Dc

Advenbure Chib of Manhattan 19

American Foundation for Chidren

tulington 5 chool of Dentisty

Brogkln B allel

Chidren's Fund

1

2

3

Calfoinia Chidren's Theatre 4
1

Computers for Kids L]
[

E ast Side Leaming Cenbe:

Eazt Side Leaming Cenber 23

BZ| 2| 2| 8| B Z| B| £| 2

Girl Scouts of the U, 5, A 7

Piini.. Look Up... | Close |

The Tax Status Results - Not Found window contains the following

fields:
Field Description
Organization The name of the Organization in GIFTS.
ID The Tax ID of the Organization in GIFTS.
State/Province The state or province where the Organization is located,

according to GIFTS.

2 Choose from the following options on the Tax Status Results - Not
Found window:

Option Description
Print Prints the displayed information.
Look Up Searches for the selected Organization(s) in the MicroEdge’s

database using the organization name and the state or
province where the Organization is located. Please refer to
“Looking Up a “Not Found” Tax Exempt Organization” on
page 153 for more information.

Close Closes the window.
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Updating Organization Information

148

When verifying an Organization’s tax status, you can view the tax status
fields that can be updated. You can then select the fields you want to
update, and update them in GIFTS.

Note: Steps 1 and 2 below are optional and only necessary if you want to
view or change the tax status fields to be updated. If you only want to
update Organization information, go to Step 3.

To view and update Organization fields:

1 From the Tax Status Results - Matched window or the Tax Status
Results - Not Matched window, click Details next to an Organization.
The Update Details window is displayed.

Note: Tax Status 2 is the organization’s secondary tax code.

| # Update Details - Big Brothers Big Sisters of Hew York City [28]

-ng

Selected figlds will be ovenwritten.
Field Current MNew
» i [ | | LegalMame Big Erothers Big Big Brothers And Big Sisters OF Mew
[ | Registration Date July, 1934 July, 1934
[] | TaxStatus B0 [c)3 B0 [c)3
[] | TaxStatus Date July, 1934 July, 1934
[] | TaxStatus2 509(a)1)
[] | TaxStatus 2 Date July, 1334
LastVerified On 12/6/2007 412/2mz2
LastVerified By ADMIN SYE
Next Verification On 12/6/2008 412/2M3
TaxMNotes I_:'_ublic: E_Ih@rity_— ; F'H_blic: Charity - [Foundation Code:
st J[ Comcsl ]

The Update Details window contains the following columns:

Column Description

Field The name of the field. Click the check box next to this field to
select it, or clear the check box to clear it.

Current The field information in GIFTS.

Updating Organization Information
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Column Description

New The field information in MicroEdge’s Tax Exempt
Organization Database. If you select this field and update
GIFTS, the information in this field overwrites the
information in GIFTS.

Note: Selected fields will be overwritten in GIFTS if you update this
Organization. The fields which are selected by default are determined
by your setup preferences. For more information, please refer to
“Setting Up Tax Status Plus Security” on page 14.

2 Choose one of options on the Update Details window:

Option Description
Print Prints the displayed information.
Set Saves any changes and closes the window. To update GIFTS

with the selected fields, go to Step 3.

Cancel Closes the window without saving any changes.

Note: For detailed information about the Tax Notes field, please refer
to “Understanding Tax Notes Field Data,” Solution #1369 in the
MicroEdge PowerME client portal.

3 From the Tax Status Results window, click Update. This updates the
selected Organizations with selected information from MicroEdge’s
Tax Exempt Organization Database. If you do not update all the
Organizations on the Tax Status Results window, a window is displayed
indicating the number of Organizations that have been updated. Click
View Results to return to the Tax Status Results window.
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Looking Up Tax Exempt Organizations

150

You can look up tax exempt organizations not in GIFTS at any time from
the Organizations folder or while verifying Organizations’ tax status from
the Tax Status Plus - Verification Summary window.

Looking Up New Tax Exempt Organizations

You can look up tax exempt organizations in MicroEdge’s Tax Exempt
Organization Database at any time. If you choose, you can add these
organization to GIFTS.

Important: This feature does not check for duplicate or similar
Organizations in GIFTS. If you add a tax exempt organization using this
feature, make sure it is not already in GIFTS, or a duplicate Organization
will be created.

To look up a new tax exempt organization:

1 From the main menu, choose GIFTS Plus » Tax Status Plus Lookup.
The Look Up Organization Tax Data window is displayed.

Name [contsins | |

City |
States '
Province [ Posled[
Tax ID |
Source
" IRS  Canads Revenue Agency = Both

Seach.. Cloze

2 Enter search criteria in the following fields:

Field Description

Name The name of the organization. Use the drop-down menu to
select whether you are entering a whole or partial name.

City The city where the organization is located.

State/Province The state or province where the organization is located.

Postal The postal code of the organization.

Looking Up Tax Exempt Organizations
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Field Description

Tax ID The Tax ID of the organization.

Source Select the section of MicroEdge’s Tax Exempt Organization
Database to search, either IRS, Canada Revenue Agency, or
both.

3 Click Search. The Tax Status Plus - Search Results window is displayed.

Thesa Onganizations can be added to your GIFTS databaze. Click on Detals for the fields which will be
populated.

Edit Search...
Matching Organization Tax D Public Charity? Tax Status See Details #
3R Youth Enichment Program - 562114335 es 003 Detads

p | [ |JehnsonC Smith Unversity
E&B“ 1901 100 Beatties Foed

4-H Clubs &nd Affliated 4-H 39150370 Yes S01(c)3 Detals
| Elrganizalnm Smith Vialley 4-H
I

N2 Sy W lfens il

410 Smith Foundation Inc F96076924 No 507(c)3 Detals

[ | Po Biox 245001
Miwaukes, W1 53224-9501

A Philip Goldsmith & Frieda B50613640 No 801(c)3 Detads
[] | Goldsmith Foundstion Inc

347 M L& Cienega Bhed SteJ
Leve Anessles T QRS 47700

& Vincent Smith & Hany £ D4B0445EG Ho CTTTE Detals
[0 | Richmond Scholarship Fund b

< >
Select Al | Du:ehctAI| Prirs... ] Add ] Close ]

The Tax Status Plus - Search Results window contains the following

fields:

Field Description

Matching The organization’s contact information in MicroEdge’s Tax

Organization Exempt Organization Database.

Tax ID The Tax ID of the organization in MicroEdge’s Tax Exempt
Organization Database.

Public Charity? This field indicates whether or not the organization is a public
charity.

Tax Status The tax status of the organization in MicroEdge’s Tax Exempt
Organization Database.

See Details Click Details to view which fields will be added to GIFTS.
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Note: GIFTS only displays the first 100 organizations found. If you need

to refine your search criteria, click Edit Search.

4 Choose from the following options on the Tax Status Plus - Search
Results window:

Option Description

Select All Selects all the organizations.

Deselect All Clears all the selected organizations.

Print Prints the displayed information.

Add Adds the selected organizations to GIFTS. Before clicking this
button, select the check box next to the organizations you
want to add.

To view the details that will be entered into GIFTS for the
new Organization, click Details.

Close Closes the window.

The Update Details window displays all the data that will be added to

GIFTS as a new Organization.

# Update Details - Hew Organization

These fields only will be populated if you add the Organization. You
cah edit the record in GIFTS to add more details.
Field Walue |
» | LegalMame Big Brothers Big Sisters Of Long
Address 145 Spcamore Ln
City lslandia
State MY
Postal Code 117451509
TaxID 113464636
Registration Date February, 1993
Tax Status B0 [c)3
Tax Status D ate February, 1993
Tax Status 2 B09(a)3]
Tax Status 2 Date February, 1993 =
o — P o

Note: Tax Status 2 is the organization’s secondary tax code.
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Looking Up a “Not Found” Tax Exempt
Organization

If an Organization appears in the Not Found section of the Tax Status Plus
- Verification Summary window, the Organization’s Tax ID was not found
in MicroEdge’s Tax Exempt Organization Database. You can look up the
organization and if you find its match, update it in GIFTS with current tax
status data.

To look up a tax exempt organization:

1 Click View Details in the Not Found section of the Tax Status Plus -
Verification Summary window. The Tax Status Results - Not Found
window is displayed.

Select an Organization and chick Look Up to ssarch for tax stabus information.

Organization 1D Stale/Province A&
» | Abuse Prevention and Rehabditation DC
Adventuie Chib of Manhattan
Amenican Foundation for Chidren
tulington 5 chool of Dentisty
Brooklm Ballel
Calfomia Chidren's Theatre
Children's Fund
Compubers for Kids
E ast Side Leaming Cenbe:
E ast Side Leaming Canbe:
Girl Scouts of the U, 5, &

| R

L)

BZ| 2| 2| 8| B Z| B| £| 2

~

Piini.. Look Up... | Close |

Note: For more information, please refer to “Verifying an
Organization’s Tax Status” on page 142.

2 Select an Organization and click Look Up. If organizations with the
same names and states/provinces are found in MicroEdge’s Tax
Exempt Organization Database, the Tax Status Plus - Search Results
window displays these organizations. Go to step 5. If the organization
is not found, a message displays that reads “No records found. Would
you like to refine the search criteria?”
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3 Click Yes. The Look Up Organization Tax Data window is displayed.

N |cnnranm ;l [

City |
State/
Province | Posdal|
TaxID |
Source
T IRS " Canads Revenue Agency = Both

Search... I Close

The Look Up Organization Tax Data window contains the following

fields:
Field Description
Name The name of the organization. Use the drop-down menu to
select whether you are entering a whole or partial name.
City The city where the organization is located.
State/Province The state or province where the organization is located.
Postal The postal code of the organization.
Tax ID The Tax ID of the organization.
Source Select the section of MicroEdge’s database(s) to search,

either IRS, Canada Revenue Agency, or both.
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4 Click Search. The Tax Status Plus - Search Results window is displayed.

You can update the tax status data of thes Qiganzation with detads from one of the search results. Click,
on Detals to see what new data will be added to the Drganization

GIFTS Organization

Model Company Foundation [2€]

612 N, Eyeland Avenue
Mew Yok, NY 10024
Tax |D: <Mizsing>

Edit Search,.,

¥ | Smath Savage

Coireer Brown Brorson St
| Deayher N 13R34.0000

Matching Oiganization Tax D
Ameican Legion Post 0583 150517092

Publc: Chaiity?
Mo

Tax Status
50(cn9

See Detals

Datail:

Fo Box

| lracunadle R 1 GER. AR

Amesican Legion Post 1607 14B046283
Post Ge Smith

Mo

501(cn9

Detals

Anna Deavere Smith Works Inc (20EEE545
194 Mercer Ste 515F
New York, MY 100121502

Yes

S01[c)3

Details

Baibaia Lubin Goldsemith

Z37031986

No

S01[c|3

Update

A

The Tax Status Plus - Search Results window contains the following

fields:

Field

Description

GIFTS
Organization

Matching
Organization
Tax ID

Public Charity?

Tax Status

See Details

Looking Up Tax Exempt Organizations

The Organization information in GIFTS.

The organization’s contact information in MicroEdge’s

database.

The Tax ID of the organization in MicroEdge’s Tax Exempt
Organization Database.

This field indicates whether or not the organization is a public

charity.

The tax status of the organization in MicroEdge’s Tax Exempt
Organization Database.

Click Details to view this organization’s fields that can be

updated. Please refer to
Information” on page 148 for more information.

“u

Updating Organization
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5 Choose from the following options on the Tax Status Plus - Search
Results window:

Option Description

Edit Search Allows you to refine your search criteria.

Print Prints the displayed information.

Update Adds the selected organization(s) to GIFTS. Before clicking

this button, select the organization(s) you want to add.

To view what fields will be added, click Details next to a
selected organization.

Close Closes the window.
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Using
Watchlists Plus

This chapter describes how to install and use Watchlists Plus.

Note: Watchlists Plus requires an active subscription to
MicroEdge’s watchlist service. If you do not have a subscription,
contact your sales representative for more information.

In This Chapter

About Watchlists PIUS.........cccevvrieriereein e 158
Checking the Watchlist Status for Orgs and Contacts..... 160
Viewing Detailed Query RESUIS ......ccovvvvieeirciieeiiiciieeeenns 165

Viewing Watchlist Information and Updating Activities . 174
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About Watchlists Plus

158

Since September 11th, 2001, U.S. government investigations have
revealed that terrorist organizations have exploited charitable
organizations in order to support their operations. Since this can result in
violations of economic sanctions programs, such as the U.S. Department
of the Treasury’s Office of Foreign Assets Control (OFAC) requirements
against doing business with certain countries and individuals, charitable
organizations should take steps to ensure that they are in compliance
with these programs.

Watchlists Plus helps you comply with your own internal compliance
programs by checking Organizations and/or Contacts against specific
Watchlists, such as those provided by OFAC, the FBI, INTERPOL, and the
European Union, among others. If one of your Organizations or Contacts
appears on a watchlist, refer to the watchlist organization’s policies and
procedures in determining how to proceed.

Note: Your administrator defines the specific Watchlists searched using
the Plus Pack Configuration tool. For more information, see “Setting Up
Watchlists Plus Security” on page 18 of the Plus Pack 5.2.1 User’s Guide.

You can use Watchlists Plus to check all the Organizations and Contacts
in GIFTS against these Watchlists on a semi-regular basis, such as
quarterly or yearly.

Watichlists Plus and GIFTS Activities

Each time you use Watchlists Plus to check Organizations or Contacts
against Watchlists, an Activity is automatically created in GIFTS for each
record. This Activity contains the person conducting the search, the
number of “hits” (or appearances) on any Watchlists, and the names of
the Watchlists searched.

If the Organization or Contact does not appear on any watchlist, the
associated Activity is automatically marked as Done. If any Organization
or Contact registers a “hit” on any watchlist (that is, if the watchlist
contains similar information about the Organization or Contact), the
associated Activity’s Due Date is set as five days from the current date.
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During those five days, you can conduct further research to determine
whether or not the Organization or Contact is the one on the watchlist. If
you determine that the Organization or Contact is a “false positive,” or
different from the one for which it registered a hit, you can mark the
associated Activity as Done, which closes it. The accuracy of hits depends
on the Threshold field setting in the Plus Pack Configuration utility. For
more information, refer to “Setting Up Watchlists Plus Security” on
page 18.

If you determine that the Organization or Contact is the same as the one
for which it registered a hit, you do not have to do anything to the
associated Watchlist Plus Activity. After five days have passed since the
creation of the Activity, it will automatically be marked as Overdue. Any
Organizations or Contacts that have an associated Watchlist Plus Activity
marked as Overdue can be assumed to be on one or more Watchlists.

Note: If an Organization or Contact is found to be on one or more
Watchlists, you can also delete them from GIFTS or create an alert for the
Organization or Contact that contains this watchlist information. For
more information, see “Using Organization Alerts” in Chapter 8 or “Using
Contact Alerts” in Chapter 13 of the GIFTS 6.4 User’s Guide.

Watchlist Plus Activities help create an audit trail that shows that your
organization ran a compliance check.
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Checking the Watchlist Status for Orgs
and Contacts

160

You can use Watchlists Plus to run a query that checks whether Contacts
and/or Organizations in GIFTS appear on Watchlists. You can either run a
new query or check the current status according to the last query ran for
the record.

Note: The Watchlists that are searched are defined in the Plus Pack
Configuration tool. For more information, see “Setting Up Watchlists Plus
Security” on page 18 of the Plus Pack 5.2.1 User’s Guide.

Running a New Query

You can run a new Watchlists query if one has never been run for certain
records, or if you want to check records against current watchlist
information.

Note: Every time you run a new query, you create a new Watchlists Plus
Activity for every record in your query.

To run a new Watchlists query:

1 Inthe Organizations or Contacts folder of the GIFTS Organizer, select
the records that you want to check. (To select a group of records, hold
down the SHIFT or CTRL key as you click on records.)

Checking the Watchlist Status for Orgs and Contacts
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2 From the Main menu, choose GIFTS Plus » GIFTS Watchlists Plus. The

Watchlists Plus window displays.

49 Organizations zelected. In addition, you can werify the following:

Parents and Subsidiaries Include in Search

Prirnary Contacts []5ocial Security Ma.
Employees [JDate of EBithYear  +/
[] RBequest's Primary Contacts []City, State, and Country

[ Other affiliated Contacts
[ Include closed Affiliations

o | years

]

3 If you wish to include related records in your query, such as Primary
Organization (for Contacts), or Employees (for Organizations), click the
checkbox next to the appropriate field on the left side of the Watchlists

Plus window.

If you wish to include additional search criteria for each record, such

as social security numbers and date of birth year (for Contacts), or city,
state and country (for both Contacts and Organizations), click the
checkbox next to the appropriate field(s) in the Include in Search

section.

Important: By default, Watchlists Plus only includes Organization names

and/or Contact first and last names in each query.

Checking the Watchlist Status for Orgs and Contacts
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5 Click Check. The Processing window displays the current number of
records processed and the total number of records in the query. After
the query is complete, the Watchlist Plus Summary window displays.

The results of your “Watchlists Pluz check are summarized below.
Mew Hits
1 Contact kad new hitz returned. The Watchlists Plus Activities
for thogze records are due in B daps, -
Wiew Results...
Mo Mew Hitz
58 Organizations and their related recordsz returned no new -
e Wiew Results...

Note: At any time in the query process, you can click Cancel in the
Processing window, and then click Yes to display the Watchlists Plus
Summary window for the current records processed.

The Watchlists Plus Summary window contains two sections:

e
o

New Hits: This section displays the number of records that either
are being included in a query for the first time and registered a hit
on watchlist(s), or registered a hit on watchlist(s) in a previous
query and the most recent Watchlists Plus Activity for that record
is still open. For more information, please refer to “Viewing New
Hits Record Results” on page 169.

No New Hits: This section includes the number of records that
either did not register a hit on any watchlist(s) or registered a hit
on watchlist(s) in a previous query and the most recent Watchlists
Plus Activity for that record has been closed. For more
information, please refer to “Viewing No New Hits Record Results
on page 172.

”

Checking the Current Status

Every time you run a new watchlist query, you create a new WatchlList
Plus Activity for every record in your query. If you have already run a

162
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query and only want to view the watchlist status of one or more records,
you can simply check the current status.

To check the current watchlist status of one or more records:

1 Inthe Organizations or Contacts folder of the GIFTS Organizer, select
the records that you want to check. (To select a group of records, hold
down the SHIFT or CTRL key as you click on records.)

2 From the Main menu, choose GIFTS Plus » GIFTS Watchlists Plus. The
Watchlists Plus window displays.

49 Organizations zelected. In addition, you can werify the following:

Farents and Subsidiaries Include in Search

Prirnary Contacts []5ocial Security Ma.

Emplovess [IDate of Bitth ear  +~ (1 % | pears
[] RBequest's Primary Contacts []City, State, and Country

[ Other affiliated Contacts
[ Include closed Affiliations

[ Check... ] [ Cancel ]

3 If you wish to include related records in your query, such as Primary
Organization (for Contacts), or Employees (for Organizations), click the
checkbox next to the appropriate field(s) on the left side of the
Watchlists Plus window.
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4 Click Last Status. The Watchlist Plus Summary window displays.

The most recent statuses of the selected records are summarized below.

Open

1 Contact have open hitz requining rezolution, or have never

been checked.
Werified
58 Organizations and their related records had nao hitz, or only
hits which have been marked falze positive, m

The Watchlists Plus Summary window contains two sections:

% Open: This section displays the number of records that either have
never been included in a query or have registered a hit on
watchlist(s) in a previous query and the most recent Activity for
that record is still open. For more information, please refer to
“Viewing Open Record Results” on page 165.

% Verified: This section displays the number of records that either
did not register a hit on any watchlist(s) for any previous queries
or registered a hit on watchlist(s) in a previous query and the most
recent Activity for that record has been closed. For more
information, please refer to “Viewing Verified Record Results” on
page 167.
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Viewing Detailed Query Results

After checking the current watchlist status of records or running a new

query, you can view detailed query results for these records.

Viewing Open Record Results

After checking the current watchlist status for records, you can view
detailed query results for records appearing in the “Open” section of the
Watchlists Plus Summary window. These are records that either have
never been included in a query or have registered a hit on watchlist(s) in
a previous query and the most recent Watchlists Plus Activity for that

record is still open.

1 From the Open section of the Watchlists Plus Summary window,
View Results. The Watchlists Plus Open window displays.

click

Below are the most recent Watchlists Plus results for the selected Contacts and their affiliated records.

Mame Raole GIFTS ID
| *Smih, Johnatha | |12

Last Checked Closed By Status Hits See Details
| 3ezz/2007 | <Hone | Open |1 | Details

\ Shea Dance C \anawurgamzat \12 \3/22/2uu7 ‘ADMIN ‘VE!II\EH \u \Detans

I™ Hide related records with no hits

The Watchlists Plus Open window contains the following fields:

Field Description

Name

Viewing Detailed Query Results

The Organization name or the Contact’s first and last name.

Names displayed in red text with an asterisk next to them are
records that registered hits. Names displayed in black text
are records that registered no hits.

Names that are not indented are records you specifically
selected to include in this query.

Indented names are records affiliated with the selected
records, and are displayed if you selected to include affiliated
records in your query.
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Field

Description

Relationship

GIFTS ID
Last Checked

Closed By

Status

Hits

See Details

Hide related
records with no
hits

If this field contains no information, it is a record you
specifically selected to include in your query.

If this field contains information, it is for an affiliated record,
and describes the relationship between it and the selected
record. The selected record appears above it and has a name
that is not indented.

For example, in the screenshot above, the Shea Dance
Company is the Primary Organization of Johnathan Smith.

The GIFTS ID of the Contact or Organization.

The date of the most recent query which included this
record. This is also the Create Date of the most recent
Watchlists Plus Activity for this record.

The name of the person who marked the record’s associated
Activity as Done. If this field displays <none>, the associated
Activity has not been marked as Done.

This field displays one of the following messages:

% Verified: The most recent associated Watchlists Plus
Activity has been marked as Done.

< Open: The most recent associated Watchlists Plus Activity
is still open.

< <none>: The record has no Watchlists Plus Activity
associated with it, and has therefore never been included
ina query.

The number of Watchlists on which the Organization or

Contact registered a hit.

Click Details to view the watchlist information that registered
a hit for this record, and to update information for the
Watchlists Plus Activity associated with this record. For more
information, please refer to “Viewing Watchlist Information
and Updating Activities” on page 174.

Note: This link is inactive if the record registered no hits.

Click this checkbox to hide affiliated records that returned no
hits.

Viewing Detailed Query Results



Using Watchlists Plus 1 0

2 Choose from the following options on the Watchlists Plus Open

window:

Option Description

Print Prints the displayed information.
Close Closes the window.

Viewing Verified Record Results

After checking the current watchlist status for records, you can view
detailed query results for records appearing in the “Verified” section of
the Watchlists Plus Summary window. These are records that either did
not register a hit on any watchlist(s) in any previous queries or registered
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a hit on watchlist(s) in a previous query and the most recent Activity for
that record has been closed.

1 Fromthe Verified section of the Watchlists Plus Summary window, click
View Results. The Watchlists Plus Verified window displays.

Eelow are the most recent Watchlists Plus results for the selected Contacts and their affiiated records.

Name Fiole GIFTS ID Last Checked Closed By Status False Fos SeeDetalls &
» | Albright, Carol 63 342272007 ADMIN Verified 0 Details
TeenAid Cent | Primary Drganizat 20 342242007 ADMIN Werified 1} Details
Alexander, Tom 69 342272007 ADMIN Verified 0 Details
Model Compa | Primary Diganizat | 26 342242007 ADMIN Werified 1} Details
Anderson, David 4 342272007 ADMIN Verified 0 Details
Califoria Chil Primary Organizat | 4 342242007 ADMIN Werified 1} Details
Anderson, Rose 70 342272007 ADMIN Verified 0 Details
Model Compa | Primary Diganizat | 26 342242007 ADMIN Werified 1} Details
Appleton. Virginia 5 342272007 ADMIN Verified 0 Details
Computess for [ Primary Drganizat | 5 342242007 ADMIN Werified 1} Details v
<

>

The Watchlists Plus Open window contains the following fields:

Field Description

Name The Organization name or the Contact’s first and last name.

Names displayed in red text with an asterisk next to them are
records that registered hits. Names displayed in black text
are records that registered no hits.

Names that are not indented are records you specifically
selected to include in this query.

Indented names are records affiliated with the selected
records, and are displayed if you selected to include affiliated
records in your query.

Relationship If this field contains no information, it is a record you
specifically selected to include in your query.

If this field contains information, it is for an affiliated record,
and describes the relationship between it and the selected
record. The selected record appears above it and has a name
that is not indented.

For example, in the screenshot above, the Teen Aid Center is
the Primary Organization of Carol Albright.

GIFTS ID The GIFTS ID of the Contact or Organization.

Last Checked The date of the most recent query which included this
record. This is also the Create Date of the most recent
Watchlists Plus Activity for this record.
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Description

Closed By

Status

False Pos

See Details

The name of the person who marked the record’s associated
Activity as Done. If this field displays <none>, the associated
Activity has not been marked as Done.

This field displays Verified, which indicates that the most
recent associated Watchlists Plus Activity has been marked as
Done.

The number of false positives for the record. A “false
positive” occurs if a record registers a hit on a watchlist, but
is determined to not be the one on the watchlist. The
record’s most recent associated Watchlists Plus Activity has
therefore been marked as Done.

For more information about Watchlists Plus Activities and
false positives, please refer to “Watchlists Plus and GIFTS
Activities” on page 158.

Click Details to view the watchlist information that registered
a hit for this record (that was determined to be a false
positive), and to update information for the Watchlists Plus
Activity associated with this record. For more information,
please refer to “Viewing Watchlist Information and Updating
Activities” on page 174.

Note: This link is inactive if the record registered no hits that
were determined to be false positives.

2 Choose from the following options on the Watchlists Plus Verified

window:

Option

Description

Print

Close

Prints the displayed information.

Closes the window.

Viewing New Hits Record Results

After running a new query, you can view detailed query results for
records appearing in the “New Hits” section of the Watchlists Plus
Summary window. These are records included in a query for the first
time that registered a hit on watchlist(s), and records that registered a

Viewing Detailed Query Results
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hit on watchlist(s) in a previous query that have the most recent
Watchlists Plus Activity still open.

1 From the New Hits section of the Watchlists Plus Summary window,
click View Results. The Watchlists Plus New Hits window displays.

The zelected Contacts and their related records returned the following new hits.

Mame Role GIFTS ID Hits See Details
* Smith, Johnatha 12 1 Details
Shea Dance C | Primary Organizat | 12 1] Dretails
I Hide related records with no hits [ Prirt... ] [ Close ]

The Watchlists Plus New Hits window contains the following fields:

Field

Description

Name

Relationship

GIFTS ID
Hits

170

The Organization name or the Contact’s first and last name.

Names displayed in red text with an asterisk next to them are
records that registered hits. Names displayed in black text
are records that registered no hits.

Names that are not indented are records you specifically
selected to include in this query.

Indented names are records affiliated with the selected
records, and are displayed if you selected to include affiliated
records in your query.

If this field contains no information, it is a record you
specifically selected to include in your query.

If this field contains information, it is for an affiliated record,
and describes the relationship between it and the selected
record. The selected record appears above it and has a name
that is not indented.

For example, in the screenshot above, the Shea Dance
Company is the Primary Organization of Johnathan Smith.

The GIFTS ID of the Contact or Organization.

The number of Watchlists on which the Contact or
Organization information registered a hit.
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Field Description

See Details Click Details to view the watchlist(s) information that
registered a hit for this record, and to update information for
the Watchlists Plus Activity associated with this record. For
more information, please refer to “Viewing Watchlist
Information and Updating Activities” on page 174.

Note: This link is inactive if the record registered no hits.

Hide related Click this checkbox to hide records that registered no hits.
records with no
hits

2 Choose from the following options on the Watchlists Plus New Hits

window:
Option Description
Print Prints the displayed information.
Close Closes the window.
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Viewing No New Hits Record Results

After running a new query, you can view detailed query results for
records appearing in the “No New Hits” section of the Watchlists Plus
Summary window. These are records which either did not register a hit
on any watchlist(s) for this query or registered a hit on watchlist(s) in a
previous query and the most recent Watchlists Plus Activity for the
record has been closed.

1 Fromthe No New Hits section of the Watchlists Plus Summary window,
click View Results. The Watchlists Plus No New Hits window displays.

The selected Contacts and their related records returmed no new hits.
Mame Role GIFTS ID False Pos See Details L
» | Albright, Caral B3 1] Details
Teen Aid Cent | Primary Organizat | 20 1] Details
Alexander, Tom B9 1] Details
Model Compa | Primary Organizat | 26 1] Details
Anderson, David 4 1] Details
Califarnia Chil Frimary Organizat | 4 1] Details
Anderson, Rose Kl 1] Details
Model Compa | Primary Organizat | 26 1] Details
Appleton, Virginia 5 1] Details
Computers for | Primary Organizat | 5 1] Details
Austin, Janet E 1] Details w
[ Frint... ] [ Cloze ]

The Watchlists Plus No New Hits window contains the following fields:

Field

Description

Name

172

The Organization name or the Contact’s first and last name.

Names that are not indented are records you specifically
selected to include in this query.

Indented names are records affiliated with the selected
records, and are displayed if you selected to include affiliated
records in your query.
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Field Description

Relationship If this field contains no information, it is a record you
specifically selected to include in your query.

If this field contains information, it is for an affiliated record,
and describes the relationship between it and the selected
record. The selected record appears above it and has a name
that is not indented.

For example, in the screenshot above, the Teen Aid Center is
the Primary Organization of Carol Albright.

GIFTSID The GIFTS ID of the Contact or Organization.

False Pos The number of false positives for the record. A “false
positive” occurs if a record registers a hit on a watchlist, but
is determined to not be the one on the watchlist. The
record’s most recent associated Watchlists Plus Activity has
therefore been marked as Done.

For more information about Watchlists Plus Activities and
false positives, please refer to “Watchlists Plus and GIFTS
Activities” on page 158.

See Details Click Details to view the watchlist information that registered
a hit for this record (that was determined to be a false
positive), and to update information for the Watchlists Plus
Activity associated with this record. For more information,
please refer to “Viewing Watchlist Information and Updating
Activities” on page 174.

Note: This link is inactive if the record returned no hits that
were determined to be false positives.

2 Choose from the following options on the Watchlists Plus No New Hits

window:
Option Description
Print Prints the displayed information.
Close Closes the window.
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Viewing Watchlist Information and
Updating Activities

After viewing detailed query results, you can view the watchlist
information for which a record registered a hit, and update information
for the Watchlists Plus Activity associated with that record.

This watchlist information is downloaded from each watchlist, and allows
you to view additional information in order to determine whether or not
the hit is a false positive or not.

1 From the See Details column of the Watchlists Plus Open window or
the Watchlists Plus New Hits window, click Details. The Watchlists Plus
Details window displays.

Select a hit to see detals about the match. You can mark them false positives below the match detalls

List Entity # Name Scoe Programs FRemarks
] FBI_FGT(FEI

Aliases Addresses
BRANDTZ, Andy J Addes

City Country State Zip Remarks
BRANTZ, &ndy.J.
BRANTZ, John
GIFTS Recod ‘Watchlists Plus Activity
Brantz, Andrew.). [301] Noles 7] Falss Passtive

The Watchlists Plus Details window contains the following fields:

Field Description

List The name of the watchlist that registered a hit for the record.

Note: The information in the Alias and Addresses sections
changes if you select a new watchlist.

Entity # Proprietary information from the watchlist.
Name The name of the Contact or Organization.

Score Proprietary information from the watchlist.
Programs Proprietary information from the watchlist.
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Description

Remarks
Aliases
Addresses
GIFTS Record

Notes

False Positive

Proprietary information from the watchlist.

Any aliases for the Contact, if applicable.

Address information for the Organization or Contact.
The data in GIFTS that registered a hit on the watchlist.

Enter any information to include as notes in the Watchlists
Plus Activity associated with this record.

Click this checkbox if this record is not the one for which it
registered a hit on the watchlist(s). This marks the Watchlists
Plus Activity associated with this record as Done.

Note: You must have the appropriate permission in order for
this field to be active. For more information, refer to “Setting
Up Watchlists Plus Security” on page 18.

2 Choose from the following options on the Watchlists Plus Details

window:

Option

Description

Print
OK

Close

Prints the displayed information.

Saves any updated Activity information and closes the
window.

Closes the window without saving any updated information.
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Appendix:
Tax Status Codes

Primary Foundation Codes

The following is a list of primary tax status codes and their
associated descriptions and organization types. Your GIFTS
Administrator can use this table when setting up tax status codes.
For more information, please see “Setting Up Tax Status Codes”

on page 140.

Tax Status Description Organization Type

Code

01 501(c)1 Government Instrumentality

02 501(c)2 Title-Holding Corporation

03 501(c)3 Charitable Organization
Educational Organization
Literary Organization
Organization to Prevent Cruelty to Animals
Organization to Prevent Cruelty to Children
Organization for Public Safety Testing
Religious Organization
Scientific Organization

04 501(c)4 Civic League
Local Association of Employees
Social Welfare Organization

05 501(c)5 Agricultural Organization

Horticultural Organization

Labor Organization
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Tax Status Description Organization Type

Code

06 501(c)6 Board of Trade
Business League
Chamber of Commerce
Real Estate Board

07 501(c)7 Pleasure, Recreational, or Social Club

08 501(c)8 Fraternal Beneficiary Society, Order or
Association

09 501(c)9 Voluntary Employees’ Beneficiary Association
(Non-Government Employees)
Voluntary Employees’ Beneficiary Association
(Government Employees)

10 501(c)10 Domestic Fraternal Societies and Associations

11 501(c)11 Teachers Retirement Fund Association

12 501(c)12 Benevolent Life Insurance Association
Mutual Ditch or Irrigation Company
Mutual Cooperative Telephone Company
Organization Like Those on Three Preceding
Lines

13 501(c)13 Burial Association
Cemetery Company

14 501(c)14 Credit Union
Other Mutual Corporation or Association

15 501(c)15 Mutual Insurance Company or Association
Other Than Life or Marine

16 501(c)16 Corporation Financing Crop Operations

17 501(c)17 Supplemental Unemployment Compensation
Trust or Plan

18 501(c)18 Employee Funded Pension Trust (created
before 6/25/59)

19 501(c)19 Post or Organization of War Veterans



Tax Status Description Organization Type

Code

20 501(c)20 Legal Service Organization

21 501(c)21 Black Lung Trust

22 501(c)22 Multiemployer Pension Plan

23 501(c)23 Veterans Association Formed Prior to 1880

24 501(c)24 Trust Described in Section 4049 of ERISA

25 501(c)25 Title Holding Company for Pensions, etc.

26 501(c)26 State-Sponsored High Risk Health Insurance
Organizations

27 501(c)27 State-Sponsored Workers’ Compensation
Reinsurance

40 501(c)40 Apostolic and Religious Organizations (501(d))

50 501(c)50 Cooperative Hospital Service Organization
(501(e))

60 501(c)60 Cooperative Service Organization of Operating
Educational Organization (501(f))

70 501(c)70 Child Care Organization (501(k))

71 501(c)71 Charitable Risk Pool

81 501(c)81 Qualified State-Sponsored Tuition Program

92 501(c)92 4947(a)(1) - Private Foundation (Form 990PF

Filer)

Secondary Foundation Codes

To track secondary tax status, the following codes must be set up in your
Tax Status code table. Default descriptions values are provided but may
be modified as needed.

Note: All secondary tax codes must be entered in the tax codes table
separately.
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% Codes FO5 to FO8 are not defined by default and do not need to be
entered in the table. However, they may be used as custom codes if

desired.

Tax Status Code

Description

FO2

FO3

FO4

FO5

FO6

FO7

FO8

FO9

F10

F11

F12

F13

F14

F15

F16

F17

F18

F21

F22

F23

F24

Private Operating Foundation
Private Operating Foundation
Private Non-operating Foundation
Not defined

Not defined

Not defined

Not defined

Suspense

509(a)(1) under 170(b)(1)(A)(i)
509(a)(1) under 170(b)(1)(A)(ii)
509(a)(1) under 170(b)(1)(A)(iii)
509(a)(1) under 170(b)(1)(A)(iv)
509(a)(1) under 170(b)(1)(A)(v)
509(a)(1) under 170(b)(1)(A)(vi)
509(a)(2) under 170(b)(1)(A)(vii)
509(a)(3) under 170(b)(1)(A)(viii)
509(a)(4)

509(a)(3) Type |

509(a)(3) Type I

509(a)(3) Type Ill functionally integrated

509(a)(3) Type Ill not functionally integrated



Canada Revenue Agency secondary codes can also be defined as
follows:

Tax Status Code  Description

FA Public Foundation
FB Private Foundation
FC Charitable Organization
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