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1 Introduction

Welcome to FundVision™, by BGE, Inc. FundVision is a donor management system designed to accurately
manage a database of contacts, gift transactions, events, volunteers, and correspondence for Not-For-Profit
(NFP) professionals.

You can run FundVision two ways: 

As a standalone application, FundVision can be run independently without integration to Microsoft Dynamics
GP. 

If you use Microsoft Dynamics GP accounting package, FundVision offers seamless integration with all versions
of this product, giving you the same look and feel and providing you with a complete financial and fundraising
package.

Note: The window illustrations in this documentation were created in Windows XP. If you are using another
version of Windows, the window illustrations may appear slightly different in this documentation than they do
in your environment.

This documentation is both an instructional guide to installing and using FundVision, and a reference guide

1.1 Installation

Use the information in this part of the documentation to install FundVision for the first time, or to upgrade an
existing installation to the latest version.

Because FundVision uses Microsoft SQL Server, you will need to be able to log in to the SQL Server as a
system administrator (also known as “sa”). 

For instructions on installing FundVision for the first time, see Installing FundVision .

For instructions on upgrading an existing installation, see Upgrading FundVision .

1.1.1 Installing FundVision

Use the following instructions to install FundVision for the first time.

FundVision uses ODBC to connect to an instance of Microsoft SQL Server. Whether you are using FundVision as
a stand-alone application, or integrating with Microsoft Dynamics GP, you can either create a new ODBC data
source during the installation, or select an existing ODBC data source. However, if you are integrating with
Microsoft Dynamics GP, your ODBC data source must be on the server that is hosting your Dynamics GP data.

Important: 

We recommend that you exit all running applications before running setup.

1.Locate the installation file, named FV50Install_bxx.exe (where xx is the build number of the FundVision
program; for example FV50Install_b7.exe will install FundVision 5.0 build 7). Double-click the file to launch
the installation wizard.

2.Accept the licensing agreement to proceed with the installation.

3.Enter your name and company name. If you already have registration keys, enter the company name as you
registered it with BGE, Inc.

4.Select the type of installation you want to perform. (The default is a full installation, which includes the
program, documentation, check scanning support, credit card processing support, sample data, and sample
mail-merge documents.) If necessary, you can change the installation directory.

5.Indicate whether you want the installer to create a short cut to start FundVision only for you (the current
user) or all users of this computer.

6.If you want the installer to create the ODBC data source that FundVision needs to connect to the SQL
server, select the instance of SQL server you want it to use and enter a valid user ID and password. The
installer will validate the connection and create a system datasource. (If the SQL server instance you want
to connect to is not detected by the installer, you can enter this information manually.)
If you want to integrate FundVision with Microsoft Dynamics GP, you must select the server instance that
hosts your GP data. 
Note: If desired, you can use an existing ODBC data source, such as the one that you use for Microsoft
Dynamics GP. If you want to use an existing ODBC data source, click the Skip button, or leave the Instance

2
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Name field empty and click Next. 

7.The installer is now ready to install your FundVision. Click Next to proceed. The installer will copy all of the
required files to your hard drive, and create the ODBC datasource if you have chosen that option.

8.After all the files have been copied you need to run FundVision to finish the installation. You can do that
from the installer by marking the Run FundVision checkbox, and clicking Finish. Or you can close the
installer and start FundVision by using the Start menu entry. For more information about this process, see
Launching FundVision for the first time.

1.1.2 Upgrading FundVision

The specific upgrade steps you need to follow depend on the version of FundVision you are upgrading from: 

Upgrading from version 3.7x or earlier

Follow the instructions in Installing FundVision , taking note of the following special instructions:

· Override the directory where FundVision is installed, and select the directory where your previous version of
FundVision was installed. This ensures that modified forms and reports are migrated automatically. 

· When you start FundVision the first time, create a company with the database name FDMCOMPANY. This
allows you to access the data from the earlier version of FundVision. The name of the company can be
anything you choose, so enter the name of your organization as you will want to see it on reports and in the
company selection drop list.

Upgrading from version 3.9 or 4.0

Follow the instructions in Installing FundVision , taking note of the following special instructions:

· The installer will automatically detect the previous installation and install the newest version in the same
directory. You need to select your SQL server in order for the installer to create the correct data source.

· When you start FundVision the first time, create a company with the database name FDMCOMPANY. This
allows you to access the data from the earlier version of FundVision. The name of the company can be
anything you choose, so enter the name of your organization as you will want to see it on reports and in the
company selection drop list.

1.1.3 Launching FundVision for the first time

The first time you launch FundVision after installing or upgrading from a previous version, you must log in to
the system using a system administrator account (typically “sa”) in order to create or update the necessary
databases.

Important

The first time you log in to any FundVision company, you must do so using the system administrator account.

1.Launch FundVision (either by marking the Run FundVision checkbox in the installer, or by using the Start
menu entry). 

2.The SQL Log In window appears. Choose the ODBC data source you want to use, then enter the system
administrator user name (typically "sa") and password and click Login. 

3.FundVision automatically creates a new database called FVISION on the selected SQL Server Instance. This
database stores all the information shared by all the FundVision companies you will create, including user
information. (This database creation only occurs the first time you start FundVision.) FundVision also creates
a new user called ADMIN with a default password of ACCESS. This is a privileged user in FundVision. 
Important: We highly recommend that you change the password for the ADMIN account immediately after
installing FundVision. For more information, see Change Password .

4.After you have successfully logged on to the SQL server, the Login button is deactivated, and the Company
list becomes available. To work with the sample company, select "FundVision Sample Company" and click
OK. To create a new company for your organization’s data, select <<Create New Company>> and click OK.
For more information, see Companies in FundVision .

5.After all the tables have been created you will be offered an opportunity to enter the registration keys if you
have not already done so. For more information, see Registration .

2
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1.1.4 Registration

Registration

To run FundVision in a production environment you need registration keys issued by BGE, Inc. 

You can evaluate the system without entering any registration keys; however, some features, such as creating
new contacts, won't be available.

To perform a more complete evaluation, you can contact BGE, Inc. (info@FundVision.net) to obtain temporary
keys. You will have full access to FundVision for a limited period of time, typically two months.

Once you have purchased FundVision you will be given permanent registration keys.

Only an administrator ("sa" or ADMIN) can enter or change registration keys. The registration keys are
entered in the Registration  window which is opened from Tools >> Setup >> System >> Registration. 

1.1.5 Companies in FundVision

FundVision can operate in multi-organization / multi-company environments. You can create as many
companies as you want, using the <<Create New Company>> option in the SQL Login  window.

When you install FundVision, it automatically creates a database containing data for a sample company:
FDMSample. You can use this company to familiarize yourself with the features of FundVision. The sample
company should not be used for live data.

For more information, see Create a company database .
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2 User's Guide

2.1 Navigation

This information describes how to get around in FundVision and use its common features.

· Toolbars

· Navigation Pane

· In-window Navigation

2.1.1 Toolbars

FundVision includes a number of toolbars that can give you quick access to windows and specific features of
FundVision. A toolbar consists of set of buttons grouped together. Each user can change the appearance of the
toolbars, including the buttons they contain, the style of the display (image, picture or both) and the position
of the toolbars on the screen. Toolbars can be shown or hidden at any time. Click View >> Toolbars to view
and select the toolbars you want to show or hide. The toolbars currently shown have a check mark next to
them.

All toolbars are customizable using the Toolbar Customization  window.

FundVision includes 6 toolbars:

Standard: Allows you to open the Navigation Pane, and provides some basic editing functions such as
Inserting and Deleting records.

Contact: Provides direct access to contact related functions such as Contact Maintenance, Mailings, Query and
reports.

Fundraising: Provides access to gift related functions such as gift and payment entry, batch posting and Gift
Inquiry.

Campaign: Provides direct access to campaign setup functions.

Event: Provides direct access to event related functions.

Custom: This toolbar is empty by default and allows you to configure your own personal toolbar.

2.1.2 Navigation Pane

The Navigation Pane is located on the left side of the FundVision workspace and can be opened or closed by
selecting the menu option View >> Shortcuts. You can use the Navigation Pane to create, organize and modify
shortcuts. You can create shortcuts to the windows, macros, web sites and applications that you frequently use
while working in FundVision. Shortcuts are activated by clicking on them, you can also assign them a keyboard
chord to activate them without having to use the mouse.

The Add button at the top of the Navigation Pane provides the following options:

Current Window: Adds a shortcut to the FundVision window that currently has the focus. For this option to
be available, a window must be open that can be accessed from the Navigation Pane. Most of the windows that
can be accessed directly from a menu or a toolbar can be added to the Navigation Pane.

Other Window: Opens the Add Window Shortcut dialog. Select the series (most FundVision windows are in
the 3rd Party series) and the window you want to add and click the add button. You can repeat for several
windows. Click Done when you are finished to close the Add Window dialog.

Macro: Opens the Add Macro Shortcut dialog where you can enter a name for the shortcut and select a macro
file that has previously been recorded with the Macro recorder.

Web Page: Opens the Add Web Page Shortcut dialog where you can enter a name for the shortcut and the
web address (URL) of the page you want to open, e.g. www.FundVision.net. 

External Shortcut: Opens the Add External Shortcut dialog where you can enter a name for the shortcut and
the application you want to execute.

Folder: Creates a new folder with the default name New Folder. You can group your shortcuts into folders and
expand or close them by clicking on the folder shortcut. To add a shortcut to a folder you can either drag an
existing shortcut and drop on top of the Folder shortcut, or select the folder first and then use one of the add

6
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methods mentioned above. Folders can be included into folders to any depth.

The View button at the top of the Navigation Pane provides the following options:

Large Icons / Small Icons: Select your preference between large and small icons.

Auto Hide: When you select this option the Navigation Pane will automatically be hidden when the mouse
cursor is outside of the Navigation Pane. To make the Navigation Pane reappear move the mouse to the left
most edge of the FundVision workspace.

Shortcut Properties: Allows you to change the name and/or the keyboard chord associated with the
currently selected shortcut.

2.1.3 In-window Navigation

This topic describes the standard you'll use to navigate across windows and through records within a window.

Hyperlink  and Go To Buttons 

Hyperlinks typically appear as a blue, underlined field caption although this appearance can be changed by
user preference and if the field is a required field. They allow you to open a different window with additional
information about the field. 

Go To buttons work similarly to hyperlinks in that they allow you to navigate to a different window with related
information. They differ in that they offer you a list of related windows to chose from.

Lookup Buttons 

Open a Lookup window that allow you to select a record to enter in a field. If the field already contains an
entry, the Lookup window selects the entry that most closely matches the current field value.

Browse Buttons 

Browse buttons allow you to navigate through records in a window. The left most button display the first
record in the collection; the right most button displays the last record in the collection. The left pointing arrow
displays the previous record while the right pointing arrow displays the next button. Browse buttons are often
associated with a list that allow you to select how the records in the collection are sorted.

Record Note Buttons 

Record notes allow you to link text notes to the selected record. The blank page indicates that no note is
assigned. The yellow lined note indicates that a note is attached.

Window Print Button 

The window print button indicates that a report listing the information displayed in the window can be printed.

Window Note Buttons   

The Window note buttons allow you to link notes to individual windows. Unlike record notes, the window notes
are attached to the window itself regardless of the record being displayed. Window notes are typically used to
remind the user of site specific policies and procedures when using the window.

Window Help Button 

The window help button displays a help topic describing the window. 
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2.2 Setting Up FundVision

Before you can begin using FundVision, you'll need to perform some basic system and company setup
procedures. These procedures are described in the following sections:

· System Setup

· Organization Setup

2.2.1 System Setup

The topics in this section describe the system-wide setup procedures you'll need to complete before you can
use FundVision. In addition, you might have to consult these topics if you need to add new users, or change
group security settings.

· Set up a new user

· Set up user security

· Set up a user group

· Set up user group security

· Configure check scanning

· Configure credit card processing

2.2.1.1 Set up a new user

Use the User Maintenance  window to create new FundVision users. This includes setting up their user
name, creating the password they will use to access the system, and assigning them to a user group, the tools
they can access, and the companies that they have access to.

Note

You'll use user security and group security to control access to FundVision resources, such as forms, reports,
and files. For more information, see Set up user security  and Set up user groups .

1. Click Tools >> Setup >> System >> User.

2. In the User Maintenance window, enter a unique alphanumeric ID for this new user, then enter their
name.

3. Enter a password for this user, then confirm that you’ve entered it correctly by reentering it.

4. Enter or select the ID of the group you want to assign this user to.

5. Mark the tools or options you want this user to have access to, and select the companies that this
user should be able to access.

6. Click the Save button to save this user record. As soon as you save the record, a user will be able to
access FundVision using the ID and password.

2.2.1.2 Set up user security

If you have individual users who do not belong to a user group, you can use the User Security Setup
window to control their access to resources in FundVision—forms, reports, and files. (For information about
user groups  and user group security, see Set up user groups  and Set up user group security .)

Important

Access to tools and companies in FundVision is granted to individual users in the User Maintenance  window
. 

By default, users have access to all the original windows and reports in FundVision. Using this window, you can
remove access from individual windows and reports, or grant access to modified forms and reports. 

Note

The settings in the User Security Setup window do not affect users who belong to a group.

1. Click Tools >> Setup >> System >> User Security.

8

10

8

8

9

9

10

10

62

8 9

66

9 9

62



User's Guide 9

© 2009 BGE, Inc.

2. In the User Security Setup window, enter or select the ID of the user you’re setting up security for.

3. Select the type of resource (form, report, modified form or modified report) you want to grant or
remove access to, then select the series (most of the FundVision forms and reports are in the "Third
Party" series.

4. To remove access to a resource, select the resource on the left pane and click Insert to make it
appear in the list of disabled resources.

5. To grant access to a resource, select it on the right pane and click Remove to remove it from the
disabled resources.

6. Click OK to save your changes and close the window.

2.2.1.3 Set up a user group

A user group is a set of FundVision users that share the same access rights. Creating user groups makes it
easier to manage security settings if you have a large number of users, and those users fall into similar roles
in FundVision. When users belong to a group, their access to forms, reports, and files is controlled by their
group security settings, which is set up in the Group Security Setup  window. (For more information, see
Set up group security .)

Important

Access to tools and companies in FundVision is granted to individual users in the User Maintenance window.
For more information, see Set up a new user .

For example, you may have a group of users whose primary responsibility is to enter gift transactions. You can
create a group for those users, and then set up the group’s security to allow them access to the necessary
transaction entry windows.

A user can belong to only a single group. Adding a user to a different group automatically removes it from the
group it belonged before.

1. Click Tools >> Setup >> System >> User Group.

2. In the Group Maintenance window, enter an ID and description for your new user group.

3. Enter or select the IDs of the users that you want to belong to this group.

4. Click Save to save your changes and close the window.

5. Open the Group Security Setup window to select the resources this group has access to. For more
information, see Set up group security .

2.2.1.4 Set up user group security

After you have set up user groups, use the Group Security Setup  window to control group members’
access to resources in FundVision—forms, reports, and files. (For information about user groups, see Set up
user groups .)

Important

Access to tools and companies in FundVision is granted to individual users in the User Maintenance window.
For more information, see Set up a new user .

By default, user groups have access to all the original windows and reports in FundVision. Using this window,
you can remove access from individual windows and reports, or grant access to modified forms and reports. 

1. Click Tools >> Setup >> System >> Group Security.

2. In the Group Security Setup window, enter or select the ID of the user group you’re setting up
security for.

3. Select the type of resource (form, report, modified form or modified report) you want to grant or
remove access to, then select the series (most of the FundVision forms and reports are in the "Third
Party" series.

4. To remove access to a resource, select the resource on the left pane and click Insert to make it
appear in the list of disabled resources.

5. To grant access to a resource, select it on the right pane and click Remove to remove it from the
disabled resources.
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6. Click OK to save your changes and close the window.

2.2.1.5 Configure check scanning

You can use a check scanner to help record check contributions in FundVision. Use the Scanner Configuration
window to configure the integration between FundVision and your check scanner.

1. Click Tools >> Setup >> System >> Check Scanner.

2. In the Scanner Configuration window, mark the Load Check Scanner option.

3. Select MICR Image as the scanner type.

4. Enter the port number that the scanner is connected to.

5. Enter or select the path to the folder where you want scanned check images saved. (By default, this is
the Checks folder in the FundVision 5.0 program folder.)

6. Click OK to save your changes and close the window.

2.2.1.6 Configure credit card processing

If your organization accept credit card donations, you must configure how you want these transactions
processed. You’ll select the credit card processor you use, as well as which workstations will process the
transactions.

1. Click Tools >> Setup >> System >> Credit Card Processing.

2. In the Configure Credit Card Processing window, select the credit card processor that you use.

3. Indicate whether you want to process credit card transactions on the workstation you’re currently
logged in on.

4. Enter or select the path to the folder to use to save credit card transactions until they are processed.

5. Click OK to save your changes and close the window.

2.2.2 Organization Setup

This part of the documentation includes topics that will help you set up the basic information about your
organization. The information you enter and the options you select in these procedures forms the basis for
your organization in FundVision.

Keep in mind that you can set up more than one organization in FundVision. If you do so, you'll need to repeat
these procedures for each organization you create.

· Create a company database

· Set up an organization

· Set up the GL integration

· Create GL accounts

· Set up default acknowledgement letters

· Set up default receipts

· Selecting a default mailing label format

· Set up income levels

2.2.2.1 Create a company database

You can create as many companies (organizations) in FundVision as necessary.

Important

You must be logged in as a system administrator to create a company in FundVision.

1. Click File >> User and Company.

2. In the SQL Login window, select <<Create New Company>> from the Companies list, then click OK.
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3. The Create Company window appears. Enter a name for the company, then enter a database name.

4. Click Create. Two dialog boxes appear that asks you to specify a location for the database file, if you
want to use a location other than the default. Enter the location, or to use the default, leave the field
blank. Then click OK.

5. The system will create the database for the new company. After the process has completed, the SQL
Login window will reappear, and you can log in to your new company.

2.2.2.2 Set up an organization

After creating a company database for your organization, you need to enter the basic setup information,
including the company name and address, whether you’re integrated with the Microsoft Dynamics GP
accounting program, and how you want record numbering to begin.

1. Click Tools >> Setup >> Company >> Organization.

2. In the Organization Setup window, on the System tab, enter the name for your organization, along
with your organization’s city, state, and country.

3. Enter your organization’s charity number, as issued by the controlling government body.

4. Click the GL Int. tab, and select whether you want this organization’s data integrated with Microsoft
Dynamics GP.

5. If you choose to integrate with Microsoft Dynamics GP, choose whether you want to post FundVision
transactions to GL in summary or detail.

6. Select the month that your fiscal year ends, and whether you want to post using the transaction date,
or the posting date.

7. Click the Pathnames button to set up the details of your integration with Microsoft Dynamics GP. For
more information, see Set up the GL integration .

8. Click the Lookup tab, then enter the area code that you want to appear by default when you create
new contact records.

9. Enter the shortcut keys you want to use to help with data entry. In any window where you enter a
contact, you can enter one of the keyboard shortcuts in the Contact ID field, and then the first few
alphanumeric characters of the data for the target contact record. Then, when you press Tab, the
system will open the Contact Lookup window, displaying all of the contacts who match the characters
you entered. If only one contact fits the criteria, that one will automatically be entered in the window.
For example, if “?” is the shortcut key for names, you can type “?AM” in the Contact ID field, then
press Tab. The Contact Lookup window will appear, displaying all contacts with names beginning with
“AM.”

10. Click the Next # tab, and enter the next numbers that you want to assign to contact records, gift
transactions, payments, mailings, and memos. (The numbers that you enter here will be automatically
incremented by one for each new record or transaction created.)

11. Click OK to save your changes and close this window.

2.2.2.3 Set up the GL integration

If your organization’s data is integrated with the Microsoft Dynamics GP general ledger, you can use the
Pathname Setup for SQL window to view and modify the integration.

Note

You must set up your organization’s integration with Microsoft Dynamics GP in the Organization Setup window
before completing this procedure. (For more information, see Set up an organization.)

1. Click Tools >> Setup >> Company >> Integration Path. Or, open the Organization Setup window,
click the GL Int. tab, select the Dynamics option in the Integration field, and click the Pathnames
button.

2. Select the Microsoft Dynamics GP company that you want this organization’s data integrated with.

3. Click OK to save your changes and close the window.

11
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2.2.2.4 Create GL accounts

If your organization’s data is not integrated with the Microsoft Dynamics GP general ledger, you will need to
set up the GL accounts that you want to use for tracking FundVision transactions. (If your system is
integrated, you won’t need to set up any accounts. FundVision will use the Dynamics GP chart of accounts.)

1. Click Tools >> Setup >> Company >> GL Account.

2. Enter an account number for a new account.

3. Enter an alias and description for this account.

4. Click Save to save this record.

5. Repeat steps 2 through 4 for each new account you need to add.

2.2.2.5 Set up default acknowledgement letters

If you have set up acknowledgement letters for this organization, you can select which letters you want to use
by default for Thank You and pledge acknowledgement letters. (For more information about acknowledgement
letters, see Set up letters .) You can override the Thank You letter setting in the Contact Maintenance
window, and the acknowledgement letter setting in Gift Entry  window.

1. Click Tools >> Setup >> Company >> Acknowledgement.

2. In the Default Acknowledgement Letter window, enter or select the letter you want to use by default
for Thank You letters, and the letter for pledge invoice acknowledgements.

3. Click Save to save your changes.

2.2.2.6 Set up default receipts

You should select what kinds of receipts that you want to send to your donors: tax deductible and annual. You
can select different options for individual donors and organizations. You can override these settings for
individual contacts in the Contact Maintenance  window.

1. Click Tools >> Setup >> Company >> Acknowledgement.

2. In the Default Receipts window, select whether you want to send receipts to your individual and
organization donors, and if so, what kind of receipts to send.

3. Click OK to save your changes and close the window.

2.2.2.7 Selecting a default mailing label format

You must select the mailing label format that you want to use by default in the Default Labels window.

Note:

You can't add other mailing labels to this window, but you can use other manufacturers' labels, as long as they
are the same size as the ones displayed here.

1. Click Tools >> Setup >> Company >> Labels.

2. In the Default Labels window, select the mailing label format that you want to use.

3. Click OK to save your changes and close the window.

2.2.2.8 Set up income levels

You can set up the income levels that you can use to categorize your donors. With a set of income levels set
up, you can target different solicitations to different donors based on their income level.

Each income level is defined by a range of currency amounts. Your income levels must have a series of
continuous ranges, that is, it can't have any gaps.

1. Click Tools >> Setup >> Company >> Income Level.

2. Enter an ID for the first income level. The beginning of the range is automatically entered; enter the
end of this range.

3. Continue entering income levels until you have entered all of the levels you need.
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4. Click OK to save your changes.

2.2.2.9 Setting up activity types

You can use activities to keep track of your interactions with your contacts. You can not only track past
activities, but you can plan future interactions, such as following up on a fundraising letter. When you create
an activity record with a due date, you can assign it to a user, who will be reminded of their upcoming tasks
when they log into the FundVision system. (For more information, see [Entering a contact activity.])

Use the Activity Types Maintenance window to create a list of the types of activities that your organization
wants to track.

1. Click Cards >> Contact >> Activity Types.

2. In the Activity Types Maintenance window, click in the first available line in the scrolling window, and
type a new activity name.

3. If you want to modify an existing activity type name, click the activity name and modify it as needed.

4. If you want to stop using one of the existing activity types, mark the Inactive checkbox. The marked
activity type will no longer be available in the Activity Entry window. To make an inactive activity type
available again, unmark the Inactive checkbox.

5. Click OK to save your changes.

2.3 Contact Management

The following sections include topics that explain how to use FundVision to create and manage contact records,
track your volunteers, review contact history, and create donor recognition programs:

· Contact Record Maintenance

· Managing Volunteers

· Viewing Contact History

· Donor Recognition

2.3.1 Contact Record Maintenance

Your contact records—both individuals and organizations—are at the heart of your fundraising management.
This part of the documentation explains how you can add new contacts, enter their address and demographic
information, and establish relationships between contacts.

· Create an individual contact

· Create an organization contact

· Entering multiple addresses and phone numbers for a contact

· Entering demographic information for a contact

· Entering payment information for a contact

· Setting up the salutations for a contact

· Set up a contact’s relationships

· Entering user defined information for a contact

2.3.1.1 Create an individual contact

Use the Contact Maintenance  window to create new contact records for individuals. Contact records include
the contact’s name and address, as well as information about their status, what type of receipts and thank you
letters they should receive, and their tax status.

From this window, you can also set up additional information for a contact, using one of the following
windows:

· Additional Information

· Contact Salutations
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· Contact Payment Information

· Contact User Defined Information

· Contact Relationships

· Contact Mailing Maintenance

· Volunteer Roles

If your FundVision system is integrated with Microsoft Dynamics GP, you can link a contact record with a
Microsoft Dynamics GP customer record. (You’ll do this in the Additional Information window. For more
information, see Additional Information .) If you do this, any change to the customer record is reflected in
the contact record, and vice versa. In addition, you’ll be able to view the customer’s orders and invoices when
you view the contact’s activity in the Activity Inquiry window.

1. Click Cards >> Contact >> Contact.

2. In the Contact Maintenance window, enter an alias for this contact. An alias is another name that this
contact is known to the organization as. 

Note: FundVision automatically assigns a contact number to new contact records. This number is a series
that is automatically incremented for each new record. You can also view and edit existing contact records
in this window. Enter or select their contact ID to display their record.

3. Select Individual as the type, and select the status for this contact record, Active or Inactive.

4. Indicate whether this contact can serve as a volunteer or solicitor.

5. If a mailing to this contact has been returned because of an invalid address, mark the Return To
Sender option. The next time you enter a transaction for this contact, you will receive a message
informing you that you should verify and update the contact's address.

6. If you want this contact’s donations to be anonymous, mark the Anonymous option. If you mark this
option for a contact, they won't be included in donor recognition reports.

7. Select the types of solicitations you want to use for this contact. To select more than one type of
solicitation from the list, hold the Ctrl key while you click them.

8. Enter the contact’s name information.

9. Select the type of receipt this contact should receive, and indicate whether their donations will be tax
deductible.

10. Select the default Thank You letter that should be sent to this contact.

11. Enter the contact’s primary address information, and mark the Primary checkbox to indicate what this
is the primary address. If this is also the mailing address, mark the Mailing checkbox.

12. To add additional addresses, click the Add a new address button next to the Address ID field; enter
an address ID and enter the address information. 

Note: FundVision does not automatically validate email or home page addresses.

13. Enter the contact’s telephone information, and assign a telephone type to each number you enter.

14. Click Save to save this record and create a new, blank contact record.

2.3.1.2 Create an organization contact

Use the Contact Maintenance window to create new contact records for organizations. Contact records include
the contact’s name and address, as well as information about their status, what type of receipts and thank you
letters they should receive, and their tax status.

From this window, you can also set up additional information for a contact, using one of the following
windows:

· Additional Information

· Contact Salutations

· Contact Payment Information

· Contact User Defined Information

· Contact Relationships
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· Contact Mailing Maintenance

· Volunteer Roles

1. Click Cards >> Contact >> Contact.

2. In the Contact Maintenance window, enter an alias for this contact. An alias is another name that this
contact is known to the organization as.

Note: FundVision automatically assigns a contact number to new contact records. This number is a series
that is automatically incremented for each new record. You can also view and edit existing contact records
in this window. Enter or select their contact ID to display their record.

3. Select Organization as the type, and select the status for this contact record, Active or Inactive.

4. If a mailing to this contact has been returned because of an invalid address, mark the Return To
Sender option. The next time you enter a transaction for this contact, you will receive a message
informing you that you should verify and update the contact's address.

5. If you want this contact’s donations to be anonymous, mark the Anonymous option. If you mark this
option for a contact, they won't be included in donor recognition reports.

6. Select the types of solicitations you want to use for this contact. To select more than one type of
solicitation from the list, hold the Ctrl key while you click them.

7. Enter the contact’s name information.

8. Select the type of receipt this contact should receive, and indicate whether their donations will be tax
deductible.

9. Select the default Thank You letter that should be sent to this contact.

10. Enter the contact’s primary address information, and mark the Primary checkbox to indicate what this
is the primary address. If this is the mailing address, mark the Mailing checkbox.

11. To add additional addresses, click the Add a new address button next to the Address ID field; enter
an address ID and enter the address information. 

Note: FundVision does not automatically validate email or home page addresses.

12. Enter the contact’s telephone information, and assign a telephone type to each number you enter.

13. Click Save to save this record and create a new, blank contact record.

2.3.1.3 Entering multiple addresses and phone numbers for a contact

You can add multiple addresses and phone numbers to your contact records. For example, you can keep track
of an individual’s home address and work address, as well as their home, work, and mobile phone numbers.
Or, if an organization has more than one business location, you can add all of those addresses to a single
organization contact record.

1. Click Cards >> Contact >> Contact.

2. In the Contact Maintenance window, enter or select the number of the contact that you want to add
additional address or telephone numbers to.

3. To add additional addresses, click the Add a new address button next to the Address ID field; enter
an address ID and enter the address information. If this is the contact’s primary address, mark the
Primary checkbox to indicate what this is the primary address. If this is the mailing address, mark the
Mailing checkbox.

Note: FundVision does not automatically validate email or home page addresses.

4. Enter the telephone information for this address, and assign a telephone type to each number you
enter.

5. Repeat steps 3 and 4 for each address you want to add to this contact record.

6. Click Save to save this record.

2.3.1.4 Entering demographic information for a contact

Use the Additional Information  window to record demographic information about your individual contacts.
This demographic information includes data such as the contact’s gender, date of birth (and death, if
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appropriate), marital status, education, and so forth. You can also add notes about the contact.

1. Click Cards >> Contact >> Contact.

2. Enter or select the individual contact you want to enter or view demographic information for. Click the
Go To button, and select Additional Information from the menu.

3. Select the individual type for this contact: Individual or Community Presenter.

4. Select the gender for this contact, and enter their date of birth, and if appropriate, date of death.

5. Enter the contact’s Social Security number, the number of children, and their tax bracket.

6. Enter or select their marital status, education level, profession, and ethnic heritage.

7. Enter or select their income level, religious and political affiliation, and the language they speak.

8. If needed, you can enter free-form text information about this contact in two separate Info fields.
Click the Info 1 or Info 2 tabs to enter or view these notes.

9. Click the OK button to save this information and return to the Contact Maintenance window.

2.3.1.5 Entering payment information for a contact

Use the Contact Payment Information  window to record information about a contact’s method of paying
pledges. You can enter information about the contact’s credit cards or checking accounts. If they use electronic
funds transfer (EFT) to pay pledges, you can record that information as well.

Any checking account information you enter for a contact will be used to match a scanned check to the
appropriate contact.

1. Click Cards >> Contact >> Contact.

2. Enter or select the individual contact you want to enter or view payment information for. Click the Go
To button, and select Contact Payment Information from the menu.

3. Select the type of payment information you want to enter: Credit Card, Check, or EFT.

4. If you’re entering a credit card, enter the following information:

· In the Payment Type ID field, enter or select the ID of the credit card.

· Enter the credit card number and the expiration date.

· Enter or select the bank name, and the account holder’s name.

5. If you’re entering a checking account, enter the following information:

· In the Payment Type ID field, enter or select the ID of the check.

· Enter the bank routing number and the account number, and select the account type.

· Enter or select the bank name, and the account holder’s name.

6. If you’re entering an EFT payment, enter the following information:

· In the Payment Type ID field, enter or select the ID of the electronic funds transfer.

· Enter the bank routing number and the account number, and select the account type.

· Enter or select the bank name, and the account holder’s name.

7. Click the OK button to save this payment information and return to the Contact Maintenance window.

2.3.1.6 Setting up the salutations for a contact

Use the Contact Salutations  window to record the different salutations you want to use for a contact in
different situations. You might want to have a formal salutation that is used for more formal letters, along with
salutations that you use on less formal, or special occasions. For example, you might choose to use a contact’s
first name or nickname for informal letters.

1. Click Cards >> Contact >> Contact.

2. Enter or select the individual contact you want to enter or view salutation information for. Click the Go
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To button, and select Contact Salutations from the menu.

3. In the Contact Salutations window, enter the salutation you want to use for the following situations:

· Default: Used when no other salutation is specified.

· Formal: Used for formal letters.

· Informal: Used for informal letters.

· Special: Used for special occasions.

4. Click OK to save your changes and return to the Contact Maintenance window.

2.3.1.7 Set up a contact’s relationships

Use the Contact Relationships  window to establish relationships between contacts. An individual contact
can have relationships with other individuals (such as family relationships, or professional or on-the-job
relationships), or with organizations (such as being an employee or member). 

An organization contact can have relationships with individuals, or with other organizations.

You can enter information about organization-to-individual relationships that have ended. For example, you
can enter information about an employee’s relationships with previous employees.

Note: When you set up one contact’s relationship with another contact, that relationship will appear when you
view the other contact’s relationships.

1. Click Cards >> Contact >> Contact.

2. Enter or select the individual contact you want to enter or view relationship information for. Click the
Go To button, and select Contact Relationships from the menu.

3. In the first list in the Contact Relationships window, enter or select a contact that this contact has an
organization-to-individual relationship with. If this is the main organization-to-individual relationship
for the selected organization, click the Set to main button next to the Name column heading. 

4. Enter or select the type of relationship. For example, an individual in a relationship with an
organization can be an employee or an officer.

5. Enter the beginning and ending dates of this relationship, and mark the options for the type of
relationship: Employee, Volunteer, or Board Member.

6. If the individual contact should receive mail that is sent to the organization, mark the Mail option.

7. Continue entering all of the organization-to-individual relationships for this contact.

8. If you are setting up relationships for an individual, in the first line of the second list, enter or select
an individual contact that has a relationship with this contact. 
If you are setting up relationships for an organization, in the first line of the second list, enter or
select an organization contact that has a relationship with this contact.

9. Enter or select the relationship of the contact in the list to the main contact. For example, if the
contact in the list is the daughter of the main contact, select Daughter.

10. Select which individual or organization in this relationship is the primary one to contact.

11. Continue entering all of the organization-to-organization or individual-to-individual relationships for
this contact.

12. Click the OK button to save your changes and return to the Contact Maintenance window.

2.3.1.8 Entering user defined information for a contact

Use the Contact User Defined Information  window to enter any information that falls into the categories of
the user-defined fields you have set up in the User Defined Field Maintenance  window. This can include any
special information that is pertinent to your organization, such as whether a contact plays golf.

1. Click Cards >> Contact >> Contact.

2. In the Contact Maintenance window, enter or select the number of the contact that you want to enter
or view user-defined information for. Click the Go To button, and select Contact User Defined
Information from the menu.
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3. In the Contact User Defiled Information window, enter the value for each user-defined field
necessary. If a field doesn’t apply to the contact, you can leave it blank.

Note: To add more user-defined fields, click the link at the top of the User Defined column to open the
User Defined Field Maintenance window.

4. Click the OK button to save your changes and return to the Contact Maintenance window.

2.3.1.9 Entering a contact activity record

Use the Activity Entry window to create or update contact activity records. You can record one-time
interactions, such as a telephone conversation or an email message, or you create a task or follow-up activity
that is scheduled to be completed in the future. 

To create a task or follow-up activity, enter a due date on an activity record. You can then assign it to the user
who will responsible to complete the activity, and that user will be reminded of their activities when they log
into the FundVision system. 

1. Click Transactions >> Contact >> Activity Entry.

2. In the Activity Entry window, select the type of activity you are recording.

3. Enter a description of this activity.

4. If this activity is related to a specific contact, enter or select the contact ID.

5. If you are creating a task or follow-up activity, enter or select the date that it is due to be completed,
and if necessary, the date that it should be started.

6. If this is a task or follow-up activity, enter or select the ID of the user responsible for completing this
activity.

7. Enter any information you want to attach to this activity record in the text box. For example, if this is
a Telephone activity type, you can record notes about the conversation.

8. Click Save.

2.3.1.10 Merging duplicate contacts

If you discover that you have duplicate contact records in FundVision, and each record has its own set of gift,
payment, and activities in history, you can merge those duplicate records, using the Merge Contacts
Information window.

Merging contact records copies gifts, payments, activities, mailings, receipts, and user defined values from a
source contact record to a target contact. It will also merge relationships, provided that they do not overlap or
conflict. 

It will not copy the individual contact information—addresses, additional information, and payment types—
between the source and target contact record; therefore you should be sure to reconcile this information and
verify that the target record includes the correct information. After merging the information, the system
deletes the source contact record.

Important

You cannot undo this procedure. Before you begin, be sure you have an up-to-date backup of your database,
in case you decide you need to reverse this action.

1. Click Cards >> Contact >> Contact.

2. Enter or select the target contact; that is, the contact record that you want to copy the duplicate
contact’s information to.

3. Click Extras >> Option >> Merge Contacts.

4. In the Merge Contacts Information window, enter or select the source contact; that is, the contact
record that you want to copy the history information from.

5. Click the Merge button, and then click Yes in the warning message that appears. If FundVision can
merge the records, the history and user defined information from the source record will be copied to
the target contact record, and the source contact will be deleted. If the merge cannot proceed, both
records will remain unchanged.
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2.3.2 Managing Volunteers

Use the following topics to guide you as you use FundVision to set up and manage your organization's
volunteers:

· Setting up volunteer types

· Setting up volunteer expense types

· Assigning volunteer types to a contact

· Entering service information for a volunteer

· Recording expenses that a volunteer incurs

2.3.2.1 Setting up volunteer types

Use the Volunteer Type Maintenance  window to set up records of each type of volunteer that your
organization uses. For example, you could set up records for volunteers who make telephone calls or work at
events for your organization.

You’ll then assign these volunteer types to your individual contacts, using the Volunteer Roles  window, to
identify what kinds of volunteer roles they can fill. This can make it easier to find the appropriate volunteers
for your events. For example, if you need to find individuals who can work on a telephone campaign, you can
create a query that identifies contacts who have the volunteer skills you need.

1. Click Cards >> Volunteer >> Volunteer Type.

2. In the Volunteer Type Maintenance window, enter an alphanumeric ID for the new volunteer type
record.

3. Enter a description of the volunteer type.

4. Click Save to save this record.

2.3.2.2 Setting up volunteer expense types

If your volunteers occasionally incur expenses, you can set up expense types to help track them. Use the 
Volunteer Expense Type Maintenance  window to set up records of these volunteer expenses. For example,
you could set up a record for the mileage that volunteers may drive on behalf of your organization.

You’ll then use these volunteer expense types to the specific expenses your volunteers incur in the Volunteer
Expenses  window. This can help you get a clearer understanding of the expense types and amounts your
volunteers incur.

1. Click Cards >> Volunteer >> Expense Type.

2. In the Volunteer Expense Type Maintenance window, enter an alphanumeric ID for the new volunteer
expense type record.

3. Enter a description of the volunteer expense type.

4. Click Save to save this record.

2.3.2.3 Assigning volunteer types to a contact

Use the Volunteer Roles  window to set up the types of volunteering that a contact can do. For example, if a
contact is qualified to act as an event coordinator, you can assign that volunteer type to them. This can make
it easier to find the appropriate volunteers for your events. For example, if you need to find individuals who
can work on a telephone campaign, you can create a query that identifies contacts who have the volunteer
skills you need.

1. Click Cards >> Volunteer >> Volunteer Roles.

2. In the Volunteer Roles window, enter or select the volunteer types to assign to this contact.

3. Click OK to save this record and close the window.
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2.3.2.4 Entering service information for a volunteer

Use the Volunteer Service Record  window to record the times that a volunteer has performed work for
your organization.

1. Click Cards >> Volunteer >> Service Record.

2. In the Volunteer Service Record window, enter or select the contact you want to record volunteer
work for.

3. In the first blank line of the list, enter or select the date that the volunteer performed the work.

4. Enter or select the type of service the volunteer performed. If this was related to a campaign, enter
or select the campaign ID.

5. Continue entering service information for this volunteer.

6. Click OK to save this record and close the window.

2.3.2.5 Recording expenses that a volunteer incurs

Use the Volunteer Expenses  window to record the expenses that a volunteer incurs while working for your
organization.

1. Click Cards >> Volunteer >> Expense Entry.

2. In the Volunteer Expenses window, enter or select the contact you want to record expenses.

3. In the first blank line of the list, enter or select the date that the volunteer incurred the expense.

4. Enter or select the type of expense the volunteer incurred. If this was related to a campaign, enter or
select the campaign ID.

5. Enter the amount of the expense.

6. Continue entering expense information for this volunteer.

7. Click OK to save this record and close the window.

2.3.3 Viewing Contact History

You can easily view information about a contact's donation history.

· Viewing a contact's gifts

· Viewing a contact's pledge payments

· Viewing a contact's soft gifts

2.3.3.1 Viewing a contact's gifts

Use the Contact Donation Inquiry  window to view detailed information about a contact's gifts to your
organization. This window displays a contact's gifts that have been entered but not posted, pledges that have
been posted but not fully paid, and gifts that have been posted and fully paid. 

You can use the options in this window to view gifts for a specific range of dates.

1. Click Inquiry >> Contacts >> Contact Donations.

2. In the Contact Donation Inquiry window, enter or select the contact that you want to view gift
information for.

3. If desired, select the type of transactions that you want to view: 

· Work: Gifts that have been entered but not posted.

· Open: Pledges that have been posted but not fully paid.

· History: Gifts that have been posted and fully paid.

· Voided: Gift that have been voided.

· Processed: Voided gifts that have been posted to Microsoft Dynamics GP.
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4. To view gifts for a range of dates, enter the beginning and end of the range.

5. If necessary, you can enter a new gift or payment for the selected contact. Click the New button, and
select the type of transaction you want to enter. For more information, see .

2.3.3.2 Viewing a contact's pledge payments

Use the Contact Payments Inquiry  window to view detailed information about a contact's pledge payments.
This window displays a contact's payments that have been entered but not posted, payments that have been
posted, and payments that have been voided. 

You can use the options in this window to view payments for a specific range of dates.

1. Click Inquiry >> Contacts >> Contact Payments.

2. In the Contact Payments Inquiry window, enter or select the contact that you want to view payment
information for.

3. If desired, select the type of transactions that you want to view: 

· Work: Payments that have been entered but not posted.

· History: Payments that have been posted..

· Voided: Payments that have been voided.

· Processed: Voided payments that have been posted to Microsoft Dynamics GP.

4. To view payments for a range of dates, enter the beginning and end of the range.

2.3.3.3 Viewing a contact's soft gifts

Use the Contact Soft Gifts  window to view detailed information about a contact's soft gifts. This window
displays a contact's soft gifts that have been entered but not posted, soft gifts that have been posted, and soft
gifts that have been voided. 

You can use the options in this window to view soft gifts for a specific range of dates.

1. Click Inquiry >> Contacts >> Contact Soft Gifts.

2. In the Contact Soft Gifts window, enter or select the contact that you want to view soft gift
information for.

3. If desired, select the type of transactions that you want to view: 

· Work: Soft gifts that have been entered but not posted.

· Open: Soft gifts that have been posted but not fully paid.

· History: Soft gifts that have been posted and fully paid.

· Voided: Soft gifts that have been voided.

· Processed: Voided Soft gifts that have been posted to Microsoft Dynamics GP.

4. To view soft gifts for a range of dates, enter the beginning and end of the range.

5. If necessary, you can enter a new gift or payment for the selected contact. Click the New button, and
select the type of transaction you want to enter. For more information, see .

2.3.3.4 Viewing a contact’s activities

Use the Activity Inquiry window to view the activities that have been entered for your contacts in the Activity
Entry window. If you have linked your contact records to Microsoft Dynamics GP customer records, their sales
orders and invoices will also appear in this window.

1. Click Inquiry >> Contacts >> Activity.

2. When the window first appears, it will display all activities for all contacts. To view activities for a
specific contact, enter or select that contact.

3. You can display activities of all statuses, or you can restrict the list to a specific status. If you select a
specific status, you can enter or select a date. For example, you can view activities that are active as
of a specific date.
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4. Enter or select a user ID to display all tasks or follow-up activities that are assigned to that user.

5. To view more information about a specific activity, click the line for that activity to highlight it, and
then click Open. The Activity Entry window will appear, displaying the activity information as it was
entered.

6. To enter a new activity record, click New. The Activity Entry window will appear and you can enter a
new activity record. If you had selected a contact in the Activity Inquiry window, that contact will
appear in the Activity Entry window by default.

7. Click the OK button to close the Activity Inquiry window. 

2.3.4 Donor Recognition

The following topics will help you set up FundVision's donor recognition features:

· Setting up donor recognition levels

· Creating donor recognition report configurations

· Printing donor recognition reports

2.3.4.1 Setting up donor recognition levels

Recognition plays an important role in any fundraising campaign. Defining and setting values for each level of
participation will often encourage wider participation along with a deepening commitment from an
organization's supporters.

Use the Recognition Maintenance  window to set up the levels your organization uses to recognize your
donors for their contributions. For example, you might recognize donors as Bronze, Silver, and Gold level
donors. Each recognition level has a name and a range of contribution amounts.

Individual recognition levels are saved in a recognition hierarchy, which shows the relationships between the
levels. You can have multiple hierarchies; for example, you might have one hierarchy for recognizing annual
donation amounts, and another hierarchy for lifetime donation amounts.

1. Click Tools >> Setup >> Company >> Recognition.

2. In the Recognition Maintenance window, enter a new ID to create a new recognition hierarchy, and
then enter a description. 
If you want to modify an existing hierarchy, enter or select the ID of the recognition hierarchy you
want to work with.

3. Enter a name for the first level, then enter the end of the donation amount range in the To Value
column. (The beginning of the range in the From Value field will automatically be set to $0.01 for the
first row. For the remaining rows, the beginning of the range will be based on end of the range in the
previous row.)

4. Continue entering level names and range values for the entire hierarchy.

5. Click Save to save your changes.

2.3.4.2 Creating donor recognition report configurations

Use the Donor Recognition Reports  window to create donor recognition report configurations—consisting of
a report type, selection criteria and comments. You can use these report configurations to print donor
recognition reports at any time.

You can create and save configurations for three types of reports in this window:

· Donor Recognition by Level groups the donors by the levels of donation as defined in the Recognition
Maintenance window. Donors are sorted in alphabetic order within each level. You must select a recognition
hierarchy (a recognition ID) to print this report.

· Donor Recognition by Amount sorts the donors in decreasing order of the total amount of their selected
donations. You can limit this type of reports to a specified number of donors or to a certain percentage of
the donors.

· Donor Recognition by Name sorts the donors by name.

You can also print donor recognition reports in this window. For more information, see Printing donor
recognition reports.
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1. Click Reports >> Contact >> Recognition.

2. In the Donor Recognition Reports window, enter a name and description for the report configuration
you want to create.

3. Select the type of report you want to create from the Report list, and indicate whether you want this
report to include soft gifts.

4. If you are creating a Donor Recognition by Level report, select the recognition hierarchy you want to
create a report for.

5. If you are creating a Donor Recognition by Amount report, indicate whether you want to include all
records, or only the top donors. If you are printing the top donors, enter the number or percentage of
records to include.

6. You can restrict the report to specific contacts, funds, or campaigns. 

· To include the contacts, funds, or campaigns that you indicate, click the Selected option. A window
where you can select records to include will appear; mark the checkbox next to each record you
want to include and click OK.

· To exclude the contacts, funds, or campaigns that you indicate, click the Excluding option. A
window where you can select records to include will appear; mark the checkbox next to each record
you want to include and click OK.

7. You can set up the report to include donations with specific transaction dates or posting dates by
entering the beginning and ending dates of the range. 

8. You can set up the report to include donations with specific amounts by entering the lowest and
highest amounts of the donations that you want to include.

9. Click the Save icon next to the Configuration field to save this report configuration.

2.3.4.3 Printing donor recognition reports

Use the Donor Recognition Reports  window to print reports based on the total donations of contacts. Only
actual, posted, gifts (cash or in-kind) and pledge payments that meet the selected criteria are taken into
account. 

You can print three types of reports in this window:

· Donor Recognition by Level groups the donors by the levels of donation as defined in the Recognition
Maintenance window. Donors are sorted in alphabetic order within each level. You must select a recognition
hierarchy (a recognition ID) to print this report.

· Donor Recognition by Amount sorts the donors in decreasing order of the total amount of their selected
donations. You can limit this type of reports to a specified number of donors or to a certain percentage of
the donors.

· Donor Recognition by Name sorts the donors by name.

You can also create report configurations—consisting of a report type, selection criteria and comments—that
you can print at any time. For more information, see Creating donor recognition report configurations.

1. Click Reports >> Contact >> Recognition.

2. In the Donor Recognition Reports window, select the configuration that you want to print. (If you
haven’t created a report configuration, you can enter one now, following the instructions in Creating
donor recognition report configurations.)

3. Click Print to print the report.

2.4 Communicating with Contacts

FundVision gives you several means to manage your communications with your donors and volunteers,
through general mailings, newsletters, and solicitation letters.

This information includes the following sections:

· General Communication Procedures

· Newsletters
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· Solicitations

2.4.1 General Communication Procedures

This part of the documentation describes procedures you can use for general mailings you can use to
communicate with your contacts. (For information about newsletters and solicitations, see Newsletters  and
Solicitations .)

· Printing single envelopes

· Printing merged letters

· Printing mailing labels

2.4.1.1 Printing single envelopes

If you need to send a letter to a single contact, you can use their address information stored in FundVision to
print the envelope.

1. Click Cards >> Contact >> Contact.

2. In the Contact Maintenance  window, enter or select the ID of the contact.

3. If the contact has multiple addresses, use the Address ID browse buttons to locate the address for
the envelope.

4. Click the Address Line 1 expansion button to open the Contact Address  window.

5. Click the Printer Name lookup button to select the printer you want to use for this envelope.

6. Select the envelope size, or enter the custom envelope measurements.

7. If you want a return address printed on the envelope, mark the Print Return Address option and enter
the appropriate address.

8. Indicate whether you want to print a bar code on the envelope, and if so, whether you want to include
the Facing Identification Mark-A.

9. Click the Print button to print the envelope.

2.4.1.2 Printing merged letters

Use the Mail Transaction Entry  window to generate a set of mail merge letters for a group of contacts that
are included in a query.
1.Click Transactions >> Contact >> Bulk Mailing.

2.In the Mail Transaction Entry window, enter a subject for this mailing. If any recipients will receive this
mailing by email, the text you enter in the Subject will be used for the subject of the email message.

3.Select the General Communication type of mailing.

4. Select the medium option for this mailing (for more information, see About contact mail medium
preferences ): 

· Contact Preference – The mailing will be sent according each contact’s preferred medium.

· Email Preference Only – The mailing will be sent by email only to contacts whose preferred medium
is email. No other contacts will receive this mailing.

· Paper Preference Only – The mailing will be sent by paper mail only to contacts whose preferred
medium is paper mail. No other contacts will receive this mailing.

· All Paper Mail – Mail merge to Microsoft Office Word will be used to generate letters for all contacts,
regardless of their medium preference.

· Labels Only – Creates mailing labels for the contacts on the list.

· Excel – Exports the list of contacts to a Microsoft Office Excel spreadsheet.

5. If necessary, enter or select the date for the mailing.

6. Enter or select the source you want to use for the contacts who should receive this mailing. 

· If the type of mailing is Mailing List, enter or select a mailing list ID.
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· If the type of mailing is General Communication, enter or select a query ID.

· If the type of mailing is Solicitation Mailing, enter or select a solicitation ID, and select the pool you
want to use. (For more information about solicitation pools, see Creating or modifying a solicitation

.)

7. Indicate whether each organizational contact should receive a single mailing. If you do not mark this
option, each individual contact associated with an organization will receive the mailing.

8. Enter or select the letter template that you want to use for the mailing.

9. If you want a contact activity record created for each contact who receives this mailing, mark the
Create Activities option, then select the type of activity record to create, and enter a description. 

10. Click the Refresh button on the scrolling window to display the list of contacts who will receive this
mailing. Review the list to ensure that the correct contacts are included.

11. To view a preview of the letter that will be sent, select a contact in the list and click the Preview
button. The selected contact’s information will be sent to Microsoft Office Word, merged with the
letter template, and the resulting letter will appear.

12. To send the mailing, click Send. The letters will be created in Word, and if a contact’s medium is
Email, they will be attached to email messages and sent. If the contact’s medium is Paper Mail, you
must print the letters and complete the mailing using your organization’s paper mail procedures.

2.4.1.3 Communicating with an individual contact

You can send form letters or email messages to an individual contact from the Contact Maintenance window.
You can also enter the activity information you want FundVision to record for these interactions with your
contact.

Form letters

Form letters will be generated using the contact’s information and the form letter you select. (For more
information about form letters, see Setting up letters .)

The form letters you send can be printed to send via regular mail, or they can be attached to an email
message.

1. Click Cards >> Contact >> Contact.

2. Enter or select the ID of the contact you want to send a form letter to.

3. Click the Send button, and then select the type of message you want to send:

4. Click Form Letter to use a form letter and the contact’s information to create and print a letter to be
mailed to the contact.

5. Click Form Letter by Email to use a form letter and the contact’s information to create a letter to be
included in the body of an email message to the contact.

6. In the Send Form Letter window, enter or select the name of the form letter you want to create for
this contact.
Note: You can’t use legacy letters—that is, letters that were created in a previous version of
FundVision and that have not been converted to the new format—for email messages.

7. If you are sending this form letter by email, enter the subject of the message that this letter will be
attached to.

8. If you want the system to create a new activity record for this interaction, mark the Create Activities
checkbox. Select the activity type and enter a description.

9. If you are sending this letter by regular mail, click Word. The system will merge the contact’s
information with the Microsoft Office Word template specified in the form letter record and display the
letter in Word. If you are sending this form letter by email, click Email. The system will merge the
contact’s information with the Microsoft Office Word template specified in the form letter record and
display the message in your email client.

Email messages
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1. Click Cards >> Contact >> Contact.

2. Enter or select the ID of the contact you want to send an email message to.

3. Click the Send button, and then click Email Message.

4. In the Send Email Message window, enter any additional CC or BCC recipients for this message.

5. Enter the subject for this message, and if necessary, click the File button to select the attachment for
the message.

6. If you want the system to display the message in your email application before sending it, mark the
Open Email Client option. This allows you to use the advanced features of your email program, such
as adding attachments, or using the contacts features of the email client to add other recipients.

7. Enter the message text.

8. If you want the system to create a new activity record for this interaction, mark the Create Activities
checkbox. Select the activity type and enter a description.

9. Click the Send button. If you did not mark the Open Email Client option, the system will send the
message immediately. If you marked this option, the message will appear in your email application,
where you can make any necessary changes, and then send it.

2.4.1.4 Sending a mass mailing

You can use the Mail Transaction Entry  window to send mass mailings—both standard letters and email
messages to your contacts—for different purposes. For example:

· You can send letters or emails to mailing lists—lists of specific organizational and individual contacts, which
you set up in the Mailing List Maintenance window.

· You can use a query—set up in the Query Entry window—to send mailings to contacts who meet specific
criteria.

· You can use a solicitation—set up in the Solicitation Entry—to send mailings to the contacts associated with
a solicitation.

1. Click Transactions >> Contact >> Bulk Mailing.

2. In the Mail Transaction Entry window, enter a subject for this mailing. If any recipients will receive
this mailing by email, the text you enter in the Subject will be used for the subject of the email
message.

3. Select the type of mailing you want to create:

· Mailing List – Select this type when you want to send a letter to the contacts on a mailing list that
you created in the Mailing List Maintenance window.

· General Communication – Select this type when you want to use a query to select the contacts you
are mailing to.

· Solicitation Mailing – Select this type when you want to send letters to the contacts selected for a
solicitation.

4. Select the medium option for this mailing. (For more information, see About contact mail medium
preferences .) 

· Contact Preference – The mailing will be sent according each contact’s preferred medium.

· Email Preference Only – The mailing will be sent by email only to contacts whose preferred medium
is email. No other contacts will receive this mailing.

· Paper Preference Only – The mailing will be sent by paper mail only to contacts whose preferred
medium is paper mail. No other contacts will receive this mailing.

· All Paper Mail – Mail merge to Microsoft Office Word will be used to generate letters for all contacts,
regardless of their medium preference.

· Labels Only – Creates mailing labels for the contacts on the list.

· Excel – Exports the list of contacts to a Microsoft Office Excel spreadsheet.

5. If necessary, enter or select the date for the mailing.

6. Enter or select the source you want to use for the contacts who should receive this mailing. 
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· If the type of mailing is Mailing List, enter or select a mailing list ID.

· If the type of mailing is General Communication, enter or select a query ID.

· If the type of mailing is Solicitation Mailing, enter or select a solicitation ID, and select the pool you
want to use. (For more information about solicitation pools, see Creating or modifying a solicitation

.)

7. Indicate whether each organizational contact should receive a single mailing. If you do not mark this
option, each individual contact associated with an organization will receive the mailing.

8. Enter or select the letter template that you want to use for the mailing.

9. If you want a contact activity record created for each contact who receives this mailing, mark the
Create Activities option, then select the type of activity record to create, and enter a description. 

10. Click the Refresh button on the scrolling window to display the list of contacts who will receive this
mailing. Review the list to ensure that the correct contacts are included.

11. To view a preview of the letter that will be sent, select a contact in the list and click the Preview
button. The selected contact’s information will be sent to Microsoft Office Word, merged with the
letter template, and the resulting letter will appear.

12. To send the mailing, click Send. The letters will be created in Word, and if a contact’s medium is
Email, they will be attached to email messages and sent. If the contact’s medium is Paper Mail, you
must print the letters and complete the mailing using your organization’s paper mail procedures.

2.4.1.5 Printing mailing labels

You can use Mail Transaction Entry  to print mailing labels for your mailings.

1. Click Transactions >> Contact >> Bulk Mailing.

2. In the Mail Transaction Entry window, enter or select the mailing that you want to print mailing labels
for.

3. Select the Labels Only medium. 

4. If necessary, enter or select the date for the mailing.

5. If you want a contact activity record created for each contact who receives this mailing, mark the
Create Activities option, then select the type of activity record to create, and enter a description. 

6. If necessary, click the Refresh button on the scrolling window to update the list of contacts that will
be included in the mailing labels.

7. To print the mailing labels, click Send.

2.4.1.6 About contact mail medium preferences

When you use the Mail Transaction Entry to send mass mailings, your contacts can receive the mailing either
as a standard letter, or as an email message. The medium that is used for a specific contact depends on their
preferred medium—that is, whether their contact record has an email address and if they are set up to receive
solicitations via email—and the medium selected for the mailing in the Mail Transaction Entry window.

Preferred medium—If the contact’s mailing address includes an email address, their preferred medium for all
mailings except for solicitations will be email. Otherwise, the preferred medium is printed mail. For
solicitations, if the contact’s mailing address has an email address, and the Solicit by Email option on their
contact record is selected, then their preferred medium is email.

Medium selections—In the Mail Transaction Entry window, you can select a medium setting for each mailing.
These settings are:

· Contact Preference – The mailing will be sent according each contact’s preferred medium.

· Email Preference Only – The mailing will be sent by email only to contacts whose preferred medium is email.
No other contacts will receive this mailing.

· Paper Preference Only – The mailing will be sent by paper mail only to contacts whose preferred medium is
paper mail. No other contacts will receive this mailing.

· All Paper Mail – Mail merge to Microsoft Office Word will be used to generate letters for all contacts,
regardless of their medium preference.
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· Labels Only – Creates mailing labels for the contacts on the list.

· Excel – Exports the list of contacts to a Microsoft Office Excel spreadsheet.

2.4.2 Newsletters

These procedures will guide you in setting up and processing your regular publications, such as newsletters:

· Setting up a newsletter

· Subscribing contacts to a newsletter

· Sending a newsletter

2.4.2.1 Setting up a newsletter

The procedures you'll use to set up your organization's newsletter depends on exactly how you create and
distribute your newsletter. 

For example, if you use a commercial printer to print a newsletter, you'll need to print the mailing labels you
need. On the other hand, you may use the Word Mail Merge feature to generate newsletters that are
personalized for each recipient. In both of these cases, you'll set up the newsletter mailing list, and process
the mailing. (For more information, see Subscribing contacts to a mailing list  and Sending a newsletter
.) However, in the first case, you won't need to set up the letter for the mail merge.

If you use mail merge to personalize your newsletter, use the Letter Maintenance  window to set up the
letter. This window includes information about the type of salutation to use, and the Microsoft Office Word
document file to use to create the newsletter.

1. Click Cards >> Fundraising >> Letter.

2. In the Letter Maintenance window, enter an ID for this letter.

3. Select the salutation you want this letter to use. (These options refer to the salutations you enter for
your contacts on the Contact Salutations window.)

4. Enter a brief description of this letter’s purpose.

5. Enter or select the Microsoft Office Word mail merge document that should be used to create this
letter.

6. Click Save to save this letter record.

2.4.2.2 Subscribing contacts to a mailing list

You can use two methods to subscribe contacts to a newsletter mailing list: 

· Select all of the mailing lists a single contact is subscribed to.

· Subscribe multiple contacts to a single list.

Selecting mailing lists for a single contact

Use the Contact Mailing Maintenance window to select all of the mailing lists that a single contact is subscribed
to.

1. Click Cards >> Contact >> Contact Mailing.

2. In the Contact Mailing Maintenance window, enter or select the contact you want to subscribe to
mailing lists.

3. In the list, enter or select the ID of each mailing list you want this contact subscribed to.

4. Click OK to save your changes.

Subscribing multiple contacts to a single mailing list

Use the Mailing List Maintenance window to subscribe multiple contacts to a newsletter mailing list. 

1. Click Cards >> Contact >> Mailing List.

2. In the Mailing List Maintenance window, enter or select the ID of the mailing list you want to add
contacts to.
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3. Enter a description of this mailing list.

4. If you use this mailing list to generate mail merge letters, enter or select the ID of the letter.

5. In the scrolling window, enter the ID of each contact you want to add to this mailing list.

6. To delete a contact from the mailing list, select the contact ID and click Edit >> Delete Row.

7. Click Save to save your changes.

2.4.2.3 Sending a newsletter

Use the Mail Transaction Entry  window to print the mailing labels needed for a newsletter, and if necessary,
generate the letters that you will send with the newsletter.

1.Click Transactions >> Contact >> Bulk Mailing.

2.In the Mail Transaction Entry window, enter a subject for this mailing. If any recipients will receive this
mailing by email, the text you enter in the Subject will be used for the subject of the email message.

3.Select the Mailing List as the type of mailing.

4. Select the medium option for this mailing (for more information, see About contact mail medium
preferences ): 

· Contact Preference – The mailing will be sent according each contact’s preferred medium.

· Email Preference Only – The mailing will be sent by email only to contacts whose preferred medium
is email. No other contacts will receive this mailing.

· Paper Preference Only – The mailing will be sent by paper mail only to contacts whose preferred
medium is paper mail. No other contacts will receive this mailing.

· All Paper Mail – Mail merge to Microsoft Office Word will be used to generate letters for all contacts,
regardless of their medium preference.

· Labels Only – Creates mailing labels for the contacts on the list.

· Excel – Exports the list of contacts to a Microsoft Office Excel spreadsheet.

5. If necessary, enter or select the date for the mailing.

6. Enter or select the ID of the mailing list you use for this newsletter.

7. Indicate whether each organizational contact should receive a single mailing. If you do not mark this
option, each individual contact associated with an organization will receive the mailing.

8. Enter or select the letter template that you want to use for the mailing.

9. If you want a contact activity record created for each contact who receives this mailing, mark the
Create Activities option, then select the type of activity record to create, and enter a description. 

10. Click the Refresh button on the scrolling window to display the list of contacts who will receive this
mailing. Review the list to ensure that the correct contacts are included.

11. To view a preview of the letter that will be sent, select a contact in the list and click the Preview
button. The selected contact’s information will be sent to Microsoft Office Word, merged with the
letter template, and the resulting letter will appear.

12. To send the mailing, click Send. The letters will be created in Word, and if a contact’s medium is
Email, they will be attached to email messages and sent. If the contact’s medium is Paper Mail, you
must print the letters and complete the mailing using your organization’s paper mail procedures.

2.4.3 Solicitations

Use these procedures to set up and process solicitation letters to your donors:

· Creating or modifying a solicitation

· Processing and sending solicitation letters
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2.4.3.1 Creating or modifying a solicitation

Solicitations are used in FundVision to create fundraising mailings for your campaigns. The solicitation includes
information about the campaign this solicitation is associated with, the cost of any printed material you’re
mailing out, the letters that will be used, and the individuals and organizations who will be contacted. 

Also, you can use the solicitation to generate the mail transaction for the mailing. For more information, see 
Processing and sending solicitation letters .

1. In the Transactions menu, click Fundraising, then click Solicitation Entry.

2. To create a solicitation, enter a unique alphanumeric ID. To view an existing solicitation, enter or
select the ID.

3. Enter a descriptive name for the solicitation.

4. Enter or select the ID of the campaign that this solicitation is associated with.

5. Enter the cost per piece of the mailings that will be sent.

6. If you want to limit the number of mailings that will be sent, enter the maximum number of contacts.

7. If you want to spread the mailing out into groups, enter the number of groups in the Maximum Pools
field. For example, if you want to send out some of the mailings each week of a four-week period,
you’d enter “4” in the Maximum Pools field.

8. Enter or select the query you want to use to create the mailing list for this solicitation, then click the
Process Query button to fill the list of contacts. You can also manually enter or select contacts to add
to the list. (For more information about queries, see Creating an ad-hoc contact query .)

9. Enter or select the IDs of the letters you want to use for this solicitation. You must select a different
letter for each pool. (For example, if you have four pools, you must have four letters.)

10. Click the Save button to save your changes.

2.4.3.2 Processing and sending solicitation letters

Use the Solicitation Entry  window to generate the mailings for the letters in a solicitation. (For information
about setting up a solicitation, see Creating or modifying a solicitation .

1. In the Transactions menu, click Fundraising, then click Solicitation Entry.

2. Enter or select the ID of the solicitation you want to process letters for.

3. If you have not already selected the query you want to use to create the mailing list for this
solicitation, enter or select the query ID, then click the Process Query button to fill the list of contacts.
You can also manually enter or select contacts to add to the list. (For more information about queries,
see Creating an ad-hoc contact query .)

4. To generate the mailing for one of the letters in the list, select the ID and click the Mail button to
open the Mail Transaction Entry  window.

5. In the Mail Transaction Entry window, enter a subject for this solicitation mailing, and enter or select
the date for this mailing.

6. Select the medium for this mailing. (For more information, see About contact mail medium
preferences .) 

· Contact Preference – The mailing will be sent according each contact’s preferred medium.

· Email Preference Only – The mailing will be sent by email only to contacts whose preferred medium
is email. No other contacts will receive this mailing.

· Paper Preference Only – The mailing will be sent by paper mail only to contacts whose preferred
medium is paper mail. No other contacts will receive this mailing.

· All Paper Mail – Mail merge to Microsoft Office Word will be used to generate letters for all contacts,
regardless of their medium preference.

· Labels Only – Creates mailing labels for the contacts on the list.

· Excel – Exports the list of contacts to a Microsoft Office Excel spreadsheet.

7. Select the pool you want to use for this mailing, and indicate whether you want to send a single letter
to each organization represented by the contacts in the list.
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8. Verify the solicitation and letter for this mailing.

9. Click the Refresh button on the scrolling window to fill the list with the contacts who will be included in
the mailing. 

10. To view a preview of the letter that will be sent, select a contact in the list and click the Preview
button. The selected contact’s information will be sent to Microsoft Office Word, merged with the
letter template, and the resulting letter will appear.

11. To send the mailing, click Send. The letters will be created in Word, and if a contact’s medium is
Email, they will be attached to email messages and sent. If the contact’s medium is Paper Mail, you
must print the letters and complete the mailing using your organization’s paper mail procedures.

2.5 Fundraising

This part of the documentation explains the procedures you'll follow to set up fundraising in FundVision, enter
the gifts you receive, and process gifts and pledges. This information includes the following sections:

· Fundraising Setup

· Gift Processing

· Pledge Processing

· Gift Receipts

2.5.1 Fundraising Setup

Complete the following procedures to set up your FundVision system to support your fundraising efforts:

· Creating or modifying a fund

· Creating or modifying a tribute fund

· Creating or modifying a campaign

· Creating or modifying a payment type

· Creating or modifying a solicitation

· Setting up letters

2.5.1.1 Creating or modifying a fund

You can use the Fund Maintenance  window to set up records to track each of the funds your organization
uses in your fundraising efforts. A fund record includes information about the fund's goals, its beginning and
ending dates, and the default campaign that the fund is associated with.

1. Click Cards >> Fundraising >> Fund.

2. In the Fund Maintenance window, enter a unique ID to create a new fund record. To modify an
existing fund record, enter or select its ID.

3. Select the status of this fund: Active or Inactive. If you mark a fund as inactive, you won't be able to
enter any transactions for it.

4. Enter a brief description for this fund.

5. Enter the fundraising goal for this fund.

6. Enter the beginning and ending dates for this fund.

7. If this fund is associated with any campaigns, select the campaign that will be used most frequently.
(The campaign you select here will appear by default in transaction entry windows.)

8. To select the General Ledger accounts that will be used to track transactions for this fund, click the
Accounts button. the Fund Accounts Maintenance  window appears; select the appropriate accounts
and click OK.

9. Click Save to save your changes.
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2.5.1.2 Creating or modifying a tribute fund

Tribute funds are special funds that are set up in honor of, in memory of, or in tribute to, an individual. Your
organization’s members can then give donations that are designated to these tribute funds.

1. In the Cards menu, click Fundraising, then click Tribute Fund.

2. To create a new tribute fund, enter a unique alphanumeric ID. To view an existing fund, enter or
select the ID.

3. Enter a name for the tribute fund. For example, you could call a fund the Frank Aramis Memorial
Fund.

4. Enter or select a contact for this fund.

5. Enter the fundraising goal for this tribute fund.

6. Enter the creation date for the fund, or accept the default.

7. Click the Save button to save your changes.

Closing a tribute fund

If you no longer want to accept donations for a particular tribute fund, you can close it.

Important: 

If you close a tribute fund, you will not be able to reopen it at a later date.

1. In the Cards menu, click Fundraising, then click Tribute Fund.

2. Enter or select the ID of the fund you want to close.

3. Click the Close button. The Closure Date field will display the current date, and the Status changes to
Closed.

2.5.1.3 Creating or modifying a campaign

If you use campaigns in your fundraising efforts, you can use the Campaign Maintenance  window to set up
records for each of your campaigns.You’ll enter information about the campaign’s goal and purpose, it’s
beginning and end dates, and whether it is associated with a fund.

1. Click Cards >> Fundraising >> Campaign.

2. To create a new campaign, enter a unique alphanumeric ID. To view an existing campaign, enter or
select the ID.

3. Select the status of this campaign: Active or Inactive. If you mark a campaign as inactive, you won't
be able to enter any transactions for it.

4. Enter a description for the campaign. For example, you could enter "Annual Campaign 2010."

5. Enter the contribution goal for this campaign.

6. Enter the starting and ending dates for the campaign.

7. Indicate whether the gift transactions for this campaign will be required to have a purpose entered for
them. You can select the following options:

· Optional: Select this option if you want users to be able to enter a gift transaction without being
required to enter a purpose.

· Required: Select this option if you want to require users to enter a purpose when entering a gift
transaction.

· From List: Select this option if you want users to select the purpose from a list. If you select this
option, click the arrow button to open the Campaign Purposes window, where you can set up the
list for this campaign. 

8. If this campaign is associated with a fund, select the fund.

9. Click the Save button to save your changes.
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2.5.1.4 Creating or modifying a payment type

Use the Payment Type Maintenance window to set up each of the different types of payment that your
organization accepts for gifts and pledge payments. For example, if your organization accepts VISA,
MasterCard, and Discover credit card transactions, you should create payment type records for each of them.

1. Click Cards >> Fundraising >> Payment Types.

2. In the Payment Type Maintenance window, enter a unique ID to create a new payment type. (To
modify an existing payment type record, enter or select the ID.)

3. Select the type of payment: cash, check, credit card, or EFT (electronic funds transfer).

4. Enter a brief description of this payment type.

5. If FundVision is integrated with Microsoft Dynamics GP, enter or select the ID of the checkbook you
want to associate with this payment type. When you post transactions that use this payment type, the
payment amounts will be saved in the Dynamics GP Bank Reconciliation module.

6. Enter or select the number of the cash account to record these payment transactions.

7. If you selected EFT as the payment type, click the EFT button to open the EFT Bank Configuration
window, where you can select the EFT file format required by your bank, the name of the bank, its
routing number, and the account number for payments of this type. For more information, see Setting
up electronic banking for payment types . When you are finished entering EFT configuration
information, click OK to return to the Payment Type Maintenance window.

8. Click Save.

2.5.1.5 Setting up electronic banking for payment types

You can set up any of your payment types to allow them to be deposited by electronic processing (either EFT
or check conversion).

1. Click Cards >> Fundraising >> Payment Types.

2. Enter or select the payment type record that you want to set up for electronic processing, or enter a
new payment type record.

3. Set the Payment Type field to EFT, then click the EFT button.

4. In the EFT Bank Configuration window, select the appropriate file format for these electronic
transactions. In the United States, select ACH, and in Canada, select CPA-005.

5. Enter the name of the bank where these transactions will be deposited, its routing number, and the
account number.

6. If a prenote file is required, enter the number of days prior to the deposit transaction required by the
bank to submit a prenote file. To have the prenote file automatically sent, mark the Send Prenote
Automatically option.

7. If your bank requires additional headers in the output file, enter those.

8. If you need to enter detailed configuration information, click the Configuration button to open the ACH
Account Configuration window. 

9. Click OK to save your changes and return to the Payment Type Maintenance window.

2.5.1.6 Setting up letters

Use the Letter Maintenance window to set up the letters you will use in FundVision. These letters can include
solicitation letters, thank you letters (for pledges and payments), and general-purpose letters.

FundVision uses contact and gift fields, along with Microsoft Office Word templates and Word’s mail merge
features to create letters. You can create your own templates, or you can begin with one of the FundVision
sample templates. If you use a sample template, we recommend that you make a copy of the template file,
and then revise the copy to meet your needs.

Note

You can share the same set of templates among several workstations by storing them in a shared folder. If
you store templates in a shared folder, we recommend that you enter the template’s location using UNC
format; for example: \\ServerName\SharedFiles\LetterTemplates\ThankYouLetter.dot.
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1. Click Tools >> Setup >> Company >> Letter Maintenance.

2. In the Letter Maintenance window, enter a name and description for this letter.

3. Select the status of the letter. 

· Global letters can be selected and modified by other users.

· Global Read Only letters can be selected by other users, but not modified.

· Private letters can be selected and modified only by the user who owns them, or by the system
administrator (sa). (Note: If a user changes the status of a letter from Global to Private, that user
becomes the owner of the letter.)

· Inactive Global letters cannot be used for mailings, but can be viewed and reactivated in the Letter
Maintenance window by all users

· Inactive Private letters cannot be used for mailings, and be viewed and reactivated in the Letter
Maintenance window only by the user who owns them, or by the system administrator (sa).

4. Select the Microsoft Office Word template that you want to use for this letter.

5. Click the Merge Fields button to open the FundVision Fields Selector window. You’ll use this window to
create a configuration record that identifies the FundVision fields that you want to use with this letter.

6. Enter a name and description for this configuration record.

7. Mark the Contact and Gift fields that you want to use in this letter. These are the fields that will be
merged with the Word template to create the letters to be mailed to the individual contacts.

8. Note: If you are using a template that was copied from one of the FundVision sample templates, we
recommend that you import the default fields configuration file. Click Extras >> Options >> Import
Configuration, then navigate to the /Docs folder in the FundVision program folder. Select the
DefaultMailMergeFields.xml file, then click Open.

9. Click the Save button on the Configuration field to save this configuration record, then click OK to
save your changes and return to the Letter Maintenance window.

10. Click the Save button to save this letter.

2.5.2 Gift Processing

Follow these procedures to record the receipt of gifts:

· Entering a gift

· Entering a monetary gift

· Entering an in-kind gift

· Recording soft gifts

· Scanning checks for gift transactions

· Posting a gift transaction batch

2.5.2.1 Entering a gift

Use the Gift Entry  window to record the receipt of a donation to your organization. You can enter
transactions for monetary donations (in the form of cash, check, credit card, or EFT), pledges, or in-kind
donations of inventory, non-inventory, or consumable goods.

These donations can be associated with a fund or campaign, or a tribute fund.

Note

You can view existing donation transactions in this window by entering or selecting the ID of the gift.

1. In the Transactions menu, click Fundraising, then click Gift Entry.

2. Enter date of the donation and select the gift type: Cash, Pledge, Inventory, Non-Inventory, and
Consumable.

3. Enter or select the number of the batch you want to save this transaction in.
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4. Enter or select the number of the contact who is making this donation.

5. If this donation is the result of a solicitation, enter or select the ID of the solicitation, and enter or
select the number of the contact who made the solicitation. 

6. Enter the donation amount, and if this is a gift, select the payment type—cash, check, credit card, or
EFT—and enter or select the ID of the payment type.

· If you’re entering a check donation, enter the check number, enter or select the bank name, and
enter the transit/routing number (usually on the left side of the check), and the account number
(usually on the right side of the check).

· If you’re entering a credit card donation, enter the credit card number, expiration date, card
holder's name, and verification code (usually the last three digits found on the back of the card
near the signature block, or if American Express, above the cardholder's name).

· If you’re entering an EFT (Electronic Funds Transfer) donation, for example, using an ATM card,
enter the transit/routing number, account number, and select the account type (checking or
savings).

Note

You can set up default payment information for a contact and FundVision will automatically fill in these
fields based on the Payment Type you selected. To set up this information, go to the Contact Payment
Information window. (For more information, see Contact Payment Information .)

7. You can allocate a single donation among multiple funds, campaigns and purposes. Enter or select the
fund ID, the campaign ID, and the purpose in the scrolling window, and then enter the appropriate
amount. 

8. If necessary, select the appropriate receipt type, indicate whether this donation is tax deductible, and
enter or select the acknowledgement letter for this donation. (The default selections are set up for
each contact on the Contact Maintenance window. For more information, see Contact Maintenance
.) Also, if necessary, you can adjust the receipt amount.

9. If this gift was paid with a credit card, you can click the Process button to process the payment. A
message will appear stating that the transaction will be charged to the credit card. Click Yes.

Note

Credit card gift transactions must be processed before they can be posted.

10. Click the Save button to save your changes.

2.5.2.2 Entering a monetary gift

Use the Gift Entry  window to record the receipt of a monetary donation (in the form of cash, check, credit
card, or EFT). These donations can be associated with a fund or campaign, or a tribute fund.

Note

You can view existing donation transactions in this window by entering or selecting the ID of the gift.

1. Click Transactions >> Fundraising >> Gift Entry.

2. Enter date of the donation and enter or select the batch to save this gift transaction in.

3. Select Cash as the gift type.

4. Enter or select the number of the contact who is making this donation.

5. If this donation is the result of a solicitation, enter or select the ID of the solicitation, and enter or
select the number of the contact who made the solicitation. 

6. If this donation is intended for a tribute fund, enter or select the ID of the tribute fund.

7. Enter the donation amount, and select the payment type—cash, check, credit card, or EFT. Then enter
or select the ID of the payment type.

· If you’re entering a check donation, enter the check number, enter or select the bank name, and
enter the transit/routing number (usually on the left side of the check), and the account number
(usually on the right side of the check).

· If you’re entering a credit card donation, enter the credit card number, expiration date, card
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holder's name, and verification code (usually the last three digits found on the back of the card
near the signature block, or if American Express, above the cardholder's name).

· If you’re entering an EFT (Electronic Funds Transfer) donation, for example, using an ATM card,
enter the transit/routing number, account number, and select the account type (checking or
savings).

Note

You can set up default payment information for a contact and FundVision will automatically fill in these
fields based on the Payment Type you selected. To set up this information, go to the Contact Payment
Information window. (For more information, see Entering payment information for a contact .)

8. You can allocate a single donation among multiple funds, campaigns and purposes. Enter or select the
fund ID, the campaign ID, and the purpose in the scrolling window, and then enter the appropriate
amount. 

9. If necessary, select the appropriate receipt type, indicate whether this donation is tax deductible, and
enter or select the acknowledgement letter for this donation. (The default selections are set up for
each contact on the Contact Maintenance window. For more information, see Contact Maintenance
.) Also, if necessary, you can adjust the receipt amount.

10. If this gift is being paid with a credit card, you can click the Process button to process the payment. A
message will appear stating that the transaction will be charged to the credit card. Click Yes.

Note

Credit card gift transactions must be processed before they can be posted.

11. Click the Save button to save this gift transaction.

2.5.2.3 Entering an in-kind gift

Use the Gift Entry  window to record the receipt of an in-kind donation—that is, goods and commodities,
rather than cash—given to your organization. 

These donations can be associated with a fund or campaign, or a tribute fund.

Note

You can view existing donation transactions in this window by entering or selecting the ID of the gift.

1. Click Transactions >> Fundraising >> Gift Entry.

2. Enter date of the donation and enter or select the batch to save this gift transaction in.

3. Select one of the following the gift types:

· Inventory—For in-kind gifts that are inventory items

· Non-inventory—for in-kind gifts that are non-inventory items

· Consumable—for in-kind gifts that are consumable items.

4. Enter or select the number of the contact who is making this donation.

5. If this donation is the result of a solicitation, enter or select the ID of the solicitation, and enter or
select the number of the contact who made the solicitation. 

6. If this donation is intended for a tribute fund, enter or select the ID of the tribute fund.

7. Enter or select the item number for the inventory, non-inventory, or consumable.

8. Enter the quantity of the item being donated.

9. Enter the value of the in-kind gift.

10. You can allocate a single donation among multiple funds, campaigns and purposes. Enter or select the
fund ID, the campaign ID, and the purpose in the scrolling window, and then enter the appropriate
amount. 

11. If necessary, select the appropriate receipt type, indicate whether this donation is tax deductible, and
enter or select the acknowledgement letter for this donation. (The default selections are set up for
each contact on the Contact Maintenance window. For more information, see Contact Maintenance
.) Also, if necessary, you can adjust the receipt amount.
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12. Click the Save button to save this in-kind gift transaction.

2.5.2.4 Recording soft gifts

Use the Soft Gift Distribution  window to record the contacts and amounts for soft gifts associated with a
donation transaction. You open this window from the Gift Entry  window.

1. Click Transactions >> Fundraising >> Gift Entry.

2. Enter a gift transaction, or select an existing gift transaction that you need to record soft gift
information for.

3. Click Soft Gifts.

4. Enter or select the first contact you need to record soft gift information for.

5. Enter the gift amount for this contact, as well as any fees or matching gift amounts associated with
the gift.

6. Continue entering contacts and soft gift amounts.

7. Click OK to save your entries and return to the Gift Entry window.

2.5.2.5 Scanning checks for gift transactions

You can use a check scanner to help record check contributions in FundVision. In the Gift Entry  window,
you can scan a check, and the system will use the MICR data from the check to fill in the account, routing, and
check number information. If the account and routing number is already associated with one of your
organization's contacts, it will fill in the contact information as well.

1. In the Transactions menu, click Fundraising, then click Gift Entry.

2. Enter date of the donation and select the Cash gift type.

3. Enter or select the number of the batch you want to save this transaction in.

4. Enter the gift amount, select the Check payment type, and the appropriate payment type ID for a
check payment.

5. Click the Scan button next to the Check Number field to scan check's MICR data and automatically
enter the check, account, and routing number on the gift transaction record. FundVision will attempt
to match the account and routing number with an existing contact record.

· If the system locates a single contact record associated with the account and routing numbers, it
will fill in the appropriate fields on this transaction.

· If the system locates more than one contact record associated with the account and routing
numbers, you will have to select which one to use for this transaction.

· If the system cannot locate a contact record associated with the account and routing numbers, you
can select an existing contact record, or enter a new contact. FundVision will ask if you want to link
this contact record with the routing and account number information.

6. Continue entering the gift distribution information, and then save the transaction, as described in 
Entering a monetary gift .

2.5.2.6 Posting a gift transaction batch

Use the Batch Posting  window to post a gift transaction batch. Posting a transaction batch updates your
records in FundVision, and if your system is integrated with Microsoft Dynamics GP, it also can create a batch
in General Ledger.

1. In the Transactions menu, click Fundraising, then click Batch Posting.

2. Enter or select the ID of the batch you want to post.

3. Enter the posting date you want to use for the transactions in this batch.

4. Verify the number of transactions and the batch total.

5. Indicate whether you want to print receipts, acknowledgement letters, and mailing labels for the
donors. If you choose to print mailing labels, select the label size. Select how you want the receipts,
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acknowledgement letters, and mailing labels sorted.

6. Click the Post button to post the transactions in the batch and print.

2.5.3 Pledge Processing

Use the following procedures to record pledges and to enter and process pledge payments:

· Entering a pledge

· Posting pledges

· Processing pledge statements

· Entering a pledge payment

· Scanning checks for pledge payments

· Processing credit card pledge installments

· Posting pledge payments

2.5.3.1 Entering a pledge

Use the Gift Entry  window to record a pledge made to your organization. These pledges can be associated
with a fund or campaign, or a tribute fund.

Note

You can view existing pledge transactions in this window by entering or selecting the ID of the gift.

1. In the Transactions menu, click Fundraising, then click Gift Entry.

2. Enter date of the donation and select the Pledge gift type.

3. Enter or select the number of the batch you want to save this transaction in.

4. Enter or select the number of the contact who is making this donation.

5. If this pledge is the result of a solicitation, enter or select the ID of the solicitation, and enter or select
the number of the contact who made the solicitation. 

6. Enter the pledge amount.

7. You can allocate a single pledge among multiple funds, campaigns and purposes. Enter or select the
fund ID, the campaign ID, and the purpose in the scrolling window, and then enter the appropriate
amount. 

8. If necessary, select the appropriate receipt type, indicate whether this donation is tax deductible, and
enter or select the acknowledgement letter for this donation. (The default selections are set up for
each contact on the Contact Maintenance window. For more information, see Contact Maintenance
.) Also, if necessary, you can adjust the receipt amount.

9. Click the Save button to save your changes.

2.5.3.2 Posting pledges

Use the Batch Posting  window to post a pledge transaction batch. Posting a transaction batch updates your
records in FundVision, and if your system is integrated with Microsoft Dynamics GP, it also can create a batch
in General Ledger.

Posting transactions changes their status. When you post pledge transactions, their status changes from Work
to Open.

1. In the Transactions menu, click Fundraising, then click Batch Posting.

2. Enter or select the ID of the batch you want to post.

3. Enter the posting date you want to use for the transactions in this batch.

4. Verify the number of transactions and the batch total.

5. Indicate whether you want to print receipts, acknowledgement letters, and mailing labels for the
donors. If you choose to print mailing labels, select the label size. Select how you want the receipts,
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acknowledgement letters, and mailing labels sorted.

6. Click the Post button to post the transactions in the batch and print.

2.5.3.3 Processing pledge statements

Use the Mass Gift Processing  window to display pledges that are due, and process and print their pledge
statements.

1. In the Tools menu, click Routines, then click Mass Gift Processing.

2. In the Mass Gift Processing window, select the Pledge gift type, and the Open status.

3. Select the due date range, and if necessary, the gift amount range for the pledges that you want to
print pledge statements for.

4. Mark the checkbox next to each pledge that you want to print statements for. To mark all of the
pledges in the scrolling window, click the checkbox at the top of the column.

5. Click the Process button, and then click Statements in the menu that appears.

6. In the Gift Processing Print  window, select the Pledge Statement report, and then select how you
want the statements sorted: by Gift ID, by Contact Name, by ZIP Code, or by Date.

7. Enter the date you want printed on the statement, then click Print. The system will print the pledge
statements for the pledges you selected.

2.5.3.4 Entering a pledge payment

Use the Pledge Payment Entry window to record the receipt of a payment on a pledge. You can enter
transactions in the form of cash, check, credit card, or EFT (Electronic Funds Transfer).

Note

You can view existing pledge payment transactions in this window by entering or selecting the ID of the
payment.

1. In the Transactions menu, click Fundraising, then click Pledge Payment Entry.

2. Enter date of the payment and enter or select the number of the batch you want to save this
transaction in.

3. Enter or select the number of the contact who is making this payment.

4. Enter or select the ID of the original pledge transaction that this payment is for.

5. Enter the payment amount, select the payment type—cash, check, credit card, or EFT—and enter or
select the ID of the payment type.

· If you’re entering a check payment, enter the check number, enter or select the bank name, and
enter the transit/routing number (usually on the left side of the check), and the account number
(usually on the right side of the check).

· If you’re entering a credit card payment, enter the credit card number, expiration date, card
holder's name, and verification code (usually the last three digits found on the back of the card
near the signature block, or if American Express, above the cardholder's name).

· If you’re entering an EFT (Electronic Funds Transfer) payment, for example, using an ATM card,
enter the transit/routing number, account number, and select the account type (checking or
savings).

Note

You can set up default payment information for a contact and FundVision will automatically fill in these
fields based on the Payment Type you selected. To set up this information, go to the Contact Payment
Information window. (For more information, see Contact Payment Information .)

6. If necessary, select the appropriate receipt type, indicate whether this donation is tax deductible, and
enter or select the acknowledgement letter for this donation. (The default selections are set up for
each contact on the Contact Maintenance window. For more information, see Contact Maintenance
.) Also, if necessary, you can adjust the receipt amount.

7. If this transaction was a credit card payment, you can click the Process button to process the
payment. A message will appear stating that the transaction will be charged to the credit card. Click
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Yes.

8. Click the Save button to save your changes.

2.5.3.5 Scanning checks for pledge payments

If you have a check scanner, you can use it to help record pledge payments by check. In the Pledge Payment
Entry  window, you can scan a check, and the system will use the MICR data from the check to fill in the
account, routing, and check number information. If the account and routing number is already associated with
one of your organization's contacts, it will fill in the contact information as well.

1. In the Transactions menu, click Fundraising, then click Pledge Payment Entry.

2. Enter date of the payment.

3. Enter or select the number of the batch you want to save this transaction in.

4. Enter the payment amount, select the Check payment type, and the appropriate payment type ID for
a check payment.

5. Click the Scan button next to the Check Number field to scan check's MICR data and automatically
enter the check, account, and routing number on the pledge payment transaction record. FundVision
will attempt to match the account and routing number with an existing contact record.

· If the system locates a single contact record associated with the account and routing numbers, it
will fill in the appropriate fields on this transaction.

· If the system locates more than one contact record associated with the account and routing
numbers, you will have to select which one to use for this transaction.

· If the system cannot locate a contact record associated with the account and routing numbers, you
can select an existing contact record, or enter a new contact. FundVision will ask if you want to link
this contact record with the routing and account number information.

6. Continue entering the pledge payment information as usual, and the save the transaction, as
described in Entering a pledge payment .

2.5.3.6 Mass pledge payment processing

If your donors have instructed you to use their credit card or EFT information for recurring pledge payments,
you can process multiple recurring pledge payments at once using the Mass Gift Processing window. In
addition, you can use this window to print statements for multiple pledges at once. (For more information, see 
Mass pledge statement processing .) This process searches for pledges that have pending payments due
and creates the necessary payment transactions.

1. Click Tools >> Routines >> Mass Gift Processing.

2. In the Mass Gift Processing window, click the Filter button to open the Filter window, where you can
enter filter criteria to limit the open pledge transactions that appear in the Mass Gift Processing
window.

3. In the Filter window, select Pledge as the gift type, and Open as the status. You can use the other
fields in this window to create more selective filter criteria. For more information, see Filter
window].

4. Click OK to apply your filter criteria to the list of pledge transactions in the Mass Gift Processing
window.

5. In the Mass Gift Processing window, click the checkbox of the pledges that you want to process to
mark them. (Pledges with unposted payments will not be processed.)

6. Click the Process button, then click Payments in the menu. The Process Pledge Payments window
appears.

7. Enter or select the batch for the pledge payment transactions that the process will create.

8. Enter or select the ID of the letter that should be created for the donors of the pledge payments.

9. Click the Process button. The system will create pledge payment transactions for the pledges that you
selected, and save them in the batch you selected. The Report Destination window will appear; select
how you want the processing report (Credit Card Processing Report, or EFT Processing Report)
printed, and click the OK button. 
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10. If you selected EFT pledges, continue with the process described in Processing electronic or check
conversion gift and pledge payments .

2.5.3.7 Mass pledge statement processing

You can create pledge statements for multiple pending pledges at once using the Mass Gift Processing window.
This process searches for pledges that have pending payments due and creates pledge statements for them.

1. Click Tools >> Routines >> Mass Gift Processing.

2. In the Mass Gift Processing window, click the Filter button to open the Filter window, where you can
enter filter criteria to limit the open pledge transactions that appear in the Mass Gift Processing
window.

3. In the Filter window, select Pledge as the gift type, and Open as the status. You can use the other
fields in this window to create more selective filter criteria. For more information, see Filter window

.

4. Click OK to apply your filter criteria to the list of pledge transactions in the Mass Gift Processing
window.

5. In the Mass Gift Processing window, click the checkbox of the pledges that you want to create
statements for to mark them. 

6. Click the Process button, then click Statements in the menu. The Gift Processing Print window
appears.

7. Select the type of report that you want to print—you can print pledge statements, a summarized
pledge list, or a detailed pledge list—and how you want the information on the report to be sorted.
Then enter or select the statement date, and click the Print button.

8. The Report Destination window appears. Select how you want the pledge statements printed, and
click the OK button.

2.5.3.8 Processing electronic or check conversion gift and pledge payments

If you have received donations—either gifts or pledge payments—by means of EFT (electronic funds transfer),
or if you use check conversion (paperless deposit), you must process these transactions to create the
necessary EFT file to send to your bank.

1. Click Tools >> Routines >> EFT Processing.

2. In the EFT Processing window, select the payment ID you want to process from the filter list at the
top of the window.

3. The list displays posted EFT gift or pledge payments of the payment ID you selected that have not
been included in an EFT file. Mark the EFT payments that you want to process. (If necessary, you can
click the Filter button to open the Filter window, where you can enter filter criteria to limit the
transactions that appear. For more information, see Filter window .)

4. Click the Process button. The Create EFT File window appears.

5. Verify the number of transactions and the total amount to be included in the EFT file, then enter the
path and file name of the generated EFT file.

6. Click the Process button. The system will create the EFT file in the location you specified.

2.5.3.9 Processing credit card pledge installment payments

If any of your donors have elected to pay pledge installments by credit card, you'll use the Mass Gift
Processing  window to display pledge payments that are due, and process the credit card payments.

1. In the Tools menu, click Routines, then click Mass Gift Processing.

2. In the Mass Gift Processing window, select the Pledge gift type, and the Open status.

3. Select the due date range, and if necessary, the gift amount range for the pledges that you want to
process credit card payments for.

4. The scrolling window will display all of the pledge installment payments that are due and set up to be
paid by credit card. Mark the checkbox next to each pledge payment that you want to process. To
mark all of the pledges in the scrolling window, click the checkbox at the top of the column.
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5. Click the Process button, and then click Payments in the menu that appears.

Note

If any of the pledges in the scrolling window have unposted payments, a warning message will
appear, stating that no credit card payment will be processed for them. Click Yes to continue.

6. In the Gift Processing Print  window, select the batch that you want these credit card payments
saved in.

7. Select the letter that you want to send to each contact acknowledging the payment, and the click
Process. The system will create credit card payments for the pledges you selected (if there are no
unposted payments for them), and print the appropriate reports.

2.5.3.10 Posting pledge payments

Use the Batch Posting  window to post a pledge payment transaction batch. Posting a transaction batch
updates your records in FundVision, and if your system is integrated with Microsoft Dynamics GP, it also can
create a batch in General Ledger.

1. In the Transactions menu, click Fundraising, then click Batch Posting.

1. Enter or select the ID of the batch you want to post.

2. Enter the posting date you want to use for the transactions in this batch.

3. Verify the number of transactions and the batch total.

4. Indicate whether you want to print receipts, acknowledgement letters, and mailing labels for the
donors. If you choose to print mailing labels, select the label size. Select how you want the receipts,
acknowledgement letters, and mailing labels sorted.

5. Click the Post button to post the transactions in the batch and print.

2.5.3.11 Writing off unpaid pledges

If you have pledges that have gone unpaid, you may decide to write them off. Use the Gift Entry  window to
select the original pledge transaction, and then void it, which reverses the original accounting entries.

1. Click Transactions >> Fundraising >> Gift Entry.

2. Enter or select the original gift transaction for the pledge you want to write off.

3. Click the Void button.

2.5.4 Gift Receipts

Complete these procedures to print regular or annual receipts:

· Printing regular receipts

· Printing annual receipts

· Reprinting receipts

2.5.4.1 Printing regular receipts

Use the Print Receipts  window to print receipts for a batch of gift or payment transactions.

1. Click Transactions >> Fundraising >> Print Receipts.

2. Enter or select the ID of the batch you want to print receipts for.

3. Click Print. The system will print the receipts selected for each of the transactions in the batch.

2.5.4.2 Printing annual receipts

Use the Update Annual Receipts  window to print annual receipts. An annual receipt includes all of a donor’s
giving for the time period you specify.

1. Click Transactions >> Fundraising >> Annual Receipts.
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2. Enter the beginning of the date range and the end of the date range that includes all of the gifts you
want included on the annual receipts.

3. Click Print. The system will print the appropriate type of annual receipt for each contact who has
given a gift during the time period you specified.

2.5.4.3 Reprinting receipts

If necessary, you can reprint receipts for a contact using the Reprint Receipts  window.

1. Click Reports >> Fundraising >> Reprint Receipts.

2. Enter or select the contact you want to reprint receipts for.

3. Indicate whether you want to reprint regular receipts, annual receipts, or both.

4. Mark the Reprint checkbox next to each receipt that you want to reprint. You can quickly mark or
unmark all of the receipts in the list by using the Mark All or Unmark All buttons.

5. Click Reprint Receipt to reprint each of the receipts you marked.

2.6 Queries, Inquiries, and Reports

To find and review information about your contacts and fundraising activities, and to analyze your data, you'll
use queries, inquiries, and reports.

· Queries

· Inquiries

· Reports

2.6.1 Queries

FundVision includes a powerful contact query window that allows you to identify contacts that fit a very specific
definition. You can select contacts based on their location, gender, cultural heritage, education, income level,
or any other characteristic tracked on the contact records. In addition, you can select contacts using any
combination of characteristics. For example, you could create a query that identifies single male college
graduates between the ages of 21 and 35 living in Chicago who speak Spanish.

You can then use these queries to generate reports or mailing labels, or to create the contact list for mailings
or solicitations.

This information includes the following topics:

· Creating an ad-hoc contact query

· Query-based reporting

· Printing mailing labels for a query

2.6.1.1 Creating an ad-hoc contact query

Use the Query Entry  window to create ad-hoc queries, which you can use to select contacts based on such
things as geography, classification (individual or organization), and interests (for example, plays golf, does
marathons/walk-a-thons, collects stamps, etc.). You can then use these queries to print reports, print mailing
labels, or create special mailings. You can also export the results or a query to an Excel spreadsheet.

You can create different queries for different purposes, and save them to reuse at any time.

1. Click Transactions >> Contacts >> Query Entry.

2. To create a new query, enter a unique ID and description for the query. To modify an existing query,
enter or select the ID.

3. Indicate whether you want this query to include only active contacts, and whether it should select
only one contact per company (if you mark this option, the query will select the main contact for the
company).

4. Indicate whether the query should include all contacts, or only organizations or individuals.
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5. Use the City, State, ZIP Code, and Country options to narrow down the location of the contacts you
want the query to select. If you select the All option, you can click the Exclude button to select
locations to exclude. If you select the Some option, click the Include button to choose which locations
to include. If you select the One option, click the lookup button to select the specific location.

6. If you want to select contacts based on the gifts they have given to your organization, indicate
whether you want to use Work (unposted gift transactions) or History (posted transactions) to select
the contacts, then use the Fund, Campaign, and Gift Type options to select the types of gifts to use as
query criteria. If you select the All option, you can click the Exclude button to select gifts to exclude.
If you select the Some option, click the Include button to choose which gifts to include. If you select
the One option, click the lookup button to select the specific gift. To select contacts who have not
given a gift that satisfies the criteria, mark the No Gift option. (If you mark the No Gift option, the
system will unmark the Work and History options.)

7. If you want to select contacts based on a range of gift amounts or gift dates, enter the beginning and
end of the ranges.

8. To select contacts based on user-defined information, click the User Defined Fields button, and enter
your criteria in the User Defined Fields  window.

9. To select contacts based on their additional information (such as marital status, political affiliation, or
language), click the Additional Info button, and enter your criteria in the Additional Info  window.

10. To select contacts based on their volunteer status, click the Volunteer Profile button, and enter your
criteria in the Volunteer Profile  window.

11. Click the Preview button to see a list of the contact records that your query will select.

12. Click the Excel button to export the results of your query into an Excel spreadsheet.

13. Click Save to save your query.

2.6.1.2 Query-based reporting

Several FundVision reports use queries as the basis for selecting contacts to generate the report on.

Query Report

You can use the Query Report window to generate a report showing the contacts selected by a query that you
created with the Query Entry  window.

1. Click Reports >> Contact >> Query.

2. In the Query Report window, enter or select the query you want to print a report for.

3. Click Print.

Volunteer Profile Report

Use the Volunteer Report window to print a report showing [what].

1. Click Reports >> Fundraising >> Volunteer Profile.

2. In the Volunteer Report window, select the Volunteer Profile Report option.

3. Enter or select the query that selects the group of contacts that you want to include in this report.

4. Click Print.

Volunteer Exception Report

Use the Volunteer Report window to print a report showing [what]. You can also print mailing labels for the
volunteers included in this report

1. Click Reports >> Fundraising >> Volunteer Profile.

2. In the Volunteer Report window, select the Volunteer Exception Report option.

3. Enter or select the query that selects the group of contacts that you want to include in this report.

4. Enter a date range for the volunteer activity that you want to include.

5. Indicate whether you want to print mailing labels, and if so, select the type of labels, and how you
want to sort them: by name or by ZIP code.
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6. Click Print.

2.6.1.3 Printing mailing labels for a query

You can print mailing labels for all of the contacts selected by a query in the Print Query Labels window.

1. Click Reports >> Contact >> Query Labels.

2. In the Print Query Labels window, enter or select the query that selects the contacts you want to print
mailing labels for.

3. Select the label size.

4. Select how you want the addresses sorted: by name or by ZIP code.

5. Click Print.

2.6.2 Inquiries

FundVision includes a number of inquiries to give you an instant overview of information about your contacts
and your fundraising efforts.

The inquiry windows include options to allow you to select exactly the type of information you want to see. In
many cases, you can open additional inquiry windows to show you detailed information about specific
transactions. For example, you can view summary information about a fund in the Fund Inquiry window, then
click a button to view a detailed list of gifts given to that fund, in the Fund Detail Inquiry window. From there,
you can select an individual transaction in the list, and open the Gift Inquiry window, which displays the
information that was entered for that transaction on the Gift Entry window.

FundVision inquiry windows fall into two major categories:

· Contact inquiries

· Fundraising inquiries

2.6.2.1 Contact inquiries

You can use the contact inquiry windows to review information about your contacts' giving activity.

Contact Mailing Inquiry

To view information about mailings that have been sent to a contact:

1. Click Inquiry >> Contact >> Contact Mail.

2. Enter or select the contact.

The scrolling window will display the date of each mailing sent to the contact, the mailing ID and type, the
letter ID, and the description.

Contact Donation Inquiry

To view information about a contact’s donations:

1. Click Inquiry >> Contact >> Contact Donations.

2. Enter or select the contact.

3. To restrict the transactions that appear, select a gift status, and enter a range of transaction dates.

The scrolling window will display the gift date, the type of gift, the status of the transaction, the gift ID,
amount, and if it is a pledge, any amount due. If a receipt was sent, the receipt number will be displayed. The
window will also display the fund and campaign associated with each gift, and the batch number for the
transaction.

Contact Payments Inquiry

To view information about a contact’s pledge payments:

1. Click Inquiry >> Contact >> Contact Payments.

2. Enter or select the contact.

3. To restrict the transactions that appear, select a gift status, and enter a range of transaction dates.
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The scrolling window will display the payment and ID, the status of the transaction, and the batch ID. It will
also display the ID of the associated gift, as well as the fund and campaign, and the gift amount.

Contact Soft Gifts Inquiry

To view information about a contact’s soft gifts:

1. Click Inquiry >> Contact >> Contact Soft Gifts.

2. Enter or select the contact.

3. To restrict the transactions that appear, select a gift status, and enter a range of transaction dates.

The scrolling window will display the gift date, the type of gift, the status of the transaction, the gift ID,
amount, and any associated fees. The window will also display the matching amount and the contact giving it,
the net gift amount, and the batch number for the transaction.

Activity Inquiry

If you are assigned any active tasks (that is, tasks that are past their start date and not yet completed), the
Activity Inquiry window will open automatically when you log in, showing your active tasks. You can also open
this window at any time by clicking Inquiry >> User Activities.

To view the activity records for a specific a contact:

1. Click Cards >> Contact >> Contact. 

2. Select the contact whose activities you want to view, then click Go To >> Activity Inquiry.

Activity Calendar

To see the activity records for all contacts in a calendar view:

1. Click Inquiry >> Contact >> Activity Calendar. 

2. Click a specific day to view the activities that have an Open status on that day.

The Activity Calendar displays only active tasks (that is, tasks that are past their start date and not yet
completed). 

2.6.2.2 Fundraising inquiries

You can use the contact inquiry windows to review information about your contacts' giving activity.

Fund Inquiry

To view summarized information about a fund:

1. Click Inquiry >> Fundraising >> Fund.

2. Enter or select the fund ID.

The window will display the fund’s goal, how much has been committed to the fund, and summary information
about the gifts that have been made to this fund.

To view detailed information about the gifts given to this fund, click Detail.

Fund Detail Inquiry

To view detailed information about the gifts given to a fund:

1. Click Inquiry >> Fundraising >> Fund Details.

2. Enter or select the fund ID.

The top part of the window will display basic information about the fund, including: the fund goal, the amount
committed to the fund, and the amount remaining; the start and end dates for the fund; and the average gift
amount.

The gifts list displays detailed information about the gifts already committed to the fund, including the contact
who gave the gift, the type of gift, and the ID, date, and amount of the gift transaction. You can select any gift
transaction in the list and click the Zoom button to view the gift transaction in the Gift Inquiry window.

Campaign Inquiry

To view summarized information about a campaign:
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1. Click Inquiry >> Fundraising >> Campaign.

2. Enter or select the campaign ID.

This window will display the campaign’s goal, how much has been committed to the campaign, and summary
information about the gifts that have been made to this fund.

To view detailed information about the gifts given to this campaign, click Detail.

Campaign Detail Inquiry

To view detailed information about the gifts given to a campaign:

1. Click Inquiry >> Fundraising >> Campaign Details.

2. Enter or select the campaign ID.

The top part of the window will display basic information about the campaign, including: the campaign goal,
the amount committed to the campaign, and the amount remaining; the start and end dates for the campaign;
and the average gift amount.

The gifts list displays detailed information about the gifts already committed to the campaign, including the
contact who gave the gift, the type of gift, and the ID, date, and amount of the gift transaction. You can select
any gift transaction in the list and click the Zoom button to view the gift transaction in the Gift Inquiry window.

Tribute Fund Gifts

To view detailed information about the gifts given to a tribute fund:

1. Click Inquiry >> Fundraising >> Tribute Fund Gift Inquiry.

2. Enter or select the tribute fund ID.

The scrolling window will display the date gift was given, the contact who gave it, the type of gift, and the gift
amount.

Gift Inquiry

To view detailed information about a specific gift transaction:

1. Click Inquiry >> Fundraising >> Gift Inquiry.

2. Enter or select the gift ID.

The window will display the same information that was entered on the Gift Entry window. 

You can also view information about any associated pledge installments or soft gift information. Click the
Installments button to open the Pledge Installments Inquiry window. Click the Soft Gifts button to open the
Soft Gift Distribution Inquiry window.

Payment Inquiry

To view detailed information about a specific payment transaction:

1. Click Inquiry >> Fundraising >> Pledge Payment.

2. Enter or select the payment ID.

The window will display the same information that was entered on the Pledge Payment Entry window.

2.6.3 Reports

FundVision includes several reports that help you analyze your fundraising efforts and view current information
about your donors and volunteers.

FundVision reports fall into two major categories:

· Contact reports

· Fundraising reports

2.6.3.1 Contact reports

You can print the following reports to show information about your contacts:

Contact List

47

48



FundVision 6.048

© 2009 BGE, Inc.

This report is a list of all your organization’s contacts. It includes the contact number and name, along with
their primary telephone number.

To print this report:

· Click Reports >> Contact >> Contact List.

Contact List Detailed

This report is a list of all your organization’s contacts. It includes the contact number and name, along with
their primary telephone number.

To print this report:

· Click Reports >> Contact >> Contact List Detailed.

Print Batch Letter

Use the Print Batch Letter window to print letters or mailing labels for all of the transactions in a batch. To
open this window:

· Click Reports >> Contact >> Print Batch Letter.

Query Report

You can use the Query Report window to generate a report showing the contacts selected by a query that you
created with the Query Entry window. To open this window:

· Click Reports >> Contact >> Query.

Query Labels

You can print mailing labels for all of the contacts selected by a query in the Print Query Labels window. To
open this window:

· Click Reports >> Contact >> Query Labels.

For more information, see Printing mailing labels for a query .

Donor Recognition Report

Use the Donor Recognition Reports window to print reports that show the total donations of contacts. Only
posted gifts (cash or in-kind) and pledge payments that meet the selected criteria are taken into account. To
open this window:

· Click Reports >> Contact >> Recognition.

Donor Contribution Reports

Use the Donor Contribution Reports window to print reports that show the contributions of contacts.
Contributions include outright gifts and pledge payments. To open this window:

· Click Reports >> Contact >> Contribution.

2.6.3.2 Fundraising reports

You can print the following reports to show information about your fundraising efforts:

Fund Report 

Use the Fund Report window to print detailed or summarized reports showing the donations given to your
funds. To open this window:

· Click Reports >> Fundraising >> Fund.

Campaign Report

Use the Campaign Report window to print detailed or summarized reports showing the donations given to your
campaigns. To open this window:

· Click Reports >> Fundraising >> Campaign.

Fund/Campaign Report

Use the Fund/Campaign Report window to print detailed or summarized reports showing the donations given
to your funds and campaigns. To open this window:
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· Click Reports >> Fundraising >> Fund/Campaign.

Batch Reconciliation Report

Use the Batch Reconciliation window to print a list of the transactions in an unposted batch. To open this
window:

· Click Reports >> Fundraising >> Batch Reconciliation.

Batch Reprint

Use the Reprint Posting Journal window to print a list of the transactions in a posted batch. To open this
window:

· Click Reports >> Fundraising >> Batch Reconciliation.

Donor Attrition/Retention Reports

Use the Donor Activity Comparison Report window to print reports showing your donor attrition or retention,
comparing one period you specify to another. To open this window:

· Click Reports >> Fundraising >> Donor Attrition/Retention Report.

Soft Credit Report

Use the Donor Soft Gifts Report window to print reports showing the soft gift activity over a period you
specify. To open this window:

· Click Reports >> Fundraising >> Soft Credit Report.

Donor Profile 

Use the Donor Profile window to print reports showing contacts who have made donations in a given time
period. To open this window:

· Click Reports >> Fundraising >> Donor Profile. 

Reprint Receipt

Use the Reprint Receipts window to reprint regular or annual receipts for a contact. To open this window:

· Click Reports >> Fundraising >> Reprint Receipt.

For more information, see Reprinting receipts .

Memos 

Use the Memo Lookup window to view and print memos. To open this window:

· Click Reports >> Fundraising >> Memo.

UDF Comparative Year Report

Use the UDF Comparative Year Report window to print a report comparing donation amounts between the
current year and the previous year, sorted by the user-defined fields assigned to your contacts.

· Click Reports >> Fundraising >> UDF Compare Year.

Revenue Sources Report

Use the Revenue Sources Report to print reports showing total donation amounts for each organization type.
To open this window:

· Click Reports >> Fundraising >> Revenue Sources.

Regional Donations Report

Use the Regional Donations Report window to print reports showing total donation amounts for a state or
province that you select.

· Click Reports >> Fundraising >> Regional Donations.

Solicitor Report

Use the Solicitor Report window to print a report showing each solicitor’s activity—number of donors, total
gifts, average gift, and highest gift—for the period you specify. To open this window:

· Click Reports >> Fundraising >> Solicitor.
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Pledge Outstanding Report

Use the Pledge Outstanding Report window to print detailed or summarized reports showing outstanding
pledges, or pledge statements to send to your donors. To open this window:

· Click Reports >> Fundraising >> Pledge Outstanding.

Transaction Ledger 

Use the Receipt Ledger window to print a transaction ledger for a range of batches and dates that you specify.
To open this window:

· Click Reports >> Fundraising >> Transaction Ledger.

Volunteer Reports

Use the Volunteer Report window to print the Volunteer Profile Report, which shows a list of volunteers and
their skill information, and the Volunteer Exception Report, which shows volunteers who haven't performed
any work for your organization during a specified time period. To open this window:

· Click Reports >> Fundraising >> Volunteer Profile.

Solicitation Report

Use the Solicitation Report window to print a report showing the results of your solicitations. To open this
window:

Click Reports >> Fundraising >> Solicitation.



Part

III
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3 Reference

This part includes detailed reference information on all the windows of FundVision. It is organized according to
the menu structure of FundVision. Each window is described in an overview section, followed by a description
of all the fields and all the buttons in the window.

3.1 File

3.1.1 Application Login

File >> User and Company

The FundVision login window is the first window you see when you start FundVision. You can also get back to it
by File >> User and Company.

Use this window to log in to the SQL server and select a company to work in. If you are the SQL Server
system administrator (sa), you can also create a new company after logging in through this window.

To log in, select a datasource from the list. (This would typically be FVISION.) Then enter your user ID and
password, and then click Login. (This will validate your user ID and password and start a session with the SQL
server.) When you've logged in, the Company list will display the companies you have permission to access.
Select the one you want to work in and click OK to start.

If you are the system administrator, you can also select <<Create New Company>> from the Company list,
and then click OK to open the Create Company  window.

SQL Login: Fields
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Companies

Select the company you want to work in. 

Note: You won’t be able to select a company until you’ve logged in to the SQL Server. 

If you log in using the system administrator ("sa") user ID and password, you’ll have access to the entry
<<Create Company>>" 

Datasource

Select the datasource you need to access the SQL server. The default datasource, FVISION, is automatically
created when FundVision is installed, however other datasources can be created using the ODBC
administrative tool. 

Password

Enter your password. 

User ID

Enter your FundVision user ID.

SQL Login: Buttons

Cancel

If you opened this window by clicking File >> User and Company from the FundVision desktop (that is, you
were already logged in and selected a company), clicking the Cancel button closes this window and returns you
to the FundVision desktop. It you opened this window by starting the FundVision application, clicking the
Cancel button terminates FundVision.

Login

Click this button after selecting the datasource and entering your user ID and password to connect to the SQL
server. After logging in, you can select the company you want to work in and begin your work session.

OK

After logging in to the SQL Server and selecting a company, click the OK button to launch a work session in
the selected company.

3.1.1.1 Create Company

Create Company

File >> User and Company >> Log in as the System Administrator, the select <<Create Company>>
from the Company list and click OK
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Use the Create Company window to create a new company (and the associated database) in FundVision.

Create Company: Fields

Company Name

Enter the name of the company or organization to be created. 

Database Name

Enter the name you want to assign to the database in the SQL server. This name must be unique within one
server, must not exceed 10 characters, must start with a letter and contain only alphanumeric characters
(letters A through Z or numbers 0 through 9) and the underscore character "_". You cannot change the
database name after the database has been created.

Create Company: Buttons

Cancel

Click Cancel to close the window without creating a new company.

Create

Click Create to start the process of creating the database for the new FundVision company. You will be asked
to select a path for the database files (data and log). Leave the fields blank and click OK to accept the default
path. If you enter a directory, it must already exist. You must enter a fully qualified path; otherwise the
database creation may fail.

3.1.2 User Date

File >> User Date

Use the User Date window to set a specific date for your FundVision session. This date will then be the default
date used for new transactions, and so forth.

User Date: Fields

Date

Displays the date FundVision will use as the user date.

Day of the Week

Displays the day of the week of the selected date.
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User Date: Buttons

Cancel

Click Cancel to close the window without changing the user date.

Left and Right Browse Buttons

Use these arrow buttons to change the date to the previous day (left arrow) or then next day (right arrow). 

OK

Click OK to set the current displayed date as the user date.

3.1.3 File Maintenance

File >> Maintenance

Use the File Maintenance window to perform table maintenance on the FundVision databases. 

Note: This window is only available to the system administrators (SA and ADMIN). 

It is highly recommended that you perform a backup of your FundVision
database before performing any maintenance operation.

To use this window, first select the operation to be performed:
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· Check Links: Verifies the consistency of data in the FundVision and repairs it if necessary.

· Clear Data: Removes all the data from the selected table or tables. Use this operation as a last resort,
because it destroys data. (You will not be able to clear system data through this operation.)

· XML Export: Exports the content of the selected table or tables to an XML document for import to this or
another FundVision company.

· XML Import: Imports data previously exported through XML Export.

· Create/Update Tables: Updates the stored procedures associated with the selected tables. In addition it will
re-create tables that may have accidentally been dropped.

· Migrate Tables: Migrates data from a non-SQL version of FundVision 3.7x.

If you are performing a table migration you need to select the type of data source (CTree or Pervasive SQL)
and the path to the FundVision data you are migrating. To perform a test migration you can limit the number
of records per table being migrated.

Finally click the OK button to perform the operation.

File Maintenance: Fields

Max records per table

If you selected the Migrate Tables operation, enter the number of records you want to migrate. You can use
this to test the migration and limit the number of records affected. Note that limiting the number of records
affected can lead to inconsistent data. When you’re ready to perform a final migration, leave this field at 0 (no
limit).

Operation

Select the operation to be performed.

Selected Tables

Displays all the tables that you have selected to perform the operation on.

Source Data Path

If you selected the Migrate Tables operation, enter or select the path where the original data is stored.

Source Database Type

If you selected the Migrate Tables operation, select the type of database (CTree or Pervasive SQL) that
contains the data being migrated.

Tables

Select the individual tables you want to perform the selected operation on, then click Insert. To perform the
operation on all tables, click Insert All. (This field lists all the tables in FundVision.)

Total Number of Records Count

Displays the total number of records in the selected tables.

File Maintenance: Buttons

Cancel

Click Cancel to close the File Maintenance window without performing the selected operation.

Insert All

Click Insert All to move all FundVision tables to the Selected Tables list.

Insert

Click Insert to move the selected table to the Selected Tables list.
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OK

Click OK to perform the selected operation on the tables in the Selected Tables list.

Remove

Click Remove to remove the selected table from the Selected Tables list.

3.2 View

3.2.1 Toolbars

3.2.1.1 Toolbar Customization

View >> Toolbars >> Customize Toolbars

Use the Toolbar Customization window to customize the toolbars to better fit your work habits. You can add
and remove buttons from the toolbars, reorder the buttons, insert/remove separators and change the
appearance of each button, such as its icon and the text displayed.

Toolbar Customization: Fields

Choose a toolbar to modify
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Select the FundVision toolbar you want to modify. 

Controls

Displays all the buttons on the selected toolbar, in the order they will appear when the toolbar is opened. You
can change the order they appear by selecting an item and clicking the Move Down or Move Up button. You
can remove an item by selecting it and then clicking Delete. You can modify an item by selecting it and then
clicking Modify Selection.

Toolbar Customization: Buttons

Add

Click Add to open the Add Command window, where you can select a command to be added to the toolbar as
a button.

Cancel

Click Cancel to discard all the customizations since the window was last opened and close the window. All
toolbars remain unchanged.

Delete

Click Delete to remove the selected button from the toolbar.

Modify Selection

Click Modify Selection, then select the type of modification you want to make to the selected item.

Move Down

Click Move Down to move the selected button down by one position.

Move Up

Click Move Up to move the selected button up by one position.

OK

Click OK to apply all the customizations made and close the window. All toolbars are re-displayed to show their
new appearance.

Reset Toolbar

Click Reset to return the toolbar to its original content and appearance. This action removes all customizations
from the toolbar.

S
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3.2.1.1.1  Change Icon

View >> Toolbars >> Customize Toolbars >> Modify Selection >> Change Button Image

Use the Change Icon window to pick a different icon for the toolbar button you are modifying. You can use one
of the predefined images displayed on this window, or you can restore the default icon for the button.

Change Icon: Buttons

Cancel

Click this button to close the window without changing the selected button icon.

Icon Buttons

Click on one of the icon buttons to assign it to the selected toolbar button.

OK

Click OK to assign the selected icon (or restore the default icon) to the selected button.

Use Default Icon

Click this button to use the default icon for the selected toolbar button.
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3.2.1.1.2  Change Name

View >> Toolbars >> Customize Toolbars >> Modify Selection >> Name

Use the Change Name window to give a name or change the name of a button in a toolbar.

Change Name: Fields

Existing Name

Displays the name currently assigned to the selected toolbar button

New Name

Enter the name you want to assign to the selected toolbar button.

Change Name: Buttons

Cancel

Click Cancel to close the window without changing the selected button's name.

OK

Click OK to assign the new name to the selected button.
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3.2.1.1.3  Add Command

View >> Toolbars >> Customize Toolbars >> Add

Use the Add Command window to add a new command to a toolbar. Almost all the commands and submenus
that are accessible through a menu can be added to a toolbar. Select the top menu on the left pane, then
expand the menus on the right until you find the command or submenu you want, select it and click OK.

Add Command: Fields

Categories / Commands

Display the entries of the menu currently selected in the Menu Groups pane. Groups of commands (sub-
menus) are identified but a + or - sign. Click on the + sign to expand their content or the - sign to collapse it.
Click on any entry on this plane to select it.

Menu Groups

Displays all the top level menus of FundVision. Selecting a menu in this pane causes its structure to be
displayed on the Categories / Command pane. 

Add Command: Buttons

Cancel

Click this button to close the window without selecting a command.

OK

Click OK to add the selected command to the selected toolbar and close the window.



FundVision 6.062

© 2009 BGE, Inc.

3.3 Tools

3.3.1 Setup

3.3.1.1 System

3.3.1.1.1  User Maintenance

Tools >> Setup >> System >> User

Use the User Maintenance window to create new FundVision users. This includes setting up their user name,
creating the password they will use to access the system, and assigning them to a user group, the tools they
can access, and the companies that they have access to.

User Maintenance: Fields

Company Name

Mark the checkbox next to each of the companies you want this user to have access to.

Confirm Password
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Reenter the user’s password to verify that it has been entered correctly. The system will not accept a
password change unless the password and confirmation match perfectly. (For security purposes passwords are
never displayed; instead Xs will appear in the field.)

Description

Displays the description of the group selected.

Group ID

If the user belongs to a group, enter or select its group ID.

Name

Enter the user’s full name.

Password

Enter the password the user will use to access FundVision the next time he or she logs on. (For security
purposes passwords are never displayed; instead Xs will appear in the field.)

Tools

Mark the tools you want the user to have access to:

Import

Mark this option if you want this user to have the ability to import data directly into the FundVision tables.

Modifier

Mark this option if you want this user to have the ability to modify FundVision windows.

Report Writer

Mark this option if you want this user to have the ability to modify FundVision reports and create new
reports.

User ID

To create a new user record, enter a unique alphanumeric ID. This ID will be used to automatically create a
SQL server log in.

To view or modify an existing user record, enter or select their ID.

User Maintenance: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Delete

Click the Delete button to delete the current user record.

Print

Click the Print button to open the Print Users Information window, where you can print the current user record,
or a range of user records.

Save

Click the Save button to save the changes you've made to the current record.
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3.3.1.1.1.1  Print Users Information

Tools >> Setup >> System >> User >> File >> Print

Use this window to print a report for one user ID or a selected range of user IDs. Clear the From ID and To ID
field to print a report of all the users in the system and the companies they have access to.

FV Print Users Information: Fields

From ID

Enter the beginning of the range of user IDs to include on the report. Leave this field blank to start printing at
the first user ID in alphanumeric order.

To ID

Enter the end of the range of user IDs to include on the report. Leave this field blank to start printing at the
last user ID in alphanumeric order.

FV Print Users Information: Buttons

Print

Click Print to print a report for the range of user IDs you entered. After you click this button, the Report
Destination window will appear, where you can select the output media for the report.

Cancel

Click this button to close the window without printing.
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3.3.1.1.2  Group Maintenance

Tools >> Setup >> System >> User Group

Use the Group Maintenance window to view and modify the users included in a group, which is a set of
FundVision users that share the same access rights. A user can belong only to a single group; adding a user to
a new group automatically removes the user from the group he or she belonged before. When a user belongs
to a group, his or her access rights are exclusively those of the group, with the exception of the tools and
company access that are granted individually through the User Maintenance  window.

Group Maintenance: Fields

Group ID

To create a new group, enter a unique ID. To view or modify and existing group, enter or select the group's
ID.

Group Description

Enter a brief description of the group.

User ID

Enter or select the ID of each of the users you want to include in the group.

Group Maintenance: Buttons

Delete
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Click this button to delete the group. If any users belonged to the group, the will no longer belong to any
group.

Save

Click this button to save the group.

3.3.1.1.3  User Security Setup

Tools >> Setup >> System >> User Security

Use the User Security Setup window to assign or remove rights to individual users who do not belong to a
group. 

By default, users have access to all the original windows and reports in FundVision. Using this window, you can
remove access from individual windows and reports, or grant access to modified forms and reports. First,
select the type of resource (form, report, modified form or modified report) you want to grant or remove
access to, then select the series (most of the FundVision forms and reports are in the "Third Party" series.

To remove access to a resource, select the resource on the left pane and click Insert to make it appear in the
list of disabled resources.

To grant access to a resource, select it on the right pane and click Remove to remove it from the disabled
resources.

Note

The settings in this window do not affect users who belong to a group.
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User Security Setup: Fields

Disabled Items

Displays the list of resources the user will not have access to. To grant access to a blocked resource, select it
here and click the Remove button.

Name

Displays the name of the selected user.

Resource List

Displays the list of all the resources of the selected type in the selected series. To block access to a resource,
select it here and click the Insert button.

Resource Type

Select the type of resources you want to view or change access to.

Series

Select the series of the resource you want to grant or remove access to. Most of the FundVision resources are
in the 3rd Party series.

User ID

Enter or select the ID of the user whose security settings you want to view or change.

User Security Setup: Buttons

Insert

Click Insert to copy the selected resource from the Resources list to the Disabled Items list, thus denying
access to the resource. Note: When you add a resource to the Disabled Items list, the change becomes
effective immediately.

Remove

Click Remove to remove the selected resource from the Disabled Items list, thus granting access to the
resource. Note: When you remove a resource from the Disabled Items list, the change becomes effective
immediately.

OK

Click OK to close the window. 
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3.3.1.1.4  Group Security Setup

Tools >> Setup >> System >> Group Security

Use the Group Security Setup window to assign or remove rights to all the users who belong to a specific
group.

By default users have access to all the original windows and reports in FundVision. Using this window, you can
remove a group's access to individual windows and reports, or grant access to modified forms and reports.
First select the group you want to set up access for, then select the type of resource (form, report, modified
form or modified report) you want to grant or remove access to, and then the series (most of the FundVision
forms and reports are in the "Third Party" series.

To remove access to a resource, select the resource on the left pane and click Insert to make it appear in the
list of disabled resources.

To grant access to a resource, select it on the right pane and click Remove to remove it from the disabled
resources.

Group Security Setup: Fields

Disabled Items

Displays the list of resources that users in the selected group will not have access to. To grant access to a
blocked resource, select it here and click the Remove button.

Group ID

Enter or select the Group ID whose security settings you want to view or change.
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Group Description

Displays the description of the selected group.

Resource List

Displays the list of all the resources of the selected type in the selected series. To block access to a resource,
select it here and click the Insert button.

Resource Type

Select the type of resources you want to view or change access to.

Series

Select the series of the resource you want to grant or remove access to. Most of the FundVision resources are
in the 3rd Party series.

Group Security Setup: Buttons

Insert

Click Insert to copy the selected resource from the Resources list to the Disabled Items list, thus denying
access to the resource. Note: When you add a resource to the Disabled Items list, the change becomes
effective immediately.

Remove

Click Remove to remove the selected resource from the Disabled Items list, thus granting access to the
resource. Note: When you remove a resource from the Disabled Items list, the change becomes effective
immediately.

OK

Click OK to close the window. 

3.3.1.1.5  Activity Log

Tools >> Setup >> System >> User Activity
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This window displays a record of each time a user logs in and logs out of FundVision.

Activity Log: Fields

Date

Displays the date the activity was performed.

Item Name

Displays the name of the activity.

Time

Displays the time the activity was performed.

Type

Displays the type of activity that was performed.

User ID

Displays the ID of the user who performed the activity.

Activity Log: Buttons

OK

Click this button to close the Activity Log window.

3.3.1.1.6  BGE Registration

Tools >> Setup >> System >> Registration

Use this window to view or enter registration keys for FundVision. Mark the Record registration keys checkbox
to enable the other fields. Enter the site name exactly as reported to BGE and the registration keys provided
by BGE. Click Process to validate and record the keys. Click Exit to dismiss the window without affecting the
keys previously recorded (if any).

BGE Registration: Fields
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Enter Registration Keys for the site

Mark this checkbox to enter the site name and registration keys, or to modify the existing site name and
registration keys. 

Site Name

Enter the name of the site for which the registration keys have been issued.

Key 1 and 2

Enter the two registration keys issued by BGE for the site you entered.

BGE Registration: Buttons

Exit

Click Exit to close the window without recording new registration keys.

Process

Click Process to validate the registration keys. If the keys are valid, they are recorded and the window is
closed. If the keys are not valid, a warning message will appear, and the window remains open.

3.3.1.1.7  Update Form and Report Dictionaries

Tools >> Setup >> System >> Update Dictionaries

Use the Update Form and Report Dictionaries window to update the forms and reports dictionaries from a
previous version of FundVision.

Update Form and Report Dictionaries: Fields

Old Forms Dictionary

Click the file button to browse to and select the forms dictionary that you want to update.

Old FundVision Dictionary

Click the file button to browse to and select the FundVision dictionary that you want to update.

Old Reports Dictionary

Click the file button to browse to and select the reports dictionary that you want to update.
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Update Form and Report Dictionaries: Buttons

Cancel

Click Cancel to close the window without updating any dictionaries.

Process

Click Process to update the forms and reports dictionaries that you have selected.

3.3.1.1.8  Scanner Configuration

Tools >> Setup >> System >> Check Scanner

Use the Scanner Configuration window to set up the scanner you want to use for scanning the MICR
information on donation checks.

Scanner Configuration: Fields

Image File Path

Enter or select the path to the folder where you want scanned check images stored.

Load Check Scanner

Mark this option if you want FundVision to use a dedicated scanner to scan an image of the check along with
the MICR information from the check.

Scanner Port Number

Enter the port number that the scanner uses.

Scanner Type

Select the type of scanner you are using. 

Scanner Configuration: Buttons
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Cancel

Click Cancel to close the window without saving your changes.

OK

Click OK to save your changes and close the window.

Reset

Click the Reset button to reset the scanner. You will need to reset the scanner if the scanner stops responding
(for example, if it loses its settings), or if you replace one scanner with another one.

3.3.1.1.9  Configure Credit Card Processing

Tools >> Setup >> System >> Credit Card Processing

Use the Configure Credit Card Processing window to set up credit card processing for FundVision transactions.
You'll select the transaction processing service, whether you'll use the current workstation for processing
transactions, and the folder to use to save the transactions until they are processed.

Configure Credit Card Processing: Fields

Credit Card Processor

Select the credit card processor you want to use for transactions.

Process Credit Cards on this Workstation

Mark this option if you want credit card processing to be performed by this workstation.

Transaction Folder

Enter the path to the folder where credit cards will be processed.

Configure Credit Card Processing: Buttons

Cancel

Click Cancel to close the window without saving your changes.

OK

Click OK to save your changes and close the window.
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3.3.1.2 User Preferences

Tools >> Setup >> User Preferences

Use this window to change the appearance of FundVision and its behavior to better match your working habits.

By default FundVision uses the TAB key to move from field to field and the Enter key to select the default
action for the current window. Select the Return option if you would prefer using the Enter key to move from
field to field.

FundVision can highlight the required fields in each window. You can chose the color (Black or Red) as well as
the appearance (bold, italic, or both) of the caption of the required field. Note: These settings are only
effective when the Show Required Fields option is marked in the Help menu.

User Preferences: Fields

Entry Key

Select the key (TAB or Return) that you want to use to use to complete entry in a field. Pressing the key you
select here will move the entry point to the next field on a window.

Required Fields

Select the color (black or red) and the appearance (bold, italic, or both) you would like for the caption of
required fields. Note: If you select Black, but do not mark either Bold or Italic, you will effectively render the
Help >> Show Required Fields function inoperable.

Save Desktop on Exit

This function is not implemented.

User ID
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Displays your user ID.

User Preferences: Buttons

OK

Click this button to close the window and save your the new preferences.

Password

Click this button to open the Change Password  window, where you can change your password.

Print Options

Click this button to open the Report Print Options  window, where you can pre-select the destination of the
various FundVision reports.

3.3.1.2.1  Change  Password

Tools >> Setup >> User Preferences >> Password 

Use this window to change your password. You must enter your old password in order to enter a new
password. If you do not have your old password, ask the system administrator to change it for you using the
User Maintenance window.

After you have entered the correct old password you will be able to enter the new password in both the New
Password and the Confirm Password fields. If the two passwords match, click OK to confirm your change.

Note:

Your new password will not become effective until you log out or exit FundVision.

Change Password: Fields

Confirm Password

Re-enter your new password. This field must match the New Password field for the change to be accepted.

New Password

Enter your new password. For security purposes, Xs are displayed instead of the new password.

Old Password
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Enter your old password to enable the new password field.

User ID

Displays the ID of the user whose password is being modified.

Change Password: Buttons

Cancel

Click Cancel to close the window without changing the password.

OK

Click OK to save your new password and close the window. Your password changes are effective when you log
out or exit FundVision.

3.3.1.2.2  Report Print Options

Tools >> Setup >> User Preferences >> Print Options 

Use this window to select where you want the various FundVision reports to be printed. You can select multiple
destinations for each report. If you don't select a destination for a report, FundVision will ask for a destination
each time you print it.

Report Print Options: Fields

File

Mark this checkbox if you want the report to be saved in a file. If you select this option, you must also select
the following options: 

Filename

Enter or select the path and name of the file.

File Type

Select the type of file for the report: Text file, tab-delimited file, of comma-separated file.
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Append

Mark this checkbox if you want the content of each report to be appended to the previous content of the
file.  If you unmark this checkbox, each time you print the report, a new file replaces the previous
content.

Printer

Mark this checkbox if you want the report to be printed on the user's default printer.

Report

The name of the report.

Screen

Mark this checkbox if you want the report to be printed to the screen in preview mode.

User ID

Displays the ID of the user whose printing preferences are being set. 

Report Print Options: Buttons

OK

Click OK to close the window. Your changes are effective as soon as the focus moves away from a modified
line.

3.3.1.3 Company

3.3.1.3.1  Organization Setup

Tools >> Setup >> Company >> Organization

Use the Organization Setup window to set up the basic FundVision system configuration for your organization.
The information on this window is organized into categories by tabs along the top of the window. You can click
each tab to view or edit the information. These categories are:
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· System: This tab is where you’ll enter information about your organization’s name and location, the
database name, and your charity number.

· GL Int.: This tab is where you’ll enter the settings for the General Ledger integration.

· Lookup: This tab is where you can set up keyboard shortcuts to look up contact records in FundVision.

· Next #: This tab is where you’ll set up the next numbers to be used for the different records and
transactions.

Organization Setup: Fields

System Tab:

Charity Number

Enter your organization’s charity number, as issued by the appropriate government body. (For example,
this might be your tax exempt number.)

City

Enter the city of your organization’s main office.

Company Name

Enter your organization’s company name.

Country

Select the country your organization’s main office is in.

Database Name

Displays the name of your organization’s database.

State Code

Enter or select the two-letter code for the state your organization’s main office is in.

State Name

Displays the name of the state your organization’s main office is in.

GL Int. Tab:

Integration

Choose whether your system is integrated with the Microsoft Dynamics GP General Ledger or not.

Posting Option

If your system is integrated with General Ledger, choose whether you want to post to GL in detail or
summary.

Year End

Select the month that your fiscal year ends.

Post Date

Choose whether you want to post using the transaction date or the posting date.

Lookup Tab:

You can use the shortcuts you enter in this tab to speed up data entry for contacts. In any window where you
enter a contact, you can enter one of the keyboard shortcuts in the Contact ID field, and then the first few
alphanumeric characters of the data for the target contact record. Then, when you press Tab, the system will
open the Contact Lookup window, displaying all of the contacts who match the characters you entered. If only
one contact fits the criteria, that one will automatically be entered in the window.

Default Area Code

Enter an area code that you want to be the default when you enter new contact records. You can change
this on new records if necessary.
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Name Lookup

Enter a keyboard shortcut that you want to use to have the system search for user records by name.

Phone Number Lookup

Enter a keyboard shortcut that you want to use to have the system search for user records by phone
number.

Zip / Postal Code Lookup

Enter a keyboard shortcut that you want to use to have the system search for user records by ZIP or
Postal code.

Next # Tab:

Next Contact Number

Enter the next number that you want to assign to a new contact record. Each time you create a new
contact record, this number will be incremented by one.

Next Gift Number

Enter the next number that you want to assign to a new gift transaction. Each time you create a new
transaction, this number will be incremented by one.

Next Mail Transaction Number

Enter the next number that you want to assign to a mail transaction. Each time you create a new
transaction, this number will be incremented by one.

Next Memo Number

Enter the next number that you want to assign to a new memo. Each time you create a new memo, this
number will be incremented by one.

Next Payment Number

Enter the next number that you want to assign to a new payment transaction. Each time you create a new
transaction, this number will be incremented by one.

Organization Setup: Buttons

Cancel

Click Cancel to close the window without saving your changes.

OK

Click OK to save your changes and close the window.
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3.3.1.3.2  Pathname Setup For SQL

Tools >> Setup >> Company >> Integration Path

Use the Pathname Setup For SQL window to view and enter the paths to the databases used by FundVision for
your organization.

Pathname Setup For SQL: Fields

Database

Displays the name of the database for the Dynamics GP company you selected.

Dynamics GP Company

Select the Dynamics GP company you want your FundVision company integrated with.

FundVision Company Name

Displays the name of the FundVision company you are currently logged in to.

FundVision Database

Displays the name of the database for the FundVision company you are currently logged in to.
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Pathname

The scrolling window displays the series and the pathnames for this integration.

Pathname Setup For SQL: Buttons

OK

Click the OK button to close the window.

Print

Click the Print button or press Ctrl+P to print a report showing your pathname information.

Process

Click the Process button to process any changes to the pathnames.

3.3.1.3.3  GL Account Maintenance

Tools >> Setup >> Company >> GL Account 

Use the GL Account Maintenance window to view and enter information about your GL accounts, including the
account number, alias, and description. (If you are using FundVision integrated with Microsoft Dynamics GP,
you won’t need to set up your GL accounts; FundVision will use the Dynamics GP accounts.)

GL Account Maintenance: Fields

Account Alias

Enter an alias for this account. 

Account Number

Enter or select an account number.

Description

Enter a brief description of this account.

GL Account Maintenance: Buttons

Clear

Click this button to clear the window without saving any changes. The window remains opened and you can
keep working in the window.
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Delete

Click this button to delete the current record.

Save

Click this button to save the changes you've made to this window.

3.3.1.3.4  Default Acknowledgement Letter

Tools >> Setup >> Company >> Acknowledgement

Use the Default Acknowledgement Letter window to select the documents that will be used by default for
Thank You letters and Invoice letters. (You must have set up these letters in the Letter Maintenance window.) 

Default Acknowledgement Letter: Fields

Invoice Letter

Select the invoice letter you want to use by default. 

Thank You Letter

Select the thank you letter you want to use by default.

Default Acknowledgement Letter: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Save

Click the Save button to save the changes you've made in this window.
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3.3.1.3.5  Default Receipts

Tools >> Setup >> Company >> Receipt 

Use the Default Receipts window to select the receipts that will be sent by default to individuals and
organizations.

Default Receipts: Fields

Annual Receipt (Individual)

Mark this option if you want individuals to receive an annual receipt by default.

Annual Receipt (Organization)

Mark this option if you want organizations to receive an annual receipt by default.

Receipt (Individual)

Mark this option if you want individuals to receive a receipt for single donations by default.

Receipt (Organization)

Mark this option if you want organizations to receive a receipt for single donations by default.

Tax Deductable (Individual)

Mark this option if you want individuals to receive a receipt for tax reporting purposes by default.

Tax Deductable (Organization)

Mark this option if you want organizations to receive a receipt for tax reporting purposes by default.

Default Receipts: Buttons

Cancel

Click Cancel to close the window without saving any of your changes.

OK

Click OK to save your changes and close the window.
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3.3.1.3.6  Default Labels

Tools >> Setup >> Company >> Labels

Use the Default Labels window to select which format of mailing labels you want to use by default.

 Default Labels: Fields

Avery 5160 (2 5/8 X 1)

Mark this option to use Avery 5160 labels. These labels are 2 5/8" by 1".

Avery 5161 (4 X 1)

Mark this option to use Avery 5161 labels. These labels are 4" by 1".

Avery 5159 (4 X 1 1/2)

Mark this option to use Avery 5159 labels. These labels are 4" by 1 1/2".

Avery 5163 (4 X 2)

Mark this option to use Avery 5161 labels. These labels are 4" by 2".

 Default Labels: Buttons

Cancel

Click Cancel to close the window without saving your changes.

OK

Click OK to save your changes and close the window.
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3.3.1.3.7  Recognition Maintenance

Tools >> Setup >> Company >> Recognition

Use the Recognition Maintenance window to set up the levels your organization uses to recognize your donors
for their contributions. For example, you might recognize donors as Bronze, Silver, and Gold level donors.

You can set up an unlimited number of recognition level sets or hierarchies. For example, you could use
different recognition levels for each of your different fundraising campaigns, or you can have one recognition
hierarchy for lifetime donation amounts, and another for annual amounts.

Recognition Maintenance: Fields

From Value

This column displays the beginning value of the donations that fall within this level. For example, you can set
the beginning value of the Bronze donor level at $500.

Level Name

This column displays the names of each level in the recognition hierarchy. For example, you can have Bronze,
Silver, and Gold donor levels for a fundraising campaign. To add a new level, enter the name in the first blank
line. To change a level name, select the existing name and enter your changes.

To Value

This column displays the ending value of the donations that fall within this level. For example, you can set the
ending value of the Bronze donor level at $1,999.99.
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Recognition Description

Displays a description of the recognition hierarchy. If you are creating a new recognition hierarchy, enter a
brief description.

Recognition ID

Enter or select the ID of the recognition hierarchy you want to work with. To create a new recognition
hierarchy, enter a new ID.

Recognition Maintenance: Buttons

Delete

Click Delete to delete the current Recognition record. You can delete a recognition hierarchy at any time.

Save

Click Save to save any the changes you've made to the Recognition record currently displayed in this window.
After the record is saved, the fields will be cleared and you can select a different record, or create a new one.

3.3.1.3.8  Income Level Maintenance

Tools >> Setup >> Company >> Income Level

Use the Income Level Maintenance window to set up and manage the income levels you use in your
organization. You can assign donors to these income levels, which can help you match donors capable of a
certain level of support with the appropriate campaign.

Income Level Maintenance: Fields

From Value
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This column displays the lowest currency value of the income range. This value is based on the To Value of the
previous level. For example, if the previous level's To Value is $75,000.00, this level's From Value will be set
to $75,000.01.

Income Level ID

This column displays the ID of each income level you have defined. To add a new income level, enter a new ID
in the first blank row.

To Value

This column displays the highest currency value of the income range. If you are creating a new income level,
enter the highest value of the range. If you change the To Value of an existing income level, FundVision will
automatically adjust the From Value of the following level.

Income Level Maintenance: Buttons

OK

Click the OK button to save your changes and close the window.

3.3.1.3.9  Letter Maintenance

Tools >> Setup >> Company >> Letter Maintenance

Use the Letter Maintenance window to create the letters that you will use in FundVision.

Letter Maintenance: Fields

Description

Enter a description of the letter 

Letter Name

Enter the name of the letter record you are creating. To view an existing letter record, enter or select the
name.

Status

Select a status for this letter. Letters can have the following statuses:

· Global letters can be selected and modified by other users.

· Global Read Only letters can be selected by other users, but not modified.
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· Private letters can be selected and modified only by the user who owns them, or by the system
administrator (sa). (Note: If a user changes the status of a letter from Global to Private, that user becomes
the owner of the letter.)

· Inactive Global letters cannot be use for mailings, but can be viewed and reactivated in the Letter
Maintenance window by all users

· Inactive Private letters cannot be used for mailings, and be viewed and reactivated in the Letter
Maintenance window only by the user who owns them, or by the system administrator (sa).

Template

Enter the path to the Microsoft Office Word template that you will use for this letter, or click the browse button
to navigate to the template. If you store templates in a shared folder, we recommend that you enter the
template’s location using UNC format; for example: \\ServerName\SharedFiles\LetterTemplates
\ThankYouLetter.dot.

Letter Maintenance: Buttons

Clear
Click this button to clear all of the fields in the window without saving any changes. The window remains open
and you can keep working in the window.

Delete

Click this button to delete the current record.

Legacy

Click this button to open the Legacy Letter Options window, where you can change the salutation and view the
merge file name that was set up in an earlier version of FundVision. This button only appears when you are
viewing a letter that was created in a previous version of FundVision. 

Merge Fields

Click this button to open the FundVision Fields Selector window, where you’ll select the the FundVision fields
that will be available to merge in the letter you are setting up. 

Print

Click this button or press Ctrl+P to print the List of Letters report.

Save

Click this button to save the changes you've made to the current letter.

Word

Click this button to open the selected template file in Microsoft Office Word.
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3.3.2 Routines

3.3.2.1 Mass Gift Processing

Tools >> Routines >> Mass Gift Processing

Use the Mass Gift Processing window for these processes: 

· Creating statements for multiple pledges at once. 

· Processing recurring EFT and credit card pledge payments, creating the payment records.

You can choose to display multiple gift types, or only selected types, as well as unposted, posted, voided, or
processed gift transactions.

Mass Gift Processing: Fields

Amount Due

This column displays the amount of the next installment on this pledge.

Balance

This column displays the balance remaining to be paid for each gift. If an amount is marked with an asterisk
(*), there are unposted payments for that pledge.

Contact Name

Displays the name of the contact who made the gift.

Due Date

This column displays the date the next pledge payment is due.
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Gift Amount

This column displays the amount of each gift or pledge transaction.

Gift Count

Displays the number of transactions in the scrolling window. If you have made changes to the selection criteria
and need to update this number, click the Refresh button next to the field.

Gift Date

This column displays the date each gift or pledge transaction was entered.

Gift ID

This column displays the ID of each gift or pledge transaction.

Payment Type

This column displays the payment type of each gift or pledge transaction.

Selected

Mark the checkbox in this column to select the transaction for processing.

Mass Gift Processing: Buttons

OK

Click the OK button to close the window.

Print

Click the Print button (or press Ctrl+P) to open the Print window, where you can print statements or a
summary or detailed list of the selected pledges.

Process

Click the Process button to process the transactions you have selected, then click Statements to generate
pledge statements, or Payments to process the payments.

Redisplay

Click this button to update the transactions that appear in the list.

3.3.2.1.1  Process Pledge Payments

Tools >> Routines >> Mass Gift Processing >> Process >> Payments

Use the Process Pledge Payments window to select the batch to use for the payments you want to process,
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and the Thank You letter that you want to have printed for the donors.

Process Pledge Payments: Fields

Batch Number

Enter or select the batch that you want to use for the selected payments.

Description (Batch Number)

Displays the description of the selected batch.

Letter ID

Enter or select the ID of the Thank You letter that you want to print for the donors of the selected gifts.

Description (Letter ID)

Displays the description of the selected Thank You letter.

Process Pledge Payments: Buttons

Cancel

Click this button to close the window without processing the selected payments.

Process

Click the Process button to process the transactions you have selected.
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3.3.2.1.2  Filter

Tools >> Routines >> Mass Gift Processing >> Filter

Use the Filter window to select the types and ranges of gift transactions that you want to display in the Mass
Gift Processing window. You can choose to display multiple gift types, or only selected types, as well as
unposted, posted, voided, or processed gift transactions.

Filter: Fields

Active Pledges Only

To display gift transactions for active pledges only, click this option.

Payment ID from – to

To display transactions with payment IDs that fall within a range, enter or select the beginning of the range in
the from field, and the end of the range in the to field.
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Balance from – to

To display transactions with a balance that falls within a range, enter the beginning of the range in the from
field, and the end of the range in the to field.

Batch ID from – to

To display transactions saved in a range of batches, enter the beginning of the range in the from field, and the
end of the range in the to field.

Bank Name from – to

To display transactions for a range of banks, enter the first bank name of the range in the from field, and the
last bank name of the range in the to field.

Bank Account Number

To display transactions for all or a portion of a bank account number, choose the selection criteria: Starts with,
Ends with, Contains, Sounds like, or Equals. Then enter the portion of the account number that you want to
match.

Bank Routing Number

To display transactions for a specific bank routing number, choose the selection criteria: Starts with, Ends
with, Contains, Sounds like, or Equals. Then enter the portion of the routing number that you want to match.

Check Number

To display transactions for a specific check number, choose the selection criteria: Starts with, Ends with,
Contains, Sounds like, or Equals. Then enter the portion of the check number that you want to match.

Contact

To display transactions for a specific contact, enter or select the contact ID. The contact name will appear
beneath the contact ID.

Due Date from – to

To display transactions where the earliest due date of the unpaid pledge installments falls within a range, enter
or select the first date of the range in the from field, and the last date of the range in the to field.

Gift Amount from – to

To display transactions with an amount that falls within a specific range, enter the beginning of the range in
the from field, and the end of the range in the to field.

Gift Date from – to 

To display transactions with a gift date that falls within a range, enter or select the first date of the range in
the from field, and the last date of the range in the to field.

Gift ID from – to 

To display transactions with a gift ID that falls within a range, enter the first ID of the range in the from field,
and the last ID  of the range in the to field.

Gift Types

Select the type of gift transactions you want to view. To select more than one type, hold the Ctrl key while you
click the options.

No Due Date

To display transactions with no due date, mark this option.

Posting Date from – to 

To display transactions with a posting date that falls within a range, enter or select the first date of the range
in the from field, and the last date of the range in the to field.

Receipt Number from – to

To display transactions with a range of receipts, enter the first receipt number of the range in the from field,
and the last receipt number of the range in the to field.

Statuses

Select the status of gift or pledge transactions you want to view. To select more than one type, hold the Ctrl
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key while you click the options.

Tribute Fund from – to

To display transactions for a range of tribute funds, enter the first tribute fund of the range in the from field,
and the last tribute fund of the range in the to field.

Filter: Buttons

Cancel

Click this button to close the window without applying any filter options.

Clear

Click this button to clear any of the entries or options you have made.

OK

Click the OK button to close the window and apply the filter options to the list in the Mass Gift Processing
window.

3.3.2.1.3  Gift Processing Print

Tools >> Routines >> Mass Gift Processing >> Click the Print button

Use the Gift Processing Print window to print the reports associated with mass gift processing. You can choose
to print the Pledge Statement, Pledge List Summary, or Pledge List Details report.

Gift Processing Print: Fields

Report Name

Select the gift processing report you want to print: Pledge Statement, Pledge List Summary, or Pledge List
Details.

Sorting Option

Select how you want the report information sorted: by Gift ID, by Contact Name, by Zip Code, or by Date.

Statement Date

Enter the statement date you want to use on the report.

Gift Processing Print: Buttons
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Cancel

Click the Cancel button to close the window without printing a report.

Print

Click the Print button to print the selected report.

3.3.2.2 Voided Transactions Processing

Tools >> Routines >> Voided Transactions Processing

Use the Voided Transactions Processing window to process transactions that have been marked as Voided.
When you void a transaction in FundVision, the necessary adjusting entry isn’t posted to Dynamics GP until
you process the voided transactions in this window. 

Voided Transactions Processing: Fields

Contact Name

This column displays the name of the contact for each transaction.

GP Post Date

This column displays the date that this transaction was posted in Microsoft Dynamics GP.

GP Post Status

This column displays the posting status of this transaction in Microsoft Dynamics GP. Unposted transactions
have been marked as voided in FundVision, but have not had the necessary adjusting entries posted. Posted
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have been both voided in FundVision and posted in Dynamics GP. In some cases, a transaction may have been
voided in FundVision before it was posted to Dynamics GP, in which case there is no need for posting any
adjusting entries.

Record Count

Displays the number of transactions that have been marked for processing.

Selected

Mark the checkbox in this column to select the transaction for processing.

Transaction Number from – to

To display a range of transaction numbers in the scrolling window, enter the beginning transaction number of
the range in the from field, and the ending transaction number of the range in the to field.

Transaction Type

Select the type of transactions you want to view. To select more than one type, hold the Ctrl key while you
click the options.

Trx Date

This column displays the transaction date of the transactions.

Trx ID

This column displays the transaction number of the transactions.

Trx Type

This column displays the type of the transactions: Gift or Payment.

User ID

This column displays the ID of the user who voided each transaction.

User ID from – to

To display transactions voided by a range of users, enter the beginning user ID of the range in the from field,
and the ending user ID of the range in the to field.

Void Date

This column displays the date that each transaction was voided.

Void Date from – to

To display transaction that were voided during a range of dates, enter the beginning of the date range in the
from field, and the ending of the date the range in the to field.

Voided Transactions Processing: Buttons

OK

Click the OK button to close the window.

Process

Click the Process button to post the necessary adjusting entries for the transactions you have marked.

Refresh 

Click the Refresh button to update the transactions that appear in the list.
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3.3.2.2.1  Post Voids to GL

Tools >> Routines >> Voided Transactions Processing >> Select transactions to process and click
Process >> Post to GL

Use the Post Voids to GL window to enter the batch number and posting date you want to use when posting
voided transactions to General Ledger.

Post Voids to GL: Fields

Batch Number

Enter the batch number that you want to save the reversing transactions in.

Posting Date

Enter or select the posting date you want to use for the reversing transactions.

Post Voids to GL: Buttons

Cancel

Click the Cancel button to close the window without saving your changes.

Post

Click the Post button to post the voided transactions to General Ledger. Reversing transactions will be created
in the batch you specified.
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3.3.2.3 EFT Processing

Tools >> Routines >> EFT Processing

Use the EFT Processing window to prepare the EFT file for EFT payments of a selected type.

EFT Processing: Fields

Amount

This column displays the amount of each EFT transaction.

Account Holder Name

This column displays the name of each account holder of the accounts that the EFT transactions will be
transferred from.

Batch

This column displays the batch that each EFT transaction was posted in.

Effective Date

This column displays the effective date of each transaction.

Payment Type

Use this list to select the payment ID of the type of payments that you want to display.

Payment Type

This column displays the payment type (either EFT, or Check for paperless deposit) of each gift or pledge
transaction.

Selected
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Mark the checkboxes in this column to select the transactions for processing.

Total Amount Selected

Displays the total amount of all the transaction selected.

Transaction No.

This column displays the transaction numbers of each gift or pledge payment transaction.

Transactions Selected

Displays the total number of transactions selected.

Trx Type

This column displays the transaction type—Gift or Pledge Payment—of each transaction.

EFT Processing: Buttons

Filter

Click this button to open the Filter window where you can create filter options to the limit the records
appearing in the list in the EFT Processing window.

OK

Click this button to close the window.

Process

Click this button to open the Create EFT File window,  where you’ll specify the path and name of the EFT file,
and begin the process of creating it for the transactions you selected.

Redisplay

Click this button to refresh the list to display any EFT transactions that may have been added since you
opened this window.

3.3.2.3.1  Create EFT File

Tools >> Routines >> EFT Processing >> Process

Use the Create EFT File window to enter the path and file name for the EFT file, and begin the process of
creating the file.

Create EFT File: Fields

Amount Total

Displays the total amount of all the transactions that will be included in the EFT file.
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File Name

Enter the pathname and file name for the EFT file.

Transactions Count

Displays the total number of transactions that will be included in the EFT file.

Create EFT File: Buttons

Cancel

Click this button to close the window without processing any transactions.

Process
Click this button to process the transactions you selected in the EFT Processing window, and create the EFT file
in the folder you indicated, with the name you entered.

3.3.2.3.2  Filter

Tools >> Routines >> EFT Processing >> Filter

Use the Filter window to select filtering options to restrict the transactions that appear in the EFT Processing
window. You can choose to restrict transactions by the account owner’s name, the batch ID, or a range of
effective dates.

Filter: Fields

Account Owner Name

To display transactions for all or a portion of an account owner’s name, choose the selection criteria: Starts
with, Ends with, Contains, Sounds like, or Equals. Then enter the portion of the account owner’s name that you
want to match.

Batch ID

To display transactions for all or a portion of a batch ID, choose the selection criteria: Starts with, Ends with,
Contains, Sounds like, or Equals. Then enter the portion of the batch ID that you want to match.

Effective Date from – to

To display transactions with a effective date that falls within a range, enter the beginning of the range in the 
from field, and the end of the range in the to field.
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Filter: Buttons

Cancel

Click this button to close the window without applying any filter options.

Clear

Click this button to clear any of the restrictions you have entered.

OK

Click the OK button to close the window and return to the EFT Processing window.

3.3.3 Customize

Enter topic text here.

3.3.4 Macro

Enter topic text here.

3.3.5 Resource Descriptions

Enter topic text here.
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3.4 Transactions

3.4.1 Contact

3.4.1.1 Mail Transaction Entry

Transactions >> Contact >> Bulk Mailing

Use the Mail Transaction Entry window to send letters to a selected list of contacts, or to print mailing labels
for those letters. Mailings can be sent via email if the contact record has an email address, or by printing and
sending individual letters by the postal service. In addition, you can output a list of donors to Microsoft Office
Excel.

Each mailing you create in this window is treated as a “transaction” and is assigned an ID, giving you a record
of all mailings that you have processed: The letters that you have sent, when you sent them, and who you
sent them to.

Mail Transaction Entry: Fields

Activity Type

If you want to create activity records for each contact included in this mailing, select the activity type.
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Contact Number

This column displays the contact number for each contact in the list. 

If you are viewing a mailing that has already been sent (that is, the status is Posted), a checkbox appears next
to the contact number. If you want to resend the mailing to some of the contacts in the list, mark the
checkbox for those contacts and click the Resend button.

Create Activities

Mark this option if you want to system to create contact activity records for this mailing. If you mark this
option and select an activity type, the system will create an activity record of this mailing for each contact in
the list.

Date

Enter or select the date for the mailing. 

Description (Activity Type)

Enter a description for the activity records that you want created for this mailing.

Description (Letter Name)

Displays the description of the letter you selected.

Legacy Letter

Indicates whether the letter you selected for this mailing is a legacy letter. Note: Legacy letters can’t be used
for email. 

Letter Name

Enter or select the letter that you want to use for this mailing.

Mailing ID

If you are creating a new mailing, the system will automatically create an ID number for this mailing. If you
want to view an existing mailing record, enter or select the ID.

Medium

Select the preferred medium for this mailing:

· Contact Preference – If this is not a Solicitation Mailing, and the contact has an email address, the mailing
will be sent by email. If this is a Solicitation Mailing, the contact has an email address, and the Solicit by
Email option is selected on the contact’s record, the mailing will be sent by email. All other contacts will
receive the mailing by postal service.

· Email Preference Only – If this is not a Solicitation Mailing, this mailing will be sent by email only to contacts
that have an email address. If this is a Solicitation Mailing, this mailing will be sent only to contacts that
have an email address and the Solicitation by Email option is marked on the contact’s record. No other
contacts will receive this mailing.

· Paper Preference Only – If this is not a Solicitation Mailing, the mailing will be sent by postal service only to
those contacts that do not have an email address. If this is a Solicitation Mailing, this mailing will be sent by
postal service to those contacts that do not have an email address, or who do not have the Solicitation by
Email option marked on the contact’s record. No other contacts will receive this mailing.

· All Paper Mail – Mail merge to Microsoft Office Word will be used to generate letters for all contacts,
regardless of their medium preference.

· Labels Only – Creates mailing labels for the contacts on the list.

· Excel – Exports the list of contacts to a Microsoft Office Excel spreadsheet.

Medium (scrolling window)

This column displays the type of mailing each contact in the list will receive: Email or Paper Mail.

Name

This column displays the name of each contact in the list.

Pool
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If the type of mailing is Solicitation, select the solicitation pool to send this mailing to. (For more information
on solicitation pools, see [xref Solicitations].)

Single Mail per Organization

Mark this option if you want to send a single email or letter to each organizational contact in the list.

Source ID

Enter or select the source that will be used for the list of recipients. 

· If the type of mailing is Mailing List, enter or select a mailing list ID.

· If the type of mailing is General Communication, enter or select a query ID.

· If the type of mailing is Solicitation Mailing, enter or select a solicitation ID.

Status

Displays the status of this mailing:

· Work – Indicates mailings that have not been sent yet.

· Posted – Indicates mailings that have been sent.

Subject

Enter a subject for this mailing. The text you enter here will also be used for the subject of any emails
generated and sent for this mailing.

Total Recipients

Displays the total number of recipients who will receive this mailing.

Type

This column displays the type of each contact in the list: Individual or Organization.

Type of Mailing

Select the type of mailing you want to create:

· Mailing List – Select this type when you want to send a letter to the contacts on a mailing list that you
created in the Mailing List Maintenance window.

· General Communication – Select this type when you want to use a query to select the contacts you are
mailing to.

· Solicitation Mailing – Select this type when you want to send letters to the contacts selected for a
solicitation.

Mail Transaction Entry: Buttons

Clear

Click this button to clear the window without saving any changes. The window remains opened and you can
keep working in the window.

Delete

Click this button to delete the current mailing record.

Preview

Select a contact, then click this button to generate a sample of the letters that will be created in Microsoft
Office Word

Print

Click this button to print mailing labels or a control list (that is, a report showing the recipients of the letter).

Resend

Click this button to resend emails and create letters in Microsoft Office Word for the selected recipients. (This
button appears if you are viewing a mailing that has already been sent—that is, the status is Posted.)
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Save

Click this button to save the changes you've made to the current mailing.

Send

Click this button to finalize this mailing. If you are sending email or paper mail, the system creates the email
messages, or performs the Microsoft Office Word mail merge to create the letters for the recipients in the list.
If you are creating labels or exporting the recipient list to Microsoft Office Excel, the list of contacts is “frozen”
and the output is created. 

In addition, for the first time a mailing is sent, the system creates activity records for each contact in the
recipient list. (Activity records are not created if you resend a mailing.)

3.4.1.2 Query Entry

Transactions >> Contacts >> Query Entry

Use the Query Entry window to create queries to select contacts based on such things as geography,
classification (individual or organization), and interests (for example, plays golf, does marathons/walk-a-thons,
collects stamps, etc.). You can then use these queries when you create Special Mailings in the Mail Entry
window, to communicate with contacts within a defined group. For example, you could send a letter to all the
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golfers in Arizona know about the golf tourney taking place at the Scottsdale Links, or you could let all the
individual contacts in Chicago know about a gala taking place in their city. 

Query Entry: Fields

Contact Information

Use the following options to indicate which contacts should be selected, based on their attributes:

City

Indicate whether you want the query to select contacts from all cities, from some, or only one. If you
select All, you can click the Exclude button to select specific cities to exclude. If you select Some, you can
click the Include button to select the cities. If you select one, you can click the lookup button to select the
specific city.

Contacts

Indicate whether you want the query to select from all contacts, or only organizations or individuals. If
you select individuals, you can indicate the gender of individual that the query should select.

Country

Indicate whether you want the query to select contacts from all countries, from some, or only one. If you
select All, you can click the Exclude button to select specific countries to exclude. If you select Some, you
can click the Include button to select the countries. If you select one, you can click the lookup button to
select the specific country.

Include

Indicate whether you want this query to include active contacts only, and whether it should select only
one contact for each company. If you mark the option to select only one contact, the query will select the
individual who has been set as the main contact for the organization.

State

Indicate whether you want the query to select contacts from all states or provinces, from some, or only
one. If you select All, you can click the Exclude button to select specific states or provinces to exclude. If
you select Some, you can click the Include button to select the states or provinces. If you select one, you
can click the lookup button to select the specific state or province.

ZIP Code

Indicate whether you want the query to select contacts from all ZIP codes, from some, or only one. If you
select All, you can click the Exclude button to select specific ZIP codes to exclude. If you select Some, you
can click the Include button to select the ZIP codes. If you select one, you can click the lookup button to
select the specific ZIP code.

Gift Information

Use the following options to indicate which contacts should be selected, based on their giving history:

Campaign

Indicate whether you want the query to select contacts who have given to any campaigns, to some
specific campaigns, or to one specific campaign. If you select All, you can click the Exclude button to
select specific campaigns to exclude. If you select Some, you can click the Include button to select the
campaigns. If you select one, you can click the lookup button to select the specific campaign.

Fund

Indicate whether you want the query to select contacts who have given to any fund, to some specific
funds, to one specific fund, or to none. If you select All, you can click the Exclude button to select specific
funds to exclude. If you select Some, you can click the Include button to select the funds. If you select
one, you can click the lookup button to select the specific fund.

Gift Amount

Use the Low and High fields to enter the lowest and highest gift amounts. Contacts who have given gifts
that fall in this range will be selected by the query.

Gift Date
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Use the From and To fields to enter a date range. Contacts who have given gifts within this date range will
be selected by the query.

Gift Type

Indicate whether you want the query to select contacts who have given any gift type, some specific gift
types, or only one. If you select All, you can click the Exclude button to select specific gift types to
exclude. If you select Some, you can click the Include button to select the gift types. If you select one,
you can click the lookup button to select the specific gift type.

Include

Indicate whether you want this query to include gifts that have not been posted yet (Work), gifts that
have been posted (History), or both. To select contact’s who have not given a gift that matches the search
criteria, mark the No Gift option.

Query Entry: Buttons

Additional Info

Click this button to open Additional Info window, where you can use additional fields to specify additional
selection criteria for this query.

Cancel

Click this button to close the window without saving any changes to the current query.

Delete

Click this button to delete the current query.

Excel

Click this button to execute the query and export the results to a Microsoft Office Excel spreadsheet.

Exclude

Click this button to select specific records to exclude from the query.

Include

Click this button to select specific records to include in the query.

Preview

Click this button to execute the query and show the contacts that it will select. Note: Previewing your query
may take a few minutes to complete.

Save

Click this button to save the changes you've made to the current query.

User Defined Fields

Click this button to open the User Defined Fields window, where you can use your user defined fields to specify
additional selection criteria for this query.

Volunteer Profile

Click this button to open the Volunteer Profile window, where you can specify whether you want this query to
include only volunteers, and if so, which specific volunteers you want to include.
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3.4.1.2.1  Exclude/Include Cities

Transactions >> Contacts >> Query Entry >> Enter or select a query, select the All or Some option
for City, then click Exclude or Include

Use this window to select the specific cities that you want the query to include or exclude. The name that
appears for this window—Exclude Cities or Include Cities—depends on whether you clicked the Exclude or
Include button. If it’s Exclude Cities, the cities you select will be excluded from the query. If it’s Include Cities,
the cities you select will be included.

City Picker: Fields

City

Enter or select the city that you want the query to exclude or include.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

City Picker: Buttons

OK

Click OK to save your entries and return to the Query Entry window.
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3.4.1.2.2  Exclude/Include States

Transactions >> Contacts >> Query Entry >> Enter or select a query, select the All or Some option
for State, then click Exclude or Include

Use this window to select the specific states or provinces that you want the query to include or exclude. The
name that appears for this window—Exclude States or Include States—depends on whether you clicked the
Exclude or Include button. If it’s Exclude States, the states you select will be excluded from the query. If it’s
Include States, the states you select will be included.

State Picker: Fields

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

State

Enter or select the states that you want the query to exclude or include.

State Desc
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Displays the descriptions of the states that you want the query to exclude or include.

State Picker: Buttons

OK

Click OK to save your entries and return to the Query Entry window.

3.4.1.2.3  Exclude/Include Codes

Transactions >> Contacts >> Query Entry >> Enter or select a query, select the All or Some option
for ZIP Code, then click Exclude or Include

Use this window to select the specific ZIP or postal codes that you want the query to include or exclude. The
name that appears for this window—Exclude Codes or Include Codes—depends on whether you clicked the
Exclude or Include button. If it’s Exclude Codes, the ZIP or postal codes you select will be excluded from the
query. If it’s Include Codes, the ZIP or postal codes you select will be included.

Zip/Postal Code Picker: Fields

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

ZIP Code
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Enter or select the ZIP or postal codes that you want the query to exclude or include.

Zip/Postal Code Picker: Buttons

OK

Click OK to save your entries and return to the Query Entry window.

3.4.1.2.4  Exclude/Include Countries

Transactions >> Contacts >> Query Entry >> Enter or select a query, select the All or Some option
for Country, then click Exclude or Include

Use this window to select the specific countries that you want the query to include or exclude. The name that
appears for this window—Exclude Country or Include Country—depends on whether you clicked the Exclude or
Include button. If it’s Exclude Country, the countries you select will be excluded from the query. If it’s Include
Country, the countries you select will be included.

Country Picker: Fields

Country 

Enter or select the countries that you want the query to exclude or include.
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Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Country Picker: Buttons

OK

Click OK to save your entries and return to the Query Entry window.

3.4.1.2.5  Exclude/Include Funds

Transactions >> Contacts >> Query Entry >> Enter or select a query, select the All or Some option
for Fund, then click Exclude or Include

Use this window to select the specific funds that you want the query to include or exclude. The name that
appears for this window—Exclude Funds or Include Funds—depends on whether you clicked the Exclude or
Include button. If it’s Exclude Funds, the funds you select will be excluded from the query. If it’s Include
Funds, the funds you select will be included.

Fund Picker: Fields

Fund ID

Enter or select the ID of the funds that you want the query to exclude or include.
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Fund

Displays the name of the funds that you want the query to exclude or include.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Fund Picker: Buttons

OK

Click OK to save your entries and return to the Query Entry window.

3.4.1.2.6  Exclude/Include Campaign

Transactions >> Contacts >> Query Entry >> Enter or select a query, select the All or Some option
for Campaign, then click Exclude or Include

Use this window to select the specific fundraising campaigns that you want the query to include or exclude.
The name that appears for this window—Exclude Campaign or Include Campaign—depends on whether you
clicked the Exclude or Include button. If it’s Exclude Campaign, the campaigns you select will be excluded from
the query. If it’s Include Campaign, the campaigns you select will be included.
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Campaign Picker: Fields

Campaign Description

Displays the descriptions of the campaigns that you want the query to exclude or include.

Campaign ID

Enter or select the fundraising campaigns that you want the query to exclude or include.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Campaign Picker: Buttons

OK

Click OK to save your entries and return to the Query Entry window.

3.4.1.2.7  Exclude/Include Gift Types

Transactions >> Contacts >> Query Entry >> Enter or select a query, select the All or Some option
for Gift Type, then click Exclude or Include

Use this window to select the specific types of gifts that you want the query to include or exclude. The name
that appears for this window—Exclude Gift Types or Include Gift Types—depends on whether you clicked the
Exclude or Include button. If it’s Exclude Gift Types, the types of gifts you select will be excluded from the
query. If it’s Include Gift Types, the types of gifts you select will be included.
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Gift Type Picker: Fields

Gift Types

Displays the types of gifts available for the query. Select the gift type that you want the query to exclude or
include, then click the Insert button.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Selected Gift Types

Displays the types of gifts that have been selected to include in or exclude from the query.

Gift Type Picker: Buttons

Insert

Select a gift type that you want the query to exclude or include, then click the Insert button to add it to the
Selected Gift Types list.

OK

Click OK to save your entries and return to the Query Entry window.

Remove

Select a gift type to remove from the Selected Gift Types list, then click the Remove button.
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3.4.1.2.8  User Defined Fields

Transactions >> Contacts >> Query Entry >> Enter or select a query, then click User Defined Fields

Use the User Defined Fields window to specify additional selection criteria for this query.

There are four columns: User Defined Field, Data Type, Operator, and Value. 

Click the Lookup button to select a field, then enter the value you want to use to limit the query results.

User Defined Fields: Fields

User Defined

User Defined

Query Option

Query Option

User Defined ID

User Defined ID

User Defined Value

User Defined Value

Query ID

Query ID
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Query Description

Query Description

User Defined Fields: Buttons

OK

OK

3.4.1.2.9  Additional Info

Transactions >> Contacts >> Query Entry >> Enter or select a query and click Additional Info
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Use the Additional Info window topic to select additional contact attributes to include or exclude in the query.
For example, you could select contacts of a specific profession, political affiliation, or marital status.

Note:

Many of the attributes on this window will be available only if you have selected the Individuals option on the
Query Entry window.

Additional Info: Fields

Birthdate

To select contacts whose birthdays fall in a specific range, enter the beginning and end dates of the range. To
select contacts with one specific birthdate, enter the same date in the From and To fields.

Date of Death

To select contacts whose date of death falls in a specific range, enter the beginning and end dates of the
range. To select contacts with one specific date of death, enter the same date in the From and To fields.

Education ID

Indicate whether you want the query to select contacts of any education ID, some specific education IDs, or
only one. If you select All, you can click the Exclude button to select specific education IDs to exclude. If you
select Some, you can click the Include button to select the education IDs. If you select one, you can click the
lookup button to select the specific education ID.

Heritage

Indicate whether you want the query to select contacts of any heritage, some specific heritages, or only one. If
you select All, you can click the Exclude button to select specific heritages to exclude. If you select Some, you
can click the Include button to select the heritages. If you select one, you can click the lookup button to select
the specific heritage.

Income Level ID

Indicate whether you want the query to select contacts of any income level, some specific income levels, or
only one. If you select All, you can click the Exclude button to select specific income levels to exclude. If you
select Some, you can click the Include button to select the income levels. If you select one, you can click the
lookup button to select the specific income level.

Individual Category

Indicate whether you want the query to select contacts of any individual category, some specific individual
categories, or only one. If you select All, you can click the Exclude button to select specific individual
categories to exclude. If you select Some, you can click the Include button to select the individual categories.
If you select one, you can click the lookup button to select the specific individual category.

Language

Indicate whether you want the query to select contacts who speak any language, some specific languages, or
only one. If you select All, you can click the Exclude button to select specific languages to exclude. If you
select Some, you can click the Include button to select the languages. If you select one, you can click the
lookup button to select the specific language.

Marital Status

Indicate whether you want the query to select contacts of any marital status, some specific marital statuses, or
only one. If you select All, you can click the Exclude button to select specific marital statuses to exclude. If you
select Some, you can click the Include button to select the marital statuses. If you select one, you can click the
lookup button to select the specific marital status.

Number of Children

To select contacts who have a number of children within a specific range, enter the beginning and end of the
range. To select contacts with a specific number of children, enter the same number in the From and To fields.

Organization Type

Indicate whether you want the query to select organizations of any type, some specific types, or only one. If
you select All, you can click the Exclude button to select specific organization types to exclude. If you select
Some, you can click the Include button to select the type. If you select one, you can click the lookup button to
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select the specific organization type.

Political Affiliation

Indicate whether you want the query to select contacts of any political affiliation, some specific political
affiliations, or only one. If you select All, you can click the Exclude button to select specific political affiliations
to exclude. If you select Some, you can click the Include button to select the political affiliations. If you select
one, you can click the lookup button to select the specific political affiliation.

Prefix

Indicate whether you want the query to select contacts that have any prefix, some specific prefixes, or only
one. If you select All, you can click the Exclude button to select specific prefixes to exclude. If you select
Some, you can click the Include button to select the prefixes. If you select one, you can click the lookup
button to select the specific prefix.

Profession ID

Indicate whether you want the query to select contacts of any profession, some specific professions, or only
one. If you select All, you can click the Exclude button to select specific professions to exclude. If you select
Some, you can click the Include button to select the professions. If you select one, you can click the lookup
button to select the specific profession.

Query ID

Displays the ID of the query you are modifying. The query description is also displayed next to the ID.

Religion

Indicate whether you want the query to select contacts of any religion, some specific religions, or only one. If
you select All, you can click the Exclude button to select specific religions to exclude. If you select Some, you
can click the Include button to select the religions. If you select one, you can click the lookup button to select
the specific religion.

Social Insurance #

To select contacts whose social insurance number falls in a specific range, enter the beginning and end
numbers of the range. To select contacts with one specific date of death, enter the same date in the From and
To fields.

Suffix

Indicate whether you want the query to select contacts that have any suffix, some specific suffixes, or only
one. If you select All, you can click the Exclude button to select specific suffixes to exclude. If you select
Some, you can click the Include button to select the suffixes. If you select one, you can click the lookup button
to select the specific suffix.

Tax Bracket

To select contacts whose income falls in a range of tax brackets, enter the beginning and end of the range. To
select contacts whose income falls in one specific tax bracket, enter the same bracket in the From and To
fields.

Additional Info: Buttons

Cancel

Click this button to close the window without saving any changes.

Exclude

Click this button to select specific records to exclude from the query.

Include

Click this button to select specific records to include in the query.

OK

Click this button to save your changes and return to the Query Entry window.



FundVision 6.0120

© 2009 BGE, Inc.

3.4.1.2.9.1  Exclude/Include Individual Categories

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Individual Category, then click Exclude or Include

Use this window to select the specific individual categories that you want the query to include or exclude. The
name that appears for this window—Exclude Individual Categories or Include Individual Categories —depends
on whether you clicked the Exclude or Include button. If it’s Exclude Individual Categories, the individual
categories you select will be excluded from the query. If it’s Include Individual Categories, the individual
categories you select will be included.

Individual Category Picker: Fields

Individual Categories

Displays the individual categories available for the query. Select the individual category that you want the
query to exclude or include, then click the Insert button.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Selected Individual Categories

Displays the individual categories that have been selected to include in or exclude from the query.

Individual Category Picker: Buttons

Insert

Select an individual category that you want the query to exclude or include, then click the Insert button to add
it to the Selected Individual Categories list.
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OK

Click OK to save your entries and return to the Additional Info window.

Remove

Select an individual category to remove from the Selected Individual Categories list, then click the Remove
button.

3.4.1.2.9.2  Exclude/Include Education

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Education ID, then click Exclude or Include

Use this window to select the specific education records that you want the query to include or exclude. The
name that appears for this window—Exclude Education or Include Education—depends on whether you clicked
the Exclude or Include button. If it’s Exclude Educations, the education records you select will be excluded
from the query. If it’s Include Educations, the education records you select will be included.

Education Picker: Fields

Education

Displays the description of the education records you have selected.

Education ID

Enter or select the education records you want the query to include or exclude.

Query ID
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Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Education Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.3  Exclude/Include Marital Status

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Marital Status, then click Exclude or Include

Use this window to select the specific marital statuses that you want the query to include or exclude. The
name that appears for this window—Exclude Marital Status or Include Marital Status—depends on whether you
clicked the Exclude or Include button. If it’s Exclude Marital Status, the marital status records you select will be
excluded from the query. If it’s Include Marital Status, the marital status records you select will be included.

Marital Status Picker: Fields

Marital Status Description

Displays the description of the marital status records you have selected.

Marital Status ID
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Enter or select the marital status records you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Marital Status Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.4  Exclude/Include Political Affiliations

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select

the All or Some option for Political Affiliation, then click Exclude or Include

Use this window to select the specific political affiliations that you want the query to include or exclude. The
name that appears for this window—Exclude Political Affiliations or Include Political Affiliations—depends on
whether you clicked the Exclude or Include button. If it’s Exclude Political Affiliations, the political affiliation
records you select will be excluded from the query. If it’s Include Political Affiliations, the political affiliation
records you select will be included.

Political Affiliations Picker: Fields

Political Affiliation Description
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Displays the description of the political affiliation records you have selected.

Political ID

Enter or select the political affiliation records you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Political Affiliations Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.5  Exclude/Include Religions

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Religion, then click Exclude or Include

Use this window to select the specific religions that you want the query to include or exclude. The name that
appears for this window—Exclude Religions or Include Religions—depends on whether you clicked the Exclude
or Include button. If it’s Exclude Religions, the religion records you select will be excluded from the query. If
it’s Include Religions, the religion records you select will be included.
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Religion Picker: Fields

Religion Description

Displays the description of the religion records you have selected.

Religion ID

Enter or select the religion records you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

sDisplays the name of the query you are modifying.

Religion Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.6  Exclude/Include Income Levels

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Income Level, then click Exclude or Include

Use this window to select the specific income levels that you want the query to include or exclude. The name
that appears for this window—Exclude Income Levels or Include Income Levels—depends on whether you
clicked the Exclude or Include button. If it’s Exclude Income Levels, the income levels you select will be
excluded from the query. If it’s Include Income Levels, the income levels you select will be included.
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Income Level Picker: Fields

From Value

Displays the beginning of each income level you have selected.

Income Level ID

Enter or select the income levels you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

To Value

Displays the end of each income level you have selected.

Income Level Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.7  Exclude/Include Professions

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select

the All or Some option for Profession ID, then click Exclude or Include
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Use this window to select the specific professions that you want the query to include or exclude. The name
that appears for this window—Exclude Professions or Include Professions—depends on whether you clicked the
Exclude or Include button. If it’s Exclude Professions, the professions you select will be excluded from the
query. If it’s Include Professions, the professions you select will be included.

Profession Picker: Fields

Profession Description

Displays the description of the professions you have selected.

Profession ID

Enter or select the professions you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Profession Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.
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3.4.1.2.9.8  Exclude/Include Prefixes

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Prefix, then click Exclude or Include

Use this window to select the specific prefixes that you want the query to include or exclude. The name that
appears for this window—Exclude Prefixes or Include Prefixes—depends on whether you clicked the Exclude or
Include button. If it’s Exclude Prefixes, the prefixes you select will be excluded from the query. If it’s Include
Prefixes, the prefixes you select will be included.

Prefix Picker: Fields

Prefix

Enter or select the prefixes you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Prefix Picker: Buttons
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OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.9  Exclude/Include Suffixes

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Suffix, then click Exclude or Include

Use this window to select the specific suffixes that you want the query to include or exclude. The name that
appears for this window—Exclude Suffixes or Include Suffixes—depends on whether you clicked the Exclude or
Include button. If it’s Exclude Suffixes, the suffixes you select will be excluded from the query. If it’s Include
Suffixes, the suffixes you select will be included.

Suffix Picker: Fields

Suffix

Enter or select the suffixes you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query
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Displays the name of the query you are modifying.

Suffix Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.10  Exclude/Include Heritages

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Heritage, then click Exclude or Include

Use this window to select the specific heritages that you want the query to include or exclude. The name that
appears for this window—Exclude Heritages or Include Heritages—depends on whether you clicked the Exclude
or Include button. If it’s Exclude Heritages, the heritages you select will be excluded from the query. If it’s
Include Heritages, the heritages you select will be included.

Heritage Picker: Fields

Heritage

Enter or select the heritages you want the query to include or exclude.

Query ID
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Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Heritage Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.11  Exclude/Include Languages

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Language, then click Exclude or Include

Use this window to select the specific languages that you want the query to include or exclude. The name that
appears for this window—Exclude Languages or Include Languages—depends on whether you clicked the
Exclude or Include button. If it’s Exclude Languages, the languages you select will be excluded from the query.
If it’s Include Languages, the languages you select will be included.

Language Picker: Fields
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Language

Enter or select the languages you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Language Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.9.12  Exclude/Include Organization Types

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Additional Info >> Select
the All or Some option for Organization Type, then click Exclude or Include

Use this window to select the specific organization types that you want the query to include or exclude. The
name that appears for this window—Exclude Organization Types or Include Organization Types—depends on
whether you clicked the Exclude or Include button. If it’s Exclude Organization Types, the organization types
you select will be excluded from the query. If it’s Include Organization Types, the organization types you select
will be included.
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Organization Type Picker: Fields

Organization Type Description

Displays the description of the organization types you have selected.

Organization Type ID

Enter or select the ID of the organization type you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Organization Type Picker: Buttons

OK

Click OK to save your entries and return to the Additional Info window.

3.4.1.2.10  Volunteer Profile

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Volunteer Profile

Use the Volunteer Profile window to indicate whether you want the query to include only volunteers, and if so,
select the specific types of volunteers that you want the query to include or exclude. 

Volunteer Profile: Fields

Include

Mark this option if you want the query to include only volunteers.

Query ID

Displays the ID of the query you are modifying.

Query
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Displays the name of the query you are modifying.

Volunteer Type ID

Indicate whether you want the query to select volunteers of any type, some specific types, or only one. If you
select All, you can click the Exclude button to select specific volunteer types to exclude. If you select Some,
you can click the Include button to select the volunteer types. If you select one, you can click the lookup
button to select the specific volunteer types.

Volunteer Service Date 

To select volunteers who have served during a specific range of dates, enter the beginning of the date range in
the From field, and the end of the date in the To field.

Volunteer Profile: Buttons

Cancel

Click Cancel to close this window without saving any changes.

Exclude

Click this button to select specific records to exclude from the query.

Include

Click this button to select specific records to include in the query.

OK

Click OK to save your entries and return to the Query Entry window.

3.4.1.2.10.1  Exclude/Include Volunteer Types
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Transactions >> Contacts >> Query Entry >> Enter or select a query >> Volunteer Profile >> Select
the All or Some option for Volunteer Type ID, then click Exclude or Include

Use this window to select the specific volunteer types that you want the query to include or exclude. The name
that appears for this window—Exclude Volunteer Types or Include Volunteer Types—depends on whether you
clicked the Exclude or Include button. If it’s Exclude Volunteer Types, the volunteer types you select will be
excluded from the query. If it’s Include Volunteer Types, the volunteer types you select will be included.

Volunteer Type Picker: Fields

Volunteer Type Description

Displays the description of the volunteer types you have selected.

VolunteerType ID

Enter or select the ID of the volunteer type you want the query to include or exclude.

Query ID

Displays the ID of the query you are modifying.

Query

Displays the name of the query you are modifying.

Volunteer Type Picker: Buttons

OK

Click OK to save your entries and return to the Volunteer Profile window.

3.4.1.2.11  Query Preview



FundVision 6.0136

© 2009 BGE, Inc.

Transactions >> Contacts >> Query Entry >> Enter or select a query >> Preview

Use the Query Preview window to review the contacts that are selected by a query, to verify that the query is
working properly.

Query Preview: Fields

Contact ID

Displays the ID of each contact selected by the query.

Contact Name

Displays the name of each contact selected by the query.

Total

Displays the number of contacts selected by the query.

Query Preview: Buttons

OK

Click OK to return to the Query Entry window.
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3.4.1.2.12  FundVision Fields Selector

Transactions >> Contact  >> Query Entry >> Excel 

Tools >> Setup >> Company >> Letter Maintenance >> enter or select a letter, then click the Merge

Fields button

The Fields Selector window can be opened from multiple locations in FundVision.

If you open it from the Query Entry window, it allows you to select the fields you want to export to a Microsoft
Office Excel spreadsheet. By expanding an object in the view you can add or remove fields to be exported by
marking or clearing the corresponding checkbox. When you are done with your selection, click Export to open
Excel with the selected fields for the objects returned by the data source. The list of objects available depends
on the data source.

If you open it from the Letter Maintenance window, it allows you to select the FundVision fields that you want
to use to merge with the Microsoft Office Word template, creating the letter selected in the Letter Maintenance
window. You can create a merge fields configuration record by selecting the individual fields that you want to
use, or you can import a configuration record. (For more information about importing a merge field
configuration file, see Setting up letters .)

You save configurations of fields later reuse by giving them a name, description and clicking the Save button.
All configurations are global and can be accessed by any user.

33
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FundVision Fields Selector: Fields

Configuration

Enter a name for the merge field configuration record you are creating for this letter, or select an existing
configuration to use with this letter.

Description (Configuration)

Enter a description of the configuration.

Description (Letter)

Displays the description of the letter.

Description (Query ID)

Displays the description of the query.

Fields tree view

Mark checkbox next to the fields that you want to use with this letter. 

Letter

Displays the name of the letter record you are creating a merge field configuration for. (This field appears if
you opened this window from the Letter Maintenance window.)

Query ID

Displays the ID of the query you are creating a merge field configuration for. (This field appears if you opened
this window from the Query Entry window.)

FundVision Fields Selector: Buttons

Clear
Click this button to clear all of the fields in the window without saving any changes. The window remains open
and you can keep working in the window.

Close

Click this button to close the window without saving your changes.

Delete

Click this button to delete the current configuration.

OK

Click this button save your changes and close the window.

Save

Click this button to save the changes you've made to the current configuration.
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3.4.1.3 Activity Entry

Transactions >> Contact  >> Activity Entry 

Use the Activity Entry window to record activities within FundVision. There are two kinds of activities:
immediate and scheduled. Immediate activities are started and ended the same day and are typically created
while the activity is being performed. Scheduled activities are recorded with a start date, due date and,
typically the login ID of a user to whom the activity is assigned.

Activity Entry: Fields

Contact ID

Enter or select the ID of the contact related to this activity. For example, if you want a user to follow-up on a
fundraising letter sent to a contact, enter that contact’s ID.

Activity Type

Select the type of activity.

Activity Number

To view an existing activity record, enter or select the activity number. When you create a new activity record,
the system will generate a new activity number.

Assigned To
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Enter or select the user you want to assign this activity to. 

Completed By

Displays the ID of the user who completed this activity. If you click the Completed button next to the
Completed Date field, the system will enter your ID in this field.

Completed Date

Enter or select the date this activity was completed. If you click the Completed button next to the Completed
Date field, the system will enter the current date in this field.

Created By

Displays the ID of the user who created this activity record.

Creation Date

Displays the date this activity record was created.

Description

Enter a brief description of this activity. For example, if you want a user to follow-up on a fundraising letter
sent to a contact, you could enter “Follow-up on fundraising letter.”

Due Date

Enter or select the date this activity should be completed by.

Name

Displays the name of the contact this activity record is associated with.

Start Date

Enter or select the date that this activity should be started.

Status

Displays the status of this activity record. Possible statuses are:

· Pending – The activity has not been completed and is not overdue.

· Overdue – The activity has not been completed, and the due date has passed.

· Completed – The activity has been completed.

[Text box]

Enter any information that you want to attach to this activity record. Any information previously entered will
appear here.

User Name (Assigned To)

Displays the name of the user who is assigned to the activity.

User Name (Completed By)

Displays the name of the user who completed the activity.

Activity Entry: Buttons

Clear

Click this button to clears the window without saving any change. The window remains opened and you can
keep working in the window.

Delete

Click this button to delete the current record.

Print

Click this button to open the Print Activity window.

Save
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Click this button to save the changes you've made to the current activity record.

3.4.1.3.1  Print Activity

Transactions >> Contact  >> Activity Entry >> Print

Use Print Activity window to create the Activity List for a single activity record, or a range of records. This
report displays information about the activity, including the contact, when the activity was scheduled to start
and be completed, the assigned user, and the actual completion date, as well as the ID of the user who
completed it.

Print Activity: Fields

From ID

Enter or select the first activity number in the range of records that you want to include in the report.

To ID

Enter or select the last activity number in the range of records that you want to include in the report.

Print Activity: Buttons

Cancel

Click this button to close the window without printing.

Print 

Click this button to print the Activity List for the range of activity numbers you entered.
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3.4.1.3.2  Activity Lookup

Transactions >> Contact  >> Activity Entry >> Lookup 

Use Activity Lookup window find a specific activity record.

Activity Lookup: Fields

Activity Number

This column displays the activity number of each activity record in the list. You can click this column heading to
sort the list by the activity number.

Activity Type

This column displays the type of each activity in the list.

Additional Sort

Click this column heading to select another sorting method for the records in the list.

Assigned To

This column displays the ID of the user that each activity in the list is assigned to.

Completed

This column displays the date that each activity in the list was completed.

Completed by

This column displays the name of the user that completed each activity in the list.
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Contact Number

This column displays the contact number that each activity in the list is assigned to.

Created Date

This column displays the date that each activity record in the list was created.

Created User

This column displays the ID of the user who created each activity record in the list.

Description

This column displays the description of each activity record in the list.

Due Date

This column displays the due date of each activity in the list.

Find by

Use this field to locate a specific record in the list. Depending on how the list is sorted, you can find records by
activity number, by start date, by due date, by completion date, by assigned user, or by contact. 

Enter the information you’re looking for, and the system will locate the first best match for the information you
entered. For example, if the list is sorted by Assigned To, you can enter the first few letters of the assigned
user’s ID, then press the Tab key. The system will highlight the first record that matches the information you
entered. 

Name (Assigned To)

This column displays the name of the user that each activity in the list was assigned to.

Name (Completed By)

This column displays the name of the user that each activity in the list was completed by.

Name (Contact)

This column displays the name of the contact that each activity in the list is associated with.

Start Date

This column displays the start date of each activity in the list.

Status

This column displays the status of each activity in the list.

View by

The top part of the list displays how the records in the list are sorted. Click here to select more options for the
list.

Activity Lookup: Buttons

Cancel

Click this button to close the window without selecting a record.

Find

Click this button to open the Restrictions window, where you can enter search criteria to help find the activity
record you’re looking for.

New 

Click this button to open the Activity Entry window, where you can create a new activity record.

Open

Click this button to open the selected record in the Activity Entry window.

Select
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Click this button to open the selected record in the previous window.

3.4.1.3.2.1  Restrictions

Transactions >> Contact  >> Activity Entry >> Lookup >> Restrictions 

Use the Activity Lookup Restriction window locate a particular Activity you would like to view or edit.

Restrictions: Fields

Activity Number 

To restrict the list to a range of activity record numbers, enter the beginning and the end of the range.

Assigned to User

To restrict the list to activity record assigned to a specific user, enter or select that user’s ID.

Completed by User

To restrict the list to activity records completed by a specific user, enter or select that user’s ID.

Completed

To restrict the list to a range of completion dates, enter or select the beginning and the end of the range.

Contact Number

To restrict the list to activity records associated with a specific contact, enter or select that contact’s number.

Created by User

To restrict the list to activity records created by a specific user, enter or select that user’s ID.
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Created

To restrict the list to a range of creation dates, enter or select the beginning and the end of the range.

Description

To restrict the list to a range of descriptions, enter or select the beginning and the end of the range.

Due Date 

To restrict the list to a range of due dates, enter or select the beginning and the end of the range.

Name (Assigned to User)

Displays the name of the user you selected.

Name (Completed by User)

Displays the name of the user you selected.

Name (Contact Number)

Displays the name of the contact you selected.

Name (Created by User)

Displays the name of the user you selected.

Start Date

To restrict the list to a range of start dates, enter or select the beginning and the end of the range.

Statuses

To restrict the list to specific statuses, select the appropriate statuses. To select more than one, hold down the
Ctrl button while you click

Restrictions: Buttons

Cancel

Click this button to close the window without applying any restrictions to the list in the Activity Lookup window.

OK

Click this button to apply the restrictions to the list in the Activity Lookup window.
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3.4.2 Fundraising

3.4.2.1 Gift Entry
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Transactions >> Fundraising >> Gift Entry

Use the Gift Entry window to record the receipt of a donation to your organization. You can enter transactions
for monetary donations (in the form of cash, check, credit card, or EFT), pledges, or in-kind donations of
inventory, non-inventory, or consumable goods.

The type of payment you select will change the fields displayed on this window.

Gift Entry: Fields

Account Number

If you are entering a check transaction, enter the checking account number. If you are entering an EFT
transaction, enter the bank account number.

Account Type

Select the type of account this EFT transaction is coming from: checking or savings.

Amount (scrolling window)

Enter the amount of this portion of the gift.

Bank Name

Enter or select the name of the bank for this check.

Batch Number

Enter or select the batch that this gift transaction should be saved in. If you're entering a series of transactions
in the same batch, click the Pushpin button; then the same batch number will appear for each new transaction.

Campaign ID

Enter or select the ID of the campaign that this portion of the gift should be applied to.

Card Holder Name

Enter the card holder's name as displayed on the front of the credit card.

Check Date

Enter or select the date on the check.

Check Number

Enter the number of the check. If you are using a check scanner, you can click the Scan button to scan the
check and import the check number, routing number and account number onto the window.

Contact ID

Enter or select the ID of the contact giving this gift.

Credit Card No

Enter the credit card number.

Description (Batch Number)

Displays the description of the batch this gift transaction is assigned to.

Description (In Kind Item Number)

Displays the description of the in-kind gift item.

Description (Letter ID)
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Displays the description of the acknowledgement letter that will be sent to the contact.

Description (Solicitation ID)

Displays the description of the solicitation used to request this gift.

Description (Tribute Fund)

Displays the description of the tribute fund this gift is to be applied to.

Effective Date

Enter the date you want this EFT transaction to be taken from the account.

Expiration Date

Enter the credit card’s expiration date.

Fund

Enter or select the ID of the fund this portion of the gift should be applied to.

Gift Amount

Enter the total amount of the gift.

Gift Date

Enter the date of this gift transaction.

Gift ID

Displays the ID of this gift transaction. To view previously entered gift transaction, enter the ID, or click the
Lookup button to select it.

Gift Type

Select the type of this gift transaction. The following types are available: 

o Cash for gifts given with cash, checks, credit card, or EFT.

o Pledge for a gift pledge.

o Inventory for an in-kind donation that is an inventory item.

o Non-Inventory for an in-kind donation that is a non-inventory item.

o Consumable for an in-kind donation that is a consumable item.

In Kind Item Number

If you selected Inventory, Non-Inventory, or Consumable as the Gift Type, enter or select the item number.

Letter ID

Enter or select the ID of the acknowledgement letter you want to send for this gift.

Name (Solicitor)

Displays the name of the contact who made the solicitation.

Name (Contact ID)

Displays the name of the contact giving this gift.

Payment Type

If you selected Cash as the Gift Type, select the type of cash gift: Cash, Check, Credit Card, or EFT.

Payment Type ID

Enter or select the ID of the payment type record you want to use for this gift transaction.

Purpose

Enter or select the the ID of the purpose for this gift.

Quantity

If this is an in-kind gift (Gift Type of Inventory, Non-Inventory, or Consumable), enter the quantity of the
item.

Receipt Amount
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Enter the amount to be printed on the receipt.

Receipt Number

Displays the number that will be printed on the receipt.

Receipt

Select the type of receipt to use for this gift.

Reference

Enter a comment about this gift.

Solicitation ID

Enter or select the ID of the solicitation that this gift is associated with.

Solicitor

Enter or select the ID of the contact who made the solicitation for this gift. (You can mark a contact as a
solicitor on the Contact Maintenance window.)

Status

Displays the status of this transaction. 

Work: Gifts that have been entered but not posted.

Open: Pledges that have been posted but not fully paid.

Processed: Credit card transactions that have been processed but not posted.

History: Gifts that have been posted and fully paid.

Voided: Transactions that are voided can be either credit card transactions that have been processed, or
partially paid pledges.

Tax Deductible

Mark this option if this gift is tax deductible.

Transit/Routing No

Enter the transit or routing number for this check or EFT transaction.

Tribute Fund

If this gift is intended for a tribute, enter or select the tribute fund.

Unallocated

Displays the amount of this gift that hasn’t been allocated.

Unit Value

If this is an in-kind gift (Gift Type of Inventory, Non-Inventory, or Consumable), enter the value of a single
unit of the item.

Verification Code

Enter the three- or four-digit security code from the back of the credit card. After the credit card transaction
has been processed, this field displays an approval code.

Gift Entry: Buttons

Clear

Click the Clear button to clear all of the fields in the window without saving any changes. The window remains
opened and you can keep working in the window.

Delete

Click the Delete button to delete the current gift transaction.

Installments

Click the Installments button to open the Pledge Installments window, where you can set up a pledge payment
schedule.
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OK

Click the OK button to close the window.

Print

Click the Print button or press Ctrl+P to open the Print Gift window.

Process

Click the Process button to process the credit card transaction.

Save

Click the Save button to save the changes you've made to the current transaction.

Soft Gifts

Click the Soft Gifts button to open the Soft Gifts Distribution window, where you can enter soft gift information
for this gift transaction. For more information, see [xref].

Void

Click the Void button to void the current gift transaction.

3.4.2.1.1  Soft Gift Distribution

Transactions >> Fundraising >> Gift Entry >> Soft Gifts

Use the Soft Gift Distribution window to enter the contacts and amounts for the soft gifts associated with a gift
transaction.
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Soft Gift Distribution: Fields

Contact Number

Enter or select the number of the contact who is giving a soft gift.

Fees

If there is a fee associated with this soft gift, enter the amount of the fee.

Gift Amount

Enter the amount of the soft gift.

Matching Gift

If there is a matching amount associated with this soft gift, enter the match amount.

Name

Displays the name of the contact you selected.

Total Soft Gifts

Displays the total amount of the soft gifts plus the matching gifts, less any fees.

Soft Gift Distribution: Buttons

OK

Click the OK button to save your changes and close the window.
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3.4.2.1.2  Pledge Installments

Transactions >> Fundraising >> Gift Entry >> Pledge Installments

Use the Pledge Installments window to set up an installment schedule for a pledge that is to be payed over a
period of time. For example, if the donor wants to give an annual gift as a series of monthly payments, you
can set up those payments here.
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Pledge Installments: Fields

Amount

This column displays the amount of each installment payment. You can change the amount of individual
installments if necessary.

Amount Paid

This column displays the amount of any installment payments that have been paid for this pledge.

Balance

Displays the amount remaining to be paid for this pledge.

Due Date

This column displays the due date of each calculated installment. You can change the date of an individual
installment if necessary.

Next Payment Due Date

If you are creating a new installment schedule, enter the date that the first payment is due. If you are viewing
an existing installment schedule, displays the date that the next installment is due.

Payment Frequency

Select the payment frequency: Monthly, Bimonthly, Quarterly, Semi-Annually, or Annually.

Payment Date

This column displays the actual date of any installment payments that have already been made for this pledge.

Payment Number

This column displays the payment number of any installment payments that have already been made for this
pledge.

Total Amount Pledged

Displays the total amount of the pledge.

Total Installments

Displays the total of all installment payments.

Total Number of Installments

Enter the number of installment payments to divide the pledge amount into.

Total Paid

Displays the total of any payments that have actually been made for this pledge.

Pledge Installments: Buttons

Calculate Installments

Click the Calculate Installments button to create an installment schedule based on the pledge amount, number
of installments, and payment frequency.

OK

Click the OK button to save your changes and close the window.
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3.4.2.1.3  Print Gift

Transactions >> Fundraising >> Gift Entry >> Print button

Use the Print Gift window to print a transaction edit list for the range of gift IDs you enter.

Print Gift: Fields

From ID

From ID

 To ID

 To ID

Print Gift: Buttons

Cancel

Cancel

Print Button NONE

Print Button NONE
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3.4.2.2 Pledge Payment Entry
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Transactions >> Fundraising >> Pledge Payment Entry 

Use the Pledge Payment Entry window to record the receipt of payments on pledges.

Pledge Payment Entry: Fields

Account Holder

Enter the name of the account holder for the account the EFT transaction will be taken from.

Account Number

If you are entering a check payment, enter the checking account number. If you are entering an EFT payment,
enter the account number the transaction will be taken from.

Account Type

Select the type of account the EFT transaction will be taken from: checking or savings.

Amount

Enter the amount of the pledge payment.

Bank Name

Enter the name of the bank the checking account is held at.

Batch ID

Enter or select the ID of the batch you want this transaction saved in.

Campaign ID

Displays the ID of the campaign this pledge was given for.l

Card Holder Name

Enter the card holder's name as displayed on the front of the credit card.

Check Date

Enter or select the date of the check.

Check Number

Enter the check number.

Credit Card Number

Enter the credit card number.

Contact Number

Enter or select the number of the contact making this pledge payment.

Description (Batch Number)

Displays the description of the batch this pledge payment transaction is assigned to.

Description (Campaign ID)

Displays the description of the campaign this pledge payment is to be applied to.

Description (Fund ID)

Displays the description of the fund this pledge payment is to be applied to.

Description (Letter ID)

Displays the description of the acknowledgement letter that will be sent to the contact.

Description (Solicitation ID)

Displays the description of the solicitation used to request this gift.

Effective Date

Enter the date you want this EFT transaction to be taken from the account.
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Expiration Date

Enter the credit card’s expiration date.

Fund ID

Displays the ID of the fund this pledge payment should be applied to.

Gift ID

Enter or select the ID of the gift this pledge payment should be applied to.

Letter ID

Enter or select the ID of the acknowledgement letter you want to send for this pledge payment.

Name

Displays the name of the contact making this pledge payment.

Payment Date

Enter or select the date for this pledge payment transaction.

Payment ID

Displays the ID of this pledge payment transaction. To view previously entered pledge payment, enter the ID,
or click the Lookup button to select it.

Payment Type

Select the type of payment being made: Cash, Check, Credit Card, or EFT.

Payment Type ID

Enter or select the ID of the payment type record you want to use for this gift transaction.

Receipt Amount

Enter the amount to be printed on the receipt.

Receipt Number

Displays the number that will be printed on the receipt.

Receipt

Select the type of receipt to use for this pledge payment.

Reference

Enter a comment about this pledge.

Solicitation ID

Displays the ID of the solicitation that this pledge payment is associated with.

Status

Displays the status of this transaction. 

Work: Transactions that have been entered but not posted.

Open: Pledges that have been posted but not fully paid.

Processed: Credit card transactions that have been processed but not posted.

History: Transactions that have been posted and fully paid.

Voided: Transactions that are voided can be either credit card transactions that have been processed, or
partially paid pledges.

Tax Deductible

Mark this option if this pledge payment is tax deductible.

Transit/Routing No

Enter the transit or routing number for this check or EFT transaction.
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Verification Code

Enter the three- or four-digit security code from the back of the credit card. After the transaction is processed,
this field displays the approval code.

Pledge Payment Entry: Buttons

Clear

Click the Clear button to clear the entries in the window without saving them. The window remains open and
you can keep working in it.

Delete

Click the Delete button to delete the current pledge payment record.

OK

Click the OK button to close the window.

Process

Click the Process button to process this pledge payment.

Save

Click the Save button to save this pledge payment.

Scan

Click the Scan button to use a check scanner to enter the check information for this transaction.

Void

Click the Void button to void this pledge payment.

3.4.2.2.1  FR Print Payment

Transactions >> Fundraising >> Pledge Payment Entry >> Click the Print button

Use the FR Print Payment window to print an edit report for the range of pledge payments you enter.

FR Print Payment: Fields

From ID

Enter the ID of the first payment that you want to print.

To ID

Enter the ID of the last payment in the range that you want to print.
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FR Print Payment: Buttons

Cancel

Click the Cancel button to close the window without printing.

Print

Click the Print button to print an edit report showing the range of pledge payments you entered.

3.4.2.3 Batch Maintenance

Transactions >> Fundraising >> Batch Maintenance 

Use the Batch Maintenance window to create and edit the batches used for gift and pledge payment
transactions. Gift transactions must be saved in separate batches from pledge payment transactions.

Batch Maintenance: Fields

Batch ID

Displays the ID of the batch. To view a batch, enter the ID, or click the Lookup button to select it.

Batch Source

If you are creating a new batch, select the type of transactions that will be saved in this batch: Gifts or
Payments (that is, pledge payments). If you are viewing an existing batch, this field displays the type of
transactions saved in the batch.

Batch Comment

If you are creating a new batch, enter a comment that will help identify the purpose of this batch. For
example, if you enter gift transactions for a fundraising campaign in daily batches, you could enter the name
of the campaign and the date.

Batch Maintenance: Buttons

Clear

Click the Clear button to clear the fields without saving any changes. The window remains opened and you can
keep working in the window.

Delete
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Click the Delete button to delete the current batch record. Note: You must delete all of the transactions in a
batch before you can delete it.

Save

Click the Save button to save any changes you've made to this batch.

Transactions

Click the Transactions button to open the Batch Transactions window, which displays any transactions that are
already saved in this batch.

Print

Click the Print button (or press Ctrl+P) to print a transaction edit list for this batch.

3.4.2.3.1  Batch Transactions

Transactions >> Fundraising >> Batch Maintenance >> Select a batch and click Transactions

Use the Batch Transactions window to view a list of the transactions that have been saved in a batch. If
necessary, you can open individual transactions from this window to review and, if they are still open, edit
them.

Batch Transactions: Fields

Batch Comment

Displays the comment entered for this batch.

Batch ID
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Displays the ID of the batch you selected.

Batch Source

Displays the type of transactions in this batch.

Date

This column displays the date of the gift or payment transaction.

Donor ID

This column displays the contact number of the person who gave the gift or made the payment.

Amount

This column displays the amount of the gift or payment. The field at the bottom of the column displays the
total of all transactions in the batch.

Transaction ID

This column displays the ID of the gift or payment transaction.

Donor Name

This column displays the name of the donor.

Transaction Count

This field, at the bottom of the Transaction ID column, displays the number of transactions in this batch.

Batch Transactions: Buttons

OK

Click the OK button to close the window.

Zoom

To view a transaction, click the row of the transaction, then click the Zoom button to open the transaction
entry window.
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3.4.2.4 Batch Posting

Transactions >> Fundraising >> Batch Posting

Use the Batch Posting window to post a gift or payment transaction batch.

Batch Posting: Fields

Batch ID

Enter or select the batch you want to post.

Batch Source

Displays the source of the transactions in this batch: gifts or payments.

Batch Total

Displays the total currency amount of the gifts or payments in this batch.

Description

Displays the description of the batch.

Labels

Mark this checkbox to print mailing labels for the gifts or payments in this batch.

Letters

Mark this checkbox to print acknowledgement letters for the gifts or payments in this batch.

Label Size

If you marked the checkbox to print mailing labels, select the size of labels.

Posting Date:

Enter the posting date you want to use for this batch.

Receipts

Mark this checkbox to print receipts for the gifts or payments in this batch.
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Sort By

Select the method you want to use to sort the mailing labels: by donor name, or by ZIP code.

Transactions

Displays the total number of transactions in this batch.

Batch Posting: Buttons

Cancel

Click the Cancel button to close the window without posting any transactions.

Post

Click the Post button to post the batch.

Print

Click the Print button, or press Ctrl+P to print the batch edit list.

3.4.2.5 Print Receipts

Transactions >> Fundraising >> Print Receipts

Use the Print Receipts window to print receipts for the gifts or payments in a batch.

Print Receipts: Fields

Batch Comment

Displayed the comment entered for the batch when it was created.

Batch ID

Displays the ID of the batch you selected.

Batch Source

Displays the type of transactions in the batch: gifts or payments.

Print Receipts: Buttons

Cancel
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Click the Cancel button to close the window without printing any receipts.

Print

Click the Print button to print receipts for the gift or payment transactions in the batch you selected.

3.4.2.6 Update Annual Receipts

Transactions >> Fundraising >> Annual Receipts

Use the Update Annual Receipts window to summarize your donors' gift amounts for the date range you
specify, and print annual receipts.

Update Annual Receipts: Fields

Begin

Enter or select the starting date for the year you want to print annual receipts for.

End

Enter or select the ending date for the year you want to print annual receipts for.

Update Annual Receipts: Buttons

Cancel

Click the Cancel button to close the window without printing annual receipts.

Print

Click the Print button to print annual receipts for the date range you specified.
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3.4.2.7 Solicitation Entry

Transactions >> Fundraising >> Solicitation Entry

Use the Solicitation Entry window to set up the information for a fundraising campaign solicitation. You’ll enter
information such as the campaign this solicitation is associated with, the cost of any printed material you’re
mailing out, the letters that will be used, and the contacts who will be contacted.

You can use a saved query to select the contact records that will be included in this solicitation.

Solicitation Entry: Fields
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Campaign ID

Enter or select the campaign that you want to associate this solicitation with.

Contact

This column displays the names of the contacts who have been selected for this solicitation.

Contact ID

This column displays the contacts that have been selected for this solicitation. To manually add more contacts,
click the next available blank row and then enter or select the ID of the contact you want to add.

Cost per Piece

Enter the cost per piece of the mailing that you will use with this solicitation.

Letter ID

Enter or select the IDs of the letters that will be used for this solicitation. You must have one letter for each
pool.

Letter Description

This column displays the descriptions of all the letters that are associated with this solicitation.

Maximum Contacts

Enter the maximum number of contacts you want to reach with this solicitation.

Maximum Pools

If you want to break the contact list into groups that will be contacted on different dates, enter the number of
groups here. For example, if the query you want to use to select contacts for this solicitation will return 1,000
records, you may want to spread the solicitation mailing out over four weeks, with 250 pieces being mailed
each week. In that case, you would enter 4 here.

Pool

This column displays the pool that each contact selected was assigned to. You can change this if necessary.

Query Description

Displays the description of the query you’re using to select contacts for the solicitation.

Query ID

Enter or select the ID of the query you want to use to select contacts for the solicitation.

Records Displayed

Displays the number of contacts selected by the query or entered manually.

Solicitation

Enter a description of this solicitation.

Solicitation ID

If you are creating a new solicitation, enter an ID. To view an existing solicitation, enter or select its ID.

Solicitation Entry: Buttons

Delete

Click the Delete button to delete the current solicitation record.

Mail

Click the Mail button to open the Mail Transaction window, which will be filled in with information for the
solicitation you’re viewing.

Process Query
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Click the Process Query button to run the query you selected. The query results will be used to select the
contacts who will be contacted for this solicitation.

Save

Click the Save button to save the current solicitation record.

3.5 Inquiry

3.5.1 Contact

3.5.1.1 Contact Mailing Inquiry

Inquiry >> Contact >> Contact Mail

Use the Contact Mailing Inquiry window to view information about the mailings that a contact has been sent.
Select a contact, and the scrolling window displays the mailings that have been sent to the contact.

Contact Mailing Inquiry: Fields

Contact Number
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Enter or select the number of the contact you want to view mailing information for.

Date

This column displays the date that each mailing displayed in the window was sent.

Description

This column displays the description of each mailing.

Letter ID

This column displays the ID of the letter sent with each mailing.

Mailing ID

This column displays the ID of each mailing.

Name

Displays the name of the contact.

Type

This column displays the type of each mailing.

Contact Mailing Inquiry: Buttons

Clear

Click the Clear button to clear the fields in the window. 

OK

Click the OK button to close the window.

Redisplay

Click the Redisplay button to update the window with any changes since you first opened it.

3.5.1.2 Contact Donation Inquiry
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Inquiry >> Contact >> Contact Donations

Inquiry >> Fundraising >> Contact Donations

Use the Contact Donation Inquiry window to view all the gifts from a contact. You can sort the information in
the scrolling window by clicking the column headings.

You can select different gift statuses that you want to view. For example, you can click History in the list of
statuses to view gifts that have been posted and fully paid. (To select more than one status to view, hold the
Ctrl key while clicking the options.) The statuses are:

Work: Gifts that have been entered but not posted.

Open: Pledges that have been posted but not fully paid.

History: Gifts that have been posted and fully paid.

Voided: Gift that have been voided.

Processed: Voided gifts that have been posted to Microsoft Dynamics GP.

You can also view gifts for a specific time period by selecting the beginning and end of the range of dates.

The bottom of the window shows a summary of the gifts being displayed.

Contact Donation Inquiry: Fields

Contact Number

Enter or select the contact whose donations you want to display.

Name

Displays the name of the selected contact.

Status and Type

Indicates the contact's status (Active or Inactive) and type (Individual or Organization). 

Gift Statuses

Select the status of the gifts you want displayed. By default all statuses are displayed when you open the
window. Click the status you want to view. To select more than one, hold down the Ctrl button while you click.

From - Until

Enter the beginning and end of a date range to limit the gifts displayed to a specific time period.

Donations Grid

This grid shows all the donations for the selected contact, statuses and time period. For each gift the following
columns are displayed. Note that donations that have been distributed over multiple Funds and /or Campaigns
will be processed as individual gifts for each fund/campaign combination.

Gift Date: Displays the date the gift was made.

Gift Type: Displays the type (Cash or Pledge) of the gift.

Status: Displays the status (Work, Open or History) of the gift.

Gift ID: Displays the unique ID assigned to the gift when it was entered. This ID will be repeated for
each fund/campaign combination.

Amount: Displays the amount of the gift. When a gift transaction has been distributed to multiple funds/
campaigns this is the amount of the contribution to the specific fund/campaign combination.

Amount Due: If the gift is a pledge, displays the unpaid amount of the pledge.

Receipt Number: Displays the number of the receipt that was printed for this gift.

Fund ID: Displays the fund the gift was assigned to.

Campaign ID: Displays the campaign the gift was associated with.

Batch Number: Displays the number of the batch the gift was entered or posted in.
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Earliest Gift

Displays the date of the earliest gift being displayed.

Latest Gift

Displays the date of the latest gift being displayed.

Smallest Gift

Displays the amount of the smallest of the gifts being displayed.

Largest Gift

Displays the amount of the largest of the gifts being displayed.

Total Gift Amount

Displays the sum of all the gift amount being displayed.

Total Amount Due

Displays the total amount due for all the pledges being displayed.

Number of Gifts

Displays the total number of gifts appearing in grid.

Average Gift

Displays the total gift amount divided by the number of gifts.

CT Contact Donation Inquiry: Buttons

OK Button

Click OK to save the current setting of the grid (column positions, sizes and sorting order) and close the
window.

Clear Button

Click Clear to clear the window and grid.

New Document

Click New Document to enter a new gift or a new payment. You must first select a contact to be able to enter
a new gift, and you must select an open pledge (that is, a pledge that has been posted but not fully paid) in
the grid to enter a new payment.

Go To Button

Click the Go To Button button to open a new window to see the details of the selected gift or the payments
already made against the selected pledge.

Redisplay Button

Click Redisplay to refresh the window with updated information, using the same selected contact and gift
restrictions.
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3.5.1.3 Contact Payments Inquiry

Inquiry >> Contact >> Contact Payments

Use the Contact Payments Inquiry window to view all the payments from a contact. You can sort the
information in the scrolling window by clicking the column headings.

You can select different payment statuses that you want to view. For example, you can click History in the list
of statuses to view payments that have been posted. (To select more than one status to view, hold the Ctrl
key while clicking the options.) The statuses are:

Work: Payments that have been entered but not posted.

History: Payments that have been posted.

Voided: Payments that have been voided in FundVision.

Processed: Payments that have been voided in FundVision and posted to Microsoft Dynamics GP.

You can view payments for a specific time period by selecting the beginning and end of the range of dates.
And you can view installment payments for a single specific gift by selecting the gift ID.

Contact Payments Inquiry: Fields

Amount

This column displays the amount of the individual payments in the scrolling window.

Contact Number

Enter or select the number of the contact whose payment information you want to view. When you select a
contact, additional information about that contact appears, including the contact name, their status (Active or
Inactive), and the contact type (Individual or Organization).

Gift ID

This column displays the ID of the gift that each payment in the scrolling window is associated with.
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Fund ID

This column displays the ID of the fund that each payment in the scrolling window is associated with.

Campaign ID

This column displays the ID of the campaign that each payment in the scrolling window is associated with.

From

To view payments made in a specific date range, enter the beginning of the range here, and the end of the
range in the To field.

Gift Amount

If you selected a gift in the Single Gift ID field, this displays the amount of that gift.

Gift Date

If you selected a gift in the Single Gift ID field, this displays the date of that gift.

Name

Displays the name of the contact you selected.

Payment Date

This column displays the date of each payment in the scrolling window.

Payment ID

This column displays the ID of each payment in the scrolling window.

Status List

Select the status of the payments you want to view. (To select more than one status to view, hold the Ctrl key
while clicking the options.) The statuses are:

Work: Payments that have been entered but not posted.

History: Payments that have been posted.

Voided: Payments that have been voided in FundVision.

Processed: Payments that have been voiced in FundVision and posted to Microsoft Dynamics GP.

Status

This column displays the status of each payment in the scrolling window.

Single Gift ID

To view payments made for a single gift, enter or select the gift ID.

To

To view payments made in a specific date range, enter the end of the range here, and the beginning of the
range in the From field.

Contact Payments Inquiry: Buttons

Clear

Click the Clear button to clear the fields in the window. 

OK

Click the OK button to close the window.

Redisplay

Click the Redisplay button to update the window with any changes since you first opened it.
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3.5.1.4 Contact Soft Gifts

Inquiry >> Contact >> Contact Soft Gifts

Use the Contact Soft Gifts window to view all the soft gifts from a contact. You can sort the information in the
scrolling window by clicking the column headings.

You can select different gift statuses that you want to view. For example, you can click Open in the list of
statuses to view pledges that have been posted but not fully paid. (To select more than one status to view,
hold the Ctrl key while clicking the options.) The statuses are:

Work: Gifts that have been entered but not posted.

Open: Pledges that have been posted but not fully paid.

History: Gifts that have been posted and fully paid.

Voided: Payments that have been voided in FundVision.

Processed: Payments that have been voiced in FundVision and posted to Microsoft Dynamics GP.

You can view soft gifts for a specific time period by selecting the beginning and end of the range of dates. 

The bottom of the window shows a summary of the gifts being displayed.

Contact Soft Gifts: Fields

Amount

This column displays the amounts of the soft gifts in the scrolling window.

Batch Number

This column displays the batch IDs of the gift transactions in the scrolling window.

Contact Number

Enter or select the number of the contact whose soft gift information you want to view. When you select a
contact, additional information about that contact appears, including the contact name, their status (Active or
Inactive), and the contact type (Individual or Organization).
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Contact Name

This column displays the names of the contacts who made the gift that included the soft gifts in the scrolling
window.

Fees

This column displays the amounts of the fees charged for the soft gifts in the scrolling window.

From

To view soft gifts made in a specific date range, enter the beginning of the range here, and the end of the
range in the Until field.

Gift Date

This column displays the dates of each soft gift transaction.

Gift ID

This column displays the IDs of the gift transactions that included the soft gifts in the scrolling window.

Gift Type

This column displays the types of the gift transactions that included the soft gifts in the scrolling window.

Match

This column displays the amounts of matching payments for the soft giftsin the scrolling window.

Name

Displays the name of the contact you selected.

Net Gift

This column displays the net gift amounts of the soft gifts and matching payments.

Number of Gifts

Displays the total number of gift transactions displayed in the scrolling window.

Status

This column displays the statuses of the gift transactions in the scrolling window.

Status List

Select the status of the gifts you want to view. (To select more than one status to view, hold the Ctrl key while
clicking the options.) The statuses are:

Work: Gifts that have been entered but not posted.

Open: Pledges that have been posted but not fully paid.

History: Gifts that have been posted and fully paid.

Voided: Payments that have been voided in FundVision.

Processed: Payments that have been voiced in FundVision and posted to Microsoft Dynamics GP.

Total Fees

Displays the total of the Fees column.

Total Gift Amount

Displays the total of the Amount column.

Total Match

Displays the total of the Match column.

Total Net Gifts

Displays the total of the Net Gifts column.

Until
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To view gifts made in a specific date range, enter the end of the range here, and the beginning of the range in
the From field.

Contact Soft Gifts: Buttons

Clear

Click the Clear button to clear the fields in the window. 

OK

Click the OK button to close the window.

Redisplay

Click the Redisplay button to update the window with any changes since you first opened it.

3.5.1.5 Monthly Calendar

Inquiry >> Contact >> Activity Calendar 

Use Monthly Calendar to view the schedule of activities for a particular month. Each day shows the number of
activities to be performed during that day. An activity is counted for a specific day if it has not been completed
and if the start date is on or before the specific day and the end date is on or after that day. You can click on
any specific day to open the Activity Inquiry  window, which will display all of the activities for the selected
day.

200
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Monthly Calendar: Fields

Calendar days

Each day of the calendar displays the number of activities that have not been completed, the start date is on
or before that day, and the due date is on or after that day. Click on a specific day to open the Activity Inquiry
window, displaying all of the activities for that day.

Month

Select the month that you want to view activities for, or use the Left arrow button to view the previous month,
and Right arrow button to view the following month.

Year

Enter the year that you want to view activities for.

Monthly Calendar: Buttons

Left arrow button

Click the left arrow button to display the previous month.

OK

Click this button to close the window.

Right arrow button

Click the right arrow button to display the next month.
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3.5.2 Fundraising

3.5.2.1 Fund Inquiry

Inquiry >> Fundraising >> Fund

Use the Fund Inquiry window to see summarized information about a fund. This window displays the fund’s
goal, how much has been committed to the fund, and summary information about the gifts that have been
made to this fund.

This window uses a thermometer graphic to illustrate the percentage of the goal that has been committed.

Fund Inquiry: Fields

Average Gift

Displays the average amount of the gifts already committed to this fund.

Cash

Displays the total and the number of the cash gifts committed to this fund.

Consumable

Displays the total cash value and the number of the consumable in-kind gifts committed to this fund.

Description

Displays the description of the fund you selected.
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Difference

Displays the difference between the Goal and the Total Committed.

End Date

Displays the ending date for this fund.

First Gift

Displays the date, donor, and amount of the first gift committed to this fund.

Fund ID

Enter or select the ID of the fund you want to view summary information for.

Goal

Displays the amount of the goal for this fund.

Inventory

Displays the total and the number of the inventory in-kind gifts committed to this fund.

Largest Gift

Displays the date, donor, and amount of the largest single gift committed to this fund.

Last Gift

Displays the date, donor, and amount of the last gift committed to this fund.

Non-Inventory

Displays the total and the number of the non-inventory in-kind gifts committed to this fund.

Pledges

Displays the total and the number of the pledges committed to this fund.

Start Date

Displays the starting date for this fund.

Total Committed

Displays the total value of the gifts committed to this fund.

Fund Inquiry: Buttons

Detail

Click the Detail button to open the Fund Detail Inquiry window, which displays detailed information about the
gifts given to this fund.

OK

Click the OK button to close the window.
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3.5.2.2 Fund Detail Inquiry

Inquiry >> Fundraising >> Fund Details

Inquiry >> Fundraising >> Fund >> Select a fund and click Detail

Use the Fund Detail Inquiry window to view detailed information about the gifts given to a fund. The top part
of the window displays basic information about the fund, including: the fund goal, the amount committed to
the fund, and the amount remaining; the start and end dates for the fund; and the average gift amount.

The gifts list displays detailed information about the gifts already committed to the fund, including the contact
who gave the gift, the type of gift, and the ID, date, and amount of the gift transaction. You can select any gift
transaction in the list and click the Zoom button to view the gift transaction in the Gift Inquiry window.

Fund Detail Inquiry: Fields

Average Gift

Displays the average amount of the gifts already committed to this fund.

Contact ID

This column displays the contact numbers of the contacts who have committed gifts to this fund.

Difference

Displays the difference between the Goal and the Total Committed.
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End Date

Displays the ending date for this fund.

Fund

Displays the name of the fund you selected.

Fund ID

Enter or select the ID of the fund you want to view detail information for.

Gift

This column displays the amounts of the gifts committed to this fund.

Gift Date

This column displays the dates of the gift transactions committed to this fund.

Gift ID

This column displays the IDs of the gift transactions committed to this fund.

Gift Type

This column displays the types of the gifts committed to this fund.

Goal

Displays the goal of the fund.

Name

This column displays the names of the contacts who have given to this fund.

Start Date

Displays the starting date for this fund.

Total Committed

Displays the total value of the gifts committed to this fund.

Fund Detail Inquiry: Buttons

OK

Click the OK button to close the window.

Zoom

To view the details of a gift transaction in the list, click it to select it, then click the Zoom button to open the
Gift Inquiry window.
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3.5.2.3 Campaign Inquiry

Inquiry >> Fundraising >> Campaign

Use the Campaign Inquiry window to see summarized information about a campaign. This window displays the
campaign’s goal, how much has been committed to the campaign, and summary information about the gifts
that have been made to this fund.

This window uses a thermometer graphic to illustrate the percentage of the goal that has been committed.

You can click the Detail button to view detailed information about the gifts committed to this campaign in the
Campaign Detail Inquiry window.

Campaign Inquiry: Fields

Average Gift

Displays the average amount of the gifts already committed to this campaign.

Campaign ID

Enter or select the ID of the campaign you want to view summary information for.

Cash

Displays the total and the number of the cash gifts committed to this campaign.

Consumable

Displays the total cash value and the number of the consumable in-kind gifts committed to this campaign.
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Description

Displays the description of the campaign you selected.

Difference

Displays the difference between the Goal and the Total Committed.

End Date

Displays the ending date for this campaign.

First Gift

Displays the date, donor, and amount of the first gift committed to this campaign.

Goal

Displays the amount of the goal for this campaign.

Inventory

Displays the total and the number of the inventory in-kind gifts committed to this campaign.

Largest Gift

Displays the date, donor, and amount of the largest single gift committed to this campaign.

Latest Gift

Displays the date, donor, and amount of the most recent gift committed to this campaign.

Non-Inventory

Displays the total and the number of the non-inventory in-kind gifts committed to this campaign.

Pledges

Displays the total and the number of the pledges committed to this campaign.

Start Date

Displays the starting date for this campaign.

Total Committed

Displays the total value of the gifts committed to this campaign.

Campaign Inquiry: Buttons

Detail

Click the Detail button to open the Campaign Detail Inquiry window, which displays detailed information about
the gifts given to this campaign.

OK

Click the OK button to close the window.
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3.5.2.4 Campaign Detail Inquiry

Inquiry >> Fundraising >> Campaign Details

Inquiry >> Fundraising >> Campaign >> Select a campaign and click Detail

Use the Campaign Detail Inquiry window to view detailed information about the gifts given to a campaign. The
top part of the window displays basic information about the campaign, including: the campaign goal, the
amount committed to the campaign, and the amount remaining; the start and end dates for the campaign;
and the average gift amount.

The gifts list displays detailed information about the gifts already committed to the campaign, including the
contact who gave the gift, the type of gift, and the ID, date, and amount of the gift transaction. You can select
any gift transaction in the list and click the Zoom button to view the gift transaction in the Gift Inquiry window.

Campaign Detail Inquiry: Fields

Average Gift

Displays the average amount of the gifts already committed to this campaign.

Campaign ID

Enter or select the ID of the campaign you want to view detail information for.

Contact ID

This column displays the contact numbers of the contacts who have committed gifts to this campaign.
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Description

Displays the name of the campaign you selected.

Difference

Displays the difference between the Goal and the Total Committed.

End Date

Displays the ending date for this campaign.

Gift

This column displays the amounts of the gifts committed to this campaign.

Gift Date

This column displays the dates of the gift transactions committed to this campaign.

Gift ID

This column displays the IDs of the gift transactions committed to this campaign.

Goal

Displays the goal of the campaign.

Name

This column displays the names of the contacts who have given to this campaign.

Start Date

Displays the starting date for this campaign.

Total Committed

Displays the total value of the gifts committed to this campaign.

Type

This column displays the types of the gifts committed to this campaign.

Campaign Detail Inquiry: Buttons

OK

Click the OK button to close the window.

Zoom

To view the details of a gift transaction in the list, click it to select it, then click the Zoom button to open the
Gift Inquiry window.
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3.5.2.5 Tribute Fund Gifts

Inquiry >> Fundraising >> Tribute Fund Gifts Inquiry

Use the Tribute Fund Gifts window to view the gifts that have been given to a selected tribute fund. You can
see when each gift was given, the contact who gave it, the type of gift, and the gift amount.

Tribute Fund Gifts: Fields

Amount

This column displays the amounts of each gift given for the selected tribute fund.

Contact Numer

This column displays the numbers of the contacts who gave to the selected tribute fund.

Date

This column displays the dates of each gift given for the selected tribute fund.

Description

Displays the description of the tribute fund you selected.

Name

This column displays the names of the contacts who gave to the selected tribute fund.



FundVision 6.0186

© 2009 BGE, Inc.

Tribute Fund ID

Enter or select the ID of the tribute fund you want to view.

Type

This column displays the type of each gift given for the selected tribute fund.

Tribute Fund Gifts: Buttons

Clear

Click the Clear button to clear the fields in the window. 

OK

Click the OK button to close the window.

Redisplay

Click the Redisplay button to update the window with any changes since you first opened it.

Print

Click the Print button, or press Ctrl+P to print the Tribute Fund Gift List for the tribute fund currently
displayed.
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3.5.2.6 Gift Inquiry

Inquiry >> Fundraising >> Gift Inquiry

Inquiry >> Fundraising >> Fund Details >> Select a gift and click the Zoom button

Inquiry >> Fundraising >> Campaign Details >> Select a gift and click the Zoom button

Use the Gift Inquiry window to view the details of a gift transaction. This window displays the same
information that was entered on the Gift Entry window. 

You can also view information about any associated pledge installments or soft gift information. Click the
Installments button to open the Pledge Installments Inquiry window. Click the Soft Gifts button to open the
Soft Gift Distribution Inquiry window.

Gift Inquiry: Fields

Account Number
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If you are viewing a check transaction, displays the checking account number. If you are viewing an EFT
transaction, displays the bank account number.

Account Type

Dispalys the type of account this EFT transaction was taken from: checking or savings.

Amount (scrolling window)

Displays the amount of this portion of the gift.

Bank Name

Displays the name of the bank for this check.

Batch Number

Displays the batch that this gift transaction was saved in. 

Campaign ID

Displays the ID of the campaign that this portion of the gift was be applied to.

Card Holder Name

Displays the card holder's name as displayed on the front of the credit card.

Check Date

Displays the date on the check.

Check Number

Displays the number of the check.

Contact ID

Displays the ID of the contact who gave this gift.

Credit Card No

Displays the credit card number.

Description (Batch Number)

Displays the description of the batch this gift transaction is assigned to.

Description (In Kind Item Number)

Displays the description of the in-kind gift item.

Description (Letter ID)

Displays the description of the acknowledgement letter that was sent to the contact.

Description (Solicitation ID)

Displays the description of the solicitation used to request this gift.

Description (Tribute Fund)

Displays the description of the tribute fund this gift was applied to.

Effective Date

Displays the date this EFT transaction was taken from the account.

Expiration Date

Displays the credit card’s expiration date.

Fund

Displays the ID of the fund this portion of the gift was applied to.

Gift Amount

Displays the total amount of the gift.
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Gift Date

Displays the date of this gift transaction.

Gift ID

Displays the ID of this gift transaction.

Gift Type

Displays the type of this gift transaction. The following types are possible: 

· Cash for gifts given with cash, checks, credit card, or EFT

· Pledge for a gift pledge

· Inventory for an in-kind donation that is an inventory item

· Non-Inventory for an in-kind donation that is a non-inventory item

· Consumable for [what]

In Kind Item Number

If you are viewing an Inventory, Non-Inventory, or Consumable gift, displays the item number.

Letter ID

Displays the ID of the acknowledgement letter that was sent for this gift.

Name (Contact ID)

Displays the name of the contact giving this gift.

Name (Solicitor)

Displays the name of the contact who made the solicitation.

Payment Type

If you are viewing a Cash gift, displays the type of cash gift: Cash, Check, Credit Card, or EFT.

Payment Type ID

Displays the ID of the payment type record used for this gift transaction.

Purpose

Displays the the ID of the purpose for this gift.

Quantity

If this is an in-kind gift (Gift Type of Inventory, Non-Inventory, or Consumable), displays the quantity of the
item.

Receipt Amount

Displays the amount that was printed on the receipt.

Receipt Number

Displays the number that was printed on the receipt.

Receipt

Displays the type of receipt used for this gift.

Solicitation ID

Displays the ID of the solicitation that this gift is associated with.

Solicitor

Displays the ID of the contact who made the solicitation for this gift.

Status

Displays the status of this transaction. The following statuses are possible:
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Work: Gifts that have been entered but not posted.

Open: Pledges that have been posted but not fully paid.

History: Gifts that have been posted and fully paid.

Tax Deductible

Indicates whether this gift was tax deductible.

Transit/Routing No

Displays the transit or routing number for this check or EFT transaction.

Tribute Fund

If this gift was intended for a tribute, displays the tribute fund.

Unallocated

Displays the amount of this gift that hasn’t been allocated.

Unit Value

If this was an in-kind gift (Gift Type of Inventory, Non-Inventory, or Consumable), displays the value of a
single unit of the item.

Verification Code

Displays the verification code that was returned when you processed the credit card transaction.

Gift Inquiry: Buttons

Clear

Click the Clear button to clear the fields in the window. 

Installments

Click the Installments button to open the Pledge Installments Inquiry window, where you can view information
about the pledge payment installment schedule associated with this gift transaction.

OK

Click the OK button to close the window.

Print

Click the Print button, or press Ctrl+P to print the current transaction.

Save

Click this button to save the changes you've made to the current record.

Soft Gifts

Click the Soft Gifts button to open the Soft Gift Distribution Inquiry window, where you can view information
about any soft gifts associated with this gift transaction.
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3.5.2.6.1  Soft Gift Distribution Inquiry

Inquiry >> Fundraising >> Gift Inquiry >> Select a gift and click Soft Gifts

Use the Soft Gift Distribution Inquiry window to view information about any soft gifts associated with a gift
transaction. The soft gift list will display all soft gifts associated with a gift transaction, the contact who gave
the gift, the gift amount, and any fees and matching amounts.

Soft Gift Distribution Inquiry: Fields

Contact Number

This column displays the numbers of the contacts who gave a soft gift.

Fees

This column displays the fees associated with the soft gifts displayed in the list.

Gift Amount

This column displays the amounts of the soft gifts.

Matching Gift

This column displays the matching amounts associated with the soft gifts.

Name

Displays the names of the contacts who gave soft gifts.
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Total Soft Gifts

Displays the total amount of the soft gifts plus the matching gifts, less any fees.

Soft Gift Distribution Inquiry: Buttons

OK

Click the OK button to close the window.



Reference 193

© 2009 BGE, Inc.

3.5.2.6.2  Pledge Installments Inquiry

Inquiry >> Fundraising >> Gift Inquiry >> Select a gift and click Installments

Use the Pledge Installments Inquiry window to view information about the pledge payment installment
schedule associated with a gift transaction. This window displays basic information about the pledge, such as
the total pledge amount, the balance due, the next payment date, the total number of installments, and the



FundVision 6.0194

© 2009 BGE, Inc.

payment frequency. 

In addition, it shows a list of all the installments, paid and unpaid, with the due date and the amount due. If
installment payments have been made, the date they were paid, the amount paid, and the payment number
are displayed.

Pledge Installments Inquiry: Fields

Amount

This column displays the amount of each installment payment. 

Amount Paid

This column displays the amount of any installment payments that have been paid for this pledge.

Balance

Displays the amount remaining to be paid for this pledge.

Due Date

This column displays the due date of each installment. 

Next Payment Due Date

Displays the date that the next installment is due.

Payment Frequency

Displays the payment frequency: Monthly, Bimonthly, Quarterly, Semi-Annually, or Annually.

Payment Date

This column displays the actual date of any installment payments that have already been made for this pledge.

Payment Number

This column displays the payment number of any installment payments that have already been made for this
pledge.

Total Amount Pledged

Displays the total amount of the pledge.

Total Installments

Displays the total of all installment payments.

Total Number of Installments

Displays the number of installment payments the pledge amount was divided into.

Total Paid

Displays the total of any payments that have actually been made for this pledge.

Pledge Installments Inquiry: Buttons

OK

Click the OK button to close the window.
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3.5.2.6.3  Print Gift Inquiry

Inquiry >> Fundraising >> Gift Inquiry >> Click the Print button or press Ctrl+P

Use the Print Gift Inquiry window to print a copy of a gift transaction, or to print copies of a range of gift
transactions. If you select a gift transaction in the Gift Inquiry window before clicking the Print button, the
selected transaction’s ID will appear in the From ID and To ID fields.

Print Gift: Fields

From ID

Enter the first gift ID in the series that you want to print.

To ID

Enter the last gift ID in the series that you want to print.

Print Gift Inquiry: Buttons

Cancel

Click the Cancel button to close the window without printing.

Print

Click the Print button to print copies of the gift transactions for the range of gift IDs that you entered.
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3.5.2.7 Payment Inquiry

Inquiry >> Fundraising >> Pledge Payment

Use the Pledge Payment Inquiry window to view information about pledge payment transactions. This window
displays the same information that was entered on the Pledge Payment Entry window.

Pledge Payment Inquiry: Fields

Account Holder

Displays the name of the account holder for the account the EFT transaction was taken from.

Account Number

If you are viewing a check payment, displays the checking account number. If you are viewing an EFT
payment, displays the account number the transaction was taken from.

Account Type

Displays the type of account the EFT transaction wass taken from: checking or savings.

Amount

Displays the amount of the pledge payment.

Bank Name

Displays the name of the bank the checking account is held at.

Batch ID
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Displays the ID of the batch this transaction was saved in.

Campaign ID

Displays the ID of the campaign this pledge was given for.l

Check Date

Displays the date of the check.

Check Number

Displays the check number.

Credit Card Number

Displays the credit card number.

Contact Number

Displays the number of the contact who made this pledge payment.

Card Holder Name

Displays the card holder's name as displayed on the front of the credit card.

Description (Batch Number)

Displays the description of the batch this pledge payment transaction was assigned to.

Description (Campaign ID)

Displays the description of the campaign this pledge payment was applied to.

Description (Fund ID)

Displays the description of the fund this pledge payment was applied to.

Description (Letter ID)

Displays the description of the acknowledgement letter that was sent to the contact.

Description (Solicitation ID)

Displays the description of the solicitation used to request this gift.

Effective Date

Displays the date this EFT transaction was taken from the account.

Expiration Date

Displays the credit card’s expiration date.

Fund ID

Displays the ID of the fund this pledge payment was applied to.

Gift ID

Displays the ID of the gift this pledge payment was applied to.

Letter ID

Displays the ID of the acknowledgement letter that was sent for this pledge payment.

Name

Displays the name of the contact who made this pledge payment.

Payment Date

Displays the date for this pledge payment transaction.

Payment ID

Enter or select the ID of the pledge payment transaction you want to view.
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Payment Type

Displays the type of payment: Cash, Check, Credit Card, or EFT.

Payment Type ID

Displays the ID of the payment type record used for this gift transaction.

Receipt Amount

Displays the amount that was printed on the receipt.

Receipt Number

Displays the number that was printed on the receipt.

Receipt

Select the type of receipt used for this pledge payment.

Solicitation ID

Displays the ID of the solicitation that this pledge payment is associated with.

Status

Displays the status of this transaction. The following statuses are possible:

Work: Gifts that have been entered but not posted.

Open: Pledges that have been posted but not fully paid.

History: Gifts that have been posted and fully paid.

Tax Deductible

Indicates whether this pledge payment was tax deductible.

Transit/Routing No

Displays the transit or routing number for this check or EFT transaction.

Verification Code

Displays the verification code that was returned when you processed the credit card transaction.

Pledge Payment Inquiry: Buttons

Clear

Click the Clear button to clear the fields in the window. 

OK

Click the OK button to close the window.

3.5.2.7.1  Print Payment Inquiry
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Inquiry >> Fundraising >> Pledge Payment >> Press Ctrl+P, or click File >> Print

Use the Print Payment Inquiry window to print copies of pledge payment transactions. If you select a payment
transaction in the Payment Inquiry window before clicking the Print button, the selected transaction’s ID will
appear in the From ID and To ID fields.

Print Payment Inquiry: Fields

From ID

Enter the first payment ID in the series that you want to print.

To ID

Enter the last payment ID in the series that you want to print.

Print Payment Inquiry: Buttons

Cancel

Click the Cancel button to close the window without printing.

Print

Click the Print button to print copies of the payment transactions for the range of payment IDs that you
entered.
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3.5.3 Activity Inquiry

Inquiry >> User Activities 

Inquiry >> Activity Calendar >> Any Day 

Cards >> Contact >> Activity Inquiry

Use the Activity Inquiry window to view a restricted set of activities. Depending on how you open the window
it automatically configures itself to show only relevant activities. When you open it from the Inquiry >> User
Activities the window automatically show the activities that are active (past the start date but not yet
completed) for the current day. When you open it from the Activity Calendar it show all the activities that are
active for the selected day, any user. When you open it from the Contact Maintenance window it shows all the
activities for the selected contact.

You can use the fields at the top of the window to change the list of activities displayed. 

Activity Inquiry: Fields

Additional Sort

Select an option from this field, at the bottom of the window, to sort the records by different criteria.

Assigned To

To view activity records assigned to a specific user, enter or select that user, then click the Redisplay button.
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To view activity records for all users, clear this field, then click the Redisplay button.

Name

Displays the name of the selected user.

Contact

To view the activity records for a specific contact, enter or select that contact, then click the Redisplay button.
To view activity records for all contacts, clear this field,  then click the Redisplay button.

Name 

Displays the name of the selected contact.

Status

To view activity records with a specific status, select the status, then click the Redisplay button. To view
activity records with any status, select All, then click the Redisplay button. 

as of

To view activity records with a specific status as of a given date, select the status, enter or select the
date, then click the Redisplay button.

Scrolling Window:

Activity Date

This column displays the date that each activity record in the scrolling window was created.

Activity No.

This column displays the activity number of each record in the scrolling window.

Assigned To 

This column displays the ID of the user assigned to each activity in the scrolling window.

Name 

This column displays the name of the user assigned to each activity in the scrolling window.

Completed by

This column displays the ID of the user who completed each activity in the scrolling window.

Name 

This column displays the name of the user who completed each activity in the scrolling
window.

Contact Number

This column displays the contact number associated with each activity in the scrolling window.

Name 

This column displays the name of the contact associated with each activity in the scrolling
window.

Created User

This column displays the ID of the user who created each record in the scrolling window.

Description

This column displays the description of each activity in the scrolling window.

Date Compl.

This column displays the date that each activity in the scrolling window was completed.

Due Date

This column displays the due date of each activity in the scrolling window.
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Start Date

This column displays the start date of each activity in the scrolling window.

Status

This column displays the status of each activity in the scrolling window.

Type

This column displays the type of each activity in the scrolling window.

Activity Inquiry: Buttons

New

Click this button to open the Activity Entry window, where you can create a new activity record.

OK

Click this button to close the window.

Open

Select an activity record in the scrolling window and click this button to display the record in the Activity Entry
window.

Redisplay

Click this button to update the list of records appearing in the window.

3.6 Reports

3.6.1 Contact

3.6.1.1 Print Batch Letters

Reports >> Contact >> Print Batch Letter

Use the Print Batch Letters window to print acknowledgement letters for the transactions in a batch. You can
also print mailing labels for the transactions in the batch. 
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Print Batch Letters: Fields

Batch Comment

Displays the comment of the batch you select.

Batch ID

Enter or select the ID of the batch that contains the transactions you want to print acknowledgement letters
and labels for.

Batch Source

Displays the type of transactions entered in the batch you select.

Labels

Mark this option if you want to print mailing labels for the transactions in the selected batch.

Label Size

Select the size of labels you want to print:

Avery 5160 (2 5/8” x 1”)

Avery 5161 (4” x 1”)

Avery 5159 (4” x 1 1/2”)

Avery 5163 (4” x 2”)

Letters

Mark this option if you want to print acknowledgement letters for the transactions in the selected batch.

Sort By

Select the sorting option you want to use for mailing labels: by Name or by ZIP code.

Print Batch Letters: Buttons

Cancel

Click the Cancel button to close the window without printing any letters or labels.

Print

Click the Print button, or press Ctrl+P to print the letters and labels for the batch using your settings.
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3.6.1.2 Donor Recognition Reports

Reports >> Contact >> Recognition 

Use the Donor Recognition Reports window to print reports showing the total donations of contacts. Only
posted gifts (cash or in-kind) and pledge payments that meet the selected criteria are taken into account. 

You can select the type of report to be printed and restrict the contacts included as well as the donations that
will be considered. 

You can give specific report configurations—consisting of a report type, selection criteria and comments—a
name and description for later reuse. Any report configurations that you create are global and can be accessed
by any user who has permission to print the selected report.

You can print three types of reports from this window:

· Donor Recognition by Level groups the donors by the levels of donation as defined in the
Recognition Maintenance window. Donors are sorted in alphabetic order within each level. This reports
requires a Recognition ID to be selected.

· Donor Recognition by Amount sorts the donors in decreasing order of the total amount of their
selected donations. You can limit this type of reports to a specified number of donors or to a certain
percentage of the donors.

· Donor Recognition by Name sorts the donors by name.

Donor Recognition Reports: Fields
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Campaigns

Select whether you want all campaigns or a subset of the campaigns to be included on the report.

All: Gifts for all campaign are included in the report.

Selected: Only the campaigns selected in the Campaign Selector window will be included in the
report. (The Campaign Selector window opens automatically when you click this option; you can open
it again later by clicking the Selector button next to the field.)

Excluding: All campaigns selected in the Campaign Selector window will be excluded from the report.

If you mark Selected or Excluding, the total number of campaigns selected is indicated.

Comment Line 1, 2, 3

Enter up to 3 lines of comments that will be printed in the report header. For example, you can enter
information about the intent of the report and the selection criteria.

Configuration

If you want to use an existing donor recognition report configuration, enter or select the configuration name. 

If you want to create a new donor recognition report configuration, enter a new configuration name.

Contacts

Select which contacts will be included in the report.

All: All contacts with qualified donations will be included in the report.

Selected: Only the contacts selected in the Contact Selector window will be included in the report, as
long as they have qualified donations. (The Contact Selector window opens automatically when you
click this option; you can open it again later by clicking the Selector button next to the field.)

Excluding: All contacts selected in the Contact Selector window will be excluded from the report.

If you mark Selected or Excluding, the total number of contacts selected is indicated.

Description

Enter a description for the saved configuration. 

Donation Amount from ... to ...

If you want the report to include only those contacts that have a total donations amount falling within a certain
range, enter the minimum and maximum amounts.

Funds

All: Gifts for any fund will be included in the report.

Selected: Only the funds selected in the Fund Selector window will be included in the report. (The
Fund Selector window opens automatically when you click this option; you can open it again later by
clicking the Selector button next to the field.)

Excluding: All funds selected in the Fund Selector window will be excluded from the report.

If you mark Selected or Excluding, the total number of funds selected is indicated.

Posting Date from ... to ...

If you want the report to include only those donations posted during a specific time period, enter the beginning
and ending date.

Print Limit

This group of two drop lists and a field allows to limit the number of records printed to the top n donors or the
top n percent donors.

Recognition ID

This field can only be entered, and is then required, when printing by Level. It indicates the Recognition
Schedule ID to be used when grouping donors. The Recognition ID must have been previously defined in the
Recognition Maintenance window.

Transaction Date from ... to ...

If you would like to print the report only for donations made during a specific time period, enter the earliest
and latest date. 



FundVision 6.0206

© 2009 BGE, Inc.

Report

Select the name of the report to be printed. 

Donor Recognition by Level: If you select this report, you must select the recognition hierarchy to
use in the Recognition ID field.

Donor Recognition by Amount: If you select this report, you can choose whether you want to print
all records, or only the top number or percentage of records. For example, you could choose to print
only the top 10% of donors, or the top 100 donors.

Donor Recognition by Name: If you select this report, all donors will be included in the report,
sorted by name.

Donor Recognition Reports: Buttons

Campaigns Selector 

Click the Selector button on the Campaigns field to select the campaigns to include in or exclude from the
report.

Clear

Click the Clear button to clear the fields in the window. 

Close

Click the Close button to save the current donor recognition report configuration and close the window.

Contacts Selector 

Click the Selector button on the Contacts field to select the contacts to include in or exclude from the report.

Delete 

Click the Delete button to delete the current donor recognition report configuration.

Funds Selector 

Click the Selector button on the Funds field to select the funds to include in or exclude from the report.

Print

Click the Print button to print the donor recognition report using the current configuration.

Save  

Click the Save button to save the current donor recognition report configuration under the selected name.
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3.6.1.3 Donor Contribution Reports

Reports >> Contact >> Contribution 

Use the Donor Contribution Reports window to print reports that show the contributions of contacts.
Contributions include outright gifts and pledge payments. Depending on your selection you may include gifts
in-kind or pledges without payments.

Only posted, gifts (cash or in-kind) and pledge payments that meet the selected criteria are printed. The
window allows you to select the type of report to be printed and to restrict the contacts included as well as the
contributions that will be included. Specific configurations, consisting of a report type, selection criteria and
comments can be given a name and description for later reuse. All configurations are global and can be
accessed by any user who has permission to print the selected report.

There are three types of reports that can be printed:

· Donor Contribution Summary prints one line per contact with the number of gifts, total gift amount,
number of pledge payments, total amount of pledge payments and total contribution.

· Donor Contribution Detailed prints more details including all the individual gifts and pledges and pledge
payments.

· Donor Contribution with Soft Credits prints all the individual contributions, including gifts, pledge
payments and soft gifts. Soft gifts show the fee and matching gift that are applied if any. Note that if
both the donor and soft donor are included in the report the corresponding amounts will be counted
twice. 
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Donor Contribution Reports: Fields

Campaigns

Select if a subset of the campaigns must be taken into account in the report.

All: Gifts for any campaign are taken into account.

Selected: Only the gifts for the campaigns selected in the Campaign Selector window are taken into
account.

Excluding: All but the gifts for the campaigns selected in the Campaign Selector window are taken into
account.

When Selected or Excluding is marked, the total number of campaigns selected is indicated.

Contacts

Select which contacts will be included in the report.

All: All contacts with qualified donations will be included in the report.

Selected: Only the contacts selected in the Contact Selector window will be included in the report, as long
as they have qualified donations.

Excluding: All the contacts selected in the Selector window will be excluded in the report.

When Selected or Excluding is marked, the total number of contacts selected is indicated.

Transaction Date from ... to ...

If you would like to print the report only for donations made during a specific time period, enter the earliest
and latest date.  

Posting Date from ... to ...

If you would like to print the report only for donations posted during a specific time period, enter the earliest
and latest date.

Funds

All: Gifts for any fund are taken into account.

Selected: Only the gifts for the funds selected in the Fund Selector window are taken into account.

Excluding: All but the gifts for the funds selected in the Fund Selector window are taken into account.

When Selected or Excluding is marked, the total number of funds selected is indicated.

Configuration

Enter a configuration name if you would like to save the configuration for later reuse. Configurations are global
and can be used by any user who has been granted security access to the underlaying report.

Description

Enter a description for the saved configuration. 

Comment Line 1, 2, 3

You can enter 3 lines of comments that will be printed in the report header. This will serve as a documentation
of the intent of the report and the selection criteria.

Report

Select the name of the report to be printed.

Donation Amount from ... to ...

If you would like to restrict the report to a range of donation amounts enter the minimum and maximum
amounts.

Gift Types

Select the type of gifts you want to include in the report. By default all gift types are included, you can exclude
specific types (e.g. In-Kind gifts) by de-selecting them.

Include Unpaid Pledges

You can include pledges entered during the selected period that have had no payment during the period by
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marking this checkbox. 

Donor Contribution Reports: Buttons

Save 

Save the current configuration under the selected name.

Delete 

Deletes the configuration with the selected name.

Campaigns Selector 

Select the campaigns to include in or exclude from the report.

Contacts Selector 

Select the contacts to include in or exclude from the report

Funds Selector 

Select the funds to include in or exclude from the report

Print

Print the selected report

Clear

Clears the window without saving any change. The window remains opened and you can keep working in the
window.

Close

Save the current settings and close the window.

3.6.2 Fundraising

3.6.2.1 Batch Reconciliation

Reports >> Fundraising >> Batch Reconciliation

Use the Batch Reconciliation window to print the Batch Reconciliation Report for a selected batch. This report
shows each transaction in a batch, with the contact number and name, transaction date, gift ID, and amount
for each transaction, along with the total number of transactions, and the total amount.
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Batch Reconciliation: Fields

Batch ID

Enter or select the ID of the batch you want to print the report for.

Batch Comment

Displays the comment of the selected batch.

Batch Source

Displays the type of transactions in the selected batch.

Print By

Select how you want the transactions in the report sorted: by transaction ID, by payment type, by fund, or by
campaign ID.

Batch Reconciliation: Buttons

Cancel

Click the Cancel button to close the window without printing the batch reconciliation report.

Print

Click the Print button to print the batch reconciliation report using the current settings.

3.6.2.2 Reprint Posting Journal

Reports >> Fundraising >> Batch Reprint

Use the Reprint Posting Journal window to reprint the posting journal for a posted batch. This report shows
each transaction in a batch, with the contact number and name, transaction date, gift ID, and amount for each
transaction, along with the total number of transactions, and the total amount.

Reprint Posting Journal: Fields

Batch ID

Enter or select the ID of the batch you want to print the report for.

Batch Comment

Displays the comment of the selected batch.
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Batch Source

Displays the type of transactions in the selected batch.

Print By

Select how you want the transactions in the report sorted: by transaction ID, by payment type, by fund, or by
campaign ID.

Reprint Posting Journal: Buttons

Cancel

Click the Cancel button to close the window without printing the batch reconciliation report.

Print

Click the Print button to print the batch reconciliation report using the current settings.

3.6.2.3 Donor Activity Comparison Report
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Reports >> Fundraising >> Donor Attrition/Retention Report

Use the Donor Activity Comparison Report window to print a report showing either donors lost, or donors
retained, comparing one time period to another. When you set up a report, you’ll set up selection criteria—a
date range, and if needed, the funds and campaigns to include—for both a reference group and a comparison
group. For example, you could set up the previous year’s gifts for a specific campaign as the reference group,
and the current year’s gifts for a similar campaign as the comparison group.

You can select the type of report to be printed (attrition or retention) and restrict the contacts included as well
as the funds and campaigns that will be considered. 

You can give specific report configurations—consisting of a report type, selection criteria and comments—a
name and description for later reuse. Any report configurations that you create are global and can be accessed
by any user who has permission to print the selected report.

Donor Activity Comparison Report: Fields

Campaigns

Indicate whether you want the comparison or reference group to include all campaigns, or a selected group of
campaigns. If you mark the Selected option, the Campaign Selector window will appear, and you can select
the campaigns. (You can open it again later by clicking the Selector button next to the field.)

Comment Line 1, 2, 3

Enter up to 3 lines of comments that will be printed in the report header. For example, you can enter
information about the intent of the report and the selection criteria.

Configuration

If you want to use an existing donor activity comparison report configuration, enter or select the configuration
name. 

If you want to create a new donor activity comparison report configuration, enter a new configuration name.

Contacts

Indicate whether you want the report to include all contacts, or a selected group of contacts. If you mark the
Selected option, the Contact Selector window will appear, and you can select the contacts. (You can open it
again later by clicking the Selector button next to the field.)

Description

Enter a description for the saved configuration. 

Funds

Indicate whether you want the comparison or reference group to include all funds, or a selected group of
funds. If you mark the Selected option, the Fund Selector window will appear, and you can select the funds.
(You can open it again later by clicking the Selector button next to the field.)

Gift Date 

from

Enter the beginning date of the range for the comparison or reference group.

to

Enter the ending date of the range for the comparison or reference group.

Number of Campaigns

If you chose to limit the comparison or reference group to selected campaigns, displays the number of
campaigns you selected.

Number of Contacts:

If you chose to limit the report to a selected group of contacts, displays the number of contacts you selected.

Number of Funds
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If you chose to limit the comparison or reference group to selected funds, displays the number of funds you
selected.

Report

Select the type of the report to be printed: Attrition, or Retention.

Donor Activity Comparison Report: Buttons

Campaigns Selector (Comparison Group)

Click the Selector button on the Campaigns field to select the campaigns to include in the comparison group.

Campaigns Selector (Reference Group)

Click the Selector button on the Campaigns field to select the campaigns to include in the reference group.

Close

Click the Close button to close the window without printing the report.

Contacts Selector

Click the Selector button on the Contacts field to select the contacts to include in the report.

Delete

Click the Delete button to delete the current donor activity comparison report configuration.

Funds Selector (Comparison Group)

Click the Selector button on the Funds field to select the funds to include in the comparison group.

Funds Selector (Reference Group)

Click the Selector button on the Funds field to select the funds to include in the reference group.

Print

Click the Print button to print the donor activity comparison report using the current configuration.

Save

Click the Save button to save the current donor activity comparison report configuration under the selected
name.
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3.6.2.4 Donor Soft Gifts Report

Reports >> Fundraising >> Soft Credit Report

Use the Donor Soft Gifts Report window to print the Soft Credit Report, which shows the soft gifts associated
with gift you have received. When you set up a report, you’ll set up selection criteria—a date range, and if
needed, the contacts, funds, and campaigns to include.

You can give specific report configurations—consisting of a report type, selection criteria and comments—a
name and description for later reuse. Any report configurations that you create are global and can be accessed
by any user who has permission to print the selected report.

Donor Soft Gifts Report: Fields

Campaigns

Indicate whether you want the report to include all campaigns, or a selected group of campaigns. If you mark
the Selected option, the Campaign Selector window will appear, and you can select the campaigns. (You can
open it again later by clicking the Selector button next to the field.)

Comment Line 1, 2, 3

Enter up to 3 lines of comments that will be printed in the report header. For example, you can enter
information about the intent of the report and the selection criteria.

Configuration

If you want to use an existing donor soft gift report configuration, enter or select the configuration name. 

If you want to create a new donor soft gift report configuration, enter a new configuration name.

Contacts

Indicate whether you want the report to include all contacts, or a selected group of contacts. If you mark the
Selected option, the Contact Selector window will appear, and you can select the contacts. (You can open it
again later by clicking the Selector button next to the field.)
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Description

Enter a description for the saved configuration. 

Funds

Indicate whether you want the report to include all funds, or a selected group of funds. If you mark the
Selected option, the Fund Selector window will appear, and you can select the funds. (You can open it again
later by clicking the Selector button next to the field.)

Gift Date from

Enter the range of dates to include in the report. Enter or select the first date of the range in the from field,
and the last date of the range in the to field.

Number of Campaigns

If you chose to limit the report to selected campaigns, displays the number of campaigns you selected.

Number of Contacts:

If you chose to limit the report to a selected group of contacts, displays the number of contacts you selected.

Number of Funds

If you chose to limit the report to selected funds, displays the number of funds you selected.

Report

Select the type of the report to be printed: Soft Credits Report, or Soft Credits Extended Layout.

Donor Soft Gifts Report: Buttons

Campaigns Selector 

Click the Selector button on the Campaigns field to select the campaigns to include in or exclude from the
report.

Close

Click the Close button to save the current donor soft gifts configuration and close the window.

Contacts Selector 

Click the Selector button on the Contacts field to select the contacts to include in or exclude from the report.

Delete 

Click the Delete button to delete the current donor soft gift report configuration.

Funds Selector 

Click the Selector button on the Funds field to select the funds to include in or exclude from the report.

Print

Click the Print button to print the donor soft gift report using the current configuration.

Save 

Click the Save button to save the current donor soft gift report configuration under the selected name.
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3.6.2.5 Reprint Receipt

Reports >> Fundraising >> Reprint Receipt

Use the Reprint Receipt window to reprint receipts for a selected donor. You can choose to reprint a single
receipt, or all receipts. 

Reprint Receipt: Fields

Address Line 1

Displays the first address line of the selected contact.

Amount

This column displays the amounts of the receipts in the list.

Annual Receipt

Mark this option to display annual receipts in the list.

City

Displays the primary city of the selected contact.

Contact ID

Enter or select the number of the contact you want to reprint receipts for.

Date

This column displays the dates the receipts were originally printed.

Name

Displays the name of the selected contact.
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Printed

This column displays the number of times the receipts have been printed.

Regular 

Mark this option to display regular receipts in the list.

Receipt No.

This column displays the numbers of the receipts in the list.

Receipt Type

This column displays the types of the receipts in the list.

Reprint

Mark this option for each receipt that you want to reprint.

Zip Code

Displays the ZIP code of the selected contact.

Reprint Receipt: Buttons

Mark All

Click the Mark All button to mark all of the receipts in the window to reprint.

OK

Click the OK button to close the window.

Reprint Receipt

Click the Reprint Receipt button to reprint all of the marked receipts.

Unmark All

Click the Unmark All button to unmark all of the receipts in the list.
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3.7 Cards

3.7.1 Contact

3.7.1.1 Contact Maintenance

Cards >> Contact >> Contact

Use the Contact Maintenance window to create and manage the main contact records. You’ll enter the contact’
s address, phone, and e-mail information. A contact can have more than one address—for example, you might
have an individual’s home and work addresses on file.

You’ll also indicate the contact type, either individual or organization. You can also indicate whether a contact
can be a volunteer or solicitor, and what types of solicitation can be used for them.

In addition, you can send form letters and email messages to individual contacts from this window, by using
the Send button.

Contact Maintenance: Fields

Address Line 1

Enter the first line of the address. You can view how the contact’s address will appear on envelopes by clicking
the Expansion button on this field.
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Address Line 2

Enter the second line of the address.

Address Line 3

Enter the third line of the address.

Address Line 4

Enter the fourth line of the address.

Address ID

To create a new address for this contact, click the New Address button on this field, then enter a new address
ID. To view an existing address, enter or select the address ID, or use the scrolling buttons to page through
the address records.

Alias

Enter an alias for this contact.

Anonymous

Mark this option if you want this contact’s donations to be anonymous. If you mark this option for a contact,
they won't be included in donor recognition reports.

City

Enter the city of this address.

Contact Number

Displays the contact’s number. Contact numbers are automatically generated for new contact records.

To view an existing contact, enter or select the contact number.

Country

Enter the country or region of this address.

Description

Displays the description of the thank you letter you selected.

Email

Enter the contact’s email address for this address record. Each address record for a contact can have a
different email address.

First Name

Enter the contact’s first name.

Home Page

Enter the URL of the contact’s home page. Each address record for a contact can have a different home page.

Mailing

Mark this checkbox if the current address record is the contact’s mailing address.

Mailing Name

Enter the name to be used for addressing envelopes and mailing labels.

Middle Name

Enter the contact’s middle name.

Name

Enter the contact’s last name.

Nick Name

Enter the contact’s nickname.
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Number

Enter the contact’s telephone numbers in this column. Be sure to select an option in the Telephone Type
column.

Organization

Displays the contact’s organization if you have set up a relationship between this contact and an organization.

Prefix

Enter the prefix to use before this contact’s name (for example, Ms., Mr., or Dr.)

Primary

March this checkbox if this is the contact’s primary address.

Receipt Type

Select the type of receipt to send this contact for donations.

Relationship

Displays the type of relationship if you have set up a relationship between this contact and an organization.

Return To Sender

Mark this checkbox if a mailing to this contact has been returned to you undelivered because of an incorrect
address. The next time you enter a transaction for this contact, you will receive a message informing you that
you should verify and update the contact's address.

Solicitations

Select the type of solicitations this contact is eligible to receive from the list. To select more than one type,
hold the Ctrl key while clicking them.

Solicitor

Mark this option if this contact can act as a solicitor for your organization.

State/Province

Enter the state or province for this address.

Status

Select the status of this contact record: Active or Inactive. If you mark a contact as Inactive, you won't be
able to enter any transactions for them.

Suffix

Enter the suffix to use after this contact’s name (for example, Ph.D., or Jr.)

Tax Deductible

Mark this option if the contact’s donations should be reported as tax deductible on receipts.

Telephone Type

Select a type for each telephone number you enter in the list.

Thank You Letter

Enter or select the thank you letter you want this contact to receive for donations.

Type

Indicate whether this contact is an individual or an organization.

Volunteer

Mark this option if this contact sometimes works as a volunteer for your organization.

Zip/Postal Code

Enter the ZIP or postal code for this address.
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Contact Maintenance: Buttons

Address Delete

Click the Delete button on the Address field to delete the current address.

Address New

Click the New button on the Address field to add a new address for the current contact.

Clear

Click the Clear button to clear the fields in the window. The window remains open.

Delete

Click the Delete button to delete the current record.

Down Arrow

Click the Down Arrow button next to the Telephone Numbers list to move the currently selected telephone
number down one position in the list.

Expansion

Click the Expansion button on the Address Line 1 field to open the Contact Address window, where you can
view how the contact’s address will be formatted on envelopes, and print envelopes if necessary. 

Go To

Click the Go To button in the upper right corner of the window, then select from the menu of windows to enter
or view additional information about this contact. The available windows are:

Additional Information

Contact Salutations

Contact Payment Information

Contact User Defined Information

Contact Relationships

Contact Mailing Maintenance

Activity Inquiry

Contact Donation Inquiry

Contact Payments Inquiry

Contact Soft Gifts

Volunteer Roles

Print

Click the Print button to open the Print Contact window, where you can print the current contact record, or a
range of contact records.

Save 

Click the Save button to save the current contact record.

Send 

Click the Send button to send a form letter or email message to the current contact. A menu will appear where
you can choose Form Letter, Form Letter by Email, or Email Message. If you select Form Letter or Form Letter
by Email, the Send Form Letter window will appear. If you select Email Message, the Send Email Message
window will appear. 

Up Arrow

Click the Up Arrow button next to the Telephone Numbers list to move the currently selected telephone
number up one position in the list.
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3.7.1.1.1  Additional Information

Cards >> Contact >> Contact >> Select a contact and click the Go To button >> Additional

Information

Use the Additional Information window to enter information about a contact, such as demographic information,
and their Social Security number and other tax and income information. You can also enter free-form
information, such as notes about their skills for volunteer positions.

If your FundVision system is integrated with Microsoft Dynamics GP, you can link a contact record with a
Microsoft Dynamics GP customer record. If you do this, any change to the customer record is reflected in the
contact record, and vice versa. In addition, you’ll be able to view the customer’s orders and invoices when you
view the contact’s activity in the Activity Inquiry window.

Additional Information: Fields

Contact ID

Displays number of the contact you selected in the Contact Maintenance window.

Birth Date
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Enter the contact’s date of birth.

Date of Death

If appropriate, enter the contacts date of death.

Description (Education)

Displays the description of the selected education level.

Description (Marital Status)

Displays the description of the selected marital status.

Description (Political Affiliation)

Displays the description of the selected political affiliation.

Description (Profession)

Displays the description of the profession selected.

Description (Religion)

Displays the description of the selected religion.

Education

Enter or select the education ID appropriate for this contact.

Gender

Select this contact’s gender.

GP Customer ID

Enter or select this ID of the Microsoft Dynamics GP customer record that you want to link this contact record
to.

Heritage

Enter or select this contact’s heritage.

Income Level

Enter or select this contact’s income level.

Individual Type

Select the individual type for this contact: Individual or Community Presenter.

Info 1

Use this text box to enter any notes, comments, or additional information about this contact.

Info 2

Use this text box to enter any notes, comments, or additional information about this contact.

Language

Enter or select this contact’s language.

Marital Status

Enter or select this contact’s marital status.

Name

Displays this contact’s name

Number of Children

Enter the number of children for this contact.

Political Affiliation

Enter or select this contact’s political affiliation.
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Profession

Enter or select this contact’s profession.

Range

Displays the lower and upper values of the income level.

Religion

Enter or select this contact’s religion.

SS Number

Enter this contact’s Social Security or Tax ID number.

Tax Bracket

Enter this contact’s tax bracket.

Additional Information: Buttons

OK

Click OK to save your changes and close the window.

3.7.1.1.2  Contact Salutations

Cards >> Contact >> Contact >> Select a contact and click the Go To button >> Contact Salutations

Use the Contact Salutations window to enter the salutations you want to use for a contact.

Contact Salutations: Fields

Default Salutation

Enter the salutation you want to use if no other salutation has been selected.

Formal Salutation

Enter the salutation you want to use for formal letters.

Informal Salutation

Enter the salutation you want to use for informal letters.
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Special Salutation

Enter the salutation you want to use for special letters.

Contact Salutations: Buttons

OK

Click OK to save your changes and close the window.

3.7.1.1.3  Contact Address

Cards >> Contact >> Contact >> Select a contact and click the Expansion button on the Address 1

field.

Use the Contact Address window to view how the contact’s address will appear on envelopes. You can select
the address displayed in the top of the window, copy it and paste it into another application, such as a letter in
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Word.

You can print this address on an envelope. You can select options such as the printer and envelope size to use,
and whether to print a return address, and a bar code on the envelope.

Contact Address: Fields

Envelope Size

Select the size of envelope you want to use. If you select Custom size from the list, you must enter the size in
the Height and Width fields.

Height

If you selected Custom size, enter the envelope’s height, and select the units for the measurement: inches,
millimeters, or points.

Print Bar Code

Mark this option to have a bar code printed on this envelope.

Print Facing Identification Mark-A

Mark this option to have the FIMA code printed on this envelope.

Printer Name

Enter or select the name of the printer you want to use for this envelope.

Print Return Address

Mark this option to have a return address printed on this envelope.

Return Address

Enter the return address you want to print on this envelope.

Width

If you selected Custom size, enter the envelope’s width.

Contact Address: Buttons

Cancel

Click the Cancel button to close the window without printing an envelope or saving the envelope settings.

OK

Click the OK button to save the envelope settings and close the window.

Print

Click the Print button to print an envelope addressed to the selected contact, using the envelope settings you
selected.
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3.7.1.1.4  Contact Payment Information

Cards >> Contact >> Contact >> Select a contact and click the Go To button >> Contact Payment

Information

Use the Contact Payment Information window to record information about a contact’s method of paying
pledges.

Any checking account information you enter for a contact will be used to match a scanned check to the
appropriate contact.

Contact Payment Information: Fields

Account Holder Name

Enter the name of the account holder for the checking or savings account.

Account Number

Enter the account number for the checking or savings account.

Account Type

Select whether this is a checking or savings account.

Bank Name

Enter the name of the bank where this account is held.

Bank Routing No

Enter the routing number for this bank.

Contact Number

Displays the number of the contact you’re setting up payment information for.
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Credit Card No

Enter the credit card number.

Expiration Date

Enter the expiration date of this credit card.

Name

Displays the name of the contact you’re setting up payment information for.

Payment Type

Select the payment type for this payment record.

Payment Type ID

Select the ID of the payment type record to use for this contact payment record.

Contact Payment Information: Buttons

OK

Click OK to save your changes and close the window.

Next

Click the Next button to view the next payment record for this contact.

Previous

Click the Previous button to view the previous payment record for this contact.

3.7.1.1.5  Print Contact

Cards >> Contact >> Contact >> Select a contact and click the Print button, or press Ctrl+P

Use the Print Contact window to print the Contact Donations Summary report for a selected contact, or for a
range of contacts.

Print Contact: Fields

From ID

Enter or select the beginning ID of the range of contacts you want to print the report for.

To ID
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Enter or select the ending ID of the range of contacts you want to print the report for.

Print Contact: Buttons

Cancel

Click the Cancel button to close the window without printing the report.

Print 

Click the Print button to print the report for the range you selected.

3.7.1.1.6  Send Form Letter

Cards >> Contact >> Contact >> Select a contact >> Send >> Form Letter

Cards >> Contact >> Contact >> Select a contact >> Send >> Form Letter by Email 

Use the Send Form Letter window to generate a letter by merging a contact’s information with a Microsoft
Office Word template. The letter can be printed to be mailed, or it can be attached to an email message. You
can also create an activity record, which helps you track your organization’s interactions with the contact.

Send Form Letter: Fields

Activity Type

Select the type of activity you want to create. (You must mark the Create Activities option before this field is
available.)

Create Activities

Mark this option if you want the system to create an activity record when it creates this letter.

Description (Activity Type)

Enter a description of the letter for the activity record you want to create.
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Description (Letter Name)

Displays the description of the letter that you selected.

Email Subject

If you are sending this letter as an email message attachment, enter the subject for the email message.

Letter Name

Enter or select the letter that you want to send to this contact.

Send Form Letter: Buttons

Cancel

Click this button to close the window without creating the letter.

Email

Click this button to open the email message in your email program. 

Word

Click this button to open the letter in Microsoft Office Word.

3.7.1.1.7  Send Email Message
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Cards >> Contact >> Contact >> Select a contact >> Send >> Email Message

Use the Send Email Message window to create and send an email message to the selected contact. You can
also create an activity record, which helps you track your organization’s interactions with the contact.

If you want to, you can have the message appear in your email application before sending. This allows you to
take advantage of your email application’s features, such as adding attachments, or adding a standard email
signature to the message.

Send Email Message: Fields

Activity Type

Select the type of activity you want to create. (You must mark the Create Activities option before this field is
available.)

Address

Displays the contact’s email address

Attachment

If you want to attach a file to this message, click the browse button to locate the file. Select the file and click
Open.

Bcc

Enter the email address of any Bcc recipients for this message. You can enter multiple addresses if you
separate them with a semicolon.

Cc

Enter the email address of any Cc recipients for this message. You can enter multiple addresses if you
separate them with a semicolon.

Create Activities

Mark this option if you want the system to create an activity record when it creates this email message.

Description 

Enter a description of the email message for the activity record you want to create.

Email Subject

Enter the subject of the message.

Message Text

Enter the text of the message you want to create.

Name

Displays the contact’s name.

Send Email Message: Buttons

Cancel

Click this button to close the window without creating the letter.

Send Click this button to send the email message. If you marked the Open Email Client option, the message
will appear in your email client, and you can send it from that application.
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3.7.1.1.8  Merge Contacts Information

Cards >> Contact >> Contact >> Select the contact record that you want to merge duplicate

information to, then click Extras >> Options >> Merge Contacts

Use the Merge Contacts Information window to copy gifts, payments, activities, mailings, receipts, and user
defined values from a source contact record to a target contact.

Merge Contacts Information: Fields

Contact to Merge

Enter or select the contact that you want to copy information from.

Name

Displays the name of the contact that you want to copy information from.

Merge Contacts Information: Buttons

Cancel

Click this button to close this window without merging records.

Merge

Click this button to copy gifts, payments, activities, mailings, receipts, and user-defined values from the
contact record in the Contact to Merge field to the target contact (selected in the Contact Maintenance
window).
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3.7.1.2 Contact Relationships

Cards >> Contact >> Relationship

Cards >> Contact >> Contact >> Select a contact and click the Go To button >> Contact Relationships

Use the Contact Relationships window to establish relationships between contacts. An individual contact can
have relationships with other individuals, or with organizations.

An organization contact can have relationships with individuals, or with other organizations.

When an individual has a relationship with an organization, you can indicate the duration of that relationship,
and whether that individual should receive mailings sent to the organization. Also, an individual can have a
formal relationship with an organization, such as being an employee, or an informal one, such as being a
volunteer for a non-profit organization.

When you set up an organization-to-organization or individual-to-individual relationship, you can indicate which
contact ID should be the one to contact. For example, if organization A is the parent company for organization
B, the you would want to indicate that organization A is the contact organization.

Contact Relationships: Fields

Board

Mark this option if this contact is on the board of the organization.

Contact ID

Displays the number of the contact you’re setting up relationships for.

Contact ID (bottom list)

Select the number of each contact that has an individual-to-individual or organization-to-organization
relationship with the selected contact.

Contact ID (top list)
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Select the number of each contact that has an individual-to-organization or organization-to-individual
relationship with the selected contact.

Contact Relationship

Select which individual or organization in this relationship is the primary one to contact.

Emp

Mark this option if this individual is an employee of the organization.

From

Enter the beginning date of this individual’s relationship with the organization.

Mail

Mark this option if this individual should receive copies of mailings sent to this organization.

Name

Displays the name of the contact you’re setting up relationships for.

Name (bottom list)

Displays the name of the contact that has an individual-to-individual or organization-to-organization
relationship with the selected contact.

Name (top list)

Displays the name of the contact that has an individual-to-organization or organization-to-individual
relationship with the selected contact.

Relationship

Enter or select the type of relationship these contacts have.

Relationship to Contact

Enter or select the type of relationship these contacts have.

To

Enter the ending date of this individual’s relationship with the organization.

Vol

Mark this option if this individual is a volunteer for this organization.

Contact Relationships: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

OK

Click the OK button to save your changes and close the window.

Set as Main

Click the Set as Main button at the top of the Name column on the first list to indicate that the selected contact
is the main contact in this relationship. The individual you select will be moved to the top of the list, and the
Mail option will be marked. For example, assume that you are entering organization relationship information
for an individual. A single individual might have relationships with multiple organizations: their current
employer, previous employers, and any organizations that they volunteer for. In this case, their current
employer would normally be set as their main Individual-to-Organization relationship.
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3.7.1.3 Contact Mailing Maintenance

Menu Cards >> Contact >>  Contact Mailings

Use the Contact Mailing Maintenance window to select all of the mailing lists that a single contact is subscribed
to.

Contact Mailing Maintenance: Fields

Contact Number

Enter or select the number of the contact you want to set up mailing list information for.

Description

This column displays the description of the mailing lists displayed in the list.

Mailing ID

Enter or select the IDs of the mailing lists you want this contact to be included on in this column.

Name

Displays the name of the contact you’ve selected.
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Contact Mailing Maintenance: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

OK

Click the OK button to save your changes and close the window.

Redisplay

Click the Redisplay button to update the window with any changes that have been made since you opened it.

Print

Click the Print button, or press Ctrl+P, to print a report showing the information on the window.

3.7.1.4 Contact User Defined Information

Cards >> Contact >> User Defined Info
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Use the Contact User Defined Information window to enter information for the user defined fields you have set
up. When you select a contact, each of the user defined fields that you have set up will appear in the list, and
you can select or enter the appropriate values for each of them.

Contact User Defined Information: Fields

Contact Number

Enter or select the number of the contact you want to set up user defined information for.

Datatype

This column displays the data type of the user defined field.

Name

Displays the name of the contact you’ve selected.

User Defined

This column displays each user defined field that you have set up.

Value

Enter or select the appropriate value for each user-defined field.

Contact User Defined Information: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

OK

Click the OK button to save your changes and close the window.

Redisplay

Click the Redisplay button to update the window with any changes that have been made since you opened it.
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3.7.1.5 Mailing List Maintenance

Cards >> Contact >> Mailing List

Use the Mailing List Maintenance window to select the contacts who should be included on your mailing lists.
(If you prefer, you can also select the mailing lists that a contact should be included on, using the Contact
Mailing Maintenance window.)

Mailing list Maintenance: Fields

Contact Number

This column displays the number of each contact who has been added to this list. To add another contact, click
on the first empty line in the list, and enter or select a contact.

Description (Letter ID)

Displays the description of the letter you have selected.

Description (MailList ID)

Displays the description of the mailing list you have selected.

Letter ID
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Enter or select the ID of the letter that you use with this mailing list.

Name

This column displays the name of the contacts included in the mailing list.

MailList ID

To view an existing mailing list, enter or select the ID. To create a new mailing list, enter a new ID.

Number of Recipients

Displays the number of contacts who are included on this mailing list.

Mailing list Maintenance: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Delete

Click the Delete button to delete the current record.

Print

Click the Print button, or press Ctrl+P, to open the Print Mailing List window, where you can print a report
showing the information on the window.

Save 

Click the Save button to save the current mailing list record.

3.7.1.5.1  Print Mailing List

Cards >> Contact >> Mailing List >> Select a mailing list, and click the Print button

Use the Print Mailing List window to print a range of the mailing lists.

Print Mailing List: Fields

From ID

Enter or select the beginning of the range of mailing lists that you want to print.

To ID

Enter or select the end of the range of mailing lists that you want to print.
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Print Mailing List: Buttons

Cancel

Click the Cancel button to close the window without printing the mailing list.

Print

Click the Print button to print the range of mailing lists you’ve selected.

3.7.1.6 Activity Types Maintenance

Cards>> Contact >> Activity Types

Use the Activity Types Maintenance window to create or modify the types of activities that you want to track in
FundVision.

Activity Types Maintenance: Fields

Activity Type

This column displays the existing activity types in your system. To add a new activity type, click the first
empty row in the list and type a new name. To modify an existing type, click the name and modify it as
needed.
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Inactive

This column indicates whether an activity type is active. To set an activity type as inactive, mark the checkbox.
If an activity type is inactive, you will not be able to create new activity records of that type. Existing activity
records will not be affected.

Activity Types Maintenance: Buttons

OK

Click this button to save your changes and close the window.

Print

Click this button to print the Activity Types report.

3.7.2 Additional Info

3.7.2.1 Prefix Maintenance

Cards >> Additional Info >> Prefix 

Use the Prefix Maintenance window to establish a list of valid prefixes for contacts. Prefixes for an individual
are also known as salutations and include Mrs. Mr. Dr. Rev. etc. Prefixes for organizations are usually articles
such as "The"; this allows organizations such as "The People's Bank" to be sorted under "P" instead of "T," but
still be addressed as "The People's Bank".

Prefix Maintenance: Fields

Prefix

Enter the text of the prefix.

Prefix Maintenance: Buttons

Save

Click this button to save the changes you've made to the current prefix.

Clear

Click this button to clear the window without saving any changes The window remains opened and you can
keep working in the window.

Delete

Click this button to delete the current record. Note: You can't delete a prefix that is being used.
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3.7.2.2 Suffix Maintenance

Cards >> Additional Info >> Suffix

Use the Suffix Maintenance window to establish a list of valid suffixes for contacts. Suffixes for include Sr., Jr.
etc. Suffixes for organizations include Inc., Corp. etc.

Suffix Maintenance: Fields

Suffix

Enter the text of the suffix as you want it to appear in the contact maintenance window.

Suffix Maintenance: Buttons

Save

Click this button to save the changes you've made to the current suffix.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete a suffix if it is being used.

3.7.2.3 Heritage Maintenance

Cards >> Additional Info >> Heritage

Use the Heritage Maintenance to maintain a list of valid heritage names, which you can assign to contact
records. Heritage denotes the cultural environment of a person or organization. Typical heritages would be
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Scottish, French, Chinese, etc. You can use the heritage information when building queries to target selected
communities. For example you may want to send a St Patrick's day card to all contacts of Irish heritage.

Heritage Maintenance: Fields

Heritage

Enter the name of the heritage as it should appear in the contact maintenance window.

Heritage Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete heritage names that are being used.

3.7.2.4 Language Maintenance

Cards >> Additional Info >> Language

Use the Language Maintenance allows you to maintain a list of valid language names, which you can assign to
contact records. You can use the language information when building queries to target selected communities.

Language Maintenance: Fields

Language

Enter the name of the language as it should be appear in the contact maintenance window.

Language Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete



FundVision 6.0244

© 2009 BGE, Inc.

Click this button to delete the current record. Note: You can't delete language names that are being used.

3.7.2.5 Education Maintenance

Cards >> Additional Info >> Education

Use the Education Maintenance allows you to maintain a list of valid education levels, which you can assign to
contact records. Education levels can be used in queries to target specific groups of contacts.

Education Maintenance: Fields

Education ID

Enter an ID for this education level. This is the value you will select in the Contact Individual Information
window to assign an education level to a contact.

Education Description

Enter a more detailed description of the education level. This can be used to help the user select the right
education level when the Education ID is too cryptic.

Education Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete education levels that are being used.
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3.7.2.6 Marital Status Maintenance

Cards >> Additional Info >> Marital Status 

Use the Marital Status Maintenance to maintain a list of valid marital statuses, which you can assign to contact
records. Marital status can be used in queries to target specific groups to contact.

Marital Status Maintenance: Fields

Marital Status ID

Enter an ID for this marital status. This is the value you will select in the Contact Individual Information
window to assign a marital status to a contact.

Marital Status Description

Enter a more detailed description of the marital status. This can be used to help the user select the right
marital status when the Marital Status ID is too cryptic.

Marital Status Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete marital statuses that are being used.

3.7.2.7 Profession Maintenance
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Cards >> Additional Info >> Profession 

Use the Profession Maintenance window to maintain a list of valid professions, which you can assign to contact
records. Professions can be used in queries to target specific groups of contacts.

Profession Maintenance: Fields

Profession ID

Enter an ID for this profession. This is the value you will select in the Contact Individual Information window to
assign a profession to a contact.

Profession Description

Enter a more detailed description of the profession.This can be used to help the user select the right profession
when the Profession ID is too cryptic. 

Profession Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete a profession that is being used. 

3.7.2.8 User Defined Field Maintenance

Cards >> Additional Info >> User Defined Fields 

Use the User Defined Field Maintenance window to create and edit new fields to store information about
contacts that would not have a place in the standard fields on contact records. User defined fields can be used
in queries to target specific groups of contacts. 

User Defined Field Maintenance: Fields

User Defined ID

Enter an ID for this user defined field.

Data Type
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Specify the kind of data that can be entered in this user defined field. The following data types are available: 

- String : any alphanumeric sequence of up to 20 characters.

- Numeric : any integer value.

- Currency : any amount with 2 decimals.

- Date : a date in the format MM/DD/YY, MM/DD/YYYY, DD/MM/YY or DD/MM/YYYY depending on your
Windows date format setting.

- Yes/No : Y, Yes, N or No. Note that the value is always displayed as Yes or No.

User Defined Field Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete a user defined field that is being used.

3.7.2.9 Organization Type Maintenance

Cards >> Additional Info >> Organization Type 

Use the Organization Type Maintenance window to maintain a list of types of organization. Organization types
can be used in queries to target specific types of organization. 

Organization Type Maintenance: Fields

Organization ID

Enter an ID for this type of organization. This is the value you will select in the Contact Organization
Information window to assign a type to an organization.

Organization Description

Enter a more detailed description of the type of organization. This can be used to help the user select the right
type of organization when the Organization ID is too cryptic.

Organization Type Maintenance: Buttons

Save
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Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: you can't delete organization types that are being used.

3.7.2.10 Country Maintenance

Cards >> Additional Info >> Country 

Use the Country Maintenance window to maintain a list of valid country names, which you can assign to
contact records. This will ensure consistency in the way countries are entered by the users.

Country Maintenance: Fields

Country

Enter the name of the country.

Country Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete country names if they are being used.
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3.7.2.11 State/Province Maintenance

Cards >> Additional Info >> State/Province 

Use the State/Province Maintenance window to maintain a list of valid state and province names. State and
province names can be used in queries to target specific states or provinces.

State/Province Maintenance: Fields

State/Province ID

Enter the state or province abbreviation.

State/Province

Enter the full name of the state or province.

State/Province Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete a state or province name that is being
used.

3.7.2.12 City Maintenance
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Cards >> Additional Info >> City 

Use the City Maintenance window to maintain a list of valid city names, which you can assign to contact
records. City names can be used in queries to target specific cities. When you set up a city, you can specify if
it is urban or rural.

City Maintenance: Fields

City

Enter the city name.

Location

Select whether this city is rural or urban.

City Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete city names that are being used.

3.7.2.13 Relationship Maintenance

Cards >> Additional Info >> Relationship 

Use the Relationship Maintenance window to define relationships between contacts.

Relationship Maintenance: Fields

Relationship ID

Enter an name for a relationship that you want to use between for contacts. For example: son, spouse,
president, subsidiary organization, etc.

Relationship Type

Select a relationship type from the following options:
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- Individual to organization: a relationship between a group, company or association and an individual
such as employer/employee, board member/company, or volunteer/association, etc.

- Individual to individual: a relationship between two individuals such as father/son, brother/sister,
spouse, etc.

- Organization to organization: a relationship between two organizations such as head office/division, etc.

Relationship Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete relationships that are being used.

3.7.2.14 Religion Maintenance

Cards >> Additional Info >> Religion 

Use the Religion Maintenance window to maintain a list of valid religion names to be assigned to contacts.
Religion names can be used in queries to target specific communities.

Religion Maintenance: Fields

Religion ID

Enter an ID for this religion. This is the value you will select in the Contact Individual Information window to
assign a religion to a contact.

Religion Description

Enter a more detailed description of the religion. This can be used to help the user select the right
denomination within a religion.

Religion Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear
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Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete a religion name that is being used.

3.7.2.15 Political Maintenance

Cards >> Additional Info >> Political Affiliation 

Use the Political Maintenance window to maintain a list of valid political affiliations, which can be assigned to
contact records. Political affiliations can be used to target specific groups of contacts.

Political Maintenance: Fields

Political ID

Enter an ID for this political affiliation. This is the value you will select in the Contact Individual Information
window to assign a political affiliation to a contact.

Political Description

Enter a more detailed description of the political affiliation. This description can be printed on reports and help
the user select the appropriate ID.

Political Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete political affiliations that are being used.
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3.7.3 Fundraising

3.7.3.1 Fund Maintenance

Cards >> Fundraising >> Fund

Use the Fund Maintenance window to set up records for each of the funds you use in your fundraising efforts.
You’ll enter information about the fund’s goals, its beginning and end dates, and if it is associated with any
campaigns, you’ll select the default campaign.

Fund Maintenance: Fields

Default Campaign

If this fund will be associated with any campaigns, enter or select the campaign that will be used most
frequently with this fund.

Description (Fund ID)

Enter a description for this fund.

Description (Default Campaign)

Displays the description of the selected campaign.

End Date

Enter the date this fund ends.

Fund ID

To view an existing fund, enter or select the ID. To create a new fund record, enter a unique ID.

Goal

Enter the amount of the financial goal for this fund.

Start Date

Enter the date this fund begins.

Status



FundVision 6.0254

© 2009 BGE, Inc.

Select the status of this fund record: Active or Inactive. (If you mark a fund as Inactive, you won’t be able to
enter any transactions for it.)

Fund Maintenance: Buttons

Accounts

Click the Accounts button to open the Fund Accounts Maintenance window, where you can select the General
Ledger accounts that will be used for this fund.

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Delete

Click the Delete button to delete the current record.

Print

Click the Print button, or press Ctrl+P, to open the Print Fund window, where you can print a report showing
information about a range of funds you specify.

Inquiry

Click the Inquiry button to open the Fund Inquiry window, which shows information about pledges and gifts
given to this fund.

Save 

Click the Save button to save the current fund record.
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3.7.3.1.1  Fund Accounts Maintenance

Cards >> Fundraising >> Fund >> Enter or select a fund and click Accounts

Use the Fund Accounts Maintenance window to select the General Ledger accounts that will be used to track
amounts for this fund. You need to select the fund account, as well as accounts for inventory and non-
inventory in-kind gifts, and Accounts Receivable and Deferred Revenue accounts.

Fund Accounts Maintenance: Fields

Account Receivable

Enter or select the account number of the GL account that will be used for the accounts receivable transactions
for this fund.

Deferred Revenue

Enter or select the account number of the GL account that will be used for the deferred revenue transactions
for this fund.

Description (Accounts)

Displays the description of the accounts you have selected for this fund.

Description (Fund ID)

Displays the description of the selected fund.

Fund Account

Enter or select the account number of the GL account that will be used for the revenue transactions for this
fund.
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Fund ID

Displays the ID of the fund that you selected in the Fund Maintenance window.

Gift In Kind Inventory

Enter or select the account number of the GL account that will be used for the inventory gift-in-kind
transactions for this fund.

Gift In Kind Non Inventory

Enter or select the account number of the GL account that will be used for the non-inventory gift-in-kind
transactions for this fund.

Gift In Kind Offset

Enter or select the account number of the offset GL account for the gift-in-kind transactions for this fund.

Fund Accounts Maintenance: Buttons

OK

Click the OK button to save your changes and close the window.

3.7.3.2 Campaign Maintenance

Cards >> Fundraising >> Campaign

Use the Campaign Maintenance window to set up records for each of the campaigns you use in your
fundraising efforts. You’ll enter information about the campaign’s goal and purpose, it’s beginning and end
dates, and whether it is associated with a fund.

Campaign Maintenance: Fields

Campaign ID
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To view an existing campaign, enter or select the ID. To create a new campaign record, enter a unique ID.

Description (Campaign ID)

Enter a description for this campaign.

Description (fund)

Displays the description of the selected fund.

End Date

Enter the date this campaign ends.

Fund 

To associated this campaign with a fund, enter or select the ID. 

Goal

Enter the amount of the financial goal for this campaign.

Purpose

Indicate whether the gift transactions for this campaign will be required to have a purpose. You can select the
following options:

· Optional: Select this option if you want users to be able to enter a gift transaction without being
required to enter a purpose.

· Required: Select this option if you want to require users to enter a purpose when entering a gift
transaction.

· From List: Select this option if you want users to select the purpose from a list. If you select this
option, click the arrow button to open the Campaign Purposes window, where you can set up the list
for this campaign. 

Start Date

Enter the date this campaign begins.

Status

Select the status of this campaign record: Active or Inactive. (If you mark a campaign as Inactive, you won’t
be able to enter any transactions for it.)

Campaign Maintenance: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Delete

Click the Delete button to delete the current record.

Print

Click the Print button, or press Ctrl+P, to open the Print Campaign window, where you can print a report
showing information about a range of campaigns you specify.

Inquiry

Click the Inquiry button to open the Campaign Inquiry window, which shows information about pledges and
gifts given to this campaign.

Save 

Click the Save button to save the current campaign record.
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3.7.3.3 Payment Type Maintenance

Cards >> Fundraising >> Payment Type

Use the Payment Type window to create and manage the types of payment you receive. 

Payment Type Maintenance: Fields

Cash Account Number

Displays the account number of the cash account for the checkbook that you selected for this payment type.

Checkbook ID

Enter or select the ID of the Microsoft Dynamics GP checkbook that you use to track payments from this
payment type. (This field is available only if you are integrated with Microsoft Dynamics GP.)

Description (Cash Account Number)

Displays the description of the cash account you selected.

Description (Checkbook ID)

Displays the description of the checkbook you selected.

Description (Payment Type)

Enter a description of this payment type.

Inactive

If you want to prevent users from this payment type for fundraising transactions, mark this option.

Payment Type ID

Enter an ID for this payment type. To view an existing payment type record, enter or select its ID.

Payment Type

Select the category of payment for this payment type. The available options are: Cash, Check, Credit Card,
and EFT. The selection you make controls how the system manages these payments.

Post in Details
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If you want transactions from this payment type to post to General Ledger in detail, mark this option.

Payment Type Maintenance: Buttons

Clear

Click the Clear button to clear the fields in the window. The window remains open.

Delete

Click the Delete button to delete the current record.

EFT

Click the EFT button to set up the electronic banking options for this payment. This button is available only if
you selected EFT as the payment type.

Save 

Click the Save button to save the current payment type record.

3.7.3.3.1  EFT Bank Configuration

Cards >> Fundraising >> Payment Type >> Select an EFT payment type and click the EFT button

Use the EFT Bank Configuration window to select the EFT file format required by your bank, and the name of
the bank where these transactions will be deposited, its routing number, and the account number. 

EFT Bank Configuration: Fields

Account Number
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Enter the account number of the account where you want transactions of this type to be deposited.

Additional Headers

Enter any additional headers that your bank requires.

Bank Name

Enter the name of the bank where transactions of this type will be deposited.

Description

Displays the description of the selected payment type.

Format

Select the appropriate EFT file format. In the United States, select ACH; in Canada, select CPA-005.

Payment Type ID

Displays the ID of the selected payment type.

Prenote Delay

If a prenote file is required, enter the number of days prior to the deposit transaction required by the bank to
submit a prenote file.

Routing Number

Enter the routing number of the bank where transactions of this type will be deposited.

Send Prenote Automatically

Mark this option to have the prenote file automatically sent.

EFT Bank Configuration: Buttons

Configuration

Click the Configuration button to open window, where you can view and edit additional configuration
information.

OK

Click the OK button to save your changes and close the window.
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3.7.3.3.1.1  ACH Account Configuration

Cards >> Fundraising >> Payment Type >> Select an EFT payment type and click the EFT button >>

Enter or select an ACH payment type, then click Configuration

Use the ACH Account Configuration window to view and edit the information included in the ACH file; the
defaults will work for most banks, however if your financial institution has specific requirements on how the
ACH file should be formatted you will use this window to accommodate those requirements.

ACH Account Configuration: Fields

Batch Entry Description

This field is stored in columns 54 to 63 of the ACH records type 5 (ACH batch header).

Company ID

This field is stored in columns 41 to 50 of the ACH records type 5 (ACH batch header) and columns 45 to 54 of
the ACH records type 8 (ACH batch trailer). By default it is equal to the company Federal ID number. If you
will be processing different Entry Classes (i.e. PPD, CCD, CTX, CIE, ARC, or BOC) you can specify a different
Company ID for each class.

Company Name

This field is stored in columns 5 to 20 of the ACH records type 5 (ACH batch header). By default it is equal to
the company name. If you will be processing different types of Entry Classes (i.e. PPD, CCD, CTX, CIE, ARC, or
BOC) you can specify a different Company Name for each class.

Discretionary Data

This field is stored in columns 21 to 40 of the ACH records type 5 (ACH batch header).

File Modifier

This field is stored in column 34 of the ACH records type 1 (ACH file header). Its default value is “A”.

Immediate Destination ID

This field is stored in columns 4 to 13 of the ACH records type 1 (ACH file header). By default it is equal to a
space followed by the 9-digit bank’s routing and transit number.

Immediate Destination Name

This field is stored in columns 41 to 63 of the ACH records type 1 (ACH file header). By default it is equal to
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the name of the bank.

Immediate Origin ID

This field is stored in columns 14 to 23 of the ACH records type 1 (ACH file header). By default it is equal to a
space followed by the 9-digit bank’s routing and transit number. Some banks may require it to be a “1”
followed by the company’s 9-digit federal ID number.

Immediate Origin Name

This field is stored in columns 64 to 86 of the ACH records type 1 (ACH file header). By default it is equal to
the company name.

Offset Record Identification

This field is stored in columns 40 to 54 of the ACH offset records (ACH record type 6). By default it is set to
the string “OFFSET TRANSACT”. When this field is blank, no offset record will be generated.

Offset Record Name

This field is stored in columns 55 to 76 of the ACH records type 6 (ACH entry detail). By default it is set to the
string “OFFSET TRANSACTION”.

Originating Bank T/R Number

This field is stored in columns 80 to 87 of the ACH records type 5 (ACH batch header) type 6 (ACH detail
entry) and type 8 (ACH batch trailer). By default it is equal to the first 8 digits of the bank’s transit and routing
number.

Paperless Deposit

If you are configuring a payment type for paperless deposit, choose the type of check conversion transaction:
ARC (Accounts Receivables) for checks that have been received in the mail, or BOC (Back Office) for checks
that have been delivered in person by the donor.

Priority Code

This field is stored in columns 2 to 3 of the ACH records type 1 (ACH file header). Its default value is “01”.

Service Class

This field is stored in columns 2 to 4 of the ACH records type 5 (ACH batch header). Its default value is “200”.

Status Code

This field is stored in column 79 of the ACH records type 5 (ACH batch header). Its default value is “1”.

ACH Account Configuration: Buttons

OK

Click the OK button to save your changes and close the window.



Reference 263

© 2009 BGE, Inc.

3.7.3.3.1.2  CPA Account Configuration

Cards >> Fundraising >> Payment Type >> Select an EFT payment type and click the EFT button >>

Enter or select a CPA-005 payment type, then click Configuration

Use the CPA Account Configuration window to view and edit the information included in the CPA-005 file.

CPA Account Configuration: Fields

Destination Data Center

Enter the identification number of the data center that will receive the file.

Originator User ID

Enter your alphanumeric originator ID.

Originating Bank T/R Number

Enter the transit or routing number of the bank where the transactions will originate.

Originator Short Name

Enter a shortened version of your long organization name.

Originator Long Name

Enter your organization’s name.

Transaction Type

Enter the numeric code for the transaction type. 

Currency Code

Enter the code for the transaction currency in the file: CAD for Canadian dollars, or USD for United States
dollars.

CPA Account Configuration: Buttons

OK

Click the OK button to save your changes and close the window.
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3.7.3.4 Bank Maintenance

Cards >> Fundraising >> Bank

Use the Bank Maintenance window to set up records for the banks that are used on your gift transactions.

Bank Maintenance: Fields

Bank

To create a new bank record, enter the bank name. To view an existing bank record, enter or select the bank
name.

Bank Maintenance: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Delete

Click the Delete button to delete the current record.

Save

Click the Save button to save the changes you've made to the current record.

3.7.3.5 In Kind Item Maintenance



Reference 265

© 2009 BGE, Inc.

Cards >> Fundraising >> Gift In Kind Type

Use the GIK Type Maintenance window to set up the different types of in-kind gifts that you’ll enter on gift
transactions. There’s no differentiation between inventory and non-inventory in-kind gifts in this window; you’ll
indicate what type of gift an in-kind donation is when you enter the gift transaction. (Note: You set up
consumable in-kind gifts in the Consumable GIK Type Maintenance window.)

In Kind Item Maintenance: Fields

GIK Type

Enter a description of the in-kind gift.

GIK Type ID

To create a new in-kind gift, enter the ID here. To view an existing record, enter or select the ID.

Unit Cost

Enter the unit cost of this in-kind gift.

In Kind Item Maintenance: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Delete

Click the Delete button to delete the current record.

Save

Click the Save button to save the changes you've made to the current record.

3.7.3.6 Tribute Fund Maintenance



FundVision 6.0266

© 2009 BGE, Inc.

Cards >> Fundraising >> Tribute Fund

Use the Tribute Fund Maintenance window to set up tribute funds. Tribute funds are used for gifts that are
given in honor of, in memory of, or as a tribute to someone. 

Tribute Fund Maintenance: Fields

Closure Date

If this fund has been closed, displays the date it was closed.

Contact 

Enter or select the contact that this fund is a tribute for.

Creation Date

Displays the date that the fund was created. If you are creating a new tribute fund, you can enter or select a
different date.

Fund Name

Enter a descriptive name for this tribute fund.

Goal

Enter the goal amount for this fund.

Name

Displays the name of the contact that this fund is a tribute for.

Status

Displays whether the fund is active and available for contributions, or closed.

Tribute Fund ID

To create a new tribute fund record, enter a unique ID. To view an existing tribute fund, enter or select the ID.

Tribute Fund Maintenance: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Close

Click the Close button to close the current tribute fund. When you close a tribute fund, you won’t be able to
use it in any more gift transactions

Delete

Click the Delete button to delete the current record.

Go To

Click the Go To button in the upper right corner of the window, then click Gifts to open the Tribute Fund Gifts
window, where you can view information about gifts that have already been given to this fund.

Print

Click the Print button (or press Ctrl+P) to open the Print Tribute fund window, where you can print a report
showing information for the range of tribute funds you specify.

Save

Click the Save button to save the changes you've made to the current record.
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3.7.3.6.1  Print Tribute Fund

Cards >> Fundraising >> Tribute Fund >> Enter or select a tribute fund, then click the Print button

Use the Print Tribute Fund window to print a report showing information about the range of tribute funds you
specify.

FR Print Tribute Fund: Fields

From ID

Enter the first gift ID in the series that you want to print.

To ID

Enter the last gift ID in the series that you want to print.

FR Print Tribute Fund: Buttons

Cancel

Click the Cancel button to close the window without printing.

Print

Click the Print button to print information for the range of tribute funds that you entered.
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3.7.4 Event

3.7.4.1 Event Type Maintenance

Cards >> Event >> Event Type 

Use the Event Type Maintenance window to set up the types of events your organization holds. You will use
these event types to categorize the event records in the Event Maintenance window .

Event Type Maintenance: Fields

Event Type ID

To create a new event type, enter an ID. To view or modify and existing event type, enter or select the ID.

Event Type

Enter a brief description of the event type.

Event Type Maintenance: Buttons

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete an event type that is in use.

Save

Click this button to save the changes you've made to the current record.

269
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3.7.4.2 Event Maintenance

Cards >> Event >> Event Maintenance 

Use the Event Maintenance window to create and schedule new events for your organization, and specify
details about the event, such as date, time, location, and so forth.

Event Maintenance: Fields

Capacity

Enter the maximum number of persons allowed at the event. 

End Date

Enter or select the last day of the event.

End Time

Enter the time when the event ends.

Event

Enter a description or name of the event.

Event ID

To create a new event, enter an ID. To view or modify and existing event, enter or select the ID.

Event Type
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Enter or select the ID of the type for this event. When you enter an event type ID, the event type will appear
next to this field.

Goal

Enter the total currency amount this event is expected to raise.

Location

Enter or select the ID of the location for this event. When you enter a location ID, the location name will
appear next to this field.

Start Date

Enter or select the first day of the event.

Start Time

Enter the time when the event starts.

[text field]

Us this field to write additional information about this event.

Event Maintenance: Buttons

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete an event that is in use.

Save

Click this button to save the changes you've made to the current record.

3.7.4.3 Location Maintenance

Cards >> Event >> Location 

Use the Location Maintenance window to create records for the locations where your organization holds events.

Location Maintenance: Fields

Location

Enter a brief description of this location.
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Location ID

To create a new location, enter a unique ID for the letter. To view an existing location, enter or select the ID.

Location Maintenance: Buttons

Save

Click this button to save the changes you've made to the current record.

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note that locations can only be deleted if they are not in use.

3.7.5 Volunteer

3.7.5.1 Volunteer Type Maintenance

Cards >> Volunteer >> Volunteer Type 

Use the Volunteer Type Maintenance window to define the skills of your volunteers. This makes it easier to
assign volunteers to specific tasks during an event. 

Volunteer Type Maintenance: Fields

Volunteer Type Description

Enter a brief description of the volunteer type.

Volunteer Type ID

To create a new volunteer type, enter an ID. To view or modify and existing volunteer type, enter or select the
ID.

Volunteer Type Maintenance: Buttons

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete a volunteer type that is in use.
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Save

Click this button to save the changes you've made to the current record.

3.7.5.2 Volunteer Expense Type Maintenance

Cards >> Volunteer >> Expense Type 

Use the Volunteer Expense Type Maintenance window to define the valid types of expenses that your
volunteers can incur.

Volunteer Expense Type Maintenance: Fields

Expense Type ID

To create a new expense type, enter or select a new ID. To view or modify an existing expense type, enter or
select the ID.

Volunteer Expense Description

Enter a brief description of the expense type.

Volunteer Expense Type Maintenance: Buttons

Clear

Click this button to clear the window without saving any changes. The window remains open and you can keep
working in the window.

Delete

Click this button to delete the current record. Note: You can't delete an expense type that is in use.

Save

Click this button to save the changes you've made to the current record.
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3.7.5.3 Volunteer Roles

Cards >> Volunteer >> Volunteer Roles

Use the Volunteer Detail window to indicate the types of volunteer roles that a contact can fill. For example,
you may have set up volunteer type records for telephone callers, canvassers, and event organizers in the
Volunteer Type Maintenance window. You can then assign any of those volunteer types to your contacts in this
window.

Volunteer Roles: Fields

Contact Number

Enter or select the contact number of the contact you want to view.

Description

This column displays the descriptions of the volunteer types assigned to hthis contact.

Name

Displays the name of the contact you selected.

Role ID
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Use this column to enter or select the volunteer types you want to assign to this contact.

Volunteer Roles: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

Go To

Click the Go To button in the upper right corner of the window, then select from the menu of windows to enter
or view additional information about this contact’s volunteer roles. The available windows are:

Volunteer Services Record

Volunteer Expenses

OK

Click the OK button to save your changes and close the window.

Redisplay

Click the Redisplay button to update the window with any changes that have occurred since you opened it



Reference 275

© 2009 BGE, Inc.

3.7.5.4 Volunteer Service Record

Cards >> Volunteer >> Service Record

Use the Volunteer Service Record window to record the types of volunteer work a contact has done during
your organization's campaigns.

Volunteer Service Record: Fields

Campaign ID

Enter or select the ID of the campaign the contact volunteer worked on.

Contact Number

Enter or select the contact for whom you want to enter information about the type of volunteer work they’ve
performed, and the campaigns they’ve volunteered for. When you select a contact, their name appears next to
this field.

Description

Displays the description of the type of volunteer work.
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Role ID

Enter or select the ID of the type of volunteer work the contact has performed.

Service Date

Enter the date of the volunteer work the contact performed.

Volunteer Service Record: Buttons

Clear

Click this button to clear the current information from the window.

OK

Click OK to save the entries you made for the selected contact.

Redisplay

Click this button to update the window with any records that have been entered since you opened it.

3.7.5.5 Volunteer Expenses

Cards >> Volunteer >> Expense Entry

Cards >> Volunteer >> Volunteer Roles >> Select a contact, then click the Go To button and click

Volunteer Expenses
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Use the Volunteer Expenses window to enter any expenses incurred by a volunteer while working on a
campaign. You can use this expenses information to generate a report, that can then be used to enter
reimbursement checks.

Volunteer Expense Entry: Fields

Amount

Enter the amount of the expense.

Campaign

Enter or select the ID of the campaign that the contact incurred an expense for.

Contact Number

Enter or select the number of the contact you want to view or enter expense information for.

Date

Enter the date the expense was incurred.

Description

This column displays the descriptions of the expenses incurred by the selected contact.

Expense ID

Enter or select the ID of the expense type.

Name

Displays the name of the selected contact.

Volunteer Expenses: Buttons

Clear

Click the Clear button to clear your entries without saving any changes. The window remains open and you can
keep working in it.

OK

Click the OK button to save your changes and close the window.

Redisplay

Click the Redisplay button to update the window with any changes that have occurred since you opened it
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3.8 About FundVision

Help >> About FundVision

This windows gives you information about the version and build number of FundVision you are currently
running.

About FundVision: Fields

Dexterity Version

Displays the version of the run-time engine currently running. 

Version

Displays the version (Major release, Minor release, Build Number) of FundVision currently running.

About FundVision: Buttons

OK

Click this button to close the About FundVision dialog box.
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