How to Print Member Donation Letters / Reports

Updated November 2010

Member Donation letters are created in the Management Reports

1: From General Family Screen, select Accounting, then Management Reports

or use the F2 Hot Key.
Alternatively:

2: In Member Finance, Select View, Management Reports or use the F2 Hot

key.

Step 1: Select Donations by
Member Report # 3

St]ep 2: Click on the Layout option

] DONAT{DIIIS BY MEMBER, #3/ =

B

File Option} About
Data | Laydut | Advanced Lpyout | Preview | Grid Format |

Please click on the Drop Down list to select a report.
The explanation of the report will be shown
Then click on Layout to select your criteria.
After you select the criteria, then click Preview.

ReportType | Accoynting -

Report Hame

L{sts Donations by member.

Paymentf Posted and Donation Flag = True
Retrigves payments by payment date
Options: By Payment Date
By selected Member or All members (default is All)
By Donations greater than value.
Select Summary, under Display Preferences, gives a 1 page summary per member snapshot.
Abilfty to Store query in view database.

Create letters or run report.

How to Sort Report Name List? [~ Display Tool Tips
" Alpha * Numeric [~ Export report to C:\S0SCODEDESKTOP1S0598091\ReportHistory

Hotes for report # 27

-~ Add Shows total billed, credited and paid for one g/l line at -~
Report L !
Nul‘:lober Description New a time.
Shows total billed, credited and paid for ol Accept
53
Cancel
- Edit

# 3 Donations by Member j 3

Exit |

There
is a
place
to
store
notes
for
each
report

IMPORTANT: Since this report is not normally run as frequently as other reports, we

strongly suggest that you send the report to print preview. Print a few pages and

compare the donations/payments as shown in the member account summary. This

is done to be sure you have set all of the payment/donations parameters correct

and to be sure all payments have been properly flagged.
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How to Print Member Donation Letters / Reports

for a single member

Select to print All Members or

Select the desired Payment Date range

. a8 DONAH4NS BY MEMEER, #3

Default is to get all Donations

I | B [ |
File Optichs About
Data | Lajout | Advanced Layout | Preview | Grid Format |
Print Wha
Invoice Type Members to Display Show with History Date Range
| j All Members [ Billing ltems Al 4 Range ~
GIL Accaunts Members wilnvoices [ GIL Accounts y —
| - J Billing Groups 01/01/2010 [} ~
-
4 | x| | 12312010 (2 -
Rerieve Date b
Tﬂ;m:} 'b J GRS Use In oiceYDate
All Members -
[ Use Amt Greater than or Equal to Use Last Invoice Due Date
Sort Member No Sort Last Name Age Range
- [ Use Member Age From To
Show Member Totals —With Last Name 1414812010 v: -
Yes No From To Month/Quarter/Year 7ip Code
Billing Item Month for 1 Year [ Use Zip Code 1118/2010 ’E|v -
Dues Long-Term One-Time v = Sart By Ceeal Yonre
i Quarter for 2 Yrs o —
School Cash Receipts Supp. Dues Invoice Dat [ Use Years
| ~| To | ]| Payment D
=l Address options O [LEITEErL :l'
Last Name
i’ [ Name ‘Date selected cannot be prior o 07/01/2002
Orientation Style ference - [ Export Data [ Address nale selected cannot be prior fo DA
Landscape + List Format i f!!" Yes [~ Member# Posted Group By
+ Portrait tter/Label Detail + HNo Yes Mo + Last Name
[ MemType || @ g Mem Type
Select your current figtal year fromN\available listing [ Show Financial History
< ¥ Erint Preview
=] f11mzn010 | CARAI H h =l [T Show GIL Acct and Posted Status
Close
- - [ Storlt'erQuery 0 5
Years [ [+ Show Bal Due Hotes
Deposit Types Batch List by numNer and date Cancel
| / =] \ = | 0
i N\ — N

AN

To print Letters,
based on the Date
Range and Member

If you seIecP‘List Format and Summary, the
report prints one member per page and a total
of Donations within the selected Date Range.

(s) click the Letter
option, a new screen
appears. See next
page
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How to Print Member Donation Letters / Reports

Select the Option the meets your requirements. If
sending letters, click the letter option.

Check the
options to be
displayed
and enter
the text to
be
incorporated
in your
letter.

IMPORTANT\
Select
whether to
show Detail
or just a
total for the
selected
Date Range
Default
shows all
Detail.

Use this option/
to display your
organization
name and
address at the
top of the letter.
Name and
Address is
edited in
Program
Administration

IE Letter and Label% i

Letter Options
Letter Date

Letter Subject

File Edit Fornpét
Print What
¢ Lett Label ~ Mailing to Member | | | |

Letter Salut

v | 0171012011 |E|_ +| | ¥ Header | Mr.Bob Jones

v Dear

Label Salutation

ation

Lol L«

| Mr. Jones

Letter Body

[+ Include Paragraph 1

~ |Annua| Donation Summary

4

[ Include Paragraph 2

The following are the details of your donations to date.

e

m | »

1

Letter Dizplay
+ Donations only (Def)
. \

\Thank you ~
4 m 3 -
s S slzfu][= 2[z]e|

Show Organization ow Detail Print By
* _Yes No * Yes No + Members
3rd Party
All Payments

N\

N\

Select whether}s‘

display Donations only
or both All Payments
along with Donations

When ready, Click Igrint and
the letters are created and
sent to Print Preview. You are
automatically returned to the
Layout screen NOTE: If you
do not see the print preview
automatically, click on the
Preview Tab
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How to Print Member Donation Letters / Reports

There are 4 fields that can be edited that show on the donation letters. Simply click
in the green column, enter the changes, then press the Tab Key. You’'ll be prompted

whether to save your changes.

Payment date

Payment Description

Donation Donation Amt

Trans. Amt

$2,635.50

%1,100.00

$1,123.99

$25.00

$25.00

52.00

50.00

$1,234.55

TN GradE RS DimER 0 Cre Tme [N 00

Discover 1021z

52.00

Wisa 10252

GG RS DimER 1 one Tme [N 100

52520

GG RS DimEE 1 one Tme [N 00

Check # 8888

5125.00

DISCOVER 444 OneTime  |OH

$25.00

Refund Accour

N GradE RS Dimer 1 Cre Tme [N 00

S100.00

THhGrade RS Dimer ore Tme [ 10000

Refund Accour

52,650.00

T Grade RS Dier  CreTime Y 850,00

Refund Accour

52,750.00

Check# 1111 School [IOH

.00

Refund Accour

$150.00

Check # VWY school |

5.00

Check # WA School [IOH

4 | 1]

| 3

ISelect Date Range to search by

i Invoi Date Ra
From [0 _[E1=] ¢ poratons oty
To I'l'l.-"18f"201D [ﬁ;l * Display Payments

Balance Due > ——

E—=

{

[T Displav Columns in Green

IPa:rments, Credits and Debits between 11/16/2007 and 11/18/2010

The above screen is displayed from the View, then Account Summary (F9 hot key)
or from the Member Financials, Click Account Summary button.

If you have any questions pertaining to the operation of SOS, please be sure to call
technical support or email SOSsupport@ansintech.com
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