SOS Help How to Print Member Donation Letters

How to Print Member Donation Letters / Reports

January 2006

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

Stef) 2: Cligk on the Layout option

2-|DONATION BY MEMBER o [l 1 There
File Options |About .
Data I Layout | Preview | Excel I Extra ] IS a
place
Please click on the Drop Down list to select a report. B o)
The explanation of the report will be shown
Then click on Layout to select your criteria.
After you select the criteria, then click Preview. / Sto re
Repbrt Type notes
for
IE ounting -
L | each
Refbrt Name
B | report
Donations by Memher j 3 Hotes p

Lists Donations by member.
Payments Posted and Donation Flag = True
Retrieves payments by payment date
Options: By Payment Date

By selected Member or All i (default is All)
By Donations greater than value.
Select Summary, under Display Preferences, gives a 1 page Y per

Abhility to Store gquery in view database.
Create letters or run report.

Each Report description is described here

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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Select to print All Members or Select the desired Payment Date range
for a single menjber

Default is to get all Donations

E-|DONATIONS BY MEMBER P ] 5|
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~Print What
rinvoice Type ~Members to Display—— Show with History—;, -Date Rané —
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~G/L Accounts ~Billing Groups 01012005 | ~
| = | || [12724r2005 [~
Mearmk Y t Value rRerieve Date by
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= Use Last Invoice Due Date
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Yes # No From I To I [ Use Member Age From I To I ‘—Sort By
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— - mwice Dat | | [T Use Years
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" School " CashReceipts " Supp.Dues I :I' I " Last Hame 1
I —— |
" Quarter for 2¥rs To
| j I 'l To I 'l I
~Print How Address optons - )
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& Portrait * ListFormat || (53 i " Yes F ':_'_’S‘e" —
" Landscape || { Let{b{fl_ahel C \ + Ho DUTESS Yes rGroup By,
! — ! \ [" Member # || C No * Last Name
rSelect your current f;écal year\om available listing——\, #Years—— [ Mem Type = Al " Mem Type
| ﬂ/ | 12242005\ﬂl| | 1212472005 |2 -| 7{1\ ‘ - - —
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If you select I}st Format and Sl}nmary, the
To print Letters, report prints one member per page and a total
based on the Date of Donations within the selected Date Range.
Range and Member
(s) click the Letter
option, a new screen
appears. See next

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

/
Check the 583 Letter and ).abel Printing x|
OptionS to be File Edit FEafmat
. - Print Ppfhat Label Salutation

displaye
andp er&:ter {+ Letter { Label { Mailing to Member | j
the text to Letter Options :
be rLetter Date ———— Letter Salutation
incorporated W | 12/27/2005 E:l ¥ Header | Mr.Bob Jones =]
in your [V Dear |Mr.Jones =]
letter. ~Letter Subject

v IAnnuaI Donation Summary

~Letter Body

¥ Include Paragraph 1
IMPORTANT The following are the details of your donations to date -
Select
whether to\
show Detail 4 I LI_I
or jUSt a ¥ Include Paragraph 2
total for the
selected NThank you i|
Date Range =
Default A | >
shows all NS
Detail. il DN [ (ERET 3 P S N T

- Show Organization — Shaw Detail —— -
/r-* Yes (" No | {ﬂ‘ Yes ( No Show Margins

Use this option

to display your/

organization
name and
address at the
top of the letter.
Name and
Address is
edited in
Program
Administration

’ Letter Display

Print I Close

0 Dmﬁl@ls only (Def) ¢ All Payments

N\

AN

AN

N\

Select whetﬁe; to
display Donations only
or both All Payments
along with Donations

When ready, Click Print 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

SOS, your Management, Fundraising and Accounting Solution




SOS Help How to Print Member Donation Letters

There are 3 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 PayQ‘lent Description Qonation
0§ Payments, O =dits and Debits between 11/19/2003 and 0. {07,/2006 —o] x|
Filz Options  Help
Irve # Bal. Due Billing fem Trans. Amt Cretails Description Type Jonggion | -
11453 Library §100 179 |_
11610 $.00 Adutt Retreat $42000) 154
12038 $.00 Annual Fundraissr $50000| 130
12863 $.00 School Schal §1800) 5786
13523 $.00 Library §1500) 2w
15722 $.00 Big Sunday $100.00| 5899
15885 $.00 Shablat Dinner gs000| 217
16734 $.00 Standsrd Temple Dus|  $1,575.00)  cc
17351 $.00 URJ Duss §15000[  cc
179858 $.00 ARZA Dugs §a6o0|  cc
20281 $.00 Board Dinners 2005 $12000 8674
20663 $.00 Enhanced Dues 2004)  $1,23800[  cC
21240 $.00 School Schal §1600| 6051
24457 $.00 Social Action Fund $1600) 6193
24570 $.00 Capital Campaign $1,00000) 376
27740 $.00 Library Furid §5z00| 228
28135 $.00 Men's Clb $90000|
26936 $.00 Annual Fundraissr $35000| 233
26957 $.00 Annual Fundraissr $15000) 233
29031 Annual Fundraissr grzoo| 232 =
~Select Date Range to search by
Balance Due > — e
From I_I e H;l (" Invoices by Date Range — |T Print
" Donations only
1o fo1/07/08 2l+| & Display Payments Close
[ pisplay Columns in Green

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

SOS continues to be enhanced through user comments and ideas. Please email
your suggestions to SoSSupport@ansintech.com or SoSrequest@ansintech.com

For more details about SOS visit our web site at
www.ansihtech.com
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